REQUEST FOR RECORDS DISPOSITION AUTHORITY

(See Instructions on reverse)

14

LEAVE BLANK (NARA use only)

JOB NUMB

R G4 -/

T0: NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR)
WASHINGTON, DC 20408

CATE RECEIVED

[/ =37~95"

1. FROM (Agency or establishment)
Environmental Protection Agency

NOTIFICATION TO AGENCY

2. MAJOR SUBDIVISION
‘Various Programs

3. MINOR SUBDIVISION

’

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not approved” or “withdrawn” in column 10.

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

Michael L. Miller (202) 260-5911

DATE ARCHWIST OF THE UNIT, STATES
-20 99 ﬁ%.zj 0
, T

6. AGENCY CERTIFICATION o

and that the records I&aroposed for disposal on the attached 44
of this agency or wi
the Cenerza! Accounting Office, under the provisicnc o

..... ffice,
Agencies,

is not required;

itlo 8

I:' is attached; or

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposition of its records
page(s) are not now needed for the business

not be needed after the retention Periods sPecified; and that written concurrence from
£T of the CAQ Manual for Cuidance of Federal

l:. has been requested.

—aied a an

DATE SIGNATURE OF AG REPRESENTATIVE | TITLE
4/24/95 W%{/g Agency Records (.)fficen‘:,.Ir_lfomation
, A ) Management Services Division
7. B , R ‘ L - 9. GRS OR 10. ACTION
ITEM 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED TAKEN (NARA
NO. : ' ' JOB CITATION USE ONLY)
e S >
See attached EPA Records Schedules.
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EPA Rccords Schedule 094 - Electronic Bulletin Boards file:///SYWG3/Environmental Prnlcction ...ith new MN language/Agency-wide/094.html

EPA Records Schedule 094

Status: Final, 05/31/2007

:) 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.

¢ NI1-412-96-1/1

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.

Disposiiion 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.
Item c: Electronic data

¢ Disposable

1of3 11/6/2007 10:00 AM
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¢ 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
e EPA 170 - Files/Records 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)

11/6/2007 10:00 AM
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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:

Entry: 02/17/1994

EPA Approval: 04/28/1995

NARA Approval: 01/20/1999

11/6/2007 10:00 AM


file:///SI/WG3/Environmcntal

JUN 25 ’98 ©9:33AM 383-848-8489 . P.2

DRAFT OF €/35/98

U.S. EPA RECORDE CONTROL SCHEDULE

ES TITLE: Envirofacts «);{NU1}04£N1
PROG s All Programs '

EPA SERI NOs 098A
AGENCY FILK QODE: IRMT 038

NARA SCHIDULE . N1-~-412-96-1/2
APPLICABILITY: Age cy-widg

DESCRIPTION: The Envirdfacts system provides access to EPA progrem data and
EPA program systems data.\ There are two aspects to the system. The data base
pulls tegether data from otker EPA systems (e.g., PCS, TRI, DOCKET, FINDS} to
allow for cross media analyseg of program information. The geographic '
information system allows data\to be mapped geographically. Updated monthly.

ARRANGEMENT ¢

TYPE OF RECORDS:
Software, data files

MEDIUM¢
Electronic

FUNCTIONS SUPPORTED:
Program operations

SPECIFIC LEGAL REQUIRENMENTS:
None '

W R dsouon
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3

EPA SERILS NO. 0S8A

TRANSFER TO FRC PERMITTED:

DISPOSITION:

a. \ 3oftware program: Disposable No -

b(1).\ Developrmental data:

Dispoaable No
{2). Prxduction data:

Permanent No

¢. Supporting documentation:

Fernanent Yes

FILE BREAK INSTRUCTIONS: Break file when superseded.

DISPOSITION INSTRUCTIONS:
a. Delete when supekseded by routine software updates or when no longer
needed.

b(l). Maintain data setx 7 years, then deleta.

(2). Transfer data sets the National Archives annually as specified in 36
CFR 1228.1882. .
¢. Transfer those records necessary to document how the system captures,
manipulates, and outputs data td\ the National Arxchives as specified in 36 CFR
1228.188. This documentation wouwld be transferred along with the electronic
dara (item b(2)).

ABPELICATION CGUIDANCE: )

REASONS FOR DISPOSITION: This system Nocuments the location of various
pollution sources and is a key tool for\cross media analysis. As part of the
Agency's baslc GIS framework, it documentg the location of various pollution
sourcas for GIS work and has immense seconfary research value. It promotes
data sharing and data integration across tha Agency as well as public access
to Agency information. Data used in specifid\ applications are included with
those applications,

AGENCY-WIDE GUIDANCE: Tha Enterprise Informatiol\ Management Division of the
Office of Administration and Resources Management 4\s responsible for
implementing the disposition.

Development2l documentation is scheduled in EPA 304A -\ Systems Documentation.
Data used in a specific application in other offices shyuld be destroyed
according to the disposition instructions for the related records.

PROGRAM OFFICE GUIDANCE/DESCRIPTIVE INFORMATION:

comnoinmcwzmm ‘ ' CONTACT POINT:

Name: OARM Names David Catlin

Locationt Mail Codet 3408

Inclusive Dates: Telephona:

voelume on Hand (Feet): oftice: Enterprise Information Management

Division
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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 INFORMATION:

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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EPA BIRIES NO. 092A

P.4

Annual Accumulation: Rooms 1209 NEM
(feet inches)

0.
RELATED IT ¢ EPA 304A
PREVIOUSLY APRROVED BY
m SCHEDUVLE S
Approval proval Intry Last
Dats EPA Date NARA Date Modified
11714/85 ' 8/8/83 6/25/398




DISPOSITION INFORMATION:
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.

APPLICATION 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

EPA171A - Input/Source Records

EPA 172A - Electronic Versions of Records Scheduled for Disposal

EPA173A - Data Files Consisting of Summarized Information

EPA174A - Records Consisting of Extracted Information

EPA 175A - Print Files

EPA 176A - Technical Reformat Files

EPA177A - 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 INFORMATION: '
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 1/13/98
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DRAFT OF 6/25/98

U.S. EPA RECORDS CONTROL SCHEDULE

SERIES TITL Compliance Activity Tracking System (CATS) G):tﬁuira&3fj

PROGRAM: Pesticldes

EPA SERIES NO: 35R

AGENCY FILE CODE: \PEST 235

NARA SCHEDULE NO. -412-96-1/4

APPLICABILITY: Reglon\4

ID NG 0 N
DESCRIPTION: The CompliaRce Activity Tracking System (CATS) ls 2 program used
to track routine, for causk, and secondary inspections on the State level;
track data pertinent to cask development; and generate report forms such aw
the 5700-33H. The States ma¥ enter and keep track of all inspecticns mada,
samples taken, cases developed and enforcement actions imposed. 2all dats can
be stored and reviewed at the dser's discretion. The State agencies are able
to send all data pertaining to Yheir inspections, as well as apply Lo the
Region for Federal grants. Throygh CATS the States can reference ingpectious
mada in other States that may perbdain to inspections in their own. In
addition, each State has a State specific data base, unique to each State,
which can be used Lo track compliande and enforcement actions not covered by
the cooperative agreement, A cumulative master data base of information,.
including site name, product name, action type, inspection type, product name,
active ingredients, and responsible pa ies for cases in all states is kept in
the regional system.

ARR;NGEMENT:

TYPE OF RECORDS: . SPECIFIC\ RESTRICTIONS:

pata files Enforcement Sensitive Information
MEDIUM: VITAL RECO

Electronic, paper No

FUNCTIONS SUPPORTED:
Compliance and enforcement activities

SPECIFIC LEGAL REQUIREMENTS:

Federal Insecticide, Fungicide, and Rodenticide aAct, aX amended, Sectlions S &
26

9'd 68r@-0v3-€6E WYRE:TT 86, S2 NN



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 INFORMATION:
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



® @

A SERTES NO. 235R

Locations Region 4 Mail Code:s

Inclusive Datess Oct. 1992~ Telephoner 404-562-9012

volume on ¥and (Feet): 25,000 Office: Alr, Pesticides & Toxics Civ.
reco:ds

Annual Accumulation: 15,000 Rooms

(feet or inches) records

CONTROL INFORMATION;
RELATED ITEMS: EPA 0037, EPA 207A, EPA 211A

PREVIQUSLY APPROVED BY
NARA SCHEDULE NOS:

Approval Approval Entry Last
Date EPA Date NARA Date Modified
4/28/95 0/6794 6/25/98

8°'d 63P0-0r3-cec WYIE:TT 86, S2 NNr



RA SERIES NO. 235R

L& 1D APl £/ NFORM ON.

FId DISPOSITION: TRANSFER TO FRC PERMITTED:
a., Elwctronic scftware program:

Disposahle No

b. Input) Disposable ' No

c. Electronyc data: Permanent No

d. Output and\reports Dependent on related records

e, sSupporting dogumentation:
Permanent No

FILE BREAK INSTRUCTIONS:
a., Break when each mdjor version is discontinued, when superseded by routine
software updates, or sygtem is terminated.

b. Break file according Yo instructions for EPA 171A - Input/Source Records.
¢. Break file every five years. Transfer only élosed out records.
d. Follow file break instructions for related records.

@. Break file at end of each major version change or upon completicn of phase
in system life cycle. Bring forward active materials.

DISPOSITION INSTRUCTICONS:

a. For each major version change, malntain current version on tapes.
cartridges, or other NARA accepted meddu for 7 years following procedures
required in ETSD's Operational Policies Wanual, Sections 200,01 and 200.02 on
archiving data gets and records management. Aftexr 7 yzars, the tapes are to
bae destroyed by degaussing. For any routihe software updates, delete software
after quality agsurance check is performed.

b. Follow diepesittem instructions for EPA 1NA - Input/Source Records.

c. Transfer ASCII or EBCDIC flat file as specified in 36 CFR 12:8.188
annually to the National Archives.

d. TFollow disposition instructions for related reccxds.

e. Transfer those records necessary to document how the system captures,
manipulatee, and outputs data to the National Archives a§ specified in 36 CFR
1225.188. Documentation is transferred along with the trsnsfer ¢f the
electronic data flat file (item c).

PL GUT,
REASONS FOR DISPOSITION: This system supports operations requdired by scatute
and regulations for compliance, enforcement, and grants,
AGENCY-WIDE GUIDANCE: Grants are scheduled as EPA 003A (except Superfund site
specific). Regional enforcement and compliance records are covered\ in Epa
207A and EPA 211A, respectively.

PROGRAM OFFICE GUIDANCE/DESCRIPTIVE INFORMATION:

CUSTOPIAL INYORMATION:
CONTROLLING UNIT: CONTACT POINT:

Nemes Pesticides Sec., Pesticides Name: Jane Horton
& Toxic Substances Branch

s°'d 63VR-@r8-E8C WYTS:TT 86, S2 NNL
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DRAFT OF 12/27/93
U.S. EPA RECORDS CONTROL SCHEDULE

6) SERIES TITLE: Contracts Information System (CIS) Q\W
PROGRAM1 11 Programs .

