
NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: NC-412-75-009 

Some items in this schedule are either obsolete or have been superseded by new 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These items, unless subsequently superseded, may be used by the agency to 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SUPERSEDED AND OBSOLETE ITEMS 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They are superseded, obsolete, filing instructions, non-records, or were lined off and 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Item 2 was superseded by N1-412-94-002 items 35 and 43, and N1-412-07-002 item 11 

Item 12 was superseded by N1-412-94-002 item 13 and N1-412-07-068 schedule 081 

Item 17 was superseded by N1-412-09-005 

Item 21 was superseded by N1-412-94-002 item 3d6 and N1-412-06-006 schedule 249 

Item 25 was superseded by N1-412-06-006 schedule 003 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 09/07/2022 N1-412-75-009 page 1 of 1 



412-75- eNCTO GENERAL SERVICES ADMINISTRATION, 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, D.C. 20408 NOTIFICATION TO AGENCY 

REQOEST.R AUTHORITY LEAVE BLANK 

TO DISPOSE OF RECORDS DATE RECEIVED • JOB NO 

(See /11str11,·1tom 011 Rererse) MAY 1 3 1975 

FROM (AGENCY OR ESTABLISHMENT) 
In accordance with the prov1s1ons of 44 U S C 3 303a the dis~ 
posal reqvest, including amendments, 1s approved except for 
items that may be stamped disposal not approved" or with• 

Environmental Protection 
2 MAJOR SUBDIVISION drown m column l 0 

Office of Public Affairs 
3 MINOR SUBDIVISION 

4 NAME OF PERSON wrrn WHOM TO CQNFER 5 TEL EXT 

Harold R. Masters 755-0840 
6 CERTIFICATE OF AGENCY REPRESENTATIVE 

certify that I om authorized to act for this agency m matters pertaining to the d1sposol of the agency s records, that the records proposed for d1sposol in thts Request of 
poge(s) are not now needed for the busmes:. of fh1.s agency or w,11 not be needed ofter the retention periods specified 

May 9, 1975 Chief, Administrative Management Br. 
(Date) (Signature of Agem:y Represemat1ve) (Title) 

98 DESCRIPTION OF ITEM7 SAMPLE OR l 0ITEM NO ( With Inclusive Dates or Retention Penods) JOB NO ACTION TAKEN 

1.- 26 Descriptions and retention schedules for the 8£ficE of 
Public Affairs,~- 26 are attached. 

STANDARD FORM 115 
Revised November 1970 
Prescribed by General Services 

Adm,mstratton 
FPMR (41 CFR) 101-11 4 
115-105 



- .... 
ENVIRONMENTAL PROTECTION AGENCY MANUAL 

APPENDIX B RECORDS MANAGEMENT 

RECORDS CONTROL SCHEDULES 

OFFICE OF PUBLIC AFFAIRS. 

The records described below pertain to the public affairs 
aspect of the Agency's program, including relations with news media, 
community relations, public participation, and environmental educa­
tion program. 

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

1. Testimony (Statements) By EPA 
Representatives Before The House 
and Senate. Statements made by 
EPA officials at hearings held by 
members of the House and Senate. 

Retention: 

a. Record Copy. .PHmaaent. ~ 
/0 ~-

b. Distribution Copies. 
Retain 7 years. 

c. Information Copies. 
h::, aete~miaed e~ Yaer•s p...r+.:,,;... I 
reference oeeds, ~.. 

