NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

Schedule Number: NC1-412-85-12

Some items in this schedule are either obsolete or have been superseded by new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These items, unless subsequently superseded, may be used by the agency to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.

Items 16a and 17 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SUPERSEDED AND OBSOLETE ITEMS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They are superseded, obsolete, filing instructions, non-records, or were lined off and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Item 1 was superseded by N1-412-94-002 item 22

Item 2 was superseded by N1-412-94-002 item 18 and N1-412-06-006 EPA Schedule 127
Item 4 was superseded by N1-412-94-002 item 3 and N1-412-06-006 EPA Schedule 006
Item 5 was superseded by N1-412-94-002 item 21

Item 6 was superseded by N1-412-94-002 items 1 and 31, and N1-412-06-006 EPA Schedules 003 and
202

Item 7 was non-record convenience copies
Item 16.b was superseded by N1-412-90-001 item 16.b

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE
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REQUEST FOR RECORDS DISPOSITION AUTHORITY

(See Instructions on reverse)

LEAVE BLANK

JOB NO

NC4-412-85-12

TO GENERAL SERVICES ADMINISTRATION

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408

DATE RECEIVED

1-20-87

1 FROM (Agency or establishment)

Environmental Protection Agency

NOTIFICATION TO AGENCY

2 MAJOR SUBDIVISION

Office of Toxic Substance

3 MINOR SUBDIVISION

In accordance with the prowvisions of 44 USC 3303a
the disposal request, including amendments, 1s approved
except for items that may be marked “disposition not
approved” or ‘“withdrawn’ in column 10 If no records
are proposed for disposal, the signature of the Archivist 1s
not required

4 NAME OF PERSON WITH WHOM TO CONFER

faEaid Webgler

( 5 TELEPHONE EXT |DATE

3185:-3911

>3-

CHIVIST OF THE UNITED STATES

6 CERTIFICATE OF AGENCY REPRESENTATIVE

| hereby certify that | am authorized to act for this agency in matters pertaining to the disposal of the agency’s records,
page(s) are not now needed for the business of this
agency or will not be needed after the retention periods specified, and that written concurrence from the General
Accounting Office, if required under the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, Is

that records proposed for disposal in

attached

this Request of

A GAO concurrence [:I Is attached, or @ IS unnecessary

Thomas Taske

D TITLE

Agency Records Management Officer

7
ITEM

8 DESCRIPTION OF ITEM

9 GRSOR 10 ACTION
SUPERSEDED TAKEN

NO (With Incluswe Dates or Retention Periods) JOB {NARS USE
CITATION ONLY)
1 - 17 The Office of Toxic Substances Records Control Appendix
Schedule is being revised to make it consistent C
with the Program's current operations. The revisionSchedule
of this Schedule is part of a major review and 20

Guidelines Files,

in 1989.

This certifies that Standards,

Premanufacturing Notice Files,
described on this SF 115 for the Office of Toxic
Substances Records Control Schedule will be micro-
formed in accordance with the standards set forth
in 36 CFR 1230, and that storage will meet the re-
quirements of 36 CFR 1230.20(c).

update of the EPA Records Control Schedules.

Attached is a copy of the revised Office of Toxic
Substances Records Control Schedule.

Regulations,
TSCA Chemical Inventory File,
and Section 8 Files

Inspection of this microform will be made in accor-
dance with the provisions of 36 CFR 1230.22.
first inspection of this microform will take place

and

The

L ..
115-108 V\’\.b QQ% %i ¥ ; § §E NSN 7540-00-634-4064

STANDARD FORM 115 (REV 8-83)
Prescribed by GSA
FPMR (41 CFR) 101-11 4



U.S. ENVIRONMENTAL PROTECTION AGENCY—RECORDS CONTROL SCHEDULES SCHED NO

TITLE OF SCHEDULE COVERAGE OF SCHEDULE
OFFICE OF TOXIC SUBSTANCES RECORDS APPLICABLE HEADQUARTERS OFFICE
';g” NAME AND DESCRIPTION OF RECORD/FILE RETENTION PERIOD AND DISPOSITION
1. Controlled and Major Correspondence of the Assistant Retention: Permanent.
Administrator for Toxic Substances. Includes copies
Oof controlled and major correspondence signed by the Disposition: Break file at end of year. Keep 1in
Assi1stant Administrator. The correspondence significantly office current plus 1 additional year, then trans-
documents the program activities and was processed under fer to the FRC. Keep 1in FRC for 10 years, then
special handling control procedures because of the impor- offer to National Archives in five year blocks.

tance of the letters or time requlrements of replies.
Records consist of copies of incoming letters, coplies of
the responses, and enclosures.

