
NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: NC-412-76-007 

Some items in this schedule are either obsolete or have been superseded by new 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These items, unless subsequently superseded, may be used by the agency to 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SUPERSEDED AND OBSOLETE ITEMS 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They are superseded, obsolete, filing instructions, non-records, or were lined off and 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Item 7 was superseded by N1-412-07-058 schedule 412 

Item 8 was superseded by N1-412-07-058 schedule 412 

Item 9 was superseded by N1-412-07-058 schedule 412 

Item 16 was superseded by N1-412-07-058 schedule 426 

Item 17 was superseded by N1-412-07-058 schedule 426 

Item 19 was superseded by N1-412-07-058 schedule 428 

Item 20 was superseded by N1-412-95-004 item 3 and N1-412-07-058 schedule 429 

Item 23 was superseded by N1-412-94-002 item 36 

Item 24 was superseded by N1-412-07-002 item 12 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 09/07/2022 NC-412-76-007 page 1 of 1 
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DATE RECEIVED JOB NO.TO D!SPOSE OF RECORDS 
(See Instructions on Reverse) SEP 8 1975 

TO: GENERAL SERVICES ADMINISTRATION, '1 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, D.C. 20408 NOTIFICATION TO AGENCY 

1. FROM (AGENCY OR ESTABLISHMENT) 
In accordance with the provisions of 44 U.S.C. 3303a the dis­

Environmental Protection Agency posal request, including amendments, is approved except for 
items that may be stamped "disposal not approved" or "with­

2. MAJOR SUBDIVISION drawn" in column 10. 

Office of Water and Hazardous Materials 
3 .. MINOR SUBDIVISION 

Office of Water Planning and Standards 
(4. NAME OF PERSON wm-t WHOM TO CONFER 5. TEL. EXT. 

____!!_avid 0. Stephens 755-0830 
6. CERTIFICATE OF AGENCY REPRESENTATIVE, 

L~-·"'L" 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 
Lfl. ...-_ poge{s) ore not now needed for the business of this agency or will not be needed after the retention periods specified. 

~ ve 72, l[A/4~ z~1 
Harold R. Masters Chief, Administrative Management Branch 

(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 

1 - 26 Descriptions and retention schedules for the Office of 
Water Planning and Standards, Office of Water and 
Hazardous Materials. Items 1 - 26 are attached. 

STANDARD 
Revised November 1970 
Prescribed by General Services 

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

FORM 115 
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RECORDS cmTROL SCHEDULES 

RECORDS HR~A.GEMi:::\ fI 
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achieving1
T}1~ records de.scribed below pertain to national strategy for 

effluentwater p.ollution abatement. They document the d~velopment of 
regionalguidelines, broad water regulations, and effect1ve State and 

water quality planning and control agencies. 

Name and Description 
of Record/FileItem -----·--·-· --------

1. Progra:n Develop,-~Jl_'i~~)il~3~~-

a. Contains records pertaining to all phases 
of water planning, water standards, effluent 
guidelines, monitoring and ciata support. Re­
cords consist of correspondence and reports 
relative to policy and proi:;rams, litigation, 
interagency activity, research, regional 
activity, rnanpovrer and b;.1dget, etc. 

b. Admtnistrative and !.;anagement Files. 
Incl1.ides records used in aclm:~ni.strative and 
pro1ram ma::-iggernent functions of tl1e water 
planr:iI1g '"'and ....sta~dards pre:ircn1. f~c~rds 
consi t. or re1 erence materials, aor0.:;ii stra--

ti ve reports and s5-nti.lar records. 

2. Regulations, Standards. and Guidelines. 

a. Essential Docmnents. Consists of 
tedmical and economic b3ck 6r◊-1.~nd docunents; 
key internal papers ::ind action memorandums; 
h0&rin8 transcripts; agency and published 
comments;and Federal Ret,i.ster publications 
of standards and regulations. 

Tnese documents will be retained on microfiche 
prepared in accordance with 41 CFR 101-11.504 
and used in accordance v,ith 41 C?R 101-11.505 

b. Other docu..,'TJents containGd fr_ t};e file. 
Included are i'lork Group orgi:!Eiwt:'onal 
requests., afer1d2s a.r~c: rJ..-=~r.t.:.te2 cf -::-~c:::·k 
G1·01,p rneeti:r:'::5, technical assista:·1ce con­
tracts and x·e1)orts, and sirrilar doc1u:1ent~. 