EPA SERIES S72A

DESCRIPTION: The Contracts Information .System (CIS) contains descriptivae,
milestone, and financial data on procurements in progress and on awarded
contracts. Also includeg names and addzessas of contractors. The system
tracks the status of procurement requests and provides summary information on
contracte. Assistant Administrators, as allowance holders, ascertain the
status of their commitments obligations by their use of CIS monthly
output. Milestones are entered into the system for each contract, from the
initiating commitmant through xhe retirement of the contract. -Significant

. information collected for each dontract includees the title of the contract,
period of performance, estimated¢oet and obligated amounts, and type of
program effort. ' '

ARRANGEMENT:

TYPE OF RECORDS: SPEGIFIC RESTRICTIONS: ,
Reportae, printoute, data files . . Confidential Businese Information

MEDIUM:
Electronic, paper

FUNCTIONSE SUPPORTIED:
Program operations

SPECIFIC LEGAL REQUIREMENTS:


https://UltANGEMEH'.rl

NOV 27 95 1B8:49AM US E&%@ LIBRARY
\

EPA SERIES NO. S72A

TRANSFER TO FRC PERMITTED:
No
b. Inpubs Disposable No . -
¢. Electronic data: Disposable No .
d. 'Output and\ reports: Dependent on related records
e. Supporting d-cumentntion: .
Disposable Yes
FILE BREAKX INSTRUCTIQNS?
a. Break file when oiperseded by routine software updates.
b. Break file according\to instructions for EPA 171A - Input/Sour:e Re'cozdsf
e. Break file when supersided. , '
d. File with appropriate casy file or ‘related records. Follow file break
instructions for related recordg.
@. Break file when superseded.
DISPOSITION INSTRUCLIONS:
a. 'Delete when superseded by routine\software program updates and quality
assurance check completed or when no 1& ger needed. . _
S~

b. Delete after expiration of the retent on period authorized for the
dxsposahle paper copy or other electronic data system.

¢. Maintain individual records at least 2 years after completion of action
and then delete whea no longer needed. . .

.d. rollow dieposition instructions for related records.

e. xeep in office up to 2 years atter file break, then retire to FRC.
Destroy when 15 years old.

Agpnrcaz;on GUIDANCE: . - :

REASONS POR DISPOSITION: Records are used to track the Agency's contract .
procurement activities but are not necessary to document ihdividual contracts.

Paper records are disposable and scheduled separately. ’

* AGENCYWIDE GUIDANCE: Policy & Management Support Staff of the\Office of
Administration and Reeources Management is reeponsible for implementing the
disposition for'items a, ¢, and e. All related recozds held in other offices
should be destroyed according to instructions for {tems b and d.

Monthly and other zeports for CIS are normally included as part of p gram
adminietration files. . ‘

Contract Management Records for programs other than Superfund are scheduled as
EPA 202A and Superfund Site Specific contracts ae EPA 020A. :

PROGRAM OFFICE GUIDANCE/DESCRIPTIVE INFORMATION:



NOV 27 95 18:43aM US Eiﬁ HQ LIERARY

ES NO. 572A

OA, Procurement and
Div, ‘Policy &
Management Support

LocntLonz .
Inclugive Dates:
Volume onr Hand .(Feet)

Annual Acc;-ulation:
(feat or inches)

FORN, 2

CONTACT POINT:

Name: John A. Oliver

Mail Code: PM-214F
Telephone: 202-260-8288
Office:

Room:

RELATED ITEMS: EPA 020A, EPANI71A, EPA 202A.

PREVIOUSLY APPROVED BY
NARA SCHEEDULE NOS:

Approval

Approval 7
Date EPA

Date nnn;

lLast
Modified
12/27/%3

P.as4



DISPOSITION INFORMATION: .

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. ‘

APPLICATION GUIDANCE:
REASONS FOR D!SPOS!T!ON: 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 INFORMATION:
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 8/22/94

U.8. EPA RECORDS CONTROL SCHEDULE

'éb ERIES TITLES Geographic ﬁesoutégf Information and Data siatem (GRIDS) &Séékclya*ar\
All Programa
¢ NOs 574D

NARA SCHEDULE, NO., Pending

DESCRIP!IOH: The =o-taph1c Resoutcea Information and Data Syetem (GRIDS)

provides national accasg to spatial dita sets through a central facility. It
containa a library of epatial tocols for use in development of Geographic .
Information (GIS) applications. Thie centralized library provides. a means of
reducing costs during the development of GIS applications through sharing of
both data and spatial tools.\ Spatial data sete retrievable through'GRIDS

provide data themes useful in'j wide range of environmental GIS ‘applications.

ARRANGEMENT 1

TYPE OF RECORDS! ECIFIC RESTRICTIONS:

Software, data files

+ MEDIUM1
Electronic, paper

FUNCTIONS SUPPORTED:
. Program oparations

SPECIPIC LEGAL RIQUIREMENTS:
None

_63(&&u1§c;usr\-
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EPANSERIES NO. 574A

TRANSFER TO FRC PERMITTED:
Dicposaple . No

b. Elactron ¢ data: Disposable No
Yes ..

a. ' Break file when ‘guperseded by routine software updates.

b and c. Break file when superseded. o '
' DISPOSITION INSTRUCTIONS) '

a. Delete when superseded\by :outine software program updates and quality
assurance check completed ox when no longer needed.

b. Maintain data gsets until perseded or no longer needed to support
development of GIS. Delete wheRr no longer needed. ‘ .
c. Keep in office up to 2 years

ter txle'break, then retire to FRC.
Destroy when 15 years old. o )

.
) ’ .

+ APPLYCATTON GUIDANCE: .
REASONS FOR D1SPOSITION: This gystem eseentially a library of sgpatial
tools and data. It promotes data sharing, data integration, and software
technology transfer acroes the Agency by roviding basic common tools and data
that can be used i{n individual applicationa, Data used in a epecific
application are included with that applicatign.

.

AGENCY-WIDE GUIDANCE: The Syetem Development and Maintenance Braach of ‘the

. Office of Administration and Resources Managemeht im responsible for
implementing the disposition.: Data used in a spegific application in other
offices should be destroyed according to'the dispogition instructions for the

related records.. , .

PROGRAN OFFICE GUIDANCE/DESCRIPTIVE INFORMATION}

STOD INFORN, ON:
CONTROLLING UNIT: CONTACT l?OI)lT}

Name: OARM, OIRM, Program Systems Kame: Robert Pease
Div., System Development and ‘ * ‘
-Maintenance Branch

Locations " Mail Codet T¥-228
Inclusive Dates: ‘ Ielephoce: 703-235-5587
Volume on Eand (Feat): ' ' of:ice: .
Acnucl Accumulation: Room:

(feet or inches) . .

CONTROL_YNPORMATION @
RELATED ITENS:

PREVIOUSLY APPROVED BY
NARA SCEEDULE NOS:

. .



NOV 14 ’95 1@:38AM US Ega HQ LIERARY -+ ' l : P.11/19,

\’immi NO. 574A ' : .
_ Rpprowal Approval Eatry T Last .. ‘
Date E o . Date MARA Date Modified ) )
8/9/93 8/22/94
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DRAFT OF 6/24/98
‘U.8. EPA RECORDS CONTROL SCHEDULE
SERIDY TITLE: Grants Information & Concrol System (GICS) W Rad>0udn
PROGRAMY ALl Programs
EPA SERIES\NO: 575A

AGENCY FILE CQDE: CONT 578

NARA SCHEDULE NQ. N1-412-96-1/8
{Use this number\to retire records to tha FRC)

APPLICABILITY: Agex cy-wide

D FYING INFORMATION:?
DESCRIPTION: The Grante Information & Control System (GICS) is 2 national
information management system containing administrative, project, and
financial data for all EPA's grants, interagency agreements, and cocperative
agreements. The system ha3\ the following components:

Municipal construction jrants program -~ Provides information on
wagtewater treatment grant appNcations and active construction grant
projects. .

State revolving fun& (SRF) pkpogram - Tracks federal funding provided to
the States.

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

Information is entered by Headquartera, Regions, or States. Input data
inciudes data from automated systems. The syvetem offers a customized data
entry wmodule, report writer, look-up tables. batch capabili:ies. and an online
dictionary.

ARRANGEMENT :

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

MEDIUM: VITAL RECORD:

Electronic, paper

TUNCTIONS SUPPORTED:
Program opergtions

EPECIFIC LEGAL REQUIREMENTS:
Public Works Employment Act of 1876

Q &drawdn
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PA SERIES NO. 375A

DISPOSITION: TRANSFER TO FRC PERMITTED:

a, ectronic software ‘programi
Disposable No
b. Inpuk: Disposable No

c. Electrinic data: Disposable No
d. Output and reports Dependent on related records

e. Supporting‘documentation: .
Disposable’ Yes

¥FILE BREAK INSTR IONS:
a. Break file when\supersedsd by roucine software updates.

b. Break file according to instructions for EPA 171A - Input/Source Records,
c. Break file when sup sgded.

d. Follow file break instxuctions for related records.

e. EBreak file when supersedad.

DISPOSITION INSTRUCTIONSI'

a. Delete when auperseded by roytine software program updates and quality
assurance check completed or whem\no longer needed.

L. PFollow diamesitiewnr instructions\for EPA 171A - Input/Source Records.

¢. Mainctain individual records at leagt 7 years after completion of grant or
agreement, then delete when nc longer ngeded.

4. T7ollow dispoaition instructiona for riglated records. Ad hoc and monthly
reports may be destroyed when no longer nedded if not needed to document
program administration,

@. Xeep in office up to 2 years after file break, then retire to FRC.
Destroy when 1S5 years old, '

APPLICATION GUIDANCE:
REASONS FOR DISPOSITION: This national system is vsed by Headquarters,
Regions, and States to adminiater and monitor grant It is used for program

planning and oversight, project tracking and management, and information
reporting. Proposed retention will meet all audit and\litigation
documentation purposes. The paper records, scheduled skparately, are
digposable.

AGENCY~-WIDE GUIDANCE: The Grants Administration Division th the assistance
of the Enterprise Systems Division of the Office of Administration and
Resources Management is responsible for implementing the disposition of items
a, ¢, and e, All related records held in other offices should\be destroyed
according to instructions for items b and 4.

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

Grant records for programs osther than Superfund are scheduled as EPA N03A and
Superfund site specific as EPA 00lA. See EPA 232A for Waste Water
COnstruction and State Revolving Fund Grants.
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A BERIES NO. 575A

PROG OFFICE GUIDANCE/DESCRIPTIVE INFORMATION:

CONTROLLING

Numpx QARM

Location:

Inclusive Dates:
volume on Hand (Feet):

Annual Accumulation:
(feat or inches)

CONTROL INYORMATIONG:
RELATED ITEMS:

FREVIOUSLY APPROVED BY
NARA SCHEDULE NOS:

EPA 001A, EPA 003a,

CONTACT POINT:

Kathleen Herrin (GAD)
Betty McClaugherty (ESD)

Name¢

Mail Code:

303-564-5346

Telephone:
' 202-260-5398

Office: Grants Administration Div.
Enterprise Systems Div.

