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I• LEAVE BLANK.REQUEST FOR RECORDS DISPOSITION AUTHORITY	 
,. . 

JOB NO 

(See Instructions on reverse) 
NCl-412-85-22 

TO	 DATE RECEIVEDGENERAL SERVICES ADMINISTRATION
 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408
 4-4-85 

1 FROM (Agency or establishment) NOTIFICATION TO AGENCY 

Environmental Protection Agency In accordance with the provrsions of 44 USC 3303a 
2 MAJOR SUBDIVISION the disposal request, Including amendments, ISapproved 

except for Items that may be marked "drsposrtion notOffice of Research And Development approved" or "Withdrawn" In column 10 If no records 
3 MINOR SUBDIVISION are proposed for disposal, the Signature of the Archivist IS 

not required 

4 NAME OF PERSON WITH WHOM TO CONFER	 S TELEPHONE EXT DATE ARCHIVIST OF THE UNITED STATES 

Harold E. Webster	 382-5912 B"-dl·111 !~	 1-Thomas Tasker	 382-5911 V7 
6 CERTIFICATE OF AGENCY REPRESENTATIVE	 ./ 

I hereby certify that I am authorized 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 12 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 Aqencies, IS 
attached 

A GAO concurrence D ISattached, or ~ ISunnecessary 

B DATE	 D TITLE 

Agency Records Management	 Officer 

9 GRSOR 10 ACTION 7 8 DESCRIPTION OF ITEM	 SUPERSEDED TAKENITEM 
(WIth InclUSIVe Dates or Retention Periods)	 JOB (NARS USENO CITATION ONLY) 

1 - 25	 The Office of Research And Development Records ppendix

Control Schedules is being revised to make it C
 
consistent with the Program's current operations. chedule
 
~h8 revision of this Schedule is part of a major 19
 
review and update of the EPA Records Control
 
Schedules.
 

Attached is a copy of the revised Research And
 
Development Records Control Schedule.
 

NSN 7540-00-634-4064	 STANDARD FORM 115 (REV 8-83) 
PreSCribedby GSA 
FPMR (41 CFR) 101-11 4 

115-108 



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

TITLE OF SCHEDULE COVERAGE OF SCHEDULE 

-RESEARCH AND D~ REX:DRDS APPLICABLE HE'A[)JUARI'ERS OFFICE 

~1~~a~M~-------------------N-A-M-E~A-N-O-O-E-S-C-R-'P-T-'O-N--O-F-R-E-C-o-R-o/-F-~-LE--------------------~--------------------R-E--TE~~-,-O-N-P-~-R,-O-O-A-N-O-O-,-S-PO-S-,-T-,O-N----------~---------f~~--------------------------------------------------~-----------------
1. 

2. 

EnVIronmental Process and Effects Research program FlIes. 
Includes documentatIon related to the Agency research 

Q9rams concernIng aIr, water, pesticides, hazardous 
was OXIC substances and energy. Documentation relates 
to researc cted on developing scientific and tech-
nological methods a to understand, predict and 
manage the entry, movement te of pollutants Into 
the environment and food chain an effects on 
terrestrial and aquatIC organisms ecosyt rds 
consist of correspondence, memoranda and all suppo
documentatIon. 

a. OffIcial FlIes. 

B. other CopIes. 

EnvIronmental EngIneerIng and Technology Program FlIes. 
Includes documentatIon related to the energy and Industry

rch programs of the Agency. MaJor flIes categorIes
inclu e systems, energy control and conservation,
laboratory coo on actIVItIes. Records consIst of 
correspondence, memoran d all supportIng attachments. 

a. Official Files. 

b. Other CopIes. 

end of year. Keep
years, ansfer to the 

FRC. Keep in FRC for 8 years,
the National Archives. 

Retention: Retain 5 years. 

DisposItion: Break file at end of year. Keep
In office, destroy when 5 years old or sooner 
If:no longer needed. 

Retention: Permanent. 

DISposition: Break file at end of year. Keep
in office for 2 years, then transfer to the 

-'_c'n~ Keep in FRC for 8 years, then offer to 
lr.t~:.n;l, 1 Ar ch ives. 

Retention: 

Dlsposltlon: Break file at end of year,".-""""',n 
in offIce, destroy when 5 years old or sooner 
If no longer needed. 

