REQUEST ‘ AUTHORITY —

- .

LEAVE BLANK »

TO DISPOSE OF RECORDS DATE RECEIVED JOBNG.
(See Instructions on Reverse) JUN 6 1974
TO: GENERAL SERVICES ADMINISTRATION, -255
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, D.C. 20408 NOTIFICATION TO AGENCY

1. FROM (AGENCY OR ESTABLISHMENT)
Environmental Protection Agency

In accordance with the provisions of 44 U.5.C. 3303a the dis-
posal request, including amendments, is approved except for

2. MAJOR SUBDIVISION

Enforcement and General Counsel

items that may be stamped “"disposal not approved’ or '‘with-
drawn’’ in column 10.

3. MINOR SUBDIVISION

4. NAME OF PERSON WITH WHO,
Mr. Harold Masters|

TO CONFER LM K 5. TEL. EXT.
KQ- (e 755-0840 | f0-7.7¢

6. CERTIFICATE OF AGENCY REPRESENTATIVE\:' Date

rchivist of the United States

i ézeby certify that | am authorized to act for this agency in motters pertaining to the disposal of the agency's records; that the records proposed for disposal in this Request of
page(s) are not now needed for the business of this agency or will not be needed after the retention periods specified.

[‘L&vv/(ﬁ L \\/\/»Cw é:j\ Chief, Administrative Management Br.

6-4-74
(Date) (Signature of Agency Representative) (Title)
7. 8. DESCRIPTION OF ITEM SAM:L'E oR i0.
ITEM NO. (With Inclusive Dates or Retention Periods) JOB NO. ACTION‘ TAKEN
Enforcement and General Counsel
Descriptions and retention for General Counsel Items
;-2) "are attached

Descriptions and retention for Enforcement Items

are attached

g ot

STANDARD FORM 115

Revised November 1970

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11.4

115-105
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U. S. ENVIRONMENTAL PROTECTION AGENCY

RECORDS CONTROL SCHEDULES FOR THE OFFICE OF

ENFORCEMENT AND GENERAL COUNSEL

" Retention Period

i . s i1 ; Per
Item | Name and Description of Record/File and Disposition

1. Program Development
a. Contains docuwments relating to Retention: DPerwanent.
F\ major policy, program development
and direction, and other records . Disposition: Break file
used in the management of the at the end of 2 years.
program. Keep in office 1 addi-
tional year, then send
to Federal Records
Center. Keep in FRC for
10 years, then offer to
National Archives.
b. Contains documents relating Retention: Retain 10
to the management, operation, years.
development, and guidance of .
specific programs such as water Disposition: Ereak file
quality, noise, radiation, etc. at the end of 2 years.

Keep in office 1 addi-
tional year, then send
to Federal Records

i B ’ Center. Keep in FRC for
X 7 years, then destroy.

J’i:d«am%es made per amoni;\\u’n M Pavi > q’u,'ﬂf QSrg

1
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Nsme and Description of Record/File

[ W
etention Pericd

Item and Disposition

2. Job Aoplicaticng - Attorneys. Retention: Retain 1 year
Solicited and unsolicited appii- after review and
cations for jobs &as attorneys in evaluation.

EPA. Records consist of letters

requesting jobs, resumes and Disposition: Break file

photos, interview notes and at the end of 6 months.

comments. Keep in office 6 addi-
tional months, then
destroy.

3. Environmental Statements. Retention: Retain 1
Reports received from other year after completion of
agencies relating to the effects review.
on the immediate commmunity envi-
ronment. Reports used for Disposition: Break file
review and comment. upon completion of review

and comment. Keep in
office 1 additional year,
e then destroy.
4 Legal Interpretations and Opinions Retention: Permanent.

a. Requests for and responses to
requests for legal interpretations
and opinions relative to the intent
and application of environmental
laws and regulations.

b. Background material including
letters, memos, laboratory reports,
Federal Register clippings, and
excerpts from court transcripts.

Litigation.
a. Clean Air Act, Federal Water

Pollution Control Act, »nd rfederal
and Rodan-

ol

Insecticide, fungcicide
ticide Act. Propocsed, pending,

and existing lezal action involving
EPA/State Units vs. Citizen, City,
or Industrial/Cormercial groups.
Records consist of notices nf

- .
for vreview,

action, petiticas
stipulations, complaints, summonses,
exhibits, copies of State and

acte, and court opinions.

[=94183

-

Disposition: Break file
upon the expiration,
amendment, or revision
cf an Act or Regulation.
Keep in Office 30 vears,
then offer tc the
National Archives.

Retention: Retain 10
vears.
Dispesition: Break file

at the end of 1 year.
Keep in office 2 addi-
tional years, then send
to Federal Records Center.
Keep in FRC for § years,
then destroy.

Retention: Retain 10
years after completion or
termination of case.

Disposition: Break file
upon completion cf case.
Keep in office 1 addi-
tional year, then send to
Federal Records Center.
Keep in FRC for 9 vears,
then destroy.
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Retention Period

reviews and corments, and tech-
nical reviews.

Item {Name and Description of Record/File . N
: and Disposition
b. Contracts and Crants. Concerns Retention: Retain 10
legel actions related to goods or years after completion or
services under contract or grant termination of case.
to EPA. Reccrds consist of ceom-
plaints, summonses, briefs, motions,] Disposition: Break file
~and correspondence related to the upon completion or ter-
action. mination of case. Keep
in office 1 additional
year, then send to Federal
Records Center. Keep in
- FRC for ¢ years, then
destroy. .
’ ¢. Other. Contains documents per- Retention:
taining to legal actions or court
cases in which EPA is either the (a) Routine cases. Retain
plaintiff or defendant. Documents 20 years after ccmpletion
and data relate to all facts.of a - or termination of case.
case such as technical aspects,
= witnesses, publicity, preparation, (t) Landmark cases. Perma-
and processing of legal papers nent. (Cases designated ~
(briefs, motions, depositions), by the EPA Administrator
internal and external correspond- as landmark or precedent
ence relative +o status and settle- actions.)
ment, work papers, and notes, etc.
Disposition: Break file
upon completion or ter-
_— mination of case. Keep
/////’"f——————f ) in office 1 additional
touline cases Se‘)arﬁe FV‘L‘WI year, then sendAto the
“Federal Records Center.
Laﬂe\l"'\dtk CSS@ Keep in FRC for 19 years,
T then destroy routine cases.
Offer Landmark cases to
Archives.
6. Development and Enforcement of ALr
and Water Sizndards tv States.
a. Air, Subrmission, progress Retention: Retain 12
and stztus of clean elr stanaa*ds vears after completion of
ing enactad into law by States program.
- - <—-aud Territories and submitted to
EPA for reviewv and approval. Disposition: Break file
Records consist of lecters upon completion of pro-
requesting legal interpretations gram. Keer in office 1
oo | and opinions, copies c¢f State additional year, then send
acts or progr;ms, 'D°~nna1 office | to Federal Records Tenter,

Keep in FRC for 11 years,
then destroy.
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Item

Name and Description of Record/File

Retention Period
and Disposition

b. Water.

(1) Submission, progress, and
status of clean water standards
being enacted into lzw by States
and Territories and submitted to
EPA for review and approval.
Records consist of letters request-
ing legal interpretations and
opinions, copies of State acts or
programs, regional office reviews
and comments, and technical reviews.
Letters to Governors approving
action by States to clean up a
water body, press releases, State
publications on pollution controi
directions to industry, summaries
of State action.

(2) Contains documents per-
taining to the waterways within
and bordered by the States, the
industries within the States,
activities of the States relative
to the permit program, development
of State cilean wrTor acts
agencies to monitor and enforce
them, cases referred by EPA to
Justice for actiomn.

and

Regulations.

a. Clean Air Act. File contains
documents and data relating to
the entire Act, sections of the
Act, and interpretations and
implementation of the Act. Such
data are presented in the form
of memos, reperts, newspaper and
wagazine articies, and corres-
pondence. Subjects consist cf
meetings end agenda for meetings,
Notices of chang in sections of
the Clean Air act, Yotices of
Proposed Rule changes relating

Lo the Act.

Iy
es L
£,

Retention: Retain 12
yvears after completion
of pregram.

Disposition: Break file
upon completion of pro-

gram. Keep in office

1 additional year, then

send to Federal Records

Center. Keep in FRC for
11 years, then destroy.

Retention: Permanent.

Disposition: Break at

the completion of or
change in State Permit
Programs. Keep in

office aii

years, then send to
Federal Records Center.
Reep in FRC for 15 years,
then offer to National
Archives.

Retention: Retain 25

years.

Dispnosition: Break £ile
at the end of iﬁf&ears.
Keep in office 1 addi-
tional year, then send
to Federal Records
Center. Keep in FRC for

24 years, then destroy.
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Item

Name and Description of Record/File

Retentien Period
and Disposition

b. Federzl Water Polliution
Control Act. File contains
docunients and data relating to
the entire Act, sections of the
Act, and interoretations and
implementation of the Act. Such
data are presented in the form of
wemos, reports, newspaper and
magazine articles gad correspond-
ence. Subjects consist of meet-
ings and agenda for meetings,
Notices of Proposed Rule changes
relating to the Act.

c. Federal Insecticide, Fungicide,
and Rodenticide Act. File contains
documents and data relating to the
entire Act, sections of the Act,
and interpretations and implemen-
tation of the Act. Such data are
presented in the form of memos,
reports, newspaper and magazine
articles, and correspondence.
Subjects consi° of maetings and
Norices of
changes in sectlons of the FIFRA,
Notices of Proposed Rule changes
relating to the Act.

d. Refuse Act.

