
REQUEST FOR RECORDS DISPOSITION AUTHORITY
 

In accordance with the provisions of 44 
U.S.C. 3303a the disposition request,
including amendments, is approved except
for items that may be marked "disposition
not approved" or "Withdrawn" incofumn 10. 

4. NAME OF PERSON WITH WHOM TO CONFER 5. TELEPHONE 

f.ti.chael (202) 260-5911 L. Miller 

6. AGENCY CERTIFICATION 

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposition of its records 
and that the records proposed for disposal on the attached M-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 r """_o..'".. 1 6 ,..-",· ---.. t: t? Office...........""',",0.__.. .. "l..,•• ,....;"':,... ",t or;.lQ 8 n the r:. A0 "',f "n., ..l.A. f",.. (':••;'" ., "''"''''''''.&w. ... ...,.1
1" ,...,"f ~",,,,.,...."" _ _... -......... 0 _, _.... " - 1"' _ •...... -._ -.1 _.. .. ......... ..... ... .r. ..... _.... ..." .. _.& __ ._ ... ...1<_ ...... _ ""''''''''..., ....
 

Agencies, 

lil is not required; 0 is attached; or 0 has been requested. 
ATIVE TITLE 

Agency Records Officer, Infonnation4/24/95 Services Division 

7. 9. GRSOR 10. ACTION 
ITEM 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED TAKEN (NARA
NO. JOB CITATION USE ONLY) 

). 

See attached EPA Records Schedules. 
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EPA Records Schedule 094 - Electronic Bulletin Boar.	 file:IIISVWG3/EnvironrncntalWtion ...ith new MN languagelAgency-widcl094.~tml 

EPA Records Schedule 094 
Status: Final, 05/3112007 

I)	 Title: Electronic Bulletin Boards 

Program: All Programs 

Applicability: Agency-wide 

Function: 305-109 - Official Information Dissemination 

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-412-96-1II 

Description: 

Includes a broad range of systems used to provide ready, user-friendly access to frequently used
 
information in a "public forum" format. Announcements and messages can be posted and read by any user.
 
Information may be drawn from Agency data bases, publicly available sources or a combination of sources.
 
Also includes other types of on-line dialogue, including chat rooms, listservs, Lotus Notes Teamrooms and
 
QuickPlace.
 

Information is brought together to simplify access and provide specialized support for specific information 
needs. Often used to distribute software programs, models, or text files. 

Disposition Instructions: 

Item a: Electronic system software 

•	 Disposable 

•	 Delete when superseded by routine software updates and quality assurance check completed or when 
no longer needed. 

Item b: Input 

•	 Disposable 

• Follow instructions for EPA 171 - Input and Source Records.
 

I tern c: Electronic data
 

•	 Disposable 

10f3	 1116/2007 10:00 AM 

file:IIISVWG3/EnvironrncntalWtion


EPA Records Schedule 094 - Electronic Bulletin Boards	 file:IIISVWG3/Environrnental iection ...ith new MN language! Agency-wide!094.html e 
•	 Delete when no longer needed. 

Item d: Output and reports 

•	 Varies 

•	 File with related records and follow instructions for the related records. 

Item e: Supporting documentation 

•	 Disposable 

•	 Delete when superseded or obsolete, or upon authorized deletion of the system, according to 
instructions in EPA 304, item a. 

Guidance: 

Specific systems covered by this schedule are listed below. 

Substantive Information which meets the definition of an Agency record and is disseminated via a bulletin 
board or other on-line system must be documented in an Agency recordkeeping system and retained in 
accordance with approved records schedules. If the bulletin board information is unique and not 
documented elsewhere, a separate records schedule is required. 

Other disposable systems not requiring specific schedules have been categorized into this schedule or one 
of the other "generic" schedules: 

•	 EPA 063 - Electronic Models and Expert Systems 
•	 EPA 088 - Bibliographic and Reference Systems 
•	 EPA 089 - Information Tracking Systems 
•	 EPA 090 - Administrative Support Data Bases 

Electronic records not requiring their own schedules or covered in one of the generic schedules above may 
be segments or phases of information systems. Examples of this type of schedule include, but are not 
limited to: 

•	 EPA 164 - Electronic Spreadsheets 
•	 EPA 170 - FileslRecords used to Create and Maintain Master Files 
•	 EPA 304 - Systems Documentation 

This schedule includes, but is not limited to, the following systems: 

•	 Center for Exposure Assessment Modeling Electronic Bulletin Board System (CEAM BBS) 
•	 Clean-Up Information Bulletin Board System (CLU-IN) 
•	 Fish Advisory Special Interest Group Located on Non-Point Source Bulletin Board 
•	 Hazardous Materials Information Exchange (HMIX BBS) 
•	 Lean Manufacturing 
•	 Management and Accountability Process System (MAPS) 
•	 Office of Environmental Justice Bulletin Board System (OEJ BBS) 

20f3	 11/6/200710:00 AM 

file:IIISVWG3/Environrnental


EPA Records Schedule 094 • Electronic Bulletin Boar. file:IIISIIWG3/Environmcntallction ... ith new MN languagcl Agency-widcl094.htrnl 

• Office of Research and Development Electronic Bulletin Board System (ORD BBS) 
• OHS Teams 
• Point Source Information and Provision Exchange System (PIPES) 
• Records Management QuickPlace . 
• Technology Transfer Network (TTN) 
• Wastewater Treatment Information Exchange Bulletin Board System (WTIE-BBS) 

Reasons for Disposition: 

Bulletin boards are used as a means to disseminate information captured in other places. Bulletin boards 
and Web sites with unique information are scheduled separately. 

Custodians: 

Multiple units 

Related Schedules: 

EPA 063, EPA 088, EPA 089, EPA 090, EPA 164, EPA 170, EPA 171, EPA 304 

Previous NARA Disposal Authority: 

En try: 02/17/1994 

EPA Approval: 04/28/1995 

NARA Approval: 0112011999 

30f3 111612007 10:00 AM 
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, ~ 2S '98 09: 39AM303-840-0489 P.2 .. 
nRArT or 6/25/11 

u.S • EPA HC01U)S CONTROL SCHEDULE 

TITLEs Envirofacts 

All Programs 

098A 

IRMT 098 

HARA SCHEDULE Nl-4l2-96-l/2
(Use this number to retire records to the FRC) 

DESC1IPTIONa The Envir acts system provides access to EPA program da~a and 
EPA program eystem~ data. There are two aspects to the system. The data base 
pull.s t.egether data from 0 er 
allow for cross media analys
information system allows data 

EPA systems (e.g•• PCS, TRI. 
of program information. The 
to be mapped geographically. 

DOCKET, FINDS) to 
geographic

Updated monthly. 

AlUlANGEHEN'r • 

TY'E OF JlECORtlSI 
Software, data files 

KKJ):U~h
Electror:ic 

FUNCTIONS SUPPORTED: 
Program operations 

SPECIFIC 
None 

LEGAL JlEQUI~SI 



-- P.3, • Jl.JN 2S ' 98 1219:39AM 31213-84121-121489

EPA SERIES NO. 091A 

'l'MNsrn TO nc PERNI'H'ED I 
Disposable No 

No 

No 

c. Supporti documentation:
 
Permanent Yes
 

Break file when superseded. 

~IS.OS%TION INSTRU IONS.
 
a, Delete when sups seded by routi.ne software updates or when no longer

needad. 

btl). Maintain data years, then delete. 

(21. 'I'raneferdata National Arehives annually as specified in 36 
CFR 1228.188. 

e. Tr.ansfer those records nee sary to document how the system captures, 
manipulates, and outputs data t the National Archives as speeified in 36 CFR 
1228.188. This documentation wou d be transferred along w1~h the electronic 
data (item b(21). 

APlLl'carION GUIPANC!ii 
REASONS FOR DISPOSITIONa This ocurnente the location of various 
pollution sources and is a key tool for ross media analysis. As part of the 
Agency's basic GIS framework, it documen the location of var.ious pollution 
SOIJ:r.C4'lS for GIS work and haa immense aecen ary research value. It promotes 
data sharing and data integration acro.. th Agency as well as public access 
to Agency information. Data used in specifi applications are included with 
those applications, 

AGENCY-WIDE QUInANCEI The Enterprise Informatio Management Division of the 
Office of Administration and Resourees Management' responsible for 
implementin~ the disposition. 

Developmental documentation is scheduled in EPA 304A - Systems Documentation. 
Data used in a specific application in other offices s~ uld be destroyed
aecording to the disposition instructions for the' relate 

P~O~ OPFICE GUIDANCE/DESCRIPTIVE	 INFORMATION. 

CVSrODrAL rNrOBMA'l'rONI 
CONTRO~~INQ UNIT.	 COW'l'AC'1'POINT. 

Name. OARM	 Name. David Catlin 

~oc:at1ozu	 Hail Code. 3408 

Telephone, 

Volume on Hand (Feet)2	 O~fic.1 Enterprise Information Managem
Division 

http:routi.ne


• -
DRAFT OF 1/13/98 

u.s. EPA RECORDS CONTROL SCHEDULE 

3) SERIES TITLE: System Backups 

PROGRAM: All Programs 

EPA SERIES NO: 161A 

AGENCY FILE CODE: INFO 161 

NARA SCHEDULE NO. N1-412-96-1/3 
(Use this number to retire records to the FRC)
 

APPLICABILITY: Agency-wide
 

IDENTIFYING INFORMA TION: 
DESCRIPTION: Consists of electronic backup copies of software and data stored on direct access 
storage devices in a computer system. They are used to recreate a system or its data in case of 
unintentional loss from on-line storage. They are mirror images of storage disks on which data and 
documents may be scattered randomly as they are on the disks themselves. Includes: 

a. System backups for the Enterprise Technology Services Division, and 

b. System backups for LANs. 

Security backups are scheduled separately. 

ARRANGEMENT: 

TYPE OF RECORDS: SPECIFIC RESTRICTIONS:
 
Data files
 

MEDIUM: VITAL RECORD: 
Electronic No 

FUNCTIONS SUPPORTED: 
Program management 

SPECIFIC LEGAL REQUIREMENTS: 
None 
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Approval Entry I.•• t
 
I)at. E'A I)ae. Modified
 
11/14/95 8/9/95 6/25/98 
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DISPOSITION INFORMA TION: 
FINAL DISPOSITION: TRANSFER TO FRC PERMITTED: 
Disposable No 

FILE BREAK INSTRUCTIONS: See disposition instructions. 

DISPOSITION INSTRUCTIONS: 
a. Delete after 90 days or when third backup cycle is completed, whichever is earlier. 

b. Delete after 30 days or when third backup cycle is completed, whichever is earlier. 

APPLICA TION GUIDANCE: 
REASONS FOR DISPOSITION: System backups are used to recreate a system or its data in the case of
 
unintentional loss from on-line storage and are not records.
 

AGENCY-WIDE GUIDANCE: This item applies only to electronic backup copies of software and data
 
stored on direct access storage devices in a computer system used to recreate a system or its data in
 
case of unintentional loss. Electronic backup copies which are identical in format to existing master copies
 
and data bases are scheduled as EPA 177A- Security Backups of Files. Security backups must be made
 
for records which are scheduled as permanent and are to be transferred to the National Archives. Until
 
the information is taken off line for transfer, the system backup may serve as the security backup.
 

Electronic copies consisting of data copied from master copies and data bases and written with varying
 
technical specifications are scheduled as EPA 176A - Technical Reformat Files.
 

Specific schedules have been developed for many Agency schedules. Check to see if your system is
 
listed in the index to these schedules. In other cases, systems are included as parts of general system
 
schedules, such as EPA 063A - Electronic Models and Expert Systems.
 

Other schedules for segments or phases of information systems include:
 

EPA 160A - Downloaded and Copied Data
 
EPA 170A - Files/Records Relating to the Creation, Use and Maintenance of Computer Systems,
 

Applications, or Electronic Records 
EPA 171A - Input/Source Records 
EPA 172A - Electronic Versions of Records Scheduled for Disposal 
EPA 173A - Data Files Consisting of Summarized Information 
EPA 174A - Records Consisting of Extracted Information 
EPA 175A - Print Files 
EPA 176A - Technical Reformat Files 
EPA 177A - Security Backups of Files 
EPA 179A - Special Purpose Programs 

PROGRAM OFFICE GUIDANCE/DESCRIPTIVE INFORMATION: 

CUSTODIAL INFORMATION: 
CONTROLLING UNIT: Multiple units CONTACT POINT: 

Name: Name: 

Location: Mail Code: 

Inclusive Dates: Telephone: 
Volume on Hand (Feet): Office: 



• • 
Annual Accumulation: Room: 
(feet or Inches) 

CONTROL INFORMA TION: 
RELATED ITEMS: EPA 160A, EPA 170A, EPA 171A, EPA 172A, EPA 173A, EPA 174A, EPA 175A, EPA 
176A, EPA 177A, EPA 179A 

PREVIOUSLY APPROVED BY 
NARA SCHEDULE NOS: 

Approval Approval Entry Last 
Date EPA Date NARA Date Modified 
4/28/95 11/21/94 1113198 



•
 
~RArT OF 6/25/98 . U.S. EPA RECORDS CONTROL SCHEDULE 

4-) Compliance Activity Tracking System (CATS) 

EPA SDUlS »'0: 

AGENCY rlLB CO~Z: 235 

N.UA SCKJ:Dm.B 120. 

