
NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: NC1-412-78-06 

Some items in this schedule are either obsolete or have been superseded by new 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These items, unless subsequently superseded, may be used by the agency to 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SUPERSEDED AND OBSOLETE ITEMS 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They are superseded, obsolete, filing instructions, non-records, or were lined off and 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Item 1 was superseded by N1-412-94-002 items 1 and 22 

Item 2 was superseded by N1-412-06-006 EPA Schedule 127 

Item 3 was superseded by N1-412-94-002 item 22 

Item 4 was superseded by N1-412-07-068 EPA Schedule 519 

Item 6a was superseded by N1-412-94-002 item 22 

Item 6b was superseded by N1-412-06-006 EPA Schedule 127 

Item 7 was superseded by N1-412-94-002 item 4 

Item 8 was superseded by N1-412-86-002 item 7 
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REQUEST .R AUTHORITY 
TO DISPOSE OF RECORDS 

LEAVE BLANK 

JOB NO. 

(See Instructions on Re!lerse) 
78 6 

TO, GENERAL SERVICES ADMINISTRATION, 
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. 3 3030 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'' i11 column 10. 

Office of the Administrator and Deputy Administrato 
3. MINOR SUBDIVISION 

4. NAME OF PERSON WITH WHOM TO CONFER 5. TEL. EXT. 

David 0. Stephens 755-0830 tf-,26-18' 
Date6. CERTIFICATE OF AGENCY REPRESENTATIVE: 

2-17-78 

I hereby certify that I om 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 
~ poge(s) are not now needed for the business of this agency or wtlf not be needed after the retention periods specified. 

Chief, Administrative Management Br. 
(Date) (Signature of Agency Representative) (Tide) 

7. 
ITEM NO. 

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

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

1-16 Request continuing disposition authority for records of 
the EPA Administrator and Deputy Administrator. Items 
1-16 are attached. 

It 
STANDARD FORM 115 
Revised November 1970 
Prescribed by General Services 

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

./ 
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N.',ME AND DESCRIPTJOM OF RECO:'l:::iFll.. E 

C0n~_c:..o]_led Correspondence of the Ad!ni__!1i_strator and Drn ity Ad~·~i.nistr~_i:-
Ir.cll,dcs s,:r;1ies of all controlled correspondence sigr,cd by e:i ther the, 

Ad1d.11istr&tor or the Deputy Administrator. Also inclu,le::: copies cf 
lett;:;i·s to ::;ec.,:ic:rs cf Con,,ress. This corresponden;;c Kas proccsscci uad ir 
special handLi,g control pr'.)cedures b0cause of t;;e importance of the 
letters or ;::i~":t:; requirements of replies, Records co1\sist of copies of 
ir.col'.,ing letters, copies of the res;,,onses, and enclosures. Records 
a1-ru1,i;;cd chrono!0gically, then alphabetically by name of correspondent. 

9eneral Corresuonderce of the Administrator and Dc:puty Administrator. 
Includes copie;; of non-controlled (rcutine) correspondence. Records 
con~ist: cf i.,coming letters, and enclosures. 

Intn1-a5cr.cl Corresponder,ce of the Administrator an'1 Deputy 
A~~;:;inJ si:::ato:r. It!Cludes ccpi-0s of co:.:respond"::ncc anci mcmcr:tnda to 
;in(l from t.::p officials of the E?A and the Admiilist:r&t,:,L' "'ml Deputy 
Ad;h11~istra·::or ~ Includes copies of me:norandum!::, re;:ilics, and supp0rti~ g 
docum;irr~.s. Records arr:mgect by name of program and by r;,gional offic,. 

ye:1e:::-ul Register D::>c1.:rnents Signed by the Administrator or the Deputy 
Administrator. Includes copies of all Federal Register documents 
signed by the Administrator or the Deputy Administrator. 

C::>ur·~ Pauers. Includes reference copi0s of legal papers sent to 
~\dministrat.,r or Deputy Administrator from the General Counsel, Agcncr 
Judicial Officer, or Administrative Law Judge. Includes copies of 
briefs, motions, decisions, and other legal documents. 

\!c:lti.pl.e Letters Filc.o-\ncludes copies of bcomir.g letters with 
respon.;;es that are sent to more than one party, such as to all memt·e:·s 
of Congress, alJ states, EPA regional offices, and so on. Records 
arra."'!ged chronologically, then by addressee·~ • 

.,.t.,) ~-_o.....---...c--.-~~.,G,Q 
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RET :CNTJON PERIOD AND DISPOSITION J 
Retention: l'erma;:ent. r 

i 
• 

Dlsnosi1:ion: Break file at end of year. Keep in office current year i, 
plus 1 additional year, then transfer to the Federal Re.::ords Center • 
(FRC). Keep in FRC for 10 years, then offer to the National ArdliVes. 

