
INACTIVE - ALL ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: Nl-412-06-010 

All items in this schedule are inactive. Items are either obsolete or have been 

superseded by newer NARA approved records schedules. 

Description: 

This schedule is superseded by DAA-0412-2013-0019 and DAA-0412-2013-0011. 

Date Reported: 08/31/2020 
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REQUEST FOR RECORDS DISPOSITION AUTHORITY 
JOB NUMBER 

'":n°J :__ l// .:::J -zJ6 - / L'J 
To NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR) 

WASHINGTON, DC 20408 

DATE RECEIVED 

1 FROM (Agency or establishment) 

U.S. Environmental Protection Agency 

NOTIFICATION TO AGENCY 

In accordance with the prov1S1ons of 44 U S C 
3303a, the d1sposit10n request, mcludmg 
amendments, is approved except for items that may 

2 MAJOR SUBDIVISION 

1----------------------------1 be marked "d1sposit10n not approved" or 
3 MINOR SUBDIVISION "withdrawn" m column 10 

4 NAME OF PERSON WITH WHOM TO CONFER 

Constance Downs 

5 TELEPHONE 

202-564 -1640 

ARCHIVIST OF THE UNITED STATES 

,_4!Jr-- LAJ--~ 
6 AGENCY CERTIFICATION 

I hereby certify that I am author12ed to act for this agency m matters pertammg to the disposition of its records and that the records 
proposed for disposal on the attached~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, under the provis10ns ofT1tle 8 of the 
GAO manual for Gmdance of Federal Agencies, 

r8J 1s not reqmred, D 1s attached, or D has been requested 

DATE ,i 
/Zbfa<o 

~~GENCYR~ 

Constance Dow~t.J. 

TITLE 

Acting Agency Records Officer 

7 Item 8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 9 GRS OR SUPERSEDED 10 ACTION TAKEN 
(NARA USE ONLY)No JOB CITATION 

EPA 141- Controlled and Major Correspondence Nl-412-94-2/22 

•·------­

Y.c~v'foJs Efi+foN ~t611ir_E Z2 lfJIJ1f' 
12 4//WIJSTANDARD FORM SF 115 (REV 3-91) 

Prescribed by NARA 36 CFR 1228 
115-109 
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EPA Records Schedule 141 
Status: Final, 07/31/2010 

Title: Controlled and Major Correspondence 

Program: All Programs 

Applicability: Agency-wide 

Function: 404-141-02-01 - Controlled Correspondence 

NARA Disposal Authority: 

This schedule authonzes the disposition of the record copy many media (media neutral), excludmg any 
records already in electronic fom1. Records designated for permanent retention must be transferred to 
the National Archives m accordance with NARA standards at the time of transfer. 

• Nl-412-06-10 

Description: 

Includes signed controlled and ma_Jor correspondence. The correspondence s1gmficantly documents the 
program activities and was processed under special handlmg control procedures because of the 
importance of the letters or time requirements of replies. Records consist of copies of mcommg letters, 
copies of the responses, and enclosures. Also includes mdexes to the correspondence. 

Disposition Instructions: 

Item a(l): Senior officials and assistants to those officials - Nonelectromc 

Includes officials as hsted in guidance. 

• Permanent 

• Close inactive records at end ofyear. 

• Transfer to the National Archives m 5 year blocks, 20 years after file closure. 

Item a(2): Senior officials and assistants to those officials - Electroruc 

Includes officials as listed m guidance. 

• Permanent 

• Close mactive records at end of year. 

• Transfer to the National Archives 5 years after file closure, with any related documentat10n and 
external finding aids, as specified in 36 CFR 1228.270 or standards applicable at the time. 
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Item a(3): Senior officials and assistants to those officials - Electromc copy of records transferred to the 
National Archives 

Includes officials as listed in guidance. 

• Disposable 

• Close file upon transfer to the National Archives. 

• Delete after electronic record copy is successfully transferred to the National Archives. 

Item b: Division Directors and other personnel 

• Disposable 

• Close inactive records at end of year. 

• Destroy 10 years after file closure. 

