
NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: N1-412-87-004 

Some items in this schedule are either obsolete or have been superseded by new 

NARA approved records schedules. This information is accurate as of: 09/07/2022 

ACTIVE ITEMS 

These items, unless subsequently superseded, may be used by the agency to 

disposition records. It is the responsibility of the user to verify the items are still 

active. 

Items 25b and 25c remains active 

SUPERSEDED AND OBSOLETE ITEMS 

The remaining items on this schedule may no longer be used to disposition records. 

They are superseded, obsolete, filing instructions, non-records, or were lined off and 

not approved at the time of scheduling. References to more recent schedules are 

provided below as a courtesy. Some items listed here may have been previously 

annotated on the schedule itself. 

Item 1 was superseded by N1-412-94-002 item 22 

Item 2 was superseded by N1-412-94-002 item 18 and N1-412-06-006 schedule 127 

Item 3 was superseded by N1-412-94-006 item 2 

Item 4 was superseded by N1-412-94-002 item 3 and N1-412-06-006 schedule 006 

Item 5 was superseded by N1-412-94-002 item 21 

Item 6 is non-record convenience copies 

Items 7-9 were not appraised 

Item 10 was not appraised but still noted as superseded by N1-412-07-023 

Items 11-17 were not appraised 

Item 18 was superseded by N1-412-07-068 schedule 193 

Items 19-24 were not appraised 

Item 25a was superseded by N1-412-96-002 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 09/07/2022 N1-412-87-004 page 1 of 1 



REQUEST FOR RECORDS DISPOSITION AUTHORITY 
(See lnstruct1ons on reverse) 

To. GENERAL SERVICES ADMINISTRATION DA 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 
1. FROM (Agency or establishment) 

LEAVE BLANK 

NOTIFICATION TO AGENCY 

In accordance with the provIsIons of 44 U SC 3303a 
the disposal request, including amendments, Is approved 
except for items that may be marked "d1spos1t1on not 

.,,....,~O~!FF~I~CE~~O,l,!F~!:,¥;Y.l.l,,.,!,-#-.,i;:_,i,.IOl.:'il.'I.J~::S..,........t\l.'ILJ.-C,llt::\.LIU~:..U..!L'IL---------I approved" or "withdrawn" in column 10 If no records 
are proposed for d1sP. sa , the signature of the Archivist 1s 

4. NAME OF PERSON WITH WHOM TO CONFER 

HAROID WEBSTER 
'J.'tlOMAS TASKER 

not requ Ired 1 

5 TELEPHONE EXT DATE 

382-5912 
382-5911 

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 m this Request of 7 page(s) are not now needed for the business of this 
agency or will not be needed after the retention periods spec1f1ed, and that written concurrence from the General 
Accounting Office, 1f required under the provIsIons of Title 8 of the GAO Manual for Guidance of Federal Agencies, Is 
attached. 

A GAO concurrence D 1s attached, or [xl 1s unnecessary 

B.DATE D TITLE 

G/1/17 

7 
ITEM 
NO 

1-25 

8 DESCRIPTION OF ITEM 
(With Inclusive Dates or Retenhon Periods) 

The Planning and Evaluation and Program Re:porting Records 
Control Schedule is being revised to make it consistent with 
the Program's current operations. The revision of this 
Schedule is part of a major review and update of the EPA 
Records Control SChedules. 

Attached is a copy of the revised Planning and Evaluations 
and Program Re:porting Records Control Schedule. 