(1) Contains documents relat-
ing to the development of the
Refuse Act Permit Program. Covers
such things as the Perwmit Applica-
tion Form and entry instructions,
citizen assistance in program
enforcement, plan for computer
processing, philosophy of permit
program, setting up conference
hearings, and developing stand-
ards. C(orrespondence and

reports rclative
tion aud enforccment of the
Refuse Act of 1899. Documents

tc the spplica-

Disposition:

and data relate to complaints

Retention:
years.

Retain 25

Break file
at the end of @5years.
Keep in office 1 addi-
tional year, then send to
Federal Records Center.
Keep in FRC for24 years,
then destroy.

Retention: Retain 25

years.

Disposition: Break file
at the end of #Syears.

Keep in office 1 addi-
tional year, then send
to Federal Records
Center. Keep in FRC
frar2d vears then

destroy.

Retention: Permanent.

Disposition: Break file

after completion of
action or termination
of program. Keep in
office 1 additional
year, then send to
Federal Records Center.
Keep in FRC for 15
years, then offer to
the National Archives.
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Name ard Description of Reccrd/File

Retention Period
andé Disposition

from States about pollution.
response from orfenders (poilut-
ers), notices of cnforcement

to file civil snit, checklist in
support of abatement action,
attempts to get offender to file
acceptable permit, litigation
reports, notices of legal action
(to offender).

(2) Contains documents per-
taining to EPA attempts to
restrict pollution through the
use of the Refuse Act. Records
in file consist of such itewms as:

. Checklist in support of water

pollution actions, summary fact
sheets, summary of action of
review committee, notices of
referral of cases to Justice.

e. Other. File contains
documents and data relzting to
regulations not Incizded In
the acts described above, and
interpretations and implementa-
tion of the regulations. Such
data are presented in the form
of memos, reports, newspaper
and magazine articles and
correspondence. Subjects con-
sist of meetings and z2genda
for meetings, Notices of
changes in the regulations.

Contract and Grant File.

a. State. Contains documents
pertaining to grants and con-
tracts, grant and contract
proposals, monitoring work on
grants and contracts, statisti-
cal sampling techniques, mining
and wmilling, legislative pro-
gram, international joint

Retention: Retain 10
years after completion
of case. .

Disposition: Break file

upon .completion of case.
Keep in office 1 addi-
tional year, then send

to Federal Records Center.
Keep in FRC for 9 years,
then destroy.

Retention: Retain 25
years.

Disposition: Break file

at the end of MMSyears.
Keep in office 1 addi-
tional year, then send

to Federal Records

Center. Keep in FRC for-24
i’ years, then destroy.

Retention: Retain 10
years after completion
or termination of con-
tract or grant

Disposition: Break file
upon the completion of
contract or grant.
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Name and Description of Record/File

Retention Pericd

ITtem and Disposition
commission, fishery services, Keep in office 1 addi-
sea water quality criteria, tional year, then send
industrial waste studies (by to Federal Records
name of industry). 1Included Center. Keep in FRC
are copies of State antipollu- for 9 years, then
tion acts, guideline for obtain- destroy.
ing grants, ccmments from
Congressmen, review of proposed
grants, copies of contracts and
agreements, and requests for
propossals, procurement requests,
and purchasz orders.

b. Commercial and Institutional Retention: Retain 10
Contract and Grant File. Consists years after completion
of contracts and grants proposed of contract or grant.
by or negotiated with commercial

or industrial groups or institu- Disposition: Break
tions like colleges or hospitals. file upon the comple-

. Records cconsist of proposals, - tion of contract or
contracts, reviews, comments, grant. Keep in office
requests for proposals, procure- 1 additional year, then
ment requests, purchase orders, send to Federal Recorcs
and congressional inquiries. Center. Keep in FRC

for 9 vears, then
destroy.

9. Pztent Developments and Interpre- Retention: Retain 15
tations. Consists of documents years after ccmpletion
pertaining to patent rights on or termination of con-
contracts and grants a2warded by tract or grant.

EPA. Documents consist of copies
of the contracts and proposals, Disposition: Break €ile
invitations to make proposals, upon tne completion or
disclosures of inventions, affi- termination of contrac
davits, patent statements, waivers, or grant. Keep in cffice
correspondence between contractors 3 additicnal years, then
- and EPA and within EPA developing sené to Federal Kecords
the grounds for understanding Center. Keep in FRC for
licensing agreements. 12 years, then descroy.

10. Disclosure of Inventions made Retention: Retain 17
under Granis, Cuntiacts, and by years after completion
EPA emplovees. Counsists Ji docu- or termination of proj-
ments disclosing inventions made ect or program.

by contractors, grantees, and EPA
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Retention Period’

Item | Name and Description of Record/File and Disposition
employees. TFile consists of Disposition: Break file
patent applicaticns, correspond- upon completion or ter-
ence with patent office and inven- mination of project cor
tors, power of attorney, invention program. Keep in office
disclosures, nctices of reference 3 additional years, then
citacions, lists of foreign send to Federal Records
patents. Center. Xeep in FRC for

14 years, then destroy.
11. Abatement Commitment Letters Retention: Retain 20
(ACL's). Request to and response years after completion
from industriazl organizations and of action.
municipalities ir regard to their
programs and cormitment to reduce Disposition: Break
pollution. Records also pertain file upon the comple-
to regional commitment programs. tion of action. Keep
' in office 1 additional
h year, then send to
Federal Records Center.
Keep in FRC for 19
years, then destroy.
12. Development and Enforcement of Air

and Water Standards bv States.

a. Air. Subnission, progress, and
status of clean air standards being
enacted into law by States and
Territories and submitted to

EPA for review and approval. Records
consist of letters requesting legal
interpretations and opinions, copies
of State acts or programs, regional
office reviews and comments, and
technical reviews.

b. Water.

(1) Submission, progress, and
status of clean water standards being
enacted into law by States and Terri-
tories and submitted to EPA for
review and approval. Records con-

sist of letters requesting legal
interpretations and opinions, copies
o

(=)
f State acts or programs, regional
office reviews and comments, and

Retention: Retain 12 vears
after completion of program.

Disposition: Break file upon
completion of program. Keep
in office 1 additional vear,
then send to Federal Records
Center. Keep in FRC for 11
years, then destroy.

Retention: Retain 12 years
after completion of program.

NDisvosition: Break file upon
completion of program. Keen
in office 1 additional vear.
then send to Federal Records
Center. FKeep in FRC for 11
years, then destrov.
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Item

iName and Description of Record/Filg

Retention Period
and Disposition

I&i\\‘Regulations,

technical reviews. Letters to Gov-
erners approving action by State
to clean up a water bodyv, press
ryleasez, State publications con pok

trv, svmmaries of State action.

(2) Contains documents per-
taining to the waterways within
and bordered by the States, the
industries within the States, ac-
tivities of the States relative to
the Permit program, development of
State clean water
to monitor and enforce them, cases
referred by EPA to Justice for
Action.

Clean Air Act. File

orm of memos,
and magazine
ondence.

da for meetings, Notices of
anges in sections of the“Clean
Act, Notices

vater Pollution Con-

lution control directions to 1ndqu

acts and agencies

ntains_4Disposition:

oi/}f/éosed Rule
to” the Act. \\\\

Retention: Permanent.
Dispcsition: Break file at the

compietion of or change in
State Permit Programs. Keep
in office 2 additional years,
then send to Federal Records
Center. Keep in FRC for 15
years, then offer to Nation-
al Archives.

Retention: Retain 25 vears.

reak”“file at .
the ena of 20
in cffice

Petention:

riNe contains documents
to the eutire

e Act, and in-
retations and impYementztion of
Such data

Dispositdon: Break file a
the eﬁ? of 20 years. Keerp
in office 1 additiomal year,
thenh cend to Fédgral Records
enter. Keep in FRC for 4
vears, then destroy.
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Retention Period

Mame and Description of Record/Fild and Disposition

onsist of meetings and agenda for
meetings, Notices of Epanggs in
sedtions of the gﬁPCA, Notiﬁgs of
Propgsed Rule changes relating to

: S L. i
;éins docum Disposition: Bréak

to the entir the end of 20 §éars.

Act, and inte nd im- |inMoffice 1, 4dditional
plementation of\the A Such then, send /to Federal Rekords
data are present it the form of i Keep in FRC for\4

memos, reports,
zine articles,
st of meetiugs and
eetings, Notice of
changes #n sections of e Clea%//
Air Acp), Notices of Propoied Rule
changés relating to the Ac

d. Refuse Act.

