
REQUEST FOR RECORDS DISPOSITION AUTHORITY JOB IY~'II() -07-69 
To: NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR) DATE RECEIVED 

WASHINGTON, DC 20408	 ~Jllplo7 
1. FROM (Agency or establishment)	 NOTIFICATION TO AGENCY 

U.S. Environmental Protection Agency 

2. MAJOR SUBDIVISION 

In accordance with the provisions of 44 U.S.C. Office of the Chief	 Financial Officer 
3303a, . the disposition request, including 

3. MINOR SUBDIVISION	 amendments, is approved except for items that may 
be marked Adisposition not approvedz or 

Agency-wide and Headquarters Awithdrawns in column 10. 

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

~ {1-:H (J" ~ t,:J..... --+'-John B. Ellis	 202-566-1643 

6. AGENCY CERTIFICATION 

I hereby certify that I am authorized to act for this agency inmatters pertaining to the disposition of its records and that the records 
proposed for disposal on the attached 1Lpage(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 provisions of Title 8 of the 
GAO manual for Guidance of Federal Agencies, 

[gI is not required; o is attached; or o has been requested. 

DATE	 TITLESIGNATURE OF ::':Qh ,c~f) ~' 
John B. Ellis	 Agency Records OfficergjJJ/o7 

10. ACTION TAKEN 
(NARA USE ONLY) 

7. Item 8. DESCRIPTION OF Ii AND PROPOSED DISPOSITION 9. GRS OR SUPERSEDED 

No.	 JOB CITATION 

1. EPA 276 (Item a(2» Time and Attendance Records	 NC 1-412-85-27/11/2 

2. EPA 280 Payroll Support	 NC1-412-85-27/11/1 

3. EPA 282 Payroll Control	 NC1-412-85-27/11/3 

4. EPA 283 Pay Folders	 NC1-412-85-27/1I/4 

5.	 EPA 289 External Accounting Reports as Required by NC1-412-85-27/111/5 
Government-wide Regiulations 

6. EPA 658 Audit Resolution	 N1-412-97-1/2 

A 
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. ( 
This schedule is in draft. It may be used to retire records, but may not be used to destroy records. If 
you have any questions, please contact the Records lIelp Desk. 

EPA Records Schedule 276 
Status: Draft, 0113112008 

Title: Time and Attendance Source Records 

Program: Financial Management 

Applicability: Agency-wide 

Function: 402-126 - Payments 

NARA Disposal Authority: 

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

• General Records Schedule 217 (Item a(I» 
• Nl-412-07-69/1 (Item a(2» 

Description: 

Contains forms for payroll processing and preparation, including time and attendance records upon which 
leave input data is based, such as time or sign-in sheets; timekeeper signature cards (EPA 2560-1), time 
cards (EPA 2565-1); leave and earnings statements (EPA 2560-25); payroll error notice (EPA 2560-2); 
flexitime records; leave applications for jury and military duty; authorized premium payor overtime, 
maintained at duty post, and related documents upon which leave input data is based. 

Excludes: Leave records scheduled as EPA 279.
 

Disposition Instructions:
 

Item a(I): Source records maintained by Washington Finance Center
 

• Disposable 

• Destroy after GAO audit or when 6 years old, whichever is sooner.
 

Item a(2): Source records - Copies maintained by other offices
 

• Disposable 

• Close inactive records at end of pay period. 

• Destroy 1 year after file closure. 

lof3 1/31/2008 4:07 PM 
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Item b: (Reserved) 

Guidance: 

The Washington Finance Center is responsible for maintaining the record copy of source records sent to 
them in accordance with item a(I). Any source records covered by item a(l) which are kept in the local 
office and not sent to headquarters are also to be maintained in accordance with the disposition instructions 
for a(1). 

For other copies (e.g., the timekeepers copy and convenience copies held by the employee, payroll, or other 
offices) use disposition instructions, item a(2), except in cases where: (1) They are filed as part ofa related 
series; (e.g., copies of time and attendance records used for Superfund cost recovery would be disposed of 
in accordance with the disposition instructions for the cost recovery records, EPA 024.) or (2) There are 
discrepancies or errors in time card information. If the records are kept past the approved retention period 
because of discrepancies or errors, they are to be destroyed after the problem is resolved. 