APPlilCAlIIE.l'l'Yl 

ZDENUrrrNQ INrO/WAUON,
~ZSCRIPTIONa The Complia ce Activity Tracking System (CATS) Is a program u:o;ed
to track routine, for caus , and secondary inspections on the State level;
track data pertinent to cas development; and generate report forms such a~ 
the 5700-33H. The States rna enter and keep track of all inspac~icns made,
samples taken, cases develope and enforcement actions imposed. All data ~.~ 
be stored and reviewed at the ser's discretion. The State agencies are able 
to send all data pertaining to eir inspections. as well as apply Lo the 
Region for Federal grants. Thro h CATS the States can reference inspections
mada in other States that may per in to inspections in their own. In 
addition, each State has a State s cific data base, unique eo each State,
which can be used to track complian and enforcement actions not covered by
the cooperative agreement. A cumula va master data base of inforn:acion,
including site name, product name, ae on type, i"r.spect.iontype, product name. 
active ingredients, and responsible pa ies for cases in all states is kept in 
the ragional system. 

':Til: 01' UCORtlS I SFECII'I USTRICTIONSI
 
Data files Enforceme to Sensitive Information
 

BDlON:
 
Electronic, paper
 

I'CUCTIONS S~POaTEDI
 
Compliance and enforcement activities
 

SPBCIWIC LZGAL ~Q~l~S.
Federal Insecticide. Fungicida, and Rodenticide amended, Sections 9 ~ 

26 

9·d 68v0-0v8-E0E ~0E:tt 86, £2 Nnr 
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DRAFT OF 10/16/98 

U.S. EPA RECORDS SCHEDULE 

~	 SERIES TITLE: Change Management Data 

PROGRAM: Enterprise Technology Services Division 

EPA SERIES NO: 301 

AGENCY FILE CODE: INFO 301 

NARA DISPOSAL AUTHORITY: N1-412-96-1/5 

APPLICABILITY: Headquarters 

IDENTIFYING INFORMA TION: 
DESCRIPTION: Contains information related to the addition, removal, or modification of hardware, 
system software, procedures, major telecommunications service, the physical facility or security of 
EPA computer systems at the National Computer Center at Research Triangle Park. Included in 
each data record is a description of the change, justification for making the change, the date the 
change is to occur, the system(s) that will be affected, and the impact of the proposed change. 

ARRANGEMENT: Arrangement varies. 

TYPE OF RECORDS: SPECIFIC RESTRICTIONS:
 
Data files
 

MEDIUM: VITAL RECORD:
 
Electronic No
 

FUNCTIONS SUPPORTED:
 
Systems management
 

SPECIFIC LEGAL REQUIREMENTS:
 
None
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A SEalES NO. 23S~ 

Reg-ion 4 Mail Cod •• 

Oct. 1992- ~elephon.1 404-562-9012 

25,000
records 

Office, Air, Pesticides & Toxies Civ. 

15,000
r.cords 

aoom. 

CONfBQL 
~TED 

.tNl'OBllArZONt 
ITEMS. EPA 0 EPA 207A, EPA 211A 

PREVIOUSLY APPROVED BY 
~ SC:JlEDUl,B NOS: 

Approval
Date EPA 
4/28/95 

Approval
I)ate NAl\A 

La.to 
ModiUed 
6/2S/98 

SOd 6Sv0-0vS-E0E~lE:ll 86, S2 Nn! 
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NO. 235.
 

'nANsrEa '1'0 J'RC 'ElUII'l''l'ED: 
program: 

No 

b. No 

c. Permanent No 

d. Dependent on related recorda 

e. Supporting
Permanent No 

FILE B~ INS'l'RUC'l'I 
a. Break when each or version is discontinued, when superseded by routine 
software updates, or s tern is terminated. 

h. Break file 0 instructions tor EPA 171A - Input/SouI'ce Records. 

c. Break file every five Transfer only closed out recoras. 

d. Follow file hreak 

Q. Break file at end r version change or upon compleLicn of phase
in system life cycle. d active materials. 

~IS'OSI'l'ION INST1UC'l'IONSa 
a. For each :major version change, rna tain current version on tapes.
cartridges, or other NARA accepted med . for 7 years following procedures 
required in ETSD's Operational Policiee anual, Sections 200.01 ana ~oa,02 on 
archiving data sets and records rnanagemen. After 7 years, the tapes are to 
be destroyed by degaussing. For any routi e software updates, d~lete ~oftware 
after quality assurance check is performe~. 

b. i'ollow Eiie~esiHeft' instructions for EPA 1 - Input/Source Records. 

c. Transfer ASCII or tacDIC flat file as specif ad in 36 CFR 12tS.188 
annually to the National Archives. 

d. Follow disposition instructions for related reco de. 

e. Transfer those records necessary to document how t system ca~tures,
manipulates, and outputs data to the National Archives speci fi ed in 36 "F'R 
1229.188. Documentation is transferred along with the nsfer of the 
electronic data flat file (item cl. 

APp~rCArrON GUIpANCrl
REASONS roa ~ISPOSITIONI This system supports operations re 
and regulations for compliance, enforcement, and grants. 

AQZUCY-WICB GUlnARCBa Grants are scheduled as EPA 003A (except s 
specific). Regional enforcement and compliance records are covere 
~07A and E~A 211A, respectively. 

paOG~ OFFICK GUlDANCE/DZScaIPTlVE IHrORMATION: 

C:USropI,M, rNl'OBl1A'I'ION, 
CONTROI.I.Im3 VNI'l'J CONTACT POINT a 

N~. Pesticides Sec., Pesticides Name, Jane Horton 
& Toxic Substances Branch 

l.·d 68v0-0v8-E0E W~tE:tt 86, S2 Nnf 



, NOV 27 '95 lB:'BAM US ~HQ LIBRARV • 
nRArZ or 12/27/93 

V.s. EPA ~ECORDS CONTROL ScaEDCLE 

~) contracts Information System (CIS) 

Programs 

EPA SBRIES S72A 

recorda to the FRC) 

DENTZ GO· 
nEScaIp~IOHI The Con acta Information.System (CIS) contains da8c~iptiva,
mil ••tona, and finanei data on procurements in progres8 and on awarded 
con~racta. Also include name. and add~a.8as of contractors. The system
tracks the'status of p~oc rement reque.ts and provides summary information on 
contracts. Aeei8~ant Admi strator.,.a allowance holder., ascertain the 
atatu8 of their commitment. obligations by their U8e of CIS monthly
output. Kilestones are ente d into the .y.tea for each contract, from the 
initiating commi~ent through he retirement of the contract •. Significant 

, information collected for each ntract includes the titl- of the contract,
period of performance, ••timated oat and obligated amounts, and type of 
prQ9:tatneffort. . 

UltANGEMEJr.r I 

nl'S or DCOJU)S I IFIC RES~Ic!IQHS.
Report., printout., data filea dential Business Information 

MEDIUM. 
Elec~ronlc, paper. 
I'DXCIOHS stJJII'O~ I 
Program operations 

SPECIFIC LEGAL REQUI~SI 

" 

http:reque.ts


NOV 27 '95 • 
JlO. 572A ,,,,,,,,,, 

DAHSFBK !to ftC 'ZRKlr:mD, 

No 

b. No 
c. data, 'Disposable NO 

d. Dependent on related records 

a. Support in; d cumentations 
Disposable Yea 

J'ILB BJtEI....J: nrsnuc:r 
a. Break file when • by routine .of~ware updates. 

c. Break 

instructions for EPA 171A - Input/Sourceb. Break Recorda. 

d. ~ile with appropriate cas 
instructioAs for related recor 

related records. Follow file break 

" 

e. Break tile when superseded. 

DISPOSl!tIOK'I.S~U~IO»S. 
a. Delate when superseded by routine software pro9r~ update8 and quality
assurance cheek completed or when no 1 

b. Delete after exp1ration of the retent on period authorized fo~ the 
dispo8able paper copy or other electronic ta syBtem. 

c. Maintain individual records at least 2 ye rB af~er completion of action 
and then delete when no longer needed. 

,d. Follow dispoSition instructions for related r cords. 

e. Keep in office up to 2 years after 
Destroy w~n 1S years old. 

AlPLICAZION GUIPANCE: 
REASONS F~aDISPOSI%IOXI Records are used to'track the ~ ency's contract 
procurement a~tivitiea but are not necessary to document i dividual contracts. 
paper records are disposable and scheduled separately. 

FRC. 

'AGEHCnfII)ICGUIDPCE. Policy 6i Kanagement support Staff of the Office of 
Adm1nistration and Resources Kanagement ia responsible for impl ntinq the 
disposition for'items a. c, and e. All related recorda held in her offi~es 
should be deatroyed accordlng to instructions for 1tems b and d~ 

Monthly and other Eeport. for CIS are normally included as part of p
administration files. , , 

Cont~act Hanagem.~t Records for programs other than Superfund
EPA 202A and Superfund Slte speclfic contract. as EPA 020A. 

paOGRAN OFFICK GUIDANCE/DESCRIPTIVE IHFORMA~IOHI 

are 



NOV 27 '95 10:49AM US ~Q LIBRARY 

. . • 
.... 1 0 and Baae. John A. Oliver 
Contracts 
Management Su 
:LOcatioD' Mail COd.e. PK-214F 

tncluai •• Dat.•• , ~.l.phoAel 202~260-8288 

oftiC:8.
Annual Accuaulat!oD I ~.I 
(f••t.or inches) 

g1l!tRQL IlfFORlfA!U01f: 
~ED I~EKS. EPA 020A, 

PREVIOUSLY APPROVED BY 
HARA SCBEJ)TJLE BOS, 

Appzooval Appro"al Last 
Date BPA Dat. HUA 

I Koc1ified 
12/27/93 

" 
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DISPOSITION INFORMA TION: 
FINAL DISPOSITION: TRANSFER TO FRC PERMITTED: 
Disposable No 

FILE BREAK INSTRUCTIONS: See disposition instructions. 

DISPOSITION INSTRUCTIONS: Keep data online for 2 years. Transfer to an inactive archive data 
set for an additional 5 years, then destroy. 

APPLICA TION GUIDANCE: 
REASONS FOR DISPOSITION: Retention meets administrative needs of the office. 

AGENCY-WIDE GUIDANCE: 

PROGRAM OFFICE GUIDANCE! DESCRIPTIVE INFORMATION: 

CUSTODIAL INFORMATION: 
CONTROLLING UNIT: CONTACT POINT: 

Name: OARM/OIRM Name: Tom Birk 

Location: RTP Mail Code: MD 34 

Inclusive Dates: 1986 - present Telephone: 919-541-3533 
Volume on Hand (Feet): Office: ETSD 
Approximately 10,500 records from 
1988-1997 
Annual Accumulation: Room: 368E 
(feet or Inches) 
Approximately 1,000 records 

CONTROL INFORMA TION: 
RELATED ITEMS: 

PREVIOUSLY APPROVED BY 
NARA SCHEDULE NOS: 

Approval Approval Entry Last 
Date EPA Date NARA Date Modified 
4/28/95 7/14/9410/16/98 
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DRAFT OF '/22/'& 

U:8. EPA RECORDS C:;ON'lROLSCHEDULE 
. . 

Geographic :Resources lnforma,id.onand D,ata system (GRIDS) 

All Programs 
..

574A 

NO. Pellding

r to retire records to the FRC)
 

a Dim . 
I)BSCRIP~lONI The raphic ReaO\1rces Informaticn'"and Data. System (GRIDS)
pro.idea national acca spatial data sata through a central facility.. It 
containa a library of 8 tial tool. for use in development of Geographic ,
Information (CIS) applica on.. Thia centralized library provides, a means of 
red~cin~ coata during the velopment of GIS application. through 8h~in9 of 
both data and spatial tools. Spatial data aets retrievable through'GRIDS
provide data theme. useful in vida range of enVironmental GIS ·appl1cat~~n •• 

ARRANGEHElR I • 

nPJ: or JtEcoJU)SI E~IP%e RES~CflONSI
 
Software, data files e
 

• M!DICMI 
Ble~tronic, paper 

FUNCTIONS SUPPOR.~ I 
Program operations 

SP£ClfIC LEGAL REQUIREMENtS.

None
 

.. 

,.. 

. .
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574A , ' 

~aAHsna m rac PE~I:rDD' 

No 

b. DiElposable No 

c. 'Supportin~
, "DUposable Yes 

FILE BREU IRS:rJlU O.S. 
a. Break file when routine software updates. 

'DISPOSI~IOM IWS~aU~IONSI 
a~ Delete when supersede by routine software program updates and quality
assurance check complet~d 0 when no,'longer needed. 

b. Maintain data sets until ~r&eded or no longer needed to ElUpport

development of GIS. Delete,whe
 

c. Keep' in office up to 2 file'break, then retire to nc..
 
Destroy when 1S rears old.
 

APPLICMION GrlIDMCB: 
REASONS FOa DISPqsI~lOHI ~hiEl system eElsentiallY,a library o~ .patial

tool. and data. It promotes data sharin , data integration, and software
 
technology transfer acro~s the Agency by roviding basic common tools and data
 
that can be used in individual application. Data used in a epe~ific

application arB include~ with that applica~
 

MERCY-WIDE GUlDdCB r The system Development nd Maintenance 'Sran~h of 'the
 
Office of Administration and Resources Manageme is responsible for
 
implementing the disposition., Data used in a. ific application in other
 
offices should be destroye~ according to'the dispo ition instructions for the
 
related. records.,
 

paooKAM OFFIce GUIDARCE/DBSCaIP~IVE r.NFO~IOX~ 

CUSTODIAL INFORlfl4'101f , 
COH%aOLLIXG UNI~I CON'lAC% POIIfTI .. 
H... J OARK, OIM, Program SYat.ema RalDe I Robert Pease 
Di".., system Development. and 

. 
,Maintenance Branch 
~C.t!OIl_ Ma11 Coda. 'tH-22S.. 
lacl".!". Dat.ell ~elepbon.1 703-235-5587 

V~lua. Oil BaDd (Peet.). Office. , ,.. 
Annual Accuau1at.ioD& aoo•• 
(f,eet or uebe.) 

