
REQUEST FOR RECORO&'POSITION A.UTHORITY
 
(See Instructions on reverse)
 

NCl-412-85-11 
TO GENERAL SERVICES ADMINISTRATION, 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGfON, DC 20408 i-D-A-TE-R-EC-E-IV-E-D------------I
 
-----i
 

1 FROM (AGENCY OR ESTABLISHMENT) 2-08-85
 
Bnvironmenta1 Protection Agency	 1-----------------

NOTIFICATION TO AGENCY 
2 MAJOR SUBDIVISIONOffice of the Administrator & ;.)eputyAdmin. ln accordance wnn the pmvrsions of 44 usc 3303a the d.soosaire 
____________________________ --1 quest Including amendments, IS approved except for Items that may 
3 MINOR SUBDIVISION be starnpen "disposal not approved" or "withdrawn" III column 10 

4 NAME OF PERSON WITH WHOM TO CONFER	 5 TEL EXT 

Thomas ~asker	 82-5911 

6 CERTIFICATE	 OF AGENCY REPRESENTATIVE 

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

KX B Request for disposal after a specified period of time or request for permanent 
retent n. 

COATE	 RESENTATIVE E TITLE 

~/sll-'	 Agency Records Management Officer 

97 8 DESCRIPTION OF ITEM	 10SAMPLE ORITEM NO (WIth lnclusrve Dates or RetentIon Periods)	 ACTION TAKENJOB NO 

1 - 16	 The Office of the Administrator and Deputy ppendix
Administrator Records Control Schedule is c 
heing revised to make it consistent with the chedule 
~rogram's current operations. The revision 1 
of t~is schedule is part of a major review 
and update of the EPA Records Control Schedules. 

Attached is a copy of t~e revised Administrator
 
And ~eputy Administrator ~ecords Control Schedule.
 

STANDARD FORM 115 
115-107 ~ ~t cPA Re vr se d Aprol, 1975 

Prescrrbed by General Services 
Aormrnstranon 

FPMR (41 CFR) 101-114 



/

)"
;

SCHED.NOU.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES	 
/ 

TITLE	 OF SCHEDULE COVERAGE OF SCHEDULE 

RECORDS OF THE ADMINISTRATOR AND DEPUTY ADMINISTRATOR	 APPLICABLE HEADQUARTERS OFFICE 
ITEM 
NO NAME AND DESCRIPTION OF RECORD/FILE	 RETENTION PERIOD AND DISPOSITION 

1.	 .cant-rolled Correspondence of the Admlnlstrator and Deputy Retentlon: Permanent. 
AdmlnlstratO~. -rR-C.ll1descoples of controlled correspondence
slgned by elther the AdmlnlsttaLo~~he Deputy D1SEosltlon: Break f r Le at end of year. Keep in 
Adminlstrator. Also lncludes coples of letters~embe~ offlce current plus 1 addltlonal year, then trans-
of Congress. ThlS correspondence was processed under teY-ro ~ -"'IU" Keep in FRC for 10 years, then 
speclal handling control procedures because of the lmpor- offer to Natlonal Arcn:.."",...
 
tance of the letters or tlme requlrements of replies.

Records consist of copies of incomlng letters, coples of
 
responses, and enclosures. Records arranged chrono-
loglcally, then alphabetically by name of correspondent.
 

2.	 General Correspondence of the Adminlstrator and Deputy Retentlon: Retain 5 years.
Admlnls\....o . udes coples of non-controlled (routlne)
correspondence. Records conslst of letter.:s.and D1SEosition: Break file at end of year. Keepilicom-i-flg	 in :;uenclosures. - o L L L'-......:.r-e.nt ~ea[ J;!lusI additional year, then mu .. ntransfer to lo'RC. Destroy when 4 yeaL s·"OM. o 

:;u 
c 
'" 3.	 -",ru~ncyCorrespondence of the Admlnlstrator and Deputy Retentlon: Permanent. ~ ,.

