NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

Schedule Number: NC1-412-77-01

Some items in this schedule are either obsolete or have been superseded by new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These items, unless subsequently superseded, may be used by the agency to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SUPERSEDED AND OBSOLETE ITEMS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They are superseded, obsolete, filing instructions, non-records, or were lined off and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Item 3 was superseded by N1-412-94-002 item 37 and N1-412-06-027

Item 8 was superseded by N1-412-94-002 item 1 and N1-412-06-006 EPA Schedule 003
Item 9 was superseded by N1-412-94-002 item 1 and N1-412-06-006 EPA Schedule 003
Item 11 was superseded by N1-412-94-002 item 30

Item 13 was superseded by N1-412-94-006 item 3 and N1-412-07-010 EPA Schedule 255
Item 15 was superseded by N1-412-07-058 EPA Schedule 405

Item 21 was superseded by N1-412-94-002 item 10

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

As of 09/07/2022 NC1-412-77-01 page 1of1l
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REQUEST @R AUTHORITY
TO DISPOSE OF RECORDS

. (See Instructions on Reverse)

[

LEAVE BLANK

[ 108 NO.
L)
NC1-412-77-1

| DATE RECEIVED
ocT 6

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

NOTIFICATION ?O AGENCY

1. FROM (AGENCY OR ESTABLISHMENT)

U.s.

aviromental Proteetion Agency

In accordance with the provisions of 44 U.5.C. 3303a the dis-
posal request, including amendments, is approved except for

2. MAJOR SUBDIVISION

Office of Water and Hazardous Haterials

items that may be stamped ‘‘disposal not approved’’ or ‘‘with-
drawn'’ in column 10.

3. MINOR SUBDIVISION
Office of Water Program Operations

4. NAME OF PERSON WITH WHOM TO CONFER
David 0. Stephens

5.7

TEL,

55

EXT

~0830

6. CERTIFICATE OF AGENCY REPRESENTATIVE:

APR 15 1977
Date Archivist of the United States

| lesby certify that | am authorized to oct 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) are not now needed for the business of this agency or will not be needed after the retention periods specified.

Shihs

/S/HAROLD R. MASTERS
Harold R. Masters

Chief, Administrative Management Br.

(Date) (Signature of Agency Representative) (Title)
‘ 9.
7. h . 8. PESCRIPTION OF ITFM ] SAMPLE OR 10.
ITEM NO. (With Inclusive Dates or Retention Periods) JOB NO. ACTION TAKEN
1~ 28 Dascriptions and retention schedules for the Office of

Items 1 ~ 28 are attached,

co—
1ol {76 g@-‘-"h

Water and Hazardous Materials. Water Propram Operations.

o ©0 ¢ of o omrlal

59, Loncs

.ﬁgﬂégzéijJZé%'¢zj@44oj;y, ébxzzf/t;€<3 3/ //V/Cfi”é'/ﬂ/C/Lcé? -

ANDARD FORM 115
(/ evised November 1970
= o rescribed by General Services
Administration

FPMR (41 CFR) 101-11.4
115-105



APPENDIX B~ ° . DR

l Al I S B

RECORDS CONTROL SCHEDULES

|

i

. MANUAL

RECORDS MANAGEMENT

v~

WATER PROGRAM OPERATIONS RECORDS

" The records described below relate to-the'development of national
programs, policies, regulations, and guidelines for the planning,

design, and construction of municipal waste water treatment systems,
_and the prevention and control of oil spills and the acc1aental dis~
"charge of other hazardous materials. :

Item

Name and Description
of Record/File -

Retention Period
and Disposition

" Proeram Development Files..

a. Contains records pertaining to
all phases of waste water plant
construction, and operation, runi—
cipal permits, oil spills and ha-—
zardous materials and drinking
water. Records consist of corres-
-pondence and reports relating to
policy and programs,: litigation,
interagency activity, research,
.and reﬁional activity

b, Adm_nlstratﬂve and Manazement
Biless

Tncludes records uséd in adnlnls—
trative and program management .-

functions of the water planning and)

standards program. Programs con-
sist of reference mauerlals, ad~
-ministrative reports and 81mﬂlar

records,

Contracts and Grants -— Projecl
Group File. Documentation re-
lating to the formulation,-
award, and changes in contracts
and grants for waste water
treatment plant construction and
and operation, drinking water,
and hazardouz ixtterials control
studies and surveys, Records
consist of procurement requests,
justification statements, task
orders, proposals, bid evalua-
tions, award notices, report

of payment to contractor or

Retention: Permanent.