Roqm:

EPA N71A, EPA 232A

Approval
Date NARA

Approval
Date EPA
11714/%5

Entry Lagt
Date M ied
8/10/93

6/25/748

Pl4
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DRAFT OF 6/25/98
U.S. EPA RECORDS CONTROL SCHEDULE
SERIZS TITLE: Facilities Index System (FINDS) W Rd 30
PROGRAM: _All Programs

RIES NO: 576A

LE CODEs IRNT 576

B NO. N1-412-96-1/9
er to retire records to the FRC)

APPLICABILITY¢ gency-wide

DESCRIPTION: The Facilities Index System (FINDS) is an inventory of
information on facilixies regulated or tracked by EPA programs. All
faciliries are assigned unique Facilicy Identification numbers by FINDS which
serve as cross-reference\numbers to facility information residing in other EPA
syscems, such as the Permit Compliance System (PCS), the Aerometric
Information Ratrieval sSysteém (AIRS), or the Comprehensive Environmental
Response, Compensation and L¥ability Information System (CERCLIS). System
phase outr at the end of fiscal\year 1958.

Information in the system includ facility name, address, EPA PFacility ID
code, Standard Industrial Classifixation (SIC) code, Dun & Bradstreet (DUNS)
numbexr, source (program), source ID\(program system ID) number, Indian Land
indicator, and federal facility indichtor. Historic information is available
cn~line and searchable.

ARRANGEM!QT:

TYPE OF RECORDS: SPECIFIC STRICTIONS:
Data flles, reports, ad hoc None

queries ‘

MEDIUNM s VITAL RECORD:

‘Electronic, paper

FUNCTIONS SUPPORTED:
Program operations

SPECIFIC LEGAL REQUIREMENTS:

W dyauwsn
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' . I.

EPA SERIES NO. 576A

TRANSFER TO FRC PERMITTED:

NAL DISPOSITION:

a)\ Electronic software program:

Disgosable No

b. See EPA 171A - Input/Source Records
c¢. Eleckronic data: Disposable No .

4. output\and reports Dependent on related records

e. Supportirly documentation:

Disposable Yes

FILE BREAK INSTRUCTIONS:
a. Break file wheg superseded by routine software updatga,

b. Break file according to instructions for EPA 171A - Input/Socurce Records.
¢. Break file when superseded.

d. Follow file break inshructions for related records.

e. Break file when superseded.
DISPOSITION INSTRUCTIONS:

a. Dalete when superseded by roytine software program updates and quality
assurance check completed or when\no longer needed.

b. Follew ispositien inatructions

c. Maintain individual records 7 yearx after system is discontinued.

or EPA 171A - Input/Source Records.

d. PFollow disposition instructions for 2elated records.
2. Xeep in office up to é years after file\break, then retire to FRC.
Destroy when 15 years old.

APPLICATION CUIDANCE:

REASONS FOR DISPOSITION: Information foxr FINDS obtained from other source
systems and it does not contain any unique info ion. It does, however,
standardize namg and 38drese information and asgigng the EPA ID numbery. FINDS
only shows which facilities occur in which program s¥stems as an attempt to
integrate facility information across Agency systems.

AGENCY-WIDE GUIDANCE: Systems related to FINDS are schequled as:

EPA 050A - Comprehensive Environmental Response, Compensabion and Liability
Information Syatem (CERCLIS)

EPA 058A - Federal Facility Information System (FFIS3)

EPA 252A - Resource Conservation and Recovery Information System (RCRIS)

EPA 419A - Pernit Compliance System (PCS)

EPA 4963 - Zerometric Information Retrieval System (AIRS)

EPA 58732 - Enforcement Docket System {(DOCKET)

Cther related systema such as Chemicals in Commerce Information Syst (CICS)
are covered in other disposable systems such as Biblicgraphic and Refexence
Syatems, EPA 088a,

PROGRAM OFFICE GUIDANCE/DESCRIPTIVE INFORMATIONS
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EPR\ SERIES NO. 576A

CONTROLLING UNIT:
Names: O
Location:
Inclusive Date
Volume on Hand (Feet):
Annual Accumulatione\
(Zeat or inchoa)

PREVIOUSLY APPROVED BY
NARA SCHEDULE NOS:

CONTACT POINT:

Names

Mall qunl

Daisy Berlingeri
34098

Telephone: 202~260-1786

Office:
xnoa:

Enterprise Systems Div.

P‘4

EPA 171A, EPA 252A, EPA 415A, EPA 496A

" Approval
Date EPA
11/14/9%

Approval
Date NARA

Lasc
Modified
6/25/98
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L _
DRAFT OF 7/22/98
U.S. EPA RECORDS CONTROL SCHEDULE
SERIES TITLE: Superfund Financial Assessment System (SFFAS)
PROGRAM3 Enforcement and Compliance Assurance
EPA SERTES NO: 685A

AGENCY FILE CODE: ENFO 685

NARA SCHEDULE NO, N1-412-96-1/10
(Use this number to retire records to the FRC)

APPLICABILITY: Agency-wide

Z TION: ) -
DESCRIPTION: The Superfund Financial Assessment System (SFFAS) is a computer
application designed to calculate the remedial costs a responeible party can
theoretically afford to pay for the cleanup of a site. The system is
inactive. .

ARBAXG!NENT:

TYPE OF RECORDS: SPECIFIC RESTRICTIONS:

Reports, printouts, data files Enforcement Sensitive Information
NEDIUM1 VITAL RECORD:

Paper, electronic

FONCTIONS SUPPORTED:
Enforcement activities

SPECIFIC LEGAL REQUIREMENTS ¢



EPA

I,

JUL 22 ’98 @7:22AM 303-840-B4E9

S8ERIES NO. 6835A

INFO.

FINAL DISPOSITION:

a. Electronic software program:
Digyosable

b. Input

¢. ZElectronic data: Disposable
d. OQutput and reports

e. Supporting documentation:
Digposable ’

FILE BREAK INSTRUCTIONS:
Break file when superseded by routine software updates.

2.
b.
c.
d.

Q.

TRANSFER TO FRC PERMITTED:!
No

Dependent on related records
No

Dependent on related records

Yes

Follow file break instructions for related recordg.

Break f£ile when superseded.

Fcllow file break instructions for related reco:da.

Break file when superseded.

DISPOSITION INSTRUCTIONS:
Delete when superseded by routine software program updates and quality
assurance check completed or when no longer needed. '

a.

b,

c.

Follow éispositicn instructions for related records.

Maintain individual records for at least 2 years after completion of

action and then delete when no longer needed.

d.

e.

Follow disposition instructions for related records.

Keep in office up to 2 years after file break, then retire to FRC.

Destroy when 15 years old.

PP

RZASONS FOR DISPOSITION:

TION

AGENCY-WIDE GUIDANCE:

System documentation must be kept to support
litigation, cost recovery efforts, and mission-critical decisions.

PROGRAM OFFICE GUIDANCE/DESCRIPTIVE INFORMATION:

3

AL TION:

CONTROLLING UNIT:

Name:

Cffice of Enforcement and

Compliance Assurance

Lozation:

NEIC, Denver

Inclusive Dates:

‘Volume on Hand (Feet):

CONTACT POINT:

Name: Charlene Swibas

Mail Code:
Telephone: 303-969-5151
Ooffices Criminal Enforcemant,

and Training

P.3

Forensics,
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EPA BERIES NO. 685A

Annual Accumulation: Room:

(feet or inches)

CONTROL INVORMATION:

RELATED ITEMS:

PREVIOUSLY APPROVID BY

NARA SCHEDULE NOS:

Approval Approval Entxy Last

Date EPA Data MNARA Date Modified
1173793 7/22/98

7/17/795%

P.4
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DRAFT OF 5/15/9%98
U.S8. EPA RECORDS CONTROL SCHEDULE
SERIES TITLE: COnsolidatéd Index System (CIS)
PROGRAM: Inspector General
EPA SERIES NO: 706A
AGENCY FILE CODE: INSP 706

NARA SCHEDULE NO. N1-412-96-1/11
(Use this number to retire records to the FRC)

APPLICABILITY: Agency-wids

SDENTIFYING INFORMATION;

DESCRIPTION: The Consolidated Index System (CIS) searches existing Office of
Inspector General data bases for a match 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 Inspector General Operating and Reporting (IGOR) syatem.

ARRANGEMERNT t

TYPE OF RECORDS;: SPECIFIC RESTRICTIONS:
Data files, reports, ad hoc

queries ‘

MEDIUNM; VITAL RECORD:

Electronic, paper

TUNCTIONS SUPPORTED:
Program operations

SPECIFIC LEGAL REQUIREMENTS:


https://n:1:r.zs
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EPA SERIES NO, 706A

DIs, TI s

TINAL DISPOSITION!? TRANSFER TO FRC PERMITTED:

a, Electronic software program. '

Disposable No

b. Input See EPA 171A - Input/Source Records

¢. Electronic data: Disposable No
d. Output and reporta Dependent on related records

e. Supporting documentation:
Disposable Yes

FILE BREAK INSTRUCTIONS:
a. DPreak file when superseded by routine software updates,

b. Break file according to instructions for EPA 171A - Input/Source Records.
c. Break file when superseded.

d. Follow file break instructions for related records.

e. Break file when superseded.

DISPOSITION INSTRUCTIONS:

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

b. Follow Sisposisien instructions for EPA 171A - Input/Source Records.

¢. Maintain individual records 2 years after completion of action and then
delete when no longer needed,

d. TFollow disposition instructions for related records.

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

APPLICATION GUIDANCE:

REASONS FOR DISPOSITION: Information for CIS ls obtained from other source
systems and does not contain any unique information.

AGENCY-WIDE GUIDANCE: Systems related to CIS include:

PATS - Prime Audit Tracklng System, included as part of EPA 090A -
Administrative Support Data Eases.

ITS - 1Investigation Tracking System, included as part of EPA 090A.
PSS - Personnel Security System, included as part of EPA 090A.
SDE - Suspension and Debarment System, acheduled as EPA 707A.

FPROGRAM OFFICE GUIDANCE/DESCRIPTIVE INFORMATIONS

T0D. () N3
CONTROLLING UNIT: CONTACT POINT:
NMame:s oIG Name: Joyce B. Williams
Locations WsSM Mail Codes 2441

Inclusive Dates!: Telephones 202-260-3517
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' I

EPA SERIES XNO, 706A

Volume on Haand (Feet): Qtticol IRM
Annual accumulation: Rocmt NE 3606
(feet or 1n¢h-s)

CONTROL INFORMATION:

RELATED ITEMS: EPA 090A, EPA 707A

PREVIOUSLY APPROVED BY
NARA SCHEDULE NOS:

Approval Approval Entry Last
Date EPA Date NARA Date Modified
4/28/85 11/5/83 6/15/98



DRAFT OF €/25/98

U.S. EPA RECORDS CONTROL SCHEDULE
ERIZ8 TITLE: Suspension and Debarment System (SDS) k)i%&ulra*axq
PROGRAM: Inspector General
RIES NO: 707A
AGENCY FILE CODEs INSP 707

NARA SCHED N1-412-96-1/12
8y to retire records to the FRC)

ﬂncy-wide

DENTIFYING INFORM

DESCRIPTIONs Thae Suspension and Debarment System (SDS) is a control and
tracking system specifidally for euspension and debarment casesg. This system
identifies all EPA suspension and debarment cases initiated August 17. 1982 tc
October 1, 1992, After OctQber 1, 1992, the system identifies only Office of
Inspector General cases. Ths system also shows the history and disposition cf
all closed cases, and the curdent status of all open cases.