Admlnlstrator. In~des-co~les of correspondence and z
memoranda to and from top officials of-rhe-EPA_an~ D1Sposltlon: Break file at end of year. Keep C)

,.
Adminlstrator and Deputy Admlnistrator. Includes coples-or-- --tn-o~fice current year plus 1 addltional year,	 m ~ memorandums, replles, and supporting documents. Records then transfer to FRe. treep-ln ERC for 10 years, m 
arranged by name of program and by regional office. then offer to the National Archlves. . ...z

~ z
L-4. ., tle<1ister Documents Signed by the Admlnlstrator Retentlon: Retain 7 years.	 c:
or the DeEuty AdmlnlStLo . ~ cJlldes copies of all Federal	 •r-Register documents signed by the Admlnlstrator or tt1e-Bepl:lt.¥-	 Break hIe at end of year. Keep---lU..~osit ion: in
 
Admlnlstrator. offlce current yeaL-p~us~addltlQnal year, then
 

transfer to FRC. Destroy when 7 years o'lu.
 

..c..5. -t-Paoe rs • Includes reference coples of legal papers Retentlon: Retain 5 years. 
sent to the ACmlIlL.,,",, nenutv Admlnlstrator from the
 
General Counsel, Agency Judicial Off 1ce r, -crr-Adm-l--IH.s.t.Lat1ve D1SEosition: Break f r Le at end of year. Keep ln
 
Law Judge. Includes coples of briefs, motions, ~eat...Qlus 1 addltional year, then
declslons, "-oI"f"re-e-cu1"r-eA-t

and other legal documents. transfer to the FRC. Destroy wlrt!
n-5-ye ar-s-o~d. 

6.	 MultlEle Letters File. Retentlon: Permanent. 

~.- BRu,j,~orlmental Letters. Includes coples of lncomlng D1Seosltion: Break file at end of year. Keep ln
 
letters with responses thii-Eare SlJnt:-t:-e-m~ll.-Q.O,.e .Qa rtv , offlce current year plus I addltlonal year, then
 
such as to all members of Congress, all states, EPA regional t[d'''L'''L '" " ...,.. Il~en in the FRC for 10
 
offlces, and so on. Records arranged chronologlcally, then years, then offer to the Natlonal Arcnlves.
 
by address.
 

\. ~, ~ ~ d '.,:1"~,,~\.~"",;.,.., 

http:SCHED.NO


-
SCHED NO

U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 

TITLE	 OF SCHEDULE COVERAGE OF SCHEDULE 

RECORDS OF THE ADMINISTRATOR AND THE DEPUTY ADMINISTRATOR APPLICAHLE HEADQUARTERS OffICE 

ITEM NAME AND DESCRIPTION OF RECORD/FILE	 RETENTION PERIOD AND DISPOSITION NO . ,n." r onme n t a l Letter'>. Include retlrement letters, 
thank you, and Slmllar	 ,,~t-~"'t lve enclosures.[~UUL~ --


7.	 ~mlnlstrator's Pollcy Declslon, Agreements, and Dlrectlves 
Flle. Inc). '~R relatlng to policy deC1Slons and 
Internal Agency d i r e c t r ve s s r qrieo "1 -~'"' uar s t r at.o r , 
Records conslst of Admlnlstrator's deC1Slon documents, 
delegatlons of au t ho ri t y slgned by the Admlnlstrator, 
Interagency aq r e erne n t s , agreements wlth stdtes, approval
of Agency POI1Cy and procedure dlrectlves, memorandums 
of understandlng slgneo by the AdmInIstrator, brIefIng
memorandums, and other related records. 

8.	 ,F Lnf o rrna t a on Response Flle. Includes copIes of 
IncomIng requests tor 1 I ~'-'~ 

,,.;-~=~ the Freedom of 
InformatIon Act, cople'> of r ep l i e s , and copIes OL dll'J 

Intra ayency memoranda concernlng the request. Files 
does not Include copy of the document requested. 

, 
9.	 -' ~F Tnformatlon Loqbooks. Log?ooks showlny the
 

recelpt date, date ot reply, U~~H .. > 11 Davment
 
r e ce i p t , and other processlng Informatlon concerning

Freedom of Informatlon requests.
 