(1) Contains docyments rela-
ting Lo tue developybur ol the
Refuse Act Pacrmit Program, covers |Disposition:/ Break\file
such things as thé Permit Applica-jafter coEgletion of action
tion Form and eftry instructions, jor termimation of program.
citizen assisténce in program en- Keep\in/Office 1 addifienal
forcement, p¥an fer computer proc-|yeary then send to Federal
essing, phiZosophy of Permit pro- Rspbrds Center. Keep in\gRC
gram, settAng up conference hear- {fo6r 15 years, then offer to
ings, ang developing standards. the Natiogal Archives. \
Correspgndence and reports relative \
to the/application and enforcement .
oZ . Refuse Act of 1899. DEcu- :
ments and data relate to coﬁ%laints
frgm States about pollut%pﬁ,

Retention: Perm

\

rgsponse from offenders /{pollu-
ers), notice of enforcdement
action, regional recofmendations
to file civil suit,”checklists in
support of abatement action,
attempts to get offenders to file
acceptable permits, litigation
reports, notices of legal action
(to offender).
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Name and Dessription of Record/File

Retention Feriod
and Disnositien

3

Cocntains docurents pertaining
ettempts to restriis,p6lluti
through the use of the Re€Tuse Act.
Records in 1 ist of such items
as: support of water
urmmary factsheets,

egulations not

described above nterpretations

and implement he regulations.
Such data in the form
of memos and maga--

-

ce. /

cts consist cf meetings am
agenda for meetings, Notices of p
posed changes to the regulationms.

Enforcement.
-~ A S~
(<Y Py S S
(1) Contains documents pertaining

to the interim program for controlling
air pollutants. Documents and data
relate to statements of program,
analysis of State laws, interim author-
ization, various program and authori-
ties, statement from Attorney General.

(2) Contains documents pertaining
to EPA's enforcement of industrial and
municipal comnliance with clean air
regulations and standards. Documents
include background study and surveil-
lance reports, violation notices,
press releases, and compliance orders.

b. Water.

(1) Contains documents per-
taining to the interior program for

Retention: Retain 10 vears
arter completion cf case.

Disposition:~Breal: file
etion of case.

to Federal
Keep in FRC

send

> -~
27 .

the erd
in“office

Center. Keep in
years, then destroy.

Retention: Retain 20 vears.
Disposition: Break file upon
completion of program. Keep
in office 1 additional year,
then send to Federal Records
Center. Keep in FRC for 19
years, then destrov.

Retention: Permanent.
Digspnosition: Break file upon

the completion of action.
Keep in office 3 additional
vears, then send to Federal
Records Center. Keep in FRC
for 15 years, then offer to
the National Archives.

11
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Item

Nare and Description of Record/File;

controlling water pollutants. DocH
cuments and data relate to state-
ment of program, analysis of State
laws, interim authorition, various
programs and authorities, and
statements from Attorney General.

(2) Contains documents per-
taining to EPA's enforcement of
industrial and municipal compliance
with clean water regulations and
standards. Documents include back-]
ground study and surveillance
reports, violation notices, press
releases, and compliance orders.

(3) Contains documents and
data relative to the measurement of
mercury in water, the effect of
mercury on sea life and its effect
on consuwmers, wunIrdls oo pIrLVEnt
polluring waters with mercury, and
compliance by companies.

(4) Publications, textbooks,
and similar reference data.

¢c. 0il Spill. Actiocn taken to
make industrilal ane commerciadi
organizatiocns recognize and
respond tc their resconsibility to
c¢lean up and p»revent oil spills.
Records consist of State and Fed-
eral investigation reports, geo-
graphic area maps, reports and
referral of oil spill cases to the
U.S., Attornev, notices to Coast
Guard for hearings oun oil spills.

12

Disposition: Break file uvon
completion of the program,
Keen in office 1 additiomal
vear. then send to Federal
Records Center. Keep in FRC
for 19 vears, then destrov.

Retention: Permanent.

Disposition: Break file uvon
the completion of action. Keep
in office 3 additional vears,
then send to Federal Records
Center. Keep in FRC for 15
vears, then offer to the
National Archives.

Retention: Permanent.

Disposition: Break file at the
nd of 4 vears. ¥Xeepn in office

diitional vears, then scud
,t0 FTeceral izccres Center
Keep in FRC for 15 vears, then

offer to the National Archives.

Retention: None.

Disposition: Destroyv or dis-
pose of when record material
has been sent to FRC.

Retention:

{(a) Routine Cases. Retain 20
vears after completion or ter-
{ mination of case.

(b) Lardmark Cases. Permanent
(cases designated by the EPA
Administrator as Landmark ot
precedent actions.}

Disvositicn: Break file upcn
the complecion of action. Keep
in office 1 additional year,Vhsu

“Send fo uTlh e- C8s :rs—sv@’oariﬂa
From haadmarK Cases
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Name and Descriptiorn of Record/File

Retention Period
and Disposition

d. Mobile. Contains dccuments
pertaining to the control of
emissions frem automobile engines.
Documents and data relate to
statemert of program, analysis of
State laws, interinm authorization,
various programs and authcrities,
and statements from Attcrmey
General.

e. Pesticides.
pertaining to the collection of

pesticide samples, the laboratory
analysis of the samples, the coun-
formity of the packages and label-

discovary of violationg and en-—
forcement oI zoriviiies. TFile
contains such records as: sampnle
collection reports, retailer's
purchase orders for product ship-
ment from which samples were taken|
package labeling, lab amalysis re-
ports, case reviews, letters to
manufacturers and charge sheets,
and manufacturer's replies.

Conferences, Hearings, and Task
Forces.

a. Interstate Waters and Confer-

Contains documentgRetention:

ing to standards and sample contentcompleticn of

tin=ewad to Federal Records
Center. Keep in FRC for 19
vears, then destroy routine
ceses. Offer landmark Cases
to National Archives.

Retention: Retain 20 vears.
Disvosition:
completion of the nrogram.
ileep in office 1 additional
jyear, then send to Federal
Records Center. Keep in FRC
for 19 years, then destroy.

Retain 5 years
YR . .
after completion or termi-
Ination of case.
Disposition: Break file upon
the case. Keep

)
voar, rhan gend

iin office I
{
i<G

o Feceral. -.coros Center.
[Keen in FRC for 4 wvears, then
estroy.

Retention: Permanent.

ence File. File contains docu-
ments pertaining to am interstate
body of water, and a State and
Federal effort to make or keep it
clean. Documents and data con-
tainaed in the file concern the
adnministracive aspects of enferce-
ment, the social and economic
forces acting both for asnd again
cleanup, the develcpment and :
cation of i

Disposition: Break file after

Jthe ccmpletion of conference

and related compliance and
legal action. Xeep in office
1 additional yecar then send

to Federal Records Center.
Keep in FRC for 15 years, then

Break file upon

offer to the National Archives.



Item

Name and Description of Record/File

Retention Pericd
and Disposition

-|Violation Notice, reports of ex-

.lence, interagency agreements, affi-

haintaining clean water conditiomns,
and the monitoring and testing of
the water.

Each water body section is divided
into 8 parts which contain the
following types:

(1) Administrative (Monthly
progress reports, requests for techi
nical assistance by State agencies,
conference arrangements, budget for
project, hearing arrangements);

(2) Compliance (Arnual and
semiannual conference summary re-
ports, Region checklist, 180 Day

penditures in compliance actions);

(3) Correspondence (Congres-
sional, public and agency, announce-
ments for meetings, invitations, i
transcript corrections);

(4) Llegal (Agenda for confer-

davits, conference invitations and
acknowledgements, summary reports;

(5) Legislation (Report of
Steering committees on Sanitary
Control Act, draft of proposed
State and Federal Legislation);

(6) Litigation (State and
Federal court actions and opinions
and decisions);

(7) Newsclippings (Clips from
newspapars concerning confcrence);

and”

(8) Rerorts (Such subjects as
river damage, water pollution con-

- ered) v — e .

e e st e e 4

14
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Retention Period

Item| Name and Descrinticn of Record/File
, ) and Dispositicn
b. Conference Transcrints - Water.Retention: Permanent.
L Complete verbatim record of confer-
) ence ircluding chorts, pictures, isvosition: regk file after
reports, ané other exhibits. the complefion of ccniference
and related compliance and
legal action. Xeep in office
1 additional year then send
iu Tedszral necCOords Lenter.
Keep in FRC for 15 years,then
offer to the National Archives.
Destroy dupiicates when record
fopy sent to FRC.
c. Conference Proceedings - Print-Retention: Permanent.
vv, ed and bound coples of narrative

d.

reports relating the proceedincs
Qv
exhibits.

Water.

conference.

each conference. Contain some

(nﬁfbr ace Summary Renorts -

Summary wri*eup of each

J~xational

PDisnositien: Break File afte
the c C“n letion of conference
and related compliance and
lezal zction. Xeep in otifice
1 addirional vear, then send
to Federal Reocurds Center.

TITA L 1 -

by a4
As&&t— -t PERENN )

~

hadi }
offer to the National Archli-.s.
Destrey duplicates when record
copy sent to TRC.

'
4
v
4
\,

.
$)
£

Retenticn: Permanent.

Mispesition: t

‘e cornietion of conferemce

and related compliance and leczl
action. Keep in office 1 add
tienal vear, then send to rad-
eral Record Center.
for 15 vears,
Archlves. De
duplicates when recorc ceomy sznt
to the J*chlves.

