
NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: NC-412-76-005 

Some items in this schedule are either obsolete or have been superseded by new 

NARA approved records schedules. This information is accurate as of: 09/07/2022 

ACTIVE ITEMS 

These items, unless subsequently superseded, may be used by the agency to 

disposition records. It is the responsibility of the user to verify the items are still 

active. 

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SUPERSEDED AND OBSOLETE ITEMS 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They are superseded, obsolete, filing instructions, non-records, or were lined off and 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Item 15 was superseded by N1-412-07-058 schedule 411 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
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REQUE~T t AUTHORITY 
TO DISPO OF RECORDS 

(See Instructions on Reverse) 

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

l . FROM (AGENCY OR ESTABLISHMENT) 

Environmental Protection A enc 
2. MAJOR SUBDIVISION 

Office of Water and Hazardous Materials 
3. MINOR SUBDIVISION 

Office of Water Supply 
4. NAME OF PERSON WITH WHOM TO CONFER 

,., David 0. Stephens 
6. CERTIFICATE OF AGENCY REPRESENTATIVE: 

5. TEL EXT. 

755-0830 

LEAVE BLANK • 

DATE RECEIVED JOB NO. 

AUG 5 1975 

NC 412-76-
NOTIFICATION TO AGENCY 

In accordance with the provisions of 44 U.S.C. 33030 the dis• 
posal request, including amendments, is approved except for 
items thot may be stomped "disposal not approved" or "with­
drown" in column 10. 

I he~by certify that I am authorized to act for this agency in matters pertaining to the disposal of the agency's records; that the records proposed for disposal in this Request of 
__:!L__ poge(si ore not now needed for the business of this agency or will not be need-ed after the retention periods specified. 

/~~ ,,2 - /,1,i4-; ~ 
_H_a_r_o_l_d_R_._Ma_s_t_e_r_s__________ Chief, Administrative Management Branch 

(Signature of Agency Representative) (Title) 

7. 
ITEM NO. 

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

9. 
..rSAMPLE OR 

JOB NO. 
l O. 

ACTION TAKEN 

1 - 15 Descriptions and retention schedules for the Water 
Supply Program are attached. 

rr~'J~(J_r6!-- 1u tk~ ()1:/v@j(z~ 

fh, /2_ ([) ;AIL,.~ ~ -;)(J I 7(, 

STANDARD FORM 115 
Revised November 1970 
Prescribed by General Services 

Administration /'
FPMR (41 CFR) 101-11.4 
115-105 



- MANUAt 

RECORDS MANAGEMENT 

• 

WATER SUPPLY RECORDS 

!The records described below relate to development of policy and regula­
!tions concerning water supply planning, health criteria, national 
!register of public water systems, and training and technical assistance 
in the water supply field. 

Retention PeriodName and Description 
and DispositionItem of Record/File 

i 

l 1. Regulations, Standards, andt 
J Guidelines. Contains informa­
' tion relating to the developmentI 
j and implementation of rules for 
i effecting environmental legis­

lation. Records consist of work 
group organization request~,I 

t 

l 
agendas and minutes of workI 

I 
group meetings, technic.:l .,.ssist­
ance, contracts and reports, 
drafts and approvals of proposed 

I 
i rules, public connnents,. news­

paper clips, el~~s f.8Ql. iQderel 
_.B.egi_ster, etc.I

I 
I 

~-✓ 

Retention: 

a. Record Copy. Permanent. 

b. Work and Public Refer­
ence File. Retain 2 years. 

Disposition: 

a. Record Copy. Break file 
upon effective date of rule 
or publication in the Federal 
Register. Keep in office for 
1 year, then transfer to the 
Federal Recprds Center. Keep 
in FRC for 2_0 years, then 
offer to the National 
Archives. 

b. Work and Public Refer­
enc~_!i!.~.· Break file upon 
revision of rule after com-­
pletion of NAS report. Keep 
in office for 2 years,· then 
destroy. 

------------------~-----....i.---------------
TN 

l J. 



MAHUAL • 

RECORDS HANAGEMENT 

Item 

2. 

3. 

4. 

5. 

Name and Description • 
of Record/File 

O,• , ~OW\ 0~r-~ . 
·. }fater Supplv Director's F:U·e • 

=(]J_6~-1974). Contains copies 
of records pertaining to devel­
opments in drinking water since 
1964. Records pertain to deal­
ings with other ag~ncies, early 
developments in organiz.ation • • 
transition to EPA, surveys and 
~tudies leading to new (1974) 
legislation, chemical shortages, 
research grants, activities 
with civic _and professional 
associations, etc. 
b • Adrnini strative and lianag~ent 

F:Ues. Includesrecords used 
in administrative and program 
management functions o:f the 
water supply program. Records 
consist of contracts reference 
materials, a~'Ilinistr;tive re~ 
ports, and oihD:' _.,"'e:J,:;,ted records I 

Report of :fater Supp1_y_Used _o~ 
Interstate Carriers. A data 
collection form showing carrier 
(trains, plan.::s, etc.} ~,:::ter 
supply labora.tory analysis data .. 
Used as :L-iput to the Final 
Water Supply Report. Data 
processed by conputer. 

