
NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: N1-412-87-005 

Some items in this schedule are either obsolete or have been superseded by new 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These items, unless subsequently superseded, may be used by the agency to 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. 

Item 7 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SUPERSEDED AND OBSOLETE ITEMS 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They are superseded, obsolete, filing instructions, non-records, or were lined off and 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Item 1 was superseded by N1-412-94-002 item 22 

Item 2 was superseded by N1-412-94-002 item 18 and N1-412-06-006 schedule 127 

Item 3 was superseded by N1-412-94-002 item 16, N1-412-94-006 item 2, and N1-412-07-002 item 2 

Item 4 was superseded by N1-412-94-002 item 3 and N1-412-06-006 schedule 006 

Item 5 was superseded by N1-412-94-002 item 21 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 8-12 were not appraised 

Item 13 was superseded by N1-412-94-002 item 31 and N1-412-06-006 schedule 202 

Items 14-17 were not appraised 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 09/07/2022 N1-412-87-005 page 1 of 1 



____ __ __ 

LEAVE BLANK
REQUEST FOR RECORDS DISPOSITION AUTHORITY JOB 

(See Instructions on reverse) 

TO GENERAL SERVICES ADMINISTRATION R~":a- _(7
U O 0 

DAr 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 
1 FROM (Agency or establishment/ NOTIFICATION TO AGENCY 

,:--:,-:-ENVI::-ccc=-RONMENTAL=-:c:-::-.,....,-,-,,..,--.,,..,.,--P_IDl'Ex:::TION ~_GENCY_:c______________---1 In accordance with the provIs1ons of 44 USC 3303a 
2 MAJOR SUBDIVISION the disposal request, including amendments, 1s approved 

OFFICE OF PUBLIC AFFAI except for items that may be marked "d1spos1t1on not 
-:::--:c:-:-:--c=:c-::-:--=-:=-:--:-:--:-:-=-:-:------RS-------------------1 approved" or "withdrawn" 1n column 10 If no records 
3 MINOR SUBDIVISION are proposed for disposal, the signature of the Arch1v1st IS 

not required 

4 NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE EXT DATE 

HAROLD WEBSTER 382-5912 ,J(-:;/~
'l'I-I01AS TASKER 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 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 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 Is attached, or~ 1s unnecessary 

B DAT!; TIVE D TITLE 

Agency Records Managerrent Officersb,~1 
10 ACTION9 GAS OR 7 SUPERSEDED TAKEN8 DESCRIPTION OF ITEMITEM (NARSUSEJOB(W,th Inclusme Dates or Retenhon Periods)

NO ONLY)CITATION 

1-17 The Office of Public Affairs Records Control Schedule is Appendix B 
being revised to make it consistent with the Program's Schedule 14 
current o:i;:ierations. The revision of this Schedule is part and 
of a major review and update of the EPA Records Control Appendix C 
Schedules. Schedule 7 

Attached is a copy of the revised Public Affairs Records 
Control Schedule. 

NSN 7540--00-634-4064 STANDARD FORM 115 (REV 8-83) • 115-108 
Prescribed by GSAI2,;~q-f'1 /h:f FPMR (41 CFR) 101·11 4 
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U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 
SCHEO NC 

TITLE OF SCHEDULE 

PURLIC AFFAIRS RECORDS 

COVERAGE OF SCHEDULE 

APPLICAl:iLI!! HEAUQUARTKttS 01:-'HC~ 
ITEM 
NO, NAME ANO DESCRIPTION OF RECORD/FILE RETENTION PERIOD ANO DISPOSITION 

1. Controlled and Ma1or Correspondence of the Director, office 
of. Public Affairs. Includes copies of controlled and 
major correspondence signed by the Director. The corre­
spondence q1gnificantly documents the program act1vit1es 
and was processed under special handling control procedures 
because of the 1mportance of the letters or time requ1re­

Retention: Permanent. 

D1spos1t1on: Hreak file at end ot year. Kee~ 
1n office current year plus l ada1t1onal y(U;lr, 
then transfer to the t'RC. Keep 1n ~·kc tor zo 
years, then offer to the National Arctuves in ,S yr. bJJ:JC.l\ 

2. 

mentq of replieq. 

General Correqpondence of the Director, Office of Public 
Affairs. Includes copies of non-controlled (routine) 
correspondence. Records consist of incoming letters and 
replies. 

Retention: Retain 5 years. 

Disposition: l:ireak file at end ot year. Keep 
1n ott1ce 1 year, then transhir to the t'ttl:. 
Destroy when 5 years old. 

3. 

4. 

5. 

Program Development File, Consists of records related to 
the development of Public Affairs policies and programs. 
Records conqist of correspondence, issue papers and 
reports relative to policy, strategy, program control, 
research priorities, leg1slat1ve pr1or1t1es, and other 
related records. 

Program Management File. Consists of records related to 
the management and administrative support of each unit of 
the Office of Public Affairs. Records consist of 
program planning and implementation, personnel needs, 
work accomplishment~, budgetary materials, and other 
program management activities. 

