
------------------------REQUEST FOR RECORDS DISPOSITION AUTHORITY 
(See Instructions on reverse) 

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

1. FROM (Agency or establishment) 

Environmental Protection 
2. MAJOR SUBDIVISION 

, •various, Pro ams 
3. MINOR SUBDIVISION 

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

Michael L. Miller (202) 260-5911 

6. AGENCY CERTIFICATION 

NOTIFICATION TO AGENCY 

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not approved" or "'withdrawn" in cofumn 10. 

DATE 1ST OF THE 

/-;;.D -99 V. 
I hereby certify that I am authorized to act for this agency in matters pertaining to the disposition of its records 
and that the records pro~sed for dis~sal on the attached M_ page(s) are not now needed for the business 
of this agency or will not be needed after the retention periods specified; and that written concurrence from 
'-ho r.-...-.o .. -,,1 6 ,.._,,., ... t:,,..,? Q/:f.,..o .,.-.Ao.-'""''° " .. ,.. ..;.,.;,...,,.,r ntTi•lo 8,,. •ho r.. AO .,.,f"Il''"'' ft'\.. r::.,;,.i.,.,.,.o ~, ~or'!,o.--,, 1 
.... "" '-"-·· -· """· • _....,..,. _ __ ............t::, ................, -··--· ···- t"' .... - • ·--·- ...-.1 -· .. ......... .........,. - -·. -L1' ..-.& --· .. - .. ...,. -·....-·'""'"""' ...,.... "''""""",& w.• 

Agencies, 

£il is not required; D is attached; or D has been requested. 
DATE 

4/24/95 

7. 

TITLE 

Agency Records Officer, Infonnation 
f1anagenent Services Division 

ITEM 
NO. 

8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 
9. GRSOR 

SUPERSEDED 
JOB CITATION 

10. ACTION 
TAKEN(NARA 

USE ONLY) 

See attached EPA Records Schedules. 
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115-109 NSN 7540-00-634-4064 STANDARD FORM 115 (REV. 3-91) 
PRE~,04.JS EDITION NOJ USABLE Prescribed by NARA 

JAN 2 5 I~ /I.Ah.I ,,a • /JA/L~ ;c/t</j11_J) 36 CFR 1228 
1fl/ pY' -vlf 1/ ', V~p/~ 
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EPA Records Schedule 094 - Electronic Bulletin Boar. file:///Sj/WG3/Environmcntal .tion ...ith new MN language/Agency-widc/094.~tml 

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. 

• Nl-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 ofon-line dialogue, including chat rooms, listservs, Lotus Notes Teamrooms and 
QuickPlace. 

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

Disposition Instructions: 

Item a: Electronic system software 

• Disposable 

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

Item b: Input 

• Disposable 

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

Itern c: Electronic data 

• Disposable 

I of3 11/6/2007 10:00 AM 

file:///Sj/WG3/Environmcntal


EPA Records Schedule 094 - Electronic Bulletin Boards file:///SVWG3/Environrnental iection ...ith new MN language/Agency-wide/094.html-
• 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 ofan Agency record and is disseminated via a bulletin 
board or other on-line system must be documented in an Agency recordkeeping system and retained in 
accordance with approved records schedules. If the bulletin board information is unique and not 
documented elsewhere, a separate records schedule is required. • 

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

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

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

• EPA 164 - Electronic Spreadsheets 
• EPA 170 - 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) 

2of3 11/6/2007 10:00 AM 
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EPA Records Schedule 094 • Electronic Bulletin Boar. file:///SI/WG3/Environmcntal lction ...ith new MN language/ Agcncy-wide/094.htrnl 

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

Reasons for Disposition: 

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

Custodians: 

Multiple units 

Related Schedules: 

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

Previous NARA Disposal Authority: 

En try: 02/17/1994 

EPA Approval: 04/28/1995 

NARA Approval: 01/20/1999 

3 of3 11/6/200710:00 AM 
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, JlN 25 '98 09:39AM 303-840-0489 P.2 .. 
mu.J"f or 6/25/il 

U.S. EPA :aECOlU>S CON'l':ROL SCHEDULE 

TITLE• Envirofacts 

All Programs 

098A 

IRMT 098 

NARA SCHZJ>UI.B Nl-412-96-1/2 
(Use this number to retire records to the FRC) 

DESC1IPTIONs The Envir acts system provides access to EPA program daca and 
EPA program eystem~ data. There are two aspects to the system. The data base 
pull.a t.cgethar d.ata from 0 er EPA systems (e.g.• PCS, TRI. DOCKET, FINDS) to 
allow for cross media analys of program information. The geographic 
information system allows data to be mapped geographically. Updated monthly. 

AJUlANGEMEN'r I 

'l'Yl'J: 01' JlECORt1S1 
Software, data files 

DJ):tUMi 

Electror:ic 

rt1NCTIONS St7PPOR'l'Ell: 
Program operations 

SPECIFIC LEcat. UQUIJI.EDN'l'Ss 
None 



P.3, . JUN 25 '98 09: 39AM 303-840-0489 -
EPA SERIZS SO. 098A 

NTORMA'l'ION1. 
'1'ION1 'l'MNSFER 'l'O nc PERNIH:&::Cs 

e program: Disposable No 

lopmental data: 
No 

No 

c. Supporti documentation: 
Permanent Yes 

Break file when superseded. 

~ISPOSI'l'ION INS'l'JlU IONSI 
a, Delete when .supe seded by routi.na software updates or when no longer 
needad. 

b!l). Maintain data years, then delete. 

(21. •r-ranefer data National Archives annually as specified in 36 
CFR 1228.188. 

c. Transfer those records nee sary to document how the system captures,
manipulates, and outputs data t the National Archives as specified in 36 CFR 
1228.188. This documentation wou d be transferre~ along with the electronic 
data (item b(2l). 

APPLl'CAfIQN GUIDANC!:; 
JtEASONS FOR :CISPOSITION1 This ocurnente the location of various 
pollution sources and is a key tool for ross media analysis. As part of the 
Agency's basic GIS framework, it documen the location of var.ious pollution
sou:r.c.:-Rs for GIS work and liaa immen.se secon ary research value. It promotes
data sharing and data integration acro.s th Agency as well as public access 
to Agency information. Data used in specifi applications are included with 
those applications. 

AGENCY-WIDE QUinANCE• The Enterprise Informatio Management Division of the 
Office of Ad.ministration and Resources Management • responsible for 
implementin~ the disposition. 

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

PiOGRMI OFFICE GUIDANCE/DESCRIPTIVE INl'O:RMATION1 

CVS2'0DZAL ZNrORMA'l'rON1 
CONTRO~:t.INQ UNITI • COW'l'AC'l' POINT I 

Names CARM Namer David Catlin 

:t.oc:atiozu Mail Code1 3408 

Incl~•ive Date•• Telephone a 

Vclwne on Hand (Feet)2 Office, Enterprise Information Managem
Division 

https://immen.se
https://routi.na


• -
DRAFT OF 1/13198 

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 



- - P.4 . . JUN 25 '98 09:40AM 303-840-0489 

:La•t: 
mo41fie4 
6/25/98 

wm.ilacion: 
nchH) 

~U:V:tO'O'SZ:..Y 
llUll. • 

Approval 
l>ate SIA 
ll/14/95 

l\ooas 1209 NEM 

btr:y 
l>aCa 
8/9/95 



- -
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. 

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

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

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

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

Other schedules for segments or phases of information systems include: 

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

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

PROGRAM OFFICE GUIDANCE/DESCRIPTIVE INFORMATION: 

CUSTODIAL INFORMATION: 
CONTROLLING UNIT: Multiple units CONTACT POINT: 

Name: Name: 

Location: Mail Code: 

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



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

CONTROL INFORMAT/ON: 
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 



,., .... 

-
Clll'T OF 6/25/98 . 

U.S. EPA lllECORDS CONTROL SCHEDULE 

*) Compliance Activity Tracking System (CATS) 

EPA SUI!:S KO: 

AGDCY rILB COCZ: 235 

NAlU. SCKl:'DM.B 120. 

AJIJlliICAlllE.I'l'Y1 

ZDEN'J'lrrrNQ I1"0IWAU0N1 
'DESCRIPTIONI The Complia ce Activity Trackin'1 System (CATS) la a program u:-;ed 
to track routine, for caus, and secondary inspections on the State level; 
track data pertinent to cas development; and gen~rate report forms such a~ 
the 5700-33H. The States ma enter and keep track of all inspec~icns made, 
samples taken, cases develop• and enforcement actions imposed. All data ~-m 
be stored and reviewed at the ser's discretion. Tha State agencies are able 
to send all data pertaining to eir inspections, as well as apply Lo the 
Region for Federal grants. Thro h CATS the States can reference inspections
mada in other States that may per in to inspections in their own. In 
addition, each State has a States cific data base, unique to each State, 
which can be used to track complian and enforcement actions not covered by
the cooperative agreement. A cumula va master data base of inforn:acion, 
including site name, product name, ac on type, 1·r.spect.ion type, product name, 
active ingredients, and responsible pa ies for cases in all States is kept in 
the rQgional system. 

AJUtAWEMEN'1' • 

':Til: 01' UCORJ:IS 1 SFECIWl IU!lS'l'RICTIONS1 
Data files Enforceme t Sensitive Information 

MEDI'CH: 
Electronic, paper 

l'tlMCTIONS SUJIPORTCh 
Compliance and enforcement activities 

and Rodenticide amended, 
SPBCIWIC ~ZGAL UQ~lU1r1ZN'1'S1 
Federal Insecticide, Fungicide, Sections 9 ~ 

26 

9"d 68v0-0v8-E0E Wl::l0E:tt 86, S2 Nnr 



-
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 INFDRMA TIDN: 
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 



-
Reg-ion 4 

Oct. 1992- ~eleph0na1 404-562-9012 

25,000 
records 

Office, Air, Pesticides & Toxics Civ. 

15,000 
r•cords 

Room, 

CONf.RQL ,tNFQJU£12'ZONt 
UUTKD %'l'EMS1 EPA 0 EPA 207A, EPA 2llA 

PIU!lV%0t7SLY APPROVED BY 
JllA1'A $C:DDU1,a: NOS: 

Approval Approval Laet. 
:Cate EPA :Date NAM Me>dified 
4/28/95 6/2S/98 

8°d 68P0-0P8-E0E Wt:1tE:tt 86, S2 Nn! 



Permanent 

supporting
Pemanent 

FlLJ: BUA!t INS'l'RUCTI 
Break when each 

software updates, ors tern is terminated. 

Transfer only closed out records. 

r version change
d active materials. 

system ca~tures, 
specified in 3 6 '-'F'.R 
nsfer of the 

and grants. 