Disposition: Break file at end of
2 years, Keep in office for 2
years, then transfer to the Feder:

- 'Retords Cenber. Keep in the FRC 1

8 years, then offer to the Nation:
Archives and Records Servfce;(NARE

-

Réﬁention:'RétainhiO years. L
Disposition: Break file at end of
2 years. Reep in office for 2

years, then transfer to FRC. Kee:
in FRC fof‘8 years,Athen destrQJ.

-

i

"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 % years,
then destroy.
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WATER PROGRAM OPERATIONS RLECORDS

-The records described below relate to-the development of national
programs, policies, regulations, and guidelines for the planning,
de51gn, and construction of municipal waste water treatment systems,
and the prevention and control of oil spills and the acc1aental dis—
,charge of other hazardous materials. :

*

Name and Description

Retention Period

Item of Record/File and Disposition
! ™~ ) . ff
. 1. “Program Management. Contains Retention: Retain 10 years.
i ddta relating to all phases - .
of waste water plant con— Disposition: Break file at
struct;on and operation, end of 2 years. Keep in
munic:Lpah permits, oil spills office for 2 years, then
and hazardous materials, and transfer to the Federal
drinking water. Records con- Reccrds Center., Keep in
sigt of corresgbndﬂpce and ~FRC for 8 years, then
reports relating “to policy destroy.
and programs, lltléétlon,
interagency activity,
research, regional activity,
etc. s
\‘z.
2, Contracts and CGrants - Projeé& "Retention: Retain 7 years.

A —————— o ———r £ s -

Group File.
lating to the formulation,-

award, and changes in contracts
and grants for waste water ‘
treatment plant construction and
and operation, drinking water,
and hazardouz :materials control
studies and surveys. Records
consist of procurement requests,
justification statements, task
orders, proposals, bid evalua-
tions, award notices, report

of payment to contractor or
grantee, progress reports, and
change notices. '

Documentation re-

*,

RS

Disgosition:

‘upon completion of project.

Break file

Keep in office for 1 year,
then transfer to the
Federal Records Center.
Keep in~FRC for % years,
then desﬁrgy.

™

-~
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-

Name and Description

Retention Period

Item of Record/File and Dispositiocn
3. Final Reports Resulting from Retention:
Contractor, - Grantee, Inter- and
« Intra-Agency Studies and Serv- a. Record or Master Copy.

ices. Final reports submitted Permanent.

by contractors, grantees, inter i

and intra-agency study groups. b. Information Copies. As

Also comments and evaluations determined by user's needs

by sponsoring group and others.
Disposition:
a. Record or Master Copy.
Break file upon completion
of project evaluations and
comment period. Keep in
office for 1 year, then
transfer to the Federal
Records Center. Keep in FRC
for 20 years, then offer to
tite Natioual Archives.
b. Information Copies.
Destroy when no longer used.

4. 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 and operation and mainte-
nance guides for plant person-—
nel.

Retention:

a. Record or Master Copy.
Fetain 10 years.

b. Information Copies. As
determined by user's needs.

- Disposition:

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

9 years, then destroy.

TN
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Name and Description

Retention Period

Item of Record/File and Disposition
b. Information Copies.
. Destyoy when no longer used.
5. Repurt on Uperation and Main-— Retention:
tenance of Wastewater Treat- »
ment Plant (FPA 7500-5). a. Form 7500-5. Entry of
A six page report on the data on ‘tape/disk plus 1
investigation of wastewater year. :
plants. Investigations con-— See ADP receds
ducted annually by Regional and® | b. Tape/Disk. ; sehe dule.
sometimes State personnel. gy e
Data from form transferred to
disk/tape for automated pro- Disposition:
cessing. )
a. Form 7500-5. Break file
after entry and verification
of data on tape/disk. Keep
in office for 1 year,
then destroy.
See ADP zec s
b. Tape/Disk. Bsesle—fidke o i,y )¢,
= - n
Of b el GO Ml P Ermn i e imme
YLALS w Lo ned e EE o rm
6 S i fons M g
. ewer Moratoriums - Case Retention: ~Pesmaicmeer X

Studies. A collection of

documents relating to the

initiation and development of
sewer morateriums. Records
consigt of narrative history,
court injunctions, newspaper
clips, environmental impact
studies, fiscal studies,

city growth plans, etc.