Disposition: 

a. Record Copy. Break file 
after presentation. Keep 
in office for 10 years, then 
offe~ to the MatiooaJ 

b. Distribution Copies. 
Break file at end of year. 
Keep in office for 7 years, 
then destroy. 

c. Information Copies. 
Destroy when :i:w Jonr,of' tt::,ecl / ~ 
~~~...:.t:,-....:..t..a-~ 
~-

TN 
ORIGINATOR. 



MANUAL APPENDIX B 

RECORDS CONTROL SCHEDULES 
RECORDS MANAGEMENT 

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

2. Speeches and Journal Articles 
by EPA Administrator or Staff. 
Speeches prepared for delivery at 
Civic functions and professional 
conferences and meetings. Arti­
cles prepared for publication in 
professional magazines or 
journals. 

3. Original Weekly Briefing Book 
(News Clips) - Binders. A weekly 
collection of original news clips 
from a cross section of U.S. 
newspapers and magazines outside 

Retention: 

a. Record Copy. Permanent. 

b. Distribution Copies. 
Retain 7 years. 

c. Information Copies. 
As sete:rttd:ned h, tteH:.r ½5 

~-...L-.. f~.r.Qfa5QQQil oeo&s, •~ 0 ~---~ -

Disposition: 

a. Record Copy. Breai~ file 
after presentation. Keep 
in office for 10 years,then 
offer to the National .• 
Archives~~cJ. ~ • 

CIV 111\R.S ') 
b. Distribution Copies. 
Break file at end of year. 
Keep in office for 7 years, 
then destroy. 

c. Information Copies. 
Destroy when A9 loegeF wa1-id. I ~ 
~~~,.,.......e.,...,..... 

Retention: Permanent. 

Disposition: Break file at 
end of year. Keep in office 
for 3 years, then transfer 

TN 



APPENDIX B 
MANUAL 

RECORDS CONTROL SCHEDULES 
RECORDS MANAGEMENT 

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

the D.C. area. Publications 
include the Arizona Republic, 
Indianapolis Star, Boston Herald 
American, Houston Post, Denver 
Post, Cincinnati Enquirer, Port­
land Press, New York News, 
Fortune, The Nation, etc. 

4. Weekly Briefing Book (News Clips} 
- The Greenbook. A green paper 
reproduction of the news clips 
assembled in the Original Weekly 
Briefing Book - Binders. 

to the Federal Records Cen­
ter. Keep in FRC for 20 
years, then offer to t:¼te-
Ma tio:Aal h:r.;h;i,,:00 ,I\JPr rtS 

Retention: 

a. Record Copy. Retain 
2 years. 

b. Information Copies. 
As eetermiHed by ttser's Rooe&• 
~«~· 

Disposition: 

a. Record Copy. Break file 
at end of year. Keep in 
office for 2 years, then 
destroy. 

b. Information Copies. 
Destroy when g,g J.ge@'i•· ·•HHild, I ~ 
o,,Q.d,.. o"'-~ ~ ~ ~~ 
~-

TN 
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MANUAL APPENDIX B 

RECORDS CONTROL SCHEDULES 
RECORDS MANAGEMENT 

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

s. Original Selected Daily News 
Clips - Binders. A daily col­
lection of original news clips 
from four daily papers - the 
Washington Post, New York Times, 
Washington S tar--~{ews, and the Wall 
Street Journal. These news clips 
do not appear in the Weekly Brief­
ing Book. 

6. Sel2cted Daily News Clips -
Reproductions. A reproduction of 
the news clips assembled in the 
Original Selected Daily News 
Clips - Binders. 

Retention: Permanent. 

Disposition: Break file at 
end of year. Keep in office 
for 3 years» then transfer 
to the Federal Records Cen­
ter. Keep in FRC for 20 
years, then offer to -etre 
National .A,Fehin:G11ii N ftA..S • 

Retention: 

a. Record Copy. Retain 2 
years. 

b. Information Copies. 
tu;; d1-termi.ReQ by user' □ as@ds 

P4-ha,..;.,.,. I~· 
Disposition: 

a. Record Copy. Break file 
at end of year. Keep in 
office for 2 years, then 
destroy. 

b. Information Copies. 
Des troy when <fte lenger used-./~ 
~ °"" ~ ~ ~ ~ef"w 
~-

nr 

https://t.Fehi.ur


RECOI!S CONTROL SCHEDUL8S 
RECORDS 1f.A1lAGEl!ENT 

Name and Description 
Item of Record/File 

7. 