ARRANGEMENT 1
TYPX OF RECORDS:

Data files, reports, ad hoc
queries

RPECIFIC R!STRICTIONS:

MEDIUM:
Electronic, paper

TFUNCTIONS SUPPORTED:
Program operations

SPECIFIC LEGAL REQUIREMENTS:

D Rdtasn

2'd 63v8-8r8-c8C Wue2:11 86. S2 NI
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IPA BERIES NO. 707A

TR&NSTER TO FRC PERMITTED;:

No

Dependent on related records
c. Electroniy data: Disposable No
4. Output and Yeports Dependent on related rec¢rds

e, Supporting documentation:
Disposable Yea .

FILE BREAK INSTRUC;}QNS: :
a. B:eak file when superseded by routine software updates.

b. Follow file break structions for related records.
c. Break file when supexgeded.

d. Follow file break instxuctions for related records.

e. Break file when supersedid.
DISPOSITION INSTRUCTIONS:
a. Delete when superseded by rRutine software program updates and qualily
assurance check completed or wheR no longer needed.

b. Follow disposicion instructiong for related records.

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

d. Follow disgposition instructions for\related records.

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

APPLICATION GUIDANCE;
REASONS YOR DISPOSITION: SDS i3 an administrptive system used for program
evaluation and compllance or enforcement activities,

AGENCY-WIDE GUIDANCE;: Susgpension and Debarment\Files are scheduled as EPA
702A. ‘

PROGRAM OFFICE GUIDANCE/DESCRIPTIVE INFORMATION:

NFORMA H
CONTROLLING UNIT: CONTACT POINT:

Name: Office of Inspector Name:s Charles lewis

General

location: WSM Mail Code: 2431

Inclusivq Dates: 19§2- Telephona: 202-260-76860

Volume on Hand (Feet): Office: Asst., Inspector General fer
Investigations

gd 63r@-8r8-CoE WEe2:1T 86, S2 NNC
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EPA SERIES\NO.

Rooms

NARA SCHEDULE NOS:

Approval Approva Entry Last
Date EFA Date Date Modified
4/28/95 11/5/93 €/25/98
v°d

68vB-Br8-EBE WUBE:TT 86, S2 NNL
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DRAFT OF 9/16/98

U.S. EPA RECORDS CONTROL SCHEDULE
RIES TITLE: Underground Injection Control Data Bases ALY, (T
PRO 1 Water

EFA SERYES NO: 234R

" MARA SCHEDWLE NO. N1-412-96-1/13

APPLICABILITYN Regions

DESCRIPTION: The Underground Injection Control (UIC) data bases contain
detailed information“on well operators, administrative orders, permits and
individual wells, for all wells whers EPA is the permitting authority.

ARRANGEMENT: Not applica

TYPE OF RECORDS:
Data filles, printouts, forms

SPECIFIC RESTRICTIONS:
Enforcement Sensitive

MEDIUM:
Electronic, paper

VITAL RECORD:

FUNCTIONS SUPPORTED:
Pexrmitting, compliance and enforcement

EPECIFIC LEGAL REQUIREMENTS:
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PA SERIES NO. 234R

TION
DISPOSITION: TRANSFER TO FRC PERMITTED:
ectronic software program: '
Disposable . No

b. Inpu Disposable No

¢. Electrdnic data; Permanent No

‘ . WRAR: ﬂ' "W"\. o
4. oOutput ary reports Dependent on relafFﬂRjeFi’ s? L‘;’ug ,3 %
- S B S s W I
€. Supporting {ocumentation: sirew” wie. Veisles  als vz oz
Pennanent No

FILE BREAK INSTRUCTIONS: |
a. Break when each\pajor version is discontinued, when superseded by routine
scftware updates, or when system i3 terminated or discontinued.

b. Break file according to instructions in EPA 171A - Input/Source Records.
c. zeak file when superieded.

d. Follow file break instri¢tions for related records.

e¢. Break file ac the end of erch major version changé.

DISPOSITION INSTRUCTIONS:
a. FPor each major version change)

procedures required in ETSD's Oper
longer needed to support program mi

maintain a current version following
ions Policies Manual or delete when no
ion.’

b. Follow dispesitienm instructions foX EPA 171A - Input/Source Records.

¢. Transfer ASCII or EBCDIC flat file to\ the Naticnal Archives annually as
specified in 36 CFR 1228.188.
d. PFollow disposition instructions for the Xelated records.

e. Transfer those records necessary to document how the system captures,
menipulates, &nd outputs data as specified in 36\CFR 1228.188 to the National

Archives. This documentation would be transferred along with the electronlc
data f£flat file (item c¢).

APPLICATION GUIDANCE{
. REASONS FOR DISPOSITION: This item covers a number of regionally produced
data bases which track information on actions related ‘tQ individual wells
coverad by the Safe Drinking Water Act (Part C of the Sa¥e Drinking Water Act,
&s amended, 42 U.S.C. §300h et seq.) to protect undergrouRd sources of
drinking water. Implementation varies from region to regi

AGENCY~WIDE GUIDANCE: UIC permits are covered in EPA 205a,
enforcement files and ERPA 211A for compliance files.

ee EPA 207A for

PROGRAM OFFICE GUIDANCE/DESCRIPTIVE INFORMATION:

CUSTODIAL INFORMATION:
CONTROLLING UNIT: Multiple unitsg’ CONTACT POINT:

Namet ’ ' Namet

Locatiogs Mall Code:t


https://sc!twe.re
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SERIES NO. 2348
Inclugive Dates: Telephone:
office:

Room:

A 205A, EPA 207A, EPA 211A, EPA 4323, EPA 4482

-Ns.% .‘g;‘? 7’\' 'ﬂ?gw;ra ip"'il ':s'.')(;a

By 4

NARA SCHEDULE NOS:

Approval Approva Entry Last
Date EPA Date Date Modified
12/13/9¢ 9/5/794 9/16/98




EPA Records Schedule 447 - Environmental...Informatian Management System (EMaP/8V8)G3/Environmental Protection ...ice of Research and Development/447.html

EPA Records Schedule 447

Status: Final, 10/31/2007

14) 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.

* N1-412-96-1/14

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.
Item c: Electronic data

¢ Permanent

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

1of2 11/5/2007 3:10 PM



‘PA Records Schedule 447 - Environmental...Informatiga Management System (EMa&P/SVA8)G3/Environmental Protection ...ice of Research and Development/447.html

Item d: Output and reports
* Varies
* File with related records and follow instructions for the related records.
Item e: Supporting documentation
¢ Permanent
e 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: 01/20/1999

20f2 11/5/2007 3:10 PM
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DRAFT OF 6/21/93

U.8. EPA RECORDS CONTROL SCHEDULE

ERIES TITLE: AREAL-RTP Acid Rain System (SAD) W‘ﬂ C{A ’ l/ﬁ

PROGRAM: Research and Development
EPA SBRIES NO: 462A
NARA SCHERULE NO. Pending .

APPLICABILIN: Agencywide

DESCRIPTION: ' The Acid Rain Data Base contains data collected during the
course of a study\of acid precipitation in the United States, Canada, and
other foreign countyies. Data is gathered from EPA and other government
agencies and is updated quarterly. Data is used for research and trend
assessment. ' ST ‘ '

ARRANGEMENT: Arrangemeny varies.

TYPE OF RECORDS:

SPECIFIC RESTRICTIONS:
Reports, printouts, data fil ‘ '

None

MEDIUM:

VITAL RECORD:
Electronic, paper, forms ’

No

FUNCTIONS SUPPORTED:
Program operations

SPECIFIC LEGAL REQUIREMENTS:
Clean Air Act, as amended, Sec.

%

WA



EPA SERIES NO. 462A

INAL DISPOSITION: TRANSFER TO FRC PERMITTED:
" Electronic software program: ' o ‘
posable No

nput: Disposable No
c. Elgctronic data: Permanent No

d. Outp and reports Dependent on related records

e. Supporting documentation:

Permanent No

FILE BREAK INSTRUCTIONS:
a. Break following each major or routine version change.

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

c. Break file when s\perseded.
d. Break file according, to instructions for related records.
e. Break file at the end Qf each major version change.

DISPOSITION INSTRUCTIONS:
a. For each major version chapge, maintain current version on tapes or
cartridges for 7 years followi procedures required in NDPD's Operational
Policies Manual, Sections 200.01\ and 200.02 on archiving data sets and records
management. After 7 years, the types are to be destroyed by degaussing. For
any routine software updates, deleke software after quality assurance check is
performed. ‘ o

b. Follow dispesitien instructions £

c. Transfer ASCII or EBCDIC flat file oX 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 specifications. o

EPA 171A - Input/Source Records.

d. Follow disposition instructions for relatkd records.

e. Transfer those records necessary to document\ how the system captures,
manipulates, and outputs data to the National Archives in either paper or
electronic form on new or recertified one~half inck, 9 track tape or cartridge
written in ASCII or EBCDIC. Supporting documentati can include the software
source code, data system specifications, file specifigations, code a
translations, record layouts, user guides, and output ecifications. This
documentation would be transferred along with the transXer of the electronic
data flat file (item c). ‘ ) ‘ ’

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

AGENCYWIDE GUIDANCE:

PROGRAM OFFICE GUIDANCE/DESCRIPTIVE INFORMATION:



A SERIES NO. 463A

TRANSFER TO FRC PERMITTED:

No
b. ‘Input: isposable No
c. Electronic\data: Disposable No
d. Output and regorts Dependent on related records
e. Supporting documentation:
Disposable Yes

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

b. Break file according to ingtructions 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

re program updates and quality
assurance check is completed or when no lon

r needed.

b, Follow &ispesitien instructions for EPA 17 - Input/Source Records.

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

d. Follow disposition instructions for related recordg.

e. Keep in office at least 1 year, then retire to FRC. estroy when 15 years
old. ’ ‘
APPLICATION GUIDANCE:
REASONS FOR DISPOSITION: System documentation must be kept t& support
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 mayntained.