, , 

£ORrROH TRFORlfM'IO'N: 
~ED l:tEMSI .. 
PIlZVlOUSLY APPIlO~ BY
 
HARA SC:UDULB KOS,_
 

.. 

" 
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u.s. EPA RECORDS CONTROL SCHEDULE 

Grants Information & concrol System (GICS) 

Programs 

575A 

Ac;ENCY I':l:LB CONT 575 

NARA SCHEDULE Nl-412-96-1/S
(Use this number to retire record. to tha FRC) 

DEscaI~TION: The Gran Information & Control System (GIeS) is a national 
infor~ation management s stem containing administrative, project, and 
financial data for all EP 's grants, interagency agreements, and cooperative
agree~ents. The system ha the following compon~nts: 

Municipal construction ran~a program - Provides information on 
wastewater treatment grant app cations and active construction grant
projects. 

State revolving fund (SRF) p ogram - Tracks federal funding provided to 
the States. 

Non-construction grants program Contains any program's nonconstruction 
grants information, including Superfund, Pesticides, and Research and 
Development. 

Information is entered by Headquarter Regions, or States. Input data 
inc:udes data from automated systems. The s tern offers a customized data ent~~ module, r.eport~7iter, look-up tables, b tch capabilities, and an online 
dictionary. 

AJUlA!lGEKEN'l' I 

TYPl!: 01' RECORDS J S:PEc:rrICUSTaIC 
Repor~s, printouts, data files None 

DDIUKa VITAL UCORDc 
Electronic, paper 

rcNCTIONS SOPpcaTEn.
Program operations 

SPECIVIC LEGAL REQUIREME~II
Public Worka Employment Act of 1976 
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1'RANSI'D 1'0 nc PERHl'1'TZ:D. 
pI:ograms 

No 

b. Disposable No 

c. data: Disposable No 

d. Dependen~ on related records 

e. Supporting
Disposable Yes 

~ILZ BREAK IMS~ 105S. 
a. Break file when superseded by roucine software updates. 

b. B:r.eakfile to instructions for EPA ,171A - Input/Source Records. 

c. Break file 

d. tor relaced records. 

e. Ereak file when supersed d. 

:DISPOS%TIOM INSTRUCTIOMS. 
a. Delete when su.perseded by ro cine software program updates and quality
I)S6Urance check completed or when no longer need@d. 

b. Follow eie~esitiO%rinstructions for EPA 171A - Input/Source Records. 

c. Maintain. individual records at le t 7 years after completion of grant or 
agre.Jnent, then delete when no longer eded. 

d. Follow disposition instructions for r lated records. Ad hoc and monthly 
reports may be destroyed when no longer ne ded if not needed to document 
program administration. 

a. KQ&p in office up to 2 year~ after file b then retire to FRC. 
Destroy when 15 years old. 

AULICAUON Gt1I!WlCI, 
REASONS rca nISPOSI~IOHI This national system is ad by Headquarters,
Regions. 3nd States to administer and monitor grant It is used for program 
planning and oVQr$i~ht, project tracking and manageme t, and information 
reporting. Proposed retention will meet all audit en litigation
documenta~ion purposes. The paper records, scheduled s arately, are 
disposable. 

AGZNCY-~DE GUIDANCE. The Grants Administration Division ch thQ &seietance
of the Enterprise SY$t~ms Division of the Office of Adminie ation and 
Resources Management is responsible for implementing the dis sidon ot items 
a, c, and e. All related records held in other offices shoul be destroyed.
accordin~ to instructions tor items band d. 

Ad hoc and monthly reports needed to document program management 
included in program management files. 

Grl)nt.~ecords for programs other than Superfund are scheduled as EPA 
Superfund site specific as EPA OOlA. Sea EPA 232A for Waste Water 
Conitruct:f.onand State Revolving FUnd Grants. 
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OFFICE	 GUIDANCE/~ESCRIPTIVE INFORXATIOKI 

CONTACT POIH'l'c 

Name.	 Kathleen Herrin (GAD)
Betty McClaugherty (ESO) 

Looatiol1l Mail C:od.	 I 

Inclusive t).t••• Telephol1el	 202-564-5346 
202-260-5398 

Volume on Mana (F••t). offio..	 Grants Administration Div. 
Enterprise sys~ems Div. 

Annual Acc~lation. 
(feat or inch •• ) 

CON'l'ROL INFORHAUONI 
ULATJ:t) ITEMSI EPA OOlA, EPA 

'aBVIOOSLY APPROVED BY 
HAltA SC:HEDt7t.Z mOB. 

Approval Approval Entry
Date ErA Date WARA Date 
11/14/95	 8/10/93 
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DRAi'T 01' 6/25/J8 

c.S. EPA RECORDS CON'l':R.OL SCHEDULE 

q) BE_IES TITLE. Facilities Index System (FINDS) 

All Programs 

576A 

C:OPBJ IRMT 576 

E NO. Nl-412-96-1/9
to retire records to the FRC) 

DESCRIPTION. The F ilities Index System (FINDS) i. an inventory of 
information on faci11 ies regulated or tracked by EPA programs. All 
facilities are assigne unique Facility Identification numbers by FINDS which 
serve as oross-reference numbers to facility information residing in other EPA 
syseems. such as the perm compliance System (PCS), the Aerometric 
Information RQtrieval Syste (AIRS). or the Comprehens.ive Environmental 
Response, Compensation and L bility Information System (C~RCLIS). System
phase out at the end of fisca year 1998. 

Information in the system includ : facility name. address. EPA Facility ID 
cod~, Standard Industrial Classifi ation (SIC) code, Dun & Bradstreet (DUNS)
number, source (program), source ID program sYlt.em ID) number, Indian Land 
indicator. and federal facility indic tor. Historic informati.on is available 
on-line and searchable. 

TY'Z 01' JU:COlU)S:

Data file., ~eport8, ad hoc
 
queries
 

KE%)ItIM: VITAL lU:COlU).

Electronic, pap.r
 

raNCTIOMS SOPPORTZ%)I

Program operations
 

SPICIFIC: LEGAL REQUIREMENTSc 

http:informati.on
http:CON'l':R.OL
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EPA SEalES NO. 57SA 

progrAm: 
No 

b. See EPA l71A - Input/Source Records 

c. data: Disposable No 

d. Dependent on relAted records 

e. Supporti
Dispoiable 

documentAtion: 
Yes 

FILm BREAK INST.K TIONS. 
a. a~ea~ tite whe superseded by routine software updates. 

b. Break tor EPA l71A - Input/Source Records. 

c. Breal<: 

e. BreAk f~.le when superse 

DISPOSITION IHSTRUCTIONSJ 
a. Delete when superseded by r tine software program updates and quality
assurance check completed or when no longer need~d. 

h. Follow Qi8~eai!ieft instructions EPA l71A - Input/Source Records. 

c. Maintain individual record8 7 year After system is discontinued. 

d. F~llow disposition instructions for 

a. Keep in office up to 2 to FRC. 
Destroy when lS years old. 

4,,;1'4t10& GVIDANClI 
REASONS FOK DISPOSITIONs Information for FINDS obtained from other source 
systems and it does not contAin Any unique into ion. It does, however, 
standardize name and address information and assign the EPA ID number. FINDS 
only shows which facilities occur in which program s stems as an attempt to 
~.nta~y,atefacility information across Agency systems. 

AGEN~-WICZ GUICANCE. Systems related to FINDS are ache uled as: 

EPA OSOA - Comprehensive Environmental Response, Compensa and Liability
Information Syaeem (CERCLIS) 

EPA OSSA - Federal Facility Information System (FFIS)
EPA 252A - Resourca Conservation and Recovery Information 
EPA 419A - Per.mit Compliance System (PCS)
EPA 496A - Aeroroetric Information Retrieval System (AIRS) 
EPA 587A - Enforeement Docket System (DOCKET) 

Other related systems such a9 Chemicals in Comme~ce Information Syst
are cQvered in other disposable systems such AS Bibliographic
Syscems, EPA OSSA. 

PAOGRAH OFFXCB GUI~CZ/DZScaI.TIVE X~FORHATIONI 
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Name I Name. Daisy Berlingeri 

Location; Mail Code. 3409 

lncludv. Telephone I 202-260-1786 

Volum. on Hanel Office. Eneerprise syseems Div. 

Ann~al Accumulation. ~ooml 
(feet or inch.. ) 

CONtROL 
RELATED 

INfORMATION;
ITEMS. EPA OSOA, PA OSSA, EPA 171A, EPA 252A, EPA 419A, ~PA 495A 

PREVIOUSLY APPROVED BY 
NARA SCHEDULE NOSI 

App~oval Approval La8t: 
Pate BPA Dat. NARA HodiUec1 
11/14/95 6/35/98 
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DRAF~ OF 7/22/iB 

u.s. EPA RECORDS CONTROL'SCHEDULE 

I~	 SZRIES TX~LZI Superfund Financial Assessment System (SFFAS) 

fROaaAHJ Enforcement and Compliance Assurance 

KIA SZRIES NO. 68SA 

AQaCY J'Il.Z CODI:. ENFO 685 

NARA SCHEDULE NO. Nl-412-96-1/l0

(Use this number to retire records to the FRC)
 

APPLlce:ILI'l'Y I Agency-wide
 

1DmNrlrrrN9Z~~lQN'
DESC.%PTIOHI The Superfund Financial Assessment System (SFFAS) is a computer
application designed to calculate the remedial costs a responsible party can 
theoretically afford to pay tor the cleanup of a site. The system is 
inactive. 

'tYPE 01' RECORDS I SIECIJ'IC ~STaICTIONS,

RQPorts. printouts, data files Enforcement Sensitive Information
 

MEDlmll VITAlI UCOJU) I
 

Paper. electronic
 

raNCTI058 S~'OaTBDJ
 
Enforcement activities
 

SIECtFIC LEGAL RBQUIRZNENTSc 
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e 
ZfA SERIES ~O. '8SA 

DrSlosrrrON rnrOamarrON.
 
rlNAL DISfOSITION.
 
a. Electronic software program:

Dis,osable No
 

b. Input	 Dependent on related records 

c. Eleccronic data: Disposable	 No 

d. Output and reporte	 Dependent on related records 

e. Supporting documentation:
 
Di&posable Yes
 

~ILE BREAK INSTRUCTIONS: 
a. Break file when superseded by routine software updates. 

b. Follow fil~ breax instructions for related records. 

c. Break file when superseded. 

d. Follow file break instructions for related recorda. 

e. Break file when superseded. 

DISPOSITION INSTRUCTIONSs 
a. Dolete when superseded by routine software program updates and quality
assurance check completed or when no longer needed. 

h. Follow disposition instructions	 for related records. 

c. Maintain individual reco~d~ for at least 2 years after completion of 
action and than delete when no longer needed. 

d. Follow disposition instructions	 tor related records. 

e. Keep in office up to 2 years after file break, then retire to FRC.
 
Oestroy when 15 years old.
 

APPLICATION GqtpANpJr

REASONS FOR DISPOSITION: System documentation must be kept eo support

litigation, cost recovery ~fforts, and mission-critical decisions.
 

AGEmCY-WIPE GUIDANCES 

~ROaRAM orr~czGUIDANCZ/DBSCRIPTrvB INFORKATIOM: 

~S:OPIAL rNFQ~~%ON:

COHTROLL%MG UNIT, CO~ACT fOINTs
 

Ham.: Office of Enforcement and Hame. Charlene Swibas
 
Coroplianc6 A$$urance
 

Lo~atlonl NEIC, Denver	 Mail Code. 

Telephone. 303-969-5151 

Volume OD Hand (reet).	 Off10.' Criminal EnforcQrnQnt. Forensic., 
and Training 
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e
 
E~A SERlES NO. 'ISA 

Ann~al Acc~lationl 
(feet OJ:' inch••) 

COntROL r~~rON; 
ULATEIl :t'l'DlS: 

1.0oml 

~aEVIOUSLY AiPaOVZD 
HAltA SCBEDtn.Z 1;08: 

BY 

Approval
=a~. KiA 
7/17/95 

Approval.
Data NAR.A 

Entry
Date 
U/3/93 

Last 
Modified 
7/'22/98 



JUN 15 '98 01:37PM 303-840-0489 e P.2 

DRAJ''l'01' 5/15/98 

U. S. EPA UCORDS CONTROL SCHEDULE 

Ii) SERIES 'l'ITLEs Consolidated Inde~ System (CIS) 

I~OGRAMI Inspector General 

EPA R~IZS NO. 70 6A 

AG~CY ~ILI: conz. INSP 706 

KAaA SCHEDULE NO. Nl-412-96-1/11

(Us~ t~ia number to retire records to the FRC)
 

Ult.lCUIt.ITYI lLgency-wide 

lRmnuzm INl'01WAUONj
J)EScaIP'l'I01ITI Consolidated Index System (CIS)· searches existing Office ofThe 
In$~ector GenEiral Cl.atabases for a mat.ch of the input name. This is useful in 
determining if that entity has previously been the subject. of an audit,
investigation. suspension, debarment. personnel security, or hotline action. 
Plans are underway to phase out the system in October 1998 and replace with 
the Insp~ctor General Operating an6 Reporting (IGOR) system. 

'l'Tflil OJ' JU:COlttlS I SPECl7IC RES~IC'l'IONS&
 
Data files, reports. ad hoc
 
queries
 

XEJ:lIWa 
Electronic, paper 

raNCTIONS SUPPO~TED:
 
Pro1r~ operations
 

SIECIrIC LEGAL aEQUIaEMENTSI 
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e
 
z.~SERIZS ~O. 70'~ 

Drs'OSl~rON ZNrORMafrON: 
rIMAL ~ISPOSITIONI 
a. Eleccronic software program:
Disposable NO 

h. Input See EiA l71A - Input/Source Reco~ds 

c. Electronic data: Disposable No 

d. Output and reports Dependent on related records 

a. Supporting documentation:
 
Dispo~able Yes
 

rI~Z BREAK INSTRUCTIONS I 
a. areak file when ~upersede~ by routine software updates. 

b. Break file according to instrJctions for EiA 171A - Input/Source ~ecords. 

c. Break tile when superseded. 

d. Fellow file break instructions for related records. 

e. Break file when superseded. 

