
--REQUEST FOR RECORDS DISPOSITION AUTHORITY JOB NUMBER NI .'-{I OL-o~-If 
To	 NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR) DATE RECEIVED 

WASHINGTON, DC 20408 ~/'I/o~ 
1 FROM (Agency or establishment)	 NOTIFICATION TO AGENCY 

U.S. Environmental Protection Agency 

2 MAJOR SUBDIVISION 

In accordance with the provrsions of 44 USCAll Programs, with exceptions 
3303a, the disposmon request, mcludmg 

3 MINOR SUBDIVISION amendments, ISapproved except for Items that may 

be marked Adisposinon not approved= or 
Agency-wide, with exceptions	 Awithdrawnz in column 10 

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

John BEllis	 202-566-1643 1(pls/o9 ~~~kA~rl~ 
6 AGENCY CERTIFICATION 

I hereby certify that I am authorized to act for thts agency m matters pertammg to the disposition of ItSrecords and that the records 
proposed for disposal on the attached q page(s) are not now needed for the business of this agency or will not be needed after the 
retention periods specified, and that wntten concurrence from the General Accountmg Office, under the provisions of Title 8 of the 
GAO manual for GUidance of Federal Agencies, 

IZI ISnot required; o ISattached, or 0 has been requested 

TITLESIGNATUR~a:EN;CY REPRESENTATIVE 
DATE I?/o Agency Records Officer~ ~ 'O'l	 /to fA ~ 

10 ACTION TAKEN 

(NARA USE ONLY) 
7 Item 8 nFStfit({,IION OF ITEM AND PROPOSED DISPOSITION 9 GRS OR SUPERSEDED 

No	 JOB CITATION 

492 Collections of Laboratory Standard Operating Procedures (SOPs) N1-412-86-1 /1Sa 

NSN 7540-00-634-4065 STANDARD FORM SF 115 (REV 3-91) 
PREVIOUS EDITION NOT USABLE Prescribed bv NARA 36 CFR 1228 

115-109 
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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 Help Desk. 

EPA Records Schedule 492 
Status: Draft, 0313112009
 

Title: Collections of Laboratory Standard Operating Procedures (SOPs)
 

Program: All Programs, with exceptions
 

Applicability: Agency-wide, with exceptions
 

Function: 316 - Applied Research and SCIence Support
 

NARA Disposal Authority:
 

ThIS schedule authonzes the disposition of the record copy 10 any media (media neutral), excluding any 
records already 10 electromc form. Records designated for permanent retention must be transferred to the 
National Archives 10 accordance with NARA standards at the time of transfer. 

• Nl-4l2-08-14 

Description: 

Consists of records used to assure quality of analytical procedures used by EPA laboratones, mcludmg 
standard operating procedures (SOPs) used to Implement and assess environmental measurements 
activities. The SOPs are used to ensure that measurements of the appropnate type and quality are made to 
support decisions. Includes the following types of SOPs: sampling, instrument operations, calibration 
(equipment and instruments), sample preparation, analyncal procedures (laboratory and field), data 
vahdation and data verification, health and safety, and related documents. Also mcludes routme office and 
admimstranve procedures and related documents, such as inter-lab cross-check reports, tnp reports, and 
special project analysis reports. 

Excludes· Quahty assurance records that are part of specific project or research files covered by other 
schedules, mcludmg those mamtamed in the Office of Research and Development (ORD). 

Disposition Instructions:
 

Item a: Record copy
 

• Disposable 

• Close inactive records at approval, or last amendment, or last review, or other appropriate milestone. 

• Destroy lO years after file closure. 

Guidance: 
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Quality assurance records in Office of Research and Development (ORD) labs are not covered by this 
schedule. ORD quality assurance records that are for specific projects or research files are to be retamed 
accordmg to the disposition instructions for the records they support. For example, ORD quality assurance 
plans for scientific research projects related to rulemakmg are to be retamed with the records covered by 
EPA 501. 

Reasons for Disposition: 

The disposition instructions have been rewntten as medra neutral to allow for mamtammg the record copy 
in EPA's electronic recordkeepmg system. The schedule was ongmally approved as Nl-412-86-1I15a for 
the National Air and Radiation Environmental Laboratory The title and descnption has been revised and 
the apphcabihty expanded so that It can be used by all EPA laboratones. The retention has been reduced 
from 20 to 10 years 

The followmg change was made m the 03/3112009 version. 

•	 Revised the drsposiuon mstructions from permanent to disposable because NARA determined It 
does not want them transferred to the National Archives as permanent records. 

The followmg changes were made in the 0113112008 version, 

•	 DIVIded item a mto three subitems, a(1)-(3). 
•	 Revised the titles of disposition Items a(1)-(3). 
•	 Revised the disposmon mstruction for item a(3). 

Item b for electroruc copies created with word processmg and electromc mall applications deleted 
08/22/2006 pursuant to NARA Bulletm 2006-04. 

Custodians: 

Multiple units 

Related Schedules:
 

Previous NARA Disposal Authority:
 

Nl-412-86-1115a 

Entry: 06/0511993 

EPA Approval: 08/0812008 

NARA Approval: Pendmg 
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