8. 

Documerica - Slides, Hicrofiche, 
and Photos. Photographs of the 
American scene. A pictorial 
rendering of envi:r:onmental con­
ditions throughout the Country. 
Object of collection is to 
provide a basis for future 
comparison. Records consist of 
original 2 X 2 color slides, 
color images on microfiche, 
duplicate 2 Xi slides, and 
black and white 8 X 10 photos. 
About 200 microfiche (quantity 
to increase in time), each_ con­
tainjng 60 images, are. rr.aintained 
in an electronic retrieval system. 

Photographers Biograp!:11: and 
Grant Folder - Documerica. 
Documentation related to photog­
raphers participation in the 
Documerica Program. Records 
consist of solicitations, pro­
posals, suggestions, bio8raphical: 
sketches, task orders or con­
tracts, invoices, list of titles 
of photos, correspondence, etc. 

Retention Period 
and Disposition 

Retention: 

a. Record Cou. (Micro­
fiche, jndex and 2 X 2 
original slides) Permanent. 

b. Inforriation, Uork,__ and 
Security Co2ies. As deter­
mined by reference, 1wrk 
~nd security needs. 

Disposition. 

a. Record Cooy. Break 
file upon completion of 
project acd offer to the 
National Archives. 

b. Infor~ation, Work, and 
Security Copies. Destroy 
d:1en no longerused. 

Retention: Permanent. 

Disposition: Break file 
~pan completion of pro­
J ect • KeEp j_n office 5 
years. Combine with 
Slides, Microfiche and 
Photos andttransfe; to 
FRQ.j Offer to NA.RS when 
20 years old. 

TN 



MANUAL 
APPENDIX B 

RECORS CONTROL SCHEDULES 
RECORDS MANAGEMENT 

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

\
7. Documerica - Slides, Microfiche, 

and PhQtos. Photographs of the 
American

\ 
scene. A pictorial 

•

rendering of environmental con- .. • 
ditions throughout the Country,,/ 
Object of ~ollection is to /··' 
provide a bcisis for future , ' 
comparison. Records cons:i,.Eit of 
original 2 X 2\color s1¥,~s, 
color images on \tiicrof)'Che, 
duplicate 2 X 2 s\~de;;, and 
black and white 8 X 10 photos. 
About 200 microfic~ (quantity 
to increase in ti:Jfie), each con­
taining 60 imag7tt, are: maintained 
in an electronic retrie al system. 

/ \ 

'\, 
\

'¼ 
8. Photographers Biography and \Grant Folder - Documerica. '(, 

Documentation related to photog­ \ 
raphers participation in the 
Documerica Program. Records 
consist of solicitations, pro­
posals, suggestions, biographical 
sketches, task orders or con­
tracts, invoices, list of titles 
of photos, correspondence, etc. 

/ 

Retention: 

a. Record Copy. (Micro­
fiche, index and 2 X 2 
original slides) Permanent. 

b. Information, Work, and 
Security Copies. As deter­
mined by reference, work 
~nd security needs. 

Disposition. 

a. Record Copy. Break 
file upo~!pleti.2R_.~~ !t ~,~
project, f1er t3~ 
~t:ional l'rrcM.11:•e._ NAR..S , 

b. Information, Work, and 
Security Copies. Destroy 
when no longer used. 

Retention: Permanent. 

Disposition: /)Break. file 
'\upon completion of pro-

j,ect. Gembine wi:th 6lidc:,, ,-,,.,.,,P --. 
Wi.s£10fi.ehe, a:nd Photos ~5~ 
w1.}m maki,ftg effe!' t:cr ~&th .:ilb. . 