QYroio
Disposition: Break file
upon completion of study.
Keep in office for 2
vears, then transfer to the
Federal Records Center.
Keep in TFRC for Jlggears,
then offei-te—~tireNaotiomal

Axchives. et .
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Name and Description

Retention Period

Item of Record/File and Disposition
7. Land Use and Urban Growth File. Retention: .PeemaneﬂtTFL¥">”“‘J;
Investigations relating to g ‘
urban growth and land use Disposition: Break file
planning. Records consist of . upon completion of study.
investigation reports, city Keep in office for 2
ordinances, newsletters, task years, then transfer to the
force report, 180 Notice, Federal -Records Center.
State regulations, report of Keep in FRC for iﬁ”é%a
legal action by builders, etc. then o&&e;_ns-ehe—ﬂatnxnztf
’ Aschivea . sheoT Y -
8. School Training Grant File. Retention: Retain 5 years.:
Request for, review of, and
action on grants to schools Disposition: Break file
to set up and teach environ- upon_ termination of grant.
mental courses (i.e., Keep in office for 1
wastewater treatment plant year, then transfer to the
operation). Records consist Federal Records Center.
of twaining grant applica- Feep in FRC for 4 years,
tions, budget justifications, then destroy.
biographies of teachers,
grant award notices, site
visit reports, grant agree-
ments, termination and closing
statements}ami r(:?o‘l)t 5 oFekPuJ;.‘.m
9. Fellowship Folders. Contains Retention: Retain 5 years.

data pertaining to the
nomination, review and award
of grants to students for
advanced training in environ-
mental subjects at the univer-
sity level. Rercordsg consist
of Fellowship Applicant Quali-
fications Inquiry (EPA-5770-4),
student transcripts, fellowship
applications, notices of awaxd,
grant funding orders.

Disgoéition: Break file
upon termination of Fellow-
ship award. Keep in office

- for 1 wyear,. then transfer

to the tederal Records
Center. Keep in FRC for
4 years, then destroy.

TN
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Name and Description

Retention Period

Item of Record/File and Disposition
10. On the Job and Waste Treat~- Retentjion: Retain 5 years.
ment Works Personnel Training .
Grants. Grants to city and Disposition: Break file
! private waterworks, waste upon termination of grant.
treatment plants, and technical Keep in office for 1 year,
schwls to train operating and then transfer to the
maintenance personnel. Records Fedaral_Records Center.
consist of applications for ' Keep in FRC for 4 years,
training awards, training then destroy.
proposals, award notices, pro- .
gress and compliance reports,
trainee personnel data, and
vouchers. f/fn
11. Training Films and Video Tapes. Retention: ’
™ 8 and 16 mm film and video o
\tape coverage of environmental a. Record éogz. Permanent.

N

subjects used as the media for
instriction {entire course
presented op video tape) or as

a teaching aid (film shown
during a lecture). Collection
consists of such titles as the
"Majestic Polluted Hudson," '
"Ground Water - America's Buried
Treasure," "Responding to 0il
Spills," ete.

_Vi deo Jra,Feg (%4" cosselle CO(O*J

tpeo%. 56 tapes

- Plms - 16 i shev ‘ufﬁles

1

b. Distribution Copies.
Retain 5 years.

Disposition:

a. Record Copy. Break file
upon termination of course
or teaching unit. Keep in
office for 1 year, then
transfer to the Federal
Records Center. Keep in FRC
for 19 years, then offer to
the National Archives.

b. Distribution Copies.
Break file upon termination
of course or teaching unit.
Keep in cffice for 1 year,
then transfer to the -,
Federal Records Center. - -
Keep in FRC for 4 years,
then destroy.

