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LEAVE BLANK
REQUEST FOR RECORDS DISPOSITION AUTHORITY JOB NO 

(See Instructions on reverse) NCl.-4l2-85-23 
TO	 DATE RECEIVEDGENERAL SERVICES ADMINISTRATION 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 4-4-85 
1 FROM (Allency or establishment) NOTIFICATION TO AGENCY 

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

lxcept for Items that may be marked "drsposrtron notOffice of Research And Development (Labo r at.or Les approved" or "withdrawn" In column 10 If no records 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	 5 TELEPHONE EXT DATE ARCHIVIST OF THE UNITEo" STATES 

Harold Webster	 382-5912 ~ Thomas Tasker	 382-5911 r- d'- &-, 4 - A-
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 6 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 recurred under the provisions of Title 8 of the GAO Manual for GUidance of Federal Aqencies. IS 
attached 

A GAO concurrence D ISattached, or k;d ISunnecessary 

B DATE	 D TITLE 

1///15 Thomas Tasker	 Agency Records Management Officer 

9 GRS OR 10 ACTION 7 8 DESCRIPTION OF ITEM	 SUPERSEDED TAKENITEM 
(With InclusIVe	 Dates or Re ten hon Periods) JOB (NARSUSENO CITATION ONLY) 

1 - 15	 The Office of Research And Development Laboratory ppendix

Records Control Schedules is being revised to make E
 
them consistent with the Program's current opera- chedule
 
tions. The revision of this Schedule is part of a 1
 
major review and update of the EPA Records Control
 
Schedules.
 

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

All changes to this proposed schedule have been 

i.: c;;I;:u!lLdii---f--f+---
Agency

Appraiser Representative 
Date~ 

STANDARD FORM 115 (REV 8-83) 
Prescrrbed by GSA 
FPMR (41 CFR) 101-11 4 

115-108 



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

TITLE OF SCHEDULE	 COVERAGE OF SCHEDULE 

RESE'AlUi AND DE.VEUJPMENl' IABORA'lDRY REmRDS	 ~ RESF.AlOI IABORA'IORIES 

ITEM NAME AND DESCRIPTION OF RECORD/FIL.E	 RETENTION PERIOD AND DISPOSITION NO 

1.	 Program Development FlIes. Includes records related to
 
programs and policy development actlvitles of the Environ-
mental Research Laboratorles. Records conslst of corre-
spondence related to the establishment of research and
 
fundlng prloritles and other documentatlon related to
 
the general planning and management of the program.
 

Retention: Retain 10 years.a. Laboratory Directors Files. 

Dlsposltlon: Break file at the end of each 
fiscal year. Keep in offlce for 5 years, 
then transfer to the FRC. Destroy when 10 
years old. 

;:0 
m 

b. FlIes Malntalned by other Offices. Retention: Retain 5 years.	 n 
a 
;:0 
oDisposition: Break flle at end of each
 

fiscal year. Keep in office for I year, 
VI 

~
 then transfer to the FRC. Destroy when 
,.
 
z5 years old.	 ,.
Cl m 

2. ~-1D~ec;:l~s:io~n~u~n~l~t~s~an~d~p~l~a~n~n~ed~p~r~og~r~am~.~I~n;c~l~u~d~e~s~p~la~n~n~i~n~g~,~""	 ..~ ~ Irv-",t-o tha research prfor rt ies of __ ~ ~ __ ~R~e~t;e~n~t~io~n~:~iR~e~t~a;ln~5~y~e~a~r~s~.~~~~~~~~----~-------------- -. __ -1~:~the laboratones to speciflc projects , to i ist. OD~""'- 0, <>rnc::; joion' Break file at the end of fiscal 
t ives, and to set forth work plans for accompllshing year. Keep in orr ice fOr!) years, then • 
the obJectives. destroy. ~ • 