Keeo in
then offer

3=d!t=$$éésgﬁi=t9iﬂ Aurorotive Patention: Permanent.

si - and

> Nioror . g (on= Dispo=sition:
cains docua=nts aad Ciln ralating
tn case mide by major auroxchile (a) Keev in office for 5 vears.
manufacturers for a suspension of after completion of edit and
requirements to mesat EPA cw1ssion assembly, then send tc Teuerai




etention Period
-~ Na~ i Dececrioric F Ron 1T L
Itew|Name and Loscription of Record/Tile nd Dis--sition
standarcde =stavlished for SSElmmemed Records Center.,  Recep in FRC

,l/

e e

}3%&®- model cars. Documents consist
biainlv of hearine transcricts,
depositions, and exhibits

D e

for 15 years, then offer to the
National Archives.

{b} Destrov all
1 year after oricinals sent
FRC.

Conference Technical Reports -

g.
Stationary Sources. Reports is-
sued prior to conference. Re-
ports cover the history of prob-
lem, description of area. descrip-
tion of indusctrial units in area
and an assessmeant of the pollu-
tion problem.

h. Conference Recommendations -

n of
compliane
Reen in
then s

Records Center.
"im ¥RC «for 15 vears, then offer
to Archives.

o0

~nA

— Liv.

"r‘lhwa}

een

Retention: Permanent.
Disposition: Break file upon
the completicn of Conference
Report. File two copiess with
apprepriate Conierence Rec—
ords. Destroy extra copies
after sending Conference
Records to Federal Records
Center.

Retention: Permanent.

Stationary Sources. Findings and
recommendations developed by the
National Air Pollution Control
Administration.

)

i. Enforccment Conferences. Con-
tains documents pertaining to Con—
fere with S indus

and citizen groups for the urpos;
of getting municipalities and in-
dustries to reduce pollution. Recr
ords. consist of press releases,

+

-

ences tates,

[SRC R S

Disposition: Break file upon
the comuletion of Conference
Recommendations. File two
copies with appropriate Con-
ference Records. Destroy ex-
tra copies after sending Con-
ference Records to Federal
Records Center.

Retention: Retain 10 years
after completion of confer-
ence.

Disposition: Break file at
the end of conference. Keep
in off1ce 1 addltional vear




Retention Period

Item pMame and Description of Record/Filsg
and Disposition

news clippings, drafts of proceed-)then send to Federal Records
ings, status reports, and corre-- |Center. Keep in FRC for 9
spondence. years, then destroy.
j. Hughes Task Force. Contains (Retention: Retain 20 years
documents pertaining to the work [sfter completion of conference
of the task force set-up to study
the impact of pending and proposedpisposition: Break file at
legislation (1972). Documents andthe end of 1973. Keep in
data relate to implementation of {office 1 additional yéar, then
Water Bill, staff statistics send to Federal Records Center.
(requirements), House Bill, issue |Reep in FRC for 19,years, then
papers, Strategy papers. destroy.

IS

B Permit Program. Retention: Permanent.
a. State Permit Program. Con- |}Disposition: Break file after
tains documents portaining to thejcompletion or change in Permit

ﬂ/ interim and final permit program {Program. Keep in office 1
for States. Records consist of additional yezr, then seand to
copies of State clean water laws, {Federal Records Center. Keep
EPA authorization to at TRC for 1I wyeoovs then

l1sSue per—

mits, memos of understanding.

b. Early Permit Program. Con-
tains records relating to basic
standards and guidelines sent out
for comment, data systems {(com-
puter) for permit program, drafts
of permit application form.

c. Techuical Prorram - Studies
and Grants. Contains documents
pertaining to the Permit Progvam:

the end of 1973.

<

offer to National Archives.

Retention: Retain 20 years

Break file at
Keep in
office 1 additional year,
then send to Federal Records
Center. Keep in FRC for 19
years, then destroy.

Disposition:

Retention: Retain 10 years

Disposition:

and related activities. Docu-
ments and data related to effiu-
ent limitaticn guidance, develop-
went of industrial guidelines,

.energy crisis. fish forms,

Break file at
the end 7 2 vears. Keep in
office for 1 additicnal year,
then send to Federal Records
Center. Keep in I'KC for?
years, then destroy.

17



iten

Name and Description of Record/Filg

Retention Period
and Disposition

hazardous substances, meetings with
State and industrial leaders, leg-:
islative evaluations, standards, |
ocean dumping, water strategy, |
state implementation. Documents |
pertaining primarily to technical
aspects of the Water Quality Pro~ .
gram. Documents and data relate
to such items as effluent limita- |
tion guidance for RAPP by 1ndustry,
state progress with program, con-
tracts for industrial waste studies
river basin studies, computer
printout of major discharges of
effluents.

tive to action initiated against |
a pollutor. Pollutor given 180 f

officials and interested citizens
(complaints), hearings and fact

trator for issue of 18C Day Notices
news releases and clippings, trans-
cripts of informal hearings con-
ducted by EFA under Sec.,id0(c)(5)
of tha Federal Water Pellution Act.
File also contains affidavits of
service, EPA openirg statements and
summary of hecariags.

to crganizations (industrial and

180 Day Notice File - Water. Retention: Permanent.

a. 0Official. Contains data rela- {Disposition:

(2) Brezk file a2fter the

days to develeop program to correct completion of action. Keep

pollution causing conditions. Con-{in office 1 additional year,
tains cuch rocords oof T2LUISE TO 0 iliwen sead Lu Federzi Records
Corps cof Ingincevs to reevaluate IiCanter. Keep in FRC for 153
companies permits to discharge years, then offer to the

effluents, letters from city National Archives.’

(b) Destroy all duplicates

finding reports, memos to Adminis- |when record copy sent to

Records Center.

b. Other (Water Reference File). Retentigg: Retain 10 years
Contains daca cn notices issued lafter completion of case.

city)y regarding water pollution. {Dispcsition: Break file
Organization given 180 days to jupon completion of case. -



Item

Name and Description of Record/Fild

Retention Period
and Disposition

%

develop and present plan for halt-
ing or reducing pollution. Re-
cords consist of background data
on offense and offenders, notices
to take corrective action, reportd
on plan and status of implementa-
tion.

Summarv Report on the Qualitv of
Interstate wWaters. rile contains
descriptive data relating to an
interstate river or body of water|
Data contained in a repert called
"The Summary Report on the Quality
of Interstate Waters." Report
deals with the rivers lccation
and flow, sources of poilution,
adequacy of treatrent, nature of
delays in a2batement, action of
agencies, schedule for proposed
acticn. ‘Folders alsc contain
correspoudence relating to the
reports.

Emission Control Program. Con- -
tains documents pertaining to the
development, application, and

Keep in office 1 additional
year, then send to Federal
Records Center. Keep in FRC
for 9 years, then destroy.

Retentiown: Permanent.
Disposition: Break file after
completion of the report.

Keep in office 1 additional
year, then send to Federal
Records Center. Keep in FRC
for 15 years, themn offer to
the National Archives.

Retention: Retain 10 years.

Disposition: Break file at

suspension of guidelines and
rules for better controlling the
emissions from automobile engines
File contains documents and data
relating to: ADVISORY CLRCULARS
(proposed EPA engine configuration
requirements, application format
for heavy duty engine certifica-
tion, duration of conformity cer-
tification) --~ FCRD FLAP MAINTE-~
NANCE VC 6 (vehicles transported
nder limited certificate, Ford's

the end of 2 years. Keep in
office 1 additional year, then
send to Federal Records Genter.
Keep in FRC for 7 years, then
destroy.




. or

Item

i
Name and Description of Record/Fi14
-

Retention Period
and Disposition

hwithdrawal of 1973 spplication for
certification, request for full
certification reply to Justice)-—-
FORD CCMPANY CY 7 (Ford disclosura
of unauthorized maintenance, com-
plaint for injunction and monetard
relief) --- SUSPEXSION GUIDELINES
(procedure for suspension of
guidelines, manufacturer's request
for public nearing, response to
requests to make statement at
public hearing, court order,
treatment of confidential informa-
tion). Dccuments rertaining to
the design and operation of pro-
grams for mobile units that are
in production or are planned for
production. File contains docu-
ments and data relating to:
LABORATORY TE3T AND ANALYSIS
(emissions -- gas content, evalu~
ations and corments) -— DEFECT
DEVICES (policy relative to de-
vices uszd uvd ciroumvent IFA
regulaticns, violztions ana pen-—
alty) -- GENERAL AnD CONTROLLED
CORRESPOYDENCL —-- HiGH ALTITUDD

|ICLIPPIRGS (ways to prevent air

EMISSICN {(reports and discussions
regarding change in standards and
regulations) ~-~ SUSPENSIOXN GUIDE-
LINES —— COMPANY DATA (background
data on various auto and engine
manufacturing companies). Cen-
tains documents pmertaining to
parts and alterations to vehicles
or mctoers already in usc. File
contains documents and data re~
lating to: ADVISORY CIRCULARS
(data on antitrust actions)—-

pollution —- STANDARDS AUD TLST
PROCEDURES (California exnaust
emigsion tents) -- CITIZEN CORRE-
[SPCOMDENCE (Federal Register,
should exemption be wmade bacause

of high altitude, ervirconmental

20



Ttem

Name and Description c¢f Record/Filg

Retention Period
and Disposition

14
.

|SPONDENCE (Federal Register,

data on various auto and engine
manufacturing companies). Con-
tains documents pertaining to
parts and alterations to vehicles
or motors already in use. File
contains documents and data re-
lating to: ADVISCRY CIRCULARS
(data on antitrust actions)~--
CLIPPINGS (ways to prevent air
pollution -- STANDARDS AND TEST

PROCEDURES (Caiifornia exhaust
emission tests) —-- CITIZEN CORRE-

should exemption be made because
of high altitude, environmental
policy) ~- RECALL IKVESTICATIONS
(recall of autc by manufacturer
for repair or alteration, GM
plan) -- STATE INSPECTION SYSTEMS
~— REGICHS (delegaticn of author-
ity, role of region in enforce-
ment, crganization.

and Noise Pellution File. Con~

rule making tor fuels. Documents
and data relate to: FUFL REGIS-
TRATION —- LEAD REGULATION (lead

Defense Council. test, health
effect, nethods, hearings) ---
FUTLS (waste 90il report, speech
at gas tax conference, additive,
compositicn, state inspection
propram, small refiners) -- WIT-
NESSFS (waiting to testify, list-
of witnessces). Locuments pertaint
iny to tiwe developrment and
application or regulations and
standards governing vehicles and
engines imported for sale/use.
Documents relate to: PENDING

Fuels »vd fand fizoulesnions |Retention:

tains documents pertaining to Disposition:
the end of 2 years. Keep in
office 1 additional year, then
send to Federal Records Center.
regulations and National ResourcegKeep in FRC for § years, then

destroy.