TN
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I1tem

Name and Description
of Record/File

Retention Period
and Disposition

1L

Training Film and Video Tapes,
Film and video tape coverage of
envirommental subjects used as the
media for instruction or as a
teaching aid. ,

a, Motion Picture Films

Record. copy consisting of the
originmal negative or color original
plus separate optical sound irack,
dn intermediate master positive or
duplicate negative plus optical
sound track, and a sound projection
print of each motion picture pro-
duced by the Office of Water and
Hazardous Materials., If the film
is an acquired production, two pro-
Jection prints suffice for record -
purposes.

b. Video tanpes

Record copy consisting of the
earliest generation of each record-.
ing or a kinescope of the recording.

ce Finding Aids and Produchtion
Documentation

Existing finding aids such as data
sheets, shpt lists, catalogs, index-
e¢s, and other textual documentation
necessary for the proper identifica—
tion, retrieval, and use of the
motion picture films and video tapes
as well as production case files or
similar files which include copies -
of production contracts, scripts, or
other documentation bearing on the
origin, acquisition, release or
pvmership of the production.

Retention:
1. Record Copy: Permanent.
Break file upon termination.of

to NARS five years after file
break or when no longer needed
for administrative purposes,
whichever -occurs first.

.2+ Distribution Copies:
Break file upon termination
of course or teaching unit

-and destroy five years after

file break or when no longer
needed, whichever occurs first.

This applies toc motion pic-—
ture films and video tapes.

Retention (item c¢)

Permanent, Offer to NARS

in accordance with instruchions
governing the disposition

of the related production.

conrse or teaching uhib and offer
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Item

_Name and Description
of Record/File

Retention Period
and Disgqsition

12.

1973 presend
OwS Cant "'\4'

130

Q13- Premjr
1S el £k

14.

St ve ta' xai&am

?{xﬁaé - (S, 0 cutt

Grant Guidance Memorandums -~
Municipal Waste Water Treatment.
Policy statements relative to
the award and administration of
waste water treatment grants
numerically arranged by issue
nunber.

Project Management Waste Water

Retention : Permanent. ~

Disposition: Break file ,
upon completion of wasgte .
water treatment grant pro-
gram and transfer to the Fed~
eral Retords Center. Keep
in FRC for 5 years, then
offer to the National
Archives.

s Sa P
Retention: -Permanent. -

Treatment Construction Grant
Program. Central office
surveillance and control of
regional administration of
construction grant programs.
Records consist of regional
office work plans, report on
management of funds, report on
regional manpower buildup,
fund obligation ~ status and
goal, monthly status reports,
regional responses to questions
and requests for information;
obligation goals and outlay
targets.

Needs Survey Program File -
Waste Water Treatment Plants.
Documentation covering the
design to the conduct of the
Needs Survey. Records consist
of contracts for assistance,
pilot study, development of
questionnaires, procedures for
conduct of survey, weekly
status reports, analysis of
results, allocation formula, and
final report to Congress.

Disposition: Break file at
end. of year. Keep in office
for 5 years, then trans-

fer to the Federal Recorxds
Center. Keep in FRC for 20,4
years, then offer to the
National Archiveswz ). . ™:-n*

Retention :
L - e ,aa': - e
a. S'u;:ve‘y Initiation (1972<
.1975)... Permanent.
ISR LWL VATS ot W
b. Survey Continuvation
-(1975 ~ forward): Retain

10 years.

Disposition:

- * M,

T Y

.

a. §££;2§-Inltlation» Break
file at end of 1975. Keep
in office for 1 year,

- ¢

TN
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Name and Description
‘Item of Record/File

Retention Period
and Disposition

[——

15. Needs Survey Questionnaires,
Completed questionnaires con-
taining data relative to the
existence of and requirements
for sewers and wacte water
treatment plants in the

the municipalities and counties
of States and territories.

then transfer to the Federal

Records Center. Keep in FRC

for 20 years, then offer to

the National Archives.
R S Ndhal

b. _Survey~Continuations

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.

Rerention:

a. File. Retain 2 years.

Bb. Tab Cards.’”éﬁﬂzthrﬁ?
e e :
updates—=ce ADP recods schedule

€. Data Tapes. Recmamennt. Se
ADP recadds schedule. '

Disposition:

a. File. Break file upon
transfer of data to card/

disk/tape. Keep in office
for 2 years, then destroy.
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 Item

Name and Descriptioﬁ
of Record/File

Retention Period ]
and Disposition

[ 16.
1472~ prepeack

0.5 w--@'\

EPA Nlmnkﬁpa(bhks#&
maci@m%—h)%é' :
/ "LT*«\ — Obligexwa
by Stade Under PL AR -302,

ERA-Mun-ies ,
Trestnent~Projacti=by=Region
Frs b1z ; -
To—dat e-sUnden-Pl.92500+
Computer produced report of

money obligation for waste
water treatment plants.