Designated agents responsible for time and attendance input see EPA 573, item b. 

Official leave records prepared upon transfer or separation of employees are filed in the official personnel 
folder (OPF), covered in EPA 553 for official personnel folders (OPF) for civilians, or EPA 554 for 
Agency personnel folders for Public Health Service commissioned corps personnel. Other leave records are 
covered in EPA 279. 

The record copy of electronic forms submitted for approval via the E-Forms system must be printed and 
filed in the paper recordkeeping system after approval (or filed in the electronic recordkeeping system 
when one is implemented). The E-Forms system is covered by EPA 004. 

Supervisors' personnel files are covered in EPA 122. Other records related to payroll include: EPA 280 for 
payroll support, EPA 282 for payroll control, EPA 283 for pay folders, EPA 284 for payroll system reports, 
EPA 573 for the EPA Payroll System (EPA YS). PeoplePlus is scheduled as EPA 300. 

Microform copies are to be produced in accordance with standards in 36 CFR 1230.10 and 36 CFR
 
1230.20. Destroy paper records after quality assurance is completed.
 

Records containing personal information must be shredded or otherwise definitively destroyed to protect 
confidentiality. 

Reasons for Disposition: 

The disposition instructions for item a(2) have been rewritten as media neutral to allow for maintaining the 
record copy in EPA's electronic recordkeeping system. The retention for item a(2) was previously approved 
in schedule NCI-412-85-27, item W2. The retention has not changed. 

The following change was made in the 0113112008 version: 

• Changed the title of the schedule to conform to GRS 2, item 7. 
• Revised the title of disposition item a(2). 
• Deleted item b for Input records since it is covered in EPA 573, item b. 

20f3 1131/20084:07 PM 
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Item c for electronic mail and word processing system copies deleted 08/18/2006 pursuant to NARA
 
Bulletin 2006-04.
 

Custodians:
 

Multiple units
 

Related Schedules:
 

EPA 004, EPA 024, EPA 122, EPA 279, EPA 280, EPA 282, EPA 283, EPA 284, EPA 300, EPA 553,
 
EPA 554, EPA 573
 

Previous NARA Disposal Authority: 

NCI-412-85-27IW2 

Entry: 04/07/1993 

EPA Approval: 08/13/2007 

NARA Approval: Varies 

30f3 113 \12008 4:07 PM 



.,' .,tf,. EPA Records Schedule 280 laY,roll Support Page lof2 

This schedule is in development. It may not be used to retire or destroy records. If you have any 
questions, please contact the Records I1dp Desk. . 

EPA Records Schedule 280 
Status: Development, 08/3112007 

Title: Payroll Support 

Program: Financial Management 

Applicability: Agency-wide 

Function: 402-126 - Payments 

NARA Disposal Authority: 

This schedule authorizes the disposition of the record copy in any media (media neutral). Records 
designated for permanent retention must be transferred to the National Archives in accordance with 
NARA standards at the time of transfer. 

• Pending 

Description: 

Contains employee status reports for employee's earning statement data. The report is prepared 
biweekly, quarterly, and annually. 

Disposition Instructions: 

Item a: Record copy 

• Disposable 

• Close inactive records at end of pay cycle. 

• Destroy 56 years after file closure.
 

Item b: All other copies
 

• Disposable 

• Close inactive records at end of pay cycle. 

• Destroy immediately after file closure.
 

Guidance:
 

file:IIF:\bf2007\schedules media neutral NARA project\280.html 8/7/2007 
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• • If EPA Records Schedule 280 ,yrOll Support Page 2 of2 

The record copies are maintained by the Washington Finance Center and are retained in accordance with 
disposition instructions for item a. All other copies held in all other offices are to be retained in 
accordance with disposition instructions for item b. 

Other payroll related records are scheduled as follows: EPA 276 for time and attendance records, EPA 
282 for payroll control, EPA 283 for pay folders, EPA 284 for payroll system reports, EPA 300 for 
PeoplePlus, EPA 573 for the EPA Payroll System (EPA YS). 

Records containing personal information must be shredded or otherwise definitively destroyed to protect 
confidential information. 