IMPORT ADMISSTONS —-= CUSTCOMS

21

Retain 1C years.

Break file at



Iter

Name and Description of Record/Filg

Retention Period
and Disposition

20 .

XULLINGS ~-- 1NPORT DATA SYSTEM --
IMPORT EXIYPTICH POLICY ~—- LMPORJ
AYD APPROVALS —-—m

MODIFICAT!CIS TR
GREY MARK:1_0S ~- QPTRATION AND

APPROVAL OF TEST VEIIICLES -—-
EXENPTIONS ATD U~IVEPS. Contains

documents pertaining to noise
abatement for land vehicles and
aircraft, and data on aircraft
poliution. xecords and data re-
late to: NOISE (Motor carrier
noise analysis, aircraft noise
reduction technology, program
planning, low noise emission prod-
ucts, railroad noises) -- POLLU-
TION-AIRCRAFT (proposed regula-
tions, FAA enforcement regula-~
tion California standards, work-
ing regulations group).

Import Declaration - Motor
Vehicles,

a. TFile conszists of compnleted
copies of the form, "Importation
of Motor Vehicle Engines subject
to Federal Vehicle Pollution
control Regulation (EPA Form
3520-1)". Occassicnally a
Declaration of Conformity and
copy of HEVW Regulation are
attached to the EPA form. The

EPA form 3520-1 serves as the
source document for the automated

processing of motor vehicle import
data,

b. Code Sheets for Import Decla-

Retention:

Disposition:

end of month.
12 additional months, then
destroy.

Retentiont

Retain 12 months.

Break file at
Keep in office

Retain 12 months.

ration -~ "Inses Code Sheets'.

File made up of the "MOSES"™ Code
Sheet-EPA Hg. Ferm 1789-3) which
is used to make the coded data

entries rrom the 3520~1.

s A

EPA Form

Disposition:

end of month.
12 additional months, then
destroy. - -

Break file at
Keep in cffice



Item

Name and Description of Record/File

Retention Period
and Disposition

¢. Imported Vehicle Identifica~

Retention: Retain 12 months.

tion Numbers. UListings of im-
ported vehicle end engine numbers
supplied by fcreign manufacturers
or U.S. distributors.

d. Imported Vehicle Conformity

Dispogition: Break file at
end of month. Keep in
12 additional months, then
destroy.

B

Retention: Retain { years.

Certification. Letters, affi-
davits, and invoices describing

Disposition: Break file at

modificatiens to vehicle/engine,
and certifying confermity of EPA
standards. Agreement to export
for resale or cancellation of
order because of inability to
make modifications.

23

the end of 2 years. Keep
in office 2 additional years,
then destroy.
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APPENDIX B

RECORDS CONTROL SCHEDULES
RECORDS MANAGEMENT

GENERAL COUNSEL

The records\described below relate to legal opinions and legal
services to a{l of the organizational elements of the Agency with
respect to all grograms and activities of the Aggﬁ%y; legal counsel;
litigation suppoN;; and development and formulation of Agency poli-

cies and programs. A

. A

/l
~
£
Retention Period
Item Name and DescriptionN\of Reco di;ile € . n . .l
,? and Disposition
1. Program Development
a. Contains documentg” relatMg to Retention: Permanent.

major policy, prograth developmant

& and direction, and/other record Disposition: Break file
used in the managément of the at the end of 2 years.
program. Keep in office 1 addi-

T tional year, then send
o Federal Records

lo\years, then offer to

Natidpal Archives.

b. ntains documents relating Retentidn: Retain 10

to fhe management, operation,
£ .

dexyelopment, and guidance of

{ecific programs such as water Disposition: '\ Break file
//zuality, noise, radiation, etc. at the end of "% years.
Keep in office addi-

tional year, then\send
to Federal Records

) 7 years, then destroy

Canter. Keep in FRC for

Center. Keep in FRCGyfor



| ‘,MANUAL'

RECORDS MANAGEMENT

.
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APPENDIX B

RECORDS CONTROL SCHEDULES

Item

Name and Description of Record/File

Retention Period
and Disposition

Job A&plications - Attorneys.
Solici{ed and unsolicited appli-
cations\for jobs as attorneys in
EPA. Regprds consist of letters
requesting, jobs, resumes and
photos, interview notes and
comments.

.\
N
\\
N
D
Environmental Statements.
Reports received from,other
agencies relating to the effects
on the immediate community envi-
ronment. Reports used foﬁ\

review and comment.

Legal Interpretations.

a. Clean Air Act. Requests

for and response to requests for
legal interpretations relative
to the intent and application of
the Clean Air Act and related
environmental protection legis-
lation. Records consist of
letters, memos, suspension
guidelines requests, thices of
Proposed Rule Making, laboratory
reports, and excerpts from court
transcripts.

Retention: Retain
after review and
evaluation.

year

Disposition: ,Break file
at the end of 6 months.

Keep in office 6 addi-
tional morths, then
destroy.

Retention: Retain 1
year after completion of
review.

Disposition: Break file

upon completion of review
and comment. Keep in
office 1 additional year,
then destroy.

\
“Retention: Retain 10

years.

»,
Diséqsition: Break file
at thé,end of 1 year.
Keep inwoffice 2 addi-
tional yégrs, then send
to Federals Records
Center. Kéép in FRC for

7 years, then destroy.
LY

*

\

TN



APPENDIX B
RECORDS CONTROL SCHEDULES

o

MANUAL

RECORDS MANAGEMENT

Item

Name and Description of Record/File

Retention Period
and Dispositiog///’

b. kﬁderal Water Pollution Control

Retention: RepAin 10

Act. equests for and response to
reques for legal interpretations
relative\to the intent and applica-
tion of t Federal Water Pollution
Control Act\and related environ-
mental protection legislation.
Records consistof letters, memos,
suspension guide\ines requests,
Notices of Propose¥ Rule Making,
laboratory reports, \and excerpts
from court transcript

c. Contract and Grant.
for legal interpretations

to such programs as Pgrsonal
Service Contracts, location Act,
Construction Grantg, Award Proce-
dure, New Water 11, Federal
Clean Air Incengive. Record
content consigfs of letters and
memos relatiye to problems,

court opinifns, legal briefs,

OMB Circul}Ars, magazine articles,
and simifar items dealing with
specifif programs.

years.

Break file
d of 1 year.
office 2 addi-
years, then send
to Federal Records
Ce¢nter. Keep in FRC for
years, then destroy.

Retention: Retain 10
years.
Disposition: Break file

at the end of 1 year.
Keep in office 2 addi-
tional years, then send
to Federal Records
Center. Keep in FRC for
years, then destroy.

TN
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RECORDS MANAGEMENT
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APPENDIX B

RECORDS CONTROL SCHEDULES

Item

Name and Description of Record/File

Retention Period
and Disposition

d. fé@eral Insecticide, Fungicide,

Retention: Ret

and Rodenticide Act. Requests for
se to requests for legal
ions relative to the
intent and §pplication of FIFRA
legislation d related environmental
protection legislation. Records con-
sist of letters) memos, suspension
guideline request Notices of Pro-
posed Rule Making, \laboratory reports|
and excerpts from coNrt transcripts.

b4

e. Other. Requests fol and respons
to requests for legal intwkrpretatiogs
relative to the intent and \gpplic
tion of other related enviro
protection legislation.
consist of letters, memos, s

posed Rule Making, labora
and excerpts from court

Litigation.

a. Clean Air Acy/. Proposed,
pending, and exi#sting action
involving Enggtate Units vs.
Citizen, City, or Industrial/
Commercial /fgroups. Records con-
sist of ngtices of action, peti-
tions fof?review, stipulations,
depositions, complaints and cover
letters, summonses, exhibits,
copigg of State and Federal acts,
and /court opinions.

i

years.

¢ Break file
year. Keep
2 additional

the¢n destroy.

Retention: Retain 10
years.
Disposition: Break file

at end of 1 year. Keep
in o€fice 2 additional
years, then send to
Federal Records Center.
Keep in FRC for 7 years,
then destroy.