DISPOSITION INSTRUCTIONS. 
a. Delete when superseded by routine software program updates and quality
asaurance check completed or when no longer neeced. 

b. Follow Q~~pg.iti9&instructions for EPA 171A - Input/Source Records. 

c. Maintain individual records 2 years after complet~on of action and then 
delet~ when nO longer needed. 

d. Follow disposition instructions for related records. 

e. Keep in office up to 2 years after file break, then retire to FRC. 
Destroy when lS years old. 

AfP%.Ia2'ION QUxpANgI 
RCASONS ~oa DISPOSITION: Information for CIS 1$ obtained from other source 
systems and does not contain any unique information. 

AGENCY-WIDE GOIDAMCB: systems related to CIS include: 

iATS - irime Audit Tracking System, inclUded as part of EPA 090A -
Administrative Support Data Bases. 

ITS Investigation Tracking System, included as pare of EPA 090A. 
iSS Personnel Security System, included as part of EiA 090A. 
SDS Suspension and Debarment System. Scheduled as EiA 707A. 

PROGRAM orrICE GUInANCE/DESCRI'TIVB INFORMATIOK: 

CUSTODIAL ZNr0RNa:rONr 
CONT~OLLINQ UNIT. C:ONTACT :fOINT. 

OIG Name I Joyce B. Williams 

Loc&U.on, WSM xail Code. 2,441 

Inclusive Da~••1 Telephon.. 202-260-3517 

http:Loc&U.on


]UN 15 '98 01:38PM 303-840-0489 

e P.4• 
O~UC.I IRM 

ADDual Accumulation. Roam I NE 3606 
(f.et O~ inch ••) 

CONtROL Z~rIORL 
UIaATG I'rD1S: EPA 090A, EPA 707A 

PREVIOUSLY APVaOVED BY 
NAAA S~RZ~E NOS: 

APproval Approval ZZltz:y 1.&8t 
nate EPA Date NAJA Pat. ModiUe4 
4/~8J9S 11/5/93 6/15/98 
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D1A7T OF 6/25/9B 

u.S. EPA UCORDS CON'rR.OL SCHEDULE 

Tt~BC suspension and Debarment System (SDS) 

Inspector General 

707,. 

INSP 707 

n..c..L'U.L..IJ1!A NO. Nl-412 -9 6-1/12
 
to retire records to the FRC)
 

APPLICABILITY' 

'INQ r 
~zscaIPTIONI The Sus nsion and Debarment System (SDS) is a control .nd 
tracking syscem speci!! lly for suspension and debarment cases. This syste1ll
identifies all EPA auspen ion and debarment cases initiated August 17. 1982 tc 
October 1, 1992. After Oc ber 1, 1992, the system identifies only Office of 
Inspector General cases. Tti system aleo shows the history and disposition of 
all closed cases, and the cur nt statlls of all open eases. 

TYIIE 01' JU:COlU)S: PBCII'IC RESTRICTIONS. 
Data files, reports, ad hoc 
queries 

BDltlM: 
Electronic, paper 

raNC'1'IONS SUPPORTED: 
Program operations 

SIECII'IC LEGAL aEQOlREKENTS: 

2'd 68pa-ap8-EaE ~62:11 86. S2 Nnt 

http:CON'rR.OL


•I

7Q7A 

program: 
No 

b. Input Dependent on relaeed records 

c. data: Oisposable No 

d. Output and~ports Dependent on related records 

e. Supporting d~umentation:
 
Disposable \ Yes
 

I'lL!: BREAJt INST'ROc.cl:QZlSI 

&. Break file when ~\pereeded by routine software updates. 

b. Follow file break structions tor relaeed records. 

c. Break file when supe seded. 

d. Follow file break for related records. 

e. 

OISI'OSlTlON INSnUCTIONS I ' 

a. Delete when superseded by r utine software program updates and quali~y
Assurance check completed or whe no longer needed. 

b. Follow disposition instruction for related records. 

c. Maintain individual records at last 2 years after completion of action 
and then delete when no longer neede 

d. Follow disposition instructions for related records. 

e. Keep in office up to 2 years after fi e break, then retire to FRe. 
Destroy when lS years old. 

All'ICArZgu GUr~I' 
REASONS roa DISPOSITION, SDS is an administ tive system used lor program
evaluation and compliance or enforcement acti ties, 

AGENCY-WIDE: OtJlCUCE. f'iles are scheduled as ~1'A. 
702A, 

PJtOCUoM OFFICI: CtJlOANCE/DE,SCB.:tPTlVI: 11O'OlWATION: 

cuSroprM rNFOUA'l'ION: 
CONTaOLLlNQ UNIT: COH'l'AC'1'POIH'1'. 

Name I Office of Inspector Name. Charles 
General 

%.ooatioru WSM Ha.il code I 2431 . 

lnclusive ~ate.1 1982- Telephone. 202-260-7680 

volume on Hand (Feet). Office, Asst. Inspector
Investigations 

E'd 68v0-0v8-E0E ~62:tt 86. S2 Nnt 



ADn~.l Accum~ .tlc~1 
(feet oZ' inch. ) 

R.OClll. 

PREV%OUSLY AlP~OVED 
NUA SCUJ)Ut.J: HOSc 

Approval
!)ate EIA 
4/28/95 

.~tqr
:Date 
11/5/.93 

La.~ 
Mo41U.ct 
6'/25/.98 

pOd 68p0-0P8-E0E ~0E:tt 86, S2 Nnr 
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e
 
DRArT or 9/16/98 

u.s. E~A RECORDS CONTROL SCHEDULE
 

TITLE, Underground Injection Control Data Ba~e~
 

Water
 

NO:	 234R
 

Nl-412-96-1/13
 

DESC~IPTZOHI The derground Injection Control (Ule) data bases contain 
detailed information n well operators. administra~ive orders, permits and 
individual wells, for 11 wells wher$ E~A is the permitting authority . 

.A:RRAMQEKEN'1' , 

TYPE or :RECORDS I SPECI~IC RESTRICTIONSr 
Data .files. printouts. Enforcement Sensitive 

MEDIUM: 
Elect~onic, paper 

FUMCTZONS SUPPORTED.
 
Permitting, compliance and enforcement
 

SPECIFIC LEGAL REQ~ZREMENTS:
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TRANSI'D '1'0 rRe PERMI'1"1'B:D: 
program: 

No 

b. Disposable No 

c. data: Permanent No 

d. Dependent on ·rela~e~~5i:\ ,.~"U $f1 
Suppo:rcir"~g . ""'_" .. ~. .\.. ...1:.. ,,~~...... '-- J.",e . 

Pennanent No 

rI~ ;aUAX INSTRUC ONSa . 
a. Bre&k wh~n each ajor version is discontinued, when superseded by routine 
sottware lJ.pdatas.or hen system is terminated or discontinued. 

h. Brea.k to instructions in EPA 171A - Input/Source Records. 

c. Break 

d. Follow fila break for related records. 

e. sreak file at the end e ch major version change. 

DISPOSITION INSTRUCTIONS I a. F¢r eaCIl major version change, maintain a current version following
procedures required in ETSD's Oper ions Policies Manual or delete when no longer needed. to support program mi ion. 

171A - Input/Source Records. 

c. Tra.nsfer ASCII or EBCDIC flat file the National Archives annually as 
specified in 36 CFR 1228.188. 

d. Follow d~$position instructions for the 

e. Transfer those records necessary to docume how the system captures, 
rna.nipulates,and outputs data as specified in 3 eFR 1228.199 to the National 
Archives. This documentation would b@ trans!erre along with the eleccronic 
data flat file (item c). 

AUr.Ig'l'ION GUI"DANCZ, 
REASONS FOa DI"OSITIOK: This item covers a number 0 regionally produced 
datilbases which track information on actions related· individual wells 
covered by the Safe Drinking water Act (Part C of the Sa e Drinking Water Act,
as amended, 42 U.S.C. §300h et seq.) to protect undergrou d Sources of drinking water. Implementation varies from region to regi 

AGENCY-WIDE GUIDANCE, Ule permits are covered in EPA 205A. tor 
enforcement files and El?A 211A for compliance fil,es. 

PROGRAK OI'I'ICE GUID~CE/DEBCRIPTIVB INFORMATIONs 

CUS~ODrAr. rN70~~ION: 
CONTROLLING UNITt Multiple units· CONTACT POINTs 

!lama s Name I 

LogatioDs Mail Codel 

http:lJ.pdatas.or
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e 

Telephone, 

llOonll 

EPA 207A, EPA 211A, EPA 432A. EPA 448A
1~T', 7\ riI·\"r~ii-~:1PREVIOUSLY APPROVED ~ to< ,p.. t'''!i I NARA SCHI::Dt1LENOS I ..1..,,1 _1.:.. \.,._ ...\. .:~..,. ~ ... '\.. 

Approval Int3:Y Last 
:Date EPA :Date Modified 
12/13/96 9/5/94 9/16/98 



EPA Records Schedule 447 - Environmental...InfOrmai Management System (EfIt1U/EYtSP3/EnVironmentaitection ...ice of Research and Developmentl447.html 

EPA Records Schedule 447 
Status: Final, 10/3112007 

J.l)	 Title: Environmental Monitoring and Assessment Program Information Management System (EMAP IMS) 

Program: Research and Development 

Applicability: National Health and Environmental Effects Research Laboratory (NHEERL) 

Function: 316 - Applied Research and Science Support 

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-412-96-1/14 

Description: 

The EMAP IMS is a scientific system developed and implemented to support collection, analysis, 
documentation, and dissemination of environmental and ecosystem monitoring and assessment 
information. System components include a distributed databases, a database housing spatial information, 
documented EMAP data sets and EMAP documents. The system has been active since 1992. Since 1994 
the system has been available through the EMAP Web site. 

Disposition Instructions: 

Item	 a: Electronic software program 

•	 Disposable 

•	 Delete when superseded by routine software program updates and quality assurance check completed 
or when no longer needed to support program mission. 

Item b: Input 

•	 Disposable 

•	 Follow instructions for EPA 171 - Input and Source Records. 

I tern c: Electronic data 

•	 Permanent 

•	 Transfer data every 2 years to the National Archives as specified in 36 CFR 1228.270 or standards 
applicable at the time. 

lof2	 1115/2007 3; 10 PM 
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Item d: Output and reports 

•	 Varies 

• File with related records and follow instructions for the related records. 

Item e: Supporting documentation 

•	 Permanent 

•	 Transfer those records necessary to document how the system captures, manipulates, and outputs 
data to the National Archives as specified in 36 CFR 1228.270 or standards applicable at the time. 
This documentation would be transferred along with the electronic data (item c). 

Guidance: 

From 1990 to 1992 various labs were collecting data. In 1992, the system was created for centralized 
collection. The system redesign was completed in 1996. Data continues to be collected. Very little data was 
collected in FY 1996 and a substantial amount of data was collected for FY 1997. Access is through the 
EPA Web site. 

Reasons for Disposition: 

This system is used to support EMAP scientific activities that target ecological risk assessment. 

Custodians: 

Office of Research and Development, Environmental Effects Research Laboratory, Atlantic Ecology 
Division 

•	 Contact: Steven Hale 
• Telephone: 401-782-3048 

Related Schedules: 

EPA 171, EPA 304 

Previous NARA Disposal Authority: 

Entry: 09/30/1996 

EPA Approval: 12/19/1996 

NARA Approval: 0112011999 

20f2	 11/5/20073:10 PM 
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DRAFr OF 6/21/93 

U.S. EPA RECORDS CONTROL SCHEDULE 

AREAL-RTP Acid Rain System (SAO)
 

Research and Development
 

462A 

Pending
 

Agencywide
 

Acid Rain Data Base contains data collected during the 
course of a study of acid precipitation in the United States, Canada, and 
other foreign coun ies. Data is gathered from EPA and other government
agencies and is upda ed quarterly. Data is used for research and trend 
assessment. 

ARRANGEMENT :
 

TYPE OF RECORDS: SPECIFIC RESTRICTIONS:
 
Reports, printouts, None
 

MEDIUM: VITAL RECORD:
 
Electronic, paper, forms No
 

FUNCTIONS SUPPORTED:
 
Program operations
 

SPECIFIC LEGAL REQUIREMENTS:

Clean Air Act, as amended, Sec. Illd
 



•
 
EPA SERIES NO. 462A 

DISPOSITION INFORMATION: 
INAL DISPOSITIONs TRANSFER TO FRe PERMITTED:
 

Electronic software program:

posable No
 

b. Disposable	 No 

c. data: Permanent	 No 

d. reports	 Dependent on related records 

e.	 documentation: 
No 

FILE BREAK INS UCTIONS: 
a. Break follow ng each major or routine version change. 

b. Break file to instructions for EPA 171A - Input/Source Records. 

c. Break file 

d. Break file	 for related records. 

e. Break file	 major version change. 

