NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

Schedule Number: NC-174-000255

Some items in this schedule are either obsolete or have been superseded by new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These items, unless subsequently superseded, may be used by the agency to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

All other items remain 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SUPERSEDED AND OBSOLETE ITEMS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They are superseded, obsolete, filing instructions, non-records, or were lined off and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Item 1b was superseded by N1-412-06-006 EPA chapter 006

Item 3 was superseded by N1-412-07-002 Item 5 and N1-412-08-016

Item 4 was superseded by N1-412-07-053 item 3 (schedule 674)

Item 5 was superseded by N1-412-07-053 item 4 (schedule 675)

Item 6a was superseded by NC1-412-84-02 (see page 2 of its appraisal report)
Item 6b was superseded by N1-412-07-053 item 5 (schedule 676)

Item 7a was superseded by N1-412-07-002 item 6

Item 7b was superseded by N1-412-07-002 item 6

Item 7c was superseded by N1-412-07-002 item 6

Item 8 was superseded by N1-412-06-006 EPA chapter 003 and N1-412-06-012
Item 9 was superseded by NC1-412-83-02, item 9

Item 10 was superseded by NC1-412-83-02, item 10

Item 12a was superseded by N1-412-07-016

Item 12b1 was superseded by N1-412-07-016

Item 12b2 was superseded by N1-412-07-016

Item 13a was superseded by NC1-412-76-010 and N1-412-07-017
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NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

Item 13b1 was superseded by N1-412-07-016

Items 13b2 through 13b4 were superseded by N1-412-07-018
Item 13d was superseded by N1-412-07-020

Item 18 was superseded by N1-412-07-021, item 3

Item 19 was superseded by N1-412-07-021, item 4

Item 20a through 20c was superseded by N1-412-07-021, item 5
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REQUEST

{ AUTHORITY
TO ‘DISPOSE OF RECORDS

(See Instructions on Reverse)

Re-HIv

[ ‘ LEAVE BLANK »

DATE RECEIVED JOBING.

JUN 6 1974

TO: GENERAL SERVICES ADMINISTRATION,

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, D.C. 20408

NC 174-255

NOTIFICATIOM TO AGENCY

1. FROM (AGENCY OR ESTABLISHMENT)
Environmental Protection Agency

In accordance with the provisions of 44 U.5.C. 3303a the dis-
posal request, including amendments, is approved except for

2. MAJOR SUBDIVISION
Enforcement and General Counsel

items that may be stamped "‘disposol not approved” or ''with-
drawn’" in column 10.

3. MINOR SUBDIVISION

4. NAME OF PERSON WITH WHOM TO CONFER L\&
Mr. Harold Masters| ﬁﬂ ey

5. TEL. EXT.

755-0840

[0-77¢

6. CERTIFICATE OF AGENCY REPRESENTATNE\:

Date rehivist of the United States

i gzeby certify that | am outhorized to act for this agency in matiers pertaining to the disposal of the agency's records; that the records proposed for disposal in this Request of
. page{s) ore not now needed for the business of this agency or will not be needed after the retention periods specified.

6-4-74 [LIA»A&Q QU ben (:f\

Chief, Administrative Management Br.

{Date) (Signature of Agency Representative) {Title)
9.
7. 8. DESCRIPTION OF ITEM 10.
ITEM NO. (With Inclusive Dates or Retention Periods) SAMPLE OR

JOB NO.  |ACTION TAKEN

;-2) "are attached

are attached

Enforcement and General Counsel

Descriptions and retention for General Counsel Items

Descriptions and retention for Enforcement Items

ATy (9

SYANDARD FORM 115

Revised November 1970

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11.4

115105
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U. S. ENVIRONMENTAL PROTECTION AGENCY

RECORDS CONTROL SCHEDULES FOR THE OFFICE OF

ENFORCEMENT AND GENERAL COUNSEL

Item

Name and Description of Record/File

""" Retention Period
and Disposition

Program Development

a. Contains documents relating to
major policy, program development
and direction, and other records
used in the management of the
program.

b. Contains documents relating
to the wanagement, operation,
development, and guidance of
specific programs such as water
quality, noise, radiation, etc.

Retention: Perwmanent.

Disposition: Break file

- at the end of 2 years.
Keep in office 1 addi-
tional year, then send
to Federal Records
Center. Keep in FRC for
10 years, then offer to
National Archives.

Retention: Retain 10
Vears.

Disposition: Ereak file
at the end of 2 years.
Keep in office L addi-
tional year, then send
to Federal Records
Center. Keep in FRC for
X 7 years, then destroy.

"[C(r\ah%es made per émmia}{n M

1

Pavis q’u’vt{ QS[Q
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etention Periaid

ticide Act. Proposed, pending,

and existing legal action involving
EPA/State Units vs. (Citizen, City,
or Industrial/Commercial groups.
Records consist of notices of
action, petitions for review,
stipulations, cowplaints, summonses,
exhibits, copies of State and

Tederal and court opinions.

il

acts,

2
Item | Name and Description of Record/File ) .
and Disposition

2. Job Aoplicaticns -~ Attorneyvs. Retention: Retain 1 year
Solicited and unsolicited appiie after review and
cations for jobs &s attorneys in evaluation.

EPA. Records consist of letters

requesting jobs, resumes and Disposition: Break file

photos, interview notes and at the end of 6 months.

comments. Keep in office 6 addi-
tional months, then
destroy.

3. Environmental Statsments. Retention: Retain 1
Reports received from other year after completion of
agencies relating to the effects review.
on the immediate community envi-
roument., Reports used for Disposition: Break file
review and comment. upon completion of review

' and comment. Keep in
office 1 additional year,
e ‘ then destroy.
4 Legal Interpretations and Opinions Retention: Permanent,
(% a. Requests for and responses to Disposition: Break file

requests for legal interpretations upon the expiration,

and opinions relative to the intent amendment, or revision

and application of environmental of an Act or Regulation,.

laws and regulations, Keep in Office 30 vears,

) then offer to the
National Archives.

b. Background material including Retention: Retain 10

. letters, memos, laboratory reports, vears.

Federal Register clippings, and

excerpts from court transcripts. Dispesition: Break file
at the end of 1 vyear.
Keep in office 2 addi-~
tional years, then send
to Federal Receords Center.
Keep in FRC for { years,
then destroy.

5. Litigation.

a., Clean Air Act, Federal Water Retention: Retain 10

Pollution Control sct, =and Federal years after completion or

Insecticide, funpicide and Rodan- termination of case.

Dispegition: Break file
upon completion of case.
Keep in office 1 addi-
tional year, then send to
Federal Records Center.
Keer in FRC for 9 vears,
then destroy.


https://Insectici.dc
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Retention Period

and Water 3iandards bv States.

g. Air, Submission, progress,
gnd stztus of clean air standards
being enactad into law by States
-and Territoriss and submitted to
EPA for review and approval.
Records consist of lecters
requesting legal interpretations
.and _opinions, copies of State
acts or programs, 'av~nnal office
reviews and corments, and tech-
-nical reviews.

k4

e e TV — S

Item Name and Description of Record/File . .
. and Disposition
b. Contracts and Crants. Concerns Retention: Retain 10
legel actions related to goods or years after completion or
services under contract or grant termination of case.
to EPA. Reccrds ceonsist of com-
plaints, summonses, briefs, motions,] Disposition: Break file
~and correspondence related to the upon completion or ter-
action. mination of case. Keep
in office 1 additional
year, then send to Federal
Records Center. Keep in
. FRC for ¢ yezrs, then
destroy. .
) ¢. Other. Contains documents per- Retention:
taining to legal actions or court
cases in which EPA is either the (a) Routine cases. Retain
plaintiff or defendant. Documents 20 years after completion
and datz relate to all facts.of a - or termination of case.
case such as technical aspects, ,
= witnesses, publicity, preparation, (k) Landmark cases. Perma-
and processing of legal papers nent., (Cases designated ~
{(briefs, motions, depcsitions), by the EPA Adwministrator
internal and external correspond- as landwmark or precedent
ence relative *o status and settle- acvticons.)
wment, work papers, and notes, etc.
Disposition: Break fiie
upon completion or ter-
I mination of case. Keep
////”"f“'" . in office 1 additional
todTine cases se‘;arﬁe ‘Fv"c*m year, then sendAto the
~Federal Records Center.
Lam\ markK C&Se‘ Keep in FRC for 19 years,
[ — then destroy routine cases.
Offer Landmark cases to
Archives.
6. Develonment and Enfercement of Air

Retention: Retain 12
years after completion of
program.

Disposition: Break file

upon completion of pro-
gram. Keep in office 1
addxtlonal year, then send
to Federal Records Tenter.
Keep in FRC for 11 vears,
then destroy.


https://facts.of
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Item

Name and Description of Record/File

Retention Period
and Disposition

b. Water.

(1) Submission, progress, and
status of clean water standards
being enacted into law by States
and Territories and submitted to
EPA for review and approval.
Records consist of letters request-
ing legal interpretations and
opinions, copies of State acts or
programs, regional office reviews
and comments, and technical reviews.
letters to Governcrs approving
action by States to clean up a
water body, press releases, State
publications on poliution controi
directions to industry, summaries
of State action.

(2) Contains documents per-
taining to the waterways within
and bordered by the States, the
industries within the States,
activities of the States relative
to the permit program, development
of State clean wateor 32r8
agencies to monitor and enforce
them, cases referred by EPA to
Justice for action.

and

Regulations.

a. Clean Air Act. File contains
documents and data relating to
the entire Act, sections of the
Act, and inlerpretations and
implementation of the Act. Such
data are presented in the form
of memos, reports, newspaper and
magazine articies, and corres-
pondence. Subjects consist of
meetings aznd agenda for meetings,
Notices of changes in sections of
the Clean Air aAct, Yotices of
Proposed Rule changes relating

Lo the Act.

Retention: Retain 12
years after completion
of pregram.

Disposition: Break file
upon completion of pro-

gram. Keep in office

1 additional year, then

send to Federal Records

Center. Keep in FRC for
11 years, then destroy.

Retention: Permanent.
Disposition: Break at

the completion of or
change in State Permit
Programs. Keep in
office Z madiiivnal
years, then send to
Federal Records Center.
Reep in FRC for 15 years,
then offer to National
Archives.

Retention: Retain 25

years.

Disvposition: Break £ile
at the end of vears.
Keep in coffice 1 addi-
tional year, then send
to Federal Records
Center. Keep in FRC for

24 vears, then destroy.
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Name and Description of Record/File

Retenticen Period
and Disposition

b, Federsl Water Poliution
Control Act. File contains
documents and data relating to
the entire Act, sections of the
Act, and interpretations and
implementation of the Act. Such
data are presented in the form of
wemos, reports, newspaper and
magazine articles aad correspond-
ence. Subjects consist of meet-
ings and agenda for meetings,
Notices of Proposed Rule changes
relating to the Act.

c. PFederal Insecticide,
and Rodenticide Act.
documents and data relating to the
entire Act, sections of the Act,
and interpretations and implemen-~
tation of the Act. Such data are
presented in the form of memos,
reports, newspaper and magazine
articles, and correspondence.
Subjects consist of maetings and
agenda for meetings, Notices of
changes in sections of the FIFRA,
Notices of Proposed Rule changes‘
relating to the Act. o

d. Refuse Act.