;Q m n o 
;Q 
c.,. 

~ zc:•r-

~~----------------------------------------------~--------------------------



~t-	 ,.. _._~a._. ..- ... 
SCHED NO u.s. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHtOUL(S ~~~~~~----------------------....--------.-.~.---.~---------TI,!LE OF SCHEDULE 

RESF.AIOi AND DEVElDPMFNr RElX)RDS 
ITEM 
NO NAME	 AND DESCRIPTION OF RECORD/FILE 

3.	 Acld DepositlOn, EnvHonmental Momtori,!!, and Quality
Assurance program FlIes. Includes documentation related 
to the Agency research programs concerning acid deposition,
a rlC processes, environmental monitoring, analytical 
measurem hniques, quallty assurance, dissemination of 
scientific and al informatlon, and related areas. 
MaJor files catagorles air monitorlng research,
acid deposition, energy relate rch, radlation safety
programs, monltoring lnstrumentation, ratory research 
coordlnation actlvitles. Records consist of c ndence,
memoranda, and all supportlng documentatlon. 

a. Officlal Files. 

a. other Copies. 

4.	 Health Research Program FlIes. Includes documentatlon re-
lated to the Agency research programs concernlng the health 

ffects of various pollution categorles and sources. Docu-
men' vers research programs on air, water, peStl-
cldes, radlatl, 'c substances, nOlse, and multlmedla 
health and ecoloqical e ords consist of corre-
spondence, memoranda, and all suppo umentatlon. 

a. Offlclal FlIes. 

b. other copies. 

...COVERAGE OF SCHEDULE 

APPLICABLE HE'.ALQlIARl'ER OFFICE 

RETcH	 nON PERIOD AND DISPOSITION 

Permanent. 

D1SPOSl end of year. Keep
ln office for transfer to the FRC. Keep rn FRC for I_. then offer 
to the Natlonal Archives. 

Retentlon: Retaln 5 years, 

D1Sposltion: Break file at end of the year. 
Keep in office, destroy when 5 years old or 
sO?ner if no longer needed. 

Permanent. 

end of year.
I'O'It'""'II~iIQ.t:Sstransfer tothen 

Keep ln FRe for en offer 
to the Natlonal Archives. 

Retentlon: Retain 5 years. 

Dlsposltlon: Break flle at end of year. 
Keep in office, destroy when 5 years old or 
sooner lf no longer needed. 

'-- ......------------	 ..L- "_.__ .~__ . ---- .... 

.' , I	 (- ! 



-,......-··-----------u.-s-. E-N-V-'R-O-N-M-EN-T-A-L-P-R-OT-E-C-Tl-O-N-A-G-EN-C-Y---R-E-CO-R-D-S-C-O-NT-R-O-L-S-C-HE-U~·~~"---·~·-

TITLE OF SCHEDULE	 COVERAGEOF SCHEDULE ~----------------------------------------------------T------------------"
.RESF.AocH AND DElJE[DPMENr REX:ORDS	 APPLICABLE HF.AI:QUARI'ERS OFFICE 

'~~M NAME AND DESCRIPTION OF RECORD/FILE	 f-<L I EN lION PERI0U~~~--------------------------------------------------------~--------------------------
5. Health and Environmental Assessment Program Files. 

Includes documentatlon related to the development of 
health, rlsk, and exposure assessments; risk assessment 
gUldellnes; and alr and water quallty crlterla 
documents used In assessing the rlsk of exposure to 

, hazardous pollutants. Assessment and criteria documents 
support regulatory and enforcement declsions under the 
several acts governlng EPA (e.g., Clean Air Act; Clean 
Water Act; Safe Drlnklng water Act; superfund Act;
Resource Conservation and Recovery Act; Federal Insectl-
clde, Fungiclde, and Rodentlclde Act; and ToXIC Substances 
Control Act). Documentatlon relates to the health and 
envIronmental effects of exposure to varlOUS chemlcal 
substances including carclnogenlc, mutagenlc, teratogenlc,
reproductive, and other chronlC effects. Records consist 
of program office requests; sClentific and technical 
evaluat1ons; unit r1sk calculat10ns and other data 
compilations related to scientiflc assessments; references,
studles, and other llterature search materlals; document 
drafts; clearance records; peer review comments by expert 
scientlsts and EPA reviewers; publlC comments; EPA SClence 
Advlsory Board and Sclentlfic Advisory panel reviews, 
meeting transcrlpts, and closure letters; EPA staff and 
Issue papers; publlshed sClentlfic reports, artIclles, 
and papers; expert wltness test1mony and hearing tran-
scrlpts; and other related records and supporting