Retention Perjod 
and Djsposition 

Retention: Permanent. 

QisoQ_sL tion: Break file at 
end of 2 years. Keep in 
office for 2 years, then 
transfer to the Federal 
Records Center. Keep in 
FRC for 8 years, then offer 
to the National Archives 
and Records Service. (N:ARS) 

Retention: Retain 10 years. 

Disnosi ti on: Break file 
at end of 2 years. Keep in 
office for 2 years, then 
transfer to FRC. Keep in 
FRC for 8 years, then destroy. 

Retention: Permanent. 

DisDosi t-i on: 

a. MicrofiL'n copies: Offer 
to NARS when 20 years old. 

b. Paper records: Destroy when 
rnicrofil71 proves to be an 

acc:ep-t.able si.lbsti.tute. 

Retention: 10 years. 

Disnosition: Break :file q·cn 
J:<i..l-b7"1cetion as f:_1122. r·t:2.c tn 
Fec.cr2.l Regid,Er. Eu0 

; :i r:. 
o:-:-·~::.ce fer 3 ;p:&:r·s, t) cE tr2r.s­
fr;r to t~!S ?RC. Keep ir: J:t?..C 
fer 7 t,·ear·s, .!u!-1e:1 c1.2:7.1:•::-;10 

https://pro;:-;rc:.n1
https://Adm~~nistrati.ve
https://tigati.on
https://o:-:-�~::.ce
https://ST/u\JDAP--.DS
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MANUAL

'.APPENDIX B . 
i, 
iRECORDS CONTROL SCHEDULES 
! RECORDS MANAGEMENT 

WATER PLANNING AND STANDARDS RECORDS 

The records described below pertain to national strategy for achieving 
water pollution abatement. They document the development of effluent 
guidelines, broad water regulations, and effective State and regional 
water quality planning and control agencies. 

Item 
Name and Description 

of Record/File 
Retention Period 
and Disposition 

1. Program Management Files. Con-
ains records pertaining to all 

p ses of water planning, water 
st dards, effluent guidelines, 
nDni ring and data support. 
Record consist of correspond­
ence an reports relative to 
policy an programs, litigation, 
interagency. ctivity, research, 
regional acti ·ty, manpower 
and budget~ etc. 

Retention: Retain 

Disposition: file at 
end of 2 years. 
office for 2 
transfer to 
Records C in 
FRC for 

2. Re ulations Retention: 
Guidelines. Cont 
mation related to 
ment and implementation 
rules for effective 

a. Record File (Lead Pro­
gram Group). Permanent. 

I 
I 

mental legislation. 
consist of Work Gr p organiza­
tional requests, gendas and 

Group meetings, 
stance contracts 

and report, drafts, and 
approval of proposed rules, 
public 
clips clips from Federal 
Reg ter, public hearing tran­

ipts, and technical refer-

b. Work Files (All other 
units). Publication as 
final rule in Federal 

1 year. 

a. File - Break • 
file upon p lication as 
final rule in 
Register. 

TN ,-.., 
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MANUAL 
APPENDIX B 

RECORDS CONTROL SCHEDULES 
RECORDS MANAGEMENT 

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

3. Contracts and Grants Project 
Group File. Documents relating 
to the formulation, award, a~d 
changes in contracts and grants 
for specia·l studies, support 
services, demonstration pro- • 
jects, and training programs. 
Records consist of procurement 
requests; contractor and 
grantee proposals, justifi-
cation statements, task orders., 
bid evaluation, award notices, 
reports of payment, change 
notices, progress reports. 

4. Final Reports Resulting from 
Contractor, Grantee, Inter 
and Intra Agency Studies, 
Surveys, and Services. Final 
project and study reports 
submitted to EPA by contractors, 
grantees, inter- and intra-agency 
study groups. Also comments 
and evaluations by sponsoring 
group and others. 

for 1 year, then transfer 
to the Federal Records 
Center. Keep in FRC for 
20 years, then offer to 
National Archives. 

b. Work Files. ·Break 
file upon publication as 
final rule in Federal 
Register. Keep in office 
for 1 year, then destroy. 