{1) Contains documents relat-
ing to the development of the
Refuse Act Permit Program. Covers
such things 2s the Perwmit Applica-
tion Form and entry instructions,
citizen assistance in program
enforcement, plan for computer
processing, philosophy of permit
program, setting up conference
hearings, and developing stand-
ards. Correspondence and
reports rolative to the applica-.
tion and enforccment of the
Refuse Act of 1899. Documents
and data relate to complaints

Disposition:

Fungicide,
File contains

Retention:
years.

Retain 25

Break file
at the end of 25years.
Keep in office 1 addi-
tional year, then send to
Federal Records Center.
Keep in FRC for24 years,
then destroy.

Retention: Retain 25

years.

' Disposition: Break file
at the end of WSyears.

Keep in office 1 addi-
tional year, then send
to Federal Records
Center. Keep in FRC
favQh vears  then

destroy.

Retention: Permanent.

Disposition: Break file

after completion of
action or termination
of program. Keep in
office 1 additional
year, then send to
Federal Records Center.
Keep in FRC for 15
years, then offer to
the National Archives.


https://Pe:nr.it
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Item

Name and Description of Recerd/File

Retention Period

and Disposition

from States about pollution,
response from oifenders (poilut-
ers), notices of cnforcement
acticn, vegicnal recommendations
to file civil suit, checklist in
support of abatement action,
attempts to get offender to file
acceptable permit, litigation
reports, notices of legal action
(to offender).

(2) Contains documents per-
taining to EPA attempts to
restrict pollution through the
use of the Refuse Act. Records
in file consist of such itews as:

. Checklist in support of water

pollution actions, summary fact
sheets, summary of action of
review committee, notices of
referral of cases to Justice.

e. Other. File contains
documents and data relating to
regulations not Incicded in
the acts described above, and
interpretations and implewmenta-
tion of the regulations. Such
data are presented in the form
of memos, reports, newspaper
and magazine articles and
correspondence. Subjects con-
sist of meetings and zgenda
for meetings, Notices of
changes in the reguliations.

Contract and Grant File.

a. State. Contains documents
pertainring to grants and con-
tracts, grant and contract
proposals, monitoring work on
grants and contracts, statisti-
cal sampling techniques, wmining
and milling, legislative pro-
gram, international joint

Retention: Retain 10
years after completion
of case. :

Disposition:

Break file

upon .completion of case.
Keep in office 1 addi-
tional year, then send

to Federal Records Center.

Keep in FRC for 9 years,
then destroy.

Retention:
years.

Disgosition:

Retain 25

Break file

at the end of MSyears.
Keep in office 1 addi-
tional year, then send

to Federal Records

Center. Xeep in FRC for 24
§ years, then destroy.

Retention:

tract or grant.

Retain 10
years after completion
or termination of con-

Disposition: Break file

upon the completion of

contract or grant.
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Retention Pericd

Item Name and Description of Record/File ; S

, and Disposition
commission, fishery services, Reep in office 1 addi-
sea water quality criteria, tional year, then send
industrial waste studies (by to Federal Records
nawe of industry). iIncluded Center. Keep in FRC
are copies of State antipollu- for 9 years, then
tion acts, guideline for obtaine- destroy.
ing grants, ccmments from
Congressmen, review of proposed
grants, copies of contracts and
agreements, and requests for
proposals, procurement requests,
and purchasz orders.
b. Coummercial and Institutional Retention: Retain i0
Contrsct and Grant Yile. Consists years after completion
of contracts and grants proposed of contract or graant.
by or negotiated with commercial ,
or industrial groups or institu- Disposition: Break
tions like colleges or hospitals. file upon the comple-

. Records ceonsist of proposals, "tion of contract or
contracts, reviews, comments, grant. Keep in office
requests for proposals, procure- 1 additional year, then
ment requests, purchase orders, send to Federal Records
and congressional inguiries. Center. Keep in FRC

for 9 vears, then
destroy.

9. Pztent Developments and Interpre- Retention: Retain 15
tations. Consists of documents -years after completion
pertaining to patent rights on or termination of con-
contracts and grants azwarded by tract or grant.

EPA. Documents consist of copies

of the contracts and proposals, Disposition: Break Zile
invitations to make proposals, upon the completion or
disclosures of inventions, affi- termination of contrac
davits, pzstent statements, waivers, or grant. XKeep in office
correspondence between contractors 3 additicnal yvears, then

- and EPA and within EPA developing sené to Federal Records
the grounds for understanding Center. Keep in FRC for
licensing agreements. 12 years, then destroy.

10. Disclosure of Inventions made Retention: Retain 17

' under Grants, Contracts, and by years after completion
EPA emplovees. Consists of docu- or terminztion of proj-
ments disclosing inventions made ect or program.

by contractors, grantees, and EPA
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Retention Period’

Item | Name and Description of Record/File and Disposition
employees. File consists of Dispositicn: Break file
patent applicaticns, correspond- upon completion or ter-
ence with patent office and inven- mination of project or
tors, power of attorney, invention program. Keep in office
disclosures, nctices of reference 3 additional years, then
citacions, lists of foreign send to Federal Reccrds
patents. Center. Xeep in FRC for

14 years, then destroy.
11. Abatement Commitment Letters Retention: Retain 20
(ACL's). Recquest to and response yvears after completion
from industrial organizations and of action.
municipalities ir regard to their
programs and commitment to reduce Disposition: Break
pollution. Records also pertain file upon the comple-
to regional commitment programs. tion of action. Keep
' . in office 1 additional
o year, then send to
Federal Records Center.
Keep in FRC for 19
years, then destroy.
12. Development and Enforcement of Air

and Water Standards bv States.

a. Air. Submission, proeress, an
status of clean air standards being
enacted into law by States and
Territoriecs and submitted to

EPA for review and approval. Records
consist of letters requesting legal
interpretations and opinions, copies
of State acts or programs, regional
office reviews and comments, and
technical reviews.

b. Water.

(1) Submission, progress, and
status of clean water standards being
enacted into law by States and Terri-
tories and submitted to EPA for
review and approval. Records con-
sist of letters requesting legal
interpretations and opinions, copies
of State acts or programs, regional
office reviews and comments, and

Retentinn: Retain 12 vears
after completion of program.

Disposition: Break file upon
completion of program. XKeep
in office 1 additional vear,
then send to Federal Records
Center. Xeep in FRC for 11
yvears, then destroy.

Retention: Retain 12 vears
after completion of program.

Nisvosition: Break file upon
completion of piozram. Keeo

in office 1 additional vear.

then send to Federal Records

Center. Keep in FRC for 11

years, theq destrov.
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iame and Description of Record/File

Retention Period
and Disposition

technical reviews. Letters to Gov-
2Yners approving zction by State
to clean up a water bodv, prass

try, suvmmaries of State action.

(2) Contains documents per-
taining to the waterways within
and bordered by the States, the
industries within the States, ac-
tivities of the Etates relative to
the Permit program, development of
State clean water acts and agencies
to monitor and enforce them, cases
referred by EPA to Justice for
Action. '

{Regulations,

Clean Air Act. File bontainsg.
dodwgents and data reiating Tt

orm of memos,
and magazine

articles spondence.
Subje aqfings/and
agerida for meetings, Notiges of

anges in sections of theMlean
Act, Notices oi/pfééosed\Rule
res relating to”the Act.

zleases, State publications con pob
lution control directions to indus-

Retention: Permanent.
Dispesition: Break file at the
completion of or change in
State Permit Programs. Keep
in office 2 additional years,
then send to Federal Records
Center. Keep in FRC for 15
years, then offer to Nation-
al Archives.

Retention: Retain 25 vears.

'ngggggrion: reak“file at
the ena of 20 ye £
in office
+then send” to Federal
Centef.
rs, then destroy.

Heep in FRC

and

waaals

neowspoper mnag
{and-corresponden

1the end of 20 vears.

Break file
Keep
inégffﬁce 1 additional vear,
[ég 1 cend to Fédgral Records
enter. Keep in FRC for 4
vears, then destrov.

Spog
e er
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Mame and Description of Record/Fil

Retention Period
and Disposition

onsist of meetings and agenda for
mgetings, Notices of changes in
sedtions of the FYPCK, Notiges of
Propgsed Rule changes relating to

and/ﬁﬁden?icido Act, File con-

data are present
memos, reports,
zine articles,

changes
Air Ac
changés relating to the Ac

d.

Refuse Act.

ting Lo Lie developpbnt of tne
Refuse Act Pecmit
such things as t

citizen assis

essing, phiZosophy of Permit pro-
gram, settdAing up conference hear-
ings, ang developing standards.
Correspgndence and reports relative
application and enforcement
. Refuse Act of 1899. Ddcu- i
and data relate to coﬁ%laints
States about pollutioﬁ,
rgsponse from offenders Apollu-
ers), notice of enfordement
action, regional recofmendations
to file civil suit,”checklists in
support of abatement action,
attempts to get offenders to file
acceptable permits, litigation
reports, notices of legal action
{to offender).

(1) Contains documents relal\ Retention:

forcement, pYan for computer proc—jyear

theﬁ send
Center.
vears

Permit Applica-|after comp
tion Form and egtry instructiomns, jor termimation of program.
nce in program en- Reep\in”office 1 additional
then send to Federal

rogram, covers |Bisposition:

. o v
Disposition: %;eak
the end of 20,years.
inVMoffice %/additional

Keep in FRC for\4
tnen destroy.

Perm

¢. Fededal Insecticide, Fungicide,&éE;;:;on: Retain ¥5 vears.

Break\file

2tion of action

Records Center. Keep in\?RC
r 15 years, then offer to
the National Archives. \

A\

N\

\
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Item

Name and Dessription of Record/File

ntion Feriod
Disvosition

Rete
N

AN

2)
to EPA

through the use of the Retfuse Act.
Records in file ?:§§a§:fof such items
as: Checklistsnin support of water

pollution %;tions, urmary factsbeets,

su rEQSfo; action oiNre
tees, "wotices of referral
to Justide. .

Containg documents pertaln;rc
qrtempts to restrict Do*¢ut1

e. Other. File containd documents
and data relatindto-fegulations not

described above
and implement
Such data
of menos

nterpretations

the form
and maga--

-

Ce. //

cts consist cf meetings an
agenda for meetings, Notices of p
posed changes to the regulations.

3
Enforcement.

~ A S v
(Y L34 b

(1) Contains documents pertaining
to the interim program for controlling
air pollutants. Documents and data
relate to statements of program,
analysis of State laws, interim author-
ization, various program and authori=-
ties, statement from Attorney General.

