REQUEST FOR RECORDS DISPOSITION AUTHORITY

LEAVE BLANK

. JOB NO
(See Instructions on geverse)

NC =4I ~-85—i5

TO: GENERAL SERVICES ADMINISTRATION DATE RECEIVED

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408

Z-b-P5

1. FROM (Agency or establishment)

NOTIFICATION TO AGENCY

Environmental Protection Agency
MAJOR SUBDIVISION

Office of Air Quality Planning and Standards

MINOR SUBDIVISION

not required

In accordance with the prowvisions of 44 U S C 3303a
the disposal request, including amendments, 1s approved
except for items that may be marked ‘“‘disposition not
approved” or ‘“‘withdrawn’ n column 10 if no records
are proposed for disposal, the signature of the Archivist s

NAME OF PERSON WITH WHOM TO CONFER

larold Webster
Thomas Tasker

5 TELEPHONE EXT. |[DATE

L

ARCHIVIST OF THE UNITED STATES

382-5912 - —
382-5911 §=22-¥ awvwi/‘m

6 CERTIFICATE OF AGENCY REPRESENTATIVE

| hereby certify that | am authorized to act for this agency tn matters pertaining to the disposal of the agency'’s records,

that the records proposed for disposal in this Request of

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

agency or will not be needed after the retention periods specified, and that written concurrence from the General
Accounting Office, if required under the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, 1s

attached

A GAOQO concurrence D Is attached, or @ (S unnecessary

B DATE C SsiIG RE OF AGE Y RZRESENTATIVE D TITLE
3/7‘/75 Thbmas Taskgr Agency Records Management Officer
; 9 GRSOR | 10 ACTION
ITEM 8 DESCRIPTION OF ITEM SUPERSEDED |  TAKEN
NO (With Incluswe Dates or Retention Periods) ITJAOTBION (Nglc’f#SE
C
1 - 10 The Office of Air Quality Planning and Standards Appendix
Records Control Schedule is being revised to make C
it consistent with the Program's current operations.Schedule
The revision of this Schedule is part of a major 14

review and update of the EPA Records Control
Schedules.

Attached is & copy of the revised Air Quality
Planning and Standards Records Control Schedule.

A1l changes to this proposed schedule have been approved by:

Orealits S Ko

N
e £

Agency representative

Q»—/ﬂ)( ?é
NARA gppraiser- €)° a

g N

W/Af&% /;9{4&1/5’

oo

115-108 urr«.u ncA T LFPA"/NUF l boésép NSN 7540-00-634-4064

STANDARD FORM 115 (REV 8-83)
Prescribed by GSA

FPMR (41 CFR) 101-11 4



[P TA e I Z P - P

U.S. ENVIRONMENTAL PROTECTION AGENCY—RECORDS CONTROL SCHEDULES

SCHED NO

TITLE OF SCHEDULE

AIR QUALITY PLANNING AND STANDARDS RECORDS

COVEIRAGE OF SCHEDULE
APPLICABLE HEADDUARTERS OFFICKE

ITEM
NO

NAME AND DESCRIPTION OF RECORD/FILE

RECTENTION PERIOD AND DISPOSITION

1.

‘\{rogram Management Files. Correspondence, reports, Lorms
a other records pertaining to the planning, administra-
These

establishds _or outlines short-, mid-, and long-range
program objed™Nyuves tor Alr Quality Planning and Standards
units such as amgQual plans, tive year plans, mid-year
review, project miNgstones and schedules, Environment al
Rusecarch Objoectives atements, Research Objectiave
achievement Plans, and milar planning documents.

a. Program Planning Files. enerated and maintaincd hy
Administration Directors; DeputiUhrectors, and statt
DPirectors. These files document PKogram planning,
administration, and management tunct

1. Office Director's Files.

2. Other Files.

(&

b. Program Correspondence Files. Generated and
maintained by oftice, hranch, and section chicts.

1. Office Director's Files.

2. Other Files.

Retcention: Permanent.