.documents. 

a.	 Offlcial FlIes. 

b.	 other FlIes. Records that conta1n Confldentlal 
Business Informatlon (CBI) or other sensltlve 
material will be handled accordIng to the EPA 
Records Management Manual and the varlOUS other 
EPA manuals governlng the protectlon of these 
materials • 

~·--·--·-------r.S~C-HE~D~N~O~ 

AND DISPOSITION 

;Q 
m n o 
;Q 
o 
V> 

3:,. 
%,.
 
C) 
m 
3: 
m 
% 
-i 
3:

%
,. 
c:,..-

Retentlon: Pennanent. 

Dlsposltlon: Keep in office 10 years after 
file 1S closed. Transfer to FRC for 20 
years. Offer to National Archives when 
flIes are 30 years old in 5 year blocks. 

Retentlon: Destroy when no longer needed. 

.........._---------------------------'---------_._." ~-,-."--~"--~----------



r·------------------------------------'~· -~.'·-~·~-·--------, ...S-C-.H-E-O-N~O
U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHtUilu .. , 

... 

"T-IT-L-E-O-F-S-C-H-E-O-U-L-E----------------------------r-C-O-V-E-R-A-G .. '-~-'----~---'-------IE-O~F-S~C:-H~E~O~U~L~t:~-·

REsEruoI AND DE.VEIDPMENI' REXX>RDS	 APPLICABLE liFlIrQlARl'ERS OFFICE 
~I~T~E'="=MT"""----------N-A-M-E-A-N-O-O-E-S-C-R'-P-T-'O-N-O-F-R-E-CO-R-O-'-F-IL-E----------+------------R ~;~~,I;.~-I~t:_;:II;c_;~~,-O-'-SI-'-O-S-1T-'-O-N------"'-----t 

NO ----------------------------------~ 
6.	 COntrolled and MaJor Correspondence of the Asslstant 

Administrator or Deputy, Offlce of Research and Development.
Includes coples of controlled and maJor correspondence

signed by the Assistant Adminlstrator or Deputy. The 
correspondence signlflcantly documents the program 
activitles and was processed under special handlIng 
control procedures because of the importance of the 
letters or tlme requlrements of replles. 

7.	 Research Program Management FlIes. Includes documenta-
tion related to ORO budget, program plannlng/review/
lntegration coordlnatlon, technlcal lnformatlon transfer, 
resource management, polley development, and admlnlstratlve 
operations. 

a.	 OffIcial FlIes. 

b.	 Other Copies. 

8.	 LegIslative and Legal FIle. Includes documentation related 
to the legislatIve and legal actiVIties of the research and 
..:L 'l(\~nt programs. Records consrst of correspondence,
and memoranUQ laws and proposed bi lIs , rules, IV1 

standards, regulatlons, neal4'_J' ,rQ~rts to congress, legal
declsions, opinions, and other related rec,. 

a.	 Official FlIes. 

Retention: Permanent.
 

DispositIon: Break file at end of year. Keep

In offlce current plus I additional year, then
 
transfer to the FRC. Keep in FRC for 10 years,
 
then offer to the Natlonal Archlves in 5 year
 
blocks.
 

Retention: Permanent.
 

DISposition: Break file at end of year. Keep

In office for 2 years, then transfer to the FRC.
 
Keep in FRC for 8 years, then offer to the
 
Natlonal Archlves in 5 year blocks.
 

Retention: Retain 5 years.
 

Disposltion: Break flle at end of year. Keep

in office, destroy when 5 years old or sooner
 
If no longer needed.
 

Inn: Retain 10 years. 