2. General Correspondence of the Assistant Administrator for Retention: Retaln 5 years.
Toxic Substances. Includes copies of non-controlled
(routine) correspondence. Records consist of 1incoming 0152051t1on: Break file at end of year. Keep in
letters and enclosures. office office 1 year, then transfer to FRC.

Destroy when 5 years old.

3 ram Development File. Consists of records related to Retention: Permanent.
the develop ffice of Toxic Substances policies
and programs. Records consis nce, issue Disposition: Break file at end of 2 years. Keep
papers and reports relative to major policy, strategyy office 4 years, then transfer to the FRC.

program control, research priorities, legislative Keep 1n ars, then otter to the
priorities,and other related records. National Archives 1n five ye

4. Program Management File. Consists of records related to Retention: Retaln 5 years.
the management and administrative support of each unit of |
the Office of Toxlc Substances. Records consist of Disposition: Break file at end of year. Keep
program planning and implementation, personnel needs, in office 1 year, then transfer to the FRC.
work accomplishments, budgetary materials, and other Destroy when 5 years old.
program management activities.

5. Speeches by Assistant Administrator or Staff. Speeches Retention:
prepared for delivery at civic functions and professional
conferences and meetings. a. Record Copy. Permanent.

b. Information Copies. Retain 1 year.

Disposition:

- a. Record Copy. Break file after presentation:
Keep 1n office 5 year, then transfer to the
FRC. Keep i1n FRC 5 years, then transfer to
the National Archives in five year blocks.

b. Information Coples: Destroy when 1 year o 1d
or sooner if no longer needed.
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U.S. ENVIRONMENTAL PROTECTION AGENCY—RECORDS CONTROL SCHEDULES

TITLE OF SCHEDULE

COVERAGE OF SCHEDULE

SCHED NO

0 LICE. O TOXLO SHRSTANCES BECORDS APPLICARLE HEADOUARTERS QFFICE

'hEM MAME AND DESCRIPTION OF RECORD/FILE RETENTION PERIOD AND DISPOSITION

6. Contracts and Grants File. Documentat:ion relating to the Retention: Retain 6 years after completion.
award of contracts and grants with consulting firms and
universities for conducting research concerning testing Disposition: Break file upon completion of
methods, chemical properties, and environmental levels of project. Keep in office 2 years, then trans-
toxi1c substances. Records consist of proposals and scope fer to the FRC. Destroy when 6 years old.
of work, signed agreement, quarterly or monthly progress
reports, vouchers and other financial documents, and
other related records.

7. Freedom of Information Response File. Includes copies of Retention: Retain 2 years.
incoming requests for information under the Freedom of
Information Act, copies of replies, and copies of any Disposition: Break file at end of year. Keep
interagency memoranda concerning the request. Note: thas in office current plus 1 additional year.
file does not contain the Program's official record of Destroy when 2 years old.
information being requested.

a. Final Report Resulting from Contractor or Grantee Studies Retention:

and Services. Includes printed final copies of reports
ted by contractors and grantees.

Toxic Substances Reference Files. A collection of source
materials on various chemical substances having toxic pro-

g sed for general reference and as
basis for program decisions 1n de errt-ef-togulablions .

a. Record or Master Copy. Retain 20 years.

b. Information Coples. Retain 1 year.

DlSQOSlthl’\S

. Keep in office for
to the FRC. Destroy

1 year, then
when 20 years old.

b. Information Copies. Destroy or transfer to
the National Technical Information Service
after 1 year or sooner 1f not needed for
reference.

Retention: Retain 15 years.

Disposition: Review in office every 5 years,
keeping records of continuing value and

testing methods, research priorities, etc. Records
consist of journal articles or technical reports showing’
physical/chemical data, application and use of the
chemicals, health impacts, ecological impacts, methods
of sampling and analysis, control techniques, and other
information.

destro fer to the
FRC, hold 10 years, then destroy when year

old.

Witi.
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U.S. ENVIRONMENTAL PROTECTION AGENCY—RECORDS CONTROL SCHEDULES SCHED NO

TITLE OF SCHEDULE COVERAGE OF SCHEDULE
DFFICE OF TOXIC SUBSTANCES RECORDS APPLICABLE HEADQUARTERS OFFICE
L NAME AND DESCRIPTION OF RECORD/FILE RETENTION PERIOD AND DISPOSITION

0.