Retgntion: Retain 10
after completion
ination of case.

ion: Break file
upon compyletion or ter-~
mination case. Keep
in office N\additional
year, then send to
Federal Recorys Center.
Keep in FRC foy 9 years,
then destroy.

TN



APPENDIX B
RECORDS CONTROL SCHEDULES

MANUAL

RECORDS MANAGEMENT

Item

Name and Description of Record/File

Retention Period
and Disposition

- tract o

Federal Water Pollution Control

Retention:

Proposed, pending, and exist-

Industrial\/Commercial groups.

Records congist of notices of

action, petikions for review,
stipulations, Yepositions, com-
plaints and covkr letters,

summonses, exhibits, copies of State
and Federal acts, {nd court opinions.

c¢. Federal Imsectici Fungicideé,
and Rodenticide Act. Prygposed,
pending, and existing leg
involving EPA/State Units v
Citizen, City, or Industri
Commercial groups. Records
consist of notices of a
petitions for review, Atipulation
complaints and cover/letters,
summonses, exhibity/, copies of
State and Federal/acts, and court
opinions.

ion

and Grants.

al actions related
services under con-
grant to EPA.. Records
of complaints; summonses,
, motions, and correspond-
related to the action.

d. Contract
Concerns 1
to goods

consis
brie

years after

or terminatfon of case.

Break file

pletion or ter-
on of case. Keep
fice 1 additional
then send to
ederal Records Center.
Keep in FRC for 9 years,
then destroy.

Retention: Retain 10
years after completion
or termination of case.

Disposition: Break file

upon completion of case.
Keep in office 1 addi-
tional year, then send
to Federal Records
Center. Keep in FRC

for 9 years, then

Retkntion: Retain 10
after completion
ination of case.

Dispositfon: Break file
upon comp\etion or ter-
mination o\ case. Keep
in office 1\additional
year, then sédpd to
Federal Recor Center.
Keep in FRC fol\ 9 years,
then destroy.

TN
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APPENDIX B

RECORDS CONTROL SCHEDULES

RECORDS MANAGEMENT

Retention Period

Item Name and Description of Record/File and Disposition

e. er. Contains documents per- Retention:

taining\to legal actions or court j//// .

cases in Which EPA is either the (@) Routine cases Retain
. plaintiff Rr defendant. Documents 1 20 years after ompletion

and data reMNate to all facts of a or terminati
case such as \echnical aspects,
witnesses, publ\icity, preparation, J{ﬁa. Landmgfk cases. Perma-
and processing legal papers nent. Cases designated
(briefs, motions,\depositions), by th€ EPA Administrator
[ internal and extermgl correspond- as Jandmark' or precedent
ence relative to stadys and settle- ions.)

ment, work papers, and , etc.

Disposition: Break file

upon completion or ter-
mination of case. Keep
in office 1 additional
year, then send to the
Federal Records Center.
Keep in FRC for 19 years,
[éhen offer to Archives.
If offer is rejected by
rchives], destroy routine
cgses.CF Fer kand ma &
- ——— CASKRS TO AYC(/‘"'v es,
6. Development and E
and Water Standafds by States.

a. Air. Subsission, progress, X Retentidg: Retain 12

and status clean air standards years aftdr completion of
being enacted into law-by States ‘ program.

and Terrifories and submitted to ‘

EPA for feview and approval. Disposition: \Break file
Records’ consist of letters upon completioy of pro-
requesting legal interpretations gram. Keep in Rffice 1
and opinions, copies of State additional year,\then send
acts or programs, regional office to Federal Recor Center,
reviews and comments, and tech- Keep in FRC for 11\ years,
nical reviews. then destroy.

TN \
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MANUAL

RECORDS MANAGEMENT

Item

Name and Description of Record/File

Retention Period
and Disposition

Submission, progress, and
clean water standards
being enacted into law by States
and Territories and submitted to
EPA for reviewand approval.
Records consist“Qf letters request-
ing legal interprdtations and
opinions, copies of\State acts or
programs, regional of\{ice review

and comments, and techhical rey
Letters to Governors appxoving
action by States to clean
water body, press releaseg
publications on pollutig
directions to industry
of State action. '

ews.

(2) Contains/documents per-
taining to the waterways within
and bordered K& the States, the
industries wZfthin the States,
activities f the States relative
to the pefmit program, development
of Statg clean water acts and

Retentiogs Retain 12
years ter completion
of ppdgram.

sposition: Break file
upon completion of pro-

gram. Keep in office

1 additional year, then

send to Federal Records

Center. Keep in FRC for
11 years, then destroy.

Retention: Permanent.
isposition: Break at
the completion of or
chayge in State Permit
Proghams. Keep in
office\2 additional

Federal Rgcords Center.
Keep in FRG for 15 years,
then offer National
Archives.

TN
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APPENDIX B
RECORDS CONTROL SCHEDULES

Retention Period

Item| Name and Description of Record/File . .
and Disposition
7. Regulations.

a. ean Air Act. File contains Retention: Retai
documents and data relating to years.

) the entirg Act, sections of the
Act, and inserpretations and Disposition;/ Break file
implementationh of the Act. Such at the end/of 20 years.
data are presended in the form Keep in fice 1 addi-
of memos, reportsy newspaper and tional , then send
magazine articles, eral Records
pondence. Subjects ¢ Keep in FRC for
meetings and agenda for ears, then destroy.
(i.e., EPA and NAS), Noticgs of
changes in sections of the
Air Act, Notices of Proposed
changes relating to the Act.
b. Federal Water Pollution Retention: Retain 25
Control Act. File contains
documents and data relati
the entire Act, sectio Break file
Act, and interpretatj nd of 20 years.
implementation of fHe Act. Such Keep in fice 1 addi-
data are present in the form of tional yea then send to
memos, reportsy newspaper and Federal Recohds Center.
magazine art#cles and correspond- Keep in FRC fok 5 years,
ence. Subjfects consist of meet- then destroy.
ings and/Agenda for meetings
(i.e., £PA and NAS), Notices of
Propgf€ed Rule changes-relating
to yhe Act.

I L

TN
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RECORDS CONTROL SCHEDULES

MANUAL

RECORDS MANAGEMENT

Item

Name and Description of Record/File

Retention Period
and Disposition

c. Federal Insecticide, Fungicide,
and Rodenticide Act. File contains
doquments and data relating to the
entTse Act, sections of the Act,
and indgrpretations and implemen-
tation of\the Act. Such data are
presented 1y the form of memos,
reports, newdpaper and magazine
articles, and Rorrespondence.
Subjects consist\of meetings and
agenda for meetinks (i.e., EPA and
NAS), Notices of clynges in sec-
tions of the FIFRA, Notices of
Proposed Rule changes
the Act.

d. Refuse Act.

such things as the
tion Form and entry instructions,
citizen assistangk in program
enforcement, plAn for computer
processing, pfilosophy of permit
program, seffing up conference
hearings, #And developing stand-
ards. Cgkrespondence and
s/relative to the applica-
#nd enforcement of the

Se Act of 1899. Documents

' data relate to complaints
from States about pollution,
response from offenders (pollut-
ers), notices of enforcement
action, regional recommendations
to file civil suit, checklist in

Retention:
years.

eral Records
er. Keep in FRC
5 years, then

Retention: Permanent.

Disposition: Break file

after completion of
action or termination
of program. Keep in
ffice 1 additional
then send to

the NatYonal Archives.

TN
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RECORDS CONTROL SCHEDULES
RECORDS MANAGEMENT

Retention Period

Ttem| WName and Description of Record/File . ..
and Disposition

7. egulations.
i)a. an Air Act. File contains Retention: Retain 25

documends and data relating to years.

Act

implementatiog of the Act. Such at the end of 20 yrars.
data are presehted in the form Keep in office addi-

of memos, reporty, newspaper and tional year, en send
magazine articles \and corres- to Federal
pondence. Subjects\consist of Center.
meetings and agenda r meetings 5 years
(i.e., EPA and NAS), Notices of
changes in sections of t
Air Act, Notices of Propos
changes relating to the Act.

ep in FRC for
then destroy.

Retention: Rekain 25
years.

"
< ) b. Federal Water Pollution

Control Act. File contains
documents and data relatin

Disposition: Break file
the end of 20 years.
in office 1 addi-
data are present i 1 year, then send to

memos, reports FederAl Records Center.
magazine art FRC for 5 years,
ence. then des¥roy.

ings and/agenda for weetings

PA and NAS), Notices of
sed Rule changes-relating
the Act.

TN
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Item Name and Description of Record/File

Retention Period
and Disposition

8. 8. Contract and Grant File.

State. Contains documents

g techniques, mining

and milling) legislative pro-

ing grants, comments fro
Congressmen, review of pro
grants, copies of contra
agreements, and request

and purchase orders.

b. Commercial a Institutional
Contract and Gpint File. Consists
of contracts And grants proposed
by or negotfated with commercial
or indust#ial groups or institu-
tions l¥ke colleges or hospitals.

uests for proposals, procure-
ent requests, purchase orders,
and congressional inquiries.

Retention: Retain
years after complftion

tract or grant.

eep in office 1 addi-
tional year, then send
to Federal Records
Center. Keep in FRC
for 9 years, then
destroy.

Retention: Retain 10
years after completion
of contract or grant.

osition: Break
upon the comple-

f contract or
Keep in office
1 additMnal year, then
send to deral Records
Center. ep in FRC
for 9 years)\ then
destroy.