Speeches by Office Director or Staff. Speeches prepared 
for delivery at civic functions and professional 
conferences and meetings. 

Retention: Permanent. 

D1spos1t1on: Hreak tile at eno of 1 years. 
Keep 1n ottice 3 years, then transter to the 
l:''RC. Keep 1n t'KC tor 2u yedrs, tht:rn otter to 
National Archives in 5 yr blocks. 

Retention: Retain S years. 

D1sposit1on: Hreak t1le at end ot ,ear. Kee~ 
in oft ice 1 year, then transter to the r'Rl:. 
Destroy when 5 years old, 

ttetent1on: 

a. Record Copy. Permanent. 

b. Information Copies. Retain 1 year. 

D1spos1t1on: 

a. Record Copy. Hreak tile atter presentation: 
Keep in oftice 5 year, then transter to the 
1-'KC. Keep 1 n li'RC S yep.rs, then transte r to 
the National Arcn1ves lJ1 5 yr. blocks. 

b. Information l:op1es: uestroy when 1 year ola 
or sooner 1r no,lonyer needed. 
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SCHED.NO
U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 

TITLE OF SCHEDULE \ 
PURLIC AFFAIRS RECORDS 

ITEM 
NO 

6. 

7. 

NAME AND DESCRIPTION OF RECORD/FILE 

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

Selected Daily News Clips - Binders. A daily collection of 
original news clips. 

--:!!!..,:...:;:,_..:;:~,::,;;~:.:::.-a;::.!,!n~d~F~a~c~t,::_~S~h~e~e~t::.:::s. The official press release 
Records con~ist of drafts of releases, 

comments, ap s, and printed copy, statements by EPA 
representatives, bac d papers, reports, news clips, 
transcripts. Also, includes and informative state-
ments about an EPA program, element 
environmental event. 

COVERAGE OF SCHEDULE 

APPLICABLE Ht:AllOUAR'l't:KS Ut.-'1'' !CE 
RETENTION Pl!:RIOD AND DISPOSITION 

Retention: Keta1n 2 years. 

Disposition: Hreak file at end of year. Keep 
in ottice current plus l additional year then 

uestroy • 

Retention: Permanent. 

Disposition: Break file at end ot year. Keep 
in office tor 2 years, then transter to ttae !:'KC. 
Keep in the FRC tor lU years, then otter to the 
National Archives in 5 yr. blocks. . :ia 

m n 
iRetention: 0.,. 
-=a. Record Copy (Public Attairs). Permanent. > z 
>b. Uistribution <.:o~ies. Ketain J years. a 
ffl 

-= fflU1sposit1on: 
~ 

Hreak tile at end ot J years. itrdnster to tne z 
C:1.-'RC. then otter to 
>the National r-

b. D1str1bution Copies. 
year. Keep in ott1ce tor 

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

COVERAGE OF SCHEDULETITLE OF SCHEDULE \ 
APPLICAML~ HEAl)IJUART~Ko u~~IC~PURLIC AFFAIRS RECORDS \ 

ITEM NAME AND DESCRIPTION OF RECORD/FILE RETENTION PERIOD AND DISPOSITIONNO. 

Environment Merit Awards Program (PEMAP) 
__ ntation related to a program established 
to honor ijtudents p levels) and 
youth groups (Roy Scouts) who commit themse ve 
constructive environmental service. Records consist 
of copies of Government and commercial publications, 

9. 

lO years, then ofter to the National Arc 1 

newsletters, regional promotion plans, congressional 
hearing reports, review of accomplishments, Executive 
Orders, ~nd data on history of programs. 

dents and youth groups to 
improve the environment. Records co award U1spos1tion: ~reak tile at end ot scnool year.

IO. r-1~g~~]r~2~A1w[a~r~dfs~P~ro~~e]c]t~s~.:~D~o~c~u!m§e~n{t~a~t~i~o~n~r~e~l~a~t~ijn~g~f-•K:e;t;e;n~t~1~o~n~:~~R:e:tia~i~niJ~y~e~a~r~si,::::~=~:~~=:____:~applications, lists of students for awards, samples an ott1ce for J years, tnen destroy. 
pictures of posters and ~xhibits, news clips from local 
newspapers, description of award presentation program. 

11. EPA Puhlications and Promotional Items. General and Retention: 
technical literature and promotional items produced by the 

-----~c ice of Public Affairs. Literature and promotional items a. Record Copy, Permanent. 
take of handbooks, brochures, pamphlets, comic books, 
bumper stic buttons, and posters. b. Distribution Copies. Hetain) years dtter 

last print date. 

c, Information Copies. Retain l year. 

Dispos1t1on: 

Break tile after publ1cat1on, 
r 10 years, then otter to 

the 

b. Uistr1but1on Copies. 
tiny and d1str1bution. Atter 
und1str1buted copies. 

c. Information Copies. Oestroy when l year 
old or sooner 1t no lonyer needeo. 

