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LEAVE BLANKREQUEST FOR RECORDS DISPOSITION AUTHORITY 
(See Instructions on reverse)	 JOB tJ I - J.J 102 -B7-3 

DArE RIOCEIVEDTO. GENERAL SERVICES ADMINISTRATION 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 Lf_2..J-Y; 

1 FROM (Agency or establishment) NOTIFICATION TO AGENCYEnvironmental Protection Agency 
In accordance with the provisrons of 44 USC 3303a 

2 MAJOR SUBDIVISION the disposal request, including amendments, IS approved 
except for Items that may be marked "drsposttion notOffice of Civil Rights 
approved" or "withdrawn" In column 10 If no records 

3 MINOR SUBDIVISION are proposed for drsposal. the Signature of the Archrvist IS 
not required. 

4 NAME OF PERSON WITH WHOM TO CONFER	 5 TELEPHONE EXT ~RCHIVIST OF THE UNITED STATES/V.~f~n:Harold Webster	 382-5912 'OF T:~!:A?JC'HIVr.ST IS
 
382-5911 ,HOlT REQU' rU::1DFI(:[; P.i. PR{W AlL QF
Thomas Tasker 'Pli!Q'M:d > )1;'11\' 1tIO 

6 CERTIFICATE OF AGENCY REPRESENTATIVE ---· ......v., V~ ...):) 
I hereby certify that I am authorized to act for this agency In matters pertaining to the disposal of the agency's records, 
that the records proposed for disposal In thiS Request of 3 page(s) are not now needed for the business of thrs 
agency or Will not be needed after the retention periods specrfied, and that written concurrence from the General 
Accounting Office, If required under the provrsions of Title 8 of the GAO Manual for GUidance of Federal Aqencies. IS 
attached 

A GAO concurrence 0 ISattached, or Q ISunnecessary 

B DATE	 D TITLE 

Agency Records Management Officer 

9 GRS OR 10 ACTION7 8 DESCRIPTION OF ITEM	 SUPERSEDED TAKEN
ITEM 

(With InclUSIVe Dates or Retention Periods) JOB (NARSUSE
NO 

CITATION ONLY) 

The Office of Civil Rights Records Control Schedule -\ppendix
is being revised to make it consistent with the B 

Program's current operations. The revision of this 3chedule 
Schedule is part of a major review and update of 16 
the EPA Records Control Schedules. 

Attached is a copy of the revised Civil Rights
Records Control Schedule. 

, -nq- I.l \ 0 ~7..1- s7 NSN 7540-00-634-4064	 sf A DARD FORM 115 (REV. 8·83) 
Prescrrbed by GSA 
FPMR (41 CFR) 101·11 4 

115-108 
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SCHED NOU.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 

TITLE OF SCHEDULE	 COVERAGE OF SCHEDULE 

CIVIL RIGHTS REXX>RDS 
ITEM NAME AND DESCRIPTION OF RECORD/FILE	 RETENTION PERIOD AND DISPOSITION 
NO 

1.	 Civil Rights Program Subject F1le. 

a. General Subject file containing correspondence, Retention: Permanent.
 
memoranda, reports, pr1nted and published mater1als,
 
and other records relating to maJor pol1c1es and D1sposit1on: Break file at end of year. Keep

activit1es of C1vil R1ghts Program. Includes	 In offIce 5 years, then transfer to FRC. OSfer 
Affirmative Act10n Plans, commIttee documentation, to National Arcmves when 25 years old. in ~ year blocks.
 
copies of leg1slation, rules, and regulations,

correspondence with other EPA offices and research
 
centers, speeches, and other general records not
 
pertaIning to cases.
 

RetentIon: Reta1n 3 years. r~~;tt:('.,pn~F'r~;,~:; __	 ;:al~s~u~b~"e~cEtiif~i~l~e~co~nt~a~l~n~l~n~gL{r;eco~r~d~s~r::e~l~a~t~ln~g~to the admim st rat rve management l.11'" ""'':t'	 _or \..~v~'" -v -,~- m Program. 'rrrsposm"(Si'\'! Br~""'f1i.e at elid of' yeMi Keep--·--------~__=_ ~n 
In offIce for 3 years, then destroy. i c.,.

