
NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 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Some items in this schedule are either obsolete or have been superseded by new 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These items, unless subsequently superseded, may be used by the agency to 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SUPERSEDED AND OBSOLETE ITEMS 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They are superseded, obsolete, filing instructions, non-records, or were lined off and 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Item 1b was superseded by N1-412-06-006 EPA chapter 006 

Item 3 was superseded by N1-412-07-002 Item 5 and N1-412-08-016 

Item 4 was superseded by N1-412-07-053 item 3 (schedule 674) 

Item 5 was superseded by N1-412-07-053 item 4 (schedule 675) 

Item 6a was superseded by NC1-412-84-02 (see page 2 of its appraisal report) 

Item 6b was superseded by N1-412-07-053 item 5 (schedule 676) 

Item 7a was superseded by N1-412-07-002 item 6 

Item 7b was superseded by N1-412-07-002 item 6 

Item 7c was superseded by N1-412-07-002 item 6 

Item 8 was superseded by N1-412-06-006 EPA chapter 003 and N1-412-06-012 

Item 9 was superseded by NC1-412-83-02, item 9 

Item 10 was superseded by NC1-412-83-02, item 10 

Item 12a was superseded by N1-412-07-016 

Item 12b1 was superseded by N1-412-07-016 

Item 12b2 was superseded by N1-412-07-016 

Item 13a was superseded by NC1-412-76-010 and N1-412-07-017 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NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Item 13b1 was superseded by N1-412-07-016 

Items 13b2 through 13b4 were superseded by N1-412-07-018 

Item 13d was superseded by N1-412-07-020 

Item 18 was superseded by N1-412-07-021, item 3 

Item 19 was superseded by N1-412-07-021, item 4 

Item 20a through 20c was superseded by N1-412-07-021, item 5 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

(See Instructions on Reverse) 

TO, GENERAL SERVICES ADMINISTRATION, 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, D.C. 20408 

l. FROM {AGENCY OR ESTABLISHMENTJ 

Environmental Protection Agency 
2. MAJOR SUBDIVISION 

Enforcement and General Counsel 
3. MINOR SUBDIVISION 

4. NAME OF PERSON WITH WHO TO C 

Mr. Harold Masterst 
6. CERTIFICATE OF AGENCY REPRESENTATIVE: 

5. TEL. EXT. 

755-0840 

JUN 6 1974 

NC 174-25 
NOTIFICATION TO AGENCY 

In accordonce with the provisions of 44 U.S.C. 3303a the dis· 
posal request, including amendments, is approved except for 
items that may be stomped "disposal not opproved" or "with~ 
drawn" in column 10. 

Date 

I .Qe;-eby certify that I om authorized to ad for this agency in matters 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 Chief, Administrative Management Br. 
(Date) (Signature of Agency Representative) (Title) 

7. 
ITEM NO. 

8. DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

, ... .,_, 

Enforcement and General Counsel 

Descriptions and retention for General Counsel Items. are attached 

Descriptions and retention for Enforcement Items 
are attached 

' 

"Ii'+~ r.¥ 

STANDARD FORM 115 
Revised November 1970 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 
II S-105 
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U.S. ENVIRONMENTAL PROTECTION AGENCY 

RECORDS CONTROL SCHEDULES FOR THE OFFICE OF 

ENFORCEMENT AND GENERAL COUNSEL 

Retention Period
Item Name and Description of Record/File and Disposition 

l. Program Development 

a. Contains docu~ents relat to 
tt:ajor policy, program development 
and direction, and other records 
used in the management of the 
program. 

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

I 
I Retention: ~erwanent. 

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 offc:r to 
National Archives. 

Retention: Retain 10 
years .

. I 
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 

X1 years, then destroy. 

, 



W' 1 
Item 

2. 

3. 

5. 

N~me and Description of Record/File 

Job Applications - Attorneys. 
Solicited and unsolicited appli­
cations for jobs as attorneys in 
EPA. Records consist of letters 
requesting jobs, resumes and 
photos, interview notes and 
comments. 

Environmental Stat~ments. 
Reports received from other 
agencies relating to ·che effects 
on the immediate community envi­
ronment. Reports used for 
review and comment. 

Legal Interpretations and Opinions 

a. Requests for and responses to 
requests for legal interpretations 
and opinions relative to the intent 
and application of environmental 
laws ann regulations. 

b. Background material including 
letters, memos, laboratory reports, 
Federal Register clippings, and 
excerpts from court transcripts. 

Litigation. 

a. Clean Air Act, Federal Water 
Pollution Control Ac~, ~nd Federal 
Insectici.dc, Fu1:~~icide and !{odcn­
ticide Act. Proposed, pending, 
and existing legal action involving 
EPA/State Units vs. Citizen, City, 
or Industrial/Commercial groups. I Keep in office ,1 addi­
Records consist of notices ~f I tional year, theu send to 
acllon, petiticns for re~:ie':•l, I Feneraf Records CeT1.ter. 
stipulations, complaints, su:::monses, I Keep in FRC for 9 years, 
exhibits, copies of State and then destroy.I 
Federal .:ic ts, and court opinions. 

I 

. l"lp . ,"etent1.on er1.o!. 
and Disposition 

Retention: Retain l year 
after review and 
evaluation. 

Disposition: Break file 
at the end of 6 months. 
Keep in office 6 addi­
tional months, then 
destroy. 

Retention: Retain 1 
year after completion of 
review. 

Disposition: Break file 
upon completion of review 
and comment. Keep in 
office l additional year, 
then destroy. 

Retention: Permanent. 

Disposition: Break file 
upon the expiration, 
amendment, or revision 
of an Act or Regulation. 
Keep in Office 30 years, 
then offer to the 
National Archiv~s. 

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. 

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

Disoosition: Break file 
upon co~pletion cf case. 

https://Insectici.dc
https://etent1.on
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Retention PeriodName and Description of Record/FileItem and Disposition 

b. Contracts and Grants. Concerns Retention: Retain 10 
legal actions related to goods or years after completion or 
services under contract or grant termination of case. 
to EPA. Reccrds consist of com­
plaints, summonses. briefs, motions, Dis?osition: Break file 

. and correspondence relatt=d co the upon conpletion or ter­
action. mination of case. Keep 

in office l additional 
year, then send to Federal 
Records Center. Keep in 
FRC for 9 years, then 
destroy., 

Retention: 
taining to legal actions or court 
eases in which EPA is either the 

c. Other. Contains documents per­

(a) Routine cases. Retain 
plaintiff or defendant. Documents 20 years after completion 
and data relate to all facts.of a or termination of case. 
case such as technical aspects, 
witnesses, publicity, preparation, (b) Landmark cases. Penna­TL nent. (Cases designated·and processing of legal papers 
(briefs, motions, depositions), by the EPA Administrator 
internal and external correspond­ as landmark or precedent 
ence r~1Rtiv~ ~~ status and settle­ a-:tions.) 
ment, work papers, and notes, etc. 

Disposition: Break file 
upon completion or ter­
mination of case. Keep 
in office 1 additional 

S ef iHi\~to ll\\t'ie c:as.eS year, then sen~to the 
-Federal Records Center. 

lall\J ~<h•k ~ase~--- Keep in FRC for 19 

Development and Enforcement of Air 
and Water Standnrds b·v Stntes. 

a. Air. Submission, progress, 
and status of clean air standa~ds 
being enacted into law by States 

- - -and Territories and submitted to 
EPA for revie\.r and appcoval. 
Records consist of lccters 
requesting legc~l' interpretations 

..anst 02inions. c9pj.es _~_f _State~--__ 
acts or progr::rns, re:;1.on.a I ofuce ---
reviews and con~ents, and tech~ 
nic<1 l reviews. 

years, 
then destroy roueine cases. 
Offer Landmark cases to 
Archives. 

Retention: Retain 12 
years after completion of 
program. 

Disposition~ Break file 
upon completion of pro-
gram. Keep in office 1 
additional year, then send 

- - to-Feciera CR.ccords-'"Center. 
Keep in FRC for 11 years, 
then destroy. 

https://facts.of
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Itetr. Name and Description of Record/File 

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 Governors approving 
action by States to clean up a 
water body, press releases, State 
publications on pollution 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 per~it program, development 
of State clean waccr a~ts ana 
agencies to moni~or and enforce 
them, cases referred by EPA to 
Justice for action. 

Regulations.7. 

a. Cle~n Air Act. File contains 
documents and data relating to 
the e~tire Act, sections of the 
Act, and inLerpretations and 
implementation of the Act. Such 
data are presented in the form 
of memos, reports, n~~spaper and 
maga:::inc- articles, and corres­
pondence. Subjects consist of 
rueetings and ag~nda for ~e~ti~;s, 
Notices of ch~nges in sections o~ 
the Clean Air Act, Notices of 
Proposed R..lle changes relating 
co che Acc. 

Retention Period 
and Disp0sition 

Retention: Retain 12 
years after completion 
of program. 

Disposition: Break file 
upon completion of pro­
gram. Keep in office 
1 addi~ional 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-- ~ ,... .. .. . . ,. .,
o::rice "- a•..:.u1.t. . .LV1121.. 

years, then send to 
Federal Records Center. 
Keep in FRC for 15 years,,. 
then offer to National 
Archives. 

Retention: Retain 25 
year::;. 

Disposition: Break file 
at the end of 111,(years. 
Keep in office 1 addi­
tional year, then send 
to Federal Records 
Center. Keep in FRC for 

~4 years, then destroy. 

,. 



---,..!y._...,_________________,,_,\_.,_'-

Item Name and Description o'f Record/File 

b. FcJeral Water Pollution 
Control Act. File contains 
docunients and data re la ting to 
the entire Act, sections of the 
Act, and interpretation~ and 
implementation of the Act. Such 
data are presented ir. the form of 
memos, reports, newspaper and 
magazine articles a~d correspond­
ence. Subjects consist of meet­
ings and agenda for meetings, 
Notices of Proposed Rule changes 
relating to the Act. 

c. Federal .Insecticide, Fungicide, 
and Rodenticide Act. File contains 
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 m~etin~s and 
agenda for meetin·;s, Not::.ces of 
changes in sections of the FIFP-A, 
Notices of Proposed Rule changes 
relating to the Act. 

d. Refuse Act. 

(1) Contains documents relat­
ing to the development of the 
Refuse Act Permit Program. Covers 
such things as the Pe:nr.it 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. Corr~spondence and 
reports r.: la tbe to the applica-. 
tion and enforcement of the 
Ref•Jse Act of 1899. Documents 
and data relate to complaints 

Retention Period 
and Disposition 

Retention: Retain 25 
years. 

Disposition: Break file 
at the end of ~$years. 
Keep in office 1 addi­
tional yEar, then send co 
Federal Records Cen:er. 
Keep in FRC forl4 years, 
then destroy. 

Retention: Retain 25 
years. 

Disposition: Break file 
at the end of Mfyears. 
Keep in office 1 addi­
tional year, then send 
to Federal Records 
Center. Keep in FRC 
1:1"11'.'"'4 ~•':?~!"S, f"hon 

destroy. 

Retention: Permanent. 