An;l:&~¥e1;1c - NAA.S '-'•'h,., a.,.o ~ 
.,, ~· 

,·"· 

TN 
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________,, 
MANUAL 

APPENDIX B 

RECORDS MANAGEnEN'T 
RECORDS CONTROL SCHEDULES 

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

9. Documerica Program File. Back­
ground and historical data re­
lated to Documerica Program. 
Records consist of Program start­
up plans, guidelines for photog­
raplwrs, conditions of release 
regional program, project outline. 

Public Affairs Job Folders.10. 
Doclliuentation pertains to the 
assistance pro~ided program 
groups in the areas of public 
affairs and relations. Records 
consist of job statements, pro­
posals, procurement requests, 
internal memos, outlines for 
conferences and handbooks, 
activity reports, etc. 

11. Water Qualit_}' Inforr1atlot'!_ 
Exchange and A\_'-1areness Program 
File. File concerns the develop­
uent of program to make the public 
aware of the dangers of water 
pollution and the need for conser­
vation and quality control. Pro­
gram \:orl~ed through the Jdycees 
(Junior Chamber of Comraerce). 
Records consist of program 
staternents, m-1ard justifications, 
leaders workshop outlines, invi­
tations to participate in program, 
letters of dcceptance, contracts, 
etc. 

Retention: Permanent. 

Disposition: Break file 
upon completion of pro­
ject. Keep in office 5 
years. Combine with 
Slides, Microfiche, 
Photos, and Photogra­
phers Biography and 
Grant Folder and trans­
fer to FRC. Offer to 
NA.RS vTI1en 20 years old. 

Retention: Retain 10 years 
a_fter completion of job. 

Disposition: Break file 
upon completion or termination. 
Keep in office for 10 years, 
then destroy. 

,, 
Retention: Retain )<f years 
after completion of program. 

~isposition: Break file 
upon completion of pro­
gram. Keep in office for'1. 
years ~hoR. trans:f 0r Le th'c 
Ev1'1.oa-a J Rec9l!Ba eent~r. 
Keep Ja fR€ Ee~ 9 yE'!8ro, 
then destroy. 



MANUAL APPENDIX B 

RECORDS CONTROL SCHEDULES 
RECORDS MANAGEMENT 

Name and Description Retention Period 
Item 

\ 
of Record/File and Disposition 

\\ 
9. Documeric:a Program File. Back­

ground and\historical data re­
lated to Documerica Program.

\
Records consist of Program start-

' up plans, guidelines for photog-
\

raphers, conditions of release, 
regional program, project outline. 

10. Public Affairs Job Folders. 
Documentation pertains to the 
assistance provided program 
groups in the areas of public 
affairs and relations. Records 
consist of job statements, pro­
posals, procurement requests, 
internal memos, outlines for 
conferences and handbooks, 
activity reports, etc. 

11. Water Quality Information 
Exchange and Awareness Program 
File. File concerns the develop­
ment of program to make the public 
aware of the dangers of water 
pollution and the need for conser­
vation and quality control. Pro­
gram worked through the Jaycees 
(Junior Chamber of Commerce). 
Records consist of program 
statements, award justifications, 
leaders workshop outlines, invi­
tations to participate in program, 
letters of acceptance, contracts, 
etc. 

Retention: Permanent. 

Disposition: Break file 
upon completion of 
project then offer to the 
National Archives. 

Retention: Retain !O years 
after completion of job. 

Disposition: Break file 
upon completion or termination 
Keep in office for 10 years, 
then destroy. 

Retention: Retain 10 years 
after completion of program. 

Disposition: Break file 
upon completion of pro-
gra~. Keep in office for 1 
year, then transfer to the 
Federal Records Center. 
Keep in FRC for 9 years~ 
then des._troy. 

\ 
\ 

\ 

"· 

TN 



APPENDIX B 
MANUAL 

RECORDS CONTROL SCHEDULES 
RECORDS MANAGEMENT 

Item 
Name and Description 

of Record/File 
Retention Period 
and Disposition 

12. "Environmental Hews" (Folders). 
The official press release media 
for EPA. Records consist of 
drafts of releases, comments, 
approvals, and printed copy. 