DISPOSITION INSTRUCTIONS: 
a. For each major version ch ge, maintain current version on tapes or 
cartridges for 7 years followi procedures required in NDPD's Operational
Policies Manual, Sections 200.0 and 200.02 on archiving data sets and records 
management. After 7 years, the t pes are to be destroyed by degaussing. For 
any routine software updates, dele e software after quality'assurance check is 
performed. 

b. Follow dl&pssitieR instructions	 f EPA 171A - Input/Source Records. 

c. Transfer ASCII or EBCDIC flat file 0 data on new or recertified one-half 
inch, 9 track tape or cartridge annually the National Archives along with 
tape layout, block size, and other tape sp ifications. 

d. Follow disposition instructions	 for relat d records. 

e. Transfer those records necessary to documen system captures,
manipulates, and outputs data to the National Ar ives in either paper or 
electronic form on new or recertified one-half inc , 9 track tape or cartridge
written in ASCII or EBCDIC. Supporting documentati can include the software 
source code, data system specifications, file specif~ ations, code 
translations, record layouts, user guides, and output ecifications. This 
documentation would be transferred along with the trans er of the electronic 
data flat file (item c). 

APPLICATION GUIDANCE: 
REASONS FOR DISPOSITION: This sytem has been identified priority
system by the NAPA II study commissioned by the National 

AGENCYWIDE GUIDANCE: 

PROGRAM OFFICE GUIDANCE/DESCRIPTIVE INFORMATION: 
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~SFER TO FRC PERMITTED: 

No 

b.	 No 

No 

d. output and	 Dependent on related records 

e. Supporting
Disposable Yes 

FILE BREAK INSTRUCTIONS: 
a. Break when superseded routine software program updates. 

b. Break file according to	 for EPA 171A - Input/Source Records. 

c. Break file when superseded. 

d. Follow file break instructions r related records. 

e. Break file when superseded. 

DISPOSITION INSTRUCTIONS: 
a. Delete when superseded by routine soft program updates and quality
assurance check is completed or when no needed. 

b. Follow Qi~p9BieieR instructions	 for EPA - Input/Source Records. 

c. Keep at least 3 years or until no longer neede delete. 

d. Follow disposition instructions	 for related 

e. Keep in office at least 1 year, then retire estroy when 15 years
old. 

APPLICATION GUIDANCE; 
REASONS FOR DISPOSITION: System documentation must be kept t 
litigation, cost recovery efforts, and mission-critical decisi 

AGENCYWIDE GUIDANCE: System users should be sure to document re 
analysis completely. Complete documentation may require results,
used, search parameters, software used, or similar information to 
complete record suitable for litigation support, if necessary, is 

PROGRAM OFFICE GUIDANCE/DESCRIPTIVE	 INFORMATION: 

CUSTODIAL INFORMATION; 
CONTROLLING UNIT: CONTACT POINT:
 

Name: ORO/Cincinnati Name: Daniel Greathouse
 

Location: Mail Code:
 

Inclusive Dates: Telephone: 513-569-7869
 

Volume on Band (Feet): Office:
 



•
 
SERIES NO. 463A 

Rooa, 

•
 

Approval Entry Last 
Date EPA Date Modified 

3/1/93 5/19/93 
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DRAF':rOF 5/19/93 

U.S. EPA RECORDS CONTROL SCHEDULE 

~ITLE: Applicable Relevant and Appropriate Assistant (ARARS) 

Research and Development 

463A 

MARA 
(Use records to the FRC) 

DESCRIP~IOH: This system will aid those responsible for cleaning up Superfund

sites and determine clean- requirements for the sites. Data sources include
 
required reporting entities d EPA.
 

ARRAHGEME~ :
 

~YPE OF RECORDS:
 
Reports, printouts, data files
 

MEDIUM:
 
Electronic, paper, forms
 

FUHC~IONS SUPPORTED:
 
Enforcement activities
 

SPECIFIC LEGAL REQUIREME~S:
Comprehensive Environmental Response, Compensation,

amended 



• • ..
 

COH'rAC~ POIH'rI 

Hamel Haael James Reagan
Assessment 
Location I Mail Code: MD-56 

Inclusive Datesl ~elephonel 919-541-4486 

Volume on Office: 

Annual Accumulationl Roo.: 
(feet or inches) 

CONTROL INFORl!ATION: 
RELATED ITEMS: EPA 171A 

PREVIOUSLY APPROVED BY 
HARA SCHEDULE HOS: 

Approval Approval Entry
Date EPA Date HARA Date 

3/1/93 



• • 
DRAFT OF 5/19/93 

u.s. EPA RECORDS CONTROL SCHEDULE 
W\'c:~ 

TITLE: CP-I Graphical Display System for the Nevada Test Site (CP-I)/1') 
Research and Development 

NO: 465A 

records to the FRC) 

system is used during events at the Nevada 
information. 

ARRANGEMENT : 

TYPE OF RECORDS: SPECIFIC RESTRICTIONS:
 
Reports, printouts, data None
 

MEDIUM: VITAL RECORD:
 
Electronic, paper, forms No
 

FUNCTIONS SUPPORTED:
 
Program operations
 

SPECIFIC LEGAL REQUIREMENTS:

None
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SERIES NO. 46SA 

TRANSFER ro FRC PERMIr.rED: 

No 

b. No 

c. Disposable No 

d. Dependent on related records 

e. Supporting
Disposable Yes 

\ 

FILE BREAK 
a. by routine software program updates. 

e. Break file when superseded. 

DISPOSITION INSTRUCTIONS:
 
a.' Delete when superseded by rout in software program updates and quality

assurance 'check is completed or when longer needed.
 

b. Follow instructions 171A Input/Sourcedoiepoeit::iort for - Records. 

c. Keep at least 3 years or until no long needed, then delete. 

d. Follow disposition instructions for relat 

e. Keep in office at least 1 year after file retire to FRC. 
Destroy when 15 years old. 

APPLICATION GUIDANCE: 
REASONS FOR DISPOSITION: System documentation must kept to support
mission-critical decisions. 

AGENCYWIDE GUIDANCE: System users should be sure to doc 
analysis completely. Complete documentation may require suIts, input data 
used, search parameters, software used, or similar informat'on to ensure a 
complete record is maintained. 

PROGRAM OFFICE GUIDANCE/DESCRIPTIVE INFORMATION: 

CUSTODIAL INFORl1AXION: 
CONTROLLING UNIT: CONTACT POINT: 

Name: ORD/OMMSQA/EMSL, 

Location: 

Las Vegas Name: Norm 

Mail Code: 

Sunderland 

NRS 

Inclusive 

Volume on 

Dates: 

Band (Feet): 

Telephone: 

Office: 

702-798-2538 



• • 
An ual Accumulation: Roo.: 
(fe t or inches) 

BY 

Approval Entry Last 
Date EPA Date Modified 

3/1/93 5/19/93 
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EPA SERIES NO. 467A 

~SFER XO FRC PERMIXXED: 

No 

b. Disposable No 

c. data: Disposable No 

d. reports Dependent on related records 

e. Supportin documentation:
 
Disposable Yes
 

FILE BREAK INSXR
 
a. Break when by routine software program updates.
 

b. Break file to instructions for EPA l71A - Input/Source Records.
 

c. Break file
 

e. Break file when supersed 

DISPOSIXION INSXRUCXIONS: 
a. Delete when superseded by ro tine software program updates and quality
assurance check completed or when needed. 

b. Follow the di3~e9i~ie~ instruct~ EPA 171A - Input/Source Records. 

c. Maintain individual records years after completion of action, 
or until no longer needed, then 

d. Follow disposition' instructions for 

e. Keep in office up to 2 years after file to FRC. 
Destroy when 15 years old. 

APPLICATION GUIDANCE: 
REASONS FOR DISPOSIXION: Data are gathered from nsent decrees and are not,
in themselves, unique. Data have very limited tim rames (1 year) and are of 
limited use. 

AGENCYWIDE GUIDANCE: 

PROGRAM OFFICE GUIDANCE/DESCRIPXlVE INFORMAXION: 

CUSTODIAL INFORlfATION: 
CONTROLLING UNIX: CONTACX POINX:
 

Name: ORD/EMSL-Las Vegas/Aquatic Name: William Engelmann

and Subsurface Monitoring Branch
 
Location: Mail Code: AMW
 

Inclusive Dates: Xelephone: 702-798-2664
 

Volume on Hand (Feet): Office:
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DRAFT OF 5/20/93 

U.S. EPA RECORDS CONTROL SCHEDULE 

Hazardous Waste site Data Base (Indicator Parameters) (HWSD) 

Research and Development 

467A 

NARA ULE NO. Pending

(Use umber to'retire'records to the FRC)
 

ardous Waste Site Data Base (Indicator Parameters) (HWSD)
consists of consent cree Superfund and RCRA site monitoring groundwater data 
collected around 1986. It contains data for more than 5,000 wells at over 350 
hazardous waste sites na ionwide. A total of 944 chemical constituents have 
been identified and recor d in the data base. The data is used for 
development of regulations standards, trend assessment, and analysis. 

ARRANGEMENT :
 

TYPE OF RECORDS: SPECIFIC RESTRICTIONS:
 
Reports, printouts, data files onfidential Business Information
 

MEDIUM:
 
Electronic, paper, forms
 

FUNCTIONS SUPPORTED:
 
Program operations and regulatory developmen
 

SPECIFIC LEGAL REQUIREMENTS:

Resource Conservation and Recovery Act, as amend
 



. . • 
EPA SERIES NO. 467A 

nual Accumulations Roo.: 
et or inches) 

•
 

Approval Approval Entry Last 
Date EPA Date NARA Date Modified 

3/1/93 5/20/93 

BY
 

..
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~T OF B/20/98 

U.S. EPA RECORDS CONTROL SCHEDULE 

Integrated Risk Information System (IRIS) 

Research and Development 

NO. USA 

Nl-412 -.9 6-1/19 

Agency-wicS.e 

~ESCR%'TXOM: Th Integrated Risk Information System (IRIS) data base cont~ins
 
summary inforrnatio related to human health risk assessment. IRIS, which is
 
updated monthly, is the Agency's primary vehicle for communication ot ch~cr.ic
 
health hazard info~ ion representing EPA consensus positions following

comprehensive reviQw b intra-Agency work groups, It .is a useful information
 
resource tool that poin tha user to the underlying human and/or animal data
 
used to support the Agenc 's opinion. The system contains hazard
 
identification and dose-re onse risk information for approximately SOO
 
chemicals.
 

IRIS is comprised ot three sec noncancer health effects resulting trom
 
oral exposure, noncancer health fects resulting from inhalation exposure,

and carcinogenic assessment for b h oral and inhalation exposure. I~
 
contains full bibliographic citatio s for each substance file, directing the
 
user to the primary cited studies an pertinent scientifiC literature. Other
 
information such as summaries of Drink g Water Health Advisorie! and EPA
 
regulatory actions, is included in IRIS. IRIS is accessible to the public as'
 
well as EPA staff.
 

AaRAHQEMENTI Arrangement varies. 

'l'YPJ:01' DCOJU)S. SPECII'IC TRICTICNSc 
Reports, printouts, data files Confidential usineea Information 

KEJ:)IVMa VITA%.UCCJU)a
Electronic. paper, forms No 

ru5CTIONS SUPPO~TEJ:)I
Program operations and public awareness 

SPECIFIC LEGAL U~IKEMENTS: 
Non. 

2'd 

http:ch~cr.ic


" .
 

TRANSFER TO nc 'ElUCl'1"fJtO. 

No 

b. Input Dependent on related records 

No 

d. 

e. Supporting doc 
Permanent No 

rILE BaEAK INSTRUCTIO • a. Break following eac routine version change. 

b. Break file according for related records. 

c. Break file 

d. Break file according to for related records. 

e. Break file when superseded. 

OISPOSITION INSTaOCTIONSc 
a. For each major version change, intain current version following"
procedures required in ETSD's Operati a1 Policies Manual. 

b. Follow disposition instructions for 

c. Transfer ASCII or EBCDIC flat file of as specified in 36 CFR 1228.188 
annually to the National Archives. 

d. Follow dispOSition instructions tor relat records. 

e. Transfer those records necessary to document how the system capcures,
manipulates, and outputs data to the National Arc ves as specifi&d in 3€ CFR 
1228.188. This documentation would be transferred ith the electronic data 
flat file (item c). 

APPL1CAflON GqrDAUCI:
REASONS rOK DISPOSITION I IRIS was developed in respons to a growing demand 
for consistent chemical substance risk informaCion, repr entlng EPA consensus 
opinions, for use in decisionmaking and regulatory activi es. It is intQoded
to serve as a pointer sy&tem to more detailed data containe in euppor~inq
scientific stUdies. 

AGENCY-WIOS GUIOAMCJtI Input records are included in EPA 
Documentation Files. 

CUS'1'OtJrAZ. lNTQItHA2'rQN: 
CONTROLLING UNIT, CON'l'AC1'POIN'l': 

Name. ORO Nam.. Pat Daunt 

Location a Cincinnati Mail Codel MS-19a 

E'd 68v0-0v8-E0E WdSv:2t 861 02 ~n~ 



· . . .
 

~.l.phon.1 513-569-7596 

and (I' •• t). OfUc.. Naeional Cerlt.r for Environ-
mental Assessment 

!loonll 193 

~JlEVIOUSLY ARP!lOVED B 
NUA SCH!::ctn.J: NOS. 

AppZ'oval Entzy t.aacDace ZP ... I)at. HocUfie4 
12119/98 3/1/93 8120/9,8 

~·d 68~0-0~8-E0E WdS~:2t 86, 02 ~~ 



EPA Records Schedule 471 - Pesticide and ...Analysis and Hazard Assessment (P1J{'AlNfI~~G3IEnvironmcntal Protection ... ice of Research and Dcvc\opmcntl471.html e	 e
 
EPA Records Schedule 471 
Status: Final, 02/2012007 

,"oJ	 Title: Pesticide and Industrial Chemical Risk Analysis and Hazard Assessment (PIRANHA)
 

Program: Research and Development Laboratories
 

Applicability: National Exposure Research Laboratory (NERL)
 

Function: 316-258-02 - Ecological Research
 

NARA Disposal Authority:
 

This schedule authorizes thedisposition 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. 