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

5 
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Item Name and Description of Record/File 
Retention Period 
and Disposition 

fzom States about pollution, 
respons0 from orfenders (p0llut­
ers), notices of cnforce~ent 
ac ticn, i-c gicna l recor::menda tions 
to file civil Rnit, 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 items as: 
Checklist in support of water 
pollution a·ctions, 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 ;::cit :.cc ~·.::::i-2d :;.:, 
the acts described above, and 
interpretations and implementa­
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 agenda 
for meetings, Notices of 
changes in the. regulations. 

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: Retain 25 
years. 

Disposition: Break file 
at the end of SS"years. 
Keep in office 1 addi­
tional year, then send 
to Federal Records J 
Center. Keep in FRC for:;,,,. 
J years, then destroy. 

8. Contract and Grant File. 

a. State. Contains documents 
pertaining to gr~nts and con­

Retention: Retain 10 
years after completion 

tracts, grant and contract 
proposals, monitoring work on 
grants and contracts, statisti­
cal sampling techniques, mining 
and milling, legislative pro­
gram, international joint 

6 

or termination of con­
tract or grant. 

Disposition: Break file 
upon the completion of 
contract or granc. 
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Item Name and Description of Record/File Retention Period 
and Disposition 

commission, fishery services, Keep in office 1 addi­
sea water quality criteria, tional year, then send 
industrial waste studies (by to Federal Records 
name of industry). Included CEnter. Keep in FRC 
are copies of State antipollu­ for 9 years, then 
tion acts, guideline for obtain­ destroy. 
ing grants, comments from 
Congres5men, review of proposed 
grants, copies of contracts and 
agreements, and requests for 
proposals, procurement requests, 
and purchase orders. 

b. Commercial and Institutional Retention: Retain 10 
Contract and Grant file. Consists years afte·r completion 
of contracts and grants proposed of contract or grant. 
by or negotiated with commercial 
or industrial groups or institu­ Disposition: Break 
tions like colleges or hospitals. file upon the comple-
Records consist 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 inquiries. Center. Keep in FRC 

for 9 years, then 
destroy. 

Pstent Develop~ents and Interpre­ Retention: Retain 15 
tations. Consists of documents­ years after completion 
pertaining to patent rights on or termination of ~on­
contracts and grants awarded by tract or grant. 
EPA. Documents consist of copies 
of the contracts and proposals, Disposition: Break-tile 
invitations to make proposals, upon the completion or 
disclosures of inventions, affi­ termination of contract 
davits, patent statements, waivers, or grant. Keep in office 
correspondence between corn:ractors 3 additional years, then 
snd EPA and within EPA developing send to Federal Records 
the grounds for understanding Center. Keep in FRC fer 
licensing agreements. 12 years, then destroy. 

10. Disclosure of Inventions made Retention: Retain 17 
under Grcrnls, C::.>,1tracrs, ;and by years after completion 
EPA emo lovee s . Cur~s is ts of-docu­ or tenninati•:>n of r::roi-• .., 
ments disclosing inventions made ect or program~ 
by contractors, grantees, and EPA 

7 
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Item 

11. 

12. 

Name atd Description of Record/File 

employees. Fiie consists of 
patent applications. correspond­
ence with patent office and inven­
tors, power of attorney, invention 
disclosures, notices of reference 
citations, lists of foreign 
pa tents. 

Abatement Commitment Letters 
(ACL's). Request to and response 
from industrfal organizations and 
municipalities irr regard to their 
programs and commitoent to reduce 
pollution. Records also pertain 
to regional commitment programs. 

Development and Enforcement of Air 
and Water Standards by States. 

a. Air. Subniss i-::m, pco2:ress, and 
status of clean air standards being 
enacted into law by States and 
Territories and submitted to 
EPA for review and approval. Records 
consist of letters requesting legal 
interpretations and opinions, copies 
of S.tate 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 

.,. 
Retention Period' 
and Disposition 

Disposition: Break file 
upon completion or ter­
mination of project or 
program. Keep in office 
3 additional years, then 
send to Federal Records 
Center. Keep in FRC for 
14 years, then destroy. 

Retention: Retaiu 20 
years after completion 
of action. 

Disposition: Break 
file upon the compl€­
tion of action. Keep 
in office 1 additional 
year, then send to 
Federal Records Center. 
Keep in FRC for 19 
years, then destroy. 

Rete~tion: Retain 12 vertrs 
after completion of pro~ram. 

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

Retention: ~etain 12 years 
after completion of program. 

nisuosition: Break file upon 
completion of program. Keen 
in office 1 additional year, 

I
interpretations <'1.nrl opinions, copies Ithen send to Federal 'Records 
of State acts or progra~s, regional Center, Keen in RC for 11 
office reviews and comments, and years, then destroy. 

8 



Act. reak4. at 
aai:a r ena of 2 Keep 

sections office,).,,ad 
~' n n seµ<i to Fed 

tion o - L ■ Keep in FRu 
presen , then destroy. 
report 
arti 

r:s ana 
e ~ 

. and 

Retention PeriodItem ~·fome and Description of Record/Fil 
and Disposition 

technical reviews. Lett~rs to Gov­
err.ors arp:-oving action by State 
to clean up a water body, press 
r21ea&e3, State publications on p~ 
lution control directions to indus 
try, sonmaries of State action. 

(2) Contains documents per- Retention: Permanent. 
taining to the water..rays within 
and bordered by the States, the ~psition: Break file at the 
industrie3 within the States, ac- completion of or change in 
tivities of the States relative tolState Permit Progra.~s. Keep 
the Permit program, development of in office 2 additional years. 
State clean water acts and agenciesthen send to Federal Records 
to monitor and enforce them, cases Center. Keep in FRC for 15 
referred by EPA to Justice for years, then offer to Nation-
Action. al Archives. 

Retain 25 years. 

r meetings, i.,t:.es of 
in sec tfons of t'he'Clean 
Notices of oposed'-Rule 
lati ·the Act. ~ 

b. ~ention· 
tro tains documents 

the eutire DiS'OC'Sit·on: 
e Act, and i::i- • the en.cl?' of 20 years. Keep 

te retations and imp mentz.tion of in ofiice l additional vear. 

and 

he Act. Su~h <lsta ar- presented 

1 ncwsp~per 3nd m3~3zine arti_ es 
land~ corrasp ondencc. Subj cc ts 

t ~· send to F~deral Records 
enter. Keep in'~~ for 4 

years, then destroy. ~ 

9 

https://i.,t:.es


to 

I 'j 

Retention Period 
Item Name and Description of Record/Fi and Disposition 

onsist of meetings nnd ngEnda for 
m etir.gs, ~fotices oi: changes in 
se ions of the F\.il'C;;; Notices of 
Prop sed Rule chfugcs .relating to 
the A ~ 

c. 1 
and/Rode~ ·cidc Act. File con---

Insecticide, Fun~icide,oi,:;=-==="" 

\n· • •tains docum. ts and data rela ng .1spos1t1.on: 
to the entir t sect· of the the end of 2~years. Keep 
Act, and in in~ffice yadditional ear, 
plementatio. Such then,send o Federal Re ords 
data are pre e form of Cente0r. Keep in FRC £or 4 
memos, reports, rand 

a1,u 

m 7 then destroy,
zine articles, sponden 
Subjects con sc of m ei:.i.111;;~ 

agenda for eetings, N tice of 
changes n sections oft e Clean 
Air Ac , Notices of Rule 
chan es relating to 

Retain 

B /krea 

Refuse Act. · /, 

ting i_o 
(1) Contains doc ments rela-\ Retention: ~ermnt. 

L'iie ci~vt!lop: cm: oi cne f\ \ 
Refuse Act ?ecwit rogram, covers Disoosition: Brea½\fil7
such things as t Permit Applica- af'tfr comp)'.etion of action 
tion Form and e try instructions, or termi~tion of pro\ram. 
citizen ass is nee in program en- Keep\:bfoffice 1 additl{'nal 
forcement~ pan fer computer proc- yeaVthen send to Fede~al 
essing, ph osophy of Permit pro- Records Center. Keep in\eRC 
gram, set n~ up conference hear- £6r 15 years, then offer to 
ings, an developing standards. ~he National Archives. \ 
Corresp ndencc and reports relat.ivi:! \ 
to th application and enforceni,nt I 
of tl . Rduse Act of 1899. D6cu- : 
men anJ data relate to colt.plaints

/ ' fr m States ab.out pollution,
/ 

r sponse from offenders/(pollu-
ers), notice of enforcement 

action, regional recefmmendations 
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). 

\ 

10 
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Retention: 
after co~pletion of 

year, ~h 
Records Ce. 
for 9 years, 

R~t~ntion PeriodIteml Name and Des!:ription of Record/File. an,::;_ Di:rnos it ion 

e. Other. 
and data r ions not 

tations 
and imple gulations. 

the form 
reports; newspa.p and maga7

zine ticles and correspond ce. /' 
Sub' cts consist cf meetings 
a enda for meetings, Notices of p 
posed changes to the regulations. 

I.~ f 
trr. Enforcement. 

""• 

(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 enforcenent of industrial and 
municipal comuliance 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
taininr, to the interior program for 

Retain 10 years 
case. 

DI nosition;........-nreak file 
etion oi case. 

office 1 additional 
send to Federal 
er. Keep in FRC 

hen destroy. 

Retention: Re.7 ,-z5 years. 
~-

Disnosition: Ereak "le at 
the ena .: 20 
in-'6ffice dditional y 

'then send to 1' eral 
Center. Keep in 
years, then destroy. 

Retention: Retain 20 years. 

Disposition: Break file upon 
completion of program. Keep 
in office 1 additional year, 
then send to Federal Records 
Center. Keep in FRC for 19 
years, then destroy. 

Retention: Permanent. 

Disnosition: Break file upon 
the comnletion of action. 
Keep in office 3 additional 
years, then send to Federal 
Records Center. Keep in FRC 
for 15 years, then offer to 
the National Archives~ 

11 



.. 

Retention Period 
Item ~far.:e and Description of RecordiFil~ and :i)iscosition 

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 complianc 
with clean water regulations and 
standards. Documents include back 
ground stu~y and surveillance 
reports, violation notices, press 
releases, and compliance orders. 

(3) Contains documents and 

Disposition: Break file uoon 
con?letion of the urogram. 
Keep in office 1 additional 
year. then send to Federal 
Records Center. Keep in FRC 
for 19 years, then destroy. 

Retention: Permanent. 

·nisposi tion: Break file unon 
the completion of action. Keep 
in office 3 additional vears, 
t~en send to Feoeral Records 
Center. Keep in FRC for 15 
years, then offer to the 
National Archives. 

Retention: Permanent. 
data relative to the measure~ent ofI 
mercury in water, the effect of IDisnosition: Break file at the 
mercury on sea life and its effect I end of 4 years. Keep in office

l • 
~ ~ ::d:=::it:i('l!'?l ·v~~P't'"~, 'C'°n(;n ::--.L .. 1.<l 

polluting ,/,,..aters \.;ir:h. ncrc:~r:... , and \ to Federal i~•.::cc:.... ..:.s C2::.:':er. 
compliance by companies. 

(4) Publications~ textbooks, 
and similar =eference data. 

c. Oil Soill. Action taken to !Retention! 
mak~ inciusc.riai anci commercial : • 
organizations recognize ~nd I(a) Routine Cases. Retain 20 
respond tc their responsibility to years after co,:ro1.etion or ter-
clean up and rrevent oil spills. (mination of case. 
Records consist of State and Fed- ! 
eral investigation reports, geo- I {b) Landm~rk Ca~e~. ~ermanent 
graphic area maps, reports and I' (cases designacea oy the EPA 
referral of oil sni.11 cases to the 1 Adl"'.inistrator as Land:raark or 
U.S. Attorney, notices to Coast I precedent actions.) 