10 ACTION 
TAKEN 

(NARSUSE 
ONLY) 

r 
115-108 NSN 7540-00-634-4064 STANDARD FORM 115 (REV 8·83) 

Prescribed by GSA
I J.,.-'9-~ th~ FPMR (41 CFR) 101·11 4 
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U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 
SCHED.NO 

TITLE OF SCHEDULE 

PLANNING AND E.VALUATION AND PR!XRZ\M REPORrING Rl:XX)RDS 

COVERAGE OF SCHEDULE 

AGENCTWIDE 
ITEM 
NO NAME ANO DESCRIPTION OF RECORD/FILE RETENTION PERIOD ANO OISPOSITION 

l. Controlled and MaJor Correspondence of the Assistant 
Administrator for Policy, Planning, and EValuation. Includes 
copies of controlled and maJor correspondence s1gnoo by the 
Assistant Administrator. The correspondence s1gn1ficantly 
documents the program activities and was processed under 
special handling control procedures because of the impor­
tance of the letters or time requirements of replies. 
Records consist of copies of inC011Ung letters, copies of 
the responses, and enclosures. 

Retention: Permanent. 

Disposition: Break file at end of year. Keep in 
office current plus 1 additional year, then trans­
fer to the FRC. Keep in FRC for 20 years, then 
offer to the National Archives 1n 5 year blocks. 

2. General correspondence of the Assistant Adm1n1strator for 
Policy, Planning, and EValuat1on. Includes copies of non­
controlled (routine) correspondence. Records consist 
of incoming letters and replies. 

Retention: Retain 5 years. 

D1sposit1on: Break file at end of year. Keep 1n 
office office 1 year, then transfer to FRC. 
Destroy when 5 years old. 

3. Program Development File. Consists of recordv related to 
the development of the Office of Policy, Planning, and Eval­
uation progra;ns. Records consist of correspondence, issue 
papers and repocts r:elat:1ve to policy, strategy, program 
control, research priorities, leg1slat1ve pr1or1t1es, and 
other related records. 

Retention: Permanent. 

D1spos1tion: areak file at ~nd of 2 years. Keep 
in office 3 years, then tra,isfer to the FRC. 
Keep in FRC for 20 years, then offer to the 
National Archives 10 5 year blocks. 

4. Program Managem~nt File. Consists of records related to 
the management and administrative support of each unit of 
the Office of Policy, Planning, and EValuat1on programs. 
Records consist of program planning and 1mplementat1on, 
personnel neeaa, work accomplishments, budgetary materials, 

Retention: Retain 5 years, 

Disposition: Break file iiL encl ,Jf year. Keep in 
office 1 year, then transf2r to the FRC. Destroy 
when 5 years old, 

and other program 1Mnagement activities. 

5. Speeches by Assistant Administrator Staff. Speeches pre­
pared for del:very at civ1c functions and professional 
conferences and meetings. 

Retention: 

a. Record Copy. Permanent. 

b. Information copies. Retain l year. 

Disposition: 

a. Record Copy. Break file after presentation. 
Keep 10 office 5 years, then transfer to the 
FRC. Keep in FRC 5 years, then offer to the 
National Archives 1n 5 year blocks. 

b. rnformat1on Copies: Destroy when 1 year old 
or sooner 1t no longer needed. 
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U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 

TITLE OF SCHEDULE 

PLANNING AND EVALUATION AND POCGRAM REPORrING REXXIRDS 

•~~M 

6. 

8, 

NAME ANO DESCRIPTION OF RECORO/FtLE 

Freedom of Information Response File. Includes copies of 
incoming requests for information under the Freedom of 
Information Act, copies of replies, and copies of any 
interagency meIOOranda concerning the request. Note: this 
file does not contain the Program's official record of 
information being requested. 

Regulations, Standards, and Guidelines. Contains infor­
tion related to the development and implementation of 

rue fecting environmental legislation. Records 
consists of wor organization requests, work plans, 
drafts of rules, interageoffl:::.,,.....=rnnents, steering committee 
reviews, cl1ps from Federal Registe, 

Reports to Congress - Final Copy. Reports made to 
Congress by EPA in accordance with the mandates of the 

Act, clean water Act, and other environmental 
legislation. b. Information Copies. 

needs. 

Disposition: 

COVERAGE OF SCHEDULE 

AGENCYWIDE 
RETENTION PERIOD ANO DISPOSITION 

Retention: Retain 2 years. 