Reasons for Disposition: 

The disposition instructions have been rewritten as media neutral to allow for maintaining the record 
copy in EPA's electronic recordkeeping system. The retention has not changed. 

Custodians:
 

Office of the Chief Financial Officer, Washington Finance Center
 

• Contact: Tim Doss 
• Telephone: 202-564-2939 

Related Schedules: 

EPA 276, EPA 282, EPA 283, EPA 284, EPA 300, EPA 573 

Previous NARA Disposal Authority: 

NC 1-412-85-27/11/1 

Entry: 08/16/1993 

EPA Approval: Pending 

NARA Approval: Pending 

file:IIF:\bf2007\schedules media neutral NARA project\280.html 8/7/2007 
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FPA~~cords Schedule 282 iiayrOll Control Page 10f2 

This schedule is in development. It may not be used to retire or destroy records. If you have any 
questions, please contact the Records Help Desk. 

EPA Records Schedule 282 
Status: Development, 08/3112007 

Title: Payroll Control 

Program: Financial Management 

Applicability: Agency-wide 

Function: 402-126 - Payments 

NARA Disposal Authority: 

This schedule authorizes the disposition of the record copy in any media (media neutral). Records 
designated for permanent retention must be transferred to the National Archives in accordance with 
NARA standards at the time of transfer. 

• Pending 

Description: 

Contains the following records: EPA YS control worksheet and all EPA YS pay period reconciliation 
reports (#354, 360, 366, 368, 371, 376,383,384, 385, 386, 387, 394 , 442,453, 482, 483,497,498, and 
576); redistribution of disbursement between appropriations; SF-224 plus worksheet and reconciling 
reports; allowance holder report of payroll distribution, RCB-3A, prepared biweekly; employee payroll 
charges and manhours by project (account number), RCM-7, prepared quarterly; payroll cost report, 
RCB-3, prepared biweekly; cumulative payroll distribution and manhours by program, EPA-15, 
prepared monthly; net check listing report, EPA YS-365, prepared biweekly; and similar reports. 

Disposition Instructions: 

Item a: Record copy 

• Disposable 

• Close inactive records at end of year. 

• Destroy 3 years after file closure or audit by GAO, whichever is earlier. 

Guidance: 

The Washington Finance Center in the Office of the Chief Financial Officer is responsible for the record 
copy and implementing the disposition instructions. All other copies held in all other offices should be 
destroyed when no longer needed. 

file:IIF:\bf2007\schedules media neutral NARA project\282.html 8/7/2007 
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f:PA...1itecords Schedule 282,jyrOll Control Page 2 of2 

The EPA Payroll System (EPA YS) is scheduled as EPA 573 and People Plus as EPA 300. Other payroll 
related records are scheduled as follows: EPA 276 for time and attendance, EPA 280 for payroll support, 
EPA 283 for pay folders, and EPA 284 for payroll system reports. 

Records containing personal information must be shredded or otherwise definitively destroyed to protect 
confidentiality . 

Reasons for Disposition:
 

The disposition instructions have been rewritten as media neutral to allow for maintaining the record
 
copy in EPA's electronic recordkeeping system. The retention has not changed.
 

Custodians:
 

Office of the Chief Financial Officer, Washington Finance Center
 

• Contact: Tim Doss 
• Telephone: 202-564-2939 

Related Schedules: 

EPA 276, EPA 280, EPA 283, EPA 284, EPA 300, EPA 573 

Previous NARA Disposal Authority: 

NCl-412-85-271II/3 

Entry: 08/16/1993 

EPA Approval: Pending 

NARA Approval: Pending 

flle://F:\bf2007\schedules media neutral NARA project\282.html 8/7/2007 



EPA Records Schedule 283 ijay Folders Page 1 of2 
. '.., It ". 

This schedule is in development. It may not be used to retire or destroy records. If you have any 
questions, please contact the Records Help Des~ 

EPA Records Schedule 283 
Status: Development, 08/3112007 

Title: Pay Folders
 

Program: Financial Management
 

Applicability: Agency-wide
 

Function: 402-126 - Payments 

NARA Disposal Authority: 

This schedule authorizes the disposition of the record copy in any media (media neutral). Records 
designated for permanent retention must be transferred to the National Archives in accordance with 
NARA standards at the time of transfer. 