Keep in FRC for 15 years, then 
offer to the National Archives. 

Retention: None. 

Disposition: Destroy or dis­
pose of when record maLerial 
has been sent to FRC. 

Guard fer hearings on oil spills. I . . f. 1

I
Disoosit10n: BreaK. i~e upon 
the complecion of action. Keep 
in office 1 additional year,~~-

• --SE?11J·-;,.ouT,n e-- C'Q:~C..>~s~-ar-al'.Q 

Fro W\ k8 () J n-, ark'. C-a s e ...s.12 



----

.. 

Retention P2riod
Item Name and Descriptio~ of Record/File 

and Dispos i.tion 

rilD. • • to Federal Records 
Center. Keep in FRC for 19 
years, then destroy routine 
c~ses. Offer lan~mark Cases 
to National Archives. 

Retention: Retain 20 years. 
pertaining to the control of 
emissions fron automobile engines. 

d. ~obile. Contains documents 

Dis~osition: Break file unon 
Documents and data relate to co~rletion of the pro~ram. 
statemer.t of program, analysis of !~eep in office 1 additional 
State laws, interim authorization, ~ear, then send to Federal 
various programs and authorities, ~ecords Center. Keep in FRC 
and statements from Atccrney ~or 19 years, then destroy 
'General. , , 

e. Pesticides. Contains documentfRetention: Retain 5 years 
pertaining to the collection of after completion or termi­
pesticide samples, the laboratory nation of case. 
analysis of the samples, the con-
formity of the packages and label- Disposition: Break file upon 
ing to standards and sample conten;conpletion of the case. Keep 
c!is~c't."'e~~;-- r-.+ }T-{"' 1_!:';~~01"1s 2nd pn- ~in cf~ice J :7;'"';:Jr-:- rho,n sPnd 

contains such records as: sample 
collection reports, retailer's 
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. 

,...
'1:5. Conferences, Hearings, and Task 

Forces. 

a. Interstate Waters and Confer­ Retention: Permanent. 
ence Fj)e. File contains docu­
ments pertaining to an inrerstate Disposition: Break file afte~ 
body of water, and a State and the ccmpletion of conference 
Federal effort to make or keep it and related compliance and 
lclean. Docu!l,er:ts and date con- legal action. Keep in office 

Ke"'!' i.n F'RC' for t.. 
destroy. 

ltain.ad in the file concer!l the 1 additional year then send 
adninistrative aspects of enfcrce- to Federal Records Center. 
ment, the social anc econo~ic Keep in FRC for 15 years, then 
forces acting both fer ~~d against Qffer to the National Archive~ 
cleanup, the development and appll1 

'cction of rules for establishing/ Il
13 
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Retention PeriodItem Name and Description of Record/File 
and Disposition 

aintaini~g clean water conditions, 
and the monitoring m1d testing of 
the water. 

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

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

(2) Compliance (Ar.nual and 
semiannual conference summary re­
ports, Region checklist, 180 Day 
Violation Notice, reports of ex­
penditures in compliance actions); 

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

(4) Legal (Agenda for confer­
ence, interagency agreements, affi­
davits, conference invitations and 
acknowledgements, summary reports; 

(5) Legislation (Report of 
Steering committees 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 frorr, 
newspapers concerning c0nfcrence); 
and-

(8) Reports (Such subjects as 
river damage,' wacer pollution con-

14 
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Retention PeriodItem Na~a ond Descriptic~ of Record/File 
ar;.d Dispositicn' ' 

b. Conference Transcri~ts - Water .. etention: Permane:nt.- . 
Com:;;,let2 ,·2rbat:im r,2cord of confer 
ence i~cleJi~g chorts, ~iccur€s, isvosition: B~eak file after 
~eports, and other exhibits. ~he completion of ccnference 

nd related compliance and 
egal action. Keep in office 
additional year then send 

i..v r'c:J.~rc.-1.i. ii::!c.:orri!:; Cencer. 
eep in FRC for 15 years,tten 
£fer to the N.::.tional Archivs. 
estroy duplicates when record 
opy sent to FI!.C. 

,c. Conference Proc~eding:~_ - Print 1_____ ?ermanent. 
:ed and bo·,md copies of narrative 
:reports relating the proceedings Break File after 
.o.!'. each conference. Contain some the· completion of conference 
exhibits. and related comoliance and 

legal action. Keep in office 
additional year, then senc! 

~- "i'.''T\f"\ .:: ......... -,~ _.,,,.,.-.._.,.. ..... : ....... 
-"'" >.s-,v •·'-'- ...__# .:.,__.,_,.,,_._,, ..... ,- .. ,. 

ffcr to the ~;;n tional Arch.:..\-,~ s. 
estroy duplicates ,,.,.hen record 

copy sent to FRC. 

d. Conferc-;1ce Su::;:;,arv Re1'.)orts - Retention: Pennnnent. 
Water:· -~~mmary wrfte~p-of-··each 
c onfe:-en ,::.e. .~eposition: Break file after 

the con,,.ietion of conference 
and related comnliance and lefal 
action. Ke;:;p in office l add:i.­
ti0nal yf:,a r, th2::1 send to r:::d­
eral Record Cer.ter. Kee:, in FTI.C 
for 15 years, then offer tc the 

. :,at::.onal Archives. De;,t-:Jy 
duolicates ~~en recor~ cc~y s2~t 
to the Archives. 

Retention: Per~anent. 

~; ::.ro?:en _(>: f ,;,,. ~:2,;,~ i. r,,s. Con- iJi r,:rns it ion: 
2,.,.,ission ---~ivd;:-oc2.rho::1s .1r,d 

d,:,cn::1i:.'::1::::s a,.d C:::i:.::.. r'"'l.:;.t 
m.aj or a'..lto:::cbi.le (a) KeAo in office fer 5 years. 

• • - -
.:ains 

_anufacturers for a·suspension of after co~?letion of edit an~ 
reauire~ents to meet EPA e~ission assemblv, th2n se~d tc Fecieral 

----~---~---· - ~--~- ' - --------~-~----- --------.~- --··-- ··- .,_ ----~··•-------·--·----.. ·--·. ~ ·--------•---· 
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Retention Period 
Ite:-:: Xa~e 2:1d Dcscrip::ion o.: Rccord/?ile P.:1d Dis~·,siti0n 

st3.ndacc'-: •;s::a·olish1:cd for 1£ P§i .o:t Records Center. ~cen in FRC 
~model cars. Documents consist for 15 years, then offer to the 
::iainly cf :12a-r irrg cr,=:n.s•.~ripts, :;ation2.l 1\rc11i,i•:'S. 

depositions, nnd exhibits. 
(b) DL3trov ~11 du~licuta 2c~1~3 

1 year after ori~inals sent to 
~-RC, 

f. Con~e~~nce R~cords - Abate~e~t Retention: l'err.:arter!t. 
ActionG. Contains do2unents p2r­
tnin:!.~: to t:,.e: dc.:..le::,~;~ilt=nt, 2,rrc_::::s;.2- Dis7"os~itio:i: Br,~~dc f:i2..~ at t!:.:. 
~~nt, and conduct of air pollu~i0n cc~n_etion of conferenc~ and 
conf2renc2s in cultist~t~ a=2~s. related c~~olinn~c and lc~Ql 

tl~n~l year, then send to~.:,J.e .:lnd ac':ions tai.s:cn by conL~r­
e:1ces. T:ucu:-:~ents ;--;:;int;; i ni::d :in -de:--;:il . .Rc>cords C::>nter. '.::.eeo 
docket folders v:hidi contain cor­ " ::'RC .for 15 ye;irs, then offer 
rcsponuence, his~orical logs, to Archives. 
nE:.!-;-;sp~:p,.-.:r c.:. :_ ·:~ •.. (:·.:~·, llc,:ri:1~ tra.11-

s,,r Ls, pi,o:.:.\"'.s, a~u fi:~~s. 

g. Conference Technical Reports -JRetention: Permanent. 
Stationary Sources. Reports is-
sued pri~r to conferenc~. Re- !Disposition: Break file upon 
ports cover the history of prob- the completiou of Conference 
lem, description of area. descrin- Report. File two copies with 
tion of inciustrial units in nrea- !a.ppropriate CoP..ference Kee-
and an assessment of the pollu- ords. Destroy extra copies 
tion problem. after sending Conference 

h. Conference Recommendations -
Statiom1ry Sources. Findings and 

fl reco~mendations developed by the 
National Air Pollution Control 
Administration. 

i. Enforcement C_~~.f~.!~E_C!;;~. Con-
tains documents pertaining to Con-
feren.ces with States, J.ndustrial, 

Records to Federal Records 
Center. 

Retention: Permanent. 

Disposition: Break file upon 
the comi,letion 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. 

and citizen groups for the purpose 
• of getting municipalities and in­ Dispositio~: B~eak file at 

dustries to reduce pollution. Re the end of conference. Keep 
-- ----------- ____ . Jords....c_on_si_st_9f press release~.1. __ in office 1 additional ~ear, 
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! Retention PeriodItem '1ame and Description of Record/Fil1 
and Disposition

··---+---------------+--------------
news clippings, drofts of proceed- then send to Federal Records 
ings, status reports, and corre-· 
spondence. 

J•• HugheQ ~.i.·ask Fo•·~P. Conra1·ns~ - L~- -

documents pertaining.to the work 

Center. Keep in FRC for 9 
years, then destroy. 

Rt t· R • 20e er. ion: eta1n years 
after completion of conference. 

of the task force set-up to study 
the impact of pending and proposecnisPosition: Break file at 
legislation (1972). Documents ancithe end of 1973. Keep in 
data relate to implementation of office 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. 

Permit Program. Retention: Permanent. 

a. State Permit Program. Con- Disposition: Break file after 
tains docunents pertaining to the completion or change in Permit 
interim and final permit program Program. Keep in office 1 
for States. Records consist of additional year, then send to 
copies of State clean water laws, Federal Records Cent2r. Keep 
EPA authorizat:wn to 1EEt.e peL­

mits, memos of understa.nding. 

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

c. Tf?chnical Prosram - Stud~~? 
and GrGnts. Contains doc~ments 
pertaining to the Permit Progr.:.m• 
and related activities. Docu-
ments and data related to efflu-
ent licitation guidance, develop-
went of industrinl guidelines. 

.. ener:g;l crisis, fish forms, 

t~;L ;~c fv:r - .... :/~.:..~·!:> ~!:£~ 

offer to National Archives. 

Retention: Retain 20 years 

Disposition: Break file at 
the end of 1973. Reep in 
office 1 additional year, 
then send to Federal Records 
Center. Keep in :FRC for 19 
years, then destroy. 