Retention: Retain 7 years. 

Disposition: Break file 
upon completion of project. 
Keep in office for 1 year, 
then transfer to the 
Federal Records Center. 
Keep in FRC for 6 yea.rs, 
then destroy. 

Retention: 

a. Record Copy (Sponsoring 
Group). Permanent. 

b. Information Copies. 
As determined by users' 
reference needs. 

Disposition: 

a. Record Copy. Break 
file upon completion of 

TN 
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RECORDS CONTROL SCHEDULES 
RECORDS MANAGEMENT 

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

5. Manuals, Handbooks, and Work­
shop Programs. Manuals~ hand­
books, and_workshops (scripts, 
slides, teaching guides, etc) 
produced by· EPA or contract 
group as teaching and training 
aids for ~nvironmental programs. 

project evaluation and 
comment period. Keep in 
office for 1 year, then 
transfer to the Federal 
Records Center. Ke1;;:p in 
FRC for 20 years, then 
offer to the National 
Archives. 

b. Information Copies. 
Destroy when no longer 
used. 

Retention: 

a. ·Record Copy (Sponsoring 
Group). Retain 10 years. 

b. Infonnation Copies. 
As determined by users' 
reference needs. 

Disposition: 

a. Record Copy. Break 
file upon termination of 
program. Keep in office 
for 1 year, then transfer 
to the Federal Records 
Center. Keep in FRC for 
9 years, then destroy. 

b. Information Copies_. 
Destroy when no longer • 
used. 



MANUAL 
APPENDIX B 

RECORDS HANAGEMENT 
RECORDS CONTROL SCHEDULES 

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

6. Connnittee of Ten - State-Federal 
Water Programs Advisory Commit­
tee (SFWPAC) File. Documents 
relating to the working group 
for the implementation of 1972 
amendments to the Federal 
Water Pollution Act (i.e., 
coordinating Federal-State 
programs and developing 
formula for allocation of 
Water Program Grants). 
Committee name changed to 
State-Federal Water Programs 
Advisory Cqnunittee (SFWPAC). 
Records consist of memb~r-
ship lists, agendas, minutes 
of meetings, etc. 

7. State Water: Standards Files. 
File contains oocuments 
pertaining to the development 
and implementation of Water 
Standards by States and • 
Territories in accordance with 
Section 303(a) of Federa.l Water 
Pollution Control Act. 
Records consist of inter- and 
intrastate standards change 
request, standard approval 
requests, Attorney General 
(States) enforcement certi­
fications, EPA approvals, 
notices of proposed and final 
rulernaking for publication 
in Federal Register, newspaper 
clips, etc. 

Retention: Permanent. 

Disposition: Break file 
upon termination of commit­
tee. Keep in office for,l 
year, then transfer to the 
Federal Records Center. 
Keep in FRC for 19 years, 
then offer to the National 
Archives. 

Retention: 

a. Initial.Development 
(1965-1974). Permanent. 

b. Continuation (1975-
, Forward) . Retain 10 years. 

Disposition: 

a. Initial Development 
(1965-1974). Break file 
at end of 1974 and transfer 
to the Federal Records Center. 
Keep in FRC for 20 years, 
then offer to the National 
Archives. 

b. Continuation (1975-
Forward). Break file at end 
of 3 years. Keep in office 
1 additional year, then trans­
fer to the Federal Records 
Center. Hold .9 years, then 

TH 
r: , i : 
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MANUAL

!APPENDIX B 

!RECORDS CONTROL $CHEDULES 
RECORDS MANAGEMENT 

Name and Description R~tention Period 
'.rtem of Record/File and Disposition 

8. State Water Standards History. 
Historical summary of the 
development and implementation 
of each State's and Territory's 
standard prior to 1972. 

9. Letters From State Governors 
on Development and Adoption 
of Water Stand·ards (1967-1971). 
Letters from State Governors and 
EPA staff coIDJ.~ents and briefing 
memos regaraing the development 
and adoption of State Water 
Standards. 