• Pending 

Description: 

Consists of individual employee folders and payroll allotments, including: SF-50, W-4, SF-2809, SF-
176, SF-1192, SF-1198, SF-1199A, state tax forms, and related records. 

Disposition Instructions: 

Item a: Record copy 

• Disposable 

• Close after employee leaves the Agency. 

• Destroy 4 years after file closure. 

Guidance: 

Data from this series is included in EPA 280 for payroll support. Other payroll related records are 
scheduled as follows: EPA 276 for time and attendance, EPA 282 for payroll control, EPA 284 for 
payroll system reports, EPA 300 for PeoplePlus, and EPA 573 for the EPA Payroll System (EPA YS). 

If copies of Combined Federal Campaign and other allotment authorizations are filed separately, they 
are covered by EPA 281. 

Records containing personal information must be shredded or otherwise definitively destroyed to protect 
confidentiality . 

file://F:\bf2007\schedules media neutral NARA project\283.html 8/7/2007 
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EPA Records Schedule 283liay 
I ..-j , 

Folders Page 2 of2 

Reasons for Disposition: 

The disposition instructions have been rewritten as media neutral to allow for maintaining 
copy in EPA's electronic recordkeeping system. The retention has not changed .. 

the record 

Custodians: 

Office of the Chief Financial Officer, Washington Finance Center 

• Contact: Tim Doss 
• Telephone: 202-564-2939 

Related Schedules: 

EPA 276, EPA 280, EPA 281, EPA 282, EPA 284, EPA 300, EPA 573 

Previous NARA Disposal Authority: 

NCl-412-76-13/1, NCI-412-85-27IIV4 

Entry: 08116/1993 

EPA Approval: Pending 

NARA Approval: Pending 
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, ".,'.
This schedule is in development. It may not be used to retire or destroy records. Uyou have any 
questions, please contact the Records IIelpj)esk. 

EPA Records Schedule 289 
Status: Development, 08/3112007 

Title: External Accounting Reports as Required by Government-wide Regulations 

Program: Financial Management 

Applicability: Agency-wide 

Function: 402-124 - Accounting 

NARA Disposal Authority: 

This schedule authorizes the disposition of the record copy in any media (media neutral). Records 
designated for permanent retention must be transferred to the National Archives in accordance with 
NARA standards at the time of transfer. 

• Pending 

Description: 

Includes the following records: financial statements; minority business reports; reports of international 
transactions (SF-13); report on status of accounts and loans receivable due from the public (Schedule 9
 
of SF-220); and related reports.
 

Disposition Instructions:
 

Item a: Record copy
 

• Disposable 

• Close inactive records when reports are completed. 

• Destroy 3 years after file closure. 

Guidance: 

Reasons for Disposition: 

The disposition instructions have been rewritten as media neutral to allow for maintaining the record 
copy in EPA's electronic recordkeeping system. The retention has not changed.
 

Custodians:
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. ~~~ Records Schedule 289.xternal Accounting Reports as ReQUir1'Y Government- ... Page 2of2 

Office of the Chief Financial Officer 

• Contact: 
• Telephone:
 

Related Schedules:
 

Previous NARA Disposal Authority:
 

NCI-412-85-27111115
 

Entry: 08/17/1993
 

EPA Approval: Pending
 

NARA Approval: Pending
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This schedule is in draft. Itmay be used to retire records, but may not be used to destroy records. If 
you have any questions, please contact the Records Help Desk. 

EPA Records Schedule 658
 
Status: Draft, 03/3112008 

Title: Audit Resolution 

Program: Financial Management 

Applicability: Headquarters 

Function: 301-091 - Corrective Action 

NARA Disposal Authority: 

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

• NI-412-07-69/6 

Description: 

Includes records used to document the Agency's audit resolution process. Records consist of Agency 
directives and guidance, special analyses and reports on the audit resolution process, status reports on
 
unresolved audits by office, decisions of the Audit Resolution Board, and related materials.
 

Disposition Instructions:
 

Item a(I): Audit resolution board case files - Nonelectronic
 

•	 Permanent 

•	 Close inactive records when audit resolution is completed. 