(2) . Contains documents pertaining
to EPA’'s enforcement of industrial and
municipal compliance with clean air
regulations and standards. Documents
include background study and surveil-
lance reports, violation notices,
press releases, and compliance orders.

b. Water.

(1> Contains documents per-

taining to the interior program for

Retention: Retain 10 vears
after completion of case.

Ddsrosition:~ Breal file
upon #5letion of case.
/§g&? office 1 additional
year send to Federal
Keep in FRC

the end
in“office
“then send to B
Center. Keep in
years, then destroy.

Retention: Retain 20 vears.
Disposition: ZRBreak file upon
completion of program. Keep
in office 1 additional year,
then send to Federal Records
Center. Keep in FRC for 10
years, then destrov.
Retention: Permanent.
Digposition: Break file upon
the completion of action.
Keep in office 3 additional
vears, then send to Federal
Records Center. Keep in FRC
for 15 vears, then offer to
the National Archives:

11
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Item

Narie and Description of Record/File]

Retention Period
and Disvesition

controlling water pollutants. Doc-
cuments and data relate to state-
ment of program, analysis of State
laws, interim authorition, various
programs and authorities, and
statements from Attorney General,

(2) Contains documents per-
taining to EPA's enforcement of

industrial and municipal compliance

with clean water regulations and

standards. Documents include back-

ground study and surveillance
reports, violation notices, press
releases, and compliance orders.

{3) Contains documents and
data relative to the measurement of
mercury in water, the effect of
mercury on sea life and its effect
on consumerz, Luniroid T provent
polluting waters with mercury, and
compliance by companies.

(4) Publications, textbooks,
and similar reference data.

c. 0Qil Spill. Action tzken to
make industrial and commercial
organizations recognize and
rezpond tc their resvonsibility to
clean up and nrevent oil spills.
Records consist of State and Fed-
eral investigation reports, geo-~
graphic zrea maps, reports snd
referral of oil spill cases to the
U.S, Attornev, notices to Coast
Guard for hearings ou oil spills.

{

Disposition: Break file upon
completion of the program.
Keep in office 1 additional
vear. then send to Federal
Records Center. Keep in FRC
for 19 vears, then destrov.

Retention: Permanent.

Disposition: Break file upon
the completion of action. Keep
in office 3 additional vears,
then send to Federal Records
Center. KXeep in FRC for 15
yvears, then offer to the

JNational Archives.

Retention: Permanent.

Disposition: Break file at the
Keevn in office

27 wvears, mhen soud

Fh
£

4
®
2
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offer to the National Archives.

Retention: None.

Disposition: Destroy or dig-
pose of when record material
has been sent to FRC.

Retention:®
{a) Routine Csses. Retazin 20

vears after completion or ter-
mination of case.

{(») Landmark Cases. Permanent
(czses designaced by the EPA
Administrator as Landmark or
precedent actions.}

Disvositicn: Break file upen
the complecion of action. Keep

in office 1 additional vear,Vhaw

e Send 5 qu ne-Ccas B‘.S:-“‘“S'?Fa rale

12 Frem haadmacK Cases



Retention Period

Itew Name and Descriptior of Record/File . o
and Disposition
shitsseyd to Federal Records
Center. Keep in FRC for 19
vears, then destroy routine
. ‘czses. Offer landmark Cases
to National Archives.
d. Mobile. Contains documents Retention: Retain 20 vears.
pertaining to the control of
emissions from automobile engines. § Disvosition: DBreak file upon
Documents and data relate to completion of the program.
)statement of program, analysis of [leep in office 1 additional
State laws, interim authorization, {vear, then sznd to Federal
various programs and zuthcrities, [Records Center. Keep in FRC
and statements from Atrcrmey for 19 years, then destroy.
General.
e. Pesticides. Contains documentgRetention: Retain 5 years
. pertaining to the collection of after completion or termi=-
pesticide samples, the laboratory pmation of case.
analysis of the samples, the con-
formity of the packages and label- {Disposition: Break file upon
ing to standards and sample contenticompleticn of the case. Keep
discowery of wicliationg and en- ¥in office 1 goar. rhen sep
forcement i zztiviiies. Tile 7o Fecerai Tcovds Center.
contains such records as: sample VEewp in FRC for & vears, then
. collection reports, retailer's estroy.
. purchase orders for product ship-
ment from which samples were taken|
package labeling, lab analysis re-
ports, case reviews, letters to
manufacturers and charge sheets,
and manufacturer's replies. )
i -
%5, {Conferences, Hearings, and Task
Forces.
a. Interstate Waters and Confer~ |[Retention: FPermanent.
ence File., File contains docu-
= Break file after

ments pertaining to an interstate
body of water, and a State and
Federal effort to make or keep it
clean. Documents and data cone
tainad in the file concern the
administrative aspects of enforce-~
ment, the sccizl and economic
forces acting both fer s 3
cleanup, the develcpment 1
cation of rules for establishing/

Disposition:

Jthe ccmpletion of confercence

and related compliance and
legal action. Keep in office
1 additional year then send

to Federal Records Center.
Keep in FRC for 15 years, then
nffer to the RNational Archives.

- P —_ e e e —— e
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item

Name and Description of Record/File

Retention Pericd
and Disposition

-}Violation Notice, reports of ex-

.{ence, interagency agreements, affi-

maintaining clean water conditions,
and the monitoring and testing of
the water.

Each water body section is divided
into 8 parts which contain the
following types:

(1) Administrative (Monthly
progress reports, requests for tech
nical assistance by State agencies,
conference arrangements, budget for
project, hearing arrangements);

o

(2) Compliance (Annual and
semiannual conference summary re-
ports, Region checklist, 180 Day

penditures in compliance actions);

(3) Correspondence (Congres-
sional, public and agency, announce
ments for meetings, invitations,
transcript corrections);

(4) Legal (Agenda for confer-

davits, conference invitations and
acknowledgements, summary reports;

(5) Legislation (Report of
Steering vommittees on Sanitary
Control Act, draft of proposed
State and Federal Legislation);

(6) Litigation (State and
Federal court actions and opinions
and decisions);

(7) Newsclippings (Clips fr
newspapers concerning confcrence)
atd™ o .

(8) Rerorts (Such subjects as
river damage, water pellution com-

HEFOL) = e

e e s £ e e g e
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Item| Name end Descrirticn of Record/File Retention Period
; and Dispositicn

b. Conference Transcrints - Water.Retention: Permanent.

L Complete verbatim record of confer-
) ence ircluding charts, pictures, isposition: Bregk file after
reports, and other exhibits. *He completion of cenference

and related compliance and

fegal zction. Xeep in office

1 additional vear then send

Lo Tedwial ReECOTAs Center.

Keep in FRC for 15 vears,then

poffer to the Nationzl Archiwves. .
Destroy duplicates when record

fopy sent to FRC.

c. Conference Proceedings - Print-Retention: Permanent.

v«» ed and bound coples of narrative :
reports relating the proceedings Pisnosition: Break File afte

or each conference. Contain some |the completion of conference
exhibits, ' and related compliance and

legal action. Keep in office

1 additional vear, then send

to Federal Reocurds Center.

[1/ o mom L e DT D T s e e ER .
J»\—\-r -~ A LN N s ® Rk e g -

Cloffer to the RNational Archi
Pestroy duplicates when record
copy sent to TRC.

Kl’ d. Confercace Summary Pevorts - |Retention: Permanent.
Water. summary er*eup of each
conferenre. Nisposition: Break file after

the comvietion of conference

and related compliance and leszl
action. Keep in office 1 addi-
ticnal vear, then send to Fad-
eral Record Certer. Keep in FRC
for 15 vears, then offer te the
Jsational Archives. Destvrov
duplicates when record ccoy sent
to the Archives.

,

s - Antorotiv Patention: Permanent.
iy ivdroczrhons ‘zrd__
en.itice. degavines. (on- jisposition:
cains docwnents and Calzs ra lahlrg
to case mide by major automcbile (a) Keep in office for 5 years.
maﬁufactu ers f[or a suspension of after completion of edit and
aLxremeﬂta to meet EPA emission assem mbly, then send te Teae

15
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. . e Retention Period
Iter|¥ame and Doscripticn of Record/Tile and Dissosision
standards =staplished for LGt Records Center., RKeep in FRC

b

Documents consist

| 3% model cars.

for 15 years, then offer to the

g. Conference Technical Reports -
Stationary Sources. Reports is-—

sued prior to conference. Re-
ports cover the history of prob-
lem, description of area. descrip-~
tion of industrial units in area
and an assessment of the pollu-
tion problem.

h. Conference Recommendations -

i Disposition:

mainly ¢f hasaving trﬂﬁ":ri;ts, Xational Archives.
depositions, and exnibits
{b) Dustrov all duplicate zeoTics
1 year after oricinals sent to
#RC.
f. Confevence Rocords - ‘Abatement Retention: Permanent,
Actions. Contains documents per-
tainins to the develsrment, arvange-fhisposition:t Breaik fils at thco
ment, and conduct of air pollution cemnletion of conferenca and
conferencas in nuitistcte aroas. related complisnce and lecol
Docunents reélate to rocomuendations faection Rgen in office 1 addli-
~sde and actions taxen bv confer- ti~nal vear, then send to
ences, . locuments ¢ ;x;c*m-j in "rderal Records Center. leen
docket folders which “rn *RC.for 15 vears, thea offer
respondence, i to Archives.
newspoper ciiv )
serivts, pool

Retention: Permanent.

Break file upon
the completion of Conference
Report. File two copies with
appropriate Conference Rec—
ords. Destroy extra copies
after sending Conference
Records to Federal Records
Center.

Retention: Permanent.

Stationary Sources. Findings and
recommendations developed by the
National Air Pollution Control
Administration.

i. Enforcecment Conferences. Con-
tains do c'&ants pertalnlov to Con-
ferences with States, industrial,
and citizen groups for the purpose
of getting municipalities and in-
dustries to reduce pollution. Rec

ords consist of press releases,

16

the end of conference.

Disposition: Break file upon
the comuletion of Conference
Recommendations. File two
copies with appropriate Con-
ference Records. Destroy ex-—
tra copies after sending Con-
ference Records to Federal
Records Center.

Retention: Retain 10 years
after completion of confer-
ence.

Break file at
Keep
in offﬁce 1 addltional year,

Disposition:
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Retention Period

Item pMame and Description of Record/Fild X
and Disposition

news clippings, drafts of proceed-)then send to Federal Records
ings, status reports, and corre-- |Center. Keep in FRC for 9
spondence. years, then destroy.
j. Hughes Task Force. Contains (Retention: Retain 20 years
documents pertaining to the work |after completion of conference
of the task force set-up to study
the impact of pending and proposedpDicposition: Break file at
legislation (1972), Documents andthe end of 1973. Keep in
data relate to implementation of joffice 1 additional year, then
Water Bill, staff statistics send to Federal Records Center.
(requirements), House Bill, issue |[Keep in FRC for 19,years, then
papers, Strategy papers. destroy.