Mmspositon:  Break ti1le at close of fiscal ywear.
Kuep 1n oltice tor 2 years, then transter to

the I'RC. Keep ain FRC tor 8 years, then otter
to the National Archives 1n 5 yecar blocks.

Retention:  Retain 1) years.

)Os1t1on: Break file at close of tiscal

. Keep 1nooftice lor 2 years, then transtor
to Lhe MNge. Keep tn 'RC tor 8 ycars, then
doest roy.

Retention: Pcecrmanent .
nse of fiscal year.
transfer to the
ofter Lo the

Misposition: Break file at
Keep 1n oltice tor 2 years, the
FRC.  Keep 1n FRC tor 8 years, th
Natitonal Archives 1n 5 year blocks,
Retention:  Retain 2 years.
Break file at close of fiscal ye
then transfer to the
then destroy.

Disposition:
Keep 1n ottice tor 2 ycears,
I'RC . Keep an FRC tor 2 years,

e

te moman 4
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q SCHED NO
U.S. ENVIRONMENTAL PROTECTION AGENCY—RECORDS CONTROL SCHEDULES
TITLE OF SCHEDULE COVERAGE OF SCHEZDULE
AIR QUALITY PLANNING AND STANDARDS RLCORDS APPLICABLI, HLADQUARTERS OPFPICE
'NEM NAME AND DESCRIPTION OF RECORD/FILE RETENTION PERIOD AND DISPOSITION
2. State Tmplementation Plans. bubmission, progress, and Retentions:
status ol clean air plans ¢nacted 1nto law by states and
territories and submitted to KPA tor revicw, commenl and a. Record Copy. Keep current in oftfice.
approval. Note: These files are the oflicial record ol
OAQPS revicw of 5I1Ps rather than ofticial tile containing b. Revisced or superscded Copiles. Roetaimn L5
all approved SIPs. years.
Disposition:
a. Rkecord Copy. Break file when plans are
revised or superseded.
h. Revised or superseded Copiles. Break tile
at end ol 2 years, then transter to the
I'RC. Destroy when 15 years old,
3. Alr Quality Contractor/Grant Project Files. These tiles
relate to projects conducted by contractors/grantecs tor
1nvestigation, study, revicw, testing, analysis,
tion, description, recommendation, and publication
of ncw 1mproved approaches, techniques, devices,
equipment ~Ngethods, procedures, systems, strategies, and
controls or ch lead to the presentaiton ot new 1nlor-
mation, 1deas, 1 ghts, concepts, or thcecories concerning
various air polluti toplcs. Maintained by project otftices
or otficers.
a. Project Case File. Case yers reflect a complete

history of each project from 1ni ti1on through rescarch,
planning, design, and testing to co etion. Included 15 a
copy ok ecach contract, grant, or i1nterdygncy agroecment
assoctlated with the project 1ncluding reldwngd modirtrcataons,
amendments, changes, or addendums; project speaQltications
and drawings; project test and cvaluation docume
project mectings papers; technical progress or test
including a tinal report; and rclated comments and
correspondence.,
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U.S. ENVIRONMENTAL PROTECTION AGENCY—RECORDS CONTROL SCHEDULES SCHED MO
TITLE OF SCHEDULL COVLIRAGE OF SCHEDULE
AIR QUALITY PLANNING AND STANDARD RECORDS APPLICARBLE UHEADOUARTERS OFFICHE

ITEM
MO

NAME AND DESCRIPTION OF RECORD/FILE

RETENTION PERIOD AND DISPOSITION

b A1 Quality In-House Project Files.

1. Final Reports.

2. Other Project Records.

b. Project Workpapers. Tncludes completed gquestion-

naircs and letter responses; listings and tabulatrons,
copiles of documents contarned in projecl case tiles;
preluminary or 1ntermediate source data used for

correspondence concerning such
as travel, transportation, and
and other workpapcers uscd n
appropiate tor
netLher evidential

analysis and retcerence;
administrative matters
transmittal ot documents;
the course ot the study which are not
permancent retention because they have
nor 1nformational long-term value.