• Transfer to the National Archives 30 years after file closure. 

Item a(2): Audit resolution board case files ~Electronic 

•	 Permanent 

•	 Close inactive records when audit resolution is completed. 

•	 Transfer to the National Archives 5 years after file closure, with any related documentation and 
external finding aids, as specified in 36 CFR 1228.270 or standards applicable at the time. 

Item a(3): Audit resolution board case files ~Electronic copy of records transferred to the National 

10f3	 4/24/2008 9:44 AM 



EPA Records Schedule 658 - Audit Resolution	 file:IIICj/DOCUME-llhwolfingILOCALS-llfemp/gwprinV658.htrnl e
 
Archives 

•	 Disposable 

•	 Close file upon transfer to the National Archives. 

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

Item b: Administrative documentation 

•	 Disposable 

•	 Close inactive records when audit resolution is completed. 

•	 Destroy 10 years after file closure. 

Guidance: 

See EPA 082 for responses to audit, evaluation, and investigation. Audit case files maintained by the 
Office of Inspector General are covered by EPA 700. 

Reasons for Disposition: 

The disposition instructions have been rewritten as media neutral to allow for maintaining the record copy
 
in EPA's electronic recordkeeping system. The retention has not changed.
 

The following changes were made in the 03/3112008 version:
 

•	 Changed the title of disposition item a to audit resolution board case files and the retention was 
increased to 30 years. 

• Added new disposition item b.
 

The following changes were made in the 0113112008 version:
 

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

Item b for electronic copies created with word processing and electronic mail applications deleted
 
08/2312006 pursuant to NARA Bulletin 2006-04.
 

Custodians:
 

Office of the Chief Financial Officer, Office of Planning, Analysis and Accountability, Accountability Staff
 

•	 Contact: Sharon Tant 
• Telephone: 202-564-3633
 

Related Schedules:
 

20f3	 4/24/2008 9:44 AM 

file:IIICj/DOCUME-llhwolfingILOCALS-llfemp/gwprinV658.htrnl


EPA Records Schedule 658. Audit Resolution • file:IIIC!/['OCUME-llhwolfingiLOCAL5-lffemp/gwprintl658.htmle e
 
EPA 082, EPA 700 

Previous NARA Disposal Authority: 

NCI-412-85-1I5, NI-412-97-1I2 

Entry: 08/09/1995 

EPA Approval: 08/1312007 

NARA Approval: Pending 

30f3 4/2412008 9:44 AM 
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EPA Records Schedule 276 • Time and Attendance Source Records file:IIISJlWG3IEnvironmental Protection AgencylEP A FY07 10bsl276.html e tit 
This schedule is in draft. It may be used to retire records, but may not be used to destroy records. If 
you have any questions, please contact the Records Help Desk. 

E Records Schedule 276 b"-~a!YnI:.'"b 

1?1 J.r: ~•.: of t";1/O ~ 
Status: 

sc: ¢..~ ••( J'o,A·/o6'
Title: Time ttendance Source Records 

Applicability: Agenc 

Function: 402-126 - Pa 

NARA Disposal Authority: 

This schedule authorizes the dispo . n ofthe record copy in any media (media neutral), excluding any 
records already in electronic form. R erds designated for permanent retention must be transferred to the 
National Archives in accordance with standards at the time of transfer. 

• General Records Schedule 217 (Item 
• NI-412-07-69/1 (Item a(2)) 

Description: 

Contains forms for payroll processing and preparation, . eluding time and attendance records upon which 
leave input data is based, such as time or sign-in sheets; ekeeper signature cards (EPA 2560-1), time 
cards (EPA 2565-1); leave and earnings statements (EPA 0-25); payroll error notice (EPA 2560-2); 
flexitime records; leave applications for jury and military du . authorized premium payor overtime, 
maintained at duty post, and related documents upon which Ie input data is based. 

Excludes: Leave records scheduled as EPA 279.
 

Disposition Instructions:
 

Item a(I): Source records maintained by Washington Finance Center
 

• Disposable 

• Destroy after GAO audit or when 6 years old, whichever is sooner. 

Item a(2): Source records - Copies maintained by other offices 

• Disposable 

• Close inactive records at end of pay period. 

• Destroy 1 year after file closure. 