003A 

-
NO. 235R 

. software program: 
'nANSFEa '1'0 l'RC PEJUII'l'TED: 

Oisp No 

b. No 

c. No 

d. Dependent on related records 

•· 
No 

a. or version is discontinued, when superseded by routine 

b. Break file o instructions !or EPA 171A - Input/Source Records. 

c. Break file every five 

d, Follow file hreak 

a. Break file at end or upon compleLicn of phase
in system life cycle. 

~lSfOSI'l'lON lNSftUC'l'IONSa 
a. For each :major version change, ma tain current version on tapes.
cartridges, or other NARA accepted med· for 7 years following procedures
required in ETSD's Operational Policies anual, sections 200.01 ana ~00.02 on 
archiving data sets and records managemen. After 7 years, the capes are to 
ba destroyed by de;aussing. For any routi e software updates, d~lete ~oftware 
after quality assurance check is performe~. 

b. i"ollow aiejlesit.ie~ instructions for EPA 1 - Input/Source Records. 

c. Transfer ASCII or tSCDIC flat file as specif in 36 CFR 12t8.188 
annually to the National Archives. 

d. Follow disposition instructions for related reco ds. 

e. Transfer those records necessary to document how t 
manipulates, and outputs data to the National Archives 
1228.188. Documentation is transferred along with the 
electronic data flat file (item c). 

MP~lCA,UQN GUipANC81 
:RDSOHS roa ~ISPOSITION1 This system supports operations re 
and re;ulations for compliance, enforcement, 

AQDCY-WICB GUI!lJJlc:Ba Grants are scheduled as EPA 
specific). Regional enforcement and compliance records 
,07A and E~A 211A, respectively. 

PaOGRAM OFFIC& GtTIDANCE/DZSC•IPTIVE I:Nl'ORMATION: 

C:USfOPIAL INrQBMA'I'ZONI 
CONTROI.Lim:J VNI'l'i CON'l'ACT POIN'l'a 

N1JU1 Pesticides Sec., Pesticides Names Jane Horton 
& Toxic substances Branch 

68v0-0v8-E0E W~tE:tt 86, S2 Nnr 

https://aiejlesit.ie


• NOV 27 '95 10:48AM US -HQ LIERARV • 
nun or 12/27/93 

V.S. EPA ~ECOlU)S COBTROL SClll:DCLE 

contract ■ Information Syatem (CIS) 

Program• 

EPA SERIES 572A 
. 

HllA'SCBEl)ULJ: o~ Pending 
(Use thi• nwnbe to retire records to the FRC) 

,-PPLICABU.lff I 

DENTZ G O • 
»ESC1UP~IOH1 The Con aeta ?nformation.Syatem (ClS) contains daacriptive,
milaatone, and financi data on procurement ■ in progress and on awarded 
contracta. Also include namee and add~••••• of contractota. The •y ■tem 
track• the·statua of p~oc rement requeata and providea awnma:ry information on 
contract•. Aeeistant Admi atratora, •• allowance holder ■, aacertain the 
status of their commitment ■ obligations by their use of CIS mcnthly 
output. Milestones are ente d into the ay1tem for each contract, from the 
initiating commitnient through he retirement of the contract. ,Significant 

. information collected for each ntract includes the title of the contract, 
period of performance, estimated oat and obligated amounts, and type of 
pr09ram effort. 

UltANGEMEH'.rl 

'!l"D'S or DCORJ>S I 
Reporta, printo~te, data file1 

11:EDIUMI 
Elec~ronic, paper

I 

PDXCIOHS SUJll'O~ I 
Program operations 

SPECIFIC LEGAL UQUIREM!R'rS1 

• 

IFIC :U:SntIC'll0HS1 
dantial Business Information 

https://UltANGEMEH'.rl


NOV 27 '95 • 

Disposable Yaa 

FILB B.Rml-..JC nrsnuc:r 
a. Break file when e by routine software updates. 

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

c. Break 

related records. Follow file breakd. ~ile with appropriate caa 
instruction• for related recor 

a. Break tile when superseded. 

DISPOSl!rIOK.lBSnuc:tIO»S1 
a. Delete when superseded by routine software pro9rui update& and quality 
assurance check completed or when no 1 

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

c. Maintain individual records at least 2 ye rs after completion of action 
and then delete when no longer needed. • 

.d. Follow diapoaition instructions for related r 

e. Xeep in office up to 2 years after file braa~, 
Destroy ~~n 1S yeus old. 

APPLICA!fION GUIDANCE: 
REASONS F~R DISPOSI%IOKI Records are used to·track the~ ency•a contract 
procurement a~tivitiea but are not necessary to document i dividual contracts. 
Paper records are disposable and scheduled separately. 

·AGEHCffIDIC GUIDPCEc Policy 6i Management Support Staff of the Office of 
Administration and Resources Management ia responsible for impl ntinq the 
disposition for•items •• c, and•• All related racorda held in her offi~ea 
should be destroyed according to instruct.iona for items band d~ 

Monthly and other Eeports for CIS ue normally included 
administration files. 

Cont~act Hanagesn•~t Records for programs other than Superfund ara 
EPA 202A and Superfund Site Specific contract• aa EPA 020A. 

PaOGRAN OJ'FICJII GlJIDAHCE/DESCllIPTIVE I:tlFORMA~IOH& 

KO. 572A 

software progra.nu 

Disposable 

data, ·niaposable 

DAHSFBK !rO nc l'ERKir:tED& 

No 

No 

NO 

Di 

c. 

d. Dependent on related records 

a. Supporting d cumentations 

cords. 

FRC. 



NOV 27 '95 10=49AM us WQ LIBRARY • 
COtr.rAa PO:Daa 

..... 0 ocurement and Raae I John A. Oliver 
Contracts . 'Policy Ii 
Management Su 
:LOcatio111 Kail cod.es PM-214F 

?ncluai•e J>at.••• ~•lephone1 202~260-8288 

Officu 

Annual Accwaulation1 JlOO■ I 

(feat. or: inches) 

gJffROL Il{FORlfA!UO]f: 
~ED l~EKSs EPA 020A, 

PREVIOUSLY APPROVED BY 
HARA SCIIEJ>TJLE BOSS 

Approval Approval I Laat 
J>ate EPA Dat.• HUA Koclified 

12/27/93 



• -
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. 

APPL/CATION GUIDANCE: 
REASONS FOR DISPOSITION: Retention meets administrative needs of the office. 

AGENCY-WIDE GUIDANCE: 

PROGRAM OFFICE GUIDANCE/ DESCRIPTIVE INFORMATION: 

CUSTODIAL INFORMATION: 
CONTROLLING UNIT: CONTACT POINT: 

Name: OARM/OIRM Name: Tom Birk 

Location: RTP Mail Code: MD 34 

Inclusive Dates: 1986- present 
Volume on Hand (Feet): 
Approximately 10,500 records from 
1988-1997 
Annual Accumulation: 
(feet or inches) 
Approximately 1,000 records 

Telephone: 919-5
Office: ETS

Room: 368E 

41-3533 
D 

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 



NOV 14 '95 10:37AM US ~WQ LIBRARY ...• 
DRAFT OF f/22/9& 

u.'s. EPA RECORDS c:;omROL SCKEDl1LE 
. . 

Geographic lleaourcea lnf0rma1:ion and D.ata syatem (GRIDS) 

a All Programs 

574A 

NO. Pe11,ding 
r to retire record• to the FRC) 

a DIPO. . 
0 

l)BSCRIP~lONI The raphic Reao11rcea Inf0rmati0n· and Data. System (GRIDS) 
pro•idea national acca to spatial data aeta through a central facility., It 
contain• a library of a tial toola for uae in development cf Geographic , 
Information (CIS) applica 0n1. ~hia centralized library provides. a means of 
red~eing coat• during the velopment of GIS applicationa through ahuing of 
both data arid ■ patial toole. Spa1:ial data aeta retrievable through·CRIDS
provide da~a themea uaeful in wide range of environmental GIS ·applicationa.

',. 

ARRANGEHElff I • 

nPZ 01" JtECOJU>SI E~IPIC RESDXalONSr 
Software, data filea e 

• M!DICM1 
Bl•~tronic, paper 

FUHCTIOHS SUPPOR.'rEDI 
Program operationa 

SP£CIPIC LEGAL DQUIREMEK?S1 
None 

.. 



•• 

NOV 14 '95 10:37AM US w~ LIBRARY P.10/19 

574A 

FlJIAL D ~MHSl'Sll m nc PE~I:r'DDI 
a. Klee onic ■ oftwara programs: 
Di.epoe~le . No 

b. No 

c. ·Supporting 
Diapoaat,le 

Diapoaable 

Yea 

FILB BREU IHS:rJlU 01'S I 
a. •• Break file when routine software updates. 

band c. Break file wen •uper ■ aded, 

'DISPOSl~lOM IWS?RUC'rlOHSI 
a~ Delete when supersede by routine software program updates and quality 
assurance check complet~d o when no, ·1onger needed. 

b. Maintain data ■ eta until ~rseded or no longer needed to support 
development of GIS. Deleta.whe 

c. Jteep· in office up to 2 file·break, then retira to FRC.-
Destroy when 15 rears old, 

APPLICMION GUIDANCil: 
REASDHS roa DISPqsI~lOH1 ~his eyetem essentially.a library o~ spatial 
tools and data. It promotea data ahuin, data integration, and software 
technology transfer acro~s the Agency by roviding basic common tools and data 
that can be used in individual application. Data used in a epe~ific 
application ara include~ with that applica~ 

AGENCY-WIDE GUIDAHCBr The system Development nd Maintenance 'Sr&n~h of 'the 
Offica of Administration and Resources Kanageme ia responsible for 
implementing the dispo•ition,• Data used in a e ific application in other 
offices ahould be destroye~ according to·the dispo ition instructions for the 
related. records .. 

PKOGUH OFFICB GUIDARCE/DBSCRIP~IVE DU'ORMATIDX~ 

CUSTODIAL INFOR.lf14'I01ft 
COJaaOLt.lNG UXl~I CON'llc:% POINT& 

Haae1 OARK, OIRM, Program Systems Ramea Robert. Pease 
Di,,.., system Development and 

-Kaintananca Branch 
~cations Mail Codas.. 
lacluai•• Dat.e11 ~elepbone1 

V~lWle Oil Baud (Peet.)I Office1 

Annual Accuaulat.iOD& llOOIU 
( f_eet or J.Achea) 

.£0NfROH TRFOR.llM'IO'N: 
~ED l:CEMS1 

PllZVIOUSLY APPllO~ BY 
HARA SCBEDULB XOS.1 

'?M-22S 

703•235-SSS? 
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tatrr 
Date 
8/9/93 

Last 
Modified 
8/22/94-

t ··;,••.:.. ' 

' . 