Retention: Retain 10 years 

Disposition: Brer.k file at 
the encl. ;:;f 2 years. Keep in 
office for 1 additional year, 
then send to Federal Records 
Center. Keep in n,c for 'f 
years, then destroy. 
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Item Retention PeriodName and Description of Record/Fil( 
and Disposition 

hazardous substances, meetings witl 
State and industri~l leaders, leg-J 
islative evaluations, standards, 
ocean dumping, water strategy, 
state implementation. Documents 
pertaining pri~arily co technical 
aspects of the Water Quality Pro­
gram. Documents and data relate 
to such items as effluent limita- , 
tion guidance for RAPP by industry; 
state progress with program, con- : 
tracts for industrial waste studies 
river basin studies, computer 
prihtout of major discharges of 
effluents. 

180 Day Notice File - Water. Retention: Permanent. 

a. Official. Contains data rela-:Disoosition: 
tive to action initiated against 
a pollutor. Pollutor given 180 ;(a) Break file after the 
days to develop program to correct lcompletion of action. Keep 
tpollution causing conditions. Con-·in office 1 additional year, 

tLl1t.::i1 ~~:.1.U Lu =·\:!ciercl Kecorci~ 
I

Corps of Ln6in 1~•2rs to rce"-raluate !lC2nter. Keep in FRC for 15 
companies permits to discharge ~ears, then offer to the 
effluents, letters from city !National Archives.· 
officials and interested citizens 
(complaints), hearings and fact (b) Destroy all duplicates 
finding reports, memos_ to Adrninis- when record copy sent to 
trator fer i~sue of 180 Day Notices Records Center. 
news releas·cs and clippings, trans-
cripts of informal hearings con-
ducted by EPA under Sec.,lO(c)(S) 
of th~ Fed2ral Water Pollution Act. 
File also contains affidavits of 
service, EPA opening stat~ments an? 
su:!Luary of hearings. 

b. Oth2.r (i·;ater Reference File). Retention: Retain 10 years 
Contains data en notices issued ~~fte:,:- completion of case. 
to crganizaLions (industrial and I 
cityJ regarding water pollution. IDisvcsi tion: Break file 
Organization given 180 days to u~o~ completion of case . 

-------- --------- ----------------· --------- --- -- - - ------ .---· -- --·- • ---- ----------·• 
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Retention PeriodItem Name and Description of Record/Fil 
and Disposition 

develop end present plan for halt-Keep in office 1 additional 
ing or reducing pollution. Re- year, then send to Federal 
cords consist of background data Records Center. Keep in FRC 
on offense and offenders, notices for 9 years, then destroy. 
to take·corrective action, reporti 
on plan and status of implementa-
tion. 

Summarv Renart on the Quality o_f Is_~J_en_tio:..: Permanent. 
Interstate Waters. File contains 
descriptive data relating to an Disposition: Break file after 
interstate river or body of water completion of the report. 
Data contained. in a report called Keep in office 1 additional 
"The Summary Report on the Qualit;year, then send to Federal 
of Interstate Watei:-s." Report Records Center. Keep in FRC 
deals with the rivers location for 15 years, then offer to 
and flow, sources of pollution, the National Archives. 
adequacy of treatment, nature of 
delays in abatement, action of 
agencies, schedule for proposed 
actic~. ·Folders also contain 
correspondence relating to the 
reports. 

Emission Control Program. Con­ Retention: Retain 10 years. 
tains documents pertaining to the 
development, 3pplication, and Disposition: Break file at 
suspension of guidelines and the end of 2 years. Keep in 
rules for better controlling the office 1 additional year, then 
emiRsions from automobile engines send to Feder3l Records Center. 
File contains documents and data Keep in FRC for o/ years, then 
relating to: ADvTSORY CIRCULARS destroy. 

(proposed EPA engi~e configuration 
~equirements, application format 
for heavy duty engine certifica­
tion, duration of conformity cer­
tification) --- FORD FLAP Yu\ItfIE­
NANCE VC 6 (vel:icles transported 
under lim{ted ccrtifi::.ate, Ford's 
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Item 
Retention Period

Name and Description of Record/Fi~ and Disposition 

withdrawal of 197 3 application ion 
certification, request for full 
certification reply to Justice)-­
FORD Cm'!PA:N CV 7. (Ford disclosur., 
of unauthorizeci zaintenance, com­
plaint for injunction and monetar: 
relief) --- SUSPEXSION GUIDELI:;ES 
(procedure for suspension of 
guidelines, manufacturer 1 s request 
fdr public nearing, response to 
requests to make statement at 
public hearing, court order, 
treatment of confidential informa­
tion). Documents r,ertaining to 
the design and operation of pro­
grams for mobil'e units that are 
in production or are planned for 
production. File contains docu­
ments and data relating to: 
U.BORP.TORY TEST Ac~D A:tALYSIS 
(emi.ssi•Jns -- gas content, e1,·alu­
ations and co.::iments) - DEFECT 
DEVICES (?0licy relative to de­
vices us::tl i.:0 ci:rc1-1::.ve;:c T:T'A 
regulations, violc1tions 21:d pen­
alty) -- GENERAL A?m COlffROLLED 
CORRESPO::mE~,;cE -- HiGH ALTITUDE 
EMISSION (reports and discussions 
regarding change in standards and 
regulations) -- SUS?E~SIO~ GUIDE­
LINES -- cmrPATI-DATA (back~round---------- ~data on various auco and engine 
manufacturing companies). Con­
tains cocumcnts pertaining to 
parts and alterations to vehicles 
or motors already in use. File 
contains documen~s and data re~ 
lating to: _t~VISORY CI£,£ULARS 
(data on antitrust ac~ions)-­
CLIP:'H:GS. (ways to prevent air 
pollution -- ST.-iR1))_RDS A:;D TEST 
PROCF.DUPES (California e::.::u:1st 
0 mis.sion r~r.ts) -- CITIZZN CO.·RRE-1 

~:,roE~CE (Federal Register, I 
hou~d exem~ti~n be E~de bec~use 

~ f high altituae, ecvironnenc~l 

20 

https://c:;.::1.'.ns
https://i.::il::.cy


', . . 

Retention PeriodItem Name and Description cf Record/Fiu 
and Disposition 

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 a~titrust actions)-­
CLI?PINGS (ways to prevent air 
pollution -- STAND~\RDS ~m TEST 
PROCEDU-:U::S (California exhaust 
emission tests) -- CITIZEN CORRE­
SPONDE:'ICE.~. (Federal Register, 
sh;>Uld exemption be made because 
of high altitude, environmental 
policy) -- RECALL HWESTIGATIONS .. 

: .·: • -(recall of auto by manufacturer 
for repair or alteration, GM 
plan) -- STATE DTSPECTION SYSTDIS 
-- P..EGIG:'!S (delegation of author­
ity, role of region in enforce­
ment, org~nization. 

Fuels ;.;;·::1 L':,,d :'.2''::'._,1.:ct::_c::s Retention: Retain 10 years. 
and Noise Pollution Fils. Con--------- • • .
tains documents pertaining to Disposition: Break file at 
rule :rr.aking for fuels. Documents the end of 2 years. Keep in 
and data relate to: FUFL REGIS- office·1 additional year, then 
T~TIO:-i_ -- 'LEAD REGlrtAff<:iJr (lead send to Federal Records Center 
regulations and National Resource:Keep in FRC for 1 years, then 
Defense Council~ test, health destroy. 
effect, net~1ods, hearings) ---
F'JfLS (~,7 .:1S~e oil report, speech 
at g3s tax conference, additive~ 
conposition, state inspection 
program, :-,r:!all refiners) -- WlT-

..:l.;F.SSF._S (,-:t,iting to Lestify, list· 
of ~itnesdcs). 1ocunents p0rtain 
in~ to the d~velon~ent 2~d 
application or regulations and 
standards governing vehicles and 
engines imported fer saleiuse. I 
Documents relate to: PENDING 
IMPORT Am1ISSIONS --- CUSTO:-IS 
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R2tenti.on PeriodItem Name and Description of Record/Fi1 
and Disposition 

.:'.ULlNGS --- I:l?ORT DATA SYSTEM -­
UfPORT EXF~T?TIO:·l POLI CY --- IHPORJ 
NODIFIC\TJC:IS .:\XD APPROVALS -­
GREY ~1.\PJZi~T.C::::S -- OPERATION A1'1D 
APPROVAL or, TEST VEHICLES ----~-··--·-
EXE:HPTIO::s x:.:u iT,UVE?.S. Contains 
documents pertaining to noise 
abatement for land vehicles and 
aircraft, and data on aircraft 
pollution. Kecords ana aaca re­
late to: ~WISE (:Ho tor 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 completed Retention: Retain 12 months. 
copies of the form, "Importation 
of Motor Vehicle Engines subject Disposition: Break £:!.le at 
to Federal Vehicle Pollution end of month. Keep in office 
control Regulation (EPA Form 12 additional months, then 
3520-1) 11 Occassionally a destroy. 
Declaration of Conformity and 
copy of HEH Regulation are 
attached to the EPA form. The 
EPA form 3520-1 serves as the 
source document for the automated 
processing of motor vehicle inport 
data. 

• 

b. Code Sheets ior Import Decla- Retentiont Retain 12 months. 
ration - "'-loses Code Sheets". 
File made up or the 11rfOSES'' Code Disnosition: Break file at 
Sheet-EPA Hq. Form 1780-3) which end of month. Keep in office 
is used to make the coded data 12 additional months, then 
entries fr.om the EPA Form 3520-1. de.stray. 
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Item bame and Description of Record/Fil 

c. Imported Vehicle Identifica-
tion Nusb~r~- List of im-

Retention Period 
and Disposition 

.Retention: Retain 12 months. 

1 
ported vehicle and engine numbers Dispositio~: Break file at 
supplied by fc.,reign manufacturers end of month. Ke~p in off:!':!~ 
or U.S. distributors. 

d. Imported Vehicle Conformity 
Certific~t::Lon.. Letters, affi­
davits, and invoices describing 
modificatiotls to vehicle/engine, 
and certifying conformity of EPA 
standards. Agreement to export 
for resale or cancellation of 
order because of inability to 
make modifications. 

12 additional months, then 
destroy. ,_ 
Retention: Retain\ years. 

Disposition: Break file at 
the end of 2 years. Keep 
in office 2 additional years, 
then destroy. 
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. ' . MANUAL
APPENDIX B 

RECORDS CONTROL SCHEDULES 
RECORDS MANAGEMENT 

The records escribed below relate to legal op1n1ons d legal 
services to a 1 of the organizational elements of tne Agency with 
respect to all rograms and activities of the Aa,eficy; legal counsel; 
litigation suppo ; and development and formulfltion of Agency poli-
cies and programs. r/ 

/' 
/ 

/ 
Retention Period

Item and Disposition 

Program Development1. 

a. Contains documents relat g Retention: Permanent. 
major policy, progratfi developm 
and direction, an1/other record Disposition: Break file 
used in the manag~ment of the at the end of 2 years. 
program. Keep in office 1 addi­

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

10, ears, then offer to 
Nati al Archives. 

b. ntains documents relating 
top e management, operation, 
d7/etopment, and guidance of 
pecific programs such as water 

quality, noise, radiation, etc. 

tional 
Federal Records 

then destroy 

year, then send 
to 
Center. Keep 
7 years, 

TN 

Retain 10 
years. 