Laboratot thods File. A collection of source Retention: Retain 15 years.
materials on various a 1 methods used 1n testing
chemical substances for toxicity. sed 1in Disposition: Review 1in coffice every 5 years,
determining the most appropriate and scientifica keeping records of continuing value and

reliable method of premarket testing of toxic substances. ing other materials. Transfer to the
Records consist of journal articles, technical reports, FRC, hol then destroy when 15
studies of other agencies and research groups, etc. years old.

11.} In-House Special Studies Files. Contains documents re-
lated to conducting in-house special studies on toxic
substances. Studies cover topics such as environmental
levels of toxic substances such as PCB, disease corre-
udies, etc.

a. Final Reports. es printed or manuscript copy, Retention: Retain 20 years.
evaluation, and comments, i
Disposition: Break file upon completion of
study. Keep in office 2 year, then transfer
to the FRC. Keep in the FRC for 18 years,
EOY .

b. Working Papers. Includes records used 1in gathering Retention: Retalin
data for study and administrative records such as trip
reports and other expense records. Dispos:ition: Break file upon completion

study. Keep 1n office 1 year, then transfer
to the FRC. Destroy when 5 years old.

B2.] Legislation File. Includes records related to environ- Retention: Retain 6 years.
mental and toxic substances legislative proposals used for
reriter-rrd-commentywdinoluded—are-Eaderal Mater Pollution Disposition: Break file every congressional
Control Act (Sections 307a, 311, and 403), Safe Drinking session. Keep 1n ofttice for b years, Chen
Water Act, and other legislation. Records consist of destroy.

proposed statutory languaqge, strateqy papers, proposed
list of substances to be controlled, comments, and other
related papers.

3. ] Standards, Regulations, and Guidelines Files. Includes
documents relating to the development of rules and regu-
for the control of toxic substances.
Records consist © unpublished technical
background documents, work group agendaSy
minutes, technical reports, i1nternal papers, Agency and
published comments, and other related records.

F A ; f g A
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U.S. ENVIRONMENTAL PROTECTION AGENCY—RECORDS CONTROL SCHEDULES SCHED NO

TITLE OF SCHEDULE COVERAGE OF SCHEDULE

OFFICE OF TOXIC SUBSTANCES RECORDS APPLICABLE HEADQUARTERS OFFICE

TREM NAME AND DESCRIPTION OF RECORD/FILE RETENTION PERIOD AND DISPOSITION
a. TSCA Records Containing Confrdential Business Retention:

formation (CBI).

a. Paper Records. Retain 1 year after
conversion to microform has been completed.

b. Microform Copy. Permanent.

Disposition:

a. Paper Records. Keep 1in office 1 year
after conversion to microform has been com-~
pleted and microform 1s verified for com-

- pleteness, then destroy.

b. Office Microform Copy. Keep working copy
in office until no longer needed, then destroy.

c. Permanent Microform Copy. Offer to NARS
when 20 years old a silver halide microform
plus one silver diazo, or vesicular duplicate.
Transter certified microfilm in cubic foot
biocks to WNRC for storage pending offer to
NARS.

b, Public Files of TSCA Records. Retention:
a. :;aper Records. Retain 1 year after con-
versi to microform has been completed.
b. Mf:::;arkaopy. Permanent.
Disposition:

a. Paper Records. Ke
conversion to microform
and microform 1s verified
then destroy.

in office 1 year after
been completed
completeness,

. b. Office Microform Copy. Keep wo
in office until no longer needed, then™Jestroy.

c. Permanent Microform Copy. Ofter to NAR
when 20 years old a silver halide microform
plus one silver, diazo or vesicular duplicate.
Transfer certified microfilm in cubic foot
blocks to WNRC for storage pending offer to
NARS.

TVANYR LNIWIOYNYW SQH0I3Y



U.S. ENVIRONMENTAL PROTECTION AGENCY—RECORDS CONTROL SCHEDULES

SCHED NO

TITLE OF SCHEDULE
OFFICE OF TOXIC SUBSTANCES RECORDS

COVERAGE OfF SCHEDULE
APPLICABLE HEADQUARTERS OFFICE

'TEM NAME AND DESCRIPTION OF RECORD/FILE RETENTION PERIOD AND DISPOSITION
_—ET__BEF3?‘“TETUfUrm—€ep4esA_ Retention: As below.
Disposttron+——PRestroy when no longer needed.
14. Impact Statement Review and Comment File. Retention: Retaln 5 years.
Includes staff comments impact statements
review by toxlc substances program staff, sposition: Break file upon completion of
review, € £face_for 5 years, then
destroy.
15, TSCA Chemical Inventory File. Contains documentation

elating to the i1nventory of chemicals pursuant to

on 5 of the Toxic Substances Control Act. Records
TSCA Chemical Substance Inventory Report
0-3B & 7710-3C), correspondence between
ter, corrected data and replacement
other related records.