Dlsposltlon: Break file at enn _~ ;n..which 
actlvity termlnates. Keep In office for 2 yea.o, 
then transfer to the FRC. Destroy when 10 years 
old • 

.1-.....--------------------------- ......-------~-----	 ........ ,. ~~~--~,..~---------
'$' P-. ~',' . .	 l!~g~':'~'~

•'.-	 ... J t j" f 



- .~-•.-~.~~ --- M·------.--,~S~CH~E~D-N~O~-r-------------------------------------------------------------------------------------------"""-n~ ..U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTHOL SCHEI.i{jl.,., 
..T~iT....	 .... ,~-- - -..L-EO-F--S-C-H-E-D-U-L-E----------------------------------------r-C-O-V-E-R-A-G~E-O---F-S CH-.E~D~lI-LE:-"- - '--~----------i 

RFSEAR:lI AND DE.VEIDPMENr REXXlRDS APPLICABLE ~ OFFICE 

..'~T"=E~M,.....----------N-A-M-E-A-N-O-O-E-S-C-R,-P-T-,O-N-O-F-R-E-C-OR-O-'-F-'L-E----------+----------R-L-H ,;,~~;,;L_;:,::,~:-N~,-[->l-Sl_'-O-;-,T-,-O-N-------------..... ...

NO 

~. 

9.	 Standards and Regulatlons Revlew and Comments FlIes. 
~ncludes reviews and comments on proposed rules generated

.~~. .f'bY war k' lng groups rn .. VU""". .~'II., HU...

Agency. Records consist of copies of the proposed
standards, regulatlons, gUldellnes, coples of clearance 
records, caples of comments by research and development
program and staff offlces, and other related records. 

10.	 Program Management Files. Includes documentation related 
to the management and admlnlstratlve support actlvlties 
of the several research and development programs. Docu-

~tlon	 covers budget and flnance; communlcations and 
ana L .:I •• grants, contracts, and interagency agreements;
facllitie~ .t. management of technical publ rcat ions 
and information; pr~' Personnel management; and 
other management and admimst~~-·" ivrt res, Records 
conarst of correspondence, memoranda, su~"..• ~' documen-
tation, reports, and other related records. 

a. Official Files. 

b. Other Coples. 

-------~---------------1 
Retentlon: Retaln 3 years. 

• tl"o"lk flle at end of year in which 
actlvity termlnates. Keep ln Ort1ce .LVL .> ;z ..... ~"'" 

then destroy. 

Retention: Retaln 10 years. 

DisPOSltion: Break file upon publication of 
r inai rure m rt:!Ue~a.L ~""::jJ.:""'::L. ,,=t' ..... ~~~~~~ 
1 year, then transfer to the FRC. Destroy
when 10 years old. 

;a 
m n o;a 
o 
'" ~ ~ 
z ~ 
Cl 
m ~ m z 
-t 
~ ~ zRetention: Retain 10 years.	 c ~ rD~ f1le at end of year ln which 

activity termmates, ~ in office 2 years,
then transfer to the FRC. oe?-...r ~10 years
old. 

Retention: Retain 5 years. 

Disposit1on: Break file at end of year in which 
activlty terminates. Keep in office, destroy
when 5 years old or sooner if no longer needed . 

............	 ",__." _ ... -.~----------..
-----------------------1_------" ....
.1' ~ ,_\or~1 , 

I,' ...', 



---
-----------

U.S. ENVIRONMENTAL PROTECTION AGENCY-RECOROS CONTROL SCUtl;t., 
1:.ITLE OF SCHEDULE 

- RESEARCH AND DEVEWPMENr REroRDS 

ITEM	 NAME AND DESCRIPTION OF RECORD/FILE NO 

11.	 Research ProJect case Flles--Grants, contracts, coopera-
tIve and Inter-Agency Agreements. Includes case flIes of 
all research projects conducted for EPA by outsIde con-
tractors, grantees, or other Federal agencies. Grant 

include proposals, applIcatIons, relevance reVIews,
dec lSI emos, offer or award and modIfIcatIons, fundIng
orders, c ' nt notIces, grant agreement, cost adVIsory
reports, progre e rts, and related correspondence.
Contract files lnclu rocurement request, envIronmental 
revrews , "procurement r rat ronal.e checkllst," 
impact statements, fundIng In nts/modlfications,
correspondence, and other related ds. Cooperative
and Interagency agreement flIes include of agreement,
proJect summary sheets, correspondence, vauc and 
reports. 

a. FlIes MaIntaIned by proJect OffIcers. In addItIon to 
contents listed above, flIes also Include sIte VIsit and 
trIp reports, telephone memos, and other records related 
to the day-to-day management of the research proJect. 

b. FlIes MaIntaIned by Headquarters Program OperatIons 
OffIce. Includes reference copIes of research proJect
case flIes used by laboratory program management staff 
to monitor the status of all extramural proJects and to 
provide administratIve support for the proJect offIcers. 

c. ReJected Proposal FIle. Includes research proJect
proposals that have not been awarded or funded. 

