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REQUEST FOR RECORD;!POSEHON AUTHORITY

I LEAVE BLANK

(See Instructions on reverse) 108 NO

TO GENERAL SERVICES ADMINISTRATION,
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20498

NC1-412-85-10

DATE RECEIVED

1 FROM (AGENCY OR ESTABLISHMENT) .
Environmental Protection Agency

2-06-85

- NOTIFICATION TO AGENCY

MAJOR SUBDIVISION
Office Of Emergency & Remedial Response

MINOR SUBDIVISION

In accordance with the provistons of 44 U S C 3303a the disposal re
quest including amendments 1s approved except for items that may
be stamped “disposal not approved” or “withdrawn™ in column 10

4 NAME OF PERSON WITH WHOM TO CONFER 5 TEL EXT
to-3-% ¢
Thomas Tasker 382-5911 Date &7 Ardnnt of the United States
6 CERTIFICATE OF AGENCY REPRESENTATIVE

| hereby certify that | am authonized 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

this agency or will not be needed after the retention periods specified.

(] A

Request for immediate disposal

page(s) are not now needed for the business of

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

retention. )
C DATE w AGEMCY REPRESENTATIVE E TITLE
9/77y5 Themas Tapker Agency Records Management Officer
7 c 9
ITEM NO (With Inclusive Dates or Retention Periods) AR ACTION TAKEN
1 - 21 |The Cffice OI Emergency And Remeﬂial Response Appendix
Records Control Schedule is being revised to C
make it consistent with the Programs current Schedule
operations. The revision of this Schedule is 21
part of a major review and update of the EPA
Pecords Control Schedules.
Attached is a copy of the revised Emergency And
Remedial Response Records.
This certifies that the records will be microformed and imspected i
accordance with the standards set forth in 36 CFR 1230.
A1l changes to this proposed schedule have been approved
by
/) .
NARA apprais Da Agency representative Da
i
y’] P —7 /O/f/ff‘.u‘f 4
Leo? & Lgensy. VEx STANOARD Fos 11
/(/A/E 7o - F- % . Prxsé(;r‘:t::;rngneneral Services

FPMR (41 CFR) 101-114




U.S. ENVIRONMENTAL PROTECTION AGENCY—RECORDS CONTROL SCHEDULES

'CHED NO

ITLE GF S0 butt COVEKKAGE UF SChtLUuLE ‘uﬂ
EMERGENCY AND REMEDIAL RESPONSE RECORDS APPLICABLE HEADQUARTHRS OFEICH
HEm NAME AND DESCRIPTION OF RECORD/FILE RETENTION PERIOU AND DISPOSITION
1. controlled and Major Correspondence of the Director, Ottice Retention:  Permanent.
ot Emergency and Remedial Response. Includes coples ot con-
trolled and major correspondence signed by the bDirector. Disposition: Break tile at end ot year. keep 1n
The correspondence significantly documents the program ofttce current plus 1 additional year, then trans- aJ,q/85"
activities and was processed under special handling control ter to the FKC. Keep 1n ERC tor 10U year, then SR
procedures because of the 1mportance ot the letters or time otfter to the National Archlvca.yﬁad't*zgﬂ 64&11La. ?4}
requlirements of replies.
2. General Corespondence of the Director, Office ot kmergency Retention: Retain 5 years.
and Remedlal Response. Includes coples ot non-controlled
(routine) correspondence. Kecords consist ot 1ncoming Disposition: Break tile at end ot year. Keep
letters and enclosures. 1in ottice 1 year, then transter to tRC. Destroy
when S5 years old.
3. Program Development Fille, Consists ot records related to Retention: Permanent.
the development ot emergency and remedial responsce policies
and programs. Records conslst of correspondence, issuc Disposition: Hreak tile at end ot 2 years. Keep
papers and reports relative to policy, strateygy, progtam In ottice 3 years, then transter to the FRC.  Keep
control, research prioritiles, legislative priorities, other 1n FRC tor 20 years, EEZ? tter to the Natiopal qj
related records. Archives e 3 41}«.1 T < e r/"(/efé
4. Program Management File. Consists ot records related to Retention: Ketaln 5 years.
the management and administrative support ot each unit ot
the Ottice ot Emergency and Remedial Response.  KRecords conq Disposition: Break tile at oend ot yedar. Keep 1n
s1st ot program planning and implementation, petrsonneld ottice 1 year, then transter to the PRC. bDestroy
nceds, work daccomplishments, budgetary materlals, and when 5 years old.
other management activitles,
5. specches by Otfice Director or staft. Speeches prepared Retention:
tor delivery at civic tunctions and protessional
conterences and meetinygs., a., Record Copy. Permanent.
b. Intormation Coples. Retain 1 year.
Disposition:
a. kecord Copy. Break tlle atter presentation.
Keep in ottice S year, then transter to the
FRC.  Kecep 1n FRC S5 yedars, then trapsfer to P £s
the National Archives.ow 4,"«3&\1 “&‘t S22 Q'./