12. Printing Arrangements for Publications, Articles, and Retention: Retain J years. 
Data 

the release anrl publ1ca 10n 
and promotional items. Records consist of 
puhlication, typed manuscripts, page proof~, 
justifications, Jacket specifications, 
approvals. 

Retention: Permanent. 

vroyram. Keep in ott1ce 1 year, 
• e ~KC tor 

and supporting documentation for 

clearance 
color 

distribution 

Break tile uvon vr1nt1ny or 



U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 
TITLE OF SCHEDULE 

PURLIC AFFAIRS RECORDS \ 
1 ~~~ 

13. 

14. 

NAME AND DESCRIPTION OF RECORD/FILE 

Contracts File. Documentation relating to the formu­
l~tion, award, and changes in contracts for studies, 
films, deveiopment of workshops, etc. Records consist 
of procurement requests, proposals, justification 
statements, bid evaluations, contractor's staff 
resumes, report of payments, progress reports, etc. 

Project Files. Documents and other material prepared 
for the purpose of assisting EPA officials in presen­
tations, such as Congressional Hearings, program re-

ews, technical briefings, public lectures, publica-
tio exhibits, and in-house activities. 

a. 

(1) Art Congressional Hearings, budget 
presentations: summary rev1 onferences1 technical 
briefings: and presentations to ublic such as 
speeches, releases to news media, e tonal briefs, 
and exhibits. 

(2} Art work used in Congressional Hearings: 
presentations: activities, illustrations used 1n adm1n1s 
trative function activities, and other routine in-house 
activities. 

b. Slides and viewgraphs used by program, staff, and 
project offices for presentation. 

c. Designs and engineering drawings for fabrication of 
display models and exhibits. 

COVERAGE OF SCHEDULE 

APPLICA~LE HEADOUART~R~ O~~lcg 

RETENTION PERIOD AND DISPOSITION 

Retention: Retain b years atter comv1et1on ot 
proJect or Job. 

01spos1tion: Hreak tile u~on com~letion ut ~ro­
Ject. Keev 1n ott1ce tor l year, tnen transter 
to the t'H.C. Keep 1n t'RC tor b years, tnen 
destroy. 

Retention: Retain J years. 

U1spos1t1on: ureak 
1s comvleted. Keep 
destroy. 

Retention: 

Retention: 

uispos1tion: 
1n ott1ce l 

Retention: 

U1sposition: 
or obsolete. 
destroy. 

Retain l 

l:Jreak. 
Keep 

Mreak 

file atter vroJect/proyram 
1n ottice J years, then 

year. 

tile atter 1,.1r0Ject/wroyram 
1n ott1ce l year, then 

tile 
year, then oestroy. 

Retain J years. 

Ureak tile when no lonyer neeo~o 
Keep 1n ott1ce J y~ars, then 

SCHEO.NO 

https://SCHED.NO


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

SCHED.NO
U.S. ENVIRQ.NMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 

TITLE OF SCHEDULE \ 
\ 

ITEM 
NO. NAME AND DESCRIPTION OF RECORD/FILE 

15. Photoaraohic Work Orders and LedQers. Includes work 

of photographic services. 

Photographic Production Report Files. l)ocuments showing16. 
-Ln~ -, -- • __ ..., t-u~- nf oroduct1on (color, 

black and white, still, or motion pictureJ. 

COVERAGE OF SCHEDULE 

APPLICABLE HEAIXlUAKTERS U~YICE 
RETENTION PERIOD AND DISPOSITION 

Retention: Retain l year. 

1n ott1ce l year, tben aestroy. 

N.etent1on: Retain l year. 

...... --· 11--~ 

1n oft1ce l year, then destrot• 

https://SCHED.NO


"Aten. to S~ 115 (R, sed Item Numbers compared ~o Previous Item Numbers, 
•• Scnedule Number, and NARS Job ymber) 

Title Of Schedule: 

REVISED ·•»•,h - , • PREVIOUS 
Item Numbers>" . , IteM No. Schedule No. NARS Job No. 

j4 (ak.~). 
2# {!Jetl) 

C- 7 Nti-4-tl~BL-1~ 
NC1- 412-- 7S-- '1 

3, 2b. a.. 
4-, 2b.b. 
s: 2. 
l, I {;je tt) 
7, 3. 
g, 
1, 
/U, 

/I)_, 

/7. 
'1. 

I I~ 21. 
/2, .23. 
/3, 15. 
/~, i. 8-14 NC1-412--1S-2 
/~ .1.. 

I l, 3, 
/Z 4 



Atch to SF 115 (Info for "PERMANENT" retention records) 

Title Of Schedule: 
. I 
1 
l 
I 
J 

ArrangementVolume @ {t) Growth 'J #,Item No. On Hand rr}J,c, ; Per Year LJ,C! 1 Of Files 

//u1il~r)rJa 2i. -f't Jl'f 
3, JD St,/y-l'et4 

chr1JJ0)07ieaI5, lo 2 
/ 

6 c.,hmt'O>ori ('aI7- /6 