Documents created an
OETUTHSLLQQL§glann1ng, conducting, and reporting findings
ot studies, SUF s, and tests regarding rescarch projects

on ailr pollution top

a. Study or Survey Case File. 1nc ocumentation of
formulation and approval of the study plan, methads uoed,
and evaluat1on statements; may 1nclude documents propOssng |
or describing the study plan and 1ts purpose; test
methodoloygyy, calculations; plant visits, trip reports,
samples ot approved torms/questionnalres used 1n data
collection; copiles of i1nterim and tinal reports; docu-
mentation of clearance and approval, release ot report,

and related comments and correspondence.

al Close ot
\(’Pm leted.

Retent rons Permanent.

Msposition:  (ul ottt long-term projects at
clowe ol fiscal year, and short-term projects
at close of bincal year 1n which projoects are
completed,  Keep oan oftice 2 years, Lthen
transier to the FRC.  Keep 1n I'RC tor 6 years,
then olfer to the National Archives an 5 year
blocks,

Retention:  Retain 8 years,

bisposition: Cut ol long—-term projects at

and short-term projects
1n which projects are

clouse ot tiscal year,

tiscal year

H\ﬁﬂ Keep tn oltice 2 years, then
transitral o the FRC. Keep 1n FRC for 6 years,
then destrd

Retention: Retaln

cut otbi

long=tefmiprojects at

Muposition:

closd ol tiseal year and cut ottt s L=term

projects at close ot tiscal year an ‘:l?fcl

project 1s completed. Keep 1n ottice 3 ;:F?S.

then destroy. \

Retention: Permanent,

bisposition:  Cut olt long=Lerm project at
Teban e ot t1scal yuear, and short-term projects

at o8 e~ol_11scal year in which project s

completed. TRy \ ottice 2 ycars, then

transter Lo FRCO. Keop—rn bt RC tor 6 yoears,

then olter to the National AF 5

yirar blocks.
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U.S. ENVIRONMENTAL PROTECTION AGENCY—RECOROS CONTROL SCHEDULES

LCHED NO

TITLE OF SCHEDULE

COVLIRAGE OF SCHEDULE

AIR QUALITY PLANNING AND STANDARDS RECORDS APPLICABLE HEADQUARTERS OFFICE
ITEM NAME AND DESCRIPTION OF RECORD/FILE RETENTION PERIOD AND DISPOSITION
I Do—Werkpapers and Completed Questionnaires. Includes Retention: Retain 3 years.
completed questionnalt&s o .Lesponses, listing
and tabulations, documents accumulated 1n a: ; Disposition: Cut off long-term projects at
drafts, and modifications to final report and othetr '_‘ETUwv—e@-&;aggi_xgEELE;::nihOLt—term projects
workpapels used 1n the course of the study. at. close of fiscal ye wh he project
15 completed, Destioy 3 years after pu
or telease of related study or survey.
5. Requlations, Standaids, and Guidelines,
-;T\§P§Rentig; Documents. Consist of technical and ccono- Retention:  Permanent,

mic backgrount tents; hearing transcripts;
cations of standavds a ulations.

and publi-

b. Other Documents. Included are work group organiza-
ti1onal requests; agendas and minutes of meetinygs; tech-
nical assistance contracts and reports; 1nternal papetrs
and memorandums; agency and published comments; and
simllar records.

Training Course Materials. These files consist of docu-

accumulated in planning, preparing, writing, atriang-
ing, con ng and following up on Air Pollution Training
Institute techn

a. Training Course Plans,
course outline, course description,
lesson plans, and course agenda.

es the course script,
g€ content,

b. Training Course Notebooks. Includes nominations foi
training, tultion walver requests, applications for en-
Lollment, letters of acceptance, list of claygs enrtallecs,
student evaluation of coutse, tinal tests, and letters

to speakers and discussion leaders.