~ 

I 
Retain 5 years. I· 

~ 

l ..... 
Disposition: Break file at end of v0ar. Keep in office currer,t year ~ 
plus l 2.<lditional year, then transf~r to the FRC. Keep in FRC for 4 
years, then destroy. 

Retention: Permanent: 

Dispo$ition: Break file ,,t end of year. 
plus 1 additiona.1 year, then transfer to 
years, then offer to the National Archives. l~.~Retention: Retain 7 years. Bm 

_!)5sposi_E_io1~: Breo.k file at end of year. l'.eeu in office ct:.rr<,r,t ye2.1: I~ 

.i;;) 

t~~·~~oKe::p in office cun·ent ,,,:,,ar 
the FRC. Kc,p in FRC fo: 10 '~:

l ► 

?:us 1 additional ytlar, then transfer to tno FRC. Kc,ep 
for 6 years, then destroy. 

Retem:ion; Retain S years. 

' Dj.sriosition: Break file at end of year. 
-;ilus 1 additional year, then transfer to 
for 4 years, then destroy. 

Retention: Per,~1anent. 

Disposition: Break file at end of year. 

Keep in off:.ce 
the FP.C. Keep 

b the me ,::::.:
I,.::
tF 

l 
~ 

current year 
in the FRC ~ 

~.·. -: ..,. 
~ 
o 

plus 1 aJdi tional year, then transfer to the FRC. Keep in the FRC for 
10 years, then offer to the National Archives . 

! J..J ~ : ~ 3 ~. ~ I c;;r---

Keep in office current year ~I· 

~-~~~~, D~:~ ~--t\.t...~~~'I 
I ~~~ ::t::::--3~ • 
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-r -- SCHED.NC..~U.S. ENVIRONMENTAL PROTECTION AGENCY -RECORDS CONTROL SCHEDULES 
- COVERAGE OF SCHEDl:JLETITLE OF SCHtcDULE 

Retenti::m: Retain 10 years. 

DisJ20S i ticm: Break file at end of each ye,i.r. Keep in office current 
year plus 9 additional years, then de.stray. 

Retention: Retain 1 year. 

1TEM 
;--.lV, 

7. 

8. 

t.) '' 
i 

• 

I10. 

APPLICABLE HEADQUARTERS OFFICERECORDS·OF THE ADMINISTRATOR AND THE DEPUTY ADMINISTRATOR 

RETENTION PERIOD AND DISPOSITIONNAME AND DESCRIPTION OF RECORD/FILE 

Retention: Permanent. 
Includes records relating to policy decisions and internal Agency 
directiv0s signed by the Administrator. Records consist of Administra-

Adninj_strator' s Policy Decisions, Agreements, and Directives File. 

Disposition: Break file at end of year. Keep in office current year 
tor's decisio~documents, delegations of authority signed by the plus 1 additional year, then transfer to the FRC. Keep in·the FRC for 
Administrator, interagency agreements, agreements with states, approval 10 years, then offer to the National Archives. 
of Agency policy and procedure directives, memorandums of understanding 
signed by the.Administrator, briefing memorandums, and other related 
records. 

Retention: Retain s years. 
requests for information under the Freedom of Information Act, copies cf 
the replies, and cepies of any intra-ag8ncy m8moranda concerning the 

Freedom of :information Res:eonses File. Includes copies of incoming 

_Qj._~o, it ion: Break file at the end of year. K88p in office current 
rei1uest. Files does not ins;lude copy of the document requested. yec,r plus 2 additional years, then transfer to the FRC. Keep in the 

FR.C for 3 years, then destroy. 

Freedom of Information Logbooks. Logbooks showing the rec8ipt date, I 
cla-~c c;f reply, office> of referral, payTIIent :.--cceipt, and other processir.g 
infor:r.ation concerning Freedom of Information requests I 
~'..1-Icate Co12ies of Freedom of Information Rcguests/Responses. Includ,,s 

~ 
I 

I corie:s cf Freedor:i of IP-formation requests and responses available for 
puulic .inspection. DisEosition: Break file at the end of year. KeeP in office current 

year plus I additional year, then destroy. 

Retenticn: Retain 2 years. 
reference copies of Mai} Control Schedules, EPA Form 5180-1, used to 
reference the official Freedom of Info;:mation request/response files. 

Freedorr. of _Inforn:ation Processing Control Slips Fi le. Incll:d1"s cross­

Dis12os_i_!_i_~: Break file at end of each year. Keep in office C'..1:::-rent 
year plus 2 additional years, then destroy. 