EX . .

B Permit Program. Retention: Permanent.
a, State Permit Program. Con- |Disposition: Break file after
tains documents portaining to thejcompletion or change in Permit

ﬂ/’ interim and final permit program |Pregram. Keep in office 1

for States. Records consist of
copies of State clean water laws,

additional yesr, then send to

EPA authorizatuion to issue per-—
mits, mexos of understanding.

b. Early Permit Prcgram. Con-
tains records relating te basic
standards and guidelines sent out
for comment, data systems (com-
puter) for permit program, drafts
of permit application form.

¢. Technical Prorrem - Studies
and Grants. Contains documents
pertaining to the Permit Progvam:

Federal Records Centegr. Keep =

L T e T T e an
G oray 20T Lo YoaUS

offer to National Archives.

i

Retention: Retain 20 years
Disposition: Break file at

the end of 1973. Keep in
office 1 additional year,
then send to Federal Records
Center. Keep in FRC for 19

|years, then destroy.

Retention: Retain 10 years

Disposition: Bresk file at

and related activities. Docu-
ments and data related to effliu-
ent linitaticn guidance, develop-
ment of industrial guidelines,

.energy crisis, fish forms,

2 2 wears. Keep in
office for 1 additicnal year,
then send to Federal Records
Center. Keep im IRC for7

the end 2% 2

17

years, then destroy.
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iten

Name and Description of Record/Filg

Retention Period
and Disposition

hazardous substances, meetings with
State and industrial leaders, leg-:
islative evaluations, standards, !
ocean dumping, water strategy, i
state implementation. Documents |
pertaining primarily to technical :
aspects of the Water Quality Pro~ :
gram. Documents and data relate |
to such items as effluent limita- |
tion guidance for RAPP by 1ndustry,
state progress with program, con-
tracts for industrial waste studles
river basin studies, computer
printout of major discharges of
effluents.

180 Day Notice File - Water.

a. Official.
tive to action initiated against
a pollutor. Pollutor given 180
days to develep program to correct
pollution causing conditions.

YA A s Aela

i
!
i
i
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Corps cf Engincers to reevaluate
companies permits to discharge
effluents, letters from city
officials and interested citizens
(complaints), hearings and fact
finding reports, memos to Adminis-
trator for issue of 180 Day Notices
news releases and clippings, trans-
cripts of informal hearings con-
ducted by EPA under Sec.,id{c)(5)
of tha Federal Water Pellution Act.
File also contains affidavits of
service, EPA opening statements and
summary of hearings.

b. Other (Water Reference File).
Contains daca cn notices issued

to crganizations (industrial and
“eityy regarding water pollution.

Organization given 180 days to

v

18

{Retention:

fcompletion of action.
Con-fin office 1 additional year,
Lien send
iCenter.
years,
National Archives.

Retention:
after completion of case.

Dispcsition:
jupon completion of case. -

Permanent.

Contains data rela- JDisposition:

1(a) Brezk file a2fter the

Keep
Lo Tedersl Records

Keep in FRC for 153
then offer to the

(b) Destroy all duplicates

when record copy sent to

Records Center.

Retain 10 years

Break file



Item

flame and Description of Record/Fils

Retention Period
and Disposition

%

develop and present plan for halt-
ing or reducing pollution. Re-
cords consist of background data
on offense and offenders, notices
to take-corrective action, reportd
on plan and status of implementa-
tion.

Summarv Report on the Quality of
Interstate Waters. rile contains
descriptive data relating to an
interstate river or body of water.
Data contained in a report called]
"The Summary Report on the Quality
of Interstate Waters." Report
deals with the rivers location
and flow, sources of poilution,
adequacy of treatment, nature of
delays in abatement, action of
agencies, schedule for proposed
acticn. -Folders alsc contain
correspoudence relating to the
reports. '

Emission Control Program. Con- -
tainsg documents pertaining to the
development, application, and

Keep in office 1 additicnal
year, then send to Federal
Records Center. Keep in FRC

for 9 years, then destroy.

Retenticii: Permanent.
Disposition: Break file after

completion of the report.
Keep in office 1 additional
yvear, then send to Federal -
Records Center. Keep in FRC
for 15 years, then offer to
the National Archives.

Retention: Retain 10 yvears.

Disposition: Break file at

suspension of guidelines and
rules for better controlling the
emissions from automobile engines
File contains documents and data
relating to: ADVISORY CIRCULARS
(proposed EPA engine configuration
requirements, application format
for heavy duty engine certifica-
tion, duration of conformity cer-
tification) ~-~ FORD FLAP MAINTE~
NANCE VC 6 (vehicles transported
unaer limited certificate, Ford's

the end of 2 years. Keep in
office 1 additional vear, then
send to Federal Records Genter,
Keaep in FRC for 7 vears, then
destroy.

19
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Item

Name and Description of Record/Fi

Retention Period
and Disposition

hwithdrawal of 1673 application for
certification, request for full
certification reply to Justice)-—-
FORD COMPANY CV 7 (Ford disclosurs
of unauthorized maintenance, com-
plaint for injunction and monetard
relief) --- SUSPENSION GUIDELINES
(procedure for suspension of
guidelines, manufacturer’'s request
for public hearing, response to
requests to make statement at
public hearing, court order,
treatment of confidential informa-
tion). Dccuments rertaining to-
the design and operation of pro-~
grams for mobile units that are
in production or are planned for
production. File contains docu~
ments and data relating to:
LABORATORY TE3T AND ANALYSIS
(emissions -~ gas content, evalu-
ations and corments) - DEFECT
IDEVICES {(policy relative to de-
vices uscd to circumvent FTA
regulations, violations and pen—
alty) -- GENERAL AnLD CONTROLLED
CORRESPONDENCE ~- HIGH ALTITUDE
JEMISSION (reports and discussions
regarding change in standardz and
regulations) =-- SUSPENSION GUIDE=-
LINES —— COMPANY DATA (background
data on various autro and engine
manufacturing companies). Con-
tains documents »pertaining to
parts and alierations to vehicleg
or motors already in use. File
contains documents and data ve~
lating to: ADVISORY CIRCULARS
(data on antitrust zctions)--—
CLIPPINGS (ways to prevent air
pollution —- STANDARDS AWD TEST
PROCTDURES (California exnaust
emigsion tents) —- CITIZEN CCORUE-
|SPOMDENCE (Federal Register, ~
should exemption be made baczause

of high altitude, ervironmental

20
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Item

Name and Dascription ¢f Record/File

Retention Period
and Disposition

19-
29.

| SPONDENCE (Federal Register, -

'}ESSES (aaiting to testify, list-

data on various auto and engine .
manufacturing companies). Con=-
tains documents pertaining to
parts and alterations to vehicles
or motors already in use. File
contains documents and data re~
lating to: ADVISORY CIRCULARS
(data on antitrust actions)-—-
CLIPPINGS (ways to prevent air
pollution -- STANDARDS AMD TEST
PROCEDURES (Caiifornia 2 exhaust
emission tests) =--~ CITIZEN CORRE~

st ottt 7

should e: xemption be made because
of high altitude, environmental
policy) ~—- RECALL INVESTICATIONS
(recall of aute by manufacturer
for repair or alteration, GM
plan) —- STATE INSPECTION SYSTEMS
-— PEGICHS ({(delegation of author-
ity, role of region in enforce-
ment, corganization.

and Noise Pellution File. Con-

rule making for fuels. Documents

effect, nethads, baarlngs)

FUTLS (wasce 0il report, speech
at gas tax confcrence, additive,
compositicn, state inspection
preogrem, small refiners) --— WIT-

of witnessas). Documents pertaing
inx to the development and
application or regulations and
standards governing vehicles and
engines imported for sale/use.
Documents relate to: PENDING

Fuels #7d Tand foeculzsions Retention: Retain 10 years.

tains documents pertaining to Disposition: Break file at

the end of 2 years. Keep in

and data relate to: FUFL REGIS~ joffice 1 additional year, then
TRATION ~- LEAD RECULATION (lead |send to Federal Records Center.
regulations and Mational Resource§Keep in FRC for 7 years, then
Defense Council, test, health destroy.

IMPORT ADMISSTONS ——~ CUSTOMS

21
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Name and Description of Record/Fild

Ratention Period
and Disposition

204
2.

HULINGS ~—- INPORT DATA SYSTEM ==
IMPORT EXMPTION POLICY ~—- IMPORT
MODIFIC”“‘ CHS AND APPROVALS w—w

GREY MARKEITIRS --— QFFRATION AND
APPROVAL OF TEST VEHICLES —=-
EXEMPTIONS AYD VAIVERS. Contains

documents pertaining to noise
abatement for land vehicles and
aircraft, and data on aircraft
poliution. xecords and data re~
late to: MNOISE (Motor carrier
noise analysis, aircraft noise
reduction technology, program
planning, low noise emission prod-
ucts, railroad noises) -~ POLLU-
TION-AIRCRAFT (proposed regula—
tions, FAA enforcement regula-
tion California standards, work-~
ing regulations group).

Import Declaration - Motor
Vehicles,

a. File consists of compnleted Reteation: Retain 12 months.
copies of the form, '"Importation
of Motor Vehicle Engines subject |Disposition: Break file at

to Federal Vehicle Pollution
control Regulation (EPA Form
3520-1)". Occassicnally a
Declaration of Conformity and
copy of HEW Regulation are
attached to the EPA form. The
EPA form 3520-1 serves as the
source document for the automated

processing of motor vehicle import
data.,

b. Ceode uheets for Import Decla-

end of month.
12 additional months, then
destroy.

Retentiont

Keep in office

Retain 12 months.

ration ~ "“loses (Code Sheets™

File made up of the "MOSES" Code
Sheet-EPA Hg. Ferm 1780-3) which
is used to make the coded data

entries from the EPA Form 3520~1.

Disposition:
end of month.
*2 additional montha, then

22

Break file at
Keep in cffice

tl.o}’o
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Item

Name and Description of Record/File

Retention Period
and Disposition

c. Imported Vehicle Identifica~

Retention: Retain 12 months.

tion Numbers. Listings of im-
ported vehicle 2nd engine numbers
supplied by fereign manufecturers
or U.S8. distributors.

d. Imported Vehicle Conformity

Bresk file at

Dispogition:
end of month.
12 additional months, then

Certification. Letters, affi-
davits, and invoices describing

destroy.
Retention: Retain 4 years.
Disposition: Break file at

modifications to vehicle/engine,
and certifying conformity of EPA
standards, Agreement to export
for resale or cancellation of
order because of inability to
make modifications.