Disposition: #Brcak file upon publication of
final rule 1n the Federal Register. Kecep 11
oftice and review documents cvely 4 years.
Documents 1ot used 1n the standard will be
transfered Lo the IPPRC. Keep 1n FRC for 20
\\?ﬁﬁrs then offer to the National Archives
5 year hld

10

Retention: Retain 10 year

Hrecak file upon publication av

Disposition:

tinal rule in the Federal Register. Keep in
oftice tor 3 yeatrs, then transfer to the FRC.
keep 1n FRC for 7 years, then destioy,

Retcntlon: Retain 8 years.

Disposition: Break file at close of fiscal

year 1n which course 1s last offered. Keep 1n
oftice 2 years, then transfer to FRC. Keep

\\TH\HRC\Egi\i\ii:;g, then destroy.
Retention: Ret n‘&‘xiiii;N\Tn
Break tile at CTos

Disposition: L 0f fiacal
yeat . Keep in oftice 2 years, L::F‘bhaaaigéo
to FRC. Keep 1n FRC for 6 years, then des

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

SCHED NQ

TITLE OF SCHEDULE
AIR QUALITY PLANNING AND STANDARDS RIECORDS

COVERAGE OF SCHEDULF
APPLICABLL HLADOUARIERS OFLPICH

ITEM
NO NAME AND DESCRIPTION OF RLCORD/FILL RETUNTION PLIRIOD AND DISPOSITION
7. |——radaanBogistration Record File. Card tile arranged by Retention:  Retaimn L0 years.
course numbher, dale, amrweedendwhlch serves as a record
of those who reccived APTI training. Record 15 Mmrimrteened Prspositions  Hreak l1le at close of tiscal
on Trainee Registration card (NAPCA 94) at the Air Pollution year. RKeEphrottread, ygars, then transfer Lo
Training Institute. LRC. Keep 1n FRC tor 6 years, then uosteey
8. o ressional Correspondence Files. Correspondence, mcemo- Retention:  Retain 6 years.
randa, repo v papers accumulated 1n the course
of preparing replies to Congressional 1ngUTT ETrss Disposition:  Break tile at close ot tiscal
yoar. Rerera—ebilon 2 years, then transfer
to ERC.  Keep an 1RC for 4 year Sy rireme—doesdl.oay,
9. speeches by Oktice Director or Staft. Speeches prepared Retention:
for delivery at civic functions and professional con-
terences and meetings. a. Record Copy. Pcrmancnt.
. Information Coples. Retain l ycar.
Dispostitaion:
a. Record Copy. Break tile atter presentation:
Keep 1n ottice 5 years, then transter to the
'RC.  Keep 1n FRC 5 years, Lhen otfter to the
National Archives 1n 5 yedar blocks.
b. Intormation Copies. Destroy when 1 year
old or sooner 1t no longer nceded.
2.
10} Freedom of Information Response File. Includes copies of Retention: RuLalr))( years,

1ncominyg requests for 1nformation under the Frecedom ot
Information Act, copies of replies, and coples ol any
1nteragency memoranda concerning the request. Note:
this file does not contain the Proyram's otkicial record
ot 1nlLormation belnyg requested.

Break £i1le at c¢nd of year. Kecep
L additional ycar, wea
Dest roy when X years old.
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Atch to SF 115 (Revui: Iien Wumbers compared &C revious item Numbers,
Schedule Mumber, and NARS Job Numpber)

Title Of Schedule: #ir Quality Planning and Standards Records

REVISED PREVIOUS

Item Numbers Item No. Schedule No. NARS Job No.
1. 1. C-=14 NCI-412-76-16
2. 3.

3. 4,
4. 5.
5. 6.
6. 8.
7. 9.
8. 10.
9. (New)

10. (New)
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{ Atch to SF 115 (Info for "PERMANENT" retention records)
]

I ! *

§ Title Of Schedule: Air Quality Planning and Standards Records

3 ;

I

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

e 9o % Cu.Ft. % Cu.Ft. Chronological
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