Disposition: Break file at end of year. Keep 
in office current plus 1 additional year. 
Destroy when 2 years old. 

Retention: 

a. Office Copy: Retain 10 years. 

b. Work Copy: Retain l year 

Disposition: 

Office Copy. Break file upon
Keep 1n office 

Destroy when 

Keep 1n office 

publication as 
.....~, rule 1n Federal Register. 
2 years, r~nsfer to the FRC. 
10 years old. 

b. Work Copy. Break file upon publication 
final rule 1n Federal Register.
1 year, then destroy. 

' Retention: 

a. Record copy. Permanent. 

As determined by user's 

Break file upon completion of 
report. fice 5 years, then transfer 
to the FRC. Keep in rs, then offer 
to the National Archives. 

b. Information Copies. 
used. 

Destroy when no 

SCHED.NO 

-
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U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 

TIT LE OF SCHEDULE 

PLANNING AND E\TALUATIOO AND PRXiRM-1 REPORI'ING REXX>RDS 

ITEM 
NO 

9. 

10. 

NAME ANO DESCRIPTION OF RECORD/FILE 

Reports to Congress- Work Files. contains data pertaining 
to the orqanization, design, construction, evaluation, and 
revision vL L<=.....,LL<> ~· -.. .. ... ·r _, --4. --

consist of requests to form work groups, work plans, 
minutes of work group meetings, 1n1tial and corrected 
drafts of parts or all of reports, distribution lists, 
comments on revised and final drafts. 

EPA Steering Committee Meeting File. Contains documents 
• • -- _ .__ ....._ "rr~~~ements, conduct, and results of 
EPA Steering Committee weeKly ,mu .. 
Steering committee meetings contribute to~the mak1ng of 
EPA Policy. Records consist of agendas, talking papers, 
development plan submissions, summary and minutes of 
meetings. 

the designation, problems, development status, names of 
key personnel and lead offices, schedule, and milestones 
for regulations, standards, and guidelines and congress-
ional reports. 

12. Program Polley Planning File. File contains the documents 
relating to the work and output of the Office. The 

1 

COVERAGE OF SCHEDULE 

AGEN:::YWIDE 

RETENTION PERIOD ANO DISPOSITION 

Retention: Retain 6 years. 

Disnosition: Break file upon publication of 
1.:eEXJCL. n,;;;,;:;p LU ...,.._..., ___ "" ""' , -~ 

to the FRC. Destroy when 6 years old. 

Retention: Permanent. 

Disposition: Break file at end of year. Keep in 
t-h "- J: '" r - t-ri FRC. Keep in 

FRC 20 years, then offer to the National Arcn1ves. 

SCHEO.NO 

::o 

i 
~ 

UtlU Ln...c{t;;.U::S .1-=• "L: , __ .._ -I:'• •~ ...,.._.,... ttrli l'"v"'I ..... .... a,.ll. 1ls~t~arn1d~a~rd~s~a~n~d~R~eg~u!l~a;t~:~o:nstI~nff~o~rma~~t~io~n~Sy~s~t~em~P~l~a~n~n~i~ng~a~ntd~-------t~R;e;te;n;t;1;o;n~:~CU:-:-ir~r~e~n~t;p;lu;s;2;p;r;io;r~ed:i~t:1;o~ns~.~~;;l,..__________J:,.. 

and analyzing key policy and legislative issues. Recordsrconsist of correspondence and reports on energy situation 
and impact on environmental program, comments on pending 
and proposed legislation, issue papers on construction 
grants program, copies of regulations, speeches, testimony 
for congressional hearrngs, investigation and proJect 
reports. 

3. Bconomic Dislocation (Early Warning) Report. Aquarterly 
report made by EPA to provide the Department of LabOr with 
......... ,........__ "~LI! ·::, _:: .:,_ ' - - -" !'."'I-on!- 1.,. 1 1Ob losses 
resulting from environ.rrental regulations. Report provides 
names and location of plants, number of Jobs lost, antici­
pated enforcement action, expenditures re:::iu1red to meet 
requirements of regulations. Provides consolidated picture 
of industries unwillingness or inability to satisfy pollution
control reguirements. 