Keep in office 

' 



• MANUAL 
APPENDIX B 

RECORDS CONTROL SCHEDULES 

RECORDS MANAGEMENT 

Retention Period
Item Name and Description of Record/File 

and Disposition 

2. lications - Attorne s. Retention: Retrinyear
ed and unsolicited appli­ after review and 

cations for jobs as attorneys in evaluation. 
EPA. Re rds consist of letters 

Disposition: /Break filerequest in~-j.ob.s, resumes and 
photos, in rview notes and at the end of 6 months. 
comments. • Keep in of_fl.ce 6 addi­

tional moriths, then~,"' destroy. 
':~ 

3. Environmental Sta~m~nts. Retention: Retain 1 
Reports received from,other year after completion of 
agencies relating to the effects review. 
on the immediate communfi;y envi­
ronment. Reports used for°\'. Disposition: Break file 

• d \,review an comment. '·, upon completion of review
·,~\, and comment. Keep in 

office i additional year, 
then destroy. 

4. Legal Interpretations. 
\, 

a. Clean Air Act. Requests \Retention: Retain 10 
for and response to requests for y'ears. 
legal interpretations relative '\·•... 
to the intent and application of Disp'o.sition: Break file 
the Clean Air Act and related at the,end of 1 year. 
environmental protection legis­ Keep ia,office 2 addi­
lation. Records consist of tional years, then send 
letters, memos, suspen~ion to Federa l\'\Records 
guidelines requests, N~tices of Center. Keep in FRC for 
Proposed Rule Making, laboratory 7 years, the'h destroy. 
reports, and excerpts from court "~-
transcripts. \\ 

TH 
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RECORDS MANAGEMENT 

Item Name and Description of Record/File 

b. 
Act. equests for and response to 
reques for legal interpretations 
relative to the intent and applica­
tion oft Federal Water Pollution 
Control Act 
mental prate ion legislation. 
Records consis of letters, memos, 
suspension guide ·nes requests, 
Notices of Propose Rule Making, 
laboratory nd excerpts 
from court 

c. Contract and Grant. 
for legal interpretations 
recommended revisions of St 
acts and opinions relative t 
State's participation in 
program. Documents pe a1n1ng 
to such programs as P rsonal 
Service Contracts, location Act, 
Construction Grant , Award Proce­
dure, New Water 11, Federal 
Clean Air Incen ive. Record 
content consi s of letters and 
memos relati e to problems, 
court opin" ns, legal briefs, 
0MB Circu rs, magazine articles, 

ar items dealing with 

Retention: 10 
years. 

Break file 

tiona years, then send 
ederal Records 

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. 

/ 
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RECORDS MANAGEMENT 

Name and Description of Record/FileItem 

d. eral Insecticide, Fungicide, 
and nticide Act. Requests for 
and resp se to requests for legal 
interpret ions relative to the 
intent and pplication of FIFRA 
legislation d related environmental 
protection le ·station. Records con­
sist of letters~ memos, suspension 
guideline request , Notices of Pro­
posed Rule Making, aboratory reports 
and excerpts from co rt transcripts. 

e. Other. Requests 
to requests for legal 
relative to the intent a 
tion of other related env 
protection legislation. 
consist of letters, memos, s sion 
guideline requests, Notices of Pr -
posed Rule Making, labora ry repo 

Keep 
s 

and excerpts from court ranscripts. 

Litigation.5, s. 

a. Clean Air Proposed, 
pending, and e sting action 
involving EPA tate Units vs. 
Citizen, Ci}:1, or Industrial/ 
Commercial~roups. R~cords con­
sist of nptices of action, peti­
tions f~r review, stipulations, 
deposit-ions, complaints and cover 
letter~, summonses, exhibits, 
copies" of State and Federal acts, 
ano/~ourt opinions. 

, 

Retention Period 
and Dis osition 

Retention: 
years. 

Break file 

hen send to 
Records Center. 
FRC for 7 years, 

Retain 10 

Disposition: Break file 
at end of 1 year. Keep 
in office 2 additional 
years, then send to 
Federal Records Center. 

in FRC for 7 years, 
then destroy. 

ion: Reta in 10--...----
y fter completion 
o nation of case. 

Break file 
upon com etion or ter­
mination case. Keep 
in office I additional 
year, thens nd to 
Federal Recor 
Keep in FRC fo 
then destroy. 

s 
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RECORDS MANAGEMENT 

Item Name and Description of Record/File Retention Period 
and Dis osition 

b. Federal Water Pollution Control Retention: Re ain 10 
Act. Proposed, pending, and exist­ mpletion 
ing le al action involving EPA/State of case. 
Units v Citizen, City, or 

Commercial groups. Break file 
ist of notices of ter­

action, peti ions for review, Keep 
stipulations, epositions, com­ additional 
plaints and cov r letters, y r, to 
summonses, exhib ederal Records Center. 
and Federal acts, Keep in FRC for 9 years, 

then destroy. 

c. Federal Insectici Retention: Retain 10 
and Rodenticide Act. years after completion 
pending, and existing or termination of case. 
involving EPA/State U 
Citizen, City, or Indu Disposition: Break file 
Commercial groups. Re upon completion of case. 
consist of notices o Keep in office 1 addi­
petitions for review, tional year, then send 
complaints and cover etters, to Federal Records 
summonses, exhibit , copies of Center. Keep in FRC 
State and Federal acts, and court for 9 years, then 
opinions. stroy. 

d. =..;;;.;;:i=~·~o~n: Retain 10 
y ter completion 

services under con­ case. 
grant to EPA., Records 

of complaintsi summonses, Break file 
, motions, and correspond­ ter­

related to the action. mination o case. Keep 
in office 1 dditional 
year, thens 
Federal Recor 
Keep in FRC 
then destroy. 

on 

=;;;..:..;:..:;..:;~~o.;;.;;.n: 
c pletion or 

on of case. 
fice l 
then send 

o ination of 

upon comp etion or 

d to 

fo 
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Retention Period
Name and Description of Record/FileItem and Disposition 

Retention: 
taining to legal actions or court 
cases in hich EPA is either the 

e. Contains documents per-

(1.y. Routine cases 
plaintiff r defendant. Documents 20 years after 
and data re te to all facts of a or terminati 
case such as echnical aspects, 
witnesses, pub icity, preparation, (,ij- Landm k cases. Perma­
and processing legal papers nent. Cases designated 
(briefs, motions, depositions), by t EPA Administrator 
internal and exter 1 correspond­ precedent 
ence relative to sta sand settle­
ment, work papers, and 

Disposition: Break file 
upon completion or ter­
mination of case. Keep 
in office 1 a~ditional 
year; then send to the 
Federa 1 Records Center.. 
Keep in FRC for 19 years, 

frhen offer to Archives. 
lf offer is rejected by 
"rchiv~, destroy routine 
c ses.cFF.er ~d')J n,>1; ·~ 

ro l:!,.rct->i~~s. 
Deve cement of Air 
and y States. 

6. 

a •.~- ission, progress, Retain 12 
and clean air standards of 
being enac ed into law-by States program. 
and Terri ories and submitted to 
EPA for eview and approval. Disposition: 
Record consist of letters upon completio 
reque,ting legal interpretations gram. Keep in 
and <:>pinions, copies of State additional year, then send 
acts or programs, regional office to Federal Recor Center. 
reviews and comments, and tech­ Keep in FRC for 1 
nical reviews. then destroy. 

TN 
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years, 
Federal 

Retention Period 

completion 

s osition: 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. 

osition: Break at 
completion of or 

cha ge in State Permit 
Prog Keep in 
office 2 additional 

Item Name and Description of Record/File 

Submission, progress, and 
clean water standards 

being enac d into law by States 
and Territor es and submitted to 
EPA for revie and approval. 
Records consist f letters request­
ing legal interpr tations and 
opinions, copies State acts or 
programs, regiona • 
and comments, and 
Letters to Governors 
action by States to 
water body, press re 
publications on pol 
directions to indus 
of State action. 

(2) Contain documents per-
taining aterways within 
and bordered the States, the 
industries w thin the States, 
activities f the States relative 
to the p mit program, development 
of Stat clean water acts and 

to monitor and enforce 
referred by EPA to 
action. 

TN 
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Retention: 
years. 

20 years. 

Item Name and Description of Record/File 

1, 7. 

a. Air Act. File contains 
data relating to 

Act, sections of the 
Act, and in erpretations and 
implementatio of the Act. Such 
data are presen din the form 
of memos, reports, newspaper and 
magazine articles, d corres­
pondence. Subjects c sist of 
meetings and agenda for eetings 
(i.e., EPA and NAS), Notic s 
changes in sections of the 
Air Act, Notices of 
changes relating to 

b. Federal Water Pollution 
Control Act. File contains 
documents and data relati 
the entire Act, sectio of 
Act, and interpretat· ns and 
implementation of e Act. Such 
data are present 
memos, reports newspaper and 
magazine ar ·cles and correspond­
ence. Sub·ects consist of meet­
ings and genda for meetings 
(i.e., PA and NAS), Notices of 
Prop ed Rule changes-relating 

Retention Period 
and Disposition 

Keep in fice 1 addi­
tional ear, then send 
to F eral Records 
Ce er. Keep in FRC for

1, ears, then destroy. 

Retain 25 

Break file 
20 years. 

Keep in fice 1 addi­
tional yea 
Federal Reco s 
Keep in FRC fo 
then destroy. 

to 

TN 
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Retention PeriodName and Description of Record/FileItem and Disposition 

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

years. 

Act, 
rpretations and 

the Act. 
the 

d uments and data relating to the 
sections of the Act, Disposition: 

implemen­ at the end f 20 years. 
Such data are fice 1 addi­

form of memos, ear, then send 
aper and magazine eral Records 

articles, and orrespondence. er. Keep in FRC 
Subjects consis of meetings and 5 years, then 
agenda for meetin s (i.e., EPA and 
NAS), Notices of cH sin sec-
tions of the FIFRA, ·ces of 
Proposed Rule changes 
the Act. 

d. Refuse Act. 

(1) Contains docume Retention: Permanent. 
ing to the development f 
Refuse Act Permit Pro ram. Cover Disposition: Break file 
such things as the rmit Applica­ after completion of 
tion Form and entr instructions, action or termination 

in program of program. Keep in 
n for computer ffice 1 additional 

losophy of permit ar, then send to 
program, se ing up conference Fe ral Records Center. 
hearings, nd developing stand­ Keep in FRC for 15 
ards. C respondence and years, then offer to 
report relative to the applica­ the Nat onal Archives. 
tion d enforcement o:f the 

citizen assistan 

processing, p 

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

TN 
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Item 

7. 

Name and Description of Record/File 

)a. Act. File contains 
data relating to 

the entir Act, sections of the 
Act, and in erpretations and 
implementati of the Act. Such 
data are prese ted in the form 
of memos, report , newspaper and 
magazine articles, and corres­
pondence. Subjects onsist of 
meetings and agenda 
(i.e., EPA and NAS), No ices of 
changes in sections oft 
Air Act, Notices of 
changes relating to 

) b. Federal Water Pollution 
Control Act. File contains 
documents and data relatin 
the entire Act, sections f 
Act, and interpretati sand 
implementation oft Act. Such 
data are present in the form of 
memos, reports newspaper and 
magazine art· les and correspond-

Sub·ects consist of meet­
agenda for meetings 

Retention Period 
and Disposition 

Retention: Retain 25 
years. 

Disposition: 
at the end of 
Keep in office 
tional year, 
to Federal cords 

ep in FRC for 
then destroy. 