Retention: 

a. Record Copy. (Public 
Affairs) Permanent. 

b. Distribution Copies. 
Retain 3 years. 

c. Information~ie~. ~ . 
d?terwialila l;iy liBO£ 's 01i11isla0-1 ~, 

I~-
Disposition: 

a. Record Copy. Break file 
at end of 3 years. Keep 
in office for 1 year, then. 
transfer to the Federal 
Records Center. Keep in FRC 
for 20 years, then offer to 
the National Archives. 

b. Distribution Copies. 
Break file at end of year. 
Keep in office for 3 
years, then destroy. 

c. Information Copies. 
Destroy when oa JoQse~ Msed./~ 
oA,A. ~ ~ ~ """' ~ ~. 

TN 
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MANUAL 
APPENDIX B 

RECORDS CONTROL SCHEDULES
RECORDS MANAGEMENT 

Item 
Name and Description 

of Record/File 
Retention Period 
and Disposition 

13. "Environmental Facts" (Folders). 
Generally a single page publi­
cation providing concise informa­
tive statements about an EPA 
program, element of a program, 
or some environmental event. 
Records consist of drafts, com­
ments, approvals, and printed 

Retention: Retain 3 years 
after completion of job. 

Disposition: Break file 
upon completion or termina­
tion. Keep in office for 
3 years, then destroy. 

copy. 

14. Press Conference Folders. (;eft-
tai:Rs docance11tation Felsting to 
tae ayrengemcnt, coneaet, f!:!l:6 

i:esttlt of EP* press esnfQr@nces 
Records consist of arrangeroent-e­
and pFepe:ra.tion t1:otee, statements 
by EPA representative, background 
papers, press releases, reports, 
news clips, transcripts, etc. 

Retention: Permanent. 

Disposition: Break file 
at end of year. Keep in 
office for 3 years, then 
transfer to the Federal 
Records Center. Keep in 
FRC for 20 years, then 
offer to the National 
Archives. 

15. Speakers Invitation File. Invi­
tations by professional, civic, 
religious, and academic organiza­
tion to address a gathering. 
Records consist of invitations 
to speak, review of invitations 
and situation, letters of accept­
ance or rejection, copies of pro­
gram, and background notes on 
organization. 

Remove and destroy dupli­
cate transcripts prior to 
making FRC shipment. 

'7 
Retention: Retain ~years. 

Disposition: Break file 
at end of year~ Keep in 
office for )..a" years, then 
destroy. 

TN 



APPENDIX B MANUAL 

RECORDS CONTROL SCHEDULES 
RECORDS MANAGEMENT 

Item 
Name and Description 

of Record/File 
Retention Period 
and Disposition 

16. EPA Speakers Biographical Folders. 
Background data on EPA speakers. 
Records consist of biographical 
sketches, photographs, internal 
notes. 

Retention: Retain 1 year 
after termination or trans­
fer of speaker. 

Disposition: Break file 
upon termination or 
transfer of speaker. Keep 
in office for 1 year, then 
destroy. 

17. Presidential Environment Merit Retention: Permanent. 
Awards Program (PEMAP) File. 
Documentation related to a pro­
gram established to honor students 
(primary and secondary levels) and 
youth groups (Boy Scouts) who 
commit themselves to constructive 

Disposition: Break file 
upon completion or termi­
nation of program. Keep in 
office for 1 year, then 
transfer to the Federal 

environmental service. Records 
consist of copies of Government 
and commercial publications, 
newsletters, Regional promotion 
plans, congressional hearing 
reports, review of accomplish­
ments, Executive Orders, and data 
on history of programs. 

Records Center. Keep in FRC 
for 20 years, then offer to 
the National Archives. 

PEMAP Inquiries - Correspondence. 
Request from citizens and schools 
for publications, information, and 
promotional material. 

Retention: Retain 1 year. 

Disposition: Break file 
at end of year. Keep in 
office for 1 year, then 
destroy. 