(EPA Forms
EPA and the su
of data submitted,

a. TSCA Records Contalnlng Confidential Business
Information (CBI).

Retention:

a. Paper Records. Retain 1l year after con-
version to microform has been completed.

b.

Disposition:
a. P Records. Keep 1n office 1 year after

conversion microform has been completed and
microform 1s v 1ed for completeness, then
destroy.

Microform Copy. Permanent,

working copy
en destroy.

b. Office Microform Copy.
in office until no longer needed,

c. Permanent Microform Copy. Offer to N
when 20 years old a silver halide microform an
one silver diazo or vesicular duplicate.
Transfer certified microfilm in cubic foot
blocks to WNRC for storage pending offer to
NARS.
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SCHED NO

U.S. ENVIRONMENTAL PROTECTION AGENCY-—RECORDS CONTROL SCHEDULES

TITLE OF SCHEDULE COVERAGE OF SCHEDULE
OFFICE OF TOXIC SUBSTANCES RECORDS APPLICABLE HEADQUARTERS OFFICE -
ITEM NAME AND DESCRIPTION OF RECORD/FILE RETENTION PERIOD AND DISPOSITION
. TSCA Records Not Containing CGonfidential Business Retention:
1 mation (CBI).

a. Paper Records. Retain 1 year after con-
version to microform has been completed.

b. Microform Copy. Permanent.

Disposition:

a. Paper Records. Keep 1in office for 1 year
after conversion to microform has been completed
and microform 1s verified for completeness,

i ~\\\\\\~\q then destroy.
Office Microform Copy. Keep working copy

fice until no longer needed, then destroy.

\
1icroform Copy. Offer to NARS
s1lver halide microform
vesicular duplicate.
in cubic foot
offer to

when 20 years o
and one silver diazo
Transfer certified micro
blocks to WNRC for storage pe
NARS.

c. Other Microform Copies. Retention: As below.

Disposition: Destroy when no longer needed.

16.] Premanufacturing Notice Files. Contains documentation
used 1n the review/approval of new chemicals to be
manufactured and distributed for commercial purposes 1in
the United States pursuant to Section 5 of the Toxic
Substances Control Act. Includes documents which describe
chemical 1dentity, uses, and exposure data; test data and
descriptions of other data related to the effects on
health and the environment of the manufacture, processing,
distribution in commerce, use and disposal of the new
chemical. Also, 1ncludes scientific review and evaluation
of the new chemical, approval for the chemical to be
manufactured, or the decision to ban the production and ~
use of the chemical, and a copy of the F.R. notice which
provides information to the public on the chemical.
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U.S. ENVIRONMENTAL PROTECTION AGENCY—RECORDS CONTROL SCHEDULES

TITLE OF SCHEDULE

DFFICE OF

TOXIC SUBSTANCES RECORDS

COVERAGE OF SCHEDULE
APPLICABLE HEADQUARTERS OFFICE

SCHED NO

(TEM
NO

NAME AND DESCRIPTION OF RECORD/FILE

RETENTION PERIOD AND DISPOSITION

a.

TSCA Records Containing Confidential Business

Information (CBI}.

b.

Public Files of TSCA Records.

Retention:

a. Paper Records. Retain 6 months after
convwersion to microform has been completed.

b. Microform Copy. Permanent.

Disposition:

a. Paper Records. Keep in office 6 months
after conversion to microform has been com-
pleted and microform 1s verified for com~
pleteness, then destroy.

b. Office Microform Copy. Keep working copy
in office until no longer needed, then destroy.

c. Permanent Microform Copy. Offer to NARS
when 20 years old a silver halide microform _
plus one silver diazo or vesicular duplicate.
Transfer verified microfilm 1in cubic foot
blocks to WNRC for storage pending offer to
NARS.

Retention:

a. Paper Records. Retain 6 years after con-
version to microform has been completed.

b, Microform Copy. Permanent.