State Priority List -
Municipal Waste Water Grant
Information and Control System

A .y
boﬁbDlSEOSltlon:

by Region. Computer produced
report of projects in priority
order within state and region.

—
B. Tab Cards. Bl
At e — R

"

s ———

¢, Data Tapes. -Break—file
upon—~eompletion.ocf~study~or
activitys--Keep=tapes—for—i-
“year~then~offer—to-the
National_ Archives.

3&_A§anw% &LQLh.

Retention: Permanent.

Break file upon
receipt of current edition.
Keep in office until receipt
of three later editions, then
transfer to the Federal Records
Center. Keep in FRC for 20
vears, then offer to the
National Archives. i
Retention: Current year plus
five prior editioms. .

i
Disposition: Break file f
upon receipt of current :
edition. Keep in office .
until receipt of five ‘
later editiens, then destray.

CiAR
i AR

vPA LD

Eél

x

DR R LIS DEET-IN 4 Iy

™

REN

See A»Dp ﬂ!ca(g‘s; xk\&ém{&f .
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19. Retention:
Cost Indices for Waste Water
Treatment Plants. Computer a. Regular Quarterly. Retain
produced report of labor and 3 years plus current.
material cost indices. Used .
for estimating construction «b., Year—end. ~Retain 10
costs and making cost analysis years.
and comparison studies.
' Disposition:
.a. Regular Quarterly. Break
file at end of year. Keep in
office for 3 years, then
destroy.
b. Year~end. Break file
at end of year. Keep in
office for 10 years, then
destroy.

outlay study.

Monthly Report of Construction

. ¢ MANUAL
APPENDIX B .= s
RECORDS CONTROL SCHEDULES . o
RECORDS MANAGEMENT
Name and Description Retention Period
Item of Record/File and Disposition
g | | | |
¢ 18, Outlay Projections, Outlay Retention: Current year plus
Targets, and Obligation Goals ten prior editions.
i for Municipal Waste Water
Grant Program. Computer pro- Disposition: Break file
duced report of a 10 year upon receipt of current

editjon. Keep in office
until receipt of ten later

editions, -then destroy.

TN
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Item

Name and Description

Retention Period

of Record/File and Disposition
20. | Federal Facility Pollution Retention: Retain 10 years.
"} Control Project Status File. ;

Documentation pertains to the Disposition: Break file at
actions by governmental agencies | end of 2 years. Keep in
to bring Federal facilities office for 2 years,
into compliance with then transfer to the Federal
Executive Order 11752 Records” Center. Keep in FRC
and OMB Circular A-106. for 8 years, then destroy.
Records consist of corre- '
spondence with participating
units, proposed project
reports, annual progress
report by installation,
and spacial reports on
pollution control practices, '

21. | Five Liner Report - OMB. Retention: Retain 10 years.
Circular A-106 - Budget Data.
A computer produced summary Disposition: Break file

’ report listing active and upon receipt of report.

inactive projects. Report Keep in office for 10 years,
gives name and location of pro- then destroy.
ject and amount budgeted and
funded by year.

29, Actual and Proposed NPDES Retention: Retain 10 years.

Permits Report. A computer

produced report giving permit
number, agency, facility
location, and project date.

Disposition: Break file
upon receipt of report.

Keep in office for 10 years,
then destroy. '

- O

TN
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i Name and Description
Item ~ of Record/File

Retention Period f
and Disposition :

23. | Pollution Abatement Needs

at Federal Agencies Report.

An EPA report to the Office of
i Managcrent and Budget

: summarizing and recommending

: projects for funding.

24. State Pollution Discharge
. Requirements Placed on
Federal Agencies File. A col-
lection of documents relating to
Federal agency conformity to
State polliution regulations.
Records consist of State .
handbooks, agency plans to
meet State requirements,
minutes of meeatings with
State representatives, copy
of State resnlations, news-
clips, correspondence between
agencies and States.

25. Environmental Impact Statements.

Retention: Retain 15 years.

Disposition: Break file
upon completion of report.
Keep in office for 15
years, then destroy.

Retention: Retain 10 years.

Disposition: Break file at
end of 2 years. Keep in
office for 10 years,

then destroy.

Bedoi, K goone:
Evaadent .