.,.~ -010.	 rnnles of Freedom of InformatIon Requests/
lnf or mat i on 

requests and responses avallable for pub Li c Inspectlon. 
Resl2onses. IncluCles cUP''''::' ~F 

11. Lnf o rrna t i on ProCesslnq Control SllPS FIle.. f' 

M~Includf's cross retercnce -f Control Scheoules, 

t::PAF'o r m 5lUG 1, used to r;ference the offlCla.L L~~ 

of InformatIon request/responsf' flle'>. 

Retentlon: Retaln 3 years • 

rDISl2os1tlon: BreaK [J.J.'" OL 
.~~nestroy

In attlce when 3 years old. 

Retent i on e Permanent. 

DISl2os1tlon: Hreak	 flle at end of year. Keep In 
"i" .n l'1 rrent year plus 1 adc11tlonal year, then 
t r ans t e r to tne r,,_. t-hp PRe for 10 
years, then offer to the 'Natlonal Archlve". 

Retentlon: Retaln 5 years. 

rh "'''''S1t i on e Break	 flle at end of year. Keep In 
t.i.ona year,

transfer to the FRC. Destroy when 5 ye,ar::.U~~. 
o t f i ce cu r r e nr 'J~UL	 .. ....... I then
 

RetentIon: Retaln 10 years. 

,=ok f.i.Le at end ot each year.
Keep In offIce current year plu'> 9 aaaTt.lu,o~ 
years, then destroy. 

Retentlon: RetaIn 1 year. 

... -_. Rreak file at the end of year. Keep
In otflce current year plUS J. ILL~"'''''- -dU 

then	 destroy • 

RetentIon: Retaln 2 years. 

Dr s nos i t i o n e Hreak	 f i Le at end of each year.

.t-
Keep	 In or~,,-~ ~ ",'"r due; 2 additlonal 

years, then destroy. 

.-	 -.--r ':v-



SCHED NOu.s. ENVIRONMENTAL PROTECTION AGENCY -RECORDS CONTROL SCHEDULES 

TITLE OF SCHt=DULE COVERAGE OF SCHEDULE 

RECORDS OF THE ADMINISTRATOR AND THE DEPUTY ADMINISTRATOR APPLICABLE HEADQUARTERS OFFICE 
ITEM 
NO 

NAME AND DESCRIPTION OF RECORD/FILE RETENTION PERIOO ANO DISPOSITION 

l2. OffIcer A eals Case FIle. Includes cases 
relate vlronmental lItIgatIon appealed to the 
AdmInIstrator Records consIst of petItIons
for appeal, appeal docum ubmltted by partIes, decIsIons 
of the AdmInIstrator, and other d records. 

a. Landmark Cases. Includes cases resultIng In 
Important legal precedent WhICh establIshes or atflrms 
Agpncy POlICY wIth respect to envIronmental actIons 
of natIonal Importance In WhIch major regulatory Issues 
are lItIgated. Records arranged alphabetIcally by case. 

ArchIves. 

Permanent. 

upon termInatIon of 
Issues Involved. Keep In 

ffer to the NatIonal 

b. Other Cases. RetentIon: RetaIn 10 years. 

DISPOSItIon: Break fIle upon completIon of 
appeal or terminatIon of ca~u, whIchever IS 
latpr. Keep In the offIce for 1 addItIonal 
year, then transter to the fMC. Destroy when 
10 years old. 

~ ~ z ~ 
c;l 
m ~ 

reeor 's MInorIty ~uslness 
EnterprIse Task ~·orce. Records cons i s DISPOSItIon: Break f i Le t e rrm na t ron of 
memorandums to AdmInIstrator ctnd Deputy Admlnl'>trdtor, Kee13. r--~~~~t!~~~~~~!l~~~~f1~~~i:jff1~~~~~~~!r~;;~;---~--~R~e~t~e~n~t~l;o~~n:~_p~e;;r~m~a~n~e~n~t~.~~~~~~;;:J~~~~~][:.---------- .J:~~.~records of the MInorIty BusInesses EnterprIse InLprayency transfer to the
 