PROGRAM OFFICE GUIDANCE/DESCRIPTIVE INFORMATION:

g%%%%ﬁ%%?ﬁélﬁgfg%zzgx& CONTACT POINT:

Name: ORD/Cincinnati Name: Daniel Greathouse
Location: Mail Code:

Inclusive Dates: Telephone: 513-569-7869

Volume on Hand (Feet): Office:



PA SERIES NO. 463A

Room:
PREVIOUSLY
NARA SCHEDULE |
Approval Approval Entry Last
Date EPA Date\NARA Date Modified

5/19/93



o ® 4 62A

DRAFT OF 5/19/93 u)H’MAﬁWk _
U.8. EPA RECORDS CONTROL SCHEDULE |
$ Applicable Relevant and Appropriate Assistant (ARARS)
Researcﬁ and Development
EPA SERIE‘ 0: 463A

NARA SCHEDULE WO. Pending
.{Use this numbeX\to retire records to the FRC)

APPLICABILITY: AgengQywide

DESCRIPTION: 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. '

ARRANGEMENT: Arrangement varie

TYPE OF RECORDS:

SPECIFIC RESTRICTIONS:
Reports, printouts, data files o ‘ '

MEDIUM:
Electronic, paper, forms

FUNCTIONS SUPPORTED:
Enforcement activities

SPECIFIC LEGAL REQUIREMENTS:

Comprehensive Environmental Response, Compensation,
amended '

(D1 Edy 0w



A SERIES NO. 462A

CONTRO: CONTACT POINT:
Name: ORD AL/RTP, Exposure Name: James Reagan
Assessment Research Division ’

Location: Mail Code: MD-56

Inclusive Dates: Telephone: 919-541-4486

Volume on Hand (Feet): Office:

Annual Accumulation:
(feet or inches)

Room:
CONTROL INFORMATION:
RELATED ITEMS: EPA 171A

PREVIOUSLY APPROVED BY
NARA SCHEDULE NOS:

" Approval Approval
Date EPA Date NARA Date
’ ‘ 3/1/93

Last
Modified
21/93
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DRAFT OF 5/19/93
U.S. EPA RECORDS CONTROL SCHEDULE
R " Witwdraun
SERIES TITLE: CP~1 Graphical Display System for the Nevada Test Site (CP-1)
¢ Research and Development

EPA SERXES NO: 465A

NO. Pending
er to retire regords to the FRC)

APPLICABILITY:\ Agencywide

DESCRIPTION: -1 graphics system is used during events at the Nevada
Test Site to displaj\monitoring information. ‘ .

ARRANGEMENT: Arrangemeqt varies.

TYPE OF RECORDS:

SPECIFIC RESTRICTIONS:
Reports, printouts, data f ' ' '

es " None

MEDIUM:
Electronic, paper, forms

VITAL RECORD:
No

FUNCTIONS SUPPORTED:
Program operations

SPECIFIC LEGAL REQUIREMENTS:
None '

ARV CLPEVN



SERIES NO. 465A

TRANSFER TO ?RC PERMITTED:
Disposab No

b. Input Disposable No

c. Electron data: Disposable No

d. Output and xeports ’ - Dependent on related records

e. Supporting doo mentation:

Disposable Yes

\

FILE BREAK INSTRUCTIONS:
. a., Break when supersed

d by routine software program updates.

b. Follow file break ins ructions for EPA 171A -~ Input/Source Records.
c. Break file when supersed |
d. Follow file break instruct’ong for related records.
e. Break file when.superseded.
DISPOSITION INSTRUCTIONS:

a.  Delete when superseded by routing

software program updates.and quality
assurance 'check is completed or when

Q longer needed.

b. Follow disposittion instructions for EPA 171a - Input/Source Records.
c. Keep at least 3 years or until no longey needed, then delete.
d. Follow disposition instructions for relatkd records.

e. Keep in office at least 1 year after file break, then retire to FRC.

Destroy when 15 years old.

APPLICATION GUIDANCE:
REASONS FOR DISPOSITION: System documentation must Dbe

kept to support
mission-critical decisions. :

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

PROGRAM OFFICE GUIDANCE/DESCRIPTIVE INFORMATION:

CUSTODIAL INFORMATION:
CONTROLLING UNIT: CONTACT POINT:

Name: ORD/OMMSQA/EMSL, Las Vegas Name: Norm Sunderlaﬁd
Location: Mail Code: NRS
Inclusive Dates: Telephone: 702-798-2538

Volume on Hand (Feet): Office:



EPA SERIES NO. 465A

Ammual Accumulation: Room:
(feat or inches)

RELATED\ITEMS: EPA 171A

PREVIOUSLY\APPROVED BY
NARA SCHED

Approval Approval Entry Last
Date EPA ate NARA Date Modified

5/19/93



EPA SERIES NO. 467A

NAL DISPOSITION:
Electronic software program:
Disgosable
b. Input: Disposable
c. Elec ronic data: Disposable
d. Output

e. Supportinyg documentation:
Disposable

FILE BREAK INSTRUCTIONS:
a. Break when sup

b. Break file accor

c. Break file when supeyseded

TRANSFER TO FRC PERMITTED:
No
No
No

Dependent on related records

Yes

seded by routine software program updates.

ing to instructions for EPA 171A -~ Input/Source Records.

d. Fol;ow file bre;k instXxuctions for related records.

e. Break file when supersed

DISPOSITION INSTRUCTIONS:

a. Delete when superseded by rojwtine software program updates and quality
assurance check completed or when\no longer needed.

b. Follow the dispesitiem instructiQns for EPA 171A - Input/Source Records.

c. Maintain individual records at leakt 2 years after completion of action,

or until no longer needed, then delete.

d. Follow disposition instructions for related records.

e. Keep in office up to 2 years after file

Destroy when 15 years old.

APPLICATION GUIDANCE:
REASONS FOR DISPOSITION:
in themselves, unique.
limited use.

AGENCYWIDE GUIDANCE:

PROGRAM OFFICE GUIDANCE/DESCRIPTIVE INFORMATION:

CONTROLLING UNIT:

Name: ORD/EMSL-Las Vegas/Aquatic
and Subsurface Monitoring Branch
Location: '

Inclusive Dates:

Volume on Hand (Feet):

Data are gathered from
Data have very limited tim

eak, then retire to FRC.

nsent decrees and are not,
rames (1 year) and are.of

CONTACT POINT:
Name: William Engelmann

Mail Code: AMW
Telephone: 702-798-2664

Office:
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DRAFT OF 5/20/93 .
U.8. EPA RECORDS CONTROL SCHEDULE kﬂ+ﬁdﬁ&hﬂ~
\SERIES TITLE: Hazardous Waste Site Data Base (Indicator Parameters) (HWSD)
RAM: Research and Development
IES NO: 467A

NARA SC
(Use this"

ULE NO. Pending
umber to-retire records to the FRC)

. APPLICABILITY\ Agencywide

"DESCRIPTION: - The- 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 nakionwide. A total of 944 chemical constituents have
been identified and recorded in the data base. The data is used for

- development of regulations standards, trend assessment, and analysis.
. ARRANGEMENT: Arrangement vari

TYPE OF RECORDS:
Reports, printouts, data files

SPECIFIC RESTRICTIONS:
onfidential Business,Information

MEDIUM: VI RECORD:
Electronic, paper,'forms No

FUNCTIONS SUPPORTED:
Program operations and regulatory developmen

SPECIFIC LEGAL REQUIREMENTS:
Resource Conservation and Recovery Act, as amend

W drason



EPA SERIES NO. 467A
nual Accumulation: Room$
(feet or inches) '
ITEMS: EPA 171A

PREVIOUSLY APPROVED BY
NARA SCHEQULE NOS:

Approval . Approval Entry Last
Date EPA Date NARA Date Modified
S 3/1/93 5/20/93
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DRAFT OF B/20/98

U.8. EPA RECORDS CQNTROL SCHEDULE
RIES TITLE: Integrated Risk Information System (IRIS) O It dyausn
M: Research and Development
EPA SERIES NO: 468A

NARA SCHEDDLE NO. N1-412-96-1/19

L TN e grmL g ‘W
Q % 5 ,b TP
APPLICABILI Agency-wide } A i
. mm e Vg LA ] B

ON
Integrated Risk Information fystem (IRIS) data base conteins
summary informatiog related to human health risk assessment. IRIS, which ise
updated monthly, is\the Agency's primary vehicle for communication of chrcric
health hazard information representing EPA consensus positions following
comprehensive review bX intra-Agency work groupsa., It .is a useful informacion

used to support the Agenck's opinion. The zystem contains hazard
identification and dose-redponse risk information for approximately 500
chemicals. '

IRIS is comprised of three sections: noncancer health effects resulting from
oral exposure, noncancer health &ffeccts resulting from inhalation exposure,
and carcinogenic assessment for both oral and inhalation exposure. It
containg full bibliographic citatiohs for each substance file, directing the
user to the primary cited studies and\ pertinent scientific literature. Otherxr
information such as summaries of Drinking Water Health Advisories and EPA
regulatory acticns, is ;ncluded in IRIS\ IRIS is accesgsible to the public as-
well as EPA staff. '

ARRANGEMENT: Arrangement varies.

TYPE OF RECORDSS EPECIFIC RESTRICTIONS:

Reports, printouts, data files Confidential\Busineszs Information
MEDIUM: VITAL RECORD:
Electronic., paper, forms No

FUNCTIONS SUPPORTED:
Program operations and public awareness

SFECIFIC LEGAL R!QUIR!MINTS:
None

W Qadrasn

2°'d 63v2-Bv3-E8C WdbP:2T 86. B2 oMM
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EPA\EIRIES NO. 468A

TRANSFER TO FRC PERMITTED:
Disposabl No
Dependent on related records

¢c. Electronid data: Permanent No

d. Output and Dependent on relafgﬁ“gégggdgf@ P
FA L A
@. Supporting dochpmentation: mun’ LU W S R, 9 ' s

No

a. Break following eac major or routine version change.

b. Break file according ¥p instructions for related records.
c. Break file when superseded.

d. Break file according to ingtructions for related records.
e. Break file when superseded.
DISBPOSITION INSTRUCTIONS:

a. For each major version change,
procedures required in ETSD‘s Operati

intain c¢urrent version following’
al Policies Manual.
b. Follow disposition instructions for related records.

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

d. Follow disposition instructions for relat records.

e, Transfer those records neceegsary to document\how the system capcures,
manipulates, and outputs data to the Natiocnal Archives as specified in 3€ CFR
1228.1858. This documentation would be transferredwith the electronic data
flat file (item c}.

PPLICA ID, H
REASONS FOR DISPOSITION: IRIS was developed in responsd to a growing demand

for consistent chemical substance risk information, repregenting EPA consensus
opinions, for use¢ in decisionmaking and regulatory activites. It is intended
tO serve as a pointer system to more detailed data containeyd in supporcing

scientific gtudies.

AGENCY-WIDE GUIDANCE: Input records are included in EPA 460H\: IRIS
Documentation Files.