COVERAGE OF SCHEDUI L 

APPLICABLE HEADQlIl\RI'ERS 

RL II 

o,CHED NO 

OFFICE 
....------.-----------10----1 

rlll~JII	 1)1,',1')1) A.IJl.l 1,I~P05ITl0N-- - --------------'1 

;a 
m n a;a 

RetentIon: Retain
 

DISposition: Break
 file 
closeout of the proJects 

, findings. Transfer 
to the offiCIal 

the grant ntracting
f,or 6 months, transfer 
when 4 years old. 

Retention: Retain 

DIsposItion: Break fIle 
closeout of the projects. 
then destroy. 

o4 years. Vt 

~ ~ upon	 termination or z ~and resolutIon of any Cl
all required docu- m ~ file maintained by m 

office. Keep in office z 
to the FRC. Destroy	 

-I 
~ ~ 
'Zc: 
.-~ 

upon 

Retention: Retain 1 year. 

DISpositIon: Break fIle upon rejection of pro-
posals. Keep In offIce for 1 year, then destroy. 

\ f
 



"--'-------_v--- ......SCHED NO u.s. ENVIRONMENTAL PROTECTION AGENCY -RECORDS CONTROL scnu. 
TITLE OF SCHEDULE 

- RESFAFai AND DE.VEIDPMENr RErrlRDS 

ITEM	 NA"E AND DESCRIPTION OF RECORD/FILE~N:'::°4	 ~ 

12. Laboratory ActIVIty Report FIle. Includes monthly or 
erl actIvity reports from the several environmental 

researc 'eld statIons to 
theIr responsIble Headquarters program of IceS. 
reports show program activity not reflected In the 
Planned Program Accomplishments and ProJect DescriptIons.
Records consist of the reports, related correspondence, or 
other supporting documentation. 

13.	 Stategic Environmental Assessment System File, 1972-1976. 
A computer modeling or simulatIon system which manipulates

~~QanJIC	 and environmental data to generate forecasts on 
the Impa vironmental quality levels on economIC,
SOCIologIcal, ene ecologIcal conditions. 

14.	 Water SUpplY Laboratory CertIfIcatIon Program File. 
ntation used to develop evaluation pro-

cedures and qualIty as ' or 
analYZIng publIC drInkIng water. Records conSIst of docu-
mentation related to developIng a procedures manual for 
laboratory certIfIcatIon, comments on the certifIcation 
procedures for states, other government agenCIes, and 
prIvate groups, minutes of work group meetIngs, and 
other related records. 

. - ,---------------1COVERAGE OF sc IIEfll11 I
 

APPLICABLE HE1IIXX11'IRl'E OFFICE
 ______.	 --I!...-__ .... 
J"'<Llt.flll. 'I'~ r'" JII ht'.' r. I'"";1-1()I.,I 1 ION ~f-	 ---- . - .-- ---.-....:---------------1 

Retention: Retain 3 years. 

DIsposItIon: Break fIle at end of year. Keep

In office for 3 years, then destroy.
 

RetentIon: 

a.	 Printed Research Reports. Retain 15 years. 

b.	 Computer Printouts. Retain 5 years. ;;u 
m 
n oc. Tapes/DIsks. Retain current plus last	 ;;u

2 tape disks. 

transfer 
old. , 

b. COmputer Printouts. 
cycle. Keep In office 

c.	 TapeS/DIsks. Break 
of reports. Keep in offIce until 3rd update
 
cycle, then erase.
 

RetentIon: RetaIn 3 years.
 