CounCIl, newspaper CIIl)pIngs, and other related records. years, then offer
 

POlICY statements, an 0 the14·1--~;:~~~~t;~:::~:;~~~~~~~t:;::Iin~c~~lu~d~etiP~o~s~I~t~I~o~n~l~)~ap~e~r~S~'p;;-1f__~R~e;;t;e~n~t;;l:o~n~:1l~R~e~t:a;;l;n~5;.y;;e~a;r~S;;·-1H;~~~~~;.~~~ 1AdmInIstrator to prepare for meetIngs WIth Interest groups year.
 
or other publIC groups. Arrange chronologIcally by date
 
of meetIng.
 

r ,; :rc.. 
- ---------. ------.----



"
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SCHED.NOU.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 

TITLE OF SCHEDULE 

RECORDS OF THE ADMINISTRATOR AND THE DEPUTY ADMINISTRATOR 
ITEM	 NAME AND DESCRIPTION OF RECORD/FILE NO 

15.	 Speeches by Adm1nlstrator and Deputy Adminlstrator. 
Includes coples of speeches dellvered by the Adm1n1strator. 
Records cons1st of background papers, correspondence, and 
flna1 copy of speech. 

16. Coord1natlon on FlIes. Includes records 
o the coordinat1on of EPA pol1cies 1n the 

use are. ecords used in coordinat1ng 1nter-
agency activit1es, use act1v1ties w1th state 
and local governments, an appropr1ate govern-
ment and pr1vate groups. 

a. Sens1t1ve Area F1le. Include 
records re ated to controverSla or sens1t1ve land 
use POI1Cy areas, such as, floodplains, wetlands, 
coastal zone management, agricultural lands statements,
and other envlronmentally sensltive areas. Records 
cons 1St of coples of leglslatlon, posltlon papers, 
correspondence, and other related records. 

b. Growth Management and Urban Policy File. Includes 
records related to EPA's posit1on on regional and urban 
growth and POI1Cy matters. Records consist of reglonal
growth management seminars, EPA partic1pation in the 
Whlte House Conference on Balance Growth and Envlronmental 
Quality, and other related records. 

COVERAGE OF SCHEDULE 

APPLICABLE HEADQUARTERS OFFICE 

RETENTION PERIOD AND DISPOSITION 

Retent1on: 

a.	 Record Copy. Permanent. 

b.	 Informatlon Copies. Retain I year. 

Disposition: 

a.	 Record COPt' Break file after presentation:

Keep in of lce 5 year, then transfer to the
 
FRC. Keep in FRC 5 years, then transfer to
 
the Natlonal Archives inS year bll.li>cks.
 

b.	 Information Coples: Destroy when I year old ;0 

or sooner if no longer needed. m n o 
;0 
o 
'" ~ ,.
z,. 
Cl 
m ~ m:z: 
-tPermanent.	 :K:•:z:file at end of year. Keep in c:

then transfer to the FRC. r-•ears,	 then offer to the 

Retentlon: Permanent. 

Diseosition: Break file at end of year. Keep in
 
offlce current year plus 5 addit10nal years, then
 
transfer to the FRC. Keep in the FRe 5 years,
 
then offer to the National Archives.
 

I \ ,\ ~ ..~.~'...	 . .'U-.. ~- ~ 

http:SCHED.NO
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Atch to SF 115 (Info for "PERHANENT" retention records) 

Title Of Schedule: 
!Records of the Administrator And Deputy Administrator 

Volume Growth Arrangement
Item No. On Hand Per Year Of Files 

15 1 Cu.Ft. ~ Cu. Ft. Chronological 

., 
<t 
.1 
I 

'I 
,i!, 
..j 
j 



,-
Atch to SF 115 (Revised 

, 
Item Numhers compared to Previous Items Numbers) 

Title Of Schedule: Records of the Administrator And Deputy Administrator 

REVISED ITEM NUMBER PREVIOUS 
1
 1 

2
3 
4 
5
 

ITEM/SCHEDULE NUMBER
 
(C-l) 

2
3 
4 
5
6 
7 
8
9
 

6 
7
8
9 

10
 
11
 
12
 
13
 
14
 
15
 
16
 

10 
11 
12 
13 
14 
15 
16 




