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LEAVE BLANK•REQUEST FOR RECORDS DISPOSITION AUTHORITY JOB NO 

(See Instructions on reverse)	 NCl-412-85-19 
TO DATE RECEIVEDGENERAL SERVICES ADMINISTRATION 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 3-14-85 
1 FROM (Agency or establishment) NOTIFICATION TO AGENCYEnvironmental Protection Agency 

I n accordance with the provrsrons of 44 USC 3303a
 
2 MAJOR SUBDIVISION
 the disposal request, Including amendments, IS approved 

except for Items that may be marked "disposition notRegional Administrator And Staff Offices 
approved" or "Withdrawn" In column 10 If no records 

3 MINOR SUBDIVISION are proposed for disposal. the Signa ture of the Archivist IS 
not required 

4 NAME OF PERSON WITH WHOM TO CONFER	 5 TELEPHONE EXT DATE ~ OF THE UNITED STATES 

Harold vlebster	 382-5912 .....£.	 _ AThomas Tasker	 382-5911 1~-8-8't. ~ . -
6 CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorrzed 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, and that written concurrence from the General 
Accounting Office, If required under the provrsions of Title 8 of the GAO Manual for GUidance of Federal Agencies, IS 
attached. 

A GAO concurrence 0 ISattached, or [XJ ISunnecessary 

B DATE	 D TITLE
C. S,~:~ 0:JAG9rXESENTATIVE 

3/!2../,S Thomas Task'1r	 Agency Records Management Officer 
9 GRS OR	 10 ACTION7 8 DESCRIPTION OF ITEM SUPERSEDED TAKEN

ITEM (WIth InclusIVe Dates or Retention Periods) JOB (NARSUSE
NO 

CITATION ONLY) 

1 .- 15	 The Regional Administrator And Staff Offices Records Appendi:x

Control Schedule is being revised to make it con- D
 
sistent with the Program's current operations. The Schedule
 
revision of this Schedule is part of a major review 1
 
and update of the EPA Records Control Schedules.
 

Attached is a copy of the revised Regional Admini-
strator And Staff Offices Records Control Schedule.
 

NSN 7540-00-634-4064	 STANDARD FORM 115 (REV 8·83)l;;Jjq{~(p 
Presc r ibed by GSA 
FPMR (41 CFR) 101·11 4 EPA/ N~~J NNt: NNA 

115-108 



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

TITLE	 OF SCHEDULE COVERAGE OF SCHEDULE 

REGIONAL ADMINISTRATOR AND STAFF OFFICES	 REGIONAL OfFICES 
ITEM	 NAME AND DESCRIPTION OF RECORD/FILE NO	 RETENTION PERIOD AND DISPOSITION 

1- RegIonal AdmInIstrator's Program Develol2ment FIle. ContaIns Retention: Permanent.
 
lnfor-matlon r-elated to the development of r-eglonal enVlr-on-

H'''' ILClJ. -p<'€Jfl'f>~oJ,!cies. Recor-ds conslst of r-eports Disl2ositlon: Break flle at end of year. Keep in 
on r-eqlonal envlr-onmental pr-ojects, sutveys,-s~al office for- 3 year-s, then transfer- to the FRC. 
StudleS, posltlon papers, leglslatlon, enfor-cement actions, Keep ln rKL LVL .L on ~FF. or ~n the~ and other- flr-oqr-amdocuments r-elated to water-, alr, Reglonal Ar-chlves.
 
pestlclde, toxlC, and hazardous mater-lals, enfor-cement,
 
and envlronmental ser-Vlces pr-ogr-ams. Recor-ds used by

Rellional Admlnistrator ln policy evaluation and program
., plannlnq • 

2.	 Reglonal Admlnlstrator's Corresl2ondence File. ContaIns Retentlon: Retain 5 year-so
r()n,,,,sof all progr-am documents that the Regional Adminls-
t ra t o r is requ i ren LO '>loY"u._._ '" '" a.r r arure d bv DISPc!sltiOn: Br-eak file at end of each year. ;Qpr-ogr-amdlvlslon, then chr-onologlcally. Also includes Keep In 01:1:1",,,, 

., d..i..t..iQna1 v",;,r m"'U-<L~ ncoples of corr-espondence odginated by the Regional then tr-ansfer- to the FRe. Destroy when 5 years	 o 
;QAdm i n IS trator hlmself.	 old. o.,. 

3.	 RegIonal Administrator and Del2utl Administrator's Program Retention: Retain 10 years. :I:

Manag~ment Flle. .Contains informatlon used ln the lnternal Z•
ClUIIIJ. '.L~~LU It- nF the cec i onat environmental D1Sl2osltion: Break file at end of year. Keep •a 

mprograms. Records consist of internal budget documents, r n ".l~UL~	 " -"" "'~rULLJ. ... '" :I:personnel planning recor-ds, program reports and statIstIcs, Destroy when 10 years old.	 m zdelegatlons of authorlty, and other related r-ecords. -i 

4.	 ContInuIng EnVIronmental Program SUQQort Agreements Adminis- Retention: Retain 4 years. ~ 
tereo bi: RegIonal, OffIces. Agreements admlni<;tered by c:Z

RegIonal Offices. DlSl2osltlon: Break fIle lmmedlately after close- •r: out of the agreements, then transfer to the FRC. 
Destroy when 4 years old. 