-~ ,_.._ ~l' _____ .._ .,_ --

in office until-receipt of 3 additionai editions, i 
then destroy. a 

~ 
m 

Retention: Permanent. !:I 
' i 

areas which cross-cut program functions, anu __ ·-~~i:--"'J in ,office 2 years, then transfer to the FRC, Keep ►1.,~L-~--:1~-~~~~~--~-•f:-]-~~~--~--~l'~~,,..Bmi'~lia~t~in;:1a~~ c,-oo~lti~c~1e~s~a~n:d~p~la~n~s~1;n'.._______tiD~is;po~s~1~t~i!o~n~:iB~r~ea~k,~f~il~e~a~t~e!nd~o:fi2~y~eairs~.~K]eeli:p~---------Jz 
LI rn.., .:...; • ,-t.heo offer tg the National 
Archives. 

Retention: Permanent. 

Disposition: Break file at end of year. Keep 
,n office 5 vears, then transfer to the FRC. 
Keep 1n the FRC ;i:u years, VLLt:t '-'""1..11t:u 1.v 

National Archives. 

https://SCHEO.NO


U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 

TITLE OF SCHEDULE 

PI.ANNIN:; AND EVALUATICN AND P.!03RAM REPORI'IN:; REX:DRDS 

ITEM 
NO 

14 

15 

16. 

17. 

NAME ANO DESCRIPTION OF RECORD/FILE 

Contracts - ProJect Group File. contains documents relating 
to the formulation, award, and changes in cotracts for 
special studies and support services. Records consist of 
procurement requests, proposals, justification stateinents, 
task orders, bid evaluations, award notices, copies of 
of in~oices, reports of payment, progress reports. 

Contract Proposals. SOl1cited and unsolicited proposals by 

COVERAGE OF SCHEDULE 

~E 

RETENTION PERIOD ANO DISPOSITION 

Retention: Retain 6 years. 

Disposition: Break file upon completion of 
proJect. Keep in office 1 year, then transfer to 
the FRC. Destroy when 6 years old. 

Retention: Receipt of proposal plus 1 year. 

I --·-----·~-~--.... , -··- .,;;,_ ••• • , ~-~- --- ·- ·-···- ~ ...... . l..,1.._ __,., .. .. .. ... ·----&;"· - -- J:""Ao .... . ·--·•~~~~~~~~~•~,>~~~---t~~~~~~~~h----7contractors to make studies or surveys or provide goods Keep in office l year, then destroy.or services. 

Final Reports Resulting from contractor, Grantee, Inter­
and Intra-Agency studies, surveys, and Services. Final 
proJect and study reports submitted to EPA by contractors, 

- ·~=~.inter-and intra-agency study groups. Covers 
the economi1.e ·•~.of Effluent Guidelines for various 
industrial groups~ econom1~ -~-~ -~ .of enet':lY crisis on 
EPA programs, economic impact of regulativuo ..,_,.,_,_..,ards 
on selected industrial groups, etc. 

"" 0 
~ ·-- Actinty Evaluation work Files. 

Contains documents pertaining (.0 ____ ·-·· .. • 1 ~·~ C, 

of and reports on EPA programs and program group act1v1t1es. 
Records consist of request to make study, samples of program 
group documents, interview and 1nvest1gat1on notes, program 
group's handbooks and reports, review summary notes, draft 
of evaluation r~port. 

Retention: 

a. Record Copy. Permanent. 

b. Information copy. As deter1n1ned by user's 
needs. 

Disposition: 

a. ~ r~n, • Break file upon completion of 
proJect evaluation -·-- ,~ nAriod. Keep 1n 
office 1 year, then transfer to t..ut: . .,,, in 
the FRC 20 years, then offer to the National 
Archives. 