Guidance: 

Semor officials at headquarters mclude: 

• Admmistrators and Deputy Admimstrators, Assistant and Associate Administrators, Chiefs of 
Staff and Deputy Chiefs of Staff, Environmental Appeals and Admmistrative Law Judges, 
General Counsels and Associate General Counsels, Inspectors General and Assistant Inspectors 
General, Chief Financial Officers and Deputy Chief Financial Officers, Comptrollers and Deputy 
Comptrollers, and equivalent, mcludmg other officials when actmg in those capacities 

• Office D1rectors and Deputy Office Directors, and equivalent, includmg other officials when 
actmg m those capacities. 

• Special Assistants (e.g., Staff Assistants) to the previously named officials. 

Senior officials in the regions mclude: 

• Regional Admimstrators, Deputy and Assistant Regional Admmistrators, Regional Counsels and 
Deputy Regional Counsels, and eqmvalent, mcludmg other officials when actmg m those 
capacities. 

• Office Dtrectors and Deputy Office Directors, and eqmvalent, including other officials when 
acting m those capacities 

• Special Assistants ( e.g., Staff Assistants) to the previously nan1ed officials. 

Semor officials in the laboratories include: 

• Laboratory Directors, Associate Laboratory Directors, and eqmvalent, includmg other officials 
when actmg m those capacities. 

• Special Assistants (e.g., Staff Assistants) to the previously named officials. 

If the official copies ofcontrolled correspondence for officials listed m item a are returned to the 
originating program office, they should be filed separately and d1spos1t1oned m accordance with item a. 
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Indexes for permanent controlled and maJor correspondence files are also permanent records If the 
mdex is paper, enclose a copy of the mdex together with the correspondence files when the files are 
retired to the FRC. 

Routme correspondence and memoranda are scheduled as EPA 127. Congressional correspondence that 
1s not part of the controlled correspondence system 1s covered by EPA 132. 

For the Office of the Admmistrator and Deputy Administrator, the interagency correspondence file and 
environmental multiple letters file are covered by item a. Related electromc indexes are to be transferred 
m accordance with NARA's reqmrements for the transfer of electromc records. 

Other Programs - Other previous schedule items combmed mto this schedule were for the followmg 
programs Federal Activities, General Counsel, Regional Operations, Intergovernmental Liaison, Water, 
Sohd Waste, Emergency and Remedial Response, Toxic Substances, Enforcement and Compliance 
Momtonng, Mobile Source, Air Quality Planning and Standards, International Activities, Research and 
Development, Pesticides, Radiat10n, Information and Resource Management, Inspector General, 
Legislative, Planning and Evaluation and Program Reporting, and Pubhc Affairs. Specific item numbers 
are cited below. 

Reasons for Disposition: 

The followmg changes were made m the 07/31/2010 version: 

• Revised title ofdisposition items a(l )-(3) to be consistent with similar schedules. 
• Added hst of senior officials in guidance. 

The following changes were made m the 02/29/2008 version: 

• Divided item a into three subitems, a(l)-(3). 
• Revised the titles of disposit10n items a( I)-(3). 
• Revised the disposit10n instruction for item a(3). 

Schedule previously approved as Nl-412-94-2/22. The disposit10n instructions have been rewntten as 
media neutral to allow for maintaining the record copy in EP A's electronic recordkeepmg system. 

Item c for electronic copies created with word processmg and electromc mail apphcations was deleted 
08/09/2006 pursuant to NARA Bulletm 2006-04. 

Custodians: 

Multiple umts 

Related Schedules: 

EPA 127, EPA 132 

Previous NARA Disposal Authority: 

NCl-412-76-3/lb, NCI-412-78-6/1, 3 and 6a, NCl-412-84-1/1, NCl-412-84-2/11, NCl-412-85-3/1, 
NCI-412-85-4/1, NCl-412-85-6/1, NCl-412-85-7/1, NCl-412-85-10/1, NCl-412-85-11/1, 3, and 6a, 
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NCl-412-85-12/1, NCl-412-85-13/1, NC 1-412-85-14/1, NCl-412-85-15-1 b( 1 ), NCl-412-85-16/1, 
NCI-412-85-22/6, NCl-412-85-24/13, Nl-412-86-1/1, Nl-412-86-3/1, Nl-412-86-4/9, Nl-412-87-2/1 
and 11, Nl-412-87-4/1, Nl-412-87-5/1, Nl-412-94-2/22 

Entry: 08/26/1991 

EPA Approval: 01/20/2006 

NARA Approval: 08/10/2006 
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