23

the end of 2 years. Keep
in cffice 2 additional years,
then destroy.
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APPENDIX B M UAL

RECORDS CONTROL SCHEDULES
RECORDS MANAGEMENT

GENERAL COUNSEL

The recordsN\described below relate to legal opinions
services to a{l of the organizational elements of the Agency with

respect to all \Rrograms and activities of the Aggﬁ%y;'legal counsel;
litigation suppoN; and developwent and formulation of Agency poli-

cies and programs. e
. ~
/l
A~
~

: . . Retention Period
Item | Name and Descr1pt1:§\<f Receg /File and Disposition
1. Program Development

a. Contains documentg’ relatMg to Retention: Permanent.

major policy, prograth developmant

5 and direction, and/other record Disposition: Break file
used in the managément of the at the end of 2 years.

program. Keep in office 1 addi-

* tional year, then send
o Federal Records
nter. Keep in FRC for

, then offer to
Natidgal Archives.

b. CoOntains documents relating Retain 10
to the management, operation, years.
deé%lopment, and guidance of
gécific programs such as water Disposition:\ Break file
//zﬁality, noise, radiation, etc. at the end of % years.
Keep in office addi-
tional year, then\send
to Federal Records
Center. Keep in FRG for
L ] 7 years, then destroy
| l
TN ¥
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APPENDIX B

RECORDS CONTROL SCHEDULES

Retention Period

Item | Name and Description of Record/File \ .
and Disposition

2. Job A&plications - Attorneys. Retention: Retain JAyear
SoliciXed and unsolicited appli- after review and
cations\for jobs as attorneys in evaluation.

EPA. Redprds consist of letters

: requesting, jobs, resumes and Disposition: ,Break file
photos, intgrview notes and at the end gf 6 months.
comments. % Keep in office 6 addi-

N tional mornths, then
' destroy.
\

3. Environmental Statements. Retention: Retain 1
Reports received froﬁxother yvear after completion of
agencies relating to the effects review.
on the immediate community envi-
ronment. Reports used for: Disposition: Break file
review and comment. Y upon completion of review

S and comment. Keep in
“ office 1 additional year,
?R\ then destroy.
4. Legal Interpretations. ™

a. Clean Air Act. Requests

for and response to requests for
legal interpretations relative
to the intent and application of
the Clean Air Act and related
environmental protection legis-
lation. Records consist of
letters, memos, suspension
guidelines requests, Notices of
Proposed Rule Making, laboratory
reports, and excerpts from court
transcripts.

‘!
‘“Retention: Retain 10

years.

R
Disﬁbsition: Break file
at thé, end of 1 year.
Keep inwoffice 2 addi-
tional yégrs, then send
to Federals Records
Center. Keep in FRC for
7 years, then destroy.

%,

\

N
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APPENDIX B
RECORDS CONTROL SCHEDULES

o

MANUAL

RECORDS MANAGEMENT

Item

Name and Description of Record/File

Retention Period
and Dispositiog///’

b. k@deral Water Pollution Control

Retention: Repdin 10

Act. equests for and response to
reques for legal interpretations
relative\to the intent and applica-
tion of t Federal Water Pollution
Control Act\and related environ-
mental protection legislation.
Records consistof letters, memos,
suspension guide\ines requests,
Notices of Propose¥ Rule Making,
laboratory reports, \and excerpts
from court transcript

c. Contract and Grant.
for legal interpretations

to such programs as Pgrsonal
Service Contracts, location Act,
Construction Grantg, Award Proce-
dure, New Water 11, Federal
Clean Air Incenjfive. Record
content consigfs of letters and
memos relatiye to problems,

court opinifns, legal briefs,

OMB CirculéArs, magazine articles,
and simifar items dealing with
specifif programs.

years.

Break file
d of 1 year.
office 2 addi-
years, then send
to Federal Records
Ce¢nter. Keep in FRC for
years, then destroy.

Retention: Retain 10

years.

Disposition: Break file
at the end of 1 year.

Keep in office 2 addi-
tional years, then send
to Federal Records
Center. Keep in FRC for
years, then destroy.

TN
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APPENDIX B

RECORDS CONTROL SCHEDULES

Item

Name and Description of Record/File

Retention Period
and Disposition

d. ﬁé@eral Insecticide, Fungicide,

Retention: Ret

and Rodenticide Act. Requests for
and respdpnse to requests for legal
interpretations relative to the
intent and gpplication of FIFRA

d related environmental
i{slation. Records con-
\ memos, suspension
guideline requesty, Notices of Pro-
posed Rule Making,

protection legislation. Recorys
consist of letters, memos, syépe

and excerpts from court Franscripts.

Litigation.

a. Clean Air Act/. Proposed,
pending, and existing action
involving EPAjState Units vs.
Citizen, City, or Industrial/
Commercial /groups. Records con-
sist of ngtices of action, peti-
tions fof review, stipulations,
depositions, complaints and cover
letters, summonses, exhibits,
copigg of State and Federal acts,
and /court opinions.

¥

years.

Break file
year. Keep
2 additional

th¢h destroy.

Retention: Retain 10

years.

Disposition: Break file
at end of 1 year. Keep

in office 2 additional
years, then send to
Federal Records Center.
Keep in FRC for 7 years,
then destroy.

Retgntion: Retain 10

jon: Break file
upon completion or ter-
mination case. Keep
in office 1\additional
year, then send to
Federal Recorys Center.
Keep in FRC foy 9 years,
then destroy.

™
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APPENDIX B
RECORDS CONTROL SCHEDULES

MANUAL

RECORDS MANAGEMENT

Item

Name and Description of Record/File

Retention Period
and Disposition

- tract o

Federal Water Pollution Control

Retention:

Proposed, pending, and exist-

Industrial/Commercial groups.

Records congist of notices of

action, petikions for review,
stipulations, Jepositions, com-
plaints and covyr letters,

summonses, exhibits, copies of State
and Federal acts, ¥nd court opinions.

¢. Federal Insectici Fungicideé,
and Rodenticide Act. PrQposed,
pending, and existing leg
involving EPA/State Units v
Citizen, City, or Industri
Commercial groups. Records
consist of notices of a
petitions for review, Adtipulation
complaints and cover/letters,
summonses, exhibity/ copies of
State and Federal/acts, and court
opinions.

ion

and Grants.

al actions related
services under con-
grant to EPA... Records
of complaints; summonses,
, motions, and correspond-
related to the action.

d. Contract
Concerns 1
to goods

vears after
or termina

pletion or ter-
on of case. Keep
fice 1 additional
yehr, then send to
ederal Records Center.
Reep in FRC for 9 years,
then destroy.

Retention: Retain 10
years after completion
or termination of case.

Disposition: Break file

upon completion of case.
Keep in office 1 addi-
tional year, then send
to Federal Records
Center. Keep in FRC

for 9 years, then

Retkntion: Retain 10
after completion
ination of case.

Disposit{on: Break file
upon comp\etion or ter-
mination o\ case. Keep
in office 1\additional
year, then sépd to
Federal Recor Center.
Keep in FRC fol\ 9 years,
then destroy.

™
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APPENDIX B
RECORDS CONTROL SCHEDULES

Item

Name and Description of Record/File

Retention Period
and Disposition

e. exr. Contains documents per-
taining\to legal actions or court
cases in Which EPA is either the
plaintiff Rr defendant. Documents
and data redate to all facts of a
case such as \{echnical aspects,
witnesses, publicity, preparation,
and processing legal papers
(briefs, motions,\depositions),
internal and exterrngl correspond-
ence relative to stadys and settle~
ment, work papers, andN\potes, etc.

Development and Epforcement of Air :
and Water Standayds by States. :

a. Air. Subsission, progress,
and status clean air standards
being enacpted into law-by States
and Terrifories and submitted to
EPA for feview and approval.
Records/ consist of letters
requesting legal interpretations
and opinions, copies of State
acts or programs, regional office
reviews and comments, and tech-
nical reviews.

Retention:

4(@) Routine cases///;;tain

20 years after
or terminati

ompletion
of case.

(@} Landmgfk cases. Perma-
nent. Cases designated
by the EPA Administrator
as Jandmark' or precedent

ions.)

Disposition: Break file
upon completion or ter~
mination of case. Keep
in office 1 additional
vear, then send to the
Federal Records Center.
Keep in FRC for 19 years,
[éhen offer to Archives.
If offer is rejected by
rchives], .destroy routine
ogses.OF Fer hand mai &
“3se To Aychiies,

¢ Retain 12
vears aftar completion of
program.

Break file
of pro-
ffice 1

Disposition:
upon completio
gram. Keep in
additional year,\then send
to Federal Recordg Center.
Keep in FRC for 11\ years,

then destroy.

™ A\
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RECORDS CONTROL SCHEDULES

R

MANUAL

RECORDS MANAGEMENT

Item

Name and Description of Record/File
N

Retention Period
and Disposition

b'

(1) \\Submission, progress, and
status of\clean water standards
being enacted into law by States

and Territories and submitted to

opinions, copies o
programs, regional o
ews.

action by States to clean
water body, press release

directions to industr
of State action.

(2) Contains/documents per-
taining to the waterways within
and bordered the States, the
industries wfthin the States,
activities Of the States relative
to the pefmit program, development
clean water acts and
s to monitor and enforce
{ cases referred by EPA to
ice for action.

Retentio Retain 12
years ter completion
of pypdgram.

sposition: Break file
upon completion of pro-

gram. Keep in office

1 additional year, then

send to Federal Records

Center. Keep in FRC for
11 years, then destroy.

Retention: Permanent.
isposition: Break at
the completion of or
chagge in State Permit
Proghgms. Keep in
office\2 additional
years, en send to
Federal cords Center.
Keep in FRGQ for 15 years,
then offer National
Archives.

LL]
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APPENDIX B
RECORDS CONTROL SCHEDULES

Item

Name and Description of Record/File

Retention Period
and Disposition

Eggulations.
a. ean Air Act,

of the Act. Such
data are presenbed in the form

of memos, reports\ newspaper and
magazine articles,
pondence.

File contains

implementatio

changes in sections of the
Air Act, Notices of Proposed
changes relating to the Act.

b. Federal Water Pollution
Control Act. File contains
documents and data relati
the entire Act, sectiong of the
Act, and interpretatigms and
implementation of gHMe Act. Such
data are present in the form of
memos, reportsy newspaper and
magazine art#cles and correspond-
ence. Subjfects consist of meet-
ings and/agenda for meetings

PA and NAS), Notices of
ed Rule changes-relating

e Act.

Retention: Retai

years.

Dispositiony/ Break file
at the end/of 20 years.
fice 1 addi-
then send
eral Records

er. Keep in FRC for
ears, then destroy.

Retention: Retain 25

fice 1 addi-
then send to
s Center.

5 years,

tional yea
Federal Reco
Keep in FRC fo
then destroy.

™
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MANUAL

RECORDS MANAGEMENT

Item

Name and Description of Record/File

Retention Period
and Disposition

c. Federal Insecticide, Fungicide,
and Rodenticide Act. File contains

tions of the FIFRA, N
Proposed Rule changes
the Act.

d. Refuse Act.