' 
b. Information copies. Destroy when no longer
used. 

Retention: Retain l year. 

D1soosition: Break file upon completion of 

SCHED.NO 

https://SCHED.NO


U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 

TITLE OF SCHEDULE 

PLANNING AND EVALUATIOO AND PR:GW-1 REPORI'ING REx:::ORDS 
ITEM 
NO 

18. 

19. 

20. 

_r copies of technical reports, copies of authored and received 
meirorandums and correspondence, photos, maps, handbooks, etc. 

21. Agency Program Plans Review File. Record copies of Head­
~..~~r~rs and R'=Q1onal Office program plans/goals and re-

• quests for changes to c:ne p.La"". . --"~ ~·. _ ,,,_ 
each Agency program obJect1ves for coming fiscal year. 
Records consist of copy of program plan, change requests, 
evaluation of plans, and correspondence and other related 
supporting papers. Also, includes regional guidance reports 
and revisions. 

NAME AND DESCRIPTION OF RECORD/FtL.E 

Program and Program Activity Evaluation Reports. Final 
reports resulting from the study and analysis of EPA 
programs and program activities by the Office of Polley,
Planning, and Evaluation. 

Annual Heacguarters cperating Guidance Paper and Regional 
Gu1dance Plan. An overall plan covering the obJectives of 

tnepr1or1ty and strategy for their attainment, 
tr~; group assignea ---·· _ b1hty, and the ant1c1pated
date of completion. Plan represents tne J:-'L ~ ,,...r of 

Othe Management by CbJect1ve process, and the collective 
strategy studies for 1mplement1ng environmental legislation. 
Separate write-ups made for Heacquarters and Regions. 

Personal Reference Collections. Collect1ons of technical 
and related reference documents and printed material rein-

consist of articles from proress1omu. .,--- . . •~ •~+- 'r-.n7~~~-;~·~f 

COVERAGE OF SCHEDULE 

AGENCYWIDE 
RETENTION PER100 ANO DISPOSITION 

Retention: Retain 5 years. 

Disposition: Break file upon completion of 
report. Keep in office 5 years, then destroy. 

Retention: 

a. Record Copy. Permanent. 

b. Information Copies. Retain current plus 1 
year. 

Disposition: 

a. Record Copy. Brak file upon completion of 
plan. Keep 1n office 10 years, then transfer to 
the FRC. Keep 1n the FRC 15 years, then offer 
to the National Archives. 

Retention: See disposition below. 

SCHEO.NO 

i 
a 
Vt 

:S 
► 
z:► 
~ 

rc=uo a11Y records of value to the Agency. Offer·~-~~_.~,.,~_r1~,L1~"'')1;'"~·;"'~Ff~me~mbe!f:rs~f~o~r~pe;rs~o~n~a~lt;u;s;e:.i:R~e~c~o~r~d~s-----~jt;ra;n~s~f~e~rio;f~s;t~a~f~fime~tmbe~r~.~~R!eiv:ie~w:f~i~l~e~!an~d~::a.. 

Disposition: Break file upon terffilnat1on or !II: 

__________J;~
file to depan:ing oc.<>1..1. • r: __ ,. 

keep 1 rronth, then destroy. I 
Retention: Retain 10 years. ,-

Disposition: Break file at end of fiscal year. 
-~~ , r, "n"1 ..f ,«r-,1 VPrir, then 

tra~sfer to the FRC. Destroy when 10 years oia. 

~tent1on: see disposition b:?low. 

22. r°vReo~ii:io)ln~a~lmiB~n;;e~f;1~nq~Boo~k~sCT.STI~R~e~co~r~d~c~o~p~18es~o~f~r:e~po~rt~s~u~s:ed~.1;.byw.s-------+~~~~~.;...-Oii1..t.cq~lf.1~:....S!.l.\l!W~~....QLI~!....------------Ivarious nlc:tnagemenL orrlCla..L;:, 1,.,v - ,.... ..t1-"' • n ,,..., ·- aft~r St ..:1 bv _new..........:-...H,,V ._,__ ·'" ... ..!] 

of regional programs when making s1te visits to regions. reports. 