I • 
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U.S. EPA RECOlU>S CONTROL SCHEDULE 

Grants Information & control System (GICS) 

Programs 

575A 

CONT 57S 

IUJ\l. SCBEDm:.J: • Nl-412•96•1/8
(Use this number to retire record$ to tha FR.C) 

czsc~I~~%0Ns The Cran Information & Control System (GICSl is a national 
information managements stem containing administrative, project, and 
financial data for all EP •s grants, interageney agreements, and cooperative 
agree~ents. The system ha the following compon~nts: 

Municipal construction rants program - irovides information on 
wastewater treatment grant app cations and active construction grant 
projects. 

State r$volving fund (SRF) p ogra.m - Tracks federal funding provided to 
t.lle State6. 

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

Information is entered by Headquarter Regions, or St~tes. Input data 
inc:udea data from automated systems. The s tem offers a customized data 
entr~ mod~le, r.eport writer. look-up tables, b teh capabilities, ~nd an onlina 
dictione.ry. 

AJUlARQJ:KEIJ'l' l 

TY:PJ: 01' UCOIU>SJ S:PEczr:c ltBSTRlC 
Reports, printouts, data files None 

MEDitJM1 VITAL UCOIU)c 
Electronic, paper 

J'mlCTIONS StJJIP01TSna 
Program operations 

SPECIFIC LZGAL RZQU1UU?il'rla 
Public Works Employment Act of 1976 

https://dictione.ry
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Break file when superseded :by routine software updates. 

ch the aseietance 
ation and 
sidon ot items 
be destroyed. 

scheduled as EPA 
Sea EPA 232A !or Waste Water 

Jl.tf 25 '98 08:42AM 303-840-0489' • 

ic software p~ograms 

l:,, Disposable 

C, 

d. 

e, Supporting
Disposable· 

data: Disposable 

l'I:t.J: BJil.EAK lllSR lCJllS1 

1'RANSl'll '1'0 J'RC P&:RMl'l'TZ:1)1 

No 

No 

No 

Dependent on related records 

Yes 

e. 

J)lSPOS%Tl011 lNSTRUCTl011Sa 

a. 

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

c, Break file 

d, tor related records. 

a. Delete when au.perseded by :ro tine software program updates and quality 
assurance check completed or when no longer needad. 

b. Fellow eie~esitioir instructions for EPA 171A - Input/Source Records. 

c. Maintain. individual records at le t 7 years after completion of '1rant or 
agre•.rnent, then delete when no longer eded. 

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

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

AULICAUQN GqI!W{CI, 
:REASONS :roa DISPOSiiIOHs This national system is ed by Headquarters, 
Regione. a.na States to administer and monitor grant It is used for program
planning and ovQr5ight, project tracking and manageme t, and information 
reporting. Proposed retention will meet all audit~ litigation
documentation purposes. The paper records, scheduled s arately, are 
disposable. 

AGZNCY•WI:DZ GUIDANCE• The Grants Administration Division 
of the Enterprise Syst~ms Division of the Office of Adminie 
Resources Management is responsible for implementing the dis 
a, c, and e. All related records held in other offices shoul 
accordin~ to instructions tor items band d. 

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

Grant. ~ecords for programs other than Superfund are 
Superfund site specific as EPA 001A. 
Conitruct:f.on and State Revolving FUnd Grants. 

https://Conitruct:f.on
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OFFICE GUIDANCE/~ESCRIPTIVE INJ'ORMA'l'IOK1 

CONTAC'l' POIH'l'c 

:Uamaa OAF.M Names Kathleen Herrin (GAD)
B~tty Mcclaugherty (ESD) 

t.00atio111 Mail C:oc!e1 

Inclusive r>at••• Telephones 202-564-5346 
202-260-5398 

Volume on Han4 (Feet)1 Offia•• Grants Administration Div. 
Enterprise systems Div. 

Annual Ac:c"U.mUlaticn1 
(feat or inchH) 

CON'l'ROL IN7'0RHA'Z'%0N1 
U:LA'l'J:D l:TEMS1 EPA 001A, EPA 

IUVIOOSLY APPROVED BY 
HnA sc:mcDt1t.Z mos, 

Approval Approval Entry 
Date EIA Date HARA Date 
11114/95 8/10/93 
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DRAFT 01' 6/25/H 

U.S. EPA :U:COlU>S CON'l':R.OL SCHEDULE 

SERIZS TITIJ!:1 Facilities Index System (FINDS) 

All Programs 

576A 

C:Ol)BJ IRMT 576 

ENO. Nl-412-96-1/9 
to retire records to the FRC) 

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

Information in the system includ : facility name, address, EPA Facility ID 
cod~, Standard Industrial Classifi ation (SIC) code, Dun & Bradstreet (DUNS)
number, source (program) , source ID program sy1t.em ID) number, Indian Land 
indicator. and federal facility indic tor.· Historic inforrnati.on is available 
on•line and searchable. 

ARRANGEME?tl'1' s 

TYl'Z 01' JU:COJU)S: 
Data file., ~eporte, ad hoc 
queries 

ME%>Itl'Ms VIT.AL UCOJU)1 
~lectronic, pap•r 

l'ONCTIOMS SOPPORTJ:D1 
Program operations 

SPECIFIC LEGAL UQUlREMEN'l'S& 

https://inforrnati.on
https://CON'l':R.OL
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ache uled as: 

and Liability 

Chemicals in Commerce Information Syst
Bibliographic 
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EPA sxaIES NO. 57SA 

onic software program: 

b. 

c. 

d. 

e. Supporti
Dispo:;;able 

data: Disposable 

documentation: 

FILZ BREAK INSTR TICNS1 

'l'RANS!'BR TO l'ltC PZRMl:'1"1'1:l> 1 

No 

See EPA 171A - Input/Source Records 

No 

Dependent on related records 

Yes 

a. a~ea~ ti\e whe superseded by routine software updates. 

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

c. Break 

e. Break f:f.le when superse 

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

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

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

d. 

a. Keep in office up to 2 
Destroy when 15 years old. 

AffLICAfIQN qunlANCZ,
JtDSONS FOK DISPOSITION1 Information for FINDS obtained from other source 
systems and it does not contain any unique info ion. It does, however, 
standardize name and address information and assign the EPA ID number. FINDS 
only ehows which facilities occur in which programs stem3 as an attempt to 
~.ntagr.ate facility information across Agency systems. 

AGENCY-WICE GUIDANCE, Systems related to FINDS are 

EPA OSOA - Comprehensive Environmental Response, Compensa
Information System (CERCLIS) 

EPA 058A - Federal F•cility Information System (FFIS) 
EPA 252A - Resourca Conservation and Recovery Information 
EPA 419A - Permit Compliance System (PCS) 
li:PA 496A - Aeroroetric Information Retrieval System (AIRS) 
EPA 587A - Enforcement Docket System (DOCKET) 

Other related systems such as 
are covered in other disposable systems such as 
Systems, !PA 088A. 

IAOGRAM OFFIC■ Gt1IDA!lCZ/DESaIPTIVE X~F01UIATI0Ns 

F~llow disposition instructions for 

to FRC. 
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ON• 

.Namea 

r..cc:atlcn: 

Volume on Hanel 

Annual AccumulacioAc 
(feet or inch••> 

CQlQ'BQL INl'QBl0fION: 
ULA'?SJ:> I'l'EMSs EPA 0S0A, 

PREVIOUSLY UPROVZD BY 
NARA SCUDULZ N0Ss 

• Approval Approval 
i:>ate BPA D&t:• l1AB.A 
11/14/95 

COB'l'AC'L' •o:cft I 

Name, Daisy Berlingeri 

Mail Coc!e1 3409 

Telephone, 202-260-1786 

Offices Enterprise Syscems Div. 

llooml 

EPA 2S2A, EFA 419A, iPA 495A 

Laat: 
Ho4ifie4 
6/25/98 



P.2 ,. JLL 22 '98 07:22AM 303-840-0489 -
DRAJ''l' OF 7/22/U 

U.S. EPA :U:CORDS CON'l'ROL.SCHEDUX.E 

I~ SERIES TlTLZI Superfund Financial Assessment System (SFFAS) 

fllOQRAMJ Enforcement and Compliance Assurance 

EIA SERIES NOa 68SA 

AC:ENCY J'll.Z CO:CJ:1 ENFO 685 

NAJlA SCHEDUI& NO. Nl-412•96-1/10 
(Use this number to retire records to the FRC) 

AP:Pt.ICA!tILI'l'Y a Agency-wide 

rnmmrrnrm, rNrQRMA~zoN, 
DEsc•tPTIOH1 The Superfund Financial Assessment System (SFFAS) is a computer 
application designed to calculate the remedial costs a responsible party can 
theoretically afford to pay tor the cleanup of a site. The system is 
inactive . 

.AJUUNC:ZMEN'?a 

'tYPZ 01' RSCOR:DS1 SiECIWIC USTaICTIONSc 
RQports, printouts, data files Enforcement Sensitive Information 

MEDiml1 Vl'l'AI, llCOJU> 1 

Paper. electronic 

l"CNCTI05S Str.PIORTBDJ 
Enforcement activities 

SIECIFlC LEGAL llBQUIRDD!:N'l'Sc 
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ZfA SZRIES ~O. 685A 

prposrrroN rNJ"owa:;oN, 
rINAL nISfOSITIONa 
a. Electronic software program: 
Dis7osable No 

b. Input Dependent on related records 

c. Electronic data: Disposable No 

d. Output and reports Dependent on related records 

e. Supporting docuznentation: 
Di&posable Yes 

~ILK Bld:AK INSTRUCTIONS: 
a. Break file when superseded by routine software updates. 

b. Follow fil~ breax instructions for related records. 

c. eraak file when superseded. 

d. Follow file break instructions for related records. 

e. Break file when superae~ed. 

DISPOSITION INSTJ.UCTIONSs 
a. Oolete when superseded by routine software program updates and quality 
assurance check completed or when no longer needed. 

b. Follow disposition instructions for related records. 

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

d, Follow disposition instructions tor related records, 

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

APPLICATrON GQlPANCJr 
JlZASONS rcR DISPOSITION: System documentation must be kept eo support 
litigation, cost recovery ~fforts, and mission-critical decisions. 