•	 Nl-412-96-1I20 

Description: 

The Pesticide and Industrial Chemical Risk Analysis and Hazard Assessment (PIRANHA) system is a tool 
kit for conducting ecological risk assessments of synthetic organic chemicals. It includes databases of 
agricultural practices, biographical distribution of species at risk, meteorology and soils, and ecosystem 
factors controlling mobility and persistence of pesticides and industrial chemicals in the natural 
environment. The system incorporates a geographic information system database for regional site 
properties, and linked simulation models for chemical data needed for biological and ecological risk 
assessments. 

Disposition Instructions: 

Item	 a: Electronic software program 

•	 Disposable 

•	 Delete when superseded by routine software program updates and quality assurance check completed 
or until no longer needed. 

Item b: Input 

•	 Disposable 

• Follow instructions for EPA 171 - Input and Source Records.
 

Item c: Electronic data
 

•	 Disposable 

10f2	 1115/20073: 10 PM 
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DRAFT OF 5/15/97 

u. S. EPA RECORDS CONTROL SCHEDULE 

NRMRL Treatability Data Base (NRMRL TDB) 

PROGRAM: Development 

EPA SERIES NO: 

NARA SCHEDULE NO. 
(Use this number of to FRC) 

APPLZCABZLZTY, 

IDENTIFYING INFORMATION: 
DESCRIPTZON: The NRMRL Tre tability Data Base (NRMRL TDB) is designed to 
assist in selecting technolo 'es or estimating the degree of treatment 
achievable for specific chemi Is in all types of waters and wastewaters,
soils, sediments and debris. e data is extracted from literature sources 
and EPA reports and is used for alysis, technology development, and 
research. The data, which is upda ed annually, is available to the public. 

ARRANGEMENT: Arrangement varies. 

TYPE OF RECORDS:
 
Reports, printouts, data files
 

MEDIUM:
 
Electronic, paper, forms No
 

FUNCTIONS SUPPORTED: 
Program operations 

SPECZI'ZC LEGAL REQUIREMENTS:
None 



• • 
DISPO TION INFORMATION: 
FINAL D SPOSITION: TRANSFER TO FRC PERMITTED: 
a. Elec ronic software program:
Disposabl No 

d. Dependent on related records 

e. Supporting
Disposable Yes 

FILE BREAK XNSTRUCTI 
a. Break when by routine software updates. 

b. Break file 171A - Input/Source Records. 

c. Break file 

d. Break file according to for related records. 

e. Break file 

DISPOSITXON XNSTRUCTXONS: 
a. Delete when superseded by rou ne software program updates and quality
assurance check completed or when longer needed. 

b. Follow di~pe~iEien instructions 171A - Input/Source Records. 

c. Maintain individual years after file break, then delete 
when no longer needed. 

d. Follow disposition 

e. Keep in office up to 2 years after to FRC. 
Destroy when 1~ years old. 

APPLICATION GUIDANCE: 
REASONS FOR DISPOSITION: Data consists of in for ation extracted from 
publically-available sources. Retention needs. 

AGENCYWIDE GUIDANCE: 

PROGRAM OFFICE GUIDANCE/DESCRIPTIVE XNFORMATION: 

CUSTODIAL INFORMATION: 
CONTROLLING UNIT: CONTACT POINT: 

Name: ORD/NRMRL Name: Subhas Sikdar 

Location: Cincinnati Mail Code: 

Inclusive Dates: Telephone: 513-569-7528 

Volume on Hand (Feet): Office: National Risk Management
Research Lab. 



EPA Records Schedule 471 • Pesticide and ...Analysis and Hazard Assessment (PI/{"Mll'YI~)WG3/Environrncntal Protection ...ice of Research and Devclopmentl471.html e e
 
• Maintain individual records for at least 2 years, then delete when no longer needed. 

Itern d: Output and reports 

• Varies 

• File with related records and follow instructions for the related records. 

Item e: Supporting documentation 

• Disposable 

• Destroy when 15 years old. 

Guidance: 

System users should be sure to document results of analyses completely. Complete documentation may 
require results, input data used, search parameters, software used, or similar information to ensure a 
complete record is maintained. 

Reasons for Disposition: 

System documentation must be kept to support litigation and mission-critical decisions. 

Custodians: 

Office of Research and Development, Ecosystems Research Division 

• Contact: Lawrence Bums 
• Telephone: 706-355-8119 

Related Schedules: 

EPA 171 

Previous NARA Disposal Authority: 

Entry: 03/0111993 

EPA Approval: 12/19/1996 

NARA Approval: 0112011999 

20f2 11/5/20073: 10 PM 
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DRAFT OIl'5/20/93 

U.S. EPA RECORDS CONTROL SCHEDULE 

TITLE:	 Superfund Differing Site Conditions System (SUPERDISC) 

Research and Development 

476A 

records to the FRC) 

DESCRIPTION: This stem will help Regional project Managers review requests
by Remediation Contrac rs for changes in their contracts to reflect differing
site conditions. 

ARRANGEMENT : 

TYPE OF RECORDS: SPECIFIC RESTRICTIONS: 
Reports, printouts, data files None 

MEDIUM: RECORD: 
Electronic, paper, forms 

FUNCTIONS SUPPORTED: 
Program operations 

SPECIFIC LEGAL REQUIREMENTS:
Comprehensive Environmental Response, Compen ation, and Liability Act, as 

amended 



•
 
Annual Ace ulation: Room: 
(feet or inc es) 

•
 

Approval Entry Last 
Date EPA Date Modified 

3/1/93 5/15/97 
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~SFER TO FRC PERMITTED: 

No 

b. No 

c. Disposable No 

d. Dependent on related records 

e. Supporting
Disposable Yes 

FILE BREAK INS~RUC~I NS: 
a. Break file 

b. Break file for EPA 171A - Input/Source Records. 

c. Break file 

d. Break file according to for related records. 

e. Break file 

DISPOSI~ION INS~RUC~IONS: 
a. Keep version at least 5 years is superseded or until no longer
needed, whichever is later, then de 

b. Follow ~iS~8si~ien instructions 171A - Input/Source Records. 

c. Maintain individual records at least 2 years after completion of action,
then delete when no longer needed. 

d. Follow disposition instructions records. 

e. Keep in office at least 1 year, to FRC. Destroy when 15 years
old. 

APPLICATION GUIDANCE: 
REASONS FOR DISPOSI~ION: System documentation mu t be kept to support
litigation, cost recovery efforts, and mission-cri ical decisions. 

AGENCYWIDE GUIDANCE: System users should be sure to document results of 
analyses completely. Complete documentation may requ"re results, input data 
used, search parameters, software used, or similar inf rmation to ensure a 
complete record suitable for litigation support, if nec ssary, is maintained. 

PROGRAM OFFICE GUIDANCE/DESCRIP~IVE INFORMATION: 

CUSTODIAL INFORMATION: 
CO~ROLLING UNI~: CO~ACT POI~:
 

Name: ORO/Cincinnati Name: Daniel Greathouse
 

Location: Mail Code:
 

Inclusive Dates: ~elephone: 513-569-7869
 

Volume on Band (Feet): Office:
 



•
 

Approval Entry Last 
Date EPA Date Modified 

3/1/93 5/20/93 

•
 
SERIES NO. 476A 

Roo., 

BY 



• • YllA
 

DRAFT OF 6/21/93 

U.S. EPA RECORDS CONTROL SCHEDULE 
~\~~ 

IT.LE: Thermoluminescent Dosimetry Instrument Control and Database 
t System (TLD) 

PROGRAM: R search and Development 

EPA SERIES NO: 

NARA SCHEDULE NO. 
(Use this number t records to the FRC) 

APPLICABILITY: 

IDENTUlI1IG INFORlfA:rIQN: 
DESCRIPTION: The Thermolu nescent Dosimetry (TLD) Instrument Control and 
Database Management System ( D) controls all aspects of the operation of the 
TLD readers, including readin of raw data files, tracking of reader and TLD 
OA/OC parameters, on-line OC, c ibration of TLD reders, maintaining a 
history-use data base documenting"the life-time of ech individual TLD, and 
calculating absorbed dose equivalert~ased on fully corrected raw data 
results. This is accomplished throu a proprietary software package obtained 
from International Science Associates ISA) of Marietta, GA. Limited graphic
capability is provided through use of t Saturn Graphics software package
included with the ISA software. 

ARRANGEMENT: Arrangement varies. 

TYPE OF RECORDS: SPECIFIC 
Reports, printouts, data files None 

MEDIUM: VITAL RECORD: 
Electronic, paper, forms No 

FUNCTIONS SUPPORTED: 
Program operations 

SPECIFIC LEGAL REQUIREMENTS: 



• • 
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TRANSFER TO FRC PERMITTED: 

No 

b. Input: No 

c. Electronic Disposable No 

d. Output and Dependent on related records 

e. Supporting

Disposable Yes
 

FILE BREAK INSTRUCTIONS: 
a. Break file ded by routine software updates. 

b. Break file according to for EPA 171A - Input/Source Records. 

c. Break file 

d. Break file according to instr tions for related·records. 

e. Break file when superseded.
 

DISPOSITION INSTRUCTIONS:
 
a. Retain a version at least 5 years a superseded, or until no
 
longer needed, whichever is later, then
 

.b. Follow eiepe8ieisA instructions for - Input/Source Records • 

c. Maintain individual records at least 2 yea s after completion of action,

then delete when no longer needed.
 

d. Follow disposition instructions for related r 

e. Hold documentation in office at least 1 year break, then retire 
to FRC. Destroy when 15 years old. 

APPLICATION GUIDANCE: 
REASONS FOR DISPOSITION: System documentation
 
mission-critical decisions. Data are Level 3.
 

AGENCYWIDE GUIDANCE: System users should be sure to document results of
 
analyses completely. Complete documentation may require resul input data
 
used, search parameters, software used, or similar information
 
complete record is maintained.
 

PROGRAM OFFICE GUIDANCE/DESCRIPTIVE INFORMATION: 

CUSTODIAL INFORlfATZON: 
CONTROLLING UNIT: CONTACT POINT: 

Name: EMSL-Las Vegas (NRD) Name: Bruce B. Dicey 

Location: Mail Code: NRD 

Inclusive Dates: Telephone: 702-798-2320 

Volume on Hand (Feet): Office: 



• 
Roo., 

PREVIOUSLY APPRO 
NARA SCHEDULE 

Approval
Date EPA 

Entry
Date 

Last 
Modified 

3/1/93 6/21/93 
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DRAFT OF 10/10/96 

U.S. EPA RECORDS CONTROL SCHEDULE 

Special Software Programs 

PROGRAM: 

EPA SERIES NO: 

NARA SCHEDULE NO. 
(Use this number to records to the FRC)
 

APPLICABILITY:
 

IDENTIFYING IlfFORlfATIOH:
 
DESCRIPTION: These are spe ially designed computer programs which provide the 
user with the capability to ansfer data, manipulate data, collect-special
types of data, integrate data nd/or develop interface systems. The programs
are not: (a) required by law, 0 necessary to document program activities. 

ARRANGEMENT: 

TYPE OF RECORDS: RESTRICTIONS:
 
Electronic
 

MEDIUM:
 
Electronic No
 

FUNCTIONS SUPPORTED:
 
Program operations
 

SPECIFIC LEGAL REQUIREMENTS:

None
 

,•
 



• • ·L 

TRANSFER TO FRC PERMITTED: 

No 

b. No 

c. Disposable No 

d. Dependent on related records 

b. Supporting
Disposable Yes 

FILE BREAK 
a. Delete by routine software updates or when no longer
needed. 

b. Break file for EPA l71A - Input/Source Records. 

c. Break file 

d. File with appropriate ca e files or related records. Follow file break 
instructions for related reco ds. 

e. Break file according to for EPA 304A - System Documentation. 

DISPOSITION INSTRUCTIONS: 
a. Delete when superseded software program updates or when no 
longer needed. 

b. Follow di~~e9iEi9A instructions EPA 171A - Input/Source Records. 

c. Maintain individual records for east 2 years after completion of 
action and then delete when no longer ne 

d. Follow disposition instructions for records. 

e. Follow disposition instructions for Documentation. 

APPLICATION GUIDANCE; 
REASONS FOR DISPOSITION: The software programs rovide the users access to
 
extracted data from a variety of agency and non-a ency databases. These
 
programs also provide interfaces for interactive a plications which can be
 
used with various models.
 

AGENCY-WIDE GUIDANCE: Application software used sole y to maintain a master
 
file or database authorized for disposal in a General ecords Schedule item or
 
a NARA-approved schedule is covered in EPA 179A - Speci 1 Purpose Programs.
 

