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REQUEST FOR RECORDS DISPOSITION AUTHORITY LEAVE BLANK (NARA use only)

JOB NUMBER
(See Instructions on reverse)

, '2?/ - t/I.::? - tJ ::t -6-
TO NATIONAL ARCHNES and RECORDS ADMINISTRATION (NIR) DATE RECEIVED

WASHINGTON, DC 20408 ;;? - ;;:;,;';).- dO 0,;;(
1 FROM (Agency or establishment) NOTIFICATION TO AGENCY

Environmental Protection Agency

2. MAJOR SUBDIVISION In accordance with the provisions of 44
Office of Adrrumstration and Resources Management U.S.C. 3303a the disposition request,

Including amendments, ISapproved except
3. MINOR SUBDIVISION for items that may be marked "dISFt0sition

Human Resources and Organizational Services not approved" or "withdrawn" In co umn 10.

4. NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE DATE ARCHIVIST OF THE UNITED STATES

ChrIS O'Donnell 202-260-1324 4~){)Y WITHDRAWN

IS not required;

6. AGENCY CERTIFICATION
I hereby certify that I am authonzed to act for this agency In matters pertaining to the disposition of ItS records
and that the records proposed for disposal on the attached 2 page(s) are not now needed for the busmess
of this agency or WIll not be needed after the retention penods specified; and that wntten concurrence from
the General Accounting Office, under the prOVISIOns of TItle 8 of the GAO Manual for GUIdance of Federal
Agencies,

ISattached; or has been requested.

TITLEDATE

2/812002

SIGNATURE OF AGENCYflEPRESENTATIVE

Chris O'Donnell ~ D ( Agency Records Officer

9 GRS OR
SUPERSEDED
JOB CITATION

10. ACTION
TAKEN (NARA

USE ONLY)
8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION

See atta ed U.S. EPA 704 - Personnel Security
Clearance WITHDRAWN

115-109 STANDARD FORM 115 (REV 3-91)
Prescnbed by NARA

36 CFR 1228

NSN 7540-00-634-4064
PREVIOUS EDITION NOT USABLE
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DRAFT OF 11/26/01

u.s. EPA RECORDS SCHEDULE
Personnel Security Clearance Files

704

AGENCY FILE INSP 704~ -PI"m > ,.

NARA DISPOSAL
APPLICABILITY:

DESCRIPTION: Consists a record of investigations of personnel employed by,
or seeking employment Wl h the Agency, or whose relationship with the Agency
requires a security clear nce. Files also consist of suitability information
for public trust positions.

a. Record copy of case files documenting the investigations of Federal
employees and applicants for F deral employment, whether or not a security
clearance is granted, and other ersons, such as those performing work for EPA
under contract, who require an a roval before having access to Government
facilities or to sensitive materia .

b. Record copy of investigative rep ts and related papers furnished to EPA
by investigative organizations for use in making security/suitability
determinations.

c. Electronic versions
systems.

mail and word processing

ARRANGEMENT: Arranged alphabetically by empl name.

TYPE OF RECORDS:
Case files

MEDIUM:
Paper, electronic

VITAL RECORD:

FUNCTIONS SUPPORTED:
Personnel administration

SPECIFIC LEGAL REQUIREMENTS:
5 CFR, Administrative Personnel, Part 731, 732, and 736
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L DISPOSITION: TRANSFER TO FRC PERMITTED:
No

FILE
a-b.

INSTRUCTIONS:
file upon separation or transfer of employee.

c. See osition instructions.

DISPOSITION
a. Keep materials file break, then destroy.

b. Keep in office 2 years after file break, then destroy.

c. copy is generated.

APPLICATION GUIDANCE:
REASONS FOR DISPOSITIO
security purposes until
Retention meets the admin

maintained and updated periodically for
ployee is transferred or separated from the Agency.

trative needs of the office.

AGENCY-WIDE GUIDANCE:
as EPA 705.

Files are scheduled

PROGRAM OFFICE GUIDANCE/DESCRIP

CUSTODIAL INFORMATION:
CONTROLLING UNIT:

Name: Administration & Resources
Management

Brenda Stewart

Location: Waterside Mall 2441

Inclusive Dates: 1980-present Telephone:

Volume on Hand (Feet): 107 Office:
Services

& Organizational

Annual Accumulation: 2 ft.
(feet or inches)

Room: NE3202

CONTROL INFORMATION:
RELATED ITEMS: EPA 705

PREVIOUSLY APPROVED BY
NARA SCHEDULE NOS: NC-412-75-3/17, NCl-412-76-11, Nl-412-86-4/

Approval
Date EPA

Approval
Date NARA

Entry
Date
11/5/93

Last
Modified
11/26/01