Printout of "ifater Su:;:;;ply Used on 
Interstate Carriers. Printout 
of-processed data (listing and 
sununary). 

Computer tap . 
-i:"~ in_ing data cone~k(analy • 
of water s_1:;i?.p-1:y sources on inter­
fitate ctir1ers. Used as input 
the Final Water Supply Report. 

'- ' APPE:rnrx B 

RECORDS co:uROL SCHEDULES 

Retention Period 
and Dis osition 

Retention: Permanent. 

Disnosition: Break file at 
end of 1974. Keep in office 
for 2 years, then transfer 
to the Federal Records 
Center. Keep :L-i FRC for 
10 years, then offer to the • 
National Archives. 

Disposition: Destroy vrhen 
1.r,• ..,"tr~dl+d old. 

., 
Retention: Reta~n ,i"yeat:G,. 

Disposition: Break file 
upon prcdu-::ticn of eTror 
free printout. Keep in 
office for _J;year,$ t11en 
destroy. 

Retention: Retain 1 year. 

Di~p sition: Break file 
upon completion of report. 
Keep in ofr°ice for 1 year., 
then destroy. 

/0 
....,_,,.-"'-'--::-i_:o_h_: , Retain l years. 

tion: Break file 
~pletion of data 

(ec:p in office 
destroy. 



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

----

J-~ECORDS l·l/lJJ,AGl-J-lliNT 

il l\'ame ;:ind Description· 
1 of Record/File
J_t_c1_n__~-------=-==-=-=--~--''--------

s. Data Tapes/Discs for Report of Water 
Supply Used on Interstate Carriers. 
a. Disc file- Contains the current 

data on water supply sources 
used as input to the Final Water 
Supply Report. 

b. Hi.story tape file- Contains his-
torical data on water supply 
sources transferred from disc. 

•KECORDS CUTlROL SClli~DULES 

Retention Period 
and Disposition 

Retention: Keep cU1Tent in 
office. 

Disposition: Retain data 
on disc until suJm3rseded 
then transfer to history 
tape file. 

Retention: Retain 10 Jrears. 

Disposition: Break file 
upon completion of data 
update. Keep in office 10 
years, then destroy. 



I 

r·- •--· ···---· -· -.•--
- MANUA'l

APPENDIX B· 

RECORDS CONTROL SCHEDULES 
RECORDS MANAGEMENT 

I • 
l 

Item 

6. 

j. 

7. 

8. 

9. 

Name and Description Retention Period 
of Record/File and Disposition 

<Final Report of Water Supply 
ir Used on Interstate Carriers. 

Printed report available for 
public distribution. Concerns 
water supply sources and uses 
on interstate carriers, such as 
trains, airplanes, etc. 