b. intormation Coples: old

or sooner

Dewtroy when |
1t no longer nceded,

yedar

N
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U.S. ENVIRONMENTAL PROTECTION AGENCY—RECORDS CONTROL SCHEDULES

TITLE OF SCHEDULE
EMERGENCY AND REMEDIAL RESPONSE RECORDS

COVERAGE OF SCHEDULE
APPLICABLE HEADQUARTERS OFFICE

SCHED NC

'TEM NAME AND DESCRIPTION OF RECORD/FILE

RETENTION PERIOD AND DISPOSITION

6. Freedom of Information Response File. 1Includes copies of
1incoming requests for i1nformation under the Freedom of
Information Act, copies of replies, and copies of any

file does not contain the Program's official record of
information being requested.

7. Foreign Government File. Covers contacts and activities
wTtihrferedga.governments. Records consist of cooperative
program agreements, copy Of contimrermey—plan,. nocling
arrangements, minutes of meetings, news clippings,

1nteragency memoranda concerning the request. Note: this

Retention: Retailn X years.
-

Disposition: Break file at end of year. Keep 1in
in Office current plus 1 additional year, them
erarefer—tothofRC. Destroy when X years od

r

Retention: Retalin 6 years.

Disposition: Break file at end of year. Keep
N Dt e e—ydinbibt N _Jestroy when 6 years old.

technical reports and papers, trip reports, etc.

8. Interagency and Federal Government File. This f1ile
cantalns contacts and activities with other Federal

Retention: Retain 6 years.

agencies, COmMMISS10NS, ang OrTororrrrereesfmiiomduado. .l
Government. Records consist of letters and reports
relating to Executive Orders, OMB statements and
bulletins, proposed legislation and programs,
cooperative ventures and proposals, meetings and
conferences of other Federal agencies.

9, State and Local Government File. Covers contacts and
activitlies with States, counties, and cities. Records
consist Of [eTCers: Tmmeetrme agamenbs, coples of
proposed or existing State laws on uncontrolled

Risposition: Break file at end of year. Keep 1n
office years, ChHen agstroy vwier—rerres—aorid

Retention: Retain 6 years.

Disposition: Break file at end of year. Keep 1n
BT tCe=~pearer-bhonmdass ooy when 6 vears old.

hazardous waste facilities, list and staffing of State
agencies responsible for hazardous waste management
activities, State regulations, reports on meetings
with State representatives, State contingency plans,
etc.

0. Professional and Civil Associations and Institutions.
Covers contacts and activities with professional
sataops f(epgineers, chemists, etc.) clvic
assoclations (environmentarllsrer—Boyes S8l S,
etc.), and 1nstitutions (colleges, foundations, etc.).

Retention: Retain 2 years.

Disposition: Break file at end of year. Keep 1in
office 2 years, then destroy when 2 years old.

R

Records consist of meetings and conference arrangements,
lists of organization officers, organization brochures,
special studies and reports, requests for information
and assistance, public participation/community relations.

TYANYW LNIWIOVNYW SGN0D3Y




U.S. ENVIRONMENTAL PROTECTION AGENCY—RECORDS CONTROL SCHEDULES

TITLE OF SCHEDULE

COVERAGE OF SCHEDULE

SCHED NC

EMERGENCY AND REMEDIAL RESPONSE RECORDS APPLICABLE HEADQUARTERS OFFICE

TLEM NAME AND DESCRIPTION OF RECORD/FILE RETENTION PERIOD AND DISPOSITION

11. Industrial and Commercial Files. Covers contacts and Retention: Retain 2 years.
oaoaey e bealldlisbrlal and commercial firms, 1n-
cluding background data on firms.,  RECTETISCORSTS e f Disposition: Break file at end of year. Keep 1n
requests for information, product brochures, product OFF1CG 2 ¥ ar T e e r oyt e-Rmd v ESumad sl
distribution data, correspondence, and other related
records.

