
NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: NC-412-76-003 

Some items in this schedule are either obsolete or have been superseded by new 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These items, unless subsequently superseded, may be used by the agency to 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SUPERSEDED AND OBSOLETE ITEMS 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They are superseded, obsolete, filing instructions, non-records, or were lined off and 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Item 1a was superseded by N1-412-94-002 items 3 and 16, N1-412-94-006 item 2, N1-412-06-006 

schedule 006, and N1-412-07-002 item 2 

Item 1b was superseded by N1-412-94-002 item 22 

Item 4 was superseded by N1-412-94-002 item 37 and N1-412-06-027 

Item 5a was superseded by N1-412-94-002 item 37 and N1-412-06-027 

Item 5b was superseded by N1-412-94-002 item 2 and N1-412-07-001 005 

Item 6 was superseded by N1-412-94-002 item 23 and N1-412-07-002 item 6 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 09/07/2022 NC-412-76-003 page 1 of 1 



REOU 

0 

EST"' AUTHORITY 
TO DISf.OSE OF RECORDS 

• (See Instructions on Reverse) 

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

1 . FROM (AGENCY OR ESTABLISHMENT) 

Environmental Protection Agency 
2. MAJOR SUBDIVISION 

Office of Air and Waste Management 
3. MINOR SUBDIVISION 

Office of Air Quality Planning and Standards 
4. NAME OF PERSON WITH WHOM TO CONFER 

David 0. Stephens 
6. CERTIFICATE OF AGENCY REPRESENTATIVE: 

5. TEL. EXT. 

755-0830 

LEAVE BLANK 

DA~ RECEIVED JOB NO. 

JUL 2 11975 

~ C• 412- 7 6 - 8 
NOTIFICATION TO AGENCY 

In occordonce with the provisions of 44 U.S.C. 33030 the dis~ 
posol request1 including amendments, is approved except for 
items that may be stamped "disposal not approved" or "with­
drawn" in column 10. 

4-- l?f-11 
Date 

.L.hereby certify thot I am authorized to act for this agency in matters pertaining to the disposal of the agency's re<:ords; that the records proposed for disposal in this Request of 
_/__ page{sj are not now needed for the business of this agency or will not be needed after the retention periods specified. 

~i2,~~ 
Chief, Administrative Management Br.Harold R. Masters 

(Signature of Agency Representative) (Title) 

7. 
ITEM NO. 

1 - 10 

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

Descriptions and retention schedules for records of 
the Office of Air Quality Planning and Standards 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

/ 

,,~ 
STANDARD FORM 115 
Revised November 1970 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 

~-105 



. . 
-•---MANUAL 

APPENDIX .o 

RECORDS CONTROL SCHEDULES 
RECORDS MANAGE1'IBNT 

AIR QUALITY PLANNING Ai."ID STA~DARDS RECORDS 

The records described below pertain to the functions of developing 
maximum permissible levels for air pollutants; formulating air quality 
standards and regulations; reviewing state implementation plans and 
programs; rendering assistance to the EPA Regional Offices in matters 
of air quality regulation to meet national standards; techni.cal training; 
and other program functions. 

Item 

1. 

Name and Description 
of Record/File 

Program Management Files. 
Correspondence, reports, forms, 
and other records pertaining to 
the planning, administration, 
and management of EPA program 
activities. These files also 
include program planning 
documentation which establishes 
or outlines short-, mid-, and 
long-range program objectives 
for Air Quality Planning and 
Standards units such as annual 
plans, five year plans, mid-year 
review, project milestones 
and schedules, Environmental 
Research Objectives- Statements, 
Research Objective Achievement 
Plans, and similar planning 
documents. 

~a. Program Planning Files 
generated and maintained by 
Administration Directors; Deputy 
Directors, and Staff Directors. 
These files document program 
planning, administration, 
and management functions. 