AGUCY-WIPE QUIDAHCEs 

PROGRAM orr~cz GUIDANCZ/DBSCRIPTIV3 INFORMATIOM: 

gzs:rqpz.u. INFORMA~%ON: 
CONTROLLING tJNlTs CO!frACT IOIN'l'c 

Name: Office of Enforcement and Hana•• Charlene Swibas 
Coroplianc6 A.surance 

Lo~ation1 NEIC, Denver Mail Codes 

Telephones 303-969-5151 

Volwn• OD Hand (Feet)I Offioe1 Criminal Enforcamant, Foreneice, 
and Training 
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JlL 22 '98 07:23AM 303-840-0489 -
EPA SEUBS NO. 615A 

Ann~al Accumulations l.ooma 
(feet or inc=he•) 

comRQL lNFON1A~IQN; 
U:t.A'l'EI> :t'nMS: 

illVlOUSLY ~PROVJ:D BY 
HUA SCBEDtn.Z !;OS: 

Approval 
Z>ate EiA 

Approval. 
I>at:• NARA 

Entry 
nat:• 

Laat 
Modified 

7/17/95 11/3/93 7 /'22/98 
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DRAJ''l' 01' 5 / 15 / 98 

U.S. EPA RECORDS CONTROL SCHEDULE 

1i) SUISS '1'ITLE1 Consolidated Index System (CIS) 

110GRAM1 Inspector General 

EPA n:1:r.zs NO• 7 06A 

AGUCY ~ILE conz, INSP 706 

1i1AU. SCHZI>ULZ NO. Nl-412-96-1/11 
(Us~ t~ia number to retire records to ehe FRC) 

UJ:t.I.CUIX,ITYI ]Lgency-wide 

l.Pmrzl'YlNtl lNTOIWAUON;
J)ESC:RIP'l'I011T1 The Con!lolidated Index System (CIS)· searches existing Office of 
Ins~ector Genwral cl.ata bases for a mat.ch of the input name. This is useful in 
determining if that entity has previously been the subject. of an audit, 
investigation, suspension, debarment, personnel security, or hotline action. 
Plans are underway to phase out the system in October 1998 and replace with 
the Inspector General Operating and Reporting (IGOR) system. 

A!UtA!lGEMEW':t' I 

'l'Tflil OJ' IU:C:0:RIIS I SPECl7IC :U:S'rltICTlONS& 
Data files, reports, ad hoc 
queries 

MEJ:1:ttJM1 VI'l'AL RECOJU>1 
Electronic, paper 

l't?NCTIOMS SUPPO~'l'El): 
ProgrUl operations 

SJECIFIC LEGAL UQUIUMENTS1 

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

D%SfQS;~rQll. ZNrQBHAfIQN: 
rilltAl, ~ISPOSITlON1 
a. Electronic software program: 
Disposable NO 

b. Input See EFA 171A - Input/Source Reco~ds 

c. Electronic data: Disposable No 

d. Outpu~ and reports Dependent on related records 

a. Supporting documentation: 
Dispo~able Yes 

~t~Z BREI..K INSTRUCTIONS& 
a. Break file when ~upersede~ by routine software updates. 

b. Break file according to instructions for EFA 171A - Input/Source ~ecords. 

c. Break tile when superseded. 

d. Fellow file break instructions for related records. 

e. 5reak file when $Uperaeded. 

DISPOSITION INSTROCTlONSa 
a. Delete when superseded by routine software program updates and quality
ass•.1ra.nce check completed or when no longer need.ed. 

b, Follow Q~~poaitie& instructions for EPA 171A - Input/Source Records, 

c. Maintain individual records 2 years after cornplet~on of action and then 
delet~ when no longer needed, 

d. Follow disposition instructions for related record.s. 

e, Keep in of!ic~ up co 2 years after file break, then retire to FRC, 
Destroy when 15 years old. 

APP.tZCA2'ION auxpANg, 
R.GSONS ~oa DISPOSITION: Information for CIS is obtained from other source 
systems and does not contain any unique information. 

AGENCY-WIDK GOII)AlqCB: systems related to CIS include: 

PATS - Prime Audit Tracking System, included as part of EPA 090A -
Administrative support Data Bases. 

ITS - Investigation Tracking System, included as pare of EPA 090A. 
PSS Personnel Security system, included as part of EPA 090A. 
SDS - suspension and Debarment system, scheduled as EPA 707A. 

PROGRAM OFFICE GliI!lANCE/DESC1IPTIVlil INFOF.MATIOK: 

CUSTODIAL .tNTORMATZQNr 
C:ON'l'~OLLING tmIT1 CONTACT P0INTa 

Jllames OIG Names Joyce B. Williams 

t,oc:ations WSM Mail Cod.a I 2·441 

Telephones 202-260-3517 



P.4 
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0~Uce1 IRM 

Amlual Acaumulationr 
(feet or in.ch••> 

aocm.1 NE 3606 

CQN'lROL ZNJ"ORMATION,:, 
Ut.ATG ITDJS: EPA 090A, EPA 707A 

PUVIOUSLY uvaowo BY 
NUA S~DDUt,E NOS: 

Al;lproval 
!)ate EPA 

Appz-oval 
Date NAU 

J:ntz:y 
Pate 

L&ae 
ModiUed 

4/~8/95 11/5/93 6/lS/98 



U.S. 

Tl'l'LBc suspension and Debarment System (SDS) 

Inspector General 

707A 

INSP 707 

A.1:o.uui~No. Nl-412-96-1/12 
to retire records 

APPLlCABIL:C'1'Ys 

'INQ r 

Dllrl' OF 6/25/9B 

EPA UCORDS CON'rR.OL SCHEDULE 

to the FRC) 

~zsca1PT:CON1 Th• Sus nsion and Debarment System (SDS) is a control •nd 
trackin!il' syscem specifi lly for suspension and debarment cases. This system
identifies all EPA suspen ion and debarment cases initiate~ August 17. 1982 tc 
October l, 1992. After oc ber 1, 1992, the system identifies only O!fice of 
Inspector General cases. Tti system also shows the history and disposition cf 
all closed cases, and the cur nt status of all open cases. 

llllNGEMDl'l's 

TYJZ 01' gcolUIS:
Data files, reports, ad hoc 
queries 

BDitJM: 
Electronic, paper 

l'CNCTIONS SUPPORTED: 
Program operations 

SPECIWlC U:GAL UQOIREMEN'l'Ss 

2'd 68P0-0P8-E0E WtJ62:tt 86, S2 Nil! 

https://CON'rR.OL


ZPA &IES HO. 707A 

•
I 

RMA.'l'ION 

• TRUSrE& TO J'JlC ~E:RMIT'l'El>1 
a. E software program: 

No 

Dependent on related records 

data: Disposable No 

d. Output and~ports Dependent on related records 

e. Supporting d~umentation: 
Disposable \ Yee 

l'ILE BREAJt :rmsnocicl:0Z1s1 
a, Break file when~,pereeded by routine so!tware updates. 

b. Follow file breaK structions !or related records. 

for related records. 

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

b. Follow disposition instruction for related records. 

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

d. Follow disposition instructions for related records. 

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

AULrc;;a.r:w GUIDANClt 
:RDSONS roa DISPOSITIONS SDS is an administ tive system used !or program
evaluation and compliance or enforcement ecti ties. 

AGENCY-WIDE: QtJICUCE 1 f'iles are scheduled as ~l'A 
702A. 

PJtOCu.M OFFICE CtJ::CCANCE/DE,SClllPTIVI: ::C:n'ORMATION: 

cvsropr.az, rNFOUAfl'ON: 
CON'l'JlOLLINQ OMIT: COH'l'AC'1' POIH"l' 1 

Saaa1 Office of Inspector Names Charles 
General 

%.ooationc WSM Mail codes 2431 . 

::tnclusive ~ate■ 1 198,­ Telephones 202-260-7680 

volwne on Hand (Feet)c Offices Asst. Inspector
Investigations 

Dispoe 

b. Input 

c. 

c. Break file when supe seded. 

d. Follow file break 

e. 

:CISJ!'OSI'l'ION INSTJ\UC'l'IOHS 1 • 

E"d 68v0-0v8-E0E Wt::162:tt 86, sz t-r1r 

https://cvsropr.az


Azmual Accwnu ation1 R.oom1 
(feet: or inche) 

P:RSVIO'OSLY Al'P~OVEI> 
NUA SCUJ)Ut.l: HOS c 

Approval 
!)ate ZIA 
4/28/95 

Sntqr 
Date 
11/5/.93 

La ■~ 

Mo41Ue4 
6°/25/.98 

68v0-0v8-E0E wtl0E:tt 86, S2 Nl7.r 

https://6�/25/.98
https://11/5/.93
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DRAl'T or 9/16/98 

U.S. E~A RECORDS CONTROL SCHEDl1t.E 

Underground Injection control Data Bases 

Water 

NO: 234R 

Nl-412-96-1/13 

Regions 

DESC~IPTIOHs The derground Injection Control (UIC) data bases contain 
detailed information n well operators. administrative orders, permits and 
individual wells, for 11 wells wher$ EFA is the permitting authority. 

AJUUMQEMEN'l'' 

TYPE OJ!" :RECORDSI 
Data .files, printouts, 

SPECI~IC USTRICTIONSr 
Enforcement Sensitive 

MEDIUM: 
Elect~onic, paper 

FtmCTIONS SUPPORTEl)1 
Permitting, compliance and enforcement 

SPECIFIC LJ:GAL UQ~IUMEN'l'S: 



D.tSPOSI'l'IONr 

P.3SEP 16 '98 0s:s0AM 303-840-0489 -
'l'RANSJ'll '1'0 l'RC l'ERMI'l"l'B:D: 

a. ectronic software program: 
Dispo!! ble No 

Disposable No 

c. data: Permanent No 

d. Dependent on ·rela,.,.e~1si:\ "~"U rf1 
e. Suppo:rtir-,g • ,.,._,, ..~. ·\...t.. ..~ii., ...--. J.,,, 
Fennanent No 

FI~ ;BUAX INSTRUC ONSI . 
a. Bre&k wh~n each ajor version is discontinued, when superseded by routine 
sc!twe.re u.pdatas. or hen system is terminated or discontinued. 

b. Break to instructions in EPA 171A - Input/Source Record.a. 

c. Break 

d. Follow file break for related records. 

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

DISPOSITION INS'l'RUC'l'IONS1 
a. F¢r each major version change, maintain a current version following
procedures required in ETSD's Oper ions Policies Manual or delete when no 
longer needed to support program mi 

171A - Input/Source Records. 

the National Archives annually as 

ion. 

b. Follow dis~g-~tieR- instructions 

c. Transfer ASCII or EBCDIC flat file 
specified in 36 CFR 1228.188. 

d. Follow d~$position instructions for the 

e. Transfer those records necessary to docume how the system captures, 
rna.nipulates, and outputs data as specified in 3 CFR 1228.188 to the National 
Archives. This documentation would b@ trans!erre along with the electronic 
data flat file (item c}. 