This item covers the following applications:
 

Annie Interactive Development Environment (AIDE)

Data DX (DX)

Ecotoxicology Database Retrieval System (ECOTOX)

Integrated Data for Enforcement Analysis (IDEA)

Screening Information System/LAN (SIS/L) .
 Streamwalk (SWS) •
 
Toxic Release Inventory Quick Analysis Tool Kit (TRIPQUIC)
 

PROGRAM OFFICE GUIDANCE/DESCRIPTIVE INFORMATION:
 



• • 
.~. 

units CON'XAC~ POIN'X: 

Name: Name: 

Location: Mail Code: 

Inclusive 

Volume on 

~elephone: 

Office: 

Annual Accumulation: 
(feet or inches) 

CONTROL INFORJ1A:l'IQN: 
RELATED ITEMS: EPA 

PREVIOUSLY APPROVED 
NARA SCHEDULE NOS: 

171A, 

BY 

Room: 

Approval
Date EPA 

Approval
Date NARA 

Last 
Modified 
10/10/96 
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J:)RAI"l' OF 8/12/98 

u.s. EPA RECORDS CONTRO~ SCHE~ULE 

TITLEs Web Sites 

All Programs 

095A 

OLE HO. Nl-4l2-96-l/2S

umber to retire recorda to the f'RC)
 