TN 



MANUAL 
APPENDIX B 

RECORDS MANAGEt1EN"T 
RECORDS CONTROL SCHEDULES 

Name and Description Retention Period 
Item of R2co1~d/File and Disposition

-
16. EPA Speakers Biographical Folders. ---- --· 

Background data on EPA speakers. 
Records consist of biographical 
sketches, photographs, internal 
notes. 

A. EPA Administrator, :me­ Retention: PERMANJ:<~NT. 
puty Administrator, and 
the Assistant Adminis­ Disposition: Break file upon termina­
trators. tion or transfer of speaker. Transfer 

to FRC for 5 years, then offer to NARS. 

B. All other speakers. Retention: Retain 1 year after ter­
wination or transfer of speaker. 

Disposition: Break file upon ter­
mination or transfer of speaker. Keep 
in office for 1 year, then destroy. 

17. Presidential Environment :Merit Retention: Permanent. 
Auards_ Program- (PENAP) File. 

! ' 
I Documentation related to a pro­ ~J~~.§_ition: Break file 

gram established to honor students upon completion or termi­
(prima.ry _and secondary- levels) and nation of- program.----Keep in 
youth groups (Boy Scouts) t-:ho office for 1 year, then 
commit themselves to constructive trdnsfcr to the Federal 
environmental service. Records Records Center. Keep in FRC 
consist of copies of Government for 20 ye...,rs,, then offer to 
and coramercial publications, the National Archives. 
newsletters, Regional promotion 
plans, congressional hearing 
reports, review of acco □ plish­

ments, Executive Orders, and data 
on history of programs. 

18. PEMAP Jnquirie!?_:-_Correspondence. Retention: Retain 1 year. 
Request from citizens and schools 
for publications, information, and Break file 
promotional material. year. Keep in 

1 year, then 
destroy. 

https://prima.ry


MANUAL 
APPENDIX B 

RECORDS MANAGEMENT 
RECORDS CONTROL SCHEDULES 

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

19. PEMAP Merit Award Projects. 
Documentation relating to pro­
jects entered into by students 
and youth groups to improve the 
environment. Records consist of 
merit award applications, lists of 
students for awards, samples and 
pictures of posters and exhibits, 
newsclips from local newspapers, 
description of award presentation 
program. 

20. Regulations, Standards, and Guide­
lines Document Copy File - Freedom 
of Information Center. A col­
lection of documents relating to 
significant regulations, standards 
and guidelines promulgated by EPA. 
Documents centrally maintained 
for public review. Records con­
sist of copies of Hearing Tran­
scripts, economic analysis -
cost effect studies, comments on 
proposed regulations/guidelines/ 
standards, references, Environmen­
tal Impact Statements, Implemen­
tation Plans, etc. 

Retention: Retain 10 years. 
a.ft!eF eemplet!i:oa or t:ermi:s.e. 
tiorz of pcogrmn. 

Disposition: Break file 
upon completion or 
termination of program. 
Pttll and trausfet fh•Q. 
~e~rgsontat1ve projects to 
!'HH:M' Preiraft\ File. Keep 
remei:nee~ of file in office 
for 1 year, then transfer 
to the Federal Records 
Center. Keep in FRC for 
9 years, then destroy. 

Retention: Retain 3 years· 
after promulgation of regu­
lation/standard/guideline 
on until litigation is com­
pleted. 

Disposition: Break file 
upon final printing in 
Federal Register. Keep 
in Freedom of Information 
Center for 3 years, then 
gatw;a to o~iginat~ 
off;i,e.e, ~ • 

TN 
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MANUAL 
APPENDIX B 

RECORDS CONTROL SCHEDULES 
RECORDS MANAGEMENT 

Item 
Name and Description 

of Record/File 
Retention Period 
and Disposition 

21. EPA Publications and Promotional 
Items. General and technical 
literature and promotional items 
produced by the Office of Public 
Affairs. Literature and promo­
tional items take the form of 
handbooks, brochures, pamphlets, 
comic books, bumper-stickers, 
buttons, and posters. 