Refuse Act Permit Program.
such things as the Permit Applica-
tion Form and entry instructions,
citizen assistang®é in program
enforcement, pldn for cowmputer
processing, plilosophy of permit
program, sej{fing up conference
hearings, And developing stand-

ards. Cgftrespondence and
reports/relative to the applica-
tion #nd enforcement of the

Refyse Act of 1899. Documents
 data relate to complaints
from States about pollution,
response from offenders (pollut-
ers), notices of enforcement
action, regional recommendations
to file civil suit, checklist in

™

Retention:
years.

Disposition: /Break file
at the end 6f 20 years.

Reep in fice 1 addi-
tional Afear, then send
to Federal Records

exr. Keep in FRC

5 years, then

Retention: Permanent.

Disposition: Break file

after completion of
action or termination
of program. Keep in
ffice 1 additional

ar, then send to
Fedegral Records Center.
Keep\in FRC for 15
years )\ then offer to
the NatYpnal Archives.




" MARUAL .

RECORDS MANAGEMENT

. ) ‘ )

APPENDIX B
RECORDS CONTROL SCHEDULES

Item

Name and Description of Record/File

Retention Period
and Disposition

7. gulations.
- .
f)a. an Air Act.

File contains
documends and data relating to
the entiry Act, sections of the
Act, and inXerpretations and
implementati of the Act. Such
data are presehted in the form
of memos, reports, newspaper and
magazine articles \and corres-
pondence. Subjects>gonsist of
meetings and agenda meetings
(i.e., EPA and NAS), Notices of
changes in sections of t
Air Act, Notices of Propos
changes relating to the Act.

b. Federal Water Pollution
Control Act. File contains
documents and data relatin
the entire Act, sections
Act, and interpretati

ence. Subjfects consist of meet-
ings and/agenda for wmeetings
(i.e. PA and NAS), Notices of

sed Rule changes-relating
the Act.

Retention: Retain 25

years.

Disposition: Break
at the end of 20

Keep in office
tional year,
to Federal
Center.
5 years

then destroy.

Retention: Re%ain 25

years.

Disposition: Break file
the end of 20 years.
in office 1 addi-

1 year, then send to

then desxroy.

TN
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Retention Period

Item Name and Description of Record/File . .
and Disposition
8. 8. Contract and Grant File.
State. Contains documents Retention: Retain
. persaining to grants and con- tion
tracts, grant and contract f con-
proposyls, monitoring work on
grants d contracts, statisti-
cal sampl¥pg techniques, mining Break file
and millingy, legislative pro- the completion of
gram, internaXional joint
commission, fidyery services, eep in office 1 addi-
sea water qualit tional year, then send
industrial waste to Federal Records
name of industry). Center. Keep in FRC
are copies of State afNtipollu- for 9 years, then
tion acts, guideline f destroy.
ing grants, comments fro
Congressmen, review of progydsed
grants, copies of contra
agreements, and request
proposals, procuremeny/request
and purchase orders.
b. Coumercial a Institutional Retention: Retain 10
Contract and Gpént File. Consists vears after completion
of contracts And grants proposed f contract or grant.
by or negotfated with commercial
or industial groups or institu- Break
tions e colleges or hospitals. £ild upon the comple-
Recorgs consist of proposals, f contract or
con , reviews, couments, grant.\ Keep in office
rgduests for proposals, procure- 1 additdonal year, then
ent requests, purchase orders, send to Pederal Records
and congressional inquiries. Center. ep in FRC
for 9 years) then
destroy.
TN
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RECORDS CONTROL SCHEDULES

Name and Description of Record/File

Retention Period
and Disposition

Item
7' 90
/0« 10.

Patent Developments and Interpre-
tions. Consists of documents.

cuments consist of copies
tracts and proposals,

to make proposals,

f inventions, affi-
davits, patenl statements, waivers,
correspondence hetween contractors
and EPA and withix EPA developing
the grounds for understanding
licensing agreements

invitation
disclosures

Disclosure of Inventiond mad
under Grants, Contracts, Xofl by
EPA employees. Consists
ments disclosing invent]
by contractors, grante
employees. File consists of
patent applications /correspond-
ence with patent office and inven-
tors, power of afforney, invention
disclosures, nofices of reference
citations, ligts of foreign
patents.

Retention: Retain
years after compl

uponsthe completion or
ination of contract

r grant. Keep in office
3 additional years, then
send to Federal Records
Center. Keep in FRC for
12 years, then destroy.

Retention: Retain 17
years after completion
or termination of proj-
ect or program.

Disposition: Break file

upon completion or ter-
mination of project or
program. Keep in office
3 additional years, then
nd to Federal Records
Keep in FRC for
rs, then destroy.

TN
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MANUAL

RECORDS MANAGEMENT

Item

Name and Description of Record/File

Retention Period
and Disposition

{z' 12.

\\\ébatement Coumitment Letters

CL's). Request to and response
industrial organizations and
ipalities in regard to their
and commitment to reduce
pollutioh, Records also pertain
to regional commitment programs.

legal Opinions. Conta
documents directly rela
legal opinions issued by
Office of General Counsel.

NOTE: Where legal opinions
not maintained separately
should be removed from
in which they are wai

before those files
the Federal Recor

Center.

Retention: Retain 20
years after complet#on
of action.

Disposition:

file upon t

Keep

1 Records Center.
in FRC for 19
rs, then destroy.

Retention: Permanent.

Disposition: After

breaking file, remove
and provide separate
and secure waintenance
in office.

™
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APPENDIX B
RECORDS CONTROL SCHEDULES RECORDS MANAGEMENT
ENFORCEMENT .

The records described below relate to the development of pelicy and
program direction to Agency enforcement activities in the water, a4
noise, radiation, pesticides, and solid waste program areas. Dewelop-
ment of>xegulations, guidelines, criteria, procedures, and policy
statements\(esigned to bring about actions by individuals, pyivate

enterprises,\qnd governmental bodies to improve the quality”of the
water, air, and land.

Item | Name and De;ék{?tion of Record/File ///ﬁ;tention Period

and. Di spasition

1. Program Developmen Retention: Permanent,

a. Contains documents\relating/to |Disposition. Break file
major policy program devglopmeént and| at the end of 2 years.

Q’ direction, and other reco used |Keep in office 1 addi-

in the management of the tional year, then send

to Federal Records Center,
Keep in FRC for 1@ years,
then offer to National
Archives.

b. Contains docupfents relating to
the management, gperation, develop- {y
ment, and guidahce of specific pro- -
grams such as/water quality, noise, |Dispogition. Break file
radiation, c. at the“end of 2 years.
fice 1 addi-
tional yeakx, then send

to Federal cords Center.
Keep in FRC r 7 years,
then destroy.

: Retain 10

TN
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APPENDIX B

RECORDS CONTROL SCHEDULES

Name and Description of Record/File

Retention Period
and Disposition

[b « 30

Job Applications - Attorneys.

olicited and unsolicited applica-
tNons for jobs as attorneys in EPA.

a. Air. Submi

and status of cle
being enacted into
and Territories and
EPA for review and ap
Records consist of let

comments, and technical

b. Water.
(1) Submission/ progress, an
status of clean wafer standards bey
ing enacted into Aaw by States and
Territories and /fsubmitted to EPA
for review and/approval. Records

interpretatifns and opinions,copies
s or programs,regional
ews and comments, and
reviews. Letters to Gov-
ernors gpproving action by State
to clean up a water body, press
releases, State publications on pod
lution control directions to indus

try, summaries of State action.

Retention:

Retention:

consist of lefters requesting legalji

Retain 1 vear
after review and evaluati

Break file upon
letion of program. Keep
office 1 additional year,
then send to Federal Records
Center. Keep in FRC for 11
years, then destroy.

Retain 12 years
fter completion of program.

d to Federal Records
Keep in FRC for 11
years, then destroy.

TN
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RECORDS CONTROL SCHEDULES

@ MANUAL

RECORDS MANAGEMENT

Item |Name and Description of Record/File Retention Period
and Disposition
(2) Contains documents per-— Retention: Permanent.
taiding to the waterways within -
e and rdered by the States, the Disposition: Break file at/the
industxies within the States, ac- |ccompletion of or change
tivities\of the States relative to}State Permit Programs./ Keep
the Permit\program, development of]in office 2 additio years,
State clean Water acts and agenciesthen send to Fedepdl Records
to monitor and\enforce them, cases|Center.
referred by EPA %o Justice for years, then er to Nation-
Action.
/6 4. Regulations, Retain 25 years.
a. Clean Air Act. File\contains | Break file at
documents and data relati e end of 20 years. Keep
entire Act, sections of the in office 1 additional year,
and intgrpretations and impleygen then send to Federal Records
tion of the Act. Such data ar Center. Keep in FRC for %ﬁ
presented in the form of memo years, then destroy.
reports, newspaper and magazdne
articles, and correspondenge.
Subjects consist of meetjfigs and

agenda for meetings (i.#., EPA and

NAS), Notices of chan
tions of the Clean r Act,Notices

of Proposed Rule chfinges relating

to the Act.

b. Federal Wafger Pollution Con- |Retention:\ Retain 25 years.
trol Act. Fjlle contains documents

and data refating to the entire Disposition: \ Break file at
Act, sectjons of the Act, and in- |the end of 20 years. Keep
terpretafions and implementation ofjin office 1 add\tional year,
the A Such data are presented |then send to Federal Records
in tie form of memos, reports, Center. Keep in WRC for 5
newspaper and magazine articles years, then destr

and correspondence. Subjects

| |

TN
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RECORDS CONTROL SCHEDULES
RECORDS MANAGEMENT

Retention Period

Item |Name and Description of Record/Fild and Disposition

consist of meetings and agenda for
meetings (i.e. EPA and NAS),Noticed
nges in sections of the
FWPCA,\Notices of Proposed Rule
changes\relating to the Act.

c. Federdl Insecticide, FungicidejRetention: Retain /25 years.
and RodentXdide Act. File con-
tains documeyts and data relating |Disposition: Byeak file at
to the entireNAct, sections of the|the end of 20/ ears. Keep
Act, and interpxetations and im- |in office 1/Additional year,
plementatiocn of e Act., Such then send f£o Federal Records
data are presented\in the form of |Center. /Keep in FRC for 5
memos, reports, new\paper and maga: then destroy.

zine articles, and cdrrespondence.
Subjects consist of meetings and
agenda for meetings (i.
NAS), Notices of changes
tions of the FIFRA, Notic
Proposed Rule changes relatin
the Act.

d. Refuse Act,
(1) Contains docupbnts rela- \Retention: Permanent,
ting to the developm v
Refuse Act Permit Pybgram, covers osition: Break file
| r completion of action
rmination of program.
ce in program en~ |Keep Xn office 1 additional
for computer proc- en send to Federal

citizen assist
forcement, pl

gram, settjhg up conference hear~ |for 15 yaars, then offer to E
ings, and/developing standards. 1 Archives.

Correspofidence and reports relative
to the/application and enforcement
of th¢ Refuse Act of 1899. Docu-
ments and data relate to complaintT

TN
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Item

|Name and Description of Record/File

Retention Period
and Disposition

from States about pollution, re-
spynse from offenders (polluters),
not\ce of enforcement action, re-
recommendations to file

uit, checklists in support
ent action, attempts to
get offerMers to file acceptable
permits, 1N\ igation reports,
notices of Iwgal action (to offend-
er).