10. Areawide Waste Treatment 
Management 11 208" File. 
Contaiµs documents pertaining 
to the operation of the "20811 

program including designation of 
"208" areas, award of grants, 
submission and approval of 
waste treatment management 
plans, the implementation of 
plans and monitoring of pro­
gress. Records consist of 
letters and memos to and from 
State and local government 
officials, area group work 
plans, area group membership 
lists, budget submittals, 
staffing details, progress 
and status reporting. 

Retention: Permanent. 

Disposition: Break file at 
end of 1977 a.nd transfer to 
the Federal Records Center. 
Keep in FRC for 10 years, 
then offer to the Rational 
Archives. 

Retention: Permanent. 

Disposition: Break file at 
end of 1975 and transfer td 
the Federal Records Center. 
Keep in FRC for 20 years, 
then offer to the National· 
Archives. 

Retention: 

a. Initial Development 
(1971-1980). Permanent. 

b. Continuation (1981 -
Forward). Retain 10 years. 

Disposition: 

a. ~nitial Development 
(1971..;.1980). Break file at 
end of 1980. Keep in office 
for l·year, then transfer 
to the Federal Records 
Center. Keep in FRC for 
19 years, then offer to the 
National Archives.. 

TN 

• I 



l 

MANUAL 

RECORDS MANAGEMENT 

Item 

APPENDIX B 

RECORDS CONTROL SCHEDULES 

Name and Description Retention Period 
of Record/File and Disposition 

Annual National Water Quality 
Inventory 305 Report to 
Congress. Report to Congress 
of a systematic inventory of 
the water quality in the U.S. 
Report made in cooperation with 
Regions and States. 

12. 

ET 
time-sh 
operate 
Materia s 
data co 
wate • 
sta receives in 

£fices represen 

b. Continuation (1981 -
Forward). Break file at 
end of 2 years. Keep in 
office for 2 years, then 
transfer to the Federal 
Records Center. Keep in 
FRC for 8 years, then 
destroy. 

Retention: 

a. Record Copy (Lead Pro-, 
gram Group). Pennanent. 
g; 11\f I ·a a \ PT n I 6 :a.---- (,/.

bW.• Information Copies. 
As s0terniee~ by uoew 
;z;eferenee aa1adsr~ I~. 

Disposition: 

a. Record Copy. Break 
file upon submission 
of report to Congress. 
Keep in off~c~_Jgf 10 years, 
then offe rl't'3!:''f1le._ at i 
Archives. 

D 
u revision 
0 office 
f nsfer 
t 
Cen Keep in 

years, then offe to 
he National Archives. 

TN 

P,\R U,\ IL 

https://Infomati.on


MANUAL 
APPENDIX B 

RECORDS CONTROL SCHEDULES RECORDS M~AGEMENT 

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

nterstate:o 
t agencies. 

Master l1aps - Automap System. 
Maps (U.S. Geological Survey 
Maps) contain hand coded data 
for dig~tization and depicting 
STORET basin boundaries and 
codes, sampling and flow 
stations, navigational and 
estuarine zones, standard use 
zone and applicable use. 

Retention: 

a. Original Hand Coded 
Maps. Retain 2 months. 

b. Microfilm Aperture 
Card File. Retain 20 
years. 

Disposition: 

a. Original Hand Coded 
Maps. Break file upon 
termination of system. 
Keep in office for 2 months, 
then destroy. 

b. Microfilm - Aperture 
Card File. Break file 
upon termination of system. 
Keep in office for 2 months, 
then transfer to the Federal 
Records Center. Keep in 
FRC for 20 years, then 
destroy. 

Up 
pu 
ap 

Com­
with record copy o 

TN 
-7-



MANUAL 
APPENDIX B 

RECORDS MANAGEMENT 
RECORDS CONTROL SCHEDULES 

Name and Description Retenti~n Period 
Item of Record/File and Disposition 

Automap System Handbook. 
Handbook describing the pur­
pose, use, and operation of 
the automap system used in 
the Water and Hazardous 
Materials Office. 

in 
·laterials 

fo GPSF 
(G e File), 
Fi unn and 

' ards 
• 11al and 

·thin SMSA) 
ion) Areas, etc. 