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

COVERAGE OF SCHEDULETITLE OF SCHEDULE 

~EPLA.NNllli AND E.VALUATICN AND PRCX:iAAM REPORl'llli IID:XlRDS 
ITEM NAME ANO DESCRIPTION OF RECORD/FILE RETENTION PERIOD ANO DISPOSITIONNO 

Retention: Retain 5 years.2J. Management Accountability System (MAS) Re122rti!}g System 
DevelonmPnt File. Record copies of documents used to 

Disnos1tion: Break file at end of year. Keepaeve1op ana i ' 
iW l,..l!t: .,.._,, WLA.&.Vl .&.V "'" 1n 01:r:1.ce -z-~, cner, :L L.V \..U~ -?°-l{L"•wide system producing reports showing the status of-approved 

Destroy when 5 years old.program plans. Records consist of system design plans, 
design revisions, the development of graphic display 
capability, interface with other systems, the users manual, 
and other related records. 

Retention: Permanent.21. Management Accountability System (MAS) Re122rting System 
Status Re122rts. Record copies of computer produced reports 

- .L D1spos1t1on: Break file at end of fiscal year.
J 

-...-.__ ..~"' RPnort-1na Svstem, used to monitor the 
Keep in office 3 years, then_transfer to the FRC.status of selected Heaociuarters ana Kegiona.1. t-~~L -·~ • ___ 1,L-""'"'P .ur r ·- __ .z __ -. ·-against the approved program plans for each fiscal year. Archives.These quarterly reports show planned accomplishments, current 

current progress, and percent of planned activity completed 
as of the reporting date. Individual reports include end-
of-year report, executive summary report, management action 
report, program summary report, and others. 

25. Re122rts Clearance File. Record copies of records used to 
review and approve internal Agency reports, public use 
reports, and interagency reports, as provided by the Federal 
Reports Act of 1950, the Federal Records Act of 1942, and 

'0MB Circular A-40. 

Retention: Retain 2 years.a. Public Use Re122rts. Includes all public use reports
which require clearance by 0MB. Records consist of 

D1s122sition: Break file upon expiration. Keepclearance requests and notice of action, supporting state- in office 2 years, then destroy.ments, copy of the form or report, and other records used 
1n evaluating the request. 

Retention: Retain 2 years.b. Interagen9::'. ReEQrts. Includes all interagency reports
requ1r1ng clearance by GSA. Records consist of a copy of D1s122s1tion: Break file upon expiration. Keepthe proposed report, clearance request, supporting directive, 

1n office 2 years, then destroy.Justification statement, and other records used in evaluating
the request. 

Retention: Retain 2 years.c. EPA Internal ReeQrts. Includes all internal Agency 
reports requiring clearance by the reports ITl:inagement D1sposit10n: Break file upon discontinuance.program. Records consist of copy of the report, clearance 

Keep 1n office 2 years, then destory.request, and other supporting papers . 

......,,,, 
\ 
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• • Atch to SF 115 (Info for "PERMANENT" retention records) 

Title Of Schedule: 

Volume Arrangen
Growth * VItem No. On Hand~,e. ft) Per Yea't't,l,ie Ff. Of FileE 

Stl4/t:1t!ff1.21.., 
.1 5,1b.fer!T'

If3, 
thrC'IIO)Ot,s. rz ~ 



Atch to SF 115 (Revised I~em Numbers compared to Pre ous Item Numbers, 
Schedule Number, and NARS Job Number) 

Title Of Schedule: P4,<l&idef if,/.J bi/¾fdie,,_, itt.J &;,.1,,1 ~I?, /f;t,,rls 
REVISED PREVIOUS 

Item Numbers IteM No. Schedule No. NARS Job No. 
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