(2) Contains\documents pertain-

Retgfition: Retain 10 years

ing to EPA attemptd to restrict

pollution through t use of the
Refuse Act. Records file con-
sist of such items as: \Checklis
in support of water polljtion
actions, summary factshee
imaries of action of review

interpretations
of the regula-
are presented in
the form of memps, reports; news-—
paper and maggzine articles and
correspondenge.. Subjects consist
and agenda for meetings,
proposed changes to the

described above an
and implementatio
tions.

Disposition:

;ﬁfer completion of case.

Break file
upon completion of case.
Keep in office 1 additional
year, then send to Federal
Records Center. Keep in
FRC for 9 years, then de-
stroy.
Retention: Retain 25 years.
isposition: Break file at
e end of 20 years. Keep
in\office 1 additional year,
send to Federal Records

Keep in FRC for 5
then destroy.

TN
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RECORDS CONTROL SCHEDULES
RECORDS MANAGEMENT

Retention Period

Item [Name and Description of Record/File o
and Disposition

5. Cqntract and Grant File.

a. tate. Contains documents per-Retention: Retain 10
taindNg to grants and contracts, [after completion or ¥ermina-

grant d contract proposals, moni-tion of contract grant.
toring wsrk on grants and con-
tracts, stytistical sampling tech- [Disposition: reak file

niques, mindgg and milling, legis- jupon the cpdpletion of con-
lative prograh, International tract or/grant. Keep in
Joint CommissioR, fishery servicesjoffic additional year,
sea water qualitZ\criteria, in- send to Federal Records
dustrial waste studjes (by name of [Cghter. Keep in FRC for 9
industry). Included\are copies ofAyears, then destroy.

proposals, procurement
and purchase orders,

b. Commercial and stitutional NRetention: Retain 10 years
Contract and Grant/File. Consists |Xter completion or termina-
of contracts and frants proposed ti of contract or grant.
by or negotiate¢/ with commercial
or industrial groups or institu~ (DispoXition: Break file upon
tions such agfcolleges and hospiuﬁithe completion of contract or
Records conghst of proposals, con-|grant. eep in office 1 addi~
tracts, reyiews, comments, requestdgtional yeAdr, then send to

for propodals, procurement re- Federal Redprds Center.
quests, purchase orders, and Keep in FRC Xor 9 years, then
congregsional inquiries. destroy.
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RECORDS CONTROL SCHEDULES RECORDS MANAGEMENT

Retention Period

Item |Name and Description of Record/File and Disposition

/g, 6. [Abatement Commitment Letters(ACL's).[Retention: Retain 20 year
Requests to and responses from after completion of actiof.
induxtrial organization and munici-

|palithes in regard to their pro- Disposition: Break fj

grams dRd commitments to reduce upon the completionAf ac-

. regional ogmmitment programs.

(9. 7.o] Enforcement. ins documents Reten Retain 2 years
and publications use¥ as source completion of publi-

documents and material\ for putting on.
together the EPA Enforc
book "First Two Years." isposition: Break file
and data relate to history\of air after completion of publi-
cation. Keep in office for
grams (briefs), State laws, c¢ 2 years, then destroy.
cial organization background
rial, litigation history, F
. . A Mvvé.‘ AL Lo
/1335,1 'tf:,’{;oectf—— Zv-m}/\/v\ Lo m,?«.' .

a. Air.

(1) Contains dofuments pertain-
ing to the interimfrogram for con-
trolling air pollyftants. Documents ion: Break file
and data relate £o statements of hpon compMetion of program.
program, analygis of State laws, Keep in office 1 additional
interim authofization, various pro- [ear, then ¥end to Federal
gram and auphorities, statement fromRecords Centdr. Keep in FRC
Attorney Ggneral. for 19 years, Xhen destroy.

Retain 20 years.

~
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RECORDS CONTROL SCHEDULES

Item

Name and Description of Record/File

Retention Period
and Disposition

(2)
ing Xo EPA's enforcement of indus~-
trial\and municipal compliance with
clean a&jr regulations and standards,
Documentd include background study

and surveillance reports, violation
notices, prdgs releases, and com—

pliance orde

[
$. Water.

(1) Contains documents per-

Contains documents pertains

Disposition: Break fife

Documents and data relate t
ment “of program, analysis of
laws, interim authorization,
ous programs and authoriti
statements from Attorney

(2) Contains docdments per-

[

e |

|
|
!

taining to EPA's enforcement of
industrial and munfcipal compliance
with clean water fegulations and
standards. Docyments include back-
ground study gfid surveillance re-—
ports, violayion notices, press
releases, d compliance orders.

Retention: Permanent.

upon the completion #f ac-
tion. Keep in office 3
additional years/ then send
to Federal Recgfds Center.
Keep in FRC r 15 years,
then offer #o the National

tention: Retain 20 years.
Disposition: Break file

upon completion of the pro-
gram. Keep in office 1 ad-

‘ditional year, then send
{ to Federal Records Center.

Keep in FRC for 19 years,
hen destroy.

Permanent.

ition: Break file
upon thd completion of ac-
tion. Keep in office 3
additional\years, then send
to Federal cords Center.
Keep in FRC £ 15 years,
then offer to e National
Archives.




, . . MANUAL
APPENDIX B
RECORDS CONTROL SCHEDULES RECORDS MANAGEMENT
Item {Name and Description of Record/File Reten?ion Pe¥iod
P and Disposition
(3) Contains documents and Retention; Permanent.
data xelative to the measurement of]
“ mercurN\in water, the effect of Disposition: Break file at
mercury sea life and its effect jthe end of 4 years/ Keep in
on consumeXg, controls to prevent pffice 2 additiopél years,

polluting waXers with mercury, and {then send to Federal Records
compliance by ‘Qompanies, Center. Keep/An FRC for 15
wvears, then gffer to the
National Aptchives.

(?B(Publications, textbdpks, and Destroy/or dispose of when
similar reference data record/ material has been sent

J.~ 0il Spill. Action taked to
make industrial and commercia
organizations recognize and res ndGQRoutine Cases. Retain 20
to their responsibility to cle §ears after completion or
and prevent oil spills. Recofds termination of case. =
consist of State and Federa invest-‘:‘\:ha

igation reports, geographif area IWandmark Cases. Permanent.
maps, reports and referrgl of oil [{cask
@' spill cases to the U.S./Attorney, WAdmin

notices to Coast Guard for hearings
on oil spills.

s designated by the EPA
hstrator as Landmark or
preced

to Federal
Keep in FRC
e L)

vear, then seny
Records Center.
for 19 years, 2
Ehe-Natiomal—Archixgs.—IF
Df_ﬁe:r_. prgrr— Ty

——— v -

ehiveast |
Bestroy routine cases.vffkr :
2. [;&andmar cases To Akghives.
! . Contains documents Retention: Retain 20 yeags. {
ertdining to the control of emis- t
ions from automobile engines. Disposition: Break file upon
ocuments and data relate to completion of the program. ,

™ IR

ety
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RECORDS CONTROL SCHEDULES

Name and Description of Record/Filé

Retention Period

Ttem and Disposition
skatement of program, analysis of {Keep in office 1 additio
State laws, interim authorization, |year, then send to Fedeyal

Records Center. Keep/Ain FRC

for 19 years, then stroy.

Retention: Re¥ain 5 years

after complefion or termi-

nation of g#ase.

Disposjfion: Break file upon
ing to standards and sSgmple contenfjcomplf€tion of the case. Keep
discovery of violations gnd en- in #ffice 1 year, then send
forcement of activities. ile Federal Records Center.
contains such records as: s eep in FRC for 4 years, then
collection reports, retailer destroy.
purchase orders for product sh
ment from which samples were
package labeling, lab analy
ports, case reviews, lett
manufacturers and charge
and manufacturer's rep.

8. |Conferences, Hearing§é, and Task
Forces.
a. Interstate Maters and Confer- [Retention: ermanent.
épce File. FHle contains docu-
ments pertajfiing to an interstate |Disposition: reak file after
body of wafer, and a State and the completion conference
T Federal offort to make or keep it |and related compNance and

ocuments and data con-~

in the file concern the
strative aspects of enforce-
ment/, the social and economic
fortes acting both for and against
cléanup, the development and appli-

clean.

legal action. in office
1 additional year tken send

to Federal Records Canter.
Keep in FRC for 15 yedrs, then
offer to the National

cation of rules fov SSTGblishjﬁS/

!
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Item

Name and Description of Record/File

Retention Period
and Disposition

maintaining clean water conditions,

Each
into 8

he)
]
o]
oo
H
®
n
3}
~
1]
)
Q
¥

Violation Notice, report
penditures in compliancg

Legislation (Report of
Committees on Sanitary
Act, draft of proposed

State/ and Federal Legislation); -

(6) Litigation (State and
Federal court actions and opinions
and decisions);

TN
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RECORDS CONTROL SCHEDULES

Item

Name and Description of Record/File

Retention Period
and Disposition

(7) Newsclippings
pers concerning conference);

(Such subjects as
river damageén water pollution con-

trol).

Ib. Conference Trawscripts — Water.

(Clips fromn

Retention: Psrmanent.

Complete verbatim regord of confer-
ence including charts \pictures,
reports, and other exhib¥ts.

c. Conference Proceedings Print-
ed and bound copies of nayfrative
reports relating the profeedings
of each conference. Cogfitain some
exhibits.

Dispositi

Keep in FRC for 15
offer to the Nation
Destroy duplicates when record
copy sent to FRC.

: Break file after
the complietion of conference
and reflated compliance and

legg? action. Keep in office
1 #dditional year then send
Federal Records Center.
Keep in FRC for 15 years,then
fer to the Natiomal Archives,
Dextroy duplicates when record

Retentiyn: Permanent.

: Break File after
the completdpn of conference
and related cgmpliance and
legal action, eep in office
1 additional yeay, then send
to Federal Recordg Center.
ears, then
Archives.

d. Confefence Summary Reports - Retention: Permanent.
Water. ummary writeup of each
conferefice. Disposition: Break file aXter

ithe completion of conferenc

TN
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Item

Name and Description of Record/Filg

Retention Period
and Disposition

#\w

e. Model 1975 ahd 1976 Autbmotive,

and related compliance an
legal action. ZKXeep in office
1 additional year, the
to Federal Record Ce
Keep in FRC for 15
offer to the Natipfial Archives.
Destroy duplicajés when re-
cord copy sen{p/to the Ar-
chives.

Retentigrd: Permanent.

Emissioft Neggewsm < 1975 Hydrocar-

bons and 1976 Nitrogen Oxidel
tains documents and ta relating
to case made by major
manufacturers for a suspension of
requirements to meet EPA
stahdards established for
1976 model cars. Documents

f. Conference Recoplds - Abatement

Con-+

Dis sition:QQKeep in office
foy 5 years. After comple-
on of edit and assemply,
then send to Federal Records
Center. Keep in FRC for 15

years, then offer to the

nsistNational Archives.