12. Reglonal Files. Concerns the organization, management, Retention: Retain 6 years.
and. operation of the reglonal operations. Records
conslst of staff [1STS, D Ianmr = Irroramy—otd chitdrdaddon Disposition: Break file at end of year. Keep 1n
plan, summary of activities, reglonal correspondence office 6 years, CHEen JdeSTroy-whem—t—yeara—otd . e
with State government units, and correspondence on
program actions. (Non-site specific i1nformation).

13. Legislation. Contains Records pertalning to proposcd Retention: Retain 10 years.
and.exlsting EPA leglislation. Records consist of proposed
bi1lls, acts, amendmEReE; STty srecefeirddsand.ansodnent s, Disposition: Break file at end of year. Keep 1n
news clips, briefing papers, hearing transcripts and otrice. Z yoars—thenr—erangfec—to-tha ERC, Destroy
reports, correspondence, etc. when 10 years old.

14. Regulations, Standards, and Guidelines. Contains 1infor- Retention: Permanent.
mation relating to the development of rules and regu-
raTtoms—effeobwaduthacoylrognental legislation passed Disposition: Break file after resolution of any
by Congress. Records consist of dralfts or proposom bbbk gabdidBanaleep 1n off1ce 1 year, then trans-
regulations and guidelines (National Contingency Plan), fer to the FRC., Keep 1n FRC 15 years, cnemoifer
internal comments journal arttcles and other supporting to the National Archives when 16 years old.
literature, proposed rules, response to proposals, EPA
press releases, newspaper clippings, etc.

15. Contracts, Interagency, and Cooperative Agreements - Retention: Retaln 6 years after completion.

Program Group File. Documentation relating to the
formulation, award, and changes 1n contracts, co-
operative agreements with a State to take certain
actions to cleanup a uncontrolled hazardous waste

site, for studies, demonstrations, and services.

Records consist of orders for supplies or services
(SF-147), procurement requests, justification statements,
task orders, contractor bhid evaluations, award notices,
contractor staff resumes, contract or agreement, report

of payments to contractors, progress reports, change notices

application for assistance, copy of State plan, and other
related records records.

Disposition: Break file upon the completion of
project. Keep 1n office 1 year, then transfer
to the FRC. Destroy when 6 years old.

IVANYY LNIWIIVNVYW SA¥0I3Y




U.S. ENVIRONMENTAL PROTECTION AGENCY—RECORDS CONTROL SCHEDULES SCHED NE

TITLE OF SCHEDULE COVERAGE OF SCHEDULE
EMERGENCY AND REMEDIAI, RESPONSE RECORDS APPLICABLE HEADQUARTERS OFFICE
IL%M NAME AND DESCRIPTION OF RECORD/FILE RETENTION PERIOD AND DISPOSITION
16. | F1nal Reports Resulting From Contractor and Grantee Retention:

Stutrtes.and Services. Final reports submitted by

contractor§‘§ﬁn—qcan£iigﬁheélso, includes evaluations a. Record Copy (Sponsoring Group). Permanent.

and comments by staff m E&~é22”giﬂiif.

b. Information Coples. As determined by
-\-—‘~__§_“‘_ user's reference needs.
-N

oslllon:

a. Record Copy. Brea on completion of
project evaluation and comment pe {eep 1n
office 1 year, then transfer to the FRC.
1n the FRC 20 years, then offer to the National
Archives when 21 years old.

b. Information Coples. Destroy when no longer

used.
17. Hazardous Site File.
a. Contains documentation of policy and decision made PAPER RECORD SYSTEM
by Headguarters and reglonal personnel concernlng
the cleanup of uncontrolled hazardous waste sltes. Retention: Re%a+ﬁ—2ﬂ_yaacs_a£t0?5zgﬁFt75ym+ -
Records 1nclude correspondence between the Region af _all _cost=reecovery—rtigattom. / Aﬂ)é?ﬁJTj
and Headquarters, other Federal agenciles, priority list ?aYL&Kk;
for cleanup of hazardous waste sites, reports, approval Disposition: Break file upon completion of ih5'q
of design and engineering of waste contailntment/remedial all cost-recovery litigation. Keep 1n office 1‘
system, request from Region for additional money to 2 years, then transfer to the FRC. Des;;oyC)Ffér ’rb;UARA
continue cleanup operations and other related records. when 20 'years old.