PROGRAM COFFICE GUIDANCI/DESCRIPTM INFORMATION:

STODIAL JINFORMAT H

CONTROLLING UNIT: CONRTACT POINT:
Napes ORD Names Pat Daunt
Location: Cincinnati Mail COdga MS-~190

g'd 63P0-Br3-coZ WdSh:2T B6. B2 O



468A

Telaephone:

Office:

513-569-7586

Natiorial Center for Environ-

mental Assessment

Rooms
ws, 'aW-m T
YR AP
PREVIOUSLY APPROVED B pives u 4*»‘ ~-\1 aalber,
NARA SCHEDULE NOS:
Approval Approval Intry Last
Dats EPA Date NARA Date Modified
12719798 3/1/93 8/20/98
v'd

63P0-@r3-28E WdSh:21 86, ©2 OMY
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EPA Records Schedule 471 - Pesticide and...Analysis and Hazard Assessment (PIRANYISJWG3/Environmental Protection ...ice of Research and Development/471.html

20)

1of2

EPA Records Schedule 471

Status: Final, 02/20/2007
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 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.

e N1-412-96-1/20
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

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

Item b: Input

e Disposable

¢ Follow instructions for EPA 171 - Input and Source Records.
Item c: Electronic data

¢ Disposable

11/5/2007 3:10 PM



DRAFT OF 5/15/97
U.S. EPA RECORDS CONTROL SCHEDULE
;,) SERIES TITDE: NRMRL Treatability Data Base (NRMRL TDB) h)\%\o\yw
PROGRAM: Resdarch and Development
EPA SERIES NO: “{74A

NARA SCHEDULE NO. 1-412-96-1/21
{Use this number of Xetire records to FRC)

APPLICABILITY: Agency- ide

IDENTIFYING INFORMATION:

DESCRIPTION: The NRMRL Tre tabxlxty Data Base (NRMRL TDB) is designed to
assist in selecting technolodies or estimating the degree of treatment
achievable for specific chemidals 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 updated annually, is available to the public.

ARRANGEMENT : Arrangement varies.

TYPE OF RECORDS: SPESIFIC RESTRICTIONS:
Reports, printouts, data files Nene

MEDIUM: VITAL

Electronic, paper, forms No

FUNCTIONS SUPPORTED:
Program operations

SPECIFIC LEGAL REQUIREMENTS:
None




EPA \SERIES NO. 474A

DISPOSTTION INFORMATION:

FINAL DISPOSITION: TRANSFER TO FRC PERMITTED:
a. Eleckronic software program: ‘

Disposabl No

b. Input: isposable No

c. Electronid data: Disposable No

d. Output and ports Dependent on related records
e. Supporting do entation:

Disposable Yes

FILE BREAK INSTRUCTI
a. Break when supers

ed by routine software updates.

b. Break file according\to EPA 171A - Input/Source Records,
¢. Break file when superskded.

d. Break file according to \nstructions for related records.
e. Break file when superseded
DISPOSITION INSTRUCTIONS: .

a. Delete when superseded by rouline software program updates and quallty
assurance check completed or when longer needed.

b. Follow dtspesitien instructions r EPA 171A - Input/Source Records.

¢c. Maintain individual records at 1ea 2 years after file break, then delete
when no longer needed.
d. Follow disposition instructions for related records.

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

reak, then retire to FRC.

APPLICATION GUIDANCE:
REASONS FOR DISPOSITION: Data consists of information extracted from
publically-available sources. Retention meets pr

)

AGENCYWIDE GUIDANCE:

PROGRAM OFFICE GUIDANCE/DESCRIPTIVE INFORMATION:

o

CUSTODIAL INFORMATION:

CONTROLLING UNIT: CONTACT POINT:

Name: ORD/NRMRL ' Name: Subhas Sikdar

Location: Cincinnati Mail Code:

Inclusive Dates: Telephoneg 513-569-7528

Volume on Sapd (Feat): Office: National Risk Management

Research Lab.



EPA Records Schedule 471 - Pesticide and...Analysis and Hazard Assessment (PIRANHS{)WG3/Environmental Protection ...ice of Rescarch and Development/471.html

¢ Maintain individual records for at least 2 years, then 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

¢ 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 Burns
* Telephone: 706-355-8119

Related Schedules:

EPA 171

Previous NARA Disposal Authority:
Entry: 03/01/1993

EPA Approval: 12/19/1996

NARA Approval: 01/20/1999

20f2 11/5/2007 3:10 PM



DRAFT OF 5/20/93
U.8. EPA RECORDS CONTROL SCHEDULE .
| ; witdiauu
IES TITLE: Superfund Differing Site Conditions System (SUPERDISC)
Research and Development
NO: 476A

NARA SCHED
(Use this nu

NO. Pending
r to retire records to the FRC)

APPLICABILITY; encywide

DESCRIPTION: This s
by Remediation Contrac
site conditions.

tem will help Regional Project Managers review requests
rs for changes in their contracts to reflect differing

ARRANGEMENT: Arrangement varies.
TYPE OF RECORDS:

SPECIFIC RESTRICTIONS:
Reports, printouts, data files ‘ ‘

None

MEDIUM:

VITAL RECORD:
Electronic, paper, forms '

FUNCTIONS SUPPORTED:
Program operations

SPECIFIC LEGAL REQUIREMENTS:
Comprehensive Environmental Response, CompenXation, and Liability Act, as
amended ’ ' ' ‘



EPA SERIES NO. 474A

Annual Accumulation: Room:

(feet or inches) ) )

CONTROL INFO. 'TON:

RELATED ITEMS: PA 171A

PREVIOUSLY APPRO BY

NARA SCHEDDLE NOS:

Approval Appro¥xal Entry Last

Date EPA Date Date Modified
3/1/93 5/15/917




PA SERIES NO. 476A

TRANSFER TO FRC PERMITTED:
le No
b. Input Disposable No
¢ data: Disposable No

d. Output and\reports Dependent on related records
Yes

a. Break file when siperseded.

b. Break file according\to instructions for EPA 171A - Input/Source Records.
c. Break file when supers&ded.

d. Break file according to structions for related records.
e. Break file when superseded.
DISPOSITION INSTRUCTIONS:

a. Keep version at least 5 years

ter it is superseded or until no longer
needed, whichever is later, then de »

te. ‘
b. Follow &ispesitier instructions fox EPA 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 for relgxted records.

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

APPLICATION GUIDANCE:
REASONS FOR DISPOSITION: System documentation mugt be kept to support
litigation, cost recovery efforts, and mission-critical decisions.

AGENCYWIDE 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 inf§rmation to ensure a
complete record suitable for litigation support, if necagsary, is maintained.

PROGRAM OFFICE GUIDANCE/DESCRIPTIVE INFORMATION:

g%g%ggfﬁgﬁéuﬁggg%llgl; CONTACT POINT:

Name: ORD/Cincinnati Name: Daniel Greathouse
Location: Mail Code:

Inclusive Dates: ' Tglephqpe: 513-569-7869

Volume on Hand (Feet): Office:



SERIES NO. 476A

Annudl Accumulation: Room?
(feet \or inches)

RELATED IBEMS: EPA 171A

" Approval Approval Entry Last
Date EPA ate NARA Date Modified
N 5/20/93
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DRAFT OF 6/21/93

U.S. EPA RECORDS CONTROL SCHEDULE .
’ ‘ ' WO Badyaisn
ITLE: Thermoluminescent Dosimetry Instrument Control and Database '

23) Managemext System (TLD) | "

PROGRAM: Rmgearch and Development

EPA SERIES NO:\ 477A
NARA SCHEDULE NO.\ Pending
(Use this number to\retire records to the FRC)

APPLICABILITY: Agenc

IDENTIFYING INFORMATION:

DESCRIPTION: The Thermoluminescent Dosimetry (TLD) Instrument Control and
Database Management System ('RLD) controls all aspects of the operation of the
TLD readers, including reading\of raw data files, tracking of reader and TLD
OA/OC parameters, on-line OC, calibration of TLD reders, maintaining a
history-use data base documenting\the life-time of ech individual TLD, and
calculating absorbed dose equivale based on fully corrected raw data
results. This is accomplished thro&@Q‘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 RESTRICTIONS:
Reports, printouts, data files None ‘

MEDIUM: VITAL RECORD:
Electronic, paper, forms No

FUNCTIONS SUPPORTED:
Program operations

SPECIFIC LEGAL REQUIREMENTS:



https://Marietta,.GA

RIES NO. 477A

FINAL DISPOSITION: TRANSFER TO FRC PERMITTED:

a. ElectrQnic software program: ‘ ‘ i
Disposable ' No
b. 1Input: Digposable No
c. Electronic dsyta: Disposable No

. d. Output and reports Dependent on related records
e. Supporting documextation:
Disposable Yes

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

b. Break file according to structions for EPA 171A - Input/Source Records.
c. Break file when superseded.
d. Break file according to instrugctions for related records.
e. Break file when superseded.
DISPOSITION INSTRUCTIONS:

a. Retain a version at least 5 years after it is superseded, or until no
longer needed, whichever is later, then lete.

. b. .Follow -éispesitien instructions for EPANI71A = Input/Source Records.

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

d. Follow disposition instructions for related r o;ds;

e. Hold documentation in office at least 1 year aft file break, then retire
to FRC. Destroy when 15 years old. ‘ '
APPLICATION GUIDANCE:

REASONS FOR DISPOSITION: System documentation must be kept to support
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¥g, input data
used, search parameters, software used, or similar information ensure a
complete record is maintained. '

PROGRAM OFFICE GUIDANCE/DESCRIPTIVE INFORMATION:

CONIROLLING UN?:: T CONTACT POINT:

Name: EMSL-Las Vegas (NRD) Name: Bruce B. Dicey
Locations Mail Code: NRD
Inclusive Dates: Telephone: 702-798-2320

Volume on Hand (Feet): Office:



® @

IES NO. 477A

Room?
PREVIOUSLY APPROVED BY
NARA SCHEDULE NOS: )
" Approval Entry Last
Date EPA Date Modified

6/21/93
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{

DRAFT OF 10/10/96
U.S, EPA RECORDS CQNTROL SCKEDULE
ZLD SERIES TITLE: Special Software Programs Wit dyacsn
PROGRAM: Al programs

EPA SERIES NO:

DESCRIPTION:  These are spegially designed computer programs which provide the
user with the capability to ansfer data, manipulate data, collect special
types of data, integrate dataand/or develop interface systems. The programs
are not: (a) required by law, ox (b) necessary to document program activities.