·~~~I-c:: "'nr1othpr related records used In the3. t-;A!drn~ln~l~.s~t~r~a~t~l~v!e:a~n~d~M~a~n~aig~em~e~n~t~F~i~l!e!S:'~I~n~C~l~U~d~e~s~co~r~r~e-~~	 --tr~ __ ~R~e~t~en~t~1~o~n~:~iRne~ta~1~n~2~y~e~a~r~s~.~~~~~~~ general admlnlstratlve functlons ot tne ~IIV~.v.u,,~ ..~Y~ DisPOSition: Break file at end of fiscal
 
Research Laboratories. Records consrst of documents year. Keep i11 orr ice ~ <1UU.L~.lUn<1.Lu.,,-,a~
 

related to faclllties management, personnel management, years, then destroy.

trainlng and other adrninlstratlve activitles.
 

4.	 Research ProJects Case Flles--Grants, Contracts, and
 
Interagency Agreements. Includes case flIes of all
 
research proJects conducted for EPA by outslde con-
tractors, grantees, or other Federal agencles. Grant
 
flIes lnclude proposals, appllcations, relevance revlews,

declslon memos, offer or award and modlflcations, fundlng

orders, commitment notices, grant agreement, cost
 
advisory reports, progress reports, and related corre-
spondence. Contract flIes lnclude procurement requests,

environmental reviews "procurement request ratlonale
 

t n,.
 

http:SCHED.NO


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

TITLE OF SCHEDULE	 COVERAGE OF SCHEDULE 

RESEARCH AND DEIlEIDPMENl' LABORA'roRY REOJRDS	 ENVIR:NMENTAL RESE'AIOi LABORMmIES 

ITEM NAME AND DESCRIPTION OF RECORD/FIL.E	 RETENTION PERIOD AND DISPOSITION NO. 

checklist," lmpact statements, fundlng incremental
 
modiflcations, correspondence and other related records.
 
Cooperative and lnteragency agreement files lnclude copy

of agreement, proJect summary sheets, correspondence,
 
vouchers and reports.
 

a. FlIes Maintalned by proJect Officers. In additlon Retention: As below, a and b.
 
to contents listed above, flIes also include slte ViSlt
 
and trlp reports, telephone memos, and other records Dispositlon: Break file upon termination
 
related to the day-to-day management of the research or closeout of the proJects and resolution
 
proJects.	 of any audit findings, then transfer all 

documentatlon to the ORO assistance 
coordinator in the laboratory Program 
Management staff for inclusion of undupli- ;:0 

mcated material in that offices file.	 n 
o 
;:0 
ob. Files Maintalned by Laboratory Program Management Retentlon: Retaln 5 years. .,. 

Staff. Includes reference coples of research proJect
case flIes used by laboratory program management staff Disposition: Break flle upon terminatlon 
to monitor the status of all extramural projects and or closeout of the proJects. Merge undupll-
to provide administrative support for the proJect cated material from P.O. files (a. above). 
offlcers.	 Keep in office I year, then transfer to
 

FRC. Destroy when 5 years old.
 

c. ReJected Proposal FlIes. Includes research pro-	 Retention: Retaln I years. 
Ject proposals	 that have not been awarded or funded.
 

Disposition: Break file upon rejectlon of
 
proposals. Keep in office for I years,
 
then destroy.
 

5. Research ProJects case Flles--Inhouse PrOJects. Includes 
~ase	 files of all research proJects conducted by Agency
 

~L' ~~ther than by grant, contract, or lnteragency
 
nnagreement. Docu ..~, . created ln originatlng, planmng,

conduct inq, and report mq flnuJ.I.". .~ "tudles, surveys, and 
tests on research proJects concerning enVlruo ., ~OP1CS. 

a. ProJect Plannlng and Research Flndlng FlIes. Includes------------~~D~a.,~~.e~nut~i~o~n~:Permanent. 
records related to the formulation and approval of the	 -------
research plan, the selectlon of the research methodology,	 Disposltion: Break rl~c ~mnletion 
samples of forms, questlonnaires, or other data collectlon	 of project. Keep ln office for 3 yeaL~,
medla, coples of lnterlm reports ShOWlng data tabulation	 then transfer to the FRC. Keep in FRC 
results and lnterpretatlons, and coples of the flnal	 for 20 years, then offer to the National -reports.	 Archlves . 

