
• LEAVE BLANK
REQUEST FOR RECORDS DISPOSITION AUTHORITY JOB	 NO 

(See Instructions on reverse) He /- if I) -cP S--)... 8' 
TO:	 GENERAL SERVICES ADMINISTRATION DATE RECEIVE8_:2 c-?..s-

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 
1 F ROM (Agency	 or establishment) NOTIFICATION TO AGENCY 

Environmental Protection Agency 
In accordance with the provrstons of 44 USC 3303a 

2 MAJOR SUBDIVISION the disposal request, Including amendments, IS approved 

Personnel Management Division except for Items that may be marked "drsposrtron not 
approved" or "Withdrawn" In column 10 If no records 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 UNITED STATES 

Thomas Tasker	 382-5911 -::7::::- ._.L.4(-<~Harold vJebster	 382-5912 ,~·3J·"t ~- -
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 8 page(s) are not now needed for the business of this 
agency or will not be needed after the retention periods specrfred. 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 ~ ISunnecessary 

B DATE	 D TITLE 

f/a3/IS	 Agency Records Management Officer 

9 GRS OR 10 ACTION7 8 DESCRIPTION OF ITEM SUPERSEDED TAKEN
ITEM 

(With Inc/uslIJe Dates or Reten han Periods} JOB (NARSUSE
NO CITATION ONLY) 

1 - 22	 Personnel Records Control Schedule is being revised ?\ppendix

to make it consistent with the Program's current B
 

operations. The revision of this schedule is part Schedule
 
of a major review and update of the EPA Records 6
 

Control Schedules.
 

Attached is a copy of the revised Personnel Records 
Control Schedule. 

STANDARD FORM 115 (REV 8·83) 
Prescribed by GSA 
FPM R (41 CFR) 101·11 4 

115-108 



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

memoranda, and other records relatIng to the general
admInIstratIon and operatIon of personnel functIons,
excludIng records specIfIcally descrIbed elsewhere in 
schedule and records maIntained at the Agency's staff 
rung levels. 

2. Program Management FIle. ConsIsts of records related 

TITLE OF SCHEDULE COVERAGE OF SCHEDULE 

ERSONNEL RECORDS AGENCYWIDE 
ITEM NAME AND DESCRIPTION OF RECORD/FILE RETENTION PERIOO AND DISPOSITION
NO 

1. Personnel Correspondence FlIes. Correspondence, reports, Retentlon: RetaIn 3 years. 

ma~agement and admInIstratIve support of each unlt 
Personnel Management DIvIsIon. Records consIst of 
plannIng and ImplementatIon, personnel needs, work 
plIshments, budgetary materIals, and other program
ment actIVItIes. 

3. OffIcIal Personnel Folders (cIvilIan). 

(Note: OfficIal per el Jackets of CommIsSIoned 
OffIcers In the PublIC th ServIce are maIntaIned 

lIe, Maryland). 

of 

but Dlspositlon: Break flle at end of year. Keep In 
thIS office 3 years, then destroy.
plan-

to the RetentIon: RetaIn 5 years.
 
the
 

program DlSpositlon: Break file at end of year. Keep In 
accom- offIce 1 year, then transfer to the FRC. Destroy
manage- when 5 years old. 

Permanent Materlal (rlght slde of folder). Documents RetentIon: 
accu ated to provlde an offlclal record of personnel separated
actlons talnlng to an employee's status and serVIce. detaIled 
The Federal sonnel Manual specIfIes the documents dlsposlng
requIred for Inc Ion In OffIcIal Personnel Folders. 

DISPOSItIon: OffIcIal Personnel Folder of EPA ~ mby the employees wlll be dlsposed of In accordance wlth zInstructIons In the FPM and the followlng: .... 
~

(1) Folders for employees separated for •Z 
actIve mliltary duty who have restoratlon rIghts C

and employees transferred to publIC lnternatlonal r•
organIzatIons wlth reemployment rlghts WIll be 
retalned untIl reemployment or explratlon of these 
rIghts. (2) Folders for employees reached for 

uctlon In force whose names have been entered on 
the mployment Prlorlty Llst will be retalned 
untll tn names are removed from the IlSt. (3)
Folders for loyees who were lnvoluntarlly sepa-
rated and who ap 1 thelr separatlon may be re-
taIned untll the app IS resolved. (4) Folders 
for separated employees whom permanent records 
are outstandIng or for whom r ement, Insurance, 
or other claIms are beIng adJudlc d may be re-

;a 
m n o;aRetaIn folders of EPA employees untll c 

or transferred (see DISPOSItIon for Vt 

InformatIon on the proper handlIng and 
~,. 