Retention:

Covers activities related to
environmental impact state-
ment needs, requirements,
development and appraisal.
Records consist of environ~-
mental impact statements,
appraisals, hearing tran-
scripts, minutes of State
Control Board meetlngs,
newsclips, etc.

Disposition: Break file

upon completion of review.

Keep in office #%Sars, then
transfer to the Federal Records
Center. Keep in FRC for 26 3
years, then ofder—to—tire

TN
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Item

Name and Description
of Recoxd/File

Retention Period
and Disposition

S

'Regulam ons, Standards_, and Gulae-—
hnes.

-a, Essential.Documents,
'.“bﬂchmca.l and _economic background
'iiacunents, heamng transeripts; and
publications’ of s‘oandards and
regu}amons. ‘ :

b. Other doments contalned in the
file. Included ‘are Work group
organizational réquests; a.gendas
ard mimites of meetingsy tbcnnlcal.
assistance contracts and repocts' -
internal nannrs and menorandums;
agency and publlsasd coments, and
&mlar records. : .

| Retentions Permanent,

Consist of

Dispositions Break file upon
publicavion of :final rule in the
Federal Reffist.er.. Keep in =~
~office for 'l year, then trans-
fer to the rederaW Records
_ Center. -Keep in FRC for 20
years, then offer to the
National Arcmves.
Retention: 10 years.
Disposition: Break file upon
publication as final rule in
the Federal Register. Kegp
in.office for 3 years, then
vransfer to the FRC. Keep
in FRG for 7 years, then

destroy; e -
1 . } :
ntcrgcvcrumeutal Activities. I Retention: kKetain 6 vears
..__,___,___.______________. Lesvan vl - -

File. Data relatlng to inter-
action with State and local @~

Disposition: Break file at

governments, foreign govern—
ments, international organi-—
zations, ¥ederal agencies,
and other branches of the
Federal Government. Records '
consist of cooperative agree—
ments, work plans, copies of
proposed and existing laws,
copies of Executive Orders,
Program aevelopment reports,
trip reports, memo and
correspondence.

end for 4 years, Leep in

office for 6 years,
then destroy.
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RECORDS CONTROL SCHEDULES
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] .
2Item \\

Name and Description
of Record/File

26.

27.

Regulations, Standards, and
Guidelines. Contains informa-
tion-relating to the develop-
ment and implementation of
rules for effecting env1ron~
mental lchQxatlon. Recoxds
consist of work group organl—
zational requests, agendas and
minutes of work group meetings,
technical assistance dontracts
and reports, drafts_.and
approvals of proposed rules,
public comments, newspaper
clips, clips from Federal
Register, public hearing
transcripts, and technical
references.

’

S

Tntcrgovcrumeutal Activities.
File. Data relating to inter-
action with State and local
governments, foreign govern—
ments, international organi-
zations, Federal agencies,
and other branches of the
Federal Government. . Records
‘consist of cooperative agree-
ments, work plans, copies of
proposed and existing laws,
copies of Executive Orders,
program development reports,
trip reports, memo and
correspondence.

v

etention Period
and Disposition -

/ Refention; Permanent.

/!
Disposition: Break file

upon publication of final
rule in the Federal Register.
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.

Retention: Ketain 6 years.
Disposition: Break file at
‘end. for 4 years, Keep in
office for 6 years,

then destroy.

TN
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RECORDS MANAGEMENT

‘Item

Name and Description

Retention Period

of Record/File and Disposition
i .
% 28. Personal Reference Collections. Reteéntion: None.
i Collections of technical and
’ related reference documents Disposition: Break file
: and printed material main- upon termination or transfer
; tained by individual staff of owner staff member. Re-
: members for personal use. view file and remove any
! Records consist of articles records of value to the
‘ from professional journals, Agency.. Offer file to
: information copies of tech- departing staff member. If
: nical reports, copies of offer rejected, keep for 1
authored and received memos month, then destroy.
and correspondence, photos,
wmaps, handbooks, etc.
29. | Technical Assistance Data System Retention: As belo@.
(TAD). Computer printouts show-
ing chemical and physical charac- Disposition: Keep in office
teristics and emergency response until superseded, then
procedures of 863 substances destroy.
(oil and other hazardous mate-
rials) which may be hazardous to
water quality if discharged or
spilled.
TN
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