TN

jl



“MANUAL I

RECORDS MANAGEMENT

bl LIS

APPENDIX B

RECORDS CONTROL SCHEDULES

Name and Description of Record/File

Retention Period
and Disposition

Item
7( 9.
/0 « 10.

Patent Developments and Interpre-
tions. Consists of documents.

tracts and proposals,

to make proposals,

f inventions, affi-
davits, patenl statements, waivers,
correspondence hetween contractors
and EPA and withix EPA developing
the grounds for understanding
licensing agreements

invitation
disclosures

Disclosure of Inventiond mad
under Grants, Contracts, Wi by
EPA employees. Consists
ments disclosing inventi
by contractors, grantegs,
employees. File consfsts of
patent applications /correspond-
ence with patent office and inven-
tors, power of apforney, invention
disclosures, nofices of reference
citations, ligts of foreign
patents.

Retention: Retain

years after complefion

or termination con-
tract or grapf.
ion: Break file

upon/the completion or
ination of contract

T grant. Keep in office
3 additional years, then
send to Federal Records
Center. Keep in FRC for
12 years, then destroy.

Retention: Retain 17
years after completion
or termination of proj-
ect or program.

Disposition: Break file

upon completion or ter-
mination of project or
program. Keep in office
3 additional years, then
nd to Federal Records
Keep in FRC for
then destroy.

TN
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Item Name and Description of Record/File

Retention Period
and Disposition

/- 11. \\\ébatement Coumitment Letters
CL's). Request to and response
industrial organizations and
ipalities in regard to their
and commitment to reduce
Records also pertain
to regional\ commitment programs.

[2. 12. Legal Opinions. Conta
documents directly rela

?L_ legal opinions issued by
Office of General Counsel.

NOTE: Where legal opinions
not maintained separately
should be removed from
in which they are mai

before those files
the Federal Recor

Retention: Retain 20
years after completZon
of action.

Disposition:
file upon t
tion of ac¥ion. Keep

1 Records Center.
in FRC for 19
rs, then destroy.

Retention: Permanent.

Disposition: After

breaking file, remove
and provide separate
and secure maintenance
in office.

TN
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ENFORCEMENT.

The records described below relate to the development of policy and
program direction to Agency enforcement activities in the water,
noise, radiation, pesticides, and solid waste pProgram areas. D
ment o egulatlons, guidelines, criteria, procedures, and polity
statements™\Jesigned to bring about actions by individuals, pgfvate

enterprises, \and governmental bodies to improve the qualit
water, air, and\ land.

Item | Name and De:ék{Ption of Record/File ///K;tention Period
and Digposition

EX 1. Program Developmen

Retention: Permanent.

a. Contains documentsN\relating/to Disposition. Break file
major policy program devjlopmgnt and}at the end of 2 years.

V’ direction, and other reco used Keep in office 1 addi-

in the management of the tional year, then send

to Federal Records Center,
Keep in FRC for 1@ years,
then offer to National
Archives.

b. Contains docupents relating to etention: Retain 10
the management, gperation, develop- |y
ment, and guidafice of specific pro- -
grams such as/water quality, noise, |Dispogition. Break file
radiation, c. at thend of 2 years.
Keep in fice 1 addi-
tional yeakx, then send

to Federal cords Center.
Keep in FRC fQr 7 years,
then destroy.

TN
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APPENDIX B

RECORDS CONTROL SCHEDULES

Item |Name and Description of Record/File

Retention Period
and Disposition

2. |Job Applications - Attorneys.
olicited and unsolicited applica-
tN\ons for jobs as attorneys in EPA|
Re
ing Jobs, resumes and photos, in-
tervidw notes and comments.

3. |Developmenf\and Enforcement of Air
and Water Stdpdards by States.

a. Air. Submisgion, progress,

and status of cle air standards
being enacted into Yaw by States
and Territories and
EPA for review and ap
Records consist of let

comments, and technical
b. Water,

(1) Submissiony progress, an
status of clean wafer standards be;
ing enacted into Aaw by States and
Territories and /submitted to EPA
for review and/approval. Records

ns and opinions,copies
s or programs,regional
ews and comments, and
technica) reviews. Letters to Gov-
ernors gpproving action by State
to cledn up a water body, press

interpretati
of State a
office re

Retention: Retain 1 year

Retention:

ing legal interpretation »

consist of lefters requesting legal|i

releases, State publications on pok
lution control directions to indus+

try, summaries of State actiom.

after review and evaluati

rds consist of letters request+Disposition: Break fi

then destroy.

Retain 12 years
after coppletion of program.
Dis
co

ition: Break file upon
letion of program. Keep
office 1 additional year,
then send to Federal Records
Center. Keep in FRC for 11
years, then destroy.

Retention: Retain 12 years

fter completion of program.

d to Federal Records
Center. \ Keep in FRC for 11
years, then destroy.

TN
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Item

Name and Description of Record/Filq

Retention Period
and Disposition

/“ 4.

(2) Contains documents per—
taiding to the waterways within
and rdered by the States, the
industXxies within the States, ac-
tivities\of the States relative to
the Permit\program, development of
State clean
to monitor and\enforce them, cases
referred by EPA Yo Justice for
Action.

Regulations,

a. Clean Air Act. File\contains

tion of the Act. Such data ar
presented in the form of memo

Subjects consist of meetjfigs and
agenda for meetings (i.#., EPA and

tions of the Clean
of Proposed Rule c
to the Act.

r Act,Notices
nges relating

b. Federal Wafer Pollution Con-

Center.
years,

Retent

Di

Center.
years,

Disposition: Break file a
completion of or change
State Permit Programs,

al Archive

Retention:

Retention: Permanent.

ater acts and agenciesthen send to Fedepdl Records

Keep i@ FRC for 15
then er to Nation-

Retain 25 years.

osition: Break file at
e end of 20 years. Keep

in office 1 additional year,
then send to Federal Records

Keep in FRC for %ﬁ
then destroy.

Retain 25 years.

trol Act. Fjlle contains documents
and data refating to the entire
Act, sectjons of the Act, and in-
terpretafions and implementation of
the Ac¥. Such data are presented
in tife form of memos, reports,
newspaper and magazine articles
and correspondence. Subjects

Center.
years,

Disposition:
the end of 20
in office 1 ad

then send to Fe

Break file at
ears. Keep
itional year,
ral Records
Keep in ¥RC for 5
then destr

TN
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RECORDS CONTROL SCHEDULES

Item

Name and Description of Record/File

Retention Period
and Disposition

consist of meetings and agenda for
meeXings (i.e. EPA and NAS),Noticeg
nges in sections of the
FWPCA,\Notices of Proposed Rule
changes\relating to the Act.

c. Federdl Insecticide, Fungicide

Retention: Retain /25 years.

and Rodentdide Act. File con-
tains documents and data relating
to the entireMAct, sections of the
Act, and interpxetations and im-
plementation of e Act., Such
data are presented\in the form of
memos, reports, new§paper and maga
zine articles, and correspondence.
Subjects consist of meetings and

NAS), Notices of changes
tions of the FIFRA, Notic

the Act.
d. Refuse Act.

(1) Contains docu
ting to the developm
Refuse Act Permit Pgbgram, covers |
such things as th ermit Applica-~
tion Form and enyry instructions,
citizen assistgfice in program en-
forcement, pl for computer proc-
essing, philpsophy of Permit pro-
gram, settjhg up conference hear-
ings, and/developing standards.

to the/application and enforcement
of th¢ Refuse Act of 1899. Docu-
ments and data relate to complaintd

Correspofidence and reports relative

Disposition: Byeak file at
the end of 20/years. Keep
in office 1,Additional year,
then send fo Federal Records
Center. /Keep in FRC for 5
then destroy.

Retention: Permanent.
osition: Break file

r completion of action
rmination of program.

en send to Federal
Keep in FRC
then offer to ;

TN
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RECORDS MANAGEMENT

Retention Period

Item |Name and Description of Record/File - o
and Disposition

from States about pollution, re-
spynse from offenders (polluters),
notY\ce of enforcement action, re-
recommendations to file

uit, checklists in support
ent action, attempts to
get offerMers to file acceptable
permits, 1N\igation reports,
notices of I®gal action (to offend-
er).

(2) Contains\documents pertain-Retgfition: Retain 10 years
ing to EPA attemptX to restrict ;ﬁfer completion of case.
pollution through t use of the
Refuse Act. Records file con-
sist of such items as: \Checklis
in support of water pollwtion
actions, summary factshee year, then send to Federal
imaries of action of review Wmmit- |Records Center. Keep in
tees, notices of referral gf\cases |FRC for 9 years, then de-
to Justice. stroy.

Disposition: Break file
upon completion of case.
Keep in office 1 additional

e. Other. File contyins documerNs [Retention: Retain 25 years.
and data relating to/regulations nyt
described above and/interpretationsYDisposition: Break file at
and implementatiory of the regula- e end of 20 years. Keep
tions. Such datf are presented in [in\office 1 additional year,
the form of memps, reports; news-— them\ send to Federal Records
paper and maggzine articles and Cente Keep in FRC for 5
correspondenge. Subjects consist years, \then destroy.

and agenda for meetings,
proposed changes to the

TN
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APPENDIX B

RECORDS CONTROL SCHEDULES

Item

Name and Description of Record/File

Retention Period
and Disposition

Cqntract and Grant File.

a. tate., Contains documents per-
taindg to grants and contracts,
grant d contract proposals, moni-
toring rk on grants and con-
tracts, stytistical sampling tech- |
niques, mindqg and milling, legis-
lative progra International
Joint CommissioN, fishery services|
sea water qualityZ\criteria, in-
dustrial waste studjes (by name of
industry). Included\are copies of

proposed grants, copies of
and agreements, and reque
proposals, procurement
and purchase orders.

b. Commercial and stitutional

\Retention:

Retention: Retain 10
lafter completion or

send to Federal Records
ter. Keep in FRC for 9
ears, then destroy.