I,• 1bliILi,.	 ~f1'"...	 ' 1 

~.	 " •. I ;~ . 

-



_.~'..r .....__ 

u.s. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHfDUU:~ 
SCHED NO 

~ 
TITLE OF SCHEDULE COVERAGE OF SCHEDULE 

RESEARCH AND DE.VEIDIW:NT LlIBORA'IDRYJREXl)RDS ENVIOCNMFNI'AL RESFlIRCH IAOORA'roRIES 

---
ITEM 
NO 

NAME AND DESCRIPTION OF RECORD/FILE RETENTION . peRIOD AND DISPOSITION 

b. Proiect workpapers and Adminlstratlve Correspondence.
...-,"",,' wl)rkoqpers and adminfst.rat ive documentat ton 
created ln the course ot ~ne P~uJ"":'-. "~~~L~ ~~ ..u.' 
completed questionnalres or other documents used for data 
collectlon, drafts or coples, of inter 1m progress reports,
and other workpapers created in the course of the study. 

RetentlOn: Retaln 6 years • 

I'\~ <:nr.c';+ ; nn • RI".,~k.fi.Le uoon completion
of project. Keep in office for 2 years, 
then transfer to the FRC. Destroy when 
6 years old. 

6. T.rIooratorv Notebooks. Notebooks kept by scientlsts in 
the course of a researcn proJec~ ~ull~a~n~r~ 
data resulting from tests and experlments associated 
with the projects. These are notebooks that are not 
maintained as a part of the proJect case file. 

Retentlon: 
. ~ 

Retain 5 years after completion 

7. SOurce Data Files Relating to Inhouse Research ProJects. 
Includes data files, exclusive of records ln the Inhouse 
ProJect Case Files or lnformation ln the Laboratory Note-
books, usually consIstIng of punch cards, magnetics tapes,

~_larqe volumes of survey questionnaires or recurring
repoi't'S-... !!.. format used in the collection and pro-
cessing of raw da~ ·t-<>dby expenmental observations 
to arrive at conclusions or ~ ..~, .determinations dunng
the course of a research proJect. 

a. Data FlIes of Contlnuing Research Value. FlIes con-
taining basic sClentlfic data ln sufficlent detail that,
lf not documented in publIshed reports ln the ProJect 
Case flle or Laboratory Notebooks, would be needed for 
contlnued research purposes. 

Retention: Retaln 20 years. 
I~ Daspoart Ione Br _. " l1nr.ncompletion 

of, research project. Keep 'tri - Fr.r 

3 years, then transfer to the FRC. Destroy
when 20 years old. ----b. other Data FlIes. Files contalning data determlned 

by competent scientiflc or technical personnel elther 
to be dupllcated or sufflciently summarIzed in technlcal 
reports or elsewhere ln the Project Case Flle or Laboratory
Notebooks, or to be of such a routlne, repetltive, or 
fragmentary nature that they would not be needed for 
continued research purposes. 

RetentIon: As below. 

D1Sposltlon: Destroy upon completion of 
research project or sooner if no longer
needed for research purposes. 

8. 

, . 

Technlcal Reference Files. Includes printed and publIShed
sCIentific reference materials such as technical Journals, 
~u _~ and other pnnted or publ rshed 
studles done by other government agencles, ~~, .~ 
flrms, academlc lnstitutlons and used as reference source 
materIal ln the conduct of research projects. These 
materials are excluslve of the offlclal technlcal reports
generated by inhouse research proJects or produced by
contractors or grantees through the extramural process. 