ARRANGEMENT:

TYPE OF RECORDS:
Electronic

ECIFIC RESTRICTIONS:

MEDIUM:
Electronic

FUNCTIONS SUPPORTED:
Program operations

SPECIFIC LEGAL REQUIREMENTS:
None ‘ '

AYIVAPIREN



EPA\SERIES NO. 159A

SPOSITION: ' . TRANSFER TO FRC PERMITTED:
ronic software program: C

Disposabl No

b. Input Disposable No

c. Electroniy Data: Disposable No

d. ' Output and Reports Dependent on related records
b. Supporting ddgumentation:

Disposable Yes

FILE BREAK INSTRUCTIQNS:
a. Delete when supergeded by routine software updates or when no longer
needed. ‘ ’ ' ‘

b. Break file according\to instructions for EPA 171A ~ Input/Source Records.
c. Break file when supersgded.

d. File with appropriate cage files or related records. . Follow file break
instructions for related recoxds.

e. Break file according to inskructions for EPA 304A - System Documentation.
DISPOSITION INSTRUCTIONS:

a. Delete when superseded by routine software program updates or when no
longer needed. ‘

b. Follow <ispesitiem instructions £

c. Maintain individual records for at
action and then delete when no longer ne

EPA 171A - Input/Source Records.

east 2 years after completion of

d. Follow disposition instructions for relhated records.

e. Follow disposition instructions for EPA 4A - System Documentation.
APPLICATION GUIDANCE:
REASONS FOR DISPOSITION: The software programs provide the users access to
extracted data from a variety of agency and non~agency databases. These
programs also provide interfaces for interactive applications which can be
used with various models.

AGENCY-WIDE GUIDANCE: BApplication software used solely to maintain a master
file or database authorized for disposal in a General Records Schedule item or
a NARA-approved schedule is covered in EPA 179A - Speciyl 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:



EPA_SERIES NO. 159A

NG UNIT: Multiple units CONTACT POINT:

Xamgz Name:
-Locations Mail Code:
Inclusive Dates? Telephone:
Volume on Hand (Fekt): Office:
Annual Accumulation: Room:
(feet or inches) ’ '

PREVIOUSLY APPROVED BY
NARA SCHEDULE NOS:

Approval Approval Entry Last
Date EPA Date NARA Modified

10/10/96
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DRAFT OF 8/12/98
U.S. EPA RECORDS CONTROL SCHEDULE

RIES TITLI: Web Sites h);g )
PR s All Programs

IPA SERIES NOs 095A
ULE NO. N1-412-96-1/25

umber to retire records to the FRC) | }}:{ }—‘% wi 7"'&‘“
L w

APPLICABILITY: Agency-wide ‘ w3

NARA SC
(Use this

RMATZ
DESCRIPTION: Indludes a broad range of systems used to provide ready, user-
friendly access to\freguently used information in a "public forum" format
using the Internet and the World wWide Web. Announcements and messages can be:
read by any user. IAformation may be drawn from Agency records., publicly
available sources or a\combination of sources.

Web siteg are not a spechfic type of record, but a means of providing access
to a broad variety of recoxds with varying retentions. 1Information is brought
together to simplify acceaa\and provide specialized support for specific
information needs., Web sites are ofren used to distribute software programs,
models, textual, video. sound \qr image files.

This schedule item covers the solware used to maintain the sites, the
informational content, and records\concerning the management of the site. It
provides guidance on determining tha retention and disposition of the records
posted on the Web site. It covers both Internet and Intranet sites.

ARRANGEMENT: Arrangement varies.

TYPE OF RECORDS: SPECIFIC RESTRICTIONS:
Reports, printouts, data files PrivacyN\act

MEDIUM: VITAL RECO
Elecc;onic, paper No

FONCTIONS SUPFORTED:
Public awareness and program oparations

SPECIFIC LEGAL REQUIREMENTS)
Electronic Freedom of Information Act Amendments of 199


https://mm;mmutlt�11,RMA~'l''.lr
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EPA SERIES NO. 0935A

ON¢
rl DISPOSITION: TRANSFER TO FRC FERMITTED:
a. lectronic system software:
Tispogable No
b. Dependent on related records
¢. Eleccronic data Dependent on related records
{1) Record ¥epy . «""\-.3 T.':’ xZ:S T:;E u’:'mw%
{2) Disseminat{on/Access copy . | kN T Y i
a. Dependent on related records .

e. Supporting documentation:

Disposable Yes . '
£. Administrative reco

(1) Site management recorys:
Disposable No

{2) Cumulative statistics:

Disposable Dependent on related records

(3) 3ite content records:

Disposable Yes

g. Electronic versions created
by office automation systems

FILE BREAK INSTRUCTIONS:
2. BSreak file when supersednd by routine
terminated.

ftware updates or system is

b. Break f£ile according to file break instructNons for related records.

c. Break file when superseded.

4. File wich 2ppropriate case files or related recogds. Follow file break
instructions for related records.

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

t and g. See disposition instructions.
DISPOSITION INSTRUCTIONS:

a. Dolete when superseded by routine software updates and quality assurance
cheéck completed or when no longer needed.

b. Maintain with related program records and follow disposition
for related records.

structions

c. Determine whethar material on the Web aite is the record copy or
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 disposztzon instructions for the appllcable recor
schadules.


https://mated.al

AUG 12 ’SB 18:34AM 383-848-04E9 P.4

IPA SERIES NO. 095A

) Dissemination/Access copy - Delete when euperseded or no longer needed
for\dissemination/access purposes.

4. Fdllow disposition instructions for related records.
e. Follow disposition instructions for EPA 304A - Systems Documentation.

£(1). Recxrds concexrning management of the site, hits recorded (system usexr
logs), etc.)\ Destroy when 3 months old.

(2). Cumulatve statistics on the site: File with p oé& %Ln hme fdfguz
and follow dispssition instructions for related recordfws boad i

{(3}. Records concerning what was posted on the site; when it was posted;
whas it contained and when it was replaced. If maintained in paper, keep in
office at least 1 year, then retire to FRC. Destroy when 7 years old. 1If
maintained electronically, delete when 7 years old.

g. Delete when record Ixpy .= generated or when no longer naeded for
reference or updating, no¥ to exceed the retention of the record copy.

APPLIGATION GUIPANCE;

REASONS FOR DISPOSITION: Recgrds posted to Web sites are covered in records
digposition schedules for the xelated records. This schedule item covers the
software used for the Web site d records concerning the managemsnt of the .
sita. Retention is adequate for Wgency needs.

AGENCY-WIDE GUIDANCE: Programs musd have a written policy on the management
of web sites, including how they are wanaged, what is posted, when it is
posted, and whether the Web copy is the official Agency record or the,
disszemination/access copy. This writteh policy must document the appropriate
record format (paper, electronic, microfilm, etc.) and applicable records
schedule for those materials that are unigue Web site records. Material .
created specifically for the site that meety 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\information with potential
regulatory, enforcement, or other legal impact. a program is offering
guidsnce to the regulated community, it needs to Xégp a complete record of
what guidance was offered and for what time period tkat guidance was posted on
the site, Substantive changes are those which give advice or guidancs on
compliance with environmental matters. Changea to the \site administrative
content records, such a2s major additions or deletions that might affect
deci®ions or actions by the public or regqulated community\are covered under
item £(3). BRBditorial or nonsubstantive changes do not need to be kept.

PROGRAM OFFICE GUIDANCE/DESCRIPTIVE INFORMATION: This achedule
is not limited to) the following systems:

Community-Basad Environmental Protection (CBEP)

oD ORMATZO,
CONTROLLING UNIT: Multiple units CONTACT POINT:

Kame: Name!

Locatiocn: Mail Codae:
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PA SERIES NO. 095A
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Inclusive Datess Telephones
Volume\on Hand (Feet): O!ticg:
Annual umulation: Room:
(feat or ihgchas)
o m’ LS ":"ﬂ’ L " [ ol
RELATED ITEMS: XPA 006A, EPA 094A, FPA 304A = ) A "‘4”“‘,3;"”"“;
’;‘q l',."-w'i’ '
PREVIOUSLY APPRO BY g P T - weiia o
NARA SCEEDULE NOS; '
Approval Approva Entry Last
Data EPA Date Date Modified
12/13/796 10/29/%96 8/12/98
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EPA Records Schedule 238

Status: Final, 04/30/2007
2(9 - 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.
¢ N1-412-96-1/26
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
e Disposable
» Delete records 2 years after completion of action.

Item d: Output and reports

e Varies

1of2 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 - 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

e Contact: Helen Grebe
¢ Telephone: 732-321-6797

Related Schedules:

EPA 171, EPA 304, EPA 400
Previous NARA Disposal Authority:
Entry: 08/22/1996

EPA Approval: 12/18/1996

NARA Approval: 01/20/1999

20f2 11/6/2007 10:00 AM
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EPA Records Schedule 239

Status: Final, 04/30/2007
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.
* N1-412-96-1/27
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.
Item c: Electronic data
¢ Disposable
* Delete records 2 years after completion of action.

Item d: Output and reports

¢ Varies

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 Do;:umentation.
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

e Contact: Helen Grebe
¢ Telephone: 732-321-6797

Related Schedules:

EPA 171, EPA 304, EPA 400
Previous NARA Disposal Authority:
Entry: 09/04/1996

EPA Approval: 12/18/1996

NARA Approval: 01/20/1999

20f2 11/6/2007 10:00 AM
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EPA Records Schedule 573

Status: Final, 02/20/2007
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.

* NI1-412-96-1/28
Description:
The EPA Payroll System (EPAYS) 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.
EPAYS 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 EPAYS 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
e Disposable

¢ Close after data entry completed and verified.

10/30/2007 8:53 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

e 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, ¢, and e. Records covered by items b and 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:

EPAYS 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

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

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: 12/12/1996

NARA Approval: 01/20/1999

3of3 10/30/2007 8:53 AM
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DRAFT OF 8/19/58
U.8. EPA RECORDS CONTROL SCHEDULE

TITLE:s Superfund Document Management System (SDMS) W iPdrasny
Superfund

EPA SERIES NO: 049A

AGENCY FILE CODE: SUPR 049

NARA SCHEDULE N1-412-96-1/29 V=% onicty,
uhuﬁ’ag:‘hnia wily ndbm e

DESCRIPTION: The SupeXfund Document Management System (SDMS) is an imaging
sysiem for managing recogds associated with Superfund =ites and is implemented .
on a regional basis. It functions as a utility to store, index, retrieve,
redact, and annotate recortg:; &nd to create special records collections.

Paper records are scanned info the system and captured as images., Other

recoxd madia (e.g., microfor electronic) can be input into the system and
captured as images as well. 1Ihages may be converted to full text using

optizal Character Recognition (OCR) acanning and a full text inverted index

may ve generated to facilitate Jlogating SDMS documents containing particular
words or phrases. Document identiXying data, also called document index

terms, are entered into the system ¥or all images captured in the system as
well as for related records which ard\not imaged (e.g., audio-visual

materials., and, in some cases, photographs, oversized paper records, or
microform). It is possible, using SDMS)\ to capture 2ll Superfund records for

a site, however, there is great variabiliy in the implementation among the
reglons !i.e., not all records of every site, or not all record types’ are
indexed and/or imaged in the same way.)

tored by image ID number;
record ID number,

ARRANGEMENT: Arrangement varies. Images are
document index records are stored by document a

TYPE OF RECORDS3: SPECIFIC RES CTIONS
bata files, reports Confidential Buliness Information
’ Enforcement Sensitive Information
Privacy Act

MEDIUM: VITAL RECORD:
Electronic, pe&per, microform Yes

FUNCTIONS SUPPORTED:
Program operations, cost recovery, and Freedom of Information\act

SPECIFIC LEGAL REQUIREMENTS:
Comprehensive Environmental Response, Compensation and Liability

a3 amended, Sections 104, 106, and 107, 42 USCA 9604, 9606, and
40 CFR 300 ‘ ' )

t of 1980,
07.