Retention: 

a. Record Copy. Permanent. 

b. Information Copies. 
As. liet cnaiued by asets ' 
IISf.e:l;1aRc Q Ree4-s ~ I ~ • 

Disposition: 

a. Record Copy~ Break 
file upon termination of 
system. ~embi.Re. ttit1'¼ 
histerieal sample. gf • 
autornap apEilrtu:rQ <ilarEie aRa.. 

"transfer to the F~deral 
Records Center. Keep in FRC 
for 20 years, then offer to 
the National Archives. 

b. Information Copies. ~ 
Destroy when l'l9 lo~gil;r - I~ 
~o'I-~ ~ ...-..4 ~~ 
~-

Di 
stem. 

for 

TN 
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MANUAL 

APPENDIX B 

RECORDS CONTROL SCHEDULES RECORDS MANAGEMENT 

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

Master City File Directory 
Program. A combination of tab 
cards, 5 x 8 index cards~ and 
computer printouts providing 
such information as the 
county, congressional district, 
SMSA. water basin, latitude and 
longitude, study category for 
each city listed in the 
directory. 

Daily F.W. Dodge Reports 
(Contract Award ciotices). 
A commercial service providing 
information on construction, 
contract a~ards by waste 
water treatment jurisdictions 
in States and territories pro­
vided in published and type form: 
gives name of plant and owner, 
location, date of bids, name 
of winning contractor, and· 
amount of awards. Used as 
input to EPA Annual Sewage 
Facility Contract Award 
Report. 

Regional Inventory - Municipal 
Waste Facilities (A Cooperative 
State Report). A published re­
port giving the location, type, 
capacity, point of discharge, 
degree of treatment, additional 
abatement needs for each listed 
facility in each State within 
each region. Published at irreg­
ular yearly intervals between 
5 and 12 years. 

Retention: Retain 1 year. 

Disposition: Break file 
upon termination pf pro­
gram. Keep in office for 
1 year, then dest~oy. 

~ ~-Retention: Retain , yea:r:S" 
]:'lus et:trrent. 

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

Retention: 

a. Record Copy. Permanent. 

b. Information Copies. 
--As determit.lid. by •u.e:rre-: 
l"QfQl;'iQCs= .1.Qil-QS, ~ I "tf"°"" • 

TN 
[;.\ 



MANUAL 
.(u>PENDIX B 

RECORDS CONTROL SCHEDULES 
RECORDS MANAGEMENT 

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

17. Statistical Summary - Inventory 
- Municipal Waste Facilities 
in the United States. A 
published report presenting a 
sunnnary and analysis of 
detailed inventory data on 
sewage disposal and treatment 
facilities in the U.S. and 
territories. Published at 
irregular yearly intervals 
between 5 and 12 years. 

Report of Pollution - Caused 
Fish Kill (EPA 7500-8). A 
source data form used by State(s) 
to voluntarily report fish kills 
to EPA. Some forms received 
upon occurrence of· event, otherS' 
·at the end of year. 

Disposition: 

a. Record Copy. Break 
file upon publication. Keep 
in office for 20 years, 
then offer to the National 
Archives. 

b. Information Copies. 
Destroy when :cm Jengor ~eee. /~ 
~ Cl"\. ~ :...., ""T"'A' .Jt,.......-a-"' 
Retention: ~- u 

a. Record Copy. Permanent. 

b. Information Copies. . 
-As 4otom.inea b' ttseu' ~ 
..;i;.:eference fteees, , ~ • 

Disposition: 

a. Record Copy. Break 
file upon publication. 
Keep in office for 20 years, 
then offer to the National 
Archives. 

b. Information Copies. 
Destroy when a0 l0~sex /~~
us.ed..t.i"-~~ ,v'4 ~1f'---~. 
Retention: 

a. Original Submission. 
Retain 2 years. 

TN 
PAR L-,'.. 1 f.: , JI)-
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RECORDS CONTROL ~CHEDULES 
RECORDS MANAGEMENT 

Name and Description R~tention Period 
Item of Record/File and Disposition 

Annual Report - Fish Kills. 
A published report of fish 
kills where water p~llution is 
known or suspected to be the 
cau~e of death. Report also 
presents a summary, analysis 
and comparison of fish kill 
data. 

b. Microfilm Copy. 
Retain 10 years. 