10f3 1124/2008 I:07 PM 
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shington Finance Center is responsible for maintaining the record copy of source records sent to 
them in cordance with item a(I). Any source records covered by item a(l) which are kept in the local 
office an t sent to headquarters are also to be maintained in accordance with the disposition instructions 
for a(I). 

For other copies g., the timekeepers copy and convenience copies held by the employee, payroll, or other 
offices) use dispos . n instructions, item a(2), except in cases where: (1) They are filed as part of a related 
series; (e.g., copies 0 ime and attendance records used for Superfund cost recovery would be disposed of 
in accordance with the . position instructions for the cost recovery records, EPA 024.) or (2) There are 
discrepancies or errors in e card information. If the records are kept past the approved retention period 
because of discrepancies or ors, they are to be destroyed after the problem is resolved. 

Designated agents responsible ime and attendance input see EPA 573, item b. 

Official leave records prepared uporr nsfer or separation of employees are filed in the official personnel 
folder (OPF), covered in EPA 553 for icial personnel folders (OPF) for civilians, or EPA 554 for 
Agency personnel folders for Public Hea Service commissioned corps personnel. Other leave records are 
covered in EPA 279. 

The record copy of electronic forms submitted approval via the E-Forms system must be printed and 
filed in the paper recordkeeping system after app al (or filed in the electronic recordkeeping system 
when one is implemented). The E-Forms system is' ered by EPA 004. 

Supervisors' personnel files are covered in EPA 122. Ot records related to payroll include: EPA 280 for 
payroll support, EPA 282 for payroll control, EPA 283 for folders, EPA 284 for payroll system reports, 
EPA 573 for the EPA Payroll System (EPA YS). PeoplePlus cheduled as EPA 300. 

, 
Microform copies are to be produced in accordance with standarc .n 36 CFR 1230.10 and 36 CFR 
1230.20. Destroy paper records after quality assurance is complete 

Records containing personal information must be shredded or otherwis finitively destroyed to protect 
confidentiality .. 

Reasons for Disposition: 

The disposition instructions for item a(2) have been rewritten as media neutral to a w for maintaining the 
record copy in EPA's electronic recordkeeping system. The retention for item a(2) w reviously approved 
in schedule NCI-412-85-27, item W2. The retention has not changed. 

The following change was made in the 0113112008 version: 

• Changed the title of the schedule to conform to GRS 2, item 7. 
• Revised the title of disposition item a(2). 
• Deleted item b for Input records since it is covered in EPA 573, item b. 

Item c for electronic mail and word processing system copies deleted 08/1812006 pursuant to NARA 
Bulletin 2006-04. 

20f3 1124/2008 1:07 PM 
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Custodian 

Multiple units 

Related Schedules: 

EPA 004, EPA 024, EPA 122, 279, EPA 280, EPA 282, EPA 283, EPA 284, EPA 300, EPA 553, 
EPA 554, EPA 573 

Previous NARA Disposal Authority: 

NCI-412-85-271II/2 

Entry: 04/07/1993 

EPA Approval: 08/13/2007 

NARA Approval: Varies 

30f3 1124/2008 I :07 PM 
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T . schedule is in development. It may not be used to retire or destroy records. Uyou have any 

[ons, please contact the Records Help Desk. 