W ndyouon
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EPA 2ERIES No.

SDMS ®lectronic software

a.

programs; \Disposable

b. Input

" (1) Imaged papar

(2) Imaged\microform
(3) Electroric optical images
{4} Elcctronic text images
{5) Other medla
{6) Index data) Disposable

c. Electronic data

(1} Electronic imayges:
Permanent

(2) Document index terma:
Permanent

{3) Annotations: Permagent

{4) Redactions:

sy Full text documents:

Disposable
) Full text inverted
Index: Disposable

{

o

d. Output and reports

Supporting documentation:
Permanent

e.

FILE BREAX INSTRUCTIONS:
a.

P.3
TRANSFER TO FRC PERMITTED:
No
Dependent on related records
Dependent on related records .
Dependent on related records i
Dependent on relat a“§ efonas ™y Y 35’% 3
Dependent on rela:is :F3§b¢ﬁ£§\ o L
No .chm wdin
No
No
No
Dependent on related records
No
No
Rependent on related records
No

when zuperseded by routine software updates.

b(1-4).
images have been backed up.

{5?.

{€6).
data have been backed up.

¢(l and 2.
3).

(4-6). File break does not apply.

Break file after quality assurance ch

Break file at the end of a complete input &

Break file according to instructicns for related records.

ot apply.

d. Break file according to instructions for related records.

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

DIBPOSITION INSTRUCTIONS:
a.

procedures required in ETSD’s Operational Policies Manual.

bli-5).
(€).
c(l).

Por sites that have become inactive:

Follow dispositiqn instructions for related records.

Maintain records on site until data is superseded.

Electronic images cannot be

Break software programs when each major\version is discontinued and/or

k has been performed and

Break file after quality assurance check has Been performed and index
cument {item b).

Since an annotation becomes an integral part of an éxisting document
(unless rcmoved by the person adding it); a file break does

For each major version change of SDMS, maintain current version fo'lowing
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EPA SERIES NO. 0497

converted \to ASCII or EBCDIC; the imaged paper is the official record and
should be Nspositioned following disposition instructions for related
records,

{2). Tranafex ASCII or EBCDIC flat file of data to the National Archives, as
specified in 36\CFR 1228.188. 1Include data for active and inactive aites as
of the file break date,

(3). TFor sites tRat have become inactive: a paper copy should be made of an
annctated documents) follow disposition instructions fbr .fgééidgﬁgcézgfﬁg"zﬂ;

v . iy
"!ﬁmu: 4 4
L * [i

esin wlii Tdus

«/accesa for full text documents for images related to.

(4). Follow disposition instructions for related recowd
{5 and §). Delete ind
sites that have hecome i

d. Fecllow disposition instxuctions for related records.

e. Keep inactive materials i% office up to 2 years after file break, then
retire. Destroy when 15 yeara\old.

APPLICATION GUIDANCES
REASONS FQR DISPOSITION: The dis
programs, data, output and reports,
consistent with other related systemg. In addition, cutput from SDMS is
anticipated to be important only as i1 f£ills the needs of other records series
already approved by the National Archiyes. SDMS input records are covered by
othzr schedules already approved by the\National Archives.

sition instructions for electronic software
and supporting documentation are

AGENCY-WIDE GUIDANCE: The official record\copies (inputs and outputs to SDMS)'
ars filed in the appropriate case files under related records series. These
inzlude: '

EPA 0013 - Grants and Other Program Support Agreements ~ Superfund 5Site
Specific ’

EPA 010R - Site Assessment

EPA 012A - Federal Agency Hazardous Waste Qompliance Site Files

EPA 013A = BRemoval Site Files -~ Superfund S\te Specific

EPA 0142 - Remedial Site Files - Superfund Site Specific

EPA 018A - Sampling and Analytical Data Files\- Superfund Site Specific

EPA Q18R - Administrative Records - Superfund 3ite Specific '

EPA 020A - Contract Management Recoxds - Superfupd Site Specific

EPA 024A - Cost Recovery Records

EPA 025A - Enforcement Actions - Superfund Site Specific

EPA 030A - TFreedom of Information Act (FOIA) Reque Files

EPA 258A - Final Deliverables Resulting from Contractor Studies and
Services ’ C

System Refinitions

a. Electrxonic software programs: The instructions or routines
the functions controlling the data and images. The programs allo
Create, access, manipulate, transmit, and store data and images,

at manage
the user to

b. Input: The source records used to enter data or images into SDM
can be on several different media, described below, Output records cea
be used 2s input during a proof-and-correct cycle.

They
also

(1 Imaged paper: Original paper documents scanned into the system.
(Overgsized maps, photographs, and other original documents that inclide
color, grey-scale, raised lettering, etc., that need to be preserved
with more precision than a black and white image may need to be



AUG 24 S8 12:28PM 303-840-B4E89 P.S

EPA B

(2)

(2)

(4)

(S}

-
O

C.

annotations to the images, redactions, a

(1;
(2)

{3

{4)

(5)

RIES NO. C43A

categorized as "other media” even if they are fully scanned into the
syxtem.) '

Imagad microform: Images on microfilm, microfiche, film jackets, etc.,
that are input into SDMS.

ElectromNc/optical images: Images on optical disk, gptical tape,
magneto-cptical disk, magnetic disk, etec,, that are input into SDMS,

agnetic media: Text and data in mac“:j? %ﬂaﬁﬂgk geétfuﬁfg

re imported as records into SDMsS,
' Ban %\-uﬂn d‘tx

Other madia: Oversized meps, video tapes, audio tapes, and any other
records that areé\not fully imagad inte SDMS. Includes images that have
colox, grey-scale\ raised lettering, etc., that need to be preserved
with more precision than a black and white image even though they ara
fully scanned into the system. Includes microform reels and optical
disks, etc., whera the individual images on the medium have not been
included in SDMS. A dlace holder (photocopy of the container or other
identifying form) représents these items as images in the system.

Tlectronic/
format that

Index data input systems:\ Text and data in paper or other media used to
record information about ikmages captured in SDMS or about items that are
tracked by but not imaged iR SDM3. Includes index text or data that are
entered into SDMS electronically from another system (e.g., CERCLIS,
TFMS, or SCORES). The infor jon on these forms is entered into SDMS
as document-level and supporting index terms to the images.

Electronic data: Consists of the stanned images, document index terms,

d full text documents.
Electronic images

Decument index terms: The document index terms consist of document
identifying information, entered manually or through input systems,
about each record that is captured in SDMS. A captured record may
either be an image or a record that is indaxed but not imaged in SDMS,
These index terms are organized into many ralational tables that relate,
elither directly or indirectly., to a document \that is captured in SDMS,

Annotations: Annotations are comments on an image. They are linked to
& location on an electronic image by an image idsntifier and coordinates
for that image. They arxe entered in as text by the users, and may
contain valuable insight into and interpretations &f documents, They
are relevant only if they are tied to the image to ich they refer.

Redactions: Redactions are blacked or whited out areag stored as
coordinatesz which overlay electronic images to prevent \jnauthorized
users from accessing sensitive information. Redacted cooxdinates are not
a useful tool for ensuring the prevention of unauthorized\accaess outside
tha proprietary SDMS platform.

Full text documents: The full text documents consist of full\ text

indexes. Full text documents may be imported into word processing, for
correction or for use in other documents. Corrected ASCII text maw\ be
uploaded to SDMS. Full text documents in SDMS are not conaidered
reliable recorda due to the inaccuracies inherent in the OCR process %
the relative eaze with which these records can be altered. They are
useful in enhancing the changes or finding relevant images (by searchiny
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'or keywords in the full text documents and then calling up the related
ges) and in saving typing time (for those passages that are ‘
loaded and used in other documents).

(6) Full\text inverted index: Consists of a list of words that appear in the
€full Yext of SDMS documents (minus common sense words such as *“the,” '
“and.” Xto,” etc.) And pointers as to where those words occur. It is
used to\quickly identify those documents or pages contailning words used
in a seaxch string keyved in by an SDMS user.

L7 -7. o wv-g rm
d. Output: A rrsult of the function of SDMS. Outpu:ica§ f} \ )

paper, electronic\media, optical media, another compu ﬁn&ah waor m&n

microform. Output\becomes a new record when it is used for a specific purpose
such a&s responding %o a FOIA request or providing documentation for litigacion
or cost recovery.

.

Output to the screen, Whether a formal report is produced or not, is a recoxd
and muat be captured if\used in decision-making (e.g.. a user may call up an -
image of a map of the sibe and decide, based on the image, that a fence nceds
to be built -- the image the screen is a record of the reason for that
dzciaion and should be printed out and filed with the other records for that
site.

e. Supporting documentation: \ Those records maintained by the system manager
in the course of developing, enhancing, maintaining and supporting EPA program
information aystems. The recor document how the system captures.
manipulates, and outputs data. pporting documentation includes all life
cycle products from initiation and\ concept to system implementation and
operation. Documents may include: \cost/benefit analysis; background
information; system validation teast wnd platform test data and documents;
workgroup records; correspondence; fuxctional requirements reports; data
requirements reports; data design repoxts; database design: development gsystem
reporss and decision paper; requirementk specifications; programming
specifications; source codes; user guidek; maintenance manual; operations
manu2l; security manual; user support matdrial; data dictionaries; and records
related to implemented elec¢tronic systems.

PROGRAM OFFICE GUIDANCE/DISCRIPTIVE INFORMATION:

DIAL 1
CONTROLLING UNIT: - CONTACT POI
Name: SDMS Work Group Name: Verne McFgyrland, Chair
Location: Regional offices Mall Code: 6SF-P
Inclusive Dates: Varies with Telephone: 214-665-

the region
Volume on Hand (Feet)1 Office: Reglon § (Dallas)

Annual Accumulation: Room1
(feet or inches)

0, ON
RELATED ITEMS: EPA 001Aa, EPA OLCR, EPA 012A, EPA 013A, EPA 0l4A)\ EPA 018A,
EPA O19R, EPA 020A, EPA 024A, ®PA 02SA, EPA 030A, EPA 258A

PREVIOUSLY ARPROVED BY
NARA SCHEDULE NOd:


https://anoth.er

AUG 24 'S8 12:29PM 383-840-2463

EIPA SERIES NO. 04SA

Approval Approval Entry
Date EPA Date NARA Date
12/719/38 3/20/85

Last
Modified
8/19/98
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EPA Records Schedule 682

Status: Final, 02/21/2007
30) 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.
¢ NI1-412-96-1/30
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

1of2 11/6/2007 10:01 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 Authority:
Entry: 10/27/1993

EPA Approval: 12/30/1996

NARA Approval: 01/20/1999

20f2 11/6/2007 10:01 AM



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 result of the appellate court’s decision; or (4) further
Order of the District Court.
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