~... ~ ~~~­
I~~ ~w~ 

A-e,rp,L~ .&--~.... f'~ 
~ C."-~ ~a..-
~~~~ 
~ .. ·c.~l, ~~ ~ 
,,... "r ~• ~ ~ ~· 

p~ ,&.,-...0..:.0 
1 Inventory of ~ Water Stt~'.@lY,:, 

A data ~ollection report of the 
name and location of supply, 
type of treatment and laboratory 
control~ number of hook-ups, 
number of meters~ etc. Used as 
input to the Final Water Supply 
bpMt. • 

Printout of Inventory of State 
Water Supply Systems. Printout 
of processed data (listing and . 
summary). 

Data Tapes-of Inventory of 
State Water Systems. Computer 
tapes containing name and 

, location of State Water Supply 
Systems. Also shows type of 
treatment, laboratory control, 
number of meterss a.nd other 
information. 

. 
Retention: 

a. Record Copy. Permanent. 

b. Information Copies. -A&- • 
-~~~~~-~~:.::I'\........._•••-dttetili!ned by users' needs.,~ 
I~-

Disposition: 

a. Record Copy. Break file 
after publication of report. 
.Keep m office for 2e ymr:3,­
~Gffer to the Uatio!Vl-1 
Archives~ cJ..o ~·c.r0ot • 

b. 'Information Copies. 
-Bestroy when rte lowr us~d./-~ 
~ Cl""'-~ ~ """' ~a-"' 
R~• Retain ;t~ea~. 

Disposition: Break file 
upon production of error 
free printouts • Keep in 
office for~ yea~ then 
destroy. 

la 
Retention: i.Retain 1 year.

:,.._ 

Disposition:. Break file 
upon production of error 
free printout. Keep in 
office for 1 year, then 
dest..:-oy. • 

Retention: Retain 5 Y.ears. 

Disposition: Break file 
upon completion of data 
updates. Keep in office 
for 5 years, then destroy. 

,,~--TH-------------·-·----·----'--..;._-------....;......____ 
.. 

l l 

https://Tapes.of
mailto:Stt~'.@lY


MANUAL--

RECORDS MANAGENENT 

10. 

! 
l 

I
I 
i 

1. 
I. 11. 

I 

I 
! 

j 

I 
! 

I 
i 
I • • 
I 
I 

l 

Name and Description 
of Record/File 

Final Report of State Water 
Systems. Final printed report 
available for public distri­
bution on State Water Supply 
Systems. Shows name and 
location of Water Supply Systems, 
type of treatment, laobratory -
control, number of meters, and 
other information. 

Final Repo.cts and Evaluat.:ons on 
Contracts, Grants, and In-house 
and Interagency Studies and 
Survevs. Final reports on 
studies and surveys sponsored or 
performed by Water Supply and 
evaluations of these studies 
and surveys. 

...~--· 

# 

RECORDS CONTROL SCHEDULES 

Retention-Period 
. and Disposition. 

Retention: 

a. Record Copy. Permanent. 

t,, in,fct:mtio!i: •Ge pica. -As -
-4ietezn:izzed -s,by users' 11eccla: 

Disposition: 

a. Record Copy. Break file 
upon publication of report. 
Keep in office for 20 years, 
then offer to the ~:rational
Archives. 

:;Besti;ey uaQR ee, :ien~cr •!!teed. 

Retention: 

a. Record Copy. Permanent~ 

b. Informa.tion·copies. -A&­
doii8'!:la).;i,,;1_1id-J;iy Y6QIHiil I aeaac ..... 
.~ a..~-
Disposition: 

l-

a. Record i:Copy. Break file 
upon completion of project 
or sum.nary. Keep in office 
for 1 year; then transfer . 
to the Federal Records 
Cente.c. Keep in FRC for 
20 years> then offer to 
the National Archives . 

.b: Information Copies . 

.Be,sti;gy 'ii!AOB ae -l,111e1;mr seed 
~~~~ 
.~ ~ ~ ~ 't-"O 
~t-"'-~-~ 

TN 

mailto:d@t;Ortalob.'iild<by


--· .,-------------..JI. MANUAL 

\ • 

RECORDS MANAGEMENT 

• 
I - Name and Description Retention Period 

of Record/File_.Item and Disposition 

12. Contracts, Grants, and R~tention: Retain 2 years. 
~reemcnts. Documentation ~e­
lating to the formulation~ Disposition: Break file 
awards, changes, and conduct upon completion of project. 
of water supply projects. Keep in office for 2 years, 
Records consist of work plans, then destroy. 
procurement requests, justifi- ·• 
cation statements, .proposals, 
bid evaluations, progress 
reports, invoices, etc. 

13. Retention: Retain 4 years. 
Data relating to Water Supply's 
interaction with State and local 

Intergovernmental Activities. 

Disposition: Break file at 
governments, foreign governments, end of 2 years. Keep in 
international organizations, ~ office for 4•years, then 
federal agencies and other destroy.-
branches of the Federal Govern­
ment. Records consist of 
cooperatiie agreements, work 
plans, proposed and existing 
laws, Executive Orders, program 
developraent reports, trip 
reports, etc. 

14. Retention: Retain 4 years. 
Civic, Commercial, and Indus-
trial Activities. Data ·relating 

Professional, Institutional, 

Disposition: Break file at 
to Water Supply's contaccs and end of 2 years. Keep L_,_ 

activities with professional office for ·4 years, then 
engineering associations, trade destroy. .. 
associations, schools, business· . 
organizations, and environmental 
and social organizations. Records 
consist of meeting ar,c1ounc_ements' 
agendas and minutes, promotional 
brochures, study reports, 
membership lists, etc. 

15. Retention: Retain 10· years. 
Reports. Brief summa.ry reports 
on accidents and incidents tvhich 

Accident and Incident Summary 

Disposit:i.on: Break file at 
result .in or are brought about• end of year. Keep in office 
by water contamination. for 10 years, then destroy. 

," •f 
TN 

l. 

https://Disposit:i.on
https://summa.ry