Includes index (paper and microform). MICROGRAPHIC RECORD SYSTEM

Retention:

(o] H 3 .
Note . The pap?r record SyStem currently eXlStsf a. Paper Records. Retain unt1ll conversion to
the micrographic records systim does not now exist. microform has been completed.
When the mic hic records system begins, the
BI=P vy £1ns, L. Microform Copy Haéércmaé—aeeeﬁd—sepy+.ﬁgtlnane“7j

paper record system will end and will not be con- Rota T 2lyeateatior compleiron ot rtl-coct
verted to microform, K2 COVEEy it gabion 5 .

A4

Disposition:

a. Paper Records. Keep 1n office until conver-
s1on to microform has been completed and micro-
form 1s verified for completeness, then destroy.

-

AYANYW LNIWIIVYNVYW SQH0D3Y
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U.S. ENVIRONMENTAL PROTECTION AGENCY—RECORDS CONTROL SCHEDULES SCHED NO

TITLE OF SCHEDULE COVERAGE OF SCHEDUIE
EMERGENCY AND REMIDIAL RESPONSE RECORDS APPLICABLE HEADQUARTERS OFFICE
TEM NAME AND DESCRIPTION OF RECORD/FILE RETENTION PERIOD AND DISPOSITION

b. Microform Copy tetfrerat—i Foopiml. Break
fi1le upon completion of all cost-recovery liti- N
gation. Keep 1in office 2 years, then transfer /h
to the FRC. beswmeyr When 20 years oldoFFe";ro WARA

 \jear
c. Other Microform Copies. Destroy when no Y
longer needed.

b. Contains documentation and i1nformation concerning PAPER RECORD SYSTEM

the remedial investiqgations and feasibility studies of

uncontrolled hazardous waste (superfund) sites. Records Retention: Retadn 20 years—attor—compltetiron

1nclude contractor notebhooks of field observations, OHMMWPERIY/ANB\NT'
calculations, maps, photographs, drawings, supporting

documentation, draft and final reports used in the Disposition: Break file upon completion of

1nvestigation and choice of a remedial action at a all cost-recovery litigation. Keep 1in office .
superfund site. Includes indexes (paper and micro- 2 years, then transfer to the FRC. -Bes.g;gyoFF-ey tn 5.\/?0'
form). |Hml%hen 20 years old.

MICROGRAPHIC RECORD SYSTEM

Note: The paper record system is being terminated
and the micrographic records system will soon Retention:

replace the pa..per system: Records that cannot be a. Paper Records. Retain until conversion to
microformed will be retained permanently. microform has been completed.

b. Microform Copy eifficiriRecord=Copyrit Pe,rmanenT'
Retdin—20yeaks_afror compretionof all ocest—
Oy

Disposition: ’n.._T have be?h m,ng,-lmeJ.

a. Paper Recordsq Keep 1in office unti1l conver-
sion to microform has been completed and micro-
form 1s verified for completeness, then destroy.

b. Microform Copy +¢offtresal _Recosd—copy RBreak

file upon completion of all cost-recovery liti-

gation. Keep 1n office 2 years, then transfer ’
to the FRC. Resteey khen 20 years oldefFer To PARA 10
5—\Ieer ‘:IOC S,

c. Other Microform Copies. Destroy when no
longer needed.

d. Paper records that have not been microformed.
Permanent. Keep in office 2 years, then trans-
fer to FRC. Offer to NARA in 5 year blocks when
20 years old.

TYANYW INIWIGVYNVYW SQH0DTY




U.S. ENVIRONMENTAL PROTECTION AGENCY—RECORDS CONTROL SCHEDULES

SCHED NO

TITLE OF SCHEDULE

EMERGENCY AND REMEDIAL RESPONSE RECORDS

COVERAGE OF SCHEDULE

APPLICABLE HEADQUARTERS OFFICE

TREM NAME AND DESCRIPTION OF RECORD/FILE RETENTION PERIOD AND DISPOSITION
18.™liagbi1lity and Financial Responsibility of Owner or Retention: Retaln 20 years atter completion
Opera Contains records used to document the decisions ot entorcement and cost-recovery action.
made by Headqu and regional personnel concerning
the liability and financC onsibility of an owner/ Disposition: Break ftile upon completion of
operator of an uncontrolled hazardOoe te site. Includes all entorcement and cost-recovery actions.
policy and guidance 1ssued by Headquarters ns, Keep in oftice 2 years, then transfer to
copy of notification from the owner/operator ot a fac the FRC. Destroy when 20 years old.
that the facility is 1n compliance with Section 107(k)(2)
nt CERCL Act, documentation ot determination hy the Agency
that owner/operator has or has not complied, documented
veri1fication hy EPA that the owner/operator has established o
appropriate financial responsibility, reterral ot casc tor '“““w«~_hw~
filing of judicial action, demand letters, and other relateq T~ ]
records.
19.