ecords Schedule 276 :ll(7a sl:t>iO /
'7.'1 "~,oJ o~ o·fo,/of' 

~~~~.l J "/'/tJ'i' 
Program: Financial 

Applicability: Agency-wi 

Function: 402-126 - Payment 

NARA Disposal Authority: 

This schedule authorizes the dispositio the record copy in any media (media neutral). Records 
designated for permanent retention must transferred to the National Archives in accordance with 
NARA standards at the time of transfer. 

• General Records Schedule 217 (Item a(l) 
• Pending (Item a(2» 
• General Records Schedule 2/8 (Item b) 

Description: .-"

Contains forms for payroll processing and preparation, incl g time and attendance records upon 
which leave input data is based, such as time or sign-in sheets, .mekeeper signature cards (EPA 2560-
1), time cards (EPA 2565-1); leave and earnings statements (E 560-25); payroll error notice (EPA 
2560-2); flexitime records; leave applications for jury and mili uty; authorized premium payor 
overtime, maintained at duty post, and related documents upon whi eave input data is based. 

Excludes: Leave records scheduled as EPA 279.
 

Disposition Instructions:
 

Item a(I): Source records maintained by Washington Finance Center
 

• Disposable 

• Destroy after GAO audit or when 6 years old, whichever is sooner. 

Item a(2): Source records - Other copies 

• Disposable 

• Close inactive records at end of pay period. 

fiIe:IIF:\bf2007\schedules media neutral NARA project\276.html 81712007 
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estroy 1 year after file closure. 

s used to input time and attendance data into a payroll system. 

o audit or when 6 years old, whichever is sooner. 

Guidance: 

The Washington Finance Ce is responsible for maintaining the record copy of source records sent to 
them in accordance with item a •. Any source records covered by item a(l) which are kept in the local 
office and not sent to headquarte e also to be maintained in accordance with the disposition 
instructions for a(I). 

For other copies (e.g., the timekeepers y and convenience copies held by the employee, payroll, or 
-other offices) use disposition instructions" em a(2), except in cases where: (1) They are filed as part of 
a related series; (e.g., copies oftime and att dance records used for Superfund cost recovery would be 
disposed of in accordance with the dispositio . structions for the cost recovery records, EPA 024.) or 
(2) There are discrepancies or errors in time c .nformation. If the records are kept past the approved
 
retention period because of discrepancies or erro hey are to be destroyed after the problem is
 
resolved.
 

Designated agents responsible for time and attendance ut use disposition instructions, item b. 

Official leave records prepared upon transfer or separation' mployees are filed in the official 
personnel folder (OPF), covered in EPA 553 for official pers el folders (OPF) for civilians, or EPA 
554 for Agency personnel folders for Public Health Service co issioned corps personnel. Other leave 
records are covered in EPA 279. . 

The record copy of electronic forms submitted for approval via the E- rms system must be printed and 
filed in the paper recordkeeping system after approval (or filed in the e ronic recordkeeping system 
when one is implemented). The E-Forms system is covered by EPA 004. 

Supervisors' personnel files are covered in EPA 122. Other records related to roll include: EPA 280 
for payroll support, EPA 282 for payroll control, EPA 283 for pay folders, EPA 4 for payroll system 
reports, EPA 573 for the EPA Payroll System (EPAYS). People Plus is scheduled EPA 300. 

Microform copies are to be produced in accordance with standards in 36 CFR 1230.1 
1230.20. Destroy paper records after quality assurance is completed. 

Records containing personal information must be shredded or otherwise definitively destro 
confidentiality . 

Reasons for Disposition: 

The disposition instructions for item a(2) have been rewritten as media neutral to allow for maintaining 
the record copy in EPA's electronic recordkeeping system. The retention for item a(2) was previously 
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proved in schedule NCI-412-85-27, item 1112.The retention has not changed. 

for electronic mail and word processing system copies deleted 08/18/2006 pursuant to NARA 
2006-04. 

EPA 004, EPA 024, E 122, EPA 279, EPA 280, EPA 282, EPA 283, EPA 284, EPA 300, EPA 553, 
EPA 554, EPA 573 

Previous NARA Disposal A 

NC 1-412-85-2711112 

Entry: 04/07/1993 

EPA Approval: Pending 

NARA Approval: Varies 
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Records Schedule 658 

Applicability: Headq 

Function: 301-091 - Corr 

NARA Disposal Authority: 

This schedule authorizes the dispos n of the record copy in any media (media neutral), excluding any 
records already in electronic form. Re ds designated for permanent retention must be transferred to the 