Rett:ain 25 

Break file 
20 years. 

in office 1 addi-
tio 1 year, then send to 
Feder 1 Records Center. 
Keep i FRC for 5 years, 
then des roy. 

sed Rule 
(i.e. PA and NAS), Notices of 

changes-relating 

TN 
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Item Name and Description of Record/File Retention Period 
and Disposition 

8. Contract and Grant File. 

Contains documents Retention: 
grants and con­

trac , grant and contract 
propos ls, monitoring work on 
grants d contracts, statisti­
cal sampl g techniques, mining Dis os· ion: Break file 
and milling legislative pro- upo the completion of 
gram, intern ional joint c tract or grant. 
commission, fi 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 a tipollu­ for 9 years, then 
tion acts, guideline f obtai - destroy. 
ini grants, comments fro 
Congressmen, review of pro 
grants, copies of contra 

years after comp 
or terminatio 
tract or g 

MANUAL' APPENDIX B 

RECORDS CONTROL SCHEDULES 
RECORDS MANAGEMENT 

ining to 

agreements, and request 
proposals, procuremen request 
and purchase orders. 

b. Commercial a 
Contract and G nt Consists 
of contracts nd grants proposed 
by or nego ated with commercial 
or indus ial groups or institu-
tions e colleges or hospitals. 
Recor s consist of proposals, 
con acts, reviews, comments, 

and 

r uests for proposals, procure­
ent requests, purchase orders, 

congressional inquiries. 

Retention: Retain 10 
years after completion 

f contract or grant. 

Break 
comple­

contract or 
Keep in office 
nal year, then 
deral Records 

Center. ep in FRC 
for 9 years then 
destroy. 

TH 

fl 

ery services, 
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Retention PeriodItem Name and Description of Record/File and Disposition 

tions. 
aining to 

'f, 9. Patent Developments and Interpre­
Consists of documents_ 

patent rights on 
cts and grants awarded by 

cuments consist of copies 
of the c tracts and proposals, 
invitation to make proposals, 
disclosures f inventions, affi­

statements, waivers, 
correspondence etween contractors 

10. 

and EPA and withi EPA developing 
the grounds for un rstanding 
licensing agreements 

EPA employees. Consists 
ments disclosing invent· ns 
by contractors, grante , and 
employees. File cons sts of 
patent applications correspond­
ence with patent o fice and inven­
tors, power of a orney, invention 
disclosures, no ices of reference 
citations, li s of foreign 
pa tents. 

Retention: Retain 
years after compl 
or termination 
tract or gra 

Dis os· ion: Break file 
upon he completion or 
t 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 
Ce Keep in FRC for 
14 y rs, then destroy. 

·---------------------------TN 
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j/. 

12. Legal Opinions. Canta 
documents directly rela 
legal opinions issued by 
Office of General Counsel. 

NOTE: Where legal opin 
not maintained separat 
should be removed f 
in which they are mai 
before those files 
the Federal Recor 

Item 

11. 

Name and Description of Record/File 

batement Commitment Letters 
CL's). Request to and response 

fr industrial organizations and 
muni ·palities in regard to their 
progra and commitment to reduce 
pollutio . Records also pertain 
to regiona commitment programs. 

Retention Period 
and Disposition 

Retention: 
years after 
of action. 

Disposition: 
file upon t comple­
tion of ac ion. Keep 
in offic 1 additional 

en send to 
1 Records Center. 

in FRC for 19 
destroy. 

Permanent. 

Disposition: After 
breaking file, remove 
and provide separate T.. 

and secure maintenance 
in office. 

TN 
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ENFORCEMENT. 

The records described below relate to the development of policy and 
program direction to Agency enforcement activities in the water, r, 
noise, radiation, pesticides, and solid waste program areas. D elop­
ment o egulations, guidelines, criteria, procedures, and pol"cy 
statements esigned to bring about actions by individuals, p vate 
enterprises, nd governmental bodies to improve the qualit of the 
water, 

Item 

1. 

major polic¼ program and 
direction, and other 
in the management of 

b. Contains docu ents relating to 
the management, peration, develop­
ment, and guid ce of specific pro­
grams such quality, noise, 
radiation, 

land. 

Name and Desc 'ption of Record/File 

a. Contains docume 

Permanent. 

Disposition. Break file 

I 

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

Retain 10 

Break file 
2 years. 

Keep in fice 1 addi­
tional yea, 
to Federal 
Keep in FRC r 7 years, 
then destroy. 

TN 
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Retention PeriodItem Name and Description of Record/Fil 
and Disposition 

2. Job Applications - Attorneys. Retention: Retain 1 
olicited and unsolicited applica­ after review 

t·ons for jobs as attorneys in EPA 
Re rds consist of letters request Disposition: at 
ing ·obs, resumes and photos, in- the end of 6 months Keep 
tervi notes and connnents. nal months, 

then destroy. 

3. Developm ent of Air Retention: Retain 12 years 
and Water after letion of program. 

a. Air. rogress, Break file upon 
and status of standards letion of program. Keep 
being enacted into y States office 1 additional year, 
and Territories and ·tted t then send to Federal Records 
EPA for review and ap Center. Keep in FRC for 11 
Records consist of let rs req years, then destroy. 
ing legal interpretation 
ions, copies of State act 
grams, regional office rev 
connnents, and technical 

Water. 

(1) Retain 12 years 
status of clean w fter completion of program. 
ing enacted into aw by States and 
Territories and submitted to EPA osition: Break file upon 
for review and approval. Records com etion of program. Keep 
consist of le ters requesting legal in o ice 1 additional year, 
interpretat ns and opinions,copiES thens d to Federal Records 
of State a s or programs,regional Center. Keep in FRC for 11 

ews and corm:nents, and years, tH n destroy. 
technica reviews. Letters to Gov­

pproving action by State 
up a water body, press 

releases, State publications on po1 
lution control directions to indus 
,try, sunnnaries of State action. . 

n 

TN 
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Item Name and Description of Record/Fil Retention Period 
and Disposition 

Contains doctnnents per- Retention: Permanent. 
ing to the waterways within 

and rdered by the States, the Disposition: Brf:ak file a 
indust ies within the States, ac- completion of or change 
tivities of the States relative to State Permit Programs. 
the Permit rogram, development of in office 2 additio 

ater acts and agenciesthen send to Fede 1 
FRCto monitor an enforce them, cases 

referred by EPA o Justice for 
Action. 

4. Re ulations. 

a. Clean Air Act. 
documents and data 
entire Act, sections of the ct, 
and int~rpretations and imple en 
tion of the Act. Such data ar 
presented in the form of memo , 
reports, newspaper and maga ne 
articles, and corresponden e. 
Subjects consist of meet· gs and 
agenda for meetings (i .. , EPA and 
NAS), Notices of chan sin sec­
tions of the Clean r Act,Notices 
of Proposed nges relating 
to 

b. 

the Act. 

trol Act. F" e contains documents 
and data r ating to the entire 
Act, sect· ns of the Act, and in­
terpret· • ons and implementation of 
the A Such data are presented 
int e form of memos, reports, 
new paper and magazine articles 
and correspondence. Subjects 

Center. Keep 
years, then Nation-
al Archive. 

Retain 25 years. 

Break file at 
e years. Keep 

·n office 1 additional year, 
then send to Federal Records 

Keep in FRC for 1J,. 
years, then destroy. 1 

Retain 25 years. 

ears. Keep 
in office 1 ad "tional year, 
then send to Fe ral Records 
Center. Keep in RC for 5 
years, then destr 

TN 
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Item 
Retention Period

Name and Description of Record/Fi and Disposition 

consist of meetings and agenda for 
mee ings (i.e. EPA and NAS},Notice 
of c nges in sections of the 
FWPCA, Notices of Proposed Rule 
changes relating to the Act. 

c. Feder 1 Insecticide, Fungicide Retention: 
and Rodent ide Act. File con-
tains docume ts and data relating Disposition: file at 
to the entire ct, sections of the the end of 20 ears. Keep 
Act, and interp etations and im­ dditional year, 
plementation of e Act. Such 
data are presente 
memos, reports, new aper and mag 
zine articles, and c respondence. 
Subjects consist of m tings and 
agenda for meetings (i.. , EPA and 
NAS), Notices of changes ·n sec­
tions of the FIFRA, Notic of 
Proposed Rule changes relat·n 
the Act. 

d. Refuse Act. 

(1) Contains docu 
ting to the developm 
Refuse Act Permit P gram, covers 
such things as th ermit Applica­
tion Form and en instructions, 

ce in program en­
forcement, pl for computer proc­
essing, phi sophy of Permit pro­
gram, sett· g up conference hear­

developing standards. 
Corresp dence and reports relativ 
to the application and enforcement 
of th Refuse Act of 1899. Docu-

complaint 

then send o Federal Records 
Center. Keep in FRC for 5 

then destroy. 

t.. 

Permanent. 

osition: Break file 
r completion of action 

or rmination of program. 
Keep ·n office 1 additional 
year, en send to Federal 
Records Center. Keep in FRC 
for 15 y rs, then offer to, 
the Natio 1 Archives. 

TN 
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t.. 

Retention PeriodItem Name and Description of Record/File 
and Disposition 

f om States about pollution, re­
sp nse from offenders (polluters), 
not·ce of enforcement action, re­
gion recommendations to file 
civil uit, checklists in support 
of abat ent action, attempts to 
get offen ers to file acceptable 
permits, 1 igation reports, 
notices of I al action (to offend­
er). 

(2) Contain documents pertain tion: Retain 10 years
1----,,<----

ing to EPA attempt to restrict er completion of case. 
pollution through t use of the 
Refuse Act. Records osition: Break file 
sist of such items as: upon completion of case. 
in support of water poll tion Keep in office 1 additional 
actions, summary factshee year, then send to Federal 
aries of action Records Center. Keep in 

tees, notices of FRC for 9 years, then de­
to Justice. stroy. 

e. Other. File cont ns docume 1------ Retain 25 years. 
and data relating to regulations n 
described above an interpretations.__.~--- Break file at 
and implementatio of the regula- years. Keep 
tions. Such dat are presented in in office 1 additional year, 
the form of me s, reports; news- the send to Federal Records 

ine articles and Cente . Keep in FRC for 5 
corresponden e. Subject~ consist years, then destroy. 

and agenda for meetings, 
Notices o proposed changes to the 
regulat· ns. 

TN 
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Item Retention Periodame and Description of Record/File 
and Disposition 

5. 

a. ~-- Contains documents per etention: 
grants and contracts, fter completion 

d contract proposals, moni tion of contract 
rk on con­grants and 

tracts, s tistical sampling tech­
niques, minx g and milling, legis­
lative progra International 
Joint Commissio , fishery services 
sea water qualit criteria, in­
dustrial waste stu ·es (by name of 
industry). Include are copies of 
State antipollution a s, guide­
lines for obtaining gra 
ments from Congressmen, 
proposed grants, copies 
and agreements, and reque 
proposals, procurement 
and purchase orders. 

b. -=-=-=:..:...::..:...::.:;..;;;....:;...;;;:.~F.:;..;:..:;:..;;;~=== 

Contract and Grant Consists 
of contracts and rants proposed 
by or negotiate with commercial 
or industrial roups or institu­
tions such a colleges and hospi 

st of proposals, con­
tracts, re iews, comments, request 
for propo als, procurement re­
quests, urchase orders, and 
congre sional inquiries. 

is osition: reak file 
c pletion of con­
grant. Keep in 
additional year, 

send to Federal Records 
ter. Keep in FRC for 9 

ears, then destroy. 

etention: Retain 10 years 
a ter completion or termina-
ti of contract or grant. 

o ition: Break file upon 
letion of contract or 

eep in office l addi~ 
ye r, then send to 

Federal Re rds Center. 
Keep in FRC 
destroy. 