2.	 Dlscrim1nation ComplaInt FIle. Records created 1n ~,.receipt and processing of compla1nts of dlscr1m1natlon Zby employees or applicants for employment WIth the 
COl
,.

Agency. Compla1nts relate to alleged d1scrlm1nat1on	 m ~In matters of race, color, sex, religion, natIonal mor1g1n, age, handicap or reprIsal. ~ 

complaInt torm ana i.r ''''''''-.1:':1' M"" ;,1<>n Include	 ad judi cat i on.1a~.~0£~f~1~.c~1:a~1~ca~se~F~1~1~e1s~.~~As~pe~r~2~9~CjFR~lj6~1~3~.~2~2~2~,~1~.n~c~1~u~d~e;s--------------~~R~e~t~e~n~t~lo~n~:~~R~eBtia~1~nk4~y~e~a;r~s~a~ft~e~r~f~i~n:a:l,.~~~~---------------------_1!~~transcript of hearing testImony, copy of findIngs, and
 r recommended decisIon issued by EEOC complaInts examIner, Disposition: Break flle upon tlnaL aaJu~~~dCLOr
 
copy of decision by EPA Adm1nistrator, and cop1es of of cases. Keep In offlce 4 years, then destroy.

dec1sions by Equal Employment OpportunIty Comm1ss1on,

MerIt Systems Protectlon Board.
 

RetaIn 1 year after final adJud1ca-r~;!~u~nO~f:~'f:~'lLc~:l~a~l~(;Du~lPr:l~l~cia~terH)~CO~)~pji~esffi#0~f~ca~s~e~F~l~l~e~s~.~I~n~C~lu~d~e~s~~ l-~R!et~e~ntion:all other copies or d1SC[lmHldl.~Or r. .~ t ron,
 
and duplicates of documents flIes 1n offlclal case flIes In ~~~~:::-~~::::-;~~~~~::~~-------- ~
 item l(a) above.	 Dlspos1tlon: Break file upon fInal adJudlcat10n
 

of case. Keep In off1ce 1 year, then destroy.
 

c. Backqround case Documents. Includes all background	 RetentIon: Reta1n 1 year after final adJudica-
t ron.documents pertalnlll~	 "'~ rA"Tl1l rF'rl L.U	 .... not.. 

to be ma1nta1ned by 29 CFR 1613.222. Dlspos1tion: Break file upon	 .... ..... ....
f1nal-aaJrr-dlcatlOfY·..-- - -~----
of cases. Keep In off1ce 1 year, then destroy. 
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SCHED. NOu.s. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 

TITLE OF SCHEDULE 

CIVIL RIGHTS REXX>RDS 
ITEM NAME AND DESCRIPTION OF RECORD/FILE 
NO 

d. External Program Discrimination Compliant Files. 
.,	 ,nn nT n'~"~;-rnJn~rin" 

complaints filed against recipients and beneflciarles 
of EPA financial asslstance. Complalnts relate to alleged
dlscrimlnation on the basis of race, color, natlonal 
origln, sex, handicap, and age. 

3.	 Affirmative Actlon Plans. Includes all records used m
 
the development of Afflrmative Actlons Plans.
 

a. or r rc: r.T consolidated Affirmatlve Act ions 
Plan. 

b. Copies of feeder plans to consolidated Affirmatlve 
Actlon Plan. 

4.	 Compliance Files (Offlcial case Files). Records created 
ln recelpt and processlng of vlolatlons of labor standard 
praccl.O:!s-. . -~..;ow" background papers re lat mq 
to contractor employment practlces. ~.,4" 

letter and investlgatlve reports from Department of Labor 
(DOL) notlfying the Agency of vlolations by conl actor(s)
of labor standard practices; copy of DaviS-Bacon Collec-
tive Bargaining Agreement Entry Forms; copy of DOL Form 
WH-56; copy of EPA Form 2505-2 (Record of publlC Funds 
Received); copy of check to EPA paid by the contractor 
for liquidated damages for overtime vlolations by contrac-
tor; copy of followup letter to the contractor from Offlce 
of Civil Rights and DOL; coples of certlfled recelpt forms. 