of OffIcIal Personnel Folders). Z,. 
Cl 
m 

talned for the addltlonal time requlr
and flle the records or to adjudIcate
(5) Where there IS a work situation 
It probable that the same people WIll 
repeatedly for short perIods of tlme, 
may be retaIned for a maximum period 

0 obtain
 
cla
 

whlch ma 
be employed
thelr folders 

of two years 

,., "," ' 



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

TITLE	 OF SCHEDULE 

PERSONNI::LRECORDS 
ITEM	 NAME AND DESCRIPTION OF RECORD/FILE NO 

b.	 Temoorary MaterIal (left slde of folder). Documents ma1n-
t a rned as ...:z I" tne left s i de of the Of f i c i aI Lt:mj,lIJl.
Personnel Folder 1n accordance wIth the r·eaeral ~etso , 

Manual. 

4.	 ASjenc:LPersonnel Folders (PubllC Health Serv1ce Commlssloned 
Cor~s Personnel). Documents accumulated to provlde a record 
of status and serVIce of personnel temporarIly assIgned to 
EPA. The PHS Personnel Department spec1fies the "dupllcate"
documents to be malntalned by non-PHS agenCIes. 

:'. '.a"-"'.ce B~cl2rd Card. (Standard Form 7). Cards shOWIng ser-
VIce records of employees sepatat~nsferred 

6.	 Eml2l0:Lment. 

-A Ano Li cat Ions for employment and related papers, exclud-
lng (a) reco[ut> ..." !-o apPOIntments and reqUIrIngl. 

Senator1al conflrmat10n, and (b) app.L.L'-~~ ..-.-.c ,1.tlnQIn..
appo1ntment flIed 1n the Offlclal Personnel Folder. 

. 

. 

COVERAGE OF SCHEDULE 

AGENCYWIDE 

RETENTION PERIOD AND DISPOSITION 

after the date of thelr last separatlon. (6 ) 
ders for employees who were lnvoluntarlly

sep ated and who are entltled to severance pay
under ectlon 550.702 of the Offlce of Personnel 
Manageme regulat10ns shall be reta1ned untll 
the former ployee lS reemployed wIthout tIme 
Ilm1tatlon or s reemployed under an appoIntment
Ilm1ted to more an one year, after a break of 
more than three da , or untIl the severance pay
fund 1S exhausted, w chever comes fIrst. 
Employee transferr1ng t another Federal Agency
follow Instruct Ions i n ~'P Employees who have 
separated transfer folders t 1nact1ve flle In 
accordance w1th the FPM, then nsfer folders 
to NPRC, (CPR) , St. LOUIS, MISS0U , 30 days
after separatIon. 

Retentlon: RetaIn I year. 

n,<:nO<:1.tlon: Break flle upon transfer or sep -
t10n or I year, wn1'-'1I'" ~'""'l. <.Retentlon: Retaln 2 years. 

DISeosltlon: Break flle upon separatIon or 
fer. Keep 1n off1ce 2 years, then destroy. 

Retentlon: RetaIn 3 years. 

D1SEoSlt:~~~. PJ.. ". "'~ .1 n,H"'"'' I seoarat ion 
or transfer. Keep In offIce 3 years, then destroy. 

Retent Ion: Retain 2 years for SES and I year for 
non-SES. 

nn· Break fIle upon receIpt of OffIce of 
Personnel ManagemenL ... .f. nsoect Ion orI~~nl 

when 2 years old, whichever IS earLre r , Keep rn 
offIce 2 years for SES and I year for non-SES, then 
dest roy • 

http:a"-"'.ce
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u.s. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES· 
TITLE OF SCHEDULE	 COVERAGE OF SCHEDULE 

PERSONNEL RECORDS	 AGENCYWIDE 

ITEM NAME AND DESCRIPTION OF RECORD/FILE	 RETENTION PERIOD AND DISPOSITION NO 
~ r-,~. F.""m .natlon Records.	 Retentlon: Retaln 2 years.-s-

D1Sl2osltlon: Break flle at end of year. Keep 111 
offlce 2 years, then destroy. 

c. All other employment records such as records of speclal Retentlon: Retaln 2 years.

recrultment programs for shortage categoJ:'les, employment ln
 
the excepted serVlce, use of non-proflt employment serVlces, D1Sl2osltlon: Break flle at end of year. Keep in
 
and records of appolntments outslde the reglster. offlce 2 year, then destroy.
 