", i:. t 

Retention: 

D1Sposltlon:
of research 
supersedea. 

~ 

As below. 

Keep in office untll completion
proJect, destroy when obsolete or 

___ ...........-n..~A __ ........-.-~ 

iiJ.f~q • If "'~'I, 

/

! 



u.s. ENVIRONMENTAL PROTECTIONJ 
TITLE OF SCHEDULE 

RESFAROJ AND IE~ I.1\BORA'IDRY REX.XRDS 

ITEM NAME AND DESCRIPTION OF RECORD/FILE NO 

9.	 Research proJect LoQbooks or Index Records. Includes
 
lists, indexes, logbooks, or other records reflectlng


~status	 of individual research proJects adIDlnistered 
by the y.u~ .1 Rpsearch....	 Laboratones. 

a. proJect Status Lists. 

b. proJect LoQbooks. 

10.	 Sclentlflc Commlttee FlIes. Includes documentatlon re-
I-n t-h~ ooeration of sClentlfic or research oriented 

advisory and interagency '"'UII.,UI.. ..."'''' e, 
Records conSist of meeting agendas, minutes of meetings,
reports prepared by or for the committee, correspondence,
and related records. 

II.	 Laboratory ActiVity Report FlIes. Includes perlodic

actlvity reports from the laboratorles and associated
 
field stations to their responsible Headquarters pro-
gram offices. Records consist of the reports and related
 
correspondence or other supporting documentation.
 

12.	 Conferences, Semlnars, Associatlons, and Societles FlIes. 
~. IrlOC rplrll-Pil to laboratory staff member 

participatlon in professional aSSOClations, ::;U'-'J.O:I.J.O:::;,
and related groups. 

13.	 Envlronmental Research To~lCS Reference FlIes. Includes
 
general subject flIes on topics of research lnterest to
 
"~L"'''''U.. 1:" I-ho l=>hn,."t-nr;~<:. rnese mater ral.s 
are excluslve of the research proJect flIes. ToP1CS in-
clude various pollution control strategies, monltorlng
technlques, pollutlon sources, or matters of concern to 
researchers. Records conslst of copies of technical 
publlcations, reports, correspondence, or other related 
materials. 

SCHED NO
AGENCY-RECORDS CONTROL SCHEDULES 

COVERAGE OF SCHEDULE 

ENVI~ RF.SEAIOi LABORA'IDRIES 
RETENTION PERIOD AND DISPOSlllON 

Retention: As below. 

D1S .;ntatn current. Destroy
when Obsolete or superseeee _~ lH:1-

Retention: Retain 2 years. -
D1SEQsltion: Keep in office for 2 years, 
then destroy. 

Retention: As below. 

DisEQsitlOn: Destroy when superseded or 
.. - t-~m' n",l-lnn' of membership,

whichever is earlier. 

Retention: Retain 2 years. 

DlspositlOn: Break file at end of year.
Keep in office for 2 years, then destroy. 

RetentlOn: Retain 2 years. 

n;",,,,,,,,'....~~• Rr",=> f, 10 at !>nn nf vear: 
Keep in offlce for 2 years, then destroy.
 

Retention: As below.
 

DisEQsltion: Review files in office
 u~~~ of contanumo 
reference value and destroy obsolete 
matenals. 

_ .. --



~----------------------------------------------------------------~ u.s. ENVIRONMENTAL PROTECT/ON AGENCY-RECORDS CONTHUl ~I , 

TiTLE OF SCHEDULE	 COVEf,AGE O~ ~C,'[{)",~~--------------------------------------------------~------------. . 
RESE'J\1Oi AND DEVEWPMENr IABOAArORY ROCORDS 

~'~~~~~Mr--------------------N-AM-E--A-N-O-O-E-SC-R-'-P-T-'O-N-O-F--R-EC-O-R-O-'-F-'L-E--------------------+--------------- .. 
J'~~-----------------------------------------------------------+~~~-----..--.	 ,Ill 

14.	 Summary Research ProJects Status Reports. Reports sub-
1 ~ '~r" """ 

.. ,~~~~y ~! e- ',J' 

showlng the status of theIr proJects. 