Destroy all duplicate copies
1 year after originals sent
to FRC.

t&@ention: Permanent.

Actions. Contains/documents per-

taining to the defelopment, arrangeDdis

sition: Break file at

% ment, and condu of air pollution|the cympletion of confer-
conferences infultistate areas. ence and related compliance
Documents relfte to recommenda- and leg action. Keep in
tions made d actions taken by office 1 ‘edditional year, then
conferenceg’, Documents maintained|send to Federal Records
in docket/folders which contain Center. Ke in FRC for 15
correspoffdence, historical logs, years, then &ffer to Archives.
newspaper clippings, hearing tran-
scriptg, photos,and films.

TN ’
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APPENDIX B

RECORDS CONTROL SCHEDULES

Item

&ame and Description of Record/Fild

Retention Period
and Disposition

Conference Technical Reports -

Retention: Permanent.

§¢ationary Sources. Reports is-

inews clippings

prior to conference. Re-
cover the history of prob-

h. Conference Reco

Disposition:

Break fil
the completion of Con
Report.
appropriate Confer
ords. Destroy e
after sending

Permanent.

Stationary Sources.
recommendations developwd by the
National Air Pollution Coxtrol
Administration.

of getting municip
dustries to reduc
ords consist of

pollution. Rec
ress releases,

drafts of proceed-
ings, status Feports, and corre-~

spondence.

Break file upon
completion of Conference
commendations. File two
copies with appropriate Con-
ference Records, Destroy ex~
tra copies after sending Con-
ference Records to Federal
ecords Center.

Retention: Retain 10 years

: Break file at
the end of “conference. Keep
in office 1 Rdditional year,
then send to Nederal Records
Center. Keep ix FRC for 9
years, then destXxoy.

TN
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Item

Name and Description of Record/Fils

Retention Period
and Disposition

2l

j:\\yughes Task Force. Contains
documents pertaining to the work

(1972).
0 implementation of

a. State Permit Program.
tains documents pertaining

b. Early Permit Progr
tains records relatin
standards and guidelij
for comment, data s
puter) for permit
of permit applic

es sent out
tems (com-
rogram, drafts
ion form.

1 Program - Studies

of pending and proposed
Documents and

Retention: Retain 20 years
after completion of confepbnee.

Disposition:
the end of 1973.
office 1 additio
send to Federa
Keep in FRC
destroy.

year, then
ecords Center.
r 19,years, then

Retenfion: Permanent.

DjfSposition: Break file after

/Wompletion or change in Permit
Program. Keep in office 1
additional year, then send to
Federal Records Center. Keep
at FRC for 15 years then

fer to National Archives.

tion: Retain 20 years
DisposYtion: Break file at
the endN\of 1973. Keep in
office 1\additional year,
then send Yo Federal Records

Contains documents

ments /and data related to efflu-
ent limitation guidance, develop-
ment of industrial guidelines,

enevgy cvisis fish fovms.

Center. Ke in FRC for 19
years, then destroy.

Retention: Retein 10 years
Disposition: Break file at

the end of 2 years) Keep in
office for 1 additiqnal year,
then send to Federal\Records
Center. Keep in FRC for 7

i

vaars. then dastrov.

TN
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RECORDS CONTROL SCHEDULES

Item

Name and Description of Record/File

Retention Period
and Disposition

21,‘ 10-

~Q

hagardous substances, meetings with
Stade and industrial leaders, leg-
islatiye evaluations, standards,
ocean dwuping, water strategy,
state implementation. Documents
pertaining Wwrimarily to technical
aspects of the Water Quality Pro-
gram. Documentg and data relate
to such items as“effluent limita-
tion guidance for PP by industry
state progress with pxgogram, con-
tracts for industrial waste studiesg
river basin studies, compPyter
printout of major discharg
effluents.

&,
V&

180 Day Notice File - Water.

a. Offdicial,

o reevaluate

effluents, lettg’
officials and/
(complaints){ hearings and fact

finding repbrts, memos to Adminis-
trator fgf issue of 180 Day Notices}
news refeases and clippings, trans-
criptg/of informal hearings con-~
ductegd by EPA under Sec.,10(c)(5)
of ¢he Federal Water Pollution Act.
FiYe also contains affidavits of

service, EPA opening statements and
‘summary of hearings.

Retention: Permanent.

{s osition:@QBreak file after

request to ifor 15 yegrs, then offer to

companies permitg/to discharge (??Destroy all \Juplicates when
record copy sgnt to Records
interested citizens |Center.

™
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Item

Name and Description of Record/Fik

Retention Period
and Disposition

ll.

12.

Other (Water Reference File).

Retention: Retain 10 years

tains data on notices issued
rganizations (industrial and
regarding water pollution.
ation given 180 days to
develop\and present plan for halt-
ing or raducing pollution., Re-
cords cons¥st of background data
on offense d offenders, notices
to take corrextive action, reportg
on plan and staus of implementa-
tion.

Summary Report on tke Quality of

after completion of case.

Disposition: Break fi
upon completion of cage.
Keep in office 1 additional
year, then send to”Federal
Records Center. /Keep in FRC
for 9 years, en destroy.

Permanent.

Interstate Waters. ile contains
descriptive data relating to an
interstate river or bodW\of water

delays in abatement, agtion of
agencies, schedule fof proposed

action. Folders algo contain
correspondence re}ating to the
reports.

Emission Co ol Program. Con-
tains docupents pertaining to the
developmefit, application, and
suspengdon of guidelines and

for better controlling the
emigsions from automobile engines
File contaims documents and data
relating to: ADVISORY CIRCULARS

sposition: Break file after
completion of the report.
Keep in office 1 additional
yvear, then send to Federal
Records Center. Keep in FRC
for 15 years, then offer to
the National Archives.

Retention: Retain 10 years.

Dispositdon: Break file at

the end ol 2 years. Keep in
office 1 ad{itional year, then
send to Fedexal Records Center.
Keep in FRC fRXr 7 years, then
destroy.

TH
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RECORDS CONTROL SCHEDULES

Item

Name and Description of Record/Fi

Retention Period
and Disposition

(pxgposed EPA engine configuration

tion, dogation of conformity cer-
) ~-- FORD FLAP MAINTE-

withdrawal of \}973 application for
certification, hegquest for full
certification rep to Justice)-——-
FORD COMPANY CV 7 §ord disclosure

of unauthorized mainkenance, com—
plaint for injunction gnd monetary
relief) --- SUSPENSION SUIDELINES
(procedure for suspensiom\of
guidelines, manufacturer's\request
for pubiic hearing, respons
requests to make statement at
public hearing, court order,
treatment of confidential ipho
tion). Documents pertainifg to
the design and operationf pro-
grams for mobile units
in production or are planned for
production. File cofitains docu-
ments and data relgting to:
LABORATORY TEST ANALYSIS

{emissions —-- s content, evalu-
ations and copfients) —— DEFECT
DEVICES (poldcy relative to de-
vices used/to circumvent EPA

s, violations and pen-
alty) —# GENERAL AND CONTROLLED

EMISYION (reports and discussions
reggrding change in standards and
regulations) -- SUSPENSION GUIDE-~

TINES ~— COMPANY DATA (hackground

TN
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Item

Name and Description of Record/File

Retention Period
and Disposition

a on various auto and engine
manWfacturing companies). Con=
tains\ documents pertaining to

parts d alterations to vehicles
or motory already in use. File
contains cuments and data rew

lating to: VISORY CIRCULARS
(data on antNrust actions)--
CLIPPINGS (way§ to prevent air
pollution -- STANDARDS AND TEST
PROCEDURES (Califgrnia exhaust
emission tests) —--\CITIZEN CORRE-

for repair or alteration,
plan) —- STATE INSPECTION
—— REGIONS (delegation o
ity, role of region in Anforce-
ment, organization.

a. TFuels and Lea Regulations ~\Ré\tention: Retain 10 years.

and Noise Pollutfon File. Con-
tains documen
rule making
and data r
TRATION

ct, methods, hearings) ---
LS (waste o0il report, speech
2t gas tax conference, additive,
composition, state inspection
program, small refiners) —-- WIT-
NESSES (waiting to testify, list

pertaining to Dis
or fuels. Documents|the eNd of 2 years. Keep in
ate to: FUEL REGIS- joffice
. LEAD REGULATION (lead |send to
ons and National ResourcegKeep in
e Council, test, health destroy.

of witnesses). Documents pertaint

1qg;$a’th< development and

sition: Break file at

additional year, then
ederal Records Center.
C for 7 years, then

TN
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Item

Name and Description of Record/FilJ

Retention Period
and Disposition

RULINGS -%- IMPORT DATA SYSTEM --

appNication or regulations and
standards governing vehicles and
imported for sale/use.

s relate to: PENDING
MISSIONS —~~ CUSTOMS

IMPORT EXENMPTION POLICY ——- IMPORT
MODIFICATION§ AND APPROVALS —--

GREY MARKETERS, —- OPERATION AND
APPROVAL OF TESY VEHICLES ---

EXEMPTIONS AND WAJVERS. Contains

documents pertaini to noise
abatement for land

pollution. Records and data re-~
late to: NOISE (Motor
noise analysis, aircraft

planning, low noise emissio
ucts, railroad noises) --

ing regulations group \\\\
b. Import Declar Re¥ention: Retain 12 months.
Vehicles. ade up primarily

of completed c#dpies of the form,

egulations (EPA Form
. Occassionally a
ration of Conformity and
copy of HEW Regulation are
tached to the EPA form. The
EPA form 3520-1 serves as the

Dispogition: Break file at
"Importation/Of Motor Vehicles end o
hicle Engines subject|{12 addikional months, then
Vehicle Pollution destroy.

month. Keep in office

TN
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l Retention Period

Item Name and Description of Record/File . .
and Disposition
sorce document for the automated
processing of motor vehicle import
data.
c. Code\Sheets for Import Decla-|Retentiont Retain 12
ration - WMoses Code Sheets".
File made uR of the '"MOSES" Code |Disposition: BreakK file at
Sheet-EPA Hq\ Form 1780-3) which |end of month. ep in office
is used to make the coded data 12 additional amonths, then
entries from th& EPA Form 3520-1. jdestroy.
d. Imported Vehicl® Identifica~ |Retentio Retain 12 months.
tion Numbers. Listi
ported vehicle and enghpe numbers|Dispogition: Break file at
supplied by foreign manufacturers|end Af month. Keep in office
or U.S. distributors. additional months, then
estroy.
e, Imported Vehicle Conformit Retention: Retain 4 years.
Certification. Letters, affi
davits, and invoices descril isposition: Break file at
modifications to vehicle/eggine, e end of 2 years. Keep
and certifying conformity/of EPA |[inM\office 2 additional years,
standards. Agreement t
for resale or cancell
order because of in
make modifications
TN