5.	 Pub Li c Affairs News Releases Flle. Contalns coples of all Retention: Permanent.
 
news releases from the •• .
[eg'l"o'rT'8"l-6-f-H<ce . 

DI;p'~;i'tl~n:Br"eaK hI~ a£~~h=y'e-a:""f
Keep in office 3 years, then transfer to the 
FRC. Keep in FRC for 10 years, then offer to 
the Reglonal Archives. 

I
 il' •.
 
•1,<., 



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

TITLE	 OF SCHEDULE 

REGIONAL ADMINISTRATOR AND STAFF OFFICES 
ITEM NAME AND DESCRIPTION OF RECORD/FILE NO 

6.	 ~ .1 ~ Affa1rs Program Reference F1le. ContaIns records 
used 1n the PUOIIC -;::;;... .. ~tivities of the regIonalLillo 

offIce. Records consist of biographical InrVl.",a~
EPA offiCIals, documents on program actIVIties sent from the 
program diVIsions, reports on major program and policy
developments, and other records used in formulat1ng news 
releases. 

7.	 Congressional InqUIries File. Contains copIes of congres-
SIonal correspondence receIved and referred to the program
offIces for reply. Includes copIes of response. 

8.	 ~pnlnnal Proqram Plannlnq File. Contains records used In 
orqe m zat i ona r plannln~and-manageme.n.L.sJ;:..Ydles and surveys
related to the regional office. Records consist -oCman-a-g-e--
ment surveys, organizatIonal and functional statements, pro-
grams plannIng monthly and quarterly status reports, resour-
ces management surveys and reports, and other related 
records. 

9.	 Environmental Impact Statement PreparatIon File. Contains 
information related to the In-house preparation of enVIron-
mental impact statements by the regional offIce staff. 
Also, 1nc1udes those statements prepared by consultants for 
EPA. Records conSIst of manuscrIpt drafts of statements,
notIces of Intent, correspondence with CItIzens groups, news 
clips, comments on the draft made by all Interested partIes,
transmIttal letters, manuscript for final statement, and 
comments on final statement. May also include copIes of en-
vIronmental assessments, special studIes, and other supple-
mentary materIal created in the course of statement prepara-
tIon. 

10 i-o-Q, mental Impact Statement Coor d i na t i on File. Con t a rns r~ 

documents use c ~ 'A~ and coor-di na t Lon of regional of f i ce 
comments on proJects that may Impa~' ~h~ environment. 
ProJect categories Include transportatIon, urban relLc ' 
water resources, energy development, and Federal land use 
plans. Includes copies of prInted draft statement and 
prInted final and correspondence. May also include news 
clips or other materials relatIng to the environmental 
Impact statements. 

COVERAGE OF SCHEDULE 

REGIONAL OFFICES 

RETENTION PERIOD AND DISPOSITION 

RetentIon: Reta1n 3 years. 

DispositIon: Break fIle at end of each year.

Keep In oJ:J.:~~.. .then destroy.
 

RetentIon: Retain 5 years. 

DISposItion: Break file at end of Congressional

seSSIon. Keep in office 1 year, then transfer
 
to the FRC. Destroy when 5 years old.
 

Retention: RetaIn 3 years. 

~Di-spos.i.t.l.Dn·..Break f He a t end of each year. Keep
in office 3 years, then aestroy. 

Retention: Permanent. 

DispositIon: Break fIle upon preparatIon of fInal
 
statement and record of deCIsion. Keep in offIce
 
4 years, then transfer to the FRC. Keep in FRC for
 
10 years, then offer to the Regional ArchIves.
 

RetentIon: Permanent. 

DISposition: Break fIle upon preparation of final 
Atatement. Keep in office 5 years or until com-
p Le t Lofi 0'r t'~ .. ,~ _whichever IS earlier, then 
transfer to the FRC. Keep 1~TKe-~~~~~~4?'~IO~Vle~a~r!s~' -1 
then offer to the Regional ArchIves. 

'," . 

. " ~-r 

http:Di-spos.i.t.l.Dn
http:plannln~and-manageme.n.L.sJ
http:SCHED.NO


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

TITLE	 OF SCHEDULE COVERAGE OF SCHEDULE 

REGIONAL ADMINISTRATOR AND STAFF OrFICES	 REGIONAL OFrICES 
ITEM NAME AND DESCRIPTION OF RECORD/FILE	 RETENTION PERIOD AND DISPOSITION NO 

II.	 SectIon Xj404 Pub Li c NotIces FIle. ContaIns i nf o r mat i on Retention: RetaIn 5 years. 
cOnCf>r-nlng the [)ot:entlal environmental impact of Dr-oposed
Dr-oJects. ProJects Involve dIsposal of flll mat e r i a I or DIS2osltion: Break fIle upon completion of reVIew
 
dr-edqen mater-ii'llInto the water-s of the U.S. as well as and comments. Keep In office for 5 years, then
 
or-ed<]lng and str-uctur-e done in water neclar-ed navlqable by destroy.