AULICA'l'ION GUI'DANCZ1 
:REASONS Foa Dil10SI'l'IOK: This item covers a number o regionally produced
data bases which track information on actiona related • individual wells 
covered by the Safe Drinking water Act (Part Co! the Sae Drinking Water Act, 
as wnended, 42 u.s.c. §300h et seq.) to protect undergrou d sources of 
drinking water. Implementation varies from region to regi 

AGENCY•WIDE GUIDANCE1 UIC permits are covered in EPA 205A. 
enforcement files and El?A 211A for compliance fil.es. 

fROG:RAM OJ'J'ICE ~UID»iCE/DESCRIPTIVB INFORMATION& 

CUSTODIA~ INTORMATION: 
COH'l'ROLLING ONI'l'r Multiple units· CONTAC~ POIN'1'1 

!lama s Name 1 

Looatiou1 Mail Coda1 

tor 

https://sc!twe.re


P.4 SEP 16 •99 0s:s1AM 303-840-0489 -
IU.IES NO, 23'R 

,REVIOUSLY APPROVE1' 
NARA SC!Hl:I>'CLE NOSs 

Approval 
Date lCPA 
12/13/96 

Telephones 

Offie1e1 

:Sntey 
:Date 
9/5/94 

LHt 
Moa.ified 
9/16/98 
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EPA Records Schedule 447 
Status: Final, 10/31/2007 

1--l) Title: Environmental Monitoring and Assessment Program Information Management System (EMAP IMS) 

Program: Research and Development 

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

Function: 316 - Applied Research_and Science Support 

NARA Disposal Authority: 

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

• Nl-412-96-1/14 

Description: 

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

Disposition Instructions: 

Item a: Electronic software program 

• Disposable 

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

Item b: Input 

• Disposable 

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

I tern c: Electronic data 

• Permanent 

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

1 of2 11/5/2007 3:10 PM 



PA Records Schedule 447 - Environmental...lnformalManagement System (EMIM'/B\lfS)J3/Environmentaitection ...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 

• 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 ofdata 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 ofResearch 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 

2of2 11/5/2007 3:10 PM 



• • t./ fo 1..,1+.. 

DRAn OF 6/21/93 

U.S. EPA RECORDS CONTROL SCHEDULE 

AREAL-RTP Acid Rain System (SAD) 

Research and Development 

462A 

Pending 

Agencywide 

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

Data is used for research and trend 

ARRANGEMENT: 

TYPE OF RECORDS: 
Reports, printouts, 

SPECIFIC RESTRICTIONS: 
None 

MEDIUM: 
Electronic, paper, forms 

VITAL RECORD: 
No 

FUNCTIONS SUPPORTED: 
Program operations 

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



performed. 

b. Follow di&pssitieR instructions f - Input/Source Records. 

c. Transfer ASCII or EBCDIC new or recertified one-half 
inch, 9 track tape or 
tape layout, block size, 

the National Archives along with 
ifications. 

EPA 171A 

flat file o 
cartridge annually 

and other tape sp 

data on 

priority 

• 
EPA SERIES NO. 462A 

TRANSFER TO FRC PERMITTED: 

No 

No 

No 

Dependent on related records 

No 

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

b. Break file to instructions for EPA 

INSTRUCTIONS: 

major version change. 

171A - Input/Source Records. 

c. Break file 

d. Break file for related records. 

e. Break file 

DISPOSITION 

DISPOSITION INFORlfATION: 
INAL DISPOSITION: 

b. 

c. 

d. 

e. 

Electronic software program: 
posable 

Disposable 

data: Permanent 

reports 

documentation: 

FILE BREAK INS 

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

d. Follow disposition instructions for relat d records. 

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

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

AGENCYWIDE GUIDANCE: 

PROGRAM OFFICE GUIDANCE/DESCRIPTIVE INFORMATION: 



• • .. 

~SFER TO FRC PERMITTED: 
a. oftware program: 
Dispo No 

b. No 

No 

d. Output and Dependent on related records 

e. Supporting 
Disposable Yes 

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

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

c. Break file when superseded. 

d. Follow file break instructions r related records. 

e. Break file when superseded. 

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

b. Follow ai~positieR instructions for EPA - Input/Source Records. 

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

d. Follow disposition instructions for related 

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

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

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

PROGRAM OFFICE GUIDANCE/DESCRIPTIVE INFORMATION: 

CUSTODIAL INFQRl!ATION; 
CONTROLLING UNIT: CONTACT POINT: 

Name: ORD/Cincinnati Name: Daniel Greathouse 

Location: Mail Code: •· 
Inclusive Dates: Telephone: 513-569-7869 

Volume on Band (Feet): Office: 



• • 
SERIES NO. 463A 

ccumulations 
inches) 

Approval 
Date EPA 

Rooas 

Entry 
Date 
3/1/93 

Last 
Modified 
5/19/93 



• • 
DRAF':r OF 5/19/93 

U.S. EPA RECORDS CONTROL SCHEDULE 

TITLE: Applicable Relevant and Appropriate Assistant (ARARS) 

Research and Development 

463A 

HARA 
. (Use records to the FRC) 

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: 

TYPE OF RECORDS: 
Reports, printouts, data files 

MEDIUM: 
Electronic, paper, forms 

FUNCTIONS SUPPORTED: 
Enforcement activities 

SPECIFIC LEGAL REQUIREMENTS: 
Comprehensive Environmental Response, Compensation, 

amended 

•· 



• • .. 

Hames 
Assessment 
Locations 

, 
D

Exposure 
ivision 

Inclusive Datess 

Volume OD 

Annual Accumulations 
(feet or inches) 

CONTROL INFORl!ATION: 
RELATED ITEMS: EPA 171A 

PREVIOUSLY APPROVED BY 
HARA SCHEDULE NOS: 

COH'J:AC~ POIH'ra 

Hames James Reagan 

Mail Code: MD-56 

~elephone: 919-541-4486 

Office: 

Room: 

··Approval Approval Entry 
Date EPA Date HARA Date 

3/1/93 



• • 
DRAFT OF 5/19/93 

U.S. EPA RECORDS CONTROL SCHEDULE w,'c:~ 
TITLE: CP-1 Graphical Display System for the Nevada Test Site (CP-1),t) 

Research and Development 

NO: 465A 

records to the FRC) 

system is used during events at the Nevada 
information. 

ARRANGEMENT: 

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

MEDIUM: VITAL RECORD: 
Electronic, paper, forms No 

FUNCTIONS SUPPORTED: 
Program operations 

SPECIFIC LEGAL REQUIREMENTS: 
None 



• • 
SERIES NO. 465A 

TRANSFER TO FRC PERMir.rED: 
software program: 

No 

b. No 

c. Disposable No 

d. Dependent on related records 

e. Supporting 
Disposable Yes 

\ 

FILE BREAK 
a. by routine software program updates. 

c. Break file when superse 

e. Break file when.superseded. 

DISPOSITION INSTRUCTIONS: 
a.· Delete when superseded by routin software program updates and quality 
assurance·check is completed or when longer needed. • 

b. Follow d.iepoeitiorr instructions for 171A - Input/Source Records. 

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

d. Follow disposition instructions for relat 

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

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

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

PROGRAM OFFICE GUIDANCE/DESCRIPTIVE INFORMATION: 

CUSTODIAL INFQRl1ATIQN; 
CONTROLLING UNIT: CONTACT POINT: 

Name: ORD/OMMSQA/EMSL, Las Vegas Name: Norm Sunderland 

Location: Mail Code: NRS 

Inclusive Dates: Telephone: 702-798-2538 

Volume on Band (Feet): Office: 



• • 
AccUJDulation: Rooa: 
r inches) 

BY 

Approval Entry Last 
Date EPA Date Modified 

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

~SFER TO FRC PERMITTED: 
onic software program: 

No 

b. Disposable No 

c. data: Disposable No 

d. reports Dependent on related records 

e. Supportin documentation: 
Disposable Yes 

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

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

c. Break file 

e. Break file when supersed 

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

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

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

d. Follow disposition· instructions for 

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

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

AGENCYWIDE GUIDANCE: 

PROGRAM OFFICE GUIDANCE/DESCRIPTIVE INFORMATION: 

CUSTODIAL INFORMATION: 
CONTROLLING UNIT: CONTACT POIN'r: 

Names ORD/EMSL-Las Vegas/Aquatic Names William Engelmann 
and Subsurface Monitoring Branch 
Location: Mail Code: AMW 

Inclusive Dates: Telephone: 702-798-2664 

Volume on Hand (Feet): Office: 



• • . . 

DRAFT OF 5/20/93 

U.S. EPA RECORDS CONTROL SCHEDULE 

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

Research and Development 

467A 

NARA 
(Use 

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

ardous Waste Site Data Base (Indicator Parameters) (HWSD) 
consists of consent cree Superfund and RCRA site monitoring groundwater data 

·collected around 1986. It contains data for more than 5,000 wells at over 350 
hazardous waste sites na ionwide. A total of 944 chemical constituents have 
been identified and recor din the data base. The data is used for 
development of regulations stan~ards, trend assessment, and analysis. 

ARRANGEMENT: Arrangement vari 

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

MEDIUM: 
Electronic, paper, forms 

FUNCTIONS SUPPORTED: 
Program operations and regulatory.developmen 

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

... 



• • . . 

EPA SERIES HO. 467A 

nual Accumulations Room: 
et or inches) 

BY 

Approval Approval Entry Last 
Date EPA Date HARA Date Modified 

3/1/93 5/20/93 



• • 
:Dlll'T OF B/20/98 

U.S. EPA RECORDS CON'l'ROL SCHEDULE 

Integrated Risk Information System (IRIS) 

Research and Development 

NOc 468A 

Nl-412-.9 6-1 /19 

Agency-wide 

~ESCllfTXOM: Th Integrated Risk Information System (IRIS) data base cont~ins 
summary inforrnatio related to human health risk assessment. IRIS, which is 
updated monthly, is the Agency's primary vehicle for communication of ch~cr.ic 
health hazard info:r:ma: ion representing EPA consensus positions following
comprehensive reviQW b intra-Agency work groups. It .is a useful information 
resource tool that pain tha user to the underlying human and/or animal data 
used to support the Agenc 's opinion. The system contains hazard 
identification and dose-re onae risk information for approximately 500 
chemicals. 