7. ApPolntment ~'lles. Correspondence, letters, and telegrams-
VL ,nn appo i nt ment s to potent i a 1 employees. 

a. Accel2ted Al2l2olntm ...... Tf appolntment lS accepted, flle Retention: Same as ltem 3b •
 
wlth temporary personnel papers
 v' 

D1Sl2osltlon:	 Same as ltem 3b. 

b. Declined Al2l2olntments. If appolntment lS decllned. "Re . Retaln 1 month. 

D1Sl2osltlon: Break flle dL .1 month. Return to 
OPM wlth reply and appllcatlon lf na....."'"'" rece ived 
from cert if i cat e of e Lrq i b Le s , 

8. Certlflcate FlIes. 

~. 1:!pnuests for ceJ:'tlficate of ellglbles.	 Retentlon: Retaln 2 years.-
D1Sl2osition:	 Break flle after certlficate lS - - closed. Keep ln offlce and destroy 2 years after 
date of certlflcate. 

b. Certlflcate of ellglbles.	 Retentlon: u,n 2 years. 

D1Sl2osltlon:	 Break flle after cert.~L 1.S 
closed. Keep	 ln offlce and destroy 2 years afteL 
date of certlflcate. 

9. Classlflcatlon. 

a. Posltlon Descrll2tlon Files. Documents WhlCh descrlbe Retentlon: Retaln 5 years. 
UUL-...,8,	 ~as~QDSlbllltles, and supervlsory relat 10:1shlPS of
 

witlirrrt:tl'e-or-gan~~~~_lon..:_,!.hese flle
each pos i t i on .. i nc Lude Disl2osltlon: Break as position descrlptlons
coples of posltlon descrlp~lons of General-ScheduJ..a~ become inactive. Keep in offlce 5 years, then 
Wage Board posltlons, posltlon descrlptlon ame:1dments, cer- """aE!!"S'-L' ',Z 

tlflcatlons, checkllsts or flll-ln descrlptlons, multlple 
or standard descrlptlons and related papers. 

SCHED NO 

-

;;0 
m n o 
;;0 c 
Vt 
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m ~ m x 

X 
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__

SCHED NOU.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES. 
TITLE	 OF SCHEDULE COVERAGE OF SCHEDULE 

PP.R!;ONNP.I.	 AGENCYWIDERP.(,()HOS
ITEM NAME AND DESCRIPTION OF RECORD/FILE	 RETENTION PERIOD AND DISPOSITION NO 

b. Posltlon Classlflcatlon Survey FlIes. Documents created Retentlon: Retaln 5 years.
nnsvstematic examlnatlon of the essentlal
 

aspects of all pos i t i ons a ,u "" I"1"!Sl<W and st ruct ur i nq DISl2os1tlon: Break file at end of year followlng

wlthln an area. Included are posltlon survey reporLs, "'~'()nof survey. Keep In offlce 5 years, then
 
records of classlflcatlon surveys, posltlon reVlew classlfl- destroy.

catlons, reVIew papers, recommendatIons, and related papers.
 

~.I ~ 

10.	 Personnel ActIon FlIes (SF 50) • Coples excluslve of those Retention: Retaln 2 years.
. - ., ... " Personnel Folders accumulated to provlde a 
record of lnspectlon, SLat 1stICS;-re-f.eFe-Ace.a,~p..i!rat Ion DISl2ositlon: Break flle at end of pay perIod
of reports, etc. T&e1i--t'~a--,y.a.;:u:..C<. ~h~""-destroy. 

II.	 MIscellaneous Personnel Records FlIes. Correspondence and 
forms ln operatlng personnel offlces relatlng to personnel. :;0 

m n opersonnel RetentIon: DIspose when actIon IS completed.	 :;0 .	 .,.o~'ng DISl2osltlon: Break flle after completIon of per- ~ ,..sonnel act lon, then destroy. z,..
C'lRetentIon: Retaln 2 years unless an appeal or	 m'~~	 ~papers). These are llsts or prIntouts prepared be 0 court case IS pendIng. mreductIon-In-force for each competItIve level aftected by	 z 
-Ithe reductlon.	 ~ fIle at end of year. Keep 1n ~lI~roy, unless an appeal or ,..
zCOurt case ,. pend,ng. de~ c:resolved, whIchever 1S later.	 ,..
r-

c. Retent10n Reg1sters (lncludlng card frles and related Retent1on: Reta1n unt1l superseded.

papers) from WhICh no reductIon-In-force actIons have been
-taken.	 DISl2osltlon: Destroy when superseded. 