/. D~----r--~ O..c ,..,.-__~~=-.....-..·.:... ~. 
P::--~ 

~..... e,-,;',,_'..:,.;y . ....?----.:..1 ,Q 

Retention Period 
and Disposition 

Dispositi?n: Break file
Iat close of fiscal year. 
I Keep in office for 2 years,
I then transfer to Federal 

Records Center. Keep in 
FRC for 8 years, then 
destroy. 

TN 



MANUAL 
APPENDIX B 

RECORDS MANAGEMENT 
P-ECORDS CONTROL SCHEDULES 
!&~~.;.·":'\ j b I : !ct-i->_..,::.-.-<'~ 
[)...;.:,,,,,y.>-<:-~.,..., <JJ,-~ =--<.; I 01-I. 
I 

Name and Description V · • ·~etention Period 
of Record/File , and DispositionItem 

' b. Program Correspondence Files 
generated and maintained by o/office, branch, and section 
chiefs. ~- _i.... ~-

, • i\~ ~4 .._-.:,,K.~-
~.. ~~.:..~,~. 
-~~-~ 

~" -.,~" fl -~ •
~•....., ..,...,;, -~-... 

Environmental Impact Statements. 
Includes reports received from 
the Atomic Energy Commission 
relating to the effects specific 
atomic power plants have on the 
immediate community environment. 
Also includes EIS from other 
government agencies (Tennessee 
Valley Authority, Interior. 
Agriculture) which outline the 
anticipated effects various 
projects are expected to have 
on the environment. Reports 
are used for review and 
comment. 

State Impleoentation Pla.ns. 
Submission, progress, and status 
of clean air plans enacted into 
law by states and territories 
and submitted to EPA for 
review, comment and approval. 

r,,Retention: Retain 6 years. ;..,µ?',..) 

Disposition: Break file 
at close of fiscal year.
K • f-i 2 .eep mo. :t ce years, 
then transfer to Federal 
Records Center. Keep in

4 lFRC for years, t 1e."l 

destroy. 

Retention: ~i:wauen.t...--1? ~ 

Disposition: Break file 
• upon completion of review. 

Keep in office S years, 
then trans:rel'-tO-&be Pedera-i ,~-~• 
~1:';- Ktep-ift 

~Rfl rot 26 years, then-­
a££~ to t'h:e I~atiofilrr 
Aretr.tves • --

Retention: 

a. Record Copy. Keep current 
in office. 

b. Revised or Supersede~ 
Copies. Permanent. 

Disposi.t ion: 

a. Record Copy. Break file 
when plans are revised or 
superseded. 

b. Revised or Superseded 
Copl.es. Break file at end 
of 2 years, then transfer to 
the Federl::.l Re.cord!:i Center. 

TN 



APPElIDIX B , 

RECORDS CONTROL SCHEDULES 

Name ~nd Descri~tion . 

MANUAL 

RECORDS ~ANAGE.MENT 

• 'Retention Period -
Item of Record/File and Disposition-----+-------------·----·---+-------~-------·-

4. 

p 

I 

Air Quality Contractor/Grant 
Project Files. These files 
relate to proj~cts conducted 
by contractors/grantees for the 
investigation, study, review, 
testing, analysis, evaluation, 
description, recommendation, and 
publication of new or improved
approaches, techniques, devices, 
equipment, methods, procedures, 
systems, strategies, and con­
trols or which lead to the 
presentation of new information, 
ideas, insights, concepts, or 
theories concerning various 
air pollution topics. 
Maintained by project offices 
or officers. 

a. Project Case File. 
Case papers reflect a complete
history of each project from 
initiation through research, 
planning, design, and 
testing to com.pl~tion. Included 
is a copy of each contract, 
grant, or interagency 
agreement associated with the 
project including related modi­
fications, amendments, changes, 
or addendums; project planning 
papers; project authorization 
documents; project specifica­
tions and drawings; project 
test and evaluation documents; 
project meetings papers; techni­
cal progress or test reports. 
including a .final report; and 
related cotrre1ents and corre-

- spondence. . _~ "--
.--- r ..,,)-'4.113.,1/,, 'JOJO

I. r ,,,,,.-..... <,,.;.J 

~. c;-.l:I!,.,,..,-,, J-1.4,.:., 

Keep in FRC for 20 years,
then offer to the ~ational 
Archives. 