IRIS is comprised of three sec noncancer health effects resulting trom 
oral exposure, noncancer health feces resulting from inhalation exposure,
and carcinogenic assessment for b h oral and inhalation exposure. I~ 
contains tull bibliographic citatio s for each substance file, directing the 
user to the primary cited studies an pertinent scientific literature. Other 
information such as summaries of Drink g Water Health Advisoriei and EPA 
regulatory actions, is included in IRIS. IRIS is accessible to the public as· 
well as EPA staff. 

ARRAHQJCMJCNTa Arrangement varies. 

'l'YPI: 01' UCOJU>Ss SPECI~IC TRICTICNSc 
Reports, printouts, data files confidential usineea Information 

ME1'IVM1 VI'l'Ar.. UCOJU>a 
Electronic, paper, forms No 

l'mlfCTIONS SUJIPO~TEDc 
Program operations and public awareness 

SPECIFIC I.J:GAL UQUillMEN'l'S: 
None 

2"d 68v0-0vs-E0E Wdvv:2t 861 02 ~ 

https://ch~cr.ic
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FINAL c 

Z»~ SERIES NO. 461A 

~ION 
'l'RANSFER 'l'O nc :E'ERMI'l"fED. 

a. El oftware program: 
No 

Dependent on related records 

No 

No 

d. Braak file according to 

Break file when supersedeci. 

INSTJlOC'l'lONSs 

routine version change. 

for related records. 

a. Break following eac 

b. Break file 

c. Break file 

for related records. 

e. 

DISPOSITION 
a. For each major version change, intain current version following·
procedures required in ETSD's Operati 

as 

records. 

al Policies Manual. 

b. Follow disposition ins.truccions for 

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

d. Follow disposition instructions tor relat 

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

APPLrCAfZON GUIDANC'l!,'.: 
:RDSmtS roK DISPOSITION1 IRIS was developed in respons to a growing demand 
for consistent chemical eubetance risk information, repr enting EPA consensus 
opinions, for USQ in decisionmaking and regulatory activi es. It is intended 
to serve as a pointer system to more detailed data containe in euppor~ing
scientific studies. 

AGENCY•WIDE GUID.1JlCZ1 Input records are included in EPA 
Documentation Files. 

•ROG:RAM 01'1'%CZ c::tJlDANCZ/DESCRIPTIVB INl'ORMATION: 

CUS'I'OtJrAZ. rNTQltHA~rQN: 
COmROLLlNG 'DNlTs CON'l'ACT POIN'l': 

Names ORD Name, Pat Daunt 

Locations Cincinnati Mail Codaa MS-19a 

Oispos 

l:>. Input 

d. 

a. Supporting doc 
Permanent 

•rI:t.J: BJU:Allt INS'l'RUCTIO 

E.d 



~•l•phcz:i.a1 513-569-7596 

Office1 Nadonal Cer1tar for Environ­
mental Assessment 

lloonu 193 

~UVIOUSLY UPaown B 
HUA scm::cut.J: NOSS 

Approval Entry­ li&SC 
Dace EPA J)at• Modified 
12/19/98 3/1/93 8/20/9,8 

68V0-0v8-E0E WdSv:2t 86, 02 ~ntl 
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EPA Records Schedule 471 
Status: Final, 02/20/2007 

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

• Nl-412-96-1/20 

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 

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

Item b: Input 

• Disposable 

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

Item c: Electronic data 

• Disposable 

1 of2 11/5/2007 3: IO PM 
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D:RAP'T OF 5/15/97 

U.S. EPA RECORDS CONTROL SCHEDULE 

NRMRL Treatability Data Base (NRMRL TDB) 

PROGRAM: Development 

EPA SERIES NO: 

NARA SCHEDO'Ll!: NO. 
(Use this number of to FRC) 

APPLl:CA.BI:LI:'l'Yi 

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

ARRANGEMENT: Arrangement varies. 

TYPE 01' RECORDS: 
Reports, printouts, data files 

MEDJ:tJM: 
Electronic, paper, forms 

FUNCTIONS SUPPORTED: 
Program operations 

SPECIFIC LEGAL :REQUIREMENTS: 
None 



• • 

needs. 

Sikdar 

513-569-7528 

National Risk Management 

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

d. Dependent on related records 

e. Supporting 
Disposable Yes 

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

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

c. Break file 

d. Break file according to for related records. 

e. Break file 

DISPOSITION INSTRUCTIONSs 
a. Delete when superseded by rou ne software program updates and quality 
assurance check completed or when longer needed. 

b. Follow oi3pe3ieien instructions 171A - Input/Source Records. 

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

d. Follow disposition 

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

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

AGENCYWIDE GUIDANCE: 

PROGRAM OFFICE GUIDANCE/DESCRIPTIVE INFORMATION: 

CUSTODIAL INFORMATION: 
CONTROLLING UNITa CONTACT POINT: 

Name: ORD/NRMRL Namea Subhas 

Locations Cincinnati Mail Codes 

Inclusive Dates: Telephone: 

Volume on Hand (Feet): Office: 
Research Lab. 



- -EPA Records Schedule 471 • Pesticide and...Analysis and Hazard Assessment (PIR'"MllflSj,)WG3/Environrncntal Protection ...ice of Research and Devclopment/471 .html 

• Maintain individual records for at least 2 years, then delete when no longer needed. 

I tern 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 ofResearch and Development, Ecosystems Research Division 

• Contact: Lawrence Bums 
• 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 

2 of2 I 1/5/2007 3: 10 PM 
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DRAFT OP 5/20/93 

U.S. EPA RECORDS CONTROL SCHEDULE 

TITLE: Superfund Differing Site Conditions System (SUPERDISC) 

Research and Development 

476A 

records to the FRC) 

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

ARRANGEMENT: 

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

MEDIUM: RECORD: 
Electronic, paper, forms 

FUNCTIONS SUPPORTED: 
Program operations 

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

amended 



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

Approval 
Date EPA 

Entry 
Date 
3/1/93 

Last 
Modified 
5/15/97 



• • 
b. Disposable 

c. 

d. 

e. Supporting 
Disposable 

Disposable 

TRANSFER TO FRC PERMITTED: 
a. c software program: 
Dis No 

No 

No 

Dependent on related records 

Yes 

FILE BREAK INSTRUCTI NS: 
a. Break file 

b. Break 

Break file according to 

INSTRUCTIONS: 
Keep version at least 5 years 

whichever is later, then de 

Follow -Eiis~asi~ien instructions 

file for EPA 171A - Input/Source Records. 

c. Break file 

d. for related records. 

e. Break file 

DISPOSITION 
a. is superseded or until no longer 
needed, 

b. 171A - Input/Source Records. 

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

d. Follow disposition instructions records. 

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

APPLICAXIQN GUIDANCE; 
REASONS FOR DISPOSITION: t be kept to support 
litigation, cost recovery efforts, 

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

PROGRAM OFFICE GUIDANCE/DESCRIPTIVE INFORMATION: 

CUSTODIAL INFORMATION: 
CONTROLLING UNIT: CONTACT POINT: 

Name: ORD/Cincinnati Name: Daniel Greathouse 

Location: Mail Code: 

Inclusive Dates: Telephone: 513-569-7869 

Volume on Band (Feet): Office: 

System documentation mu 
and mission-cri ical decisions. 



• • 
SERIES NO. 476A 

Approval 
Date EPA 

BY 

Rooms 

Entry 
Date 
3/1/93 

Last 
Modified 
5/20/93 



• • 
ITLE: 

t 

VITAL RECORD: 

L/11A 

DRAFT OF 6/21/93 

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

Thermoluminescent Dosimetry Instrument Control and Database 
System (TLD) • 

PROGRAM: Development 

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

APPLICABILITY: 

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

ARRANGEMENT: Arrangement varies. 

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

MEDIUM: 
Electronic, paper, forms No 

FUNCTIONS SUPPORTED: 
Program operations 

SPECIFIC LEGAL REQUIREMENTS: 

•· 

https://Marietta,.GA


• • 

tions for related·records. 

a 

break, then retire 

•• ·• 

TRANSFER TO FRC PERMITTED: 
tware program: 

No 

b. Input: No 

c. Electronic Disposable No 

d. Output and Dependent on related records 

e. Supporting 
Disposable Yes 

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

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

c. Break file 

d. Break file according to instr 

e. Break file when superseded. 

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

.b. Follow sie~e9ieieA instructions for ~ Input/Source Records . 

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

d. Follow disposition instructions for related r 

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

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

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

PROGRAM OFFICE GUIDANCE/DESCRIPTIVE INFORMATION: 

CUSTODIAL INFORlfATION: 
CONTROLLING UNIT: CONTACT POINT: 

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

Location: Mail Code: NRD 

Inclusive Dates: Telephone: 702-798-2320 

Volume on Hand (Feet): Office: 



PREVIOUSLY APPRO 
NARA SCHEDULE 

Approval 
Date EPA 

Rooas 

Entry 
Date 
3/1/93 

• 

Last 
Modified 
6/21/93 
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DRAFT OF 10/10/96 

U.S. EPA RECORDS CONTROL SCHEDULE 

Special Software Programs 

PROGRAM: 

EPA SERIES NO: 

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

APPLICABILITY: 

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

ARRANGEMENT: 

TYPE OF RECORDS: 
Electronic 

MEDIUM: 
Electronic 

FUNCTIONS SUPPORTED: 
Program operations 

SPECIFIC LEGAL REQUIREMENTS: 
None 

RESTRICTIONS: 

No 

,_• 



Disposable 

No 

No 

No 

Dependent 

Supporting 
Disposable Yes 

BREAK 
Delete 

needed. 
by routine software updates 

Break file 

Break file 

reco ds. 

instructions 

• • 
TRANSFER TO FRC PERMITTED: 

a. software program: 
Dispo 

b. 

c. 

d. on related records 

b. 

FILE 
a. or when no longer 

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

c. 

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

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

DISPOSITION INSTRUCTIONS: 
a. Delete when superseded software program updates or when ~o 
longer needed~ 

b. Follow di9~e9iEieA EPA 171A - Input/Source Records. 

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

d~ Follow disposition instructions for 

e. Follow disposition instructions for 

records. 

Documentation. 