TN 
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Retention Period 
Item Name and Description of Record/File and Disposition 

6. atement Commitment Letters(ACL's).Retention: Retain 20 year 
Re ests to and responses from after completion of actio. 
indu trial organization and munici­
palit es in regard to their pro­ Dis osition: 
grams d commitments to reduce upon 
pollutio . Records also pertain to tion. Keep in of ce 1 
regional c mmitment programs. additional year then send 

the completion of ac­

to Federal Re ords Center. 
in FRC 19 years, 

y. 

for putting 

7. Enforcement. Cont ·ns documents 
and publications use 
documents and materia 
together the EPA Enforc 
book "First Two Years." ocuments is osition: Break file 
and data relate to history fter completion of publi­
and water legislation, State ation. Keep in office for 
grams (briefs), State laws, c 2 years, then destroy. 
cial organization background 
rial, litigation history, F era 
Regi$ter, etc.~1~·1 /\L-µ,, '-'-<- 0 

• 

a..,7;_, v ,:,_,-C,, ev-,- J' rvv-t,~ ( 1- .,/-

• 

/.,..- A'-a.. ir. 

(1) Contains do uments pertain- Retain 20 years.1-------'l.,--­
i n g to the interim rogram for con-
trolling air poll tants. Documents . Break file

f----"---~-1 and data relate o statements of 

1 
, to 

ords Ce Keep 

ion of program. 
program, analy • s of Sta-te laws, additional 
interim autho ization, various pro­ Federal 
gram and au orities, statement from in FRC 
Attorney G neral. hen destroy. 

TN 



•• MA~UAL APPENDIX B 

RECORDS CONTROL SCHEDULES 
RECORDS MANAGEMENT 

Name and Description of Record/File 

Contains documents pertai 
ing o EPA's enforcement of indus­
trial and municipal compliance with 

·r regulations and standards 
Document include background study 
and surve1 lance reports, violation 
notices, pr s releases, and com­
pliance orde 

t_. 

Water. 

(1) Contains 
taining to the interior ogram 

Retain 20 years. 

for controlling water polI tants. Disposition: Break file 
Documents and data relate t e- upon completion of the pro­
ment~of program, analysis of ate,1gram. Keep in office 1 ad-
laws, interim authorization, : ditional year, then send 
ous programs and authoriti , an i to Federal Records Center. 
statements from Attorney eneral. Keep in FRC for 19 years, 

ments per-
orcement of 

hen destroy. 

Item 

'B-. 

II (2) Contains 
,taining to EPA's en 
jindustrial and mu cipal compliance 
with clean water egulations and 

11standards. Doc ents include back­
Jground study d 
ports, viola ion notices, press 
releases, d compliance orders. 

Retention Period 
and Disposition 

Retention: Permanent. 

Disposition: 
upon the completion ac-
tion. Keep in off·ce 3 
additional years then send 
to Federal Rec ds Center. 

Permanent. 

D' n: Break file 
u completion of ac-
tion. in office 3 
additio ears, then send 
to Federal cords Center. 
Keep in FRC f 15 years, 
then offer e National 
Archives. 

TN 



--- MANUAL 
APPENDIX B 

RECORDS CONTROL SCHEDULES RECORDS MANAGEMENT 

Item and Disposition
Description of Record/File 

Contains documents and 
elative to the measurement o 

water, the effect of 
sea life and its effect the end of 4 years 

on consume , controls to prevent ffice 2 additio years, 
polluting wa ers with mercury, and hen send to Fe eral Records 

Retention Period 

etention: 

isposition: 

compliance by 

(it (Publications, textb ks, and 
similar reference data 

d. - Oil Spill. 
ake industrial and commercia 

organizations recognize and res 
to their responsibility to cle 
and prevent oil spills. Rec ds 
consist of State and Federa 
igation reports, geograph 

enter. Keep n FRC for 15 
ears, then ffer to the 
ational A chives. 

dispose of when 
terial has been sent 

a)Routine Cases. Retain 20 
pears after completion or 

of case. 
'l. 

ndmark Cases. Permanent. 
aps, reports and referr of oil designated by the EPA 

spill cases to the U.S. Attorney, trator as Landmark or 
notices to Coast Guar for hearings t actions.) I 
on oil spills. 

er ining to the control of emis­
ions from automobile engines. 
ocuments and data relate to 

pin o 
r, then 

Records Ce 
for 19 yea 
the-
bUe-£ 

• 

' 

aestr 
lt--and ""'•H 

Contains documents Retention: 

Break file upon i 

of action. • 
additional 
o Federal 

: 
cas e5 To .. s·, 
Retain 20 

TH 

hisposition: Break file upon f 
completion of the program. 

I 



• "MANUAL 
APPENDIX B 

RECORDS CONTROL SCHEDULES 
RECORDS MANAGEMENT 

Item Name and Description of Record/Fil Retention Period 
and Disposition 

s atement of program, analysis of 
St e laws, interim authorization, 
vari us programs and authorities, 
and st tements from Attorney 

eep in office 1 additio 
year, then send to Fede al 
Records Center. Keep n FRC 
for 19 years, then stroy. 

s. Contains document 
---,.--,.--....,._

pertaining to he collection of 
pesticide sampl , the laboratory 
analysis of the sa les, the con­
formity of the packa es and label­
ing to standards and mple conten 
discovery of violations nd en­
forcement of activities. ile 
contains such records as: s ple 
collection reports, retailer 
purchase orders for product sh 
ment from which samples were ak 
package labeling, ·1ab analy 
ports, case reviews, lett 
manufacturers and charge 
~n_d -~~n~facture~~ _£el'_ ~-

8. Conferences, , and Task 
Forces. 

a. 
e contains docu­

ments perta· ing to an interstate 
body of wa er, and a State and 
Federal fort to make or keep it 

ocuments and data con-
in the file concern the 

strative aspects of enforce­
men, the social and economic 

es acting both for and against 
cl anup, the development and appli 

.t.at"-l-0\'\ of n,.lq iov est.lbl i 5\\:in;! 

Retention: 
after comple ion 
nation of 

Dispos· ion: Break file upon 
comp tion of the case. Keep 

ffice 1 year, then send 
Federal Records Center. 

eep in FRC for 4 years, then 
destroy, 

Retention: 

Dis osition: after 
the completion conference 
and related comp ·ance and 
legal action. Kee in office 
1 additional year ten send 
to Federal Records C nter. 
Keep in FRC for 15 ye 
offer to the National 

TN 



Item Name and Description of Record/File 

aintaining clean water conditions, 
a the monitoring and testing of 
the water. 

ter body section is divided 
into arts which contain the 
followin types: 

(1) Ad inistrative (Monthly 
progress rep ts, requests for tech 
nical assistan e by State agencies, 
conference arra ements, budget f 
project, hearing rrangements); 

(2) Compliance 
semiannual conference umma 
ports, Region checklist 
Violation Notice, report 
penditures in complianc 

(3) Corresponde 
sional, public and 
ments for meetings invitations 
transcript corre ions); 

(4) (Agenda for confer-
ence, intera ncy agreements, affi­
davits, con erence invitations and 
acknowled ments, summary reports; 

Act, 

Retention Period 
and Disposition 

MANUAL 
APPENDIX B 

RECORDS CONTROL SCHEDULES RECORDS MANAGEMENT 

Legislation (Report of 
eommittees on Sanitary 

draft of proposed 
and Federal Legislation); 

Litigation (State and 
court actions and opinions 

and decisions); 

TN 



Permanent. 

Break file 

··MAt~UAL 
APPENDIX B 

RECORDS CONTROL SCHEDULES
RECORDS MANAGEMENT 

Retention PeriodItem ame and Description of Record/File 
and Disposition 

(7) Newsclippings (Clips fro 
pers concerning conference); 

ports (Such subjects a 
water pollution con-

Conference 
Complete verbatim r 
ence including charts, ictures, Break file after 
reports, and other exhi ·ts. n of conference 

compliance and 
tion. Keep in office 

ional year then send 
deral Records Center. 
in FRC for 15 years,then 
to the National Archives. 
y duplicates when record 
nt to FRC. 

Conference Proceed' Permanent. 
and bound copies of 

f 
eports relating the ispositio Break File after 

each conference. the complet n of conference 
xhibits. and related c mpliance and 

legal action. eep in office 
1 additional ye 
to Federal Recor 

eep in FRC forl5 ears, then 

then send 

£fer to the Nation 
estroy duplicates 
opy sent to FRC. 

• Confe ence Summary Reports - etention: 
ater. ummary writeup of each 
onfer ce. isposition: 

the completion ofr 
TN 
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MANUAL 

APPENDIX B 

RECORDS CONTROL SCHEDULES 
RECORDS MANAGEMENT 

Retention Period
Item Name and Description of Record/Fi and Disposition 

and related compliance an 
legal action._ Keep in 0 rice 
1 additional year, the send 
to Federal Record Ce er. 
Keep in FRC for 15 ears, then 
offer to the Nati al Archives. 
Destroy duplica s when re-

chives. 
cord copy to the Ar-

\~ 
e. .975 ad 1976 Automotive Permanent. 

---~'--
Emissio , 1975 Hydrocar-
ibons and 1976 Nitro· n Oxide Con Dis sition:~)<eep in office 
tains documents and ta relating 

1
lfo 5 years. After comple-

to case made by major tomobile on of edit and assemply, 
manufacturers for a susp nsion of then send to Federal Records 
requirements to meet EPA issi !center. Keep in FRC for 15 
sta~dards established for andlyears, then offer to the 
1976 model cars. Documents nsistNational Archives. 
mainly of hearing transcriTI I 
depositions, and exhibits &)!Destroy all duplicate copies 

- 11 year after originals sent 
to FRC. 

f. Conference Reco s - Abatement!R tention: Permanent. 
Actions. Contains oocuments per-
taining to the de elopment, arrang 
ent, and condu of air pollution 

conferences in ultistate areas. 
Documents rel te to recommenda-
tions made d actions taken by 
conference. Documents maintained 
in docket folders which contain 
correspo dence, historical logs,-
newspap r clippings, hearing tran-
script,, photos, and films. 

I 
is sition: Break file at 

the c mpletion of confer­
ence ad related compliance 
and leg action. Keep in 
office 1 dditionalyear, then 
send to Fe eral Records 
Center. Ke in FRC for 15 
years, then 

TN 



·,MAt:IUAL 
APPENDIX B 

RECORDS CONTROL SCHEDULES 
RECORDS MANAGEMENT 

Item Description of Record/Fil Retention Period 
and Disposition 

Conference Technical Reports - Retention: Permanent. 
ationar Sources. Reports is­

prior to conference. Re­
cover the history of prob­

d cription of area, descrip-
tion dustrial units in area 
and an ass sment of the pollu­
tion problem 

h. Conference Reco 

Dis osition: 
the completion of Con rence 
Report. File two co ies with 
appropriate Confer 
ords. Destroy e ra copies 
after sending nference 
Records to Fe eral Records 
Center. 