15.	 Criterla and Health Assessement Docvments and RISk 
Assessment Guldellnes. Includes documentation related 
to the development of health, rIsk and exposure assess-
ments: rlsk assessment guIdelInes: and aIr and water 
qualIty crlterla documents used In assessing the rIsk 
of exposure to hazardous pollutants. Assessment and 
criteria documents support regulatory and enforcement 
decisions under the various acts governlng EPA. Records 
consist of program offIce requests: sClentlflc and 
technical evaluations: unIt rIsk calculatIons and 
other data compllatlons related to sClentlflc assess-
ments: references, studIes, other Ilterature search 
materlals; documents drafts; and other related records 
and supportlng documents. Docket flIes are malntalned 
for the air and water qualIty crlterla documents. 

a. Official FlIes. 

1. Air quality 

2. Water quali,ty 

( 

b. Air Quality Crlterla Documents. 

c. Water Quallty CrIterIa Documents. 

Retentlon: Retaln 3 years. 

• ~L~Y" 

year. Keep in offlce for 3 years, then 
destroy. 

Retentlon: Peonanent. 

D1spos1tlon: Keep in office 10 years after 
fIle 1S closed. Transfer to FRC for 20 
years. Offer to National Archives when 
fl)es are 30 years old in 5 year blocks. 

Retention: Peonanent. 

DISposition: Keep in office 5 years or until 
the Alr QualIty Criteria Document is developed, 
then transfer to FRC. Keep in FRC 25 years, 
then offer to the NatIonal Archives in 5 year 
blocks. 

Retention: Permanent. 

Disposltion: Keep in office 5 years or untll 
the Water Quality Crlterla Document IS developed, 
then transfer to FRC. Keep in FRC 25 years 
then offer to the National Archives in 5 year 
blocks. 

..&..- • __ . 

.... --~-....-----. 
"l Hf D NO 

- ."- -------I 

- --' --.---.--'-----t 
I I'l 'Jllltll' 

. .. ---	------------------~ 

(
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~"- ~-"~~-·""lt·'- -~ 
"CHED NO 

• .l ~_ • u.s. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONl HUt.-~~~~~~-------------------r----~-'TITLE OF SCHEDULE COVERAGE. OF ~r:.11t r,'.! > 

--._..--------'-----1 
ITEM NAME AND DESCRIPTION OF RECORD/FILE t ' r, ' I, r"l , I ,', I [ ,llll
NO ---- - -_.------------------1 

Retention: As below.d. other FlIes. Records that contain Confidential
 
BUSlness Information (CBI) or other sensitlve materlal
 
wlll be handled accordlng to the EPA Records Manage- Disposltlon: Destroy when no longer needed.
 
ment Manual and the varlOUS other EPA manuals governlng

the protection of these materlals.
 

;:0 
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(Information for PERMANENT retention records) 

Title of Schedule: Research and DeveloJ2ment Laboratory
Records 

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

15a-1 15 5 Subject
15a-2 50 10 Subject
15b 20 7 Subject
15c 25 8 Subject 



~tellIt? SF 115 (Revise( _tern Numbers compared to F v.i ous Itern Numb e.rs , 
Schedule Number, and NARS Job Nurnb~r) 

Title Of Schedule: Research And Development Laboratory Records 

REVISED PREVIOUS 
Item Numbers Item No. Schedule No. NARS Job No. 

1. I. E-l NCIjI2-7B-3 

2. 2. 

3. 3. 

4. 4. 

5. 5. 

6. 6. 

7. 7. 

B. 8. 

9. 9. 

10. 10. 

ll. II. 

12. 12. 

D. 13.
 

:14. 14.
 

15. (New) 