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

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

This item covers the following applications: 

Annie Interactive Development Environment (AIDE) 
Data DX (DX) 
Ecotoxicology Database Retrieval system (ECOTOX) 
Integrated Data for Enforcement Analysis (IDEA) 
Screening Information System/LAN (SIS/L) 
Streamwalk (SWS) 
Toxic Release Inventory Quick Analysis Tool Kit (TRIPQUIC) 

PROGRAM OFFICE GUIDANCE/DESCRIPTIVE INFORMATION: 



• • 
units CON'XACT POIN'X: 

Name: Name: 

Location: Mail Code: 

Inclusive Telephone: 

Volume on Office: 

Annual Accumulation: 
(feet or inches) 

Room: 

CQNTRQL.INFQRJ1AXIQN: 
RELATED ITEMS: EPA 171A, 

PREVIOUSLY APPROVED 
NARA SCHEDULE NOS: 

BY 

Approval 
Date EPA 

Approval 
Date NARA 

Last 
Modified 
10/10/96 
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t)RAJ"l' OF 8/12/98 

U.S. EPA RECORDS CON'rRO~ SCHE~ULE 

TITLES Web Sites 

All Programs 

095A 

Ut.J: HO. Nl-412-96-1/25
umber to retire records t<> the f'RC) 

Agency-wide 

mm;mmutlt§11,RMA~'l''.lr~ . 
DESCRIPTIONJ In udes a broad range of systems u!ed to provide ready, user­
friendly occess to frequently used information in a •public forum" format 
usihg the Internet d the World Wido Web. Announcements and messages can be• 
read by any user. I orma:tion roay be drawn from Agency records, publicly
ava~lable sources or a combination of sources. 

Web sites are not a epec ic type of record, but a means of providing access 
to a broad variety of rec ds with varying retentions. Information is brought
together to simplify acceaa and provide specialized support for specific
infonr,ation needs. Web site are of~en used to distribute software programa,
models, textual, video, sound r image files. 

Thi~ schedule item covers the so ware used to maintain the sites, the 
inform~tlonal content, and records concerning the management of the site. It 
provides guidance on determining th retention and disposition of the records 
posted on the Web site. It covers b h Incernet and Intranet sites. 

AJU\ANGEMEN'ra Arrangement varies. 

'l'YPZ or :U:C:ORDSc SPECl C USTRICTIONSc 
R~ports, printouts, data files Privacy ct 

DD:ruK1 VITAL 
Electronic, paper No 

l'WCTIONS SUPPOaTZU,s 
Public ~wareness and program operations 

SPECIFIC LEGAL U:QUlllEMENTSa 
Electronic Freedom of Information Act Amendments 

https://mm;mmutlt�11,RMA~'l''.lr
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'\ZPA SUXES NO. 095A 

zjxposruw rNFQMAnoN, 
FI DlSPOSlTlONa 'l'UNSRB. TO Flt~ 11!:lU(I'l'T:S:r> 1 

a. lectronic system software: 
Dhpo able No 

b. Dependent on related records 

Dependent on related records 

d. Output and Dependent on related records 

e . .Supporting 
Disposable Yes 

f. Administrative 

(ll Site man&gwrnent recor 
Disposa.ble No 

(2) CWnulative statistics1 
Disposa.ble Dependent on related records 

(3) Site content records: 
Dis.::>osable 

g. Electronic versions created 
by office automation systems 

FILE B:IU:AK INS'1'1'.UCTIONS1 
a. B:cea.k file when superseded by ftware updates or system is 
terminated. 

b. Break file according to file record;;. 

c. Break file when superaeded. 

d. File wieh eppropriate ca,e files 
instructioni for related records. 

Follow !il• break 

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

t and g. See disposition instructions. 

~ISPOSXTXON msnuCTlOHSI 
a. Oolete ~hen superseded by routine software updates and assurance 
check completed or when no longer needed. 

b. Maintain with related prog~am records and follow disposition 
for related records. 

c. Determine wheth-ir mated.al on the Web aite is the record copy
Dissemination/Access copy. (See Agency-wide guidanca for further 
information.) 

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

https://mated.al


) Dissemination/Ac:c:,ss copy 
diss~mination/access purposes. 

d. 

e. 

rO& 

elated records. 

tor 

(but 
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- Delete when superseded or no longer needed 

disposition instructions for related records, 

disposition instructions for EPA 304A - Systems DOC1.lltlentation. 

concerning management of the site, hits recorded (system user 
Destroy when 3 months old. ,.....,\ T""l 'i''\ _,,_,,!:·.~1) rr1 

(2) . curnula •ve statistks on the site: File with pfrogt~:i:~anlg~e ·:e,J filis, 
and follow disp sition ins.tructions for related recor~~ .,JI,.. t-..t, ..Ji..,...: ...:,_., 

(3). erning what was posted on the site; when it was posted; 
whac lt conca.ined d when it was replaced, If maintained in paper, keep in 
office at lGast 1 ye r, then retire to FRC. Destroy when 7 years old. If 
maintainEd electronic ly, delete when 7 years old. 

g. Delete when record py i.e generated or when no longer needed for 
reference or updating, no to exceed t~a retention of the record copy. 

Agp~rcArroN GflIPNi:C~; 
:REASONS FOR ~lSPOSITION: rde posted to W•b sites are covered in records 
dis~osition schedules for Thie schedule item covers the 
software u~ed for the Web site d records concerning the management of the 
sita. Retention is adeQUate qency needs. 

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

Programs need to pay particular attention to W~b nformation with potential 
rQgulatory, enforcement, or other legal iropact. a program is offering 
guidance to the regulated community, it needs to k pa complete record of 
~hat guidance was offered and for what time period t t guidance was posted on 
the eite. Substantive changes ar~ those which give a Yice or guidance on 
compliance with environmental matters. Changes to th~ ite administrative 
content records, such as major additions or deletions tti t might affect 
d~cieions or actions by the public or regulated community are covered under 
item f(J). Editorial or nonsubstantive changes do not nee to be kept. 

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

~ROQ:RAJIC OFFICE QUIDANCE/~ESc:itI•T:IVE I:m'CRMATIOM1 This sch~dule 
is not limited to) the following systems: 

comrnunity-Basad Environmental Protection (CBEP) 

cgs'I'ODIAL n{l'ORHA'Z'rONt,
CONTJI.OLLING tJNI~I Multiple units CON'l'AC:'1' POlNT1 

Sames Nama1 

:C.ociatlonc Mail Co4■ 1 
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EPA 094A, P.PA 304A 

Approval znery :i:.aat 
Dat• JCJIA Dat• Mo41fiecl 
12/!.3/96 10/29/96 8/12/98 
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EPA Records Schedule 238 
Status: Final, 04/30/2007 

l'i 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. 

• Nl-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 

• Disposable 

• Delete records 2 years after completion ofaction. 

Item d: Output and reports 

• Varies 

1 of2 11/6/2007 10:00 AM 



- -EPA Records Schedule 238 - New York Bigh...elicopter Monitoring System (R2~B.~3/Environmcntal Protection ...es with new MN language/Regions/238.html 

• 

• 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 pennanent system. 

Custodians: 

Region 2, Division of Environmental Science and Assessment 

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

Related Schedules: 

EPA 171, EPA 304, EPA 400 

Previous NARA Disposal Authority: 

Entry: 08/22/1996 

EPA Approval: 12/18/1996 

NARA Approval: 01/20/1999 

2 of2 11/6/2007 10:00 AM 
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EPA Records Schedule 239 
Status: Final, 04/30/2007 

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

Program: Water 

Applicability: Region 2 

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

NARA Disposal Authority: 

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

• Nl-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. 

I tern c: Electronic data 

• Disposable 

• Delete records 2 years after completion of action. 

Item d: Output and reports 

• Varies 

1of2 l l /6/2007 10:00 AM 
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• File with related records and follow instructions for related records. 

Item e: Supporting documentation 

• Disposable 

• Follow instructions for EPA 304 - System Documentation. 

Guidance: 

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

Reasons for Disposition: 

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

Custodians: 

Region 2, Division of Environmental Science and Assessment 

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

Related Schedules: 

EPA 171, EPA 304, EPA 400 

Previous NARA Disposal Authority: 

Entry: 09/04/1996 

EPA Approval: 12/18/1996 

NARA Approval: 01/20/1999 

• 

2of2 11/6/2007 10:00 AM 



EPA Records Schedule 573 - EPA Payroll System (EPA YS) file:///SI/WG3/Environmental Protection ...h new MN language/Office of CF0/573.html -- • 

EPA Records Schedule 573 
Status: Final, 02/20/2007 

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

Program: Financial Management 

Applicability: Headquarters 

Function: 402-126 - Payments 

NARA Disposal Authority: 

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

• Nl-412-96-1/28 

Description: 

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

EPA YS has the following components: 

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

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

Disposition Instructions: 

Item a: Electronic software program 

• Disposable 

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

Item b: Input 

• Disposable 

• Close after data entry completed and verified. 

I of3 10/30/2007 8:53 AM 

file:///SI/WG3/Environmental
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EPA Records Schedule 573 • EPA Payroll System (EPAVS) file:///SVWG3/Environmcntal Protection ...h new MN language/Office ofCFO/573.html--
• Destroy after GAO audit or when 6 years old, whichever is sooner. 

Item c: Electronic data 

• Disposable 

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

Item d: Output and reports 

• Disposable 

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

Item e: Supporting documentation 

• Disposable 

• Close when superseded. 

• Destroy when 15 years old. 

Guidance: 

The Office of the Chief Financial Officer, Office of Financial Management, Financial Systems Staff is 
responsible for implementing the disposition for items a, c, and e. Records covered by items 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: 

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

Custodians: 

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

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

2of3 I0/30/2007 8:53 AM 

file:///SVWG3/Environmcntal
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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 

3 of3 l 0/30/2007 8:53 AM 
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U.S. EPA RECORDS CONTaOL SCHEDtJ'LZ 

superfund Document Management System (SDMS) 

Superfund 

049A 

SUPR 049 

NnA SCHEDtn.Z • Nl-412-96-1/29 
(Uso this number to retire records to the FRC) 

DESCRIP~ION1 The Supe ,und Document Management system (SDMS) i; an imaging 
sys~em for rnan4ging rec ds associated with Superfund sites and is implemented. 
on a regional basis. It unctions as a utility to 8tore, index, retrieve, 
redact, and annotate recor s; snd to create special records collections.· 
Fap~r records are scanned 1 o the system and captured as images. Other 
record mndia (e.g., microfor electronic) can be input into ehe system and 
captured as images as well. I ges may be converted to full text using 
Opt.i.:::al Character Recognition ( R) scanning and a full text inverted index 
may be generated to facilitate lo ating SDMS documents containing particular 
words or phrases. Document identi ing data, also called document index 
terms. are entered into the system r all images captured in the system as 
well as for related records which ar not imaged (e.g., audio-visual 
materials. and, in some cases, photogr hs, oversized paper records, or 
microforro). It ie possible, using SDMS, to capture all superfund records for 
a sic:e, however, there is great varlabil yin th• implementation among the 
regions !i.e., not all records of every ei e, or not all record types·are 
indexed and/or imaged in the same way.) 

~GZMEN'l'a Arrangement Yaries. tored by image IO number; 
document index records are stored a record ID number. 