5.	 External Compliance Prooram Comollance Reviews. Records
 
of crvi I rights comp L"''''"' _. t:'nA~' H-c:: aool i
 
cants for and reclplents of ltS flnanclal asslstance.
 

COVERAGE OF SCHEDULE 

AGENCYWIDE 

RETENTION PERIOD AND DISPOSITION 

Retention: Retain 4 years after final
 
adJudlcation.
 

Dls~ition: Break file upon final adJudlcation
 
of case. Keep ln offlce 4 years, then destroy.
 

Retention: Retain 5 years. 

D1S~sition: Break flle when plan has been
 
developed. Keep In office 5 years, then destroy.
 

Retention: Retaln ~OJ 

Dls~ltlOn: Break flle when plan has been 
completed. Keep m office 5 years, tp,n destroy. -
Retention: Retaln 7 years. 

DispositlOn: Break file when violations have
 
been resolved or reviews of contractor's
 
=ni.~ r.urn,,,nt practices have been completed. Keep

in of f rce tor L. yea.", '-..~ ~. .J;'O('"
 

Destroy when 7 years old.
 

Retention: Retaln 7 years. 

". !-Jr.n. Rr.,,,,,, filp after completlon of
 
lnvestlgatlon. Keep in office 2 years, then
 
transfer to the FRC. Destroy when 7 years old.
 

---_. ---- - - --
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SCHED.NOu.s. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 

TITLE OF SCHEDULE COVERAGE OF SCHEDULE 

CIVIL RIGIfl'S REXXlRDS AGENCYWIDE 

ITEM NAME AND DESCRIPTION OF RECORD/FILE	 RETENTION PERIOD AND DISPOSITION NO 

6. ~~Emp~l~O~yme~~n~t~S~ta~t~lh·s~t~i~C~S~F~il~e~.~~I~n~c;l:ud;e~r~e~co~~~d;S~d~oc::u:me::n~t~i~n~g~ ~~ __~R;e~t~e;n~t;i;o;n~:n:R~e~t~a~i~n~5_y~e;a~r~s~.~~Tf,~~~~~~------------------~--J -c- -. ~~~~. "';3 sex.	 D1sposit1on: ReVlew rue annually and aestroyrecords older than 5 years. 

7.	 Oounseling Files. Includes records used in the Retention: Reta1n 3 years. 
\..'\JUIl"'t::.1..1.,";l v.. ,.."n"i "f- nF .raoort.s 
of interviews, a~aiyses, and related records. 

1n off1ce and destroy records 3 years afterf1nal adjud1cat1on. 

8. ~~~~:!~~"·~~0,~nn'~rldn~nJD~il"S(c.rlimimin~a~t.1~o~n~cgom~np~:I~a~l~ngt~s~.	 ....-l__~R~e~t~e;n;t;io:n;;:~R~e~t~a;1;n';4.y;e~a~r~s~.";=:~~::~"" ----------1 
~ ~~,,·1 ...J .J::~. ,1 <1O""	 ~r	 Keep 1n off1ce for 4 years, then destroy. 0 

::a o 
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I 
Atch to SF 115 (Revised Item Numbers compared tG ~revious Item Numbers, 1 

Schedule Number, and NARS Job Number) 
! 

Title Of Schedule: 

REVISED 
Item Numbers 

1. 
2, 
3. We.~~ 
It. ~/e~~ 

5 0/e IV) 
b. (A,kvJ) 

7 
g (le~)
 
9, (iebU)
 

/ () (fWtU)
 

(I 

PREVIOUS 
IteM No. Schedule No. NARS Job No. 

2- B-1b NCI-I-f12-7?B 
j }Ie J-'f/~-'BD" 2 

3 



Atch to SF 115 (Info for "PEID1ANENT"retention records) 

adJle- rly.)
 'fa"t f!!)@ 
SUfii'd-1~ 

ArrangementGrowthVolume 
Item No. On Hand Of FilesPer Year 
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