Retention: 

a. Record Copy. Permanent. 

b. Distribution Copies. 
Retain 3 years after last 
print date. 

c. Information c'~pies. 
--/rs de~e;midted e, M89~ 1 S 

reference needs ~~ I ~ • 

Disposition: 

a. Record Copy. Break file 
after publication. Keep in 
office for 10 years, then 
offer to the National 
Archives. 

b. Distribution Copies. 
Break file after printing 
and distribution. After 
3 years destroy undistri­
buted copies. 

c. Information Copies. 
Destroy when ae leRge;r used I ~ 
~ e>"--~ ~ "'4 ~ 
~-
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MANUAL 
/,u>PENDIX B 

RECORS CONTROL SCHEDULES 
RECORDS JW1AGE11ENT 

Name and Description 
Item of Record/File 

22. Docrnnentary and Promotional Films, 
1V tapes, Slide Shows, and Radio 
Spots. Collections of 16Jl1111 films, 
slides and scripts, 1V tape 
coJ11J11ercials, and radio corrm~rcials 
highligl1ting the damages of 
pollution and the need for control. 

a. Hotion pictures - the original 
negative or color original 
plus separate optical sound 
track, an inteTI11Cdiate rna.~tcr 
positive or duplicate negative 
plus optical sound track, and 
a sound projection print 
of each notion picture. 

b. Sound recordings - the master 
tape, matrix or stamper, and 
one disc pressing for each 
conventional mass-produced 
multiple copy disc recording 
and the original tape for 
each magnetic audio tape 
recording. 

c. Video recordings - the original 
or the earliest generation 
of ead1 recording or a kinescope 
of the recording. 

d. Distribution copies of a. 
b. and c. 

e. Security copies of a. b. 
and c. 

Retention Period 
and Disposition 

Retention: 

a. Record Copy. Permanent. 

b. Record Copy. Penn.anent. 

c. Record Copy. Permanent. 

d. Retain 5 years after 
date of last request. 

e. Petain one year after 
record copies are offered 
to the National Archives. 

Keep Freedom in Tour Future Wtth US Savings Bonds 



/,l'PENDIX B 
MANUAL 

RECOJ.;S CONTROL SCHEDULES 
RECORDS lWIAGEl·!Et-rr 

Item 
Name and Description 

of Record/File 
Retention Period 
and Disposition 

f. fi.nding Aids m1d Production 
Documentation - existing ------­
finning aids such as data 
sheets, shot Ijsts, catalogs, 
indexes, and other textual 
documentation ncccssmy 
for the proper identification, 
retrieval, and use of a. 
b. and c. as well as produc­
tion case files or sinilar 
files which focludc copies 
of proJuction c:ontrncts, 
scripts, transcripts, or 
other clocur1entation bearing 
on the origjn, acrtuisition, 
relcnse or Ohnership of 
the audiovisual production. 

f. Record Copy. PcTI'lancnt. 

g. Tnfon•iation copies of i tef.15 
jncluded in f. 

g. As ceten1ined by user's 
need. 

Di.spasit ion:_ __ _ _ 

a. record Conics. Break file 
after comiJletion of film, 
tape, or s1i..clc production 
and offer to the N;::itional 
Archives ''-1hen obsolete or 
after S years whichever 
occurs first. 

b. ni.c;tribution Copjes. Break 
file after last shrn·ling and 
destroy S years thereafter. 

c. Security Copies. Break file 
after offering record copies 
to the National Archives c1nd 
destroy one year thereafter. 

d. 
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22. Documentary and Promotional 
Films, TV Tapes, Slide Shows, 
and Radio Spots. Collections of 
16 nnn films, slides and scripts, 
TV tape commercials, and radio 
connnercials highlighting the 
damages of pollution and the 
need for control. 