20.~——Feochnlical Assistance Data System (TAD). Computer printouts Retention: bSee Disposition below.
showlng chemicarl anmd—physt+ead..charggteristics and emergency )
response procedures of 1100 substances (ol l and other Laspogition:  Keep 1n ottice until superseded,
hazardous materials) which may be hazardous to the publaic then destroy.

21,

quarters to regions,

Contains records used to document the decisions Retention: Retain 5 years.
made by Headq 5 egional personnel concerning
claims filed against the Fund u ll2(a) ot the Disposition: Hreak file upon settlement of

CERCL Act. 1Includes policy and guidance 1ssued hy vt Claim/completion of cost-recovery actions.
hen transfer to

copy of ofticial claim, documentation Keep 1n OCE 2 t
of action to settle claim, copy ot the agrecment of the FRC. Destroy when 5 years ord.

final settlement of the claim, and nther related records.

the

——— ]

AVANYW INIWIOVYNVYW Q03N

hcalth or weltare or environment 1f discharged or spilled.

cations, Promotional Items, and Supporting Artwork. Retention:

Genera
Literaturce and prom

cons1lsts of original

nical literature and promotional 1tems.
1 tems take the form of handbooks a. Distribution Supply Copies.
hrochurgs, pamphlets, buttons,

umggEhggmckerq. Artworf  date plus 3 ycars.

drawings and photographss
hmn———-u-um* h. Information Coples.

sference needs.

Disposition:

a. Distribution Supply Copies.

As dc¢termined b

h. Intormation Copies.
longer needed.

after printing and 1nitial distribution.
After 3 years destroy undistributed copies.

Destroy when no

Last praint

Y

Break t1 1e““~“‘%—%\d




U.S. ENVIRONMENTAL PROTECTION AGENCY—RECORDS CONTROL SCHEDULES SCHED NO

TITLE OF SCHEDULE COVERAGE OF SCHEDULE

EMERGENCY AND REMEDIAL RESPONSE RECORDS APPLICABLE HEADQUARTERS OFFICE

ITEM NAME AND DESCRIPTION OF RECORD/FILE RETENTION PERIOD AND DISPOSITION
22 Congr9551onal Reports. Reports prepared by the Retention:

rator for the Emergency Response Program which

Lo the President and Congress. Reports a. Record Copy. Permanent.
Bmegtation of the Comprehen51ve

b. Information Copies. Retain 3 years.

respond to and m1t1gate the effectsu~" Disposition:

disbursements from the Fund; projection of future
needs remain after the expiration of authority to
collect taxes; record and experience of the Fund 1n

a. Record Copy. Break file upon transmission
to Congress. Keep 1n office for 3 years, then
t r to the Federal Record Center. Keep in

recovering Fund disbursements from liable parties; FRC for rs, then offer to the National
State participation in the system of response, liability, Archives in 10 locks.

and compensation established by the Act. Also, prepare

report which 1denti1fy additional hazardous wastes and b. Information Copies. Des hen 3 years
recommend appropriate tax rates for such wastes for old or sooner if no longer needed.

the Post-closure Liability Trust Fund.

TIVANYW LN3W3OVNYW SQH0D3Y
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ZMERCE ¢ AND REMEDIAL RESPONSE PRI, URDS

REVISED ITEM NUMBERS PREVIOUS ITEM NUMBERS
(New Schedule) (01ld Schedule C-21)

1 (New)

2 (New)

3 (New)

4 1
5 18
6 (New)

7 2
8 3
9 4
10 5
11 6
12 7
13 8
14 9
15 10
16 11
17 12
18 14
19 15

NN
o
._J
O



Atch to SF 115 (Info for "PERMANENT" retention records)

Title Of Schedule: Emergency and Remedial Response Records

Volume Growth Arrangement
Item No. On Hand Per Year Of Files
1 1 Cu. Ft. % Cu. Ft. Subject
3 3 Cu. Ft. 1 Cu. Ft. Subject
5 X Cu. Ft. % Cu. Ft. Chronological
17a I L5 Cu. Ft. 15 Cu. Ft. Subject

17b 10 Cu, Ft,. 2 Cu. Ft. Geographical