'l'DI: OF RECO:RJ:>S1 SPECIFIC :U:S C'?IOHS1 
Data files, reports Contidential Bu ness Information 

Enforcement SensI ive Information 
Privacy Act 

MZDlt1Ml VITAL :UCOJU>1 
El~ctronic, p~per, microforrn Yes 

FU?ic:TIONS StJPPORTEDt 
Program op9~ations, cost. recovery, and Freedom of 

SPECIFIC LEGAI. UQOI:llDmNTSa 
Comprehensive Environmental Response, Compensation and Liability 1980, 

as amended, Sections 104, 106, and 107, 42 USCA 9604, 9606, and 
40 CFR 300 
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a. ic software 
able 

'1'RANSJ'D. TO rac l'J:RMl'rTJCDI 

No 

b. Input 
(1) Imag Dependent on related records 
(~) Image rnicroform Dependent on related records 
(3) Electro ic optical images Dependent on related records 
(4t Electron c text iroages Dependent on relatf'~efo~s~ 1-"1 r"'f1 
(5) Other med Dependent on relatid. Je~d~f-\ r-C ,. ,
(6) Index data. Disposable No .~ .J. ·\..i.... •'-" ..a... .di.,. 

c. :electronic data 
(1) Ele,ctronic ima 

Permanent No 
(2) Document ind.ex 

Perm.anent No 
(3 > Annotations: No 
(4) Redactions: Dependent on related records 
!s) Full text documents. 

Disposable NO 
(6) Full text inverted 

Index: Disposable 

d. Output and reports on related records 

e. Supporting documentation: 
Perrnar,ent 

FILS BUAlt INSTRUCTI05Ss 
a. Break software programs when each major version is discontinued and/or
whel'l .upex-seded by routin~ software updatei,. 

b(l-4). Br~ak file after quality assurance be~n performed and 
irnage3 have been backed up. 

(SJ. Break file according to instructions 

[E). Break file after quaHey assurance check has and index 
data nave been backed up. 

c(l and,,. Break tile at ehe end of a complete inpuc 

(3). Sine£ an annota~ion becomes an integral part of 
(unless removed by the person adding it); a file break 

(4•6). File break does not apply. 

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

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

~ISPOSITION lHSTROCTlONS1 
a. For each major version change of SDMS, maintain current 
~rccedur~s required in ETSD'a Operational Policies Manual. 

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

(f). Maintain records on site untll data is euPerse4ed. 

c(l). For sit~s that have become inactive: Electronic images cannot be 



o ASCII 

(2). 
specified in 3 

or routine& 
The programs allo 

images into SDM 
Output records ca 

and other original docurn~nts that incl 
that 'need to be preserved 

black and white image may need to be 

to 
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or EBCDIC1 the imaged paper ie the official recor~ and 

.$positioned following disposition instructions for related 

ASCII or EBCDIC flat file of data to the National Archives, ~s 
CFR 1228.188. Include data for active and inactive sites as 

of the file brea date. 

(3l. ior sites tat have become inactive: a paper coE:ihould b~ niade ofp~FY. 
annctated documents follow dispos~tion instructions £', r .• e(aJed;~c°f~ f ~ ··1 

((). Follow disposi on instructions !or related re~ .l-\..1 ••~ .:it, 

(5 and 6). Delete ind· /access for full text documents for ima~es related to 
sites that have become i ctive. 

d, Follow disposition ins~ uctions for related recor~s-

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

AP.P,r,rCAUQN ar:r.rDANcs,
UASONS FOR DISPCSlTlOM: The dis sition instructions for electronic software 
pro~rams. data, output and reports, and supporting documentation are 
consistent with other related syste In addition, output from SDMS is 
anticjpated to be important only as i !ills the needs of other records series 
already approved by ~h~ National Archf es. SDMS input records are covered by 
oth~r schedule$ already approved by the National Archives. 

AGENCY-WIDE GUID.ufCB1 The ~fficial record copies (inputs and output& to SDMS) 
are filed in the appropriate case files un er r•lated records series. These 
include: 

EPA 001A - Grants and Other Program - superfund Site 
Specific 

EPA OlOR - Site Assessment 
EPA 012A - Federal Agency Hazardous Waste ornpliance Site Files 
EPA 013A • Removal Site Filee • Supertund te Specific 
EPA 014A - Remedial Site Files - Superfund s te Specific 
i.PA OlSA - Sampling and Analytical Data Files - Supertund Site Specific 
EPA 019R • A&ninistrative Records• superfund ta Specific 
EFA 020A - Contract Management Records - Super£ d Site Specific 
El?A 024A - Cost Recovery Records 
EPA 025A - Enforcement Actions - Superfund Site S 
EPA 030A - Freedom of Information Act (FOIA) R•que Files 
EPA 258A - Final Deliverables Resulting from Contrac or Studies and 

Services 

~..em Qefinitions 
a. Electronic software programs: The instructions 
the fu~ctions controlling 'the data and images. 
create, access, manipulate, transmit, and store data and images, 

b. Input: The source records used to enter data or 
can be on s~veral different media, described below. 
be used as input during a proof-and-correct cycle. 

(ll Imaged paper: Original paper documents scanned into the system. 
(Oversizad maps, photographQ, 
color, grey-scale, raised lettering, etc,, 
with more precision than a 
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•other me~ia• even if they are fully scanned into the 

(2) Ima~ d microform: images on microfilm, microfiche, tilm jackets, etc., 
input into SDMS. 

'c/optical images: Images on optical disk, optical tape,
tical disk, magnetic disk, etc., that are input into SDMS. 

( 4) ~lectronic/ agnetic media: Text and data in macijT'!"f·"e~a~·t~:fottll 
!o-rmat that re imported as :r.ecords into SDMS. _,,..\. j.,.,,,,, !ii j 

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

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

Index data input systems: Text and data in paper or other media used to 
r.cord information about i ages captured in SDMS or about items that are 
tracked by but not imaged i SDMS. Includes index text or data that are 
entered into SOMS electronic ly from another system (e.g., CERCLIS, 
JFMS, or SCORE$). The infor ion on these forms i~ entered into SDMS 
as doc':,ll'Oent-level and !upporti index terms to the images. 

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

Cl) Electronic images 

(2l Dccurnent index terms: The document in x terms -consist of documenc 
identifying information, Qntered rnanuall or through input system&,
about each record that is capturad in SOM. A captured record may
eithsr be an image or a record that is ind ed but not imaged in SDMS, 
These index terms are organized into many r ational tables that relate, 
either di~ectly or indirectly, to a document hat is captured in SDMS. 

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

(41 Redactions: Redactfons are blacked or whited out area stored aa 
coordinates which overlay electronic images to prevent nauthorized 
users from accessing sensitive infomation. Redacted coo dinates are not 
a useful tool for ensuring the prevention of unauthorized accass outside 
th9 proprietary SDMS platform. 

(5) Full text documents: The full text documents consist o! !ul text 
versions of images, created using Optical Character Recognitio (OCR) 
scanning. They are accessible only to authorized users. The C R'd text 
may or may not be corrected prior to its use in creating the !ul 
indexes. Full text documents may be imported into word processin
correction or for use in other documents. corrected ASCII 
uploaded to SOMS, Full text documents in SDMS ara not conaider•d 
reliaola recorda due to the inaccuracies inherent in che OCR process
the r~lntive eaa• wich which th•s• records can be altered. 
useful in enhancing the changes or finding relevant images 
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keyworda in the full text documents and then calling up ehe related 

and in saving typing time (for those passages that are 
loaded and used in other documents). 

(6) Full t~xt inverted index: Consists of a list ot words that appear in the 
full ext of SDMS documents (minus common sense .words such as •the,• 
"and.• to,• etc.) And pointers as to where those worde occur. It is 
used to quickly identify those documents or pages containing words used 
in a sea ch string keyed in~. an SDMS user. 

~z i"'lf3Ej I\t·r~:~ rnd. Output: Ar sult ot the tunction of SDMS. Output ca re~ der·t,n W 
paper., fll.:cti·onic mecUa, optical media, anoth.er compu i K \r,.•hi:' e,,,.,,.. or ..,&., 

mic:i:·otorm. Output bQc:omes a new record -..,hen it is used for a specific: purpose
sucl1 a$ responding o a FOIA request or providing documentation for litigation 
or CO$t recovery. 

Output ~o the screen, ether a formal report is produced or not, is a record 
and mu.at be captured it used in decision-making (e.g .. a user may call up an· 
image of a map of the si e and decide, based on the image, that a fe!"nce need,1 
to >,e built -- the image the screen ie a record of the reason for that 
decislon and should be pri ted out and tiled with the other records for that 
sit~. 

e. Supporejng documentation: Those rQcords maintained by the system manager
in ~he course of developing, e ancing, maintaining and supporting EPA program
information systems. The recor document how the system captures.
manipulates. and outputs data. pporting documentation includes all life 
cycle products from initiation an concept to system implementation and 
operation, Documents may include: cost/benefit analysis; background
inforrriation; system validation test nd platform test data and documents; 
wor~group records; correspondence: f ctional requirements reports, data 
requireroent$ reports; data design repo ts; database design; development system 
repor~s and decieion paper; requirement specifications; programming
specifications; source codes; user guide; roaintenance manual; operations
manual; securicy manual; user support mat rial; data dictionaries; and records 
related co implemented electronic systems. 

~10GRAM OITICE GUICANCE/DZSCRIPTIVI: 

CUSTODIAL IliTQRHAfrON, 
CONTROLLING mlITs 

Hames SDMS Work Group Names Verne Chair 

Locations Re~ional offices Kail Cod.es 

Inclu•ive nateec Varies with 'l'elephone1
the region 

Vol'Wll• on Hand (Feet)1 Offiae1 

.Armual Accwnulations Jtocn.1 
(feet or inchea) 

CONTROL %NTORMAUON1 
Ut.ATED ITEMSc EPA 001A, EPA 0l0R, EPA 012A, EPA 013A, EPA 
EPA 019R, EPA 020A, ~iA 024A, EPA 025A, EPA 030A. EPA 258A 

PUVIOUSLT u»aOVZD SY 
SARA scumn.z sos, 

https://anoth.er
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EPA Records Schedule 682 - General Counsel Defense Oocket System (DBrilEN'ffi~Vij]3/Environmcntal Protectinn ...new MN language/OARM, OGC & OIG/682.htmle· e 
EPA Records Schedule 682 
Status: Final, 02/21/2007 

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

Program: General Counsel 

Applicability: Agency-wide 

Function: 317-260 - Mission Program Support 

NARA Disposal Authority: 

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

• Nl-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 

I of2 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 

2 of2 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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