12.	 MerIt PromotIon FlIes. POSItIon vacancy announcements, RetentIon: RetaIn 2 years.
h 1"1<: annllcatlons for Job vacancies, evaluatlons, refer-
rals, request.", L~~ ~ e~t Gl~~lbles, cert1f1cates D1Sl2osition: Break file at end of year. Keep 1n 
of e Li q i b Le s for appo1ntment, coples of reg1stet'§, ~.,~ ·f ...., ? vears, then destroy, provIded that 
selected papers malnta1ned by personnel offIces. requ i rement s ot tne rrf" a~., '" 1"""" 

an appeal case 1S pend1ng. Destroy after case 1S 
resolved. 

-
. 

. 



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

TITLE OF SCHEDULE COVERAGE OF SCHEDULE 

PER~ONNEL 
ITEM 
NO 

RECORDS 
NAME AND DESCRIPTION OF RECORD/FILE 

AGENCYWIDE 
RETENTION PERIOD AND DISPOSITION 

13. Employee Performance. 

a. Incentive Awards. Records 
gestlon, superior performance
Increase. 

documenting an employee sug-
award, or quality wlthln-grade 

Retention: Retain 2 years. 

DISpostlon: Break flle at end of tlscal 
Keep in office 2 years, then destroy. 

year. 

:~program - Reports. Retentlon: Retain 3 years. 

.of--c. Performance Ratlng-Appeals Files. Conslst of cop
employee's appeals of hlS performance rat lng, coples of 
deC1Slons rendered and other materlal pertalnlng to the 
case. 

d. Clvlllan SerVlce. Length of SerVlce Control FlIes. 
Controls malntalned to record ellglblilty for an award of 
clvlllan serVlce emblems. 

e. SES Performance Rating Files. Consist of copies of 
executlve's completed performance agreement; executlve's 
wrltten comments and requests for reView of proposed rating,
If any; results of reView by a Reviewing Offlclal and/or
Performance ReVlew Board; and other materlals relatlng to 
the case. 

DISposltlon: Break flle after report is completed.
Keep In offlce 3 years, then destroy • 

Retentlon: Retaln 3 years. 

~ Break tlle at end of year In WhlCh 
flnal declslo de. Keep In office 3 years,
then destroy. 

Retentlon: Retaln until superseded 0 ent ADP 
IlSt. 

DISposltlon: Destroy when new ADP IlSt lS created. 

Retentlon: Retaln 5 years or transfer to galnlng
agency If 5 years or less. 

D1Sposltlon: Break flle at end of year. Keep ln 
offlce 5 years, then destroy, or transfer to galn-
Ing agency If 5 years or less. 

~ 
~ 
~ 
~ 
~ 
~ 
COl 
m 
~ 
z 
-t 

~ 

Ir: 
14. Employee Relatlons. 

a. Appeals and Grlevances FlIes. FlIes related to rev lew-
JU1 hearlng, and dlsposlng of employee grlevances and 

appeals ot au ~~ ~ '~nnel actlons and dlsclpllnary DISposltlon: Break flle at end of year after flnal 
measures. These include materla~_~~LLlAeAt to Indlvldual decision. Keep In offlce 6 months, then transfer 

employees but not flIed In the Offlclal personnel-FoIL;'~'~:TlL'~~lI&Q-t-~h~~F~R~C~.__~D~e!s~t~r~O~y~w:h~e~n~4~y~e~a:r:s~:o~l~d~.~ such as employees appeals of dlscipllnary actlons, sum 
marles and transcrlpts of hearlngs, deslgnatlon of com-
mlttee members, commlttee reports, Offlce of Personnel 
Management reports and related papers. 

Retentlon: Retain 4 years. 

1 



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

TITLE	 OF SCHEDULE 

PERSONNEL RECORDS 
ITEM	 NAME AND DESCRIPTION OF RECORD/FILE NO 

15.	 EmElo~ee Benefits Files. Documents relating to the orgina-
tion, implementation, or mon1toring of employee benefits,
such as group 1.11:0;: .. h " .. h nl "n", HealthJ.II~"'~ Bene-
f1tS Registration and Notices of Change in Enrollment Status 
Form, signed originals. 

16.	 Health Record Case Files. Files contain correspondence, re-
ports, and other papers documenting employee medical history. 

a. Preemployment phys1cal examination, Health Oualification 
Placement Records, and fitness for duty examination. 

b. All other papers. (Post employment) 

17	 Ret1rement Program Files. Copies of documents created in 
~LU .,. 

I .,,;-~~~ ~~A ; nat ruct Lons to employees reqa rd i nq
ret1rement and interpretation of matters pert:a1n1ng {;U 

ret1rement program, including benefits, eligibility, types
of annuit1es and retirements. 