Cor-ps of Englneer-s. Recor-ds conSIst of a copy of NotIce, a
 
descnpt:ion of the pr-o)ect plans, EPA evaluatIon on the
 
env Ironme nta I Lmpact of the pr-oposed pr-o)ect, and EPA com-
ment'>, r-ecommendation, or- denial of the pr-o]ect. 

12.	 Feder-al FacIlIties Monltorina FIle. ContaIns lnfor-mation Retention: RetaIn 5 year-so 
useu	 Ir the envir-onmental controls in use at In-
LV ....hv the DisI*>sItlon: Break file each year-. Keep In
stallatIons and facIIIL1c",	 Feder-al Gover-n-

'1" 
,n_

'1~~L	 :;0ment, IncludIng mi l t t a ry installatIons. MO	 office 5 year-s, then destroy. 
mcludes both aIr- and water- program ar-eas. Recor-ds "~onslst n 

of co rrespondence wi th the f ac i Li t i es , sur-vey r-epor-ts o 
shOWIng inventory of pollution contr-ol equIpment In use o

:;0 

....at the facilItIes, nature and location of pollutIon 
liedlschar-ge, and other factor-so	 ,.. 
Z,..

Feder-al FacIlities NPDES PermIt Working FIle. ContaIns RetentIon: Destroy upon expIration and re-	 c;)13. miofo!:matlon used in grantIng permIts to Federal t ac i Li.t i es issuance of permIt. lie mperrm tting them to a~~haLq~Qollutants into the water-. zPe rrm ts Issued under- the NatIonal PollutiOil B'i"Se!La rJ1P DISposItIon: Br-eak file upon issuance of per-mIt. -4 
pe rm i t lCeerrrn-o H-'i-ce-u.n.ti.l expIratIon of per-mIt, thenElImInatIon System (NPDES). Recor-ds consist of	 -._~o.~~...- .............. ~
~~.?_applIcatIon, corr-espondence wIth Corps of EngIneers destroy.	 - %c:and applIcant, copy of public notice, summary r epo r t and ,..

per-mIt copy. r-

14.	 Fr-eedom of Infor-mation ResEonse FIle. Includes copIes of RetentIon: RetaIn 2 year-so
InCOmlnq r-equests for- Infor-mation under- the Fr-eedom of 
Infor-matlon Act, copIes of r-eplles, and copIes of any DISEosition: Break fIle at end of year-. Keep in 
Inter-agency memor-anda concer-ninC) the r-equest. Note: ThIS offIce cur-r-entplus 1 addItIonal year. Destroy 

flie does not contaIn the Progr-am's offiCIal recor-d of when 2 year-s old. 
lnfor-matlon belnq r-equested. 

15.	 SEeeches by RegIonal Administr-ator, Del2uty RegIonal RetentIon: 
Admlnlstr-ator-, or Staff. Speeches pr-epared for delIvery
at CIVIC functIons and pr-ofessional confer-ences and a. Record C02Y' Permanent.
 
meetIngs.
 

b. Information C021es. RetaIn 1 year-. 



SCHED.NO 
-. U.s. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 

TITLE OF SCHEDULE COVERAGE OF SCHEDULE 

REGIONAL OFFICESREGIONAL ADMINISTRATOR AND STAFF OFFICES 
ITEM NAME AND DESCRIPTION OF RECORD/FILE RETENTION PERIOD AND DISPOSITIONNO 

D1Sposltlon: 

a. Record Copy. Break flle after presentation.
Keep In offIce 5 years, then transfer to the FRC. 
Keep ln FRC for 5 years, then offer to the 
National Archlves when 10 years old. 

b. Informatlon Coples. Destroy when I year old 
or sooner if no longer needed. 
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http:SCHED.NO


, , 
Atch to SF 115 (Info for "PERHANENT" retention records) 

" , '-

, 
Title Of Schedule: Regional Administrator And Staff Offices 

,-
", 

Item No. 

9. 

15. 

Volume 
On Hand 

20 

Growth 
Per Year 

5 

Arrangement
Of Files 

Subject 

Chronological 

-" 

.' 
r 



,
Atch to SF liS (Rev ed i tem l~\llr!bers Frevlouscompared 1tern NUmbers, ",;1 ~l Schedule Number. and NARS Job ~umber) 

~,~ . . -,·"1' Title Of Schedule: Regional Administrator And Staff Offices 

. 'Ii 
REVISED 

Item Numbers 
1. 

2. 

3 . 

4. (New) 

5. 

6. 

7. 

8. 

9. 

10. 

11. 

12. 

13. 

14. (Ne\,,) 

15. (New) 

Item No. 

1. 

2. 

3. 

7 . 

8. 

9. 

10. 

11. 

12. 

13. 

14. 

15. 

PREVIOUS 
Schedule No. 

D-l 

NARS Job No.
 

NCI-412-76-1
 