~~ !t '-tf'«"'"""'-- • 
Retention: Permttften~T 

Disposition: Cutoff long 
term projects at close of 
fiscal year, and short 
term projects at close of 
fiscal year in which pro­
jects are completed. 
Keep in office 2 years,, 
then transfer to Federal 
Records Center. Keep in 
FRC for 6 years, then 
offer to the National 
Archives. 

TN 



APPENDIX B 

RECORDS CONTROL SCHEDULES 
RECORDS MANAGEMENT 

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

b. Project Wo~kpapers. 
Includes completed question­
naires and letter responses; 
listings and tabulations; copies 
of documents contained in pro­
ject case files; preliminary or 
intermediate source data used 
for analysis and reference; 
correspondence concerning such 
administrative matters as 
travel, transportation, and 
transmittal of documents; and 
other workpapers used in the 
course of the study which are 
not appropriate for permanent 
retention because they have 
neither evidential nor infor­
mational long-term value. 

s. Air Quality In-House 
Project Files. Documents created 
in originating, planning, conduct­
ing, and reporting findings of 
studies, surveys, and tests 
regarding research projects on 
air pollution topics. 

a. Study or Survey Case File. 
Includes documentation of formu­r lation and approval of the study 
plan, methods used, and any 
evaluation statements; may 
include documents proposing or 
describing the study plan and its 
purpose; test methodology, calcu­
lations, plant visits, trip 
reports, samples of approved 
forms/questionnaires used in data 
collection; copies of interim and 
final reports; documentation of 
clearance and approval, release of 
report, and related comments and 
corresnondence. 

Retention: Retain 3 years 

pisposition: Cutoff long 
term projects at close of 
fiscal year and cutoff 
short term projects at 
close of fiscal year in 
which project is completed 
Keep in office 3 years, 
then destroy. 

Retention: Permanent. 

Disposition: Cutoff long 
term. project at close of 
fiscal year, and short term 
projects at close of fiscal 
year in which project is 
completed.. Keep in office 
2 years, then transfer to 
Federal Records Center. 
Keep in FRC for 6 years, 
then offer to the national 
Archives. 

TN 



--------------
Rr::CORDS CONTROL SCHEDULES 

RZCORDS :-:U:.KAGfiliENT 

Retention PeriodName and Description 
a.'1d Dispositionof Record/FileItem 

I 
b. Workpapers and Completed 
Questionnaires. ·, ~ncludes corn­
pleted questionnaires and letter 
responses, listing and tabula­
tions, docunents accunulatcd in 
analyzing data, drafts, and modi­
fications to final report and 
other ,,:orkpapers used in the. 
course of the study. 

6. •Regulatiens, Standards, and Guide­
.lines. 

a. Essential Documents~ Consist of 
teqhni,ca;l and. e;i_ccinomic ba.ckground 
d<icum.ent:s; ·hearing transcriptsr and 
publi~atiohs_ cit standards arid • 
reguia~iO!:).s.• :· • ·> • • 

b. :other documents:·contained in the 
file. Ihciud.ed are work group 
organi-zationai reciuests; agendas 
and mirru.tes of meetings; technical 
assistance contracts ·arid repofts; -
internal papers .and memorandums; 
agency and publish.ed comments;- and 
similar rE;icords. • 

I Retention: Retain 3 years. 

Dis:posit:Lon: Cutoff long 
term projects at close of 
fiscal year, and short 
term projects at close cf 
fiscal year when project 
is cor,1pletE0d. Destroy 3 
years after publication or 
release of related study 
or survey. 