Retention: 

a. Record Copy. Permanent. 

b. Distribution Copies. 
Retain 10 years after date 
of last request. 

c. Security Copy. Retain 
21 years. 

Disposition: 

a. Record Copy. Break file 
after film or tape completion. 
Keep in office for 10 years, 
then offer to the National 
Archives. 

b. Distribution Copies. 
Break file after last show­
ing. Keep in office for 
10 years, then destroy. 

c. Security Copy. Break 
file after giving record 
copy to Archives. Keep in 
office for 21 years, 
then destroy. 

TN 
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Item 
Name and Description 

of Record/File 
Retention Period 
and Disposition 

23. Printing Arrangements for 
Publications, Articles, and 
Promotional Items. Data and 
supporting documentation for the 
release and publication or pro­
duction of manuscripts and 
promotional items. Records con­
sist of clearances for publica­
tion, typed manuscripts, page 
proofs, color justifications, 
jacket specifications, distri­
bution approvals. 

Retention: Retain 3 years. 

Disposition: Break file 
upon printing or decision 
not to print publication or 
article. Keep in office for 
3 years, then destroy. 

24. EPA National Environmental and Retention: P@P'lfleH@nt, .S~· 
Information Centers - Development 
and Construction Project File. 
Documentation relating to the 
development and construction of 
of the EPA Exhibit Center in 
Washington, D.C. Records con­
sist of brochures from exhibit 
development firms, proposal 
bid invitations, bid evaluations, 
contract awards, exhibits, 
designs, prints, art materials 
for exhibits, photos, art work, 
etc. 

Disposition: Break file 
upon completion of 
construction. Keep in 
office YR&il &AO QOmplo 
t1cu of ildilo~i& eas Qaatar 
Opg,;pftt::ien, then e££er l:s ~ 
the Watie&al .'.z1eh.iv00. I 'a""-1 
~,_ FR..C.-0~ 
....-0 - • \ s ~ o,,,Q.-... 

25. Contracts and Grants File. 
Documentation relating to the 
formulation, award, and changes 
in contracts and grants for 
studies, films, development of 
workshops, etc. Records consist 
of procurement requests, proposals, 

Retention: Retain 7 years 
after completion of project 
or job. 

Disposition: Break file 
upon completion of pro­
ject. Keep in office for 
i year, then transfer to 

TN 
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justification statements, bid 
evaluations, contractors's staff 
resumes, report of payments, 
progress reports, etc. 

26. Program Files - Director and 
Division Heads. Contains 
data related to the conduct of 
office and division operations in 
program areas. Records consist 
of correspondence relative to 
EPA Program activities, project 
evaluations, assistance, requests 
from ·program groups, status of 
grant and contract reports, 
suggestions and ideas for promo­
tional items, etc. 

a. Director 

b. Division Heads 

the Federal Records Center. 
Keep in FRC for 6 years, 
then destroy. 

a. Retention: Permanent 

a. Disposition: Break file at 
end of 2 years. Keep in office 
for 2 years, then transfer to 
the FRC. Offer to NA.RS when 
20 years old. 

b. Retention: Retain 5 years. 
,, 

b. Disposition: Break file at 
end of 2 years. Keep in office 
for 2 years, then transfer to 
FRC. Destroy when 5 years old. 
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Item 

26. 

Name and Description 
of Record/File 

justificati statements, bid 
evaluations, ntractors's staff 
resumes, report 
progress reports, 

Pro ram Files -
Division Heads. 
data related to co due 
office and division eratio 
program areas. Re rds consis 
of correspondenc relative to 
EPA Program act ities, project 
evaluations, sistance, requests 
from progra groups, status of 
grant and ontract reports, 
suggesti sand ideas for promo­

the Federal Records Center. 
Keep in FRC for 6 years, 
then destroy. 

Retention: Retain ~years. 

Disposition: Break file 
at end of 2 years. Keep 
in office for 2 years, then 
rransfer to t~g FedeFal 

tional 

TN 