Age:,cy .Juclici_~_ _Qfficcr Appeals Case File. Includes cases related to 
env.i.ronm~ntal lic:gation appealed to the Aamir,istrator fer decision. 
Records co,1sist of petitions for appeal, appeal documents submitted by 
parties, ciccisicns of the Administrator, and other related records. 

Retention: Permanent. 
preced.ent which establishes or affirms Agency policy with respect to 
environmental actions of national importance in 1·,hich m2.jor regulatory 

a. T,andmark Ca3es. Includes cases resulting in an important legal 

Disposition: I3reak file upon termination of case or resolution of 
issues a:::-e litigated. Records arranged alphabetically by case. Lssues involved. Keep in office for 3 additional years, then transfer 

to the FRC. Keep in the FRC for 10 years, then offer to the National 
Archi·.res. 

Retention: Retain 10 years.b. Other Cases. 

Disposition: Break file upon completion of appeal or termination of 
case, whichever is later. Keep in the office for 1 additional year, 
tht'n t.rar.c;fer to the FRC. Keep in FRC for 9 years, then destroy. 

https://SCHED.NC
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i1.ECORD'> QF THE ADMINISTRATOR AND THE DEPUTY ADMINISTRATOR APPLICABLE HEADQUARTERS OFFICE f 
NO NAMC:: AMO OESCRIPTlON OF RECOR:D/FiLE ~E:TC:NTlON ~">ERIOD AND DISPOSITIONl'TEM~ I 
3 .• ~1inori ty Business Enterprises Task Force File. lncludes records 

I related i::o EPA':; Minority Business Enterprise Task Force. Records 
consist of proposals, memorandums to Administrator and Deputy 
Adm:i_nistrator, records of the Minority Business Enterprise Interagency 

1 :::::::,:::~:•:,:,::::i:s : an:.::'.::::::::::,:•:::::: •pol icy 
14 1 

statements, and other briefing papers t.:sed by the Administrator to 
prepare for meetings l'.'i th interest groups or other public groups.1

i ,1.rranged cl:rcnologically by <.:ai:o of meeting.~L~. ~ Speeches by Administrator and Deputy r\<l1:linistrato:r. In·~ludes reference 
copies of ::peeches delivered by the Adt i,ii.; tr~tor and Deputy Adminis t! a-
tor. Records consi:::t of background papers, correspondence. and fina1 
c.opy of s;pet)r.h. Th? archival copy of these speeches is m:1in-! tained in the Office. 

I 
j 16. l Lan,t Use Courd::.,iatlon File:;. Includes records related to the coordirn.-
~ I tion of r:PA policies in the land use area. Records used in coordi1,,;t .r,gi I interagency activities, land use activities with state and local 
{ t governments, a:1d other appropriate government an<l private groups. 

1 Ia. Environm,::1tally Sensitive Areas File. Indud-es :::o;::ords related tn . I com:rovcrsial or :;en::itivc land US'l policy areas, s;;ch as. floodplal.n.;,1 wetlands, cca.31..al zcne r::a.nagcme:Yt.., ag1"i~ul tur:.i.l lands statements, a11d 
-~ I - · · , other environmentally sensiti.ve areas. ~rcords cor.sist o::: copies or 

• 1

II;Q:~~~l,;t;;iii:d'jl:1:i:~I;;liiI;d:~t~~:d5~~~i:iiiil::§;;~~!i:i:f~~~:li;;;: 
ua 11:y, an . 0t.1er re ate recor s. 

Retention: Permanent. 
Ii. 

Disposition: Break file upon termination of Task Force. Keep in 
office for 2 years, then transfer to the FRC. Keep- in the FRC for \ 

::,::::::,th::,::•: ::,::: Na<i nnal Archiv,s • •1 
----- I 
Disposition: Break file at end of each year. Keep in office for S I 
years, then destroy. " •1·~_lte_t_·e._n_t_io_n_: Retain 5 years. 

&;:om 
Break file at end of each Keep in office fer 5 j 

destroy. in 

~~ 
(; 
r'.~ 
; ► 
J§ • 

Permanent. l~1~ 
pisuos i tion: Bre£:k file at end of year· Keep in office fo~~" 5 % 
v.cars, then transfer to the FRC. Keep in the FRC for 10 yca.i:s, then -• •;;:offer to the National Archives. r. -

;F:R;:c:_;:f;olr;;s:~nys::rdsr,;~t:h~:C;l;~ -~;~;::;'l!:._:~:-F~~.of~::; ~~,~~~' r ' 
"'f\rt :s • . ...,,.,".v, ~ '""'u:I • r· 

https://floodpla.in
https://cpeecr.es
https://sensiti.ve