DIS8Dsltion: Break fIle
 

destroy.
 

o 
vo 

~,. 
%

COl
,.
m ~ m 
% 
-t 

Break file every update 
for 5 years, then destroy. 

fIle	 after completIon 

- -.-.-.-~--------
~m~ll,,~,W"i;I_, 
~r'~ 



- --	 _0..,. -. - ~.-' 
SCHED NO

U.S.	 ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCht:llt;/ ; , 
......... _ ... .......... •
-.- -..,p.-

T_ITLE OF SCHEDULE	 COVERAGE OF SCHEDULl . RESEAIOI AND DE.VEI.D~ REXXlRDS APPLICABLE HE'AJ:Q.1ARI'ER OFFICE 
- -_.---- - --ITe:M NAME AND DESCRIPTION OF RECORD/FILE	 HL II II J~I 1"-, I,Jrl Af!LJ nl.~f'OSI TIONNO --- -. --------

15.	 ~hes by Offlce Dlrector or Staff. Speeches prepared Retention: 
~ellvery at C1V1C functlons and professional con-

ferences and meetings. a. Record COEl. Permanent.
 

b. Information COEles. Retain 1 year.
, 

Dls~ition: 

a. Record COEY. Break flle annually. Keep 1n 
office 5 years, then transfer to the FRC. Keep
in FRC for 5 years, then offer to the Natlonal 
Archives ln 5 year blocks. 

::ub. Information cOEies. Destroy when 1 year mold or sooner if no longer needed.	 n o::u 16.	 Envlronmental Research ToE1CS Reference FlIes. Includes Retentlon: As below. ...o~ubiect files on tOP1CS belng researched or proposed for lI: ~ 
"AL Lresearch. ToP1CS mcnroa sour ces D1Sposition: Review files ln office annually.


control strategles or monltorlng technlques, such as photo- ~=p
.~ Z
.~. value and	 ~ 

L~'	 achemlcal oxidants, fluorocarbons, analytlcal standardiza-	 destroy other materials. m 
tion, and other subJects or tOP1CS. Records cons 1St of lI: mcoples of technlcal publlcatlons, reports, correspondence,	 z 

-tand other related records. 
I ~ 17.	 COnferences, SemlnarsL AssoclatlonsL and SOCletles Flles. Retention: Retain 2 years. %

Includes records related to research and development staff 
c: ~ r-member parr:H;~pal...I.UII.. sr ., .~	 Break file at end of year. Keep.I. Disposi tion:
 

socletles, and related groups. Records conslst of con- m ot r i.ce LUI. ~ yt::cu::>, .... "' .. -~
 ference llterature, trlp reports, meeting agendas, coples

of papers presented, and other related records.
 

18.	 Environmental Im~ct Statements Review and Comment Flle. Retention: Retain 5 years.

Tn ... · "n",,,,rp.ierence COPles of revlews and conments on
 ~ draft and final enVlronmenr:al J.lllpac.:1.. "' .. " .... ~ ... -~	 _n; conn"" t·j "n' Break file at end of year. Keep.. cau
 

elther in-house or by other agencles. in offlce for 2 years, then tranSIer LU Lilt::
 

FRC. Destroy when 5 years old.
 

...~, ~ . , _ ................... --' 

.'~' ... 
1 , ' 

~ I	 \d. ,. 

http:parr:H;~pal...I.UII..sr


_r----------------------------~-h' 
U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL ~C'" " ~~~~~~-------------------------------~-------------;rITLE OF SCHEDULE COVERAGE OF SCHCPUI L .-

RESF.AIOI AND DE.VELOPMmr REO:>ROS APPLICABLE HE'.ADJUARTERS OFFICE 

Io'T;:";;E';;IM-----------------------I---------- --. 
NO NAME ANO QESCRIPTION OF RECORO/FIl ...E	 r.L I L Ir:::...t------------------=..::..:..:....:...----------I--------·-- -.-..-
19.	 Information and Publlcatlon FlIes. Includes copies of 

.""':!,:!':":'~~~VL _" " •• iI reoorts• 

produced or coordlnated by the several research and 
development programs and laboratories. Records cons 1St 
of letters requestlng the materials, response letters, 
or other records ShOWlng actlon taken on the request. 

20.	 General Correspondence Files. These are chronologically
arranged file copies of letters and memoranda signed by 
the ORO Asslstant Admlnlstrator or hlS deputy. The c0m-
plete documentatlon on indlvldual transactions lS maln-
talned ln the offlclal flIes of the appropriate ORO action 
offlcer. 

21.	 Offlce of Research and Development InformatIon System.
This automated system contaIns ORO research proJect
descrlptions, program documentatlon and detalled budge-
tary information on all ORO proJects undertaken through-
out the Agency. Also included are planned program
accomplishments (PPA) descrlptlons over and above the 
proJects. The information contalned on the system is 
useful for management not only during 
but provides some trend analysis, etc. 