Stationary Sources. ·ndings and 
recommendations develop d by the 
National Air Pollution Co trol 
Administration. 

i. 
tains documents pertain" g to 
ferences with States, ndustrial, 
and citizen groups fr the purpose 
of getting municip ities and in­
dustries to reduc pollution. Re 

ress releases, 

Permanent. 

sition: Break file upon 
completion of Conference 

commendations. File two 
copies with appropriate Con-

t..ference Records. Destroy ex-
tra copies after sending Con­
ference Records to Federal 
ecords Center. 

Re ntion: Retain 10 years 
afte completion of confer-

Break file at 
onference. Keep 

in office 1 dditional year, 
news clippings drafts of proceed­ deral Records 
ings, status eports, and corre­ Center. Keep i FRC for 9 
spondence. years, then dest oy. 

TN 
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APPENDIX B 

RECORDS CONTROL SCHEDULES 
RECORDS MANAGEMENT 

2-f-

Retention PeriodItem Name and Description of Record/Fi 
and Disposition 

Hughes Task Force. Contains Retention: Retain 20 years 
docum nts pertaining to the work after completion of 
of the ask force set-up to study 
the impa of pending and propose Disposition: Break 
legislatio (1972), Documents an the end of 1973. pin 
data relate o implementation of year, then 
Water Bill, s ff statistics send to Federa ecords Center. 
(requirements), House Bill, issue r 19,years, then 
papers, Strategy 

9. Permit Program. Permanent. 

a. State Permit Program. D" position: Break file after 
tains documents pertaining ompletion or change in Permit 
interim and final permit pro a Program. Keep in office 1 
for States. Records consist o additional year, then send to 
copies of State clean water 1 w Federal Records Center. Keep 
EPA authorization to issue at FRC for 15 years then 

fer to National Archives. 

b. Early Permit Progr Con­ Retain 20 years 
tains records relatin to basic 
standards and guidel" es sent out Dispos"tion: Break file at 
for comment, data s terns (com­ the end of 1973. Ke~p in 
puter) for permit rogram, drafts dditional year, 
of permit applic ion form. Federal Records 

Center. for 19 
years, then 

c. 1 Program - Studies Retention: years 
and Grant . Contains documents 
pertain" g to the Permit Program Dis osition: file at 
and re ted activities. Docu­ the end of 2 Keep in 
ments and data related to efflu­ office for 1 additi nal year, 
ent limitation guidance, develop­ then send to Federal Records 
ment of industrial guidelines, Center. Keep in FRC or 7 

eneri~ c1f15i.5 fi s:t, fDVJl\s-. v~aTR. then destroy. 

TN 
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APPENDIX B 

RECORDS CONTROL SCHEDULES 

RECORDS MANAGEMENT 

Item Name and Description of Record/Fil Retention Period 
and Disposition 

ardous substances, meetings wit 
Sta and industrial leaders, leg­
islat ye evaluations, standards, 

ping, water strategy, 
state imp ementation. Documents 
pertaining rimarily to technical 
aspects oft Water Quality Pro-

Documen and data relate,gram. 
Ito such items as ffluent limita-
tion guidance for P by industry 
state progress with 
tracts for industrial 
river basin studies, 
printout of major disc 
effluents. 

10. 180 Day Notice File - Water. Permanent. 
I 

a. Official. ela-! ·s osition:(~)Break file after 
tive to action initiated a inst th completion of action. 
a pollutor. Pollutor giv n 180 IKeep n office 1 additional 
days to develop program o correct !year, hen send to Federal 
pollution causing con tions. ConJRecords Center. Keep in FRC 
tains such records a : request to for 15 ye rs, then offer to 
Corps of Engineers o reevaluate the Nation Archives. 
companies permit to discharge /(;Destroy all 
effluents, lett s from city \: record copy 
officials and nterested citizens Center. 
(complaints) hearings and fact 
finding re rts, memos to Adminis­
trator f issue of 180 Day Notices 
news re eases and clippings, trans 
cript of informal hearings con­
duct by EPA under Sec.,10(c)(5) 
,of e Federal Water Pollution Act. 
1
Fi e also contains affidavits of 
1service, EPA opening statements an 
1summary of hearings. 

TN 
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APPENDIX B 

RECORDS CONTROL SCHEDULES 
RECORDS MANAGEMENT 

Item Name and Description of Record/· Retention Period 
and Disposition 

Other (Water Reference File). 
notices issued 

rganizations (industrial and 
regarding water pollution. 

Organ ation given 180 days to 
develop and present plan for halt 
Ing or r ucing pollution. Re­
cords cons·st of background data 
on offense d offenders, notices 
to take corre tive action, report 
on plan and st us of implementa­
tion. 

Retention: Retain 10 years 
after completion of case. 

Disposition: Break 
upon completion of ca e. 
Keep in office lad tional 
year, then send t Federal 
Records Center. Keep in FRC 
for 9 years, en destroy. 

11. Summary Report on 
Interstate Waters. 
descriptive data r 
interstate river or 
Data contained in a repor 
"The Summary Report on the 
of Interstate Waters." Rep 
deals with the rivers loca o 
and flow, sources of poll tion, 
adequacy of treatment, ture o 
delays in abatement, a tion of 
agencies, schedule f proposed 
action. Folders al o contain 
correspondence ting to the 
reports. 

12. Emission ram. Con-
tains docu ents pertaining to the 
developm t, application, and 
suspen on of guidelines and 
rule for better controlling the 
emi sions from automobile engines 
Fie contains documents and data 
relating to: ADVISORY CIRCULARS 

Permanent. 

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

Retain 10 years. 

Break file at 
Keep in 

itional year, then 
send to Fede Records Center. 
Keep in FRC r 7 years, then 
destroy. 

TM 
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RECORDS CONTROL SCHEDULES 
RECORDS MANAGEMENT 

Item rune and Description of Record/Fi 

(p engine configuration 
requ ements, application format 
for he "!JY duty engine certifica­
tion, d ation of conformity cer-
tificatio) --- FORD FLAP MAINTE­

ANCE VC 6 vehicles transported 
nder limite certificate, Ford's 
ithdrawal of 973 application fo 

certification, equest for full 
certification rep to Justice)-­
FORD COMPANY CV 7 ord disclosur 
of unauthorized main enance, com-

Retention Period 
and Disposition 

laint for injunction nd monetar 
relief) --- SUSPENSION DIDELINES 
(procedure for suspension of 
guidelines, manufacturer's reques 
for public hearing, respons to 
requests to make statement at 
public hearing, court order, 
treatment of confidential i 
tion). Documents pertain· g 
the design and operation 
grams for mobile units 
in production or are 
production. File co tains docu­
ments and data rel ing to: 
LABORATORY TEST ANALYSIS 
(emissions -­
ations and co ents) -- DEFECT 
DEVICES (po cy relative to de­
vices used o circumvent EPA 
regulati s, violations and pen­
alty) - GENERAL AND CONTROLLED 
CORRE ONDENCE -- HIGH ALTITUDE 
EMIS ON (reports and discussions 
reg rding change in standards and 
re lations) -- SUSPENSION GUIDE-

. T,TNES -- COMPJ>...NY nATA. (h;:irl<:fp"m.,nt'I. 

TN 



TRATION 

e 

.:;,.c.=L~S 
gas 

composition, 

MANUAL 
APPENDIX B 

RECORDS CONTROL SCHEDULES 
RECORDS MANAGEMENT 

Item Description of Record/Fi Retention Period 
and Disposition 

a on various auto and engine 
man facturing companies). Con~ 
tain documents pertaining to 
parts d alterations to vehicles 

already in use. File 
contains cuments and data r~-
lating to: VISORY CIRCULARS 
(data on ant rust actions)-­
CLIPPINGS (way 
pollution -- _S_T_...,________ 
PROCEDURES (Cali rnia exhaust 
emission tests) -- CITIZEN CORRE­
SPONDENCE (Federal gister,. 
should exemption be m de because 
of high altitude, envi nmental 
policy) -- RECALL INVEST GATIONS 
(recall of auto by manufac 
for repair or alteration, 
plan) -- STATE INSPECTION 
-- REGIONS (delegation 
ity, role of region 
ment, organization. 

a. Fuels and Lea ulations Retain 10 years. 
and on File. Con-
tains documen pertaining to Break file at 
rule making fuels. Documents years. Keep in 
and data r ate to: FUEL REGIS­ additional year, then 

- LEAD REGULATION (lead Records Center. 
ons and Nationai Resource Keep in C for 7 years, then 
Council, test, health destroy. 

ct, methods, hearings) --­
(waste oil report, speech 
tax conference, additive, 

state inspection 
program, small refiners) -- !i!!,­
NESSES (waiting to testify, list 
of witnesses). Documents nert":=dn. 

-tn,s -ta '"th< c(eveloe,ne~ e.Qi • 
TN 
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RECORDS CONTROL SCHEDULES 
RECORDS MANAGEMENT 

Item Name and Description of Record/FiJ 
Retention Period 
and Disposition 

app ication or regulations and 
stan ards governing vehicles and 

imported for sale/use. 
s relate to: PENDING 

-~..:.:;.....:;.:;:,,~M~I~SS~I~O~N......S --- CUSTOMS 
IMPORT DATA SYSTEM 
TION POLICY --- IMPOR 

AND APPROVALS ---
________,_ -- OPERATION AND 

Contains 
documents pertaini 
abatement for land 
aircraft, and data 
pollution. Records an 
late to: NOISE (Motor 
noise analysis, aircra T.. 

reduction technology, p 
planning, low noise emi 
ucts, railroad noises) 
TION-AIRCRAFT (proposed 
tions, FAA enforcemen 
tion California stan 
ing 

b. Import Declar ion - Motor Retain 12 months. 
Vehicles. File ade up primarily 
of completed pies of the form, Dis o ition: Break file at 
"Importation of Motor Vehicles end o month. Keep in office 
and Motor hicle Engines subject 12 addi ional months, then 
to Feder Vehicle Pollution 

egulations (EPA Form 
Occassionally a 

Dec ration of Conformity and 
coy of HEW Regulation are 

tached to the EPA form. The 
EPA form-352O-1 serves as the 

TN 
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------------·---------

Retention PeriodItem Tame and Description of Record/Fi 
and Disposition 

so rce document for the automated 
pro ssing of motor vehicle impor 
data. 

c. for Import Decla-
ration - Code Sheets". 
File made u of the "MOSES" Code 
Sheet-EPA Hq. Form 1780-3) which 
is used to maR the coded data 
entries from th EPA Form 3520-1. 

d. Im orted 
tion Numbers. Listi s of im­
ported vehicle and eng e numbers 
supplied by foreign manu 
or U.S. distributors. 

e. Imported Vehicle Conformit 
Certification. Letters, affi 
davits, and invoices descri ng 
modifications to vehicle/e gine, 
and certifying conformit of EPA 
standards. Agreement t 
for resale or cancell ion 
order because of in ility to 

Retentionr Retain 

Disposition: 
end of month. in office 
12 additional 
destroy. 

Retain 12 months. 

Di on: Break file at 
Keep in office 

itional months, then 

Retain 4 years. 

Break file at 
years. Keep 

in office 2 additional years, 
the 

TN 