Disposition: 

a. Original Submission. 
Break file upon publicati0n 
of Annual Fish Kill Report. 
Keep in office for 2 years, 
then destroy. 

b. Hicrofilm Copy. Break 
file upon publication of 
annual report. Keep in 
office for 10 years, then 
dest;roy. 

Retention: 

a. Record Copy. Permanent. 

b. Inf01.Ttlation Copies . 
..,As determined by uc::ers' 

J;.Q£eFenee needs.~ I~·· 

Disposition: 

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

b. Information Copies. 
Destroy when PO l gagg,. I ~ ~ oJ\. 
~ ~ ~ ""'ti ~~ 
~-

TN 
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MANUAL 

RECORDS MANAGEMENT 

APPENDIX B 

RECORDS CONTROL SCHEDULES 

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

State 305(b) Water Quality 
Reports. Annual report prepared 
by State governments and 
submitted to EPA for review 
and analysis and transmission 
to Congress. Reports present 
a description of navigable 
water quality, protection of 
water life, elimination of 
pollutants, cost of control, 
etc. 

u. Annual Sewage Facilities.,..,. Construction - Contract Annual 
Report. A published report 
covering sewer and plant 
contract awards for construction 
on new plants, int~rceptors, 
outputs, etc. Data by States, 
drainage basins, population, 
etc. Daily F.W; Dodge 
Construction Award Notices 
used as input to Report. 

Retention Retain 2 years 

Disposition: Break file 
upon transmission of report 
to Congress. Keep in office 
for 2 years, then destroy. 

Retention: 

a.' Record Copy. Permanent. 

b. Information·Copies. 
AB deteutlned by asere 1 

~ferenee aeees,~ 3 ~-

Disposition: 

a. Record Copy. Break 
file upon publication. 
Keep in office for 20 years, 
then offer to the National 
Archives. 

b. Information Copies. ~ 
Destroy when ~o longe~ 3~ 
~~ :....-e, "'Y"" ~ 
~. 

1 • 
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MANUAL
APPENDIX B 

RECORDS CONTROL SCHEDULES 
RECORDS MANAGEMENT 

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

Monitoring Monographs By 
Monitoring Data Systems. 
Review and analysis papers 
on subjects relative to 
specific operations of the 
Division. Reports made on such 
subjects as "Causes of.Cost 
for Needed Treatment Plan.ts 
1973", "A Comparative Analysis 
of the 1971 and 1973 Nee.ds 
Surveys", "An Analysis. of 
Water Quality Indicestt, etc.. 

M. Model State Water Monitoring 
'1.,..:) • Program. A publication pre­

senting a model program for 
State and local governments 
to use in monitoring the 
quality of the water in 
their streams, rivers, and 
ground .waters. Developed by 
a panel of Federal and State 
experts. 

Retention: Retain 10 years. 

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

Retention: 

a. Record Copy. Perma.nent. 

b. Information Copies. 
As determined by users·: 
reference needs. 

Disposition: 

a. Record Copy. Break 
file upon publication. 
Keep in office for 20 years, 
then offer to the ifational 
Archives. 

b. Information Copies. 
Destroy when no longer 
used. 

TN 
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MANUAL 
·APPENDIX B 

RECORDS CONTROL SCHEDULES 
RECORDS MANAGEMENT 

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

International - EPA Marine 
Program and Conference Activity 
File. Contains data pertaining 
to EPA participation in inter­
national environmental programs 
and conferences. Covers such 
programs as "Global Investi­
gations of Pollution in the 
Marine.Environment (GIPME) 11 

"Laws of the Sea Conference 
(LOS)", 11 Conference on World 
Sea Pollution". Also covers 
participation in the Inter­
governmental Maritime Consult­
ative Organization (IMCO) and 
special relations with Canada 
and USSR. Records consist of 
United Nations resolutions, 
conference arrangements and 
agendas, membership lists, 
meeting notes and minutes, 
conference and study reports, 
correspondence between study 
groups and organization of 
members. 

Retention:· Retain 5 years. 

Disposition: Break file 
upon termination or comple­
tion of study, conference, 
or program. Keep in office 
for 1 year, then transfer 
to the Federal Records 
Center. Keep in FRC for 4 
years, then destroy. 

TN 