22.	 Correspondence Control Flle. Copies of 
maintained by the Correspondence Unlt 
Assistant Adminlstrator's Offlce used 
reference and to control responses on 
spondence. ThlS flle dupllcates ln part the offlcial 
files maintained ln the ORO operating offices responslble
for the actions taken, but is arranged alphabetlcally
by office rather than by the related subJect area. 

23.	 Freedom of Informatlon Responses Flle. Includes copies of 
lncoming requests for Information under the Freedom of 
Information Act, coples of replles, and coples of any In-
teragency memoranda concernlng the request.
Note: this flle does not contaln the Program's offlcial 
record of lnformation belng requested. 

the bUdgetary year 

correspondence
in the ORO 
prlmarily for 
incoming corre-

Retention: Retaln 1 year. 

~. ,- D, f'i l"'At-

in office for I year, then destroy. 

Retention: Retain 5 years. 

Disposition: Break file annually.
office 5 years, then destroy. 

RetentIon: As below. 

r )1 J I~II" lll~ ,.1'_ S,ll IOt.lII r -------_.--------------1 

",nn of Vf>ar, K"""n 

. --_._----- ...----..
"CHED NO 

.. -	 .--------- .... 
--_. ----,-------'--- ..... 

Retain in 

Dispositlon: Destroy information when J»lact:l§a{ administrative 
x~~~~~KOO~X PUrPOSeS have been met. 

IRetention: Retain 5 years. 

Disposition: Break file annually. RetaIn in 
offIce for 5 years then destroy. 

Retention: RetaIn 2 years. 

Disposition: Break file at end of year. Keep
In office current plus I additional year, then 
transfer to the FRC. Destroy when 2 years old. 

.. ----~----....
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~CHED NO u.s. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTHOl su.. 
.TITLE OF SCHEDULE 

RF.SE'.AOCH AND DEVEr.£lPMEN1' RFIX>RDS 

ITEM
 
NO
 NAME AND DESCRIPTION OF RECORD/FILE 

24.	 Planned Program Accompllshments, ProJect Descriptlons

and OUtput Plans. Includes plannlng documents used
 
to allocate resources to the research laboratorles and
 

arters	 offices, to list obJectlves and key outputs 
lans for accompllshing the obJectives 

a. Offlclal Files. 

b. Other Copies. 

25.	 International Actlvltles and Agreements File. Includes 
record copies of documentat1on related to the international 
activit1es of the Agency's research and development programs.

rds consist of bllateral and cooperat1ve research agree-
men u rt1ng documentatlon, conference and symposla
materials, an ds related to multilateral organizatlons
such as the Unlted Na ironmental Program, the WOrld 
Health Organlzation, and others. 

a. Off1cial Copies. (Records arranged alphabeticar.~~~ 
name of program, organizatlon, or agreement.) 

b. other Cop1es. 

.-'-~--------1COVERAGE. OF ~CHr:Oll' , 

APPLICABLE HEAOOUARl'ERS OFFICE 

" \\ ,I 

. - . -	 .. - _._------------ .... 

Retention:	 Permanent. 

Keep m 0 
the FRC. Keep in the FR 
offer to the National Archives. 

Retention:	 Retain 5 years. 

DlSpoS1t1on: Break flle at end of fiscal 
year. Keep in office for 5 years, then destroy. 

Retent1on:	 Permanent. 

Break file upon termination of 
a at end of year in which agree-
Keep in 0 1 then transfer to 
the FRC. Keep in FRC u.~~~rs, then offer 
to the National Archives. 

Retention:	 Retain 5 years. 

D1spos1tion: Break file upon term1nation of 
agreement or at end of year, as appropriate.
Keep 1n off1ce for 2 years, then transfer to 
the FRC. Destroy when 5 years old. 

,.-"'~-.~----...... 
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Atch to SF 115 (Info for "PEP11ANENT" retention records) 

Tltle Of Schedule: ~esearch And Development Records 

Item ~To. 

5.a. 

6. 

7.a. 

15. 

Volume 
On Hand 

65 

3 

5 

~ 

Growth 
Per Year 

10 

1 

2 

~ 

.ll.rrangement
Of Files 

Alphabetical 

Numerical 

Subject 

Chronological 