National Archives in accordance with standards at the time of transfer. 

• NI-412-07-69/6 

Description: 

Includes records used to document the Agency's audl' solution process. Records consist of Agency 
directives and guidance, special analyses and reports 0 e audit resolution process, status reports on
 
unresolved audits by office, decisions of the Audit Resol n Board, and related materials.
 

Disposition Instructions:
 

Item a(I): Record copy - Nonelectronic
 

•	 Permanent ..
 
•	 Close inactive records when audit resolution is completed . 

•1 

•	 Transfer to the National Archives 20 years after file closure. 
" ~ .. ,0;. "" .... , 

Item a(2): Record copy - Electronic	 . ':';.t!',:, . ~ 

•	 Permanent ,..•. 
•~.. 

•	 Close inactive records when audit resolution is completed. <. J'~-;
'Of";,

"1 

•	 Transfer to the National Archives 5 years after file closure, with any related documentatio
 
external finding aids, as specified in 36 CFR 1228.270 or standards applicable at the time.
 

'~ 

Item a(3): Electronic copy of records transferred to the National Archives 
e " • 

.	. 
lof2	 113112008 4:07 PM 
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• 
file upon transfer to the National Archives. 

er electronic record copy is successfully transferred to the National Archives. 

Guidance: 

See EPA 082 for res ses to audit, evaluation, and investigation. Audit case files maintained by the 
Office of Inspector Ge al are covered by EPA 700.
 

Reasons for Disposition:
 

The disposition instructions ha been rewritten as media neutral to allow for maintaining the record copy
 
in EPA's electronic recordkeepin ystem. The retention has not changed.
 

The following changes were made i
 

• Divided item a into three subitem (1)-(3). 
• Revised the titles of disposition ite (I )-(3). 
• Revised the disposition instruction fo em a(3). 

Item b for electronic copies created with word p essing and electronic mail applications deleted
 
08123/2006 pursuant to NARA Bulletin 2006-04.
 

Custodians:
 

Office of the Chief Financial Officer, Office of Planning, alysis and Accountability, Accountability Staff
 

• Contact: Sharon Tant 
• Telephone: 202-564-3633 

Related Schedules: 

EPA 082, EPA 700 

Previous NARA Disposal Authority: '. 

0; " • 

:.NCI-412-85-l/5, NI-412-97-1/2 
',0.,..: , 

.'\. .Entry: 08/09/1995
 

EPA Approval: 08/1312007 
"
 

" 
• 

NARA Approval: Pending 
''I. 

20f2 1131120084:07 PM 
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is schedule is in development. It may not be used to retire or destroy records. If you have any 
q ions, please contact the Records Help Desk. ' 

s"'C'T>~S"'£~~DRecords Schedule 658 
~1 rJ<£~."":' .R o./•.~r 

ment, 08/3112007 S'"~ e-.~( Jc.(r/~i' 

Applicability: Headqu
 

Function: 301-091 - Correct!
 

NARA Disposal Authority:
 

This schedule authorizes the dispositi of the record copy in any media (media neutral). Records
 
designated for permanent retention mus transferred to the National Archives in accordance with 
NARA standards at the time of transfer. 

• Pending 

Description: 

Includes records used to document the Agency's audit olution process. Records consist of Agency 
directives and guidance, special analyses and reports on audit resolution process, status reports on
 
unresolved audits by office, decisions of the Audit Resolu Board, and related materials.
 

Disposition Instructions:
 

Item a: Record copy
 

•	 Permanent 

•	 Close inactive records when audit resolution is completed. 

•	 Transfer nonelectronic records to the National Archives 20 years after fi 

•	 Transfer electronic records to the National Archives 5 years after file closure, ith any related 
documentation and external finding aids, as specified in 36 CFR 1228.270 or s dards applicable 
at the time. Delete EPA reference copy 20 years after file closure. 

Guidance: 

See EPA 082 for responses to audit, evaluation, and investigation. Audit case files maintained by the 
Office of Inspector General are covered by EPA 700. 

Reasons for Disposition: 
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disposition instructions have been rewritten as media neutral to allow for maintaining the record 
.n EPA's electronic recordkeeping system. The retention has not changed. 

Item b fo ectronic copies created with word processing and electronic mail applications deleted 
08/23/2006 uant to NARA Bulletin 2006-04. 

Custodians: 

Office of the Chief Fin . IOfficer, Office of Planning, Analysis and Accountability, Accountability 
Staff 

• Contact: Sharon Tant 
• Telephone: 202-564-3633 

Related Schedules: 

EPA 082, EPA 700 

Previous NARA Disposal Authority: 

NCl-412-85-1I5, Nl-412-97-1I2 

Entry: 08/09/1995 

EPA Approval: Pending 

NARA Approval: Pending 
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