Retention:: Permanent. 

Disposition: Br:eak file upon 
publication of :final rule in the 
Federal. Regi st.-er .. -K~ep in 
office for:l year, then trans".'" 
fer to the Federal Records 
Center. •Keep in FRC for 20 
years, then offer to the 
National A~c·biYes. 

Retention:: 10 years. 

Disposition:· Break file upon 
publication as fi~nal rule in 
the Federal Register.. Keep 
in office for 3 years, then 
transfer to the FRG. Keep 
in FRC for 7 years, then 

. destroy. -

7. Technical Assistance Case Files. Retention: R.:!tnin 3 yea.rs 
Docu,..:.ents relating to requests 
for technical assistunce. Pa~ers Di§)OSitfon: Brcal: file 

II rr:3.intaincd d~c~!:,.c>n;_ the rcc~~P:~ 
prccessin0 , ana $U.:> ...cquent 2_,_tA.onst 1.11 wh:ici:1 2.::tion is cor.1-· 

on technical .assistance request 1• pletc<l. Keep in office 3 
fon:!s and correspom:kn..::c, activity ye.:n-s, th2r: c~c~::trtiy. 

I reports and ether rccord3 reflec-
1t •tu1:c~ 'the '1pro;:, __ ens 1 

• T:m•:. ac:coo-·pl:,,.•_;.,. ' 

at clos2 of fiscal year 

---.---~111:..S---·----·----__:--------------------

https://Inciud.ed
https://publish.ed


MANUAL 

RECORDS MANAGEMENT 

APPt:HDIR B 

RECORDS CONTROL SCHEDULES 

Retention Period 
and Disposition 

\ 

,,~t 
Retention: Retain 8 years. 

Disposi.tion: Break file 
at close of fiscal year in 
which course is last offer 
ed. Keep in office 2 
years, then transfer to 
Federal Records Center. 
Keep in FRC for 6 years, 
then destroy. 

' :;, 

Retention: Retain 8 years.J-\ 

Disposition: Break file 
at close of fiscal year. 
Keep in office 2 years, 
then transfer to Federal 
Records Center. Keep in 
FRC for 6 years, then 
destroy. 

x(J 

Retention: Retain 10 years. 

pisposition: Break file 
at close of fiscal year. 
Keep in office 4 years, 
then transfer to Federal 
Records Center. Keep in 
FRC for 6 years, then 
destroy. 

Item 

8. 

Name and Description 
of Record/File 

Training Course1Materials. These 
files consist of documents accum­
ulated in planning, preparing, 
writing, arranging, conducting and 
following up on Air Pollution 
Training Institute technical 
training. 

a. Training Course Plans. 
Includes the course script, 
course outline, course descrip­
tion, course content, lesson 

l plans, and course agenda. 

I 
b. Training Course Notebooks. 
Includes nominations for train­

t ing, tuition waiver requests, 

1 
: applications for enrollment, 

letters of acceptance, list of 
class enrollees, student eval­
uation of course, final tests, 
and letters to speakers and 
discussion leaders. 

9. Trainee Registration Record File. 
Card file arranged by course 
number, date, and student which 
serves as a record of those who 
received APTI training. Record 
is maintained on Trainee Regis­
tration card (NAPCA 94) at the 
Air Pollution Training Institute. 



MANUAL' 
APPEiIDIX B 

RECORDS CONTROL SCHEDULES 
RECORDS MANAGEMENT 

, ; I 

Name and Description Retention Period 
and Dispositionof Record/FileItem 

10. Congressional Correspondence 
Files. Correspondence, memo­
randa~ reports, and other papers 
accumulated in the course of 
preparing replies to Congres­
sional inquiries. 

Retention: Retain 6 years 

J Disposition: Break file 
I at close of fiscal year. 

Keep in office 2 years, 
then transfer to Federal 
Records Center. Keep in 
FRC for 4 years, then 
destroy.

i 

TN 