Digposition:

a. Paper Records. Keep in office 6 months
after conversion to microform has been com~
pletea ana wmiveuform is verified for complete-
ness, then destroy.

b. Office Microform Copy. Keep working copy
in office unti1l no longer needed, then destroy.

c. Permanent Microform Copy. Offer to NARS
when 20 years old a silver halide microform
plus one silver diazo or veslcular duplicate.
Transfer verified microfilm in cubic foot
blocks to WNRC for storage pending oftfer to
NARS.

Ex
N1
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U.S. ENVIRONMENTAL PROTECTION AGENCY—RECORDS CONTROL SCHEDULES

SCHED NG

TITLE OF SCHEDULE
OFFICE OF TOXIC SUBSTANCES RECORDS

COVERAGE OF SCHEDULE
APPLICABLE HEADQUARTERS OFFICE

I TEM NAME AND DESCRIPTION OF RECORD/FILE RETENTION PERIOD AND DISPOSITION
c. Other Microform Copies Retention: As below.
Disposition: Destroy when no longer needed
]
17 Section 8 Files. Contains CBI documents pertaining to a

variety of chemicals for which reporting and record
retention requirements were established pursuant to
Section 8(a) and (d) of the Toxic Substances Control
Act, The information for these documents 1s as follows:
Section B(a) Files.

a. Data provided by chemical

and microfiched by EPA. Data includes identification of
chemical, the manufacturing plant site, the plant site

users and products, market names, and process categories

b. Section 8{(d) Files.

tests and laboratory animals studies (toxicity, carcino-
genicity, skin sensitization,

manufacturers on the Preliminary Assessment Information form

the

activities, the manufacturer's products, and the customers'

.

Health and safety studies submitted
by chemical manufacturers, including physical and chemical

inhalation, and mutagencity).

-

Retention:

a. Paper Records. Retain 6 months after
conversion to microform has been completed.
b.

Microform Copy. Permanent.

Disposition:

a. Paper Records. Keep in office & months
after conversion to microform has been com-
pleted and microform 1s verified for com-
pleteness, then destroy.

b. QOffice Microform Copy. Keep working copy
in office until no longer needed, then destroy.
¢. Permanent Microform Copy. Offer to NARS
when 20 years old a silver halide microform
plus one silver diazo or vesicular duplicate.
Transfer verified microfilm in cubic foot
blocks to WNRC for storage pending offer to
NARS.

Retention:

a. Paper Records. Retain 6 months after
conversion to microform has been completed.
b.

Microform Copy. Permanent.

TIVANYW INIWIOYNYW Q003



U.S. ENVIRONMENTAL PROTECTION AGENCY—RECORDS CONTROL SCHEDULES

TITLE OF SCHEDULE
OFFICE OF TOXIC SUBSTANCES RECORDS

COVERAGE OF SCHEDULE
APPLICABLE HEADQUARTERS OFFICE

SCHED NO

ITEM
NGO

NAME AHD DESCRIPTION OF RECORD/FILE

RETENTION PERIOD AND QISPOSITION

s

c. Asbestos Files. Data provided by asbestos manu-
facturers, processors and 1mporters on ashbestos production,
importation, exportation, processing, worker exposure
waste and disposal and pollution control. The data

were reported on EPA form 7710-36 Reporting Chemical

and Industrial Users of Asbestos and EPA form 7710-37
Reporting Secondary Processing and Importation of

Asbestos Mixtures.

Disposition:

a. Paper Records. Keep in office 6 months
aftar conversion to microform has been com-
pleted and microform is verified for com-
pleteness, then destroy.

b. Office Microform Copy. Keep working copy
in office until no longer needed, then destroy.

c. Permanent Microform Copy. Offer to NARS
when 20 years old a silver halide microform
plus one silver diazo or vesicular duplicate.
Transfer verified microfilm 1n cubic foot
blocks to WNRC for storage pending offer to
NARS.

Retention:

a. Paper Records. Retain 6 months after

conversion to microform has been completed.

b. Microform Copy. Permanent.

Disposition:

a. Paper Records. Keep 1n office & months
after conversion to microform has been com-
pleted and microform is verified for com-
pleteness, then destroy.

b. Office Microform Copy. Keep working copy
in office until no longer needed, then destroy.

c. Permanent Microform Copy. Offer to NARS
when 20 years old a silver halide microform
plus one silver diazo or vesicular duplicate.
Transfer verified microfilm i1n cubic foot
blocks to WNRC for storage pending offer to
NARS.
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