Agency-wide 

~~~~L;~~~~~~r~ . DESCRIPTIONJ In udes a broad range of systems used to provide ready, user-
friendly Dccess to frequently used information in a ·public forum" format 
Usihg the Internet d the World wic!o Web. Announcements and messages can be' read by any user. I ormation may be drawn from Agency records. publicly
ava~lable sources or a combination of sources. 

Web sites are not a epec ic type of record. but a means of providing access 
to a broad variety of ree ds with varying retentions. Information is brought
together to simplif.y access and provide specialized support for specific
information needs. Web site are of~en used to c!istribute software programs,
models, textual, video. sound r image files. 

Thi~ schedule item covers the so ware used to maintain the sites. the 
infortn~tj,onal content, and records concerning the management of the site. It 
provides guidance on determining th retention and disposition of the records 
posted 0'['1 the ~7ebsite. It covers b h Ineernet and Intranet sites. 

A1U\ANGDmN'ra Arrangement varies. 

'l'YPZ or UCORDS c SPECI C aESTaICTIONSc
 
R~ports, printouts, data riles Privacy ct
 

JltBI)ruKl VITAL
 
Electronic, paper No
 

FDHCTIONS SUPPoaT~1
 
Public ~wareness and program operations
 

SPECIFIC LEGAL aEQUIREHENTS.

Electronic Freedom of Information Act Amendments
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~ZPA SERIES NO. O,SA 

*pOSruQN rNl'QRMA'UONI
FI DISPOSITION.	 TUNS"B. '1'0 FB.~'ZlU4I'l'TEJ). 
a. lectronic system software:
 
DiI!Ipo able No
 

b.	 Dependent on related records
 

Dependent on related records
 

d. Output and	 Dependent on related records 

e. Supporting

Disposable Yes
 

f. AdroiniS~rative 

III Site man&g_rnent recor
 
Dispos~ble No
 

(2) CUmulative statistics I
 

Dispos"ble Dependent on related records
 

(3) site content records:
 
Dis.:;>osable
 

g. Electronic versions creaeed
 
by of tic a automation systems
 

FILE BREAK INSTRUCTIONS. 
a. B:ceak file when superseded by ftware updates or system is
 
terminated.
 

b. Break file according to file	 record;;. 

c. Break file when superseded. 

d. File wieh eppropriate ca$e files Follow til. break 
instruction~ for related records. 

e. Break file according to instructions for EPA 304A - ysterne Documentation.
 

t and g. SeQ disposition instructions.
 

DISPOSITION r.NST.RUCTIONS.
 
a. Dolete ~hen superseded by routine software updates and assurance 
check completed or when no longer needed. 

b. Maintain with related prog~am recor~s and follow disposition

for related records.
 

c. Determine whethQr mated.al on the Web Aite is the record copy

Dissemination/Access copy. (See Agency-wide guidance for further
 
information. )
 

(1) Record copy - Maintain for the period of time data would be maintain 
in har~ copy, then follow disposition instructions for the applicable
scheoules. . 

http:mated.al
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) Dissemination/Acc,s. copy - Delete when superseded or no longer needed 
dis,~mination/access purposes. 

d. instructions for related records. 

e. w disposition instructions for EPA 304A ~ Systems Documentation. 

Rec rOs concerning management of the site, hits recorded (system user 
Destroy when 3 months old. T""l "'\ ~~'.,.....,\ ~~rrt 

(2). Cl.llllula' statistlcs on the site: File with plfogtsJT'i.~anlg~e:ell filis,ve 
and follow disp sition ins,tructions for related recor~~.nII ...tM...t. .:~"'..:"':IIN 

(3). erning what was posted on the site; when it was postedi
whac It ecnce.Ined d when it was reph.ced. It maintained in paper, keep in 
office at lGast 1 y~ r, then retire to FRC. Destroy when 1 years old. If 
maintainEd electronic ly, delete when 7 years old. 

g. Delete ~7hen record py i.egenerated or when no longer needed for 
reference or updating, no to exceed the retention of the record copy. 

Agp~rCArrON~~; 
REASONS FOR ~lSPOSITION: rde posted to Web sites are covered in records 
dis~osition schedules for elated records. This schedule item covers the 
software u~ed for the Web site d records concerning the management of the 
sitae Retention is adequate tor gency needs. 

AQENCY-WIDE GUIDANCEs have a written policy on the management
of Web sites, tnc::1udinghow they are anaged, what is posted, when it is 
pO$te~, and whether the Web copy is tH official Agency record or tha,
dissemj.nation/access copy. This writte policy must document the appropriate
record format (paper, electronic, microf rot etc.) and applicable records 
$chedule for those materials t.hat are uni e Web eite records. Naterial 
created specifically for the site that meat the definition of Federal 
records. and are not maintained in hard copy, must be retained according to 
the appropriate records schedule. 

Programs need to pay particular attention to Web nformation with potential
rQgulatory, enforcement. or other legal impact. a program is oftering
guidance to the regulated community. it needs to k p a complete record of 
~hat guidance WAS offered and for what time period t t guidance was posted on 
the eite. Substantive changes are those which give a yice or guidance on 
compliance with environmental matters. Changes to th~ ite administrative 
content records, such as major additions or deletions tH t might affect 
d~ci!ions or actions by the public or regulated community are covere~ under 
item f(J). Editorial or nonsubstantive changes do not nee eo be kept. 

Electronic Bulletin Boards are scheduled as EPA 094A. Recor 
policy on site management are covered by EPA 006A - Program Ma 

~ROQ~ OFFICE aUIDANCE,DESCRI.Trv.E l~CRMATIOMI This sch~dule (but
1s not limited to) the following systems: 

Community-Easad Environmental Protection (CBEP) 

cgS'I'ODIAL nuOTWA'UONt. 
CONTaOLLING UNI~' Multiple units POINT.CCN'1'AC'1'
5amel Nama. 

LOClatloJ1c Mail C04e. 
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Telephon •• 

Office, 

ROom: 

EPA 094A, P.PA 304A 

Approval
Dat. EllA 
12/13/96 

Enezy
Dat. 
10/29/96 

:t.aat 
Modified 
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EPA Records Schedule 238 
Status: Final, 04/30/2007 

l'1 Title: New York Bight Water Quality Helicopter Monitoring System (R2NY -BIGHT)
 

Program: Water
 

Applicability: Region 2
 

Function: 108-023-02 - Water Monitoring and Forecasting 

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-412-96-1I26
 

Description:
 

Water quality samples are collected from 26 Long Island coast stations, 44 New Jersey coast stations, 15 
stations in selected locations for phytoplankton identification and 10 coastal intersects (50 stations). Data is 
available from 1977 to the present. 

Disposition Instructions: 

Item a: Electronic software program 

• Disposable 

• Delete when superseded by routine software updates or when no longer needed.
 

Item b: Input
 

• Disposable 

• Follow instructions for EPA 171 - Input and Source Records.
 

Item c: Electronic Data
 

• Disposable 

• Delete records 2 years after completion of action.
 

Item d: Output and reports
 

• Varies 

lof2 1116/2007 10:00 AM 
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• File with related records and follow instructions for related records. 

Item e: Supporting Documentation 

• Disposable 

• Follow instructions for EPA 304 - Systems Documentation. 

Guidance: 

The Storage and Retrieval of Water Quality Information (STORET) is scheduled as EPA 400. 

Reasons for Disposition: 

The data from the monitoring program is transferred into STORET on a periodic basis. STORET was 
previously approved as a permanent system. 

Custodians: 

Region 2, Division of Environmental Science and Assessment 

• Contact: Helen Grebe 
• Telephone: 732-321-6797 

Related Schedules: 

EPA 171, EPA 304, EPA 400 

Previous NARA Disposal Authority: 

Entry: 08122/1996 

EPA Approval: 12/1811996 

NARA Approval: 01/20/1999 

20f2 11/61200710:00 AM 
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EPA Records Schedule 239 
Status: Final, 04/30/2007 

'27) Title: U.S. Virgin Island Ambient Monitoring Survey (VI-SURVEY) 

Program: Water 

Applicability: Region 2 

Function: 108-023-02 - Water Monitoring and Forecasting 

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-412-96-1127 

Description: 

The Virgin Island Ambient Monitoring Survey includes data derived from water samples collected at 144 
beach stations around St. Croix, St Thomas, and St. John. To date, surveys have been completed for 1991,
 
1992, 1995, and 1996. Reports are available from September 1991 to the present.
 

Disposition Instructions:
 

Item a: Electronic system software
 

• Disposable 

• Delete when superseded by routine software updates or when no longer needed.
 

Item b: Input
 

• Disposable 

• Follow instructions for EPA 171 - Input and Source Records.
 

I tern c: Electronic data
 

• Disposable 

• Delete records 2 years after completion of action.
 

Item d: Output and reports
 

• Varies 

lof2 11/6/2007 10:00 AM 
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• File with related records and follow instructions for related records. 

Item e: Supporting documentation 

• Disposable 

• Follow instructions for EPA 304 - System Documentation. 

Guidance: 

The Storage and Retrieval of Water Quality Information (STORET) is scheduled as EPA 400. 

Reasons for Disposition: 

The survey data is transferred into STORET on a periodic basis. STORET was previously approved by 
NARA as Permanent.
 

Custodians:
 

Region 2, Division of Environmental Science and Assessment
 

• Contact: Helen Grebe 
• Telephone: 732-321-6797 

Related Schedules: 

EPA 171, EPA 304, EPA 400 

Previous NARA Disposal Authority: 

Entry: 09104/1996 

EPA Approval: 12/18/1996 

NARA Approval: 0112011999 

• 

20f2 111612007 10:00 AM 
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EPA Records Schedule 573 
Status:	 Final, 0212012007 

2.f')	 Title: EPA Payroll System (EPAYS) 

Program: Financial Management 

Applicability: Headquarters 

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. 

•	 Nl-412-96-1I28 

Description: 

The EPA Payroll System (EPA YS) is a major system featuring a standardized nationwide data entry system 
for time and attendance and payroll and personnel data. The system also contains a labor distribution 
function for Agency payroll accounting and biweekly production of payroll requirements. Additionally, the 
system has the ability to distribute personnel management information to meet management and regulatory 
reporting requirements. 

EPA YS has the following components: 

•	 PPRS - A reporting facility providing extensive data extract and report generation capability with a 
small subsystem to support specialized reporting for the Office of Civil Rights. 

•	 TAPP - Provides on-line data entry and edit facilities for EPA YS processed transactions and 
supports the collection and edit of all payroll and personnel related data. 

Disposition Instructions:
 

Item a: Electronic software program
 

•	 Disposable 

•	 Delete when superseded by routine software program updates and quality assurance check completed 
or when no longer needed. 

Item b: Input 

•	 Disposable 

•	 Close after data entry completed and verified. 

10f3	 10/30/20078:53 AM 
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• Destroy after GAO audit or when 6 years old, whichever is sooner. 

Item c: Electronic data 

•	 Disposable 

•	 Maintain individual records at least 2 years after completion of action, then delete when no longer 
needed. 

Item d: Output and reports 

•	 Disposable 

• File with related records and follow the disposition instructions for the related records. 

Item e: Supporting documentation 

•	 Disposable 

•	 Close when superseded. 

•	 Destroy when 15 years old. 

Guidance: 

The Office of the Chief Financial Officer, Office of Financial Management, Financial Systems Staff is 
responsible for implementing the disposition for items a, c, and e. Records covered by items band d held in 
other offices are retained according to the disposition instructions for records they support. 

Record copies of source documents are covered by the following schedules: EPA 276 for time and 
attendance; EPA 283 for pay folders; EPA 553 for official personnel folders (OFP) for civilians; and EPA 
554 for agency personnel folders for Public Health Service Corps commissioned personnel. 

A related system, the Integrated Financial Management System is scheduled as EPA 054 and its 
predecessor the Financial Management System (FMS) as EPA 053. The PeoplePlus system is scheduled as 
EPA 300. 

Reasons for Disposition: 

EPA YS was the primary system used for time and attendance and payroll and personnel data as well as
 
production of reports required by regulations. Input and output records are scheduled separately.
 

Custodians:
 

Office of the Chief Financial Officer, Office of Financial Management, Financial Systems Staff
 

•	 Contact: Martin Poch 
•	 Telephone: 202-564-4912 

20f3	 10/30/2007 8:53 AM 
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Related Schedules: 

EPA 053, EPA 054, EPA 276, EPA 283, EPA 300, EPA 553, EPA 554 

Previous NARA Disposal Authority: 

Entry: 08/09/1993 

EPA Approval: 12/1211996 

NARA Approval: 01120/1999 

30f3 10/3012007 8:53 AM 
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u.s. EPA RECORDS CONTaOL SCHEDULE 

superfund Document Management System (SDMS) 

Superfund 

OUA 

SUPR 049 

NAlA SCHEDULE Nl-412-96-1/29

(Uso this number to retire records to the rRC)
 

DESCRIP~IONI The Supe ,und Document Management System (SDMS) i; an imaging

sys~em for managing rec de associated with superfund sitee and is implemented ,
 
on a regional basis. It unctions as a utility to store, index. retrieve.
 
redact, and annotate recor s; and to create special records collections.
 
pap~r records are scanned 1 0 the system and captured as images. Other
 
record mndia (e.g., micro for electronic) can be input into the system and
 
cap~ured as images as well. I ges may be converted to full text using

Optical Character Recognition ( R) scanning and a full teXl: inverted index
 
may be generated to facilitate 10 ating SDMS documents containing particular

words or phrases. Document identi ing data, also called document index
 
terms. are entered into the system r all images captured in the system as
 
well as for related records which ar not imaged (e.g., audio-visual
 
materiale. and. in some cases. pnotogr hs, oversized paper records, or
 
microform). It is possible, using SDNS. to capture all superfund records for
 
a sice, however, there is great varj,abil y in th. implementation among the
 
regions !i.e., not all recorda of every 91 e, or not all record types· are
 
indexed and/or imaged in the same way.'
 

ARRANGEMENT a Arrangement Yaries. tored by image ID number;

document index records are stored a record ID number.
 

'l'U1: OF RECOJU)SI	 SPECIFIC RES CTIOHS. 
Data files, reports	 contidential Bu ness Information 

Enforcement SensI ive Information 
Privacy Act 

HEDlt1Kl VITAL UCOJU)I

El~ctronic. p~per, microform Yes
 

FUNCTIONS SUPPORTED.
 
Program ope~ations. cost. recovery, and Freedom of
 

SPECIFIC LEGAL REQOI~NTSa
Comprehensive Environmental Response. Compensation and Liability 1980, as amended, Section! 104, 106, and 107, 42 USCA 9604, 9606, and 
40 crR 300 
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No 

b.	 Input
(1) Imag Dependent on rela.ted records
 
(~) Image microform Dependent on related records
 
(3)	 Electro ic optical images Dependene on related records 
(4)	 Electron c text images Dependent on relatV'~ero~s~ ,--, rt" 
(5)	 Other med Dependent on rela~)~~\tc .i,:(6)	 Index data. Disposable No 

c.	 Electronic data 
(1)	 Ele.ctronic irna
 

Permanent No
 
(2)	 Document in6ex
 

Permanent No
 
(3 )	 Annotations: No 
(4)	 Redactions: Dependent on related records 
!S) Full text documents.
 

Disposable NO
 
(6)	 Full text inverted
 

Index: Disposable
 

d.	 Output and reports on related records 

e.	 Supporting documentation: 
Perrnar.ent 

FILS B~ rNSTIlUCTI05Sc 
a. Break software programs when each major version is discontinued and/or
when $upeI'Sede6 by routin~ software updatel!l. 

b(1-4). ar~ak file after quality assurance be~n performed and 
images have been backed up. 

(5'. Break file according to instructions 

IE). Break file after quality Assurance check has and index 
data have been backed up. 

c(l	 and ~,. Break tile at the end of a complete inpue 

(3). Sinc£ an annotation becomes an integral part of 
(unless removed by the person adding it); a file break 

(4·6). File br~ak does not apply. 

d.	 Bre~.k file according to instructions for related records. 

e.	 Break tile at each major version change of SDMS. 

~ISPOSITION INSTIlUCTIONSI a. For each major version change of SDMS, maintain current 
prccedur~s required in ETSD'9 Operational Policies Manual. 

b(~-S). Follow disposition instructions for related records. 

(f). Maintain records on site until data is 8uPerse4ed. 

c(l). For sit~s that have become inactive: Electronic images cannot be 
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o	 ASCII or EECDIC1 the imaged paper is the official record and 
.$positioned following disposition instructions for related 

(2). ASCII or EBCDIC flat file of data to che National Archives. as 
specified in 3 CFR 1228.188. Include data for active and inactive sites as 
of the file brea date. 

(3'. Vor sites t at have become inactive: a paper COEjhOUld b~ roade ofp~FY.
annctated documents follow diSPos~tion inacructions l· r , eraJed;~c1~ r ~"l 

«(). Follow disposi on instruct10ns tor related re~ .l~\..l."'"'~ .:It, 
(S and 6). Dele~e ind· laccess for full text documents for ima~es relaced to 

site. that have become i ctive. 

d. Follow disposition ins~ uctions for related recor~s. 

e. Ke~p inactive materials i office up to 2 years afcer file break, then 
retire. Destroy when 15 years old. 

APP,r,rCAUON GrlZDANCBI 
REASONS FOR DISPOSITION: The dis sition instructions for electronic software 
pro~rams. data, output and reports, and supporting documentation are 
consistent with other related syste In addition, output from SDMS is 
anticlpated to be importanc only as ~ tills the needs of other records series 
already approved by ~h~ National Arch! es. SDMS input records are covered by
oth~r scheduli$ already approved by the National Archives. 

AGENcy-WIDE GUIDANCB. The ~fficial record copies (inputs and outputa co SDMS)
are til~d in the appropriate case files un er related records series. These 
include: 

EPA OOlA - Grants and Other Program	 - Superfund Site 
Specific

EPA OlOR - Site Assessment 
EPA 012A - Federal Agency Hazardous Waste ornpliance Site Files 
EPA 013A - Removal Site Filee - Superfund te Specific
EPA 014A - Remedial Site Files - Superfund S te Specific
iPA OlSA - Sampling and Analytical Data Files - Superfund Site Specific
EPA 019R - Administrative Records - Superfund ta Specific
EPA 020A - Contract Management Records - Superf d Site Specific
EPA 024A - Cost Recovery Records 
EPA 025A - Enforcement Actions - Superfund Site S 
EPA 030A - Freedom of Information Act (FOIA) Reque Files 
EPA 258A - Final Dellverables Resulting from Contrac or Studies and 

Services 

~~m Qefinitions 

a. Electronic software programs: The instructions or routine&
 the fu~ctions controlling 'the data and images. The programs al10 to
 create, access, manipulate, transmit, and store data and ima~es.
 

b. Input! The source records used to enter data or ima~es into SDM
 
can be on s~veral different media, dG$crib~d below. Output records ca
 
be used as input during a proof-and-correct cycle.
 

(1\	 Ima~ed paper: Original paper documents scanned into the sys~em.

(Oversizad maps, pho~ographQ, and other original docum~nts that incl
 
color, grey-~cale. raised lettering, etc., that need to be preserved

with more precision than a black and white image may need to be
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·other me~ia· even if they are fully scanned into the 

(2)	 Ima~ d microform: Images on microfilm, microfiche. film jackets, etc •• 
e input into SONS. 

(3 )	 Electro 'c/optical images: Images on optical disk, optical tape.

tical disk, magnetic disk, etc., that are input into SDMS.
 

(4 )	 ~lectronicl agnetic media: Text and data in macijl' ~f,;e;~a~~~~ll
 
!o-rmat that re imported as :r.ecordsinto SDMS. j..''''';!Ii
"""'\.	 j 

a&oiIf.1 •• ~~~ !.... 
(5)	 Other m~dia: ersized maps, video tapes, audio tapes, and any other 

tecords that ar not fully imaged into SDMS. Includes images that have 
color, gr~y-scale raised lettering, etc., that need to be preserved 
with more precisio than a black and white image even though they are 
fully scanned into he system. Includes microform reels and optical
di$ks, etc., where t e individual images on the medium have not been 
included in SDMS. A ace holder (photocopy of the container or other 
identifying form) repr ents these items as images in the system. 

Index data input systems: Text and data in paper or other media used to 
record information about i ages captured in SDMS or about items that are 
tracked by but not imaged i 5DM3. Includes index text or data that are 
entered into SOMS el~ctronic ly from another system (e.g •• CERCLIS, 
JFMS, or SCORES). The infor ion on these forms i~ entered into SDMS 
as doc~ent-level and !upporti index terms to the images. 

c. Electronic data; Consists of the s anned images, document index terms,
annotations to the images, redactions, a d full text documents. 

(1)	 Electronic images 

(2)	 Dccument index terms: The document in x terms ·consist of document 
identifying information, entered manuall or through input 8yetem&, 
about each record that is captur@d in SDM. A captured record may
eithsr be an image or a record that is ind ed but not imaged in SOMS. 
These index terms are organized into many rational tables that relate,
either directly or indirectly. to a document hat is captured in SDMS. 

(3)	 Annotations: Annotations are comments on an i ge. They are linked to 
a loc~tion on an electronic image by an image i ntifier and coordinates 
for that image. They ere entered in as text by t e users. and may
contain valuable insight into and interpretations documents, ~hey
are relevant only if they are tied to the image to ich they refer. 

(4)	 Redactions: Redacti"ons are blacked or whitQd out area stored as 
coordinates Which overlay electronic images to prevent nauthorized 
users from accessing sensitive information. Redacted coo dinates are not 
a usetul tool for ensuring the prevention of unauthorized access outside 
th9 proprietary SOMS platform. 

(5)	 Full text documents: The full text documents consist of ful text 
versions of images, created using Optical Character Recognitio (OCR)
scanning. They are accessible only to authorized users. The 0 Rid text 
mayor may not be corrected prior to its use in crQating the ful 
indexes. Full text documents may be imported into word processin
correction or for use in other document.. corrected ASCII text ma 
uploaded to SOMS. Full text documents in SDMS are not consider.d 
reliaola recorda due to ehe inaccuracies inherent in the OCR process
the r~lQtive eaa. with which these records can be altered. They are 
useful in enhancing the changes or finding relevant images (by searchin 
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'or keyworda in the full text documents and then calling up the related 
i ges) and in saving typing time (for those passa~es that are 
do loaded and used in other documents). 

(6)	 Full t~xt inverted index: Consists of a list ot words that appear in the
 
full ext of SDMS documents (minus common sense ~ords such as -the,·

"and.· to,· etc.) And pointers as to where those worde occur. It is
 
used to quickly identify those documents or pages containing words used
 
in a sea ch string keyed in by an SDMS user.
 

~"'If3BjI\~lIIr~:~rnd. OUtput: A r sult 0 t· the tunct10n ot SDMS. Output ca re~ de~'~n • 
paper., fllQctI'onicmecUa, opeical media, another compu i K "'.hlt· e··,..... or ..,&",
micx'o:form. Output becomes oS. new record ",hen it is used for a specific: purpose 
SUC}l 4$ responding 0 a FOIA request or providing documentation for liti~ation 
or CO$t recovery. 

Output to the screen, ether a formal report is produced or not, is a record 
and must be captured it used in decision-making (e.g •• a user may call up an ' 
image of a map of the 6i e and decide, based on the image, that oS. fe'nce need. 
to ),:)e built -- the image the screen ie a record of the reason for that 
decislon and should be pri ted out and tiled with the oeher records for that 
sit~. 

e. Supporejng documentation: Those rQcords maintained by the system manager
in ~he cou~se of developing, e ancing, maintaining and supporting EPA program
information systems. The recor document how the system captures.
manlpulates. and ouepues daea. pporting documentation includes all life 
cycle products from initiaeion an concept to system implementaeion and 
operation. Documents may include: cost/benefit analysis; background
inforrr~tioni system validation test nd platform test data and documents;
wor~gr.oup records; correspondence: f ctlonal requirements reports, data 
requireroent$ reports; data design repo es; database design; developmene system
repor~s and decieion paper; requirement specifications; programming
specifications; source codes; user guide ; roaintenance manual; operations
manual; securi~y manual; user support mat rial; data dictionaries; and records 
related eo implemented electronic systems. 

~1OGRAH OFFICE GUIDANCE/DESCRIPTIVE 

CUSTODZAL INlORHarrON,
CONTROLLING UUITa 

Hame, SDMS Work Group	 Name. Verne Chair 

Location a Regional offices xall Code. 

Inclu8ive nat.e, Varies with 'relephon•• 
the region 

Volume on Hand (Feet).	 OffiCle. 

~ual Accumulations 
(feet or inchea) 

CONTROL ZNTQBMAUONI
~LATED ITEMSc EPA OOlA, EPA OlOR, EPA 012A, EPA 013A, EPA 
EPA 019R, EPA 020A, EiA 024A, EPA 025A, EPA 030A. EPA 258A 

PazvlOUSLY ARJaOVZD SY 
NARA 8~Z .os. 
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EPA Records Schedule 682 
Status: Final, 0212112007 

3D)	 Title: General Counsel Defense Docket System (DEFENSIVE)
 

Program: General Counsel
 

Applicability: Agency-wide
 

Function: 317-260 - Mission Program Support
 

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-412-96-1I30 

Description: 

The General Counsel Defense Docket System (DEFENSIVE) is a nationally automated system for tracking
 
civil cases filed by outside organizations and individuals against the U.S. EPA. System is inactive.
 

Disposition Instructions:
 

Item a: Electronic software program
 

•	 Disposable 

•	 Delete when superseded by routine software program updates and quality assurance check completed 
or when no longer needed. 

Item b: Input 

•	 Disposable 

• Follow instructions for EPA 171 - Input and Source Records.
 

Item c: Electronic data
 

•	 Disposable 

•	 Maintain individual records for at least 2 years after completion of action and then delete when no 
longer needed. If tracking system is used as a finding aid to the records, maintain individual entries 
as long as the records are retained or as long as finding aid is needed, whichever is longer. 

Item d: Output and reports 

lof2	 1\/6/200710:01 AM 
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• Varies 

• File with related records and follow instructions for the related records. 

Item e: Supporting documentation 

• Disposable 

• Keep in office up to 2 years after file break, then retire to FRC. Destroy when 15 years old. 

Guidance: 

Reasons for Disposition:
 

This system is used for monitoring and tracking civil litigation.
 

Custodians:
 

Office of General Counsel, CCID
 

• Contact: Thressa DeGrandchamp 
• Telephone: 

Related Schedules: 

EPA 171 

Previous NARA Disposal Authorlty: 

Entry: 10127/1993 

EPA Approval: 12130/1996 

NARA Approval: 0112011999 
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In accordance with Federal Register Notice of April 17, 1998 (Vol. 63, No. 74, 
p. 19368), General Records Schedule (GRS) 20 has been declared null and void by
the United States District Court pending resolution of an appeal. The Agency may
continue to follow this schedule until: (1) September 30, 1998; (2) EPA has 
submitted and received approval from NARA on a Request for Disposition Authority;
(3) notification by NARA that the appeal has been resolved and NARA has provided
further guidance as a 
Order of the District 

result 
Court. 

of the appellate court's decision; or (4) further 
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