18 Tra 1n1ng Program Flles. Files contain documents which des-
-_. ,,,1 i ",hmpnt-", and other matters
'-~"'J' ~. 

relative t~~the tralning program. 

19 Trainlng ReEort Files. Reports compiled pertaining to
 
...... "t-<>rl naners.
 

-J 

20 Personnel Statistlcal Reports. Records created in the pre-
vcn::·~· . 'nn ~nci <"'onsolidation of regular and
 
special personnel reports to the Of f Lce or l"ersorrm '''''
... ,w",. 

'TI.:nt, other comparable reports, and related papers. 

COVERAGE OF SCHEDULE 

AGENCYWIDE 

RETENTION PERIOD AND DISPOSITION 

Retention: Same as Item 3a.
 

D1Soosition: Same as Item 3a.
 

Retention: Same as Item 3a.
 

Disl2osition: Same as Item 3a.
 

Retention: See disposition below.
 

DisEosition: Disposal not author1zed per GSA
 
Bulletin B-112.
 

Retention: Retain 2 years.
 

., .~" F;'~ "t- <>nr'l nf f1scal year •
 
Keep in off1ce 2 years, then destroy.
 

Ret;ention: Retain 5 years. 

~, ~ .,' ,
.t;	 . ~~~..~ ... 

Keep in office 5 years, then destroy.

Retention: Retain 5 years.
 

I). .. ~~" F;'~ nn .. v .. "y after comoletion
 
of
 report. Keep in offlce 5 years, then destroy. 

Retent1on: Retain 2 years.
 

"' .. ;~~. ~reak file at end of year when report
' 

is completed. Keep in offlce2 years, cne n
 
destroy.
 

I 



SCHED NO u.s. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES. 
TITLE OF SCHEDULE 

RECORDS 

Documents relatIng to 
of employee 

NAME AND DESCRIPTION OF RECORD/FILE RETENTION PERIOD AND DISPOSITION 

COVERAGE OF SCHEDULE 

AGENCYWIDE 

RetentIon: Same as Item 3a. 

DISPOSItIon: Same as Item 3a. 

16. Health 
ports, 

Case FlIes. FlIes contaIn correspondence, re-
r papers documentIng employee medIcal hIstory. 

Health QualIfIcatIon
examInatIon. 

RetentIon: 

b. All other papers. 

InactIve. 

18. 

retIrement and InterpretatIon
retIrement program, lncludlng
of annultles and retlrements. 

~ ram Files. FlIes contaIn 
operatIon, ac 0 piTsnments~,~~H-~

relatIve to the tralnlng program. 



TITLE	 OF SCHEDULE 

PERSONNEL RECORDS 
ITEM 
NO 

21.	 Intergovernmental 

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

Records documenting the temporary assignment of personnel
between the Federal Government and State or local govern-
ments, institutIons of hIgher education, IndIan tribal 
qovernments and other eligIble organizations. 

22.	 Freedom of Information Response File. Includes copies of 
Incominq requests for informatIon under the Freedom of In-
formation Act, copies of replies, and copIes of any inter-
aqency memoranda concerning the request. Note: thiS fIle 
does not contain the Proqram's official record of informa-
tion beinq requested. 

NAME AND DESCRIPTION OF RECORD/FILE 

Personnel Act (IPA) AssIgnment FlIes. 

COVERAGE OF SCHEDULE 

AGENCYWIDE 

RetentIon: 

DispositIon:
assIgnment. 

Retention: 

DispOSItIon: 

RETENTION PERIOD AND DISPOSITION 

Retain 2 years. 

Break fIle upon termInation of 
Keep In office 2 years, then destroy. 

office current plus I addltional year.
when 2 years old. 

, 

RetaIn 2 years.
 

Break file at end of year.
 Keep In 
Destroy 

;;0 
m n 
0 
;;0
0.,. 
~,.
z,.
a 
m ~ m z 
-i 
~ ~ z c
r-•



Atch to SF 115 (RevisE Item Numbers compared to =vious Item Numbers,

ScheduLe Number, and NARS Job NUIDL~r)
 

Personnel RecordsTitle Of Schedule: 

REVISED
 
Item Numbers
 

1. (New) 

2 . (New) 

3 . 

4. (New) 

5 . 

6. 

7 . 

8. 

9. 

10. 

11. 

12. 

13. 

14. 

15. 

16. 

17. 

18. 

19. 

20. 

21. (New) 

22. (New) 

PREVIOUS
 
Item No. Schedule No. NARS Job No. 

B-6 NCI-412-75-4 

1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 

10. 

11. 

12. 

13. 

14. 

15. 

16. 

17. 