Retain 10 years

Contract and Grant/File. Consists
of contracts and frants proposed
by or negotiated/ with commercial
or industrial groups or institu-~
tions such a
Records congist of proposals, con-
tracts, reyiews, comments, requests
for propobals, procurement re-
quests, Jpurchase orders, and
congregsional inquiries.

colleges and hospitalg

a{ter completion or termina-
tidp of contract or grant.

DispoXition: Break file upon

tional yedr, then send to
Federal Redprds Center.

Keep in FRC Xor 9 years, then
destroy.

TN
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RECORDS CONTROL SCHEDULES RECORDS MANAGEMENT

Retention Period

Item [Name and Description of Record/File and Disposition

/g, 6. |Abatement Commitment Letters(ACL's).[Retention: Retain 20 year

Requests to and responses from after completion of actiof.
induxtrial organization and munici-

palithes in regard to their pro- Disposition: Break fj
grams agd commitments to reduce upon the completionAf ac-

. regional cxmmitment programs.

(7. 7.o] Enforcement. ins documents Reten Retain 2 years
and publications use¥ as source completion of publi-

documents and material\ for putting on.
together the EPA Enforc
book "First Two Years." isposition: Break file
and data relate to history\of air after completion of publi-
cation. Keep in office for
grams (briefs), State laws, c 2 years, then destroy.
cial organization background
rial, litigation history, F
i ¢ MVV(/' AL LR

b o dnpihisal ot B

a. Air.

(1) Contains dofuments pertain-
ing to the interimfrogram for con-
trolling air pollytants. Documents
and data relate £o statements of bpon compMetion of program.
program, analygis of State laws, Keep in office 1 additional
interim authofization, various pro- fear, then ¥end to Federal
gram and auphorities, statement fromRecords Centdr. Keep in FRC
Attorney Ggneral. for 19 years, Xhen destroy.

Retain 20 years.

ion: Break file

~

TN
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RECORDS CONTROL SCEEDULES

Item

Name and Description of Record/File

Retention Period
and Disposition

%,

(2)
ing o EPA's enforcement of indus-
trial\and municipal compliance with
clean ajr regulations and standards;,
Document® include background study

and surveillance reports, violation
notices, prégs releases, and com-

pliance ordery.

o
b. Water.

(1) Contains documgnts per—
taining to the interior

Contains documents pertaint

Documents and data relate t
ment ‘of program, analysis of
laws, interim authorization,
ous programs and authoriti
statements from Attorney

!industrial and mu
with clean water
standards.

jground study
ports, violayion notices, press
releases, d compliance orders.

cipal compliance
egulations and
ents include back-

Retention: Permanent.
Disposition: Break fi
upon the completion
tion, Keep in offjice 3
additional years/ then send
to Federal Recogfds Center.
Keep in FRC r 15 years,
then offer o the National
Archives,

tention: Retain 20 years.
Disposition: Break file

upon completion of the pro-
gram. Keep in office 1 ad~

"ditional year, then send

to Federal Records Center.
Keep in FRC for 19 years,

ears, then send
cords Center.
15 years,
e National

to Federal
Keep in FRC £
then offer to
Archives.
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Item [Name and Description of Record/File RetenFlon PeFIOd
P and Disposition

Contains documents and Retention: Permanent.

> mercurN\in water, the effect of Disposition: Break file at
mercury sea life and its effect {the end of 4 years

on consumeXxg, controls to prevent
polluting waters with mercury, and jthen send to Federal Records
compliance by ‘qompanies. n FRC for 15

(?B(Publications, textbdpks, and Destroy/or dispose of when
similar reference data record/ material has been sent

J.~ 0il Spill. Action take
make industrial and commercia
organizations recognize and res
to their responsibility to cle

ndg)Routine Cases. Retain 20
ears after completion or
and prevent oil spills. Recofds termination of case.

consist of State and Federa)}) invest+t

igation reports, geograph area ig dmark Cases. Permanent.
maps, reports and referrgl of oil %cas s designated by the EPA
g spill cases to the U.S./Attorney, MAdminkgstrator as Landmark or

notices to Coast Guard/ for hearings t actions.)
on oil spills.

: Break file upon'
the completYon of action. :
Keep in offide 1 additional !}
bear, then seny to Federal
Records Center.\ Keep in FRC
or 19 years,
Ehe-Natiomat-ArchiXgsTIf
offer-rej i
destroy routine cases. FF@V

——— e v s —

2 [band marK cases To Akghrves:
| . Contains documents Retention: Retain 20 yeXs. |
I ertdining to the control of emis- | '

ions from automobile engines. Disposition: Break file upon
ocuments and data relate to completion of the program. ,
TN ce -
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RECORDS CONTROL SCHEDULES

Retention Period

Item |Name and Description of Record/Fild . ..
and Disposition
skatement of program, analysis of {[Keep in office 1 additio
Stae laws, interim authorization, |year, then send to Fedeyal
varidus programs and authorities, |Records Center. Keep/in FRC
and stytements from Attorney for 19 years, then stroy.
. ﬁ. Contains documentgRetention:
he collection of
pesticide samplég, the laboratory |nation of
analysis of the sawples, the con-
formity of the packages and label- {Disposj Break file upon
ing to standards and sSwmple contentjcomplftion of the case. Keep
discovery of violationsgnd en- in #ffice 1 year, then send
forcement of activities. ile Federal Records Center.
contains such records as: s eep in FRC for 4 years, then
collection reports, retailer destroy.
purchase orders for product sh
ment from which samples were
package labeling, lab analy
ports, case reviews, lett
manufacturers and charge
and manufacturer's rep
8. |Conferences, Hearing§, and Task
Forces.
a. Interstate WNaters and Confer- |Retention: ermanent.
eépce File, F#le contains docu-
ments pertajfiing to an interstate |Disposition: reak file after
body of wafer, and a State and the completion conference
T Federal fort to make or keep it |and related compNance and
clean. ocuments and data con- legal action. in office

in the file concernm the
strative aspects of enforce-
, the social and economic

es acting both for and against
cleanup, the development and appli-

1 additional year tken send

to Federal Records Cinter.
Keep in FRC for 15 yedrs, then
offer to the National

cation of rules fov establishing/

| l
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Item

Name and Description of Record/File

Retention Period
and Disposition

maintaining clean water conditions,
and the monitoring and testing of
the\water,

Each water body section is divided
into 8 garts which contain the
followin) types:

(1) Adhinistrative (Monthly
progress repogts, requests for tech:
nical assistande by State agencies,
conference arrangements, budget fg
project, hearing &rrangements);

(2) Compliance XAnnual ap(d

Violation Notice, report
penditures in compliancg

(3)

Correspondente (Conjkres-

Legislation (Report of
Committees on Sanitary
Act, draft of proposed

State/ and Federal Legislation); -

(6) Litigation (State and
Federal court actions and opinions
and decisions);

TN
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RECORDS CONTROL SCHEDULES

Item

Name and Description of Record/File

Retention Period
and Disposition

(7) Newsclippings (Clips from
pers concerning conference);

(8)
river damag
trol).

ports (Such subjects ag
water pollution con-

Ib. Conference Trawscripts - Water.

Retention: P#grmanent.

Complete verbatim regord of confer-
ence including charts,
reports, and other exhi

c. Conference Proceedings
ed and bound copies of na
reports relating the progfeedings

of each conference. Cgfitain some
exhibits.

Break file after
etion of conference
ated compliance and
action. Keep in office

Retentigyn: Permanent.

legal action.
1 additional ye
to Federal Recor
Keep in FRC for 15 Xears, then

offer to the National Archives.
Destroy duplicates when record
copy sent to FRC.

, then send
Center.

Permanent.

d. Confefence Summary Reports -~ [Retention:
Water. ummary writeup of each
conferefice. Disposition:

lthe completion of conferenc

Break file aKter

TN
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Item

Name and Description of Record/File

Retention Period
and Disposition

#\w

e. Model 1975 ahd 1976 Automotive

and related compliance an
legal action. ZKeep in office
1 additional year, the
to Federal Record Ce
Keep in FRC for 15
offer to the Nati
cord copy senp/ to the Ar-
chives.

Retenti Permanent.

Emissioft” Hergeimeems < 1975 Hydrocar-

bons and 1976 Nitrogen Oxidel
tains documents and ta relating
to case made by major tomobile

manufacturers for a suspension of
requirements to meet EPA

stahdards established for
1976 model cars. Documents

nsist

f. Conference Recopds - Abatement

Con-+

Dis sition:QQKeep in office
foy 5 years. After comple-
on of edit and assemply,
then send to Federal Records
Center. Keep in FRC for 15
years, then offer to the

National Archives.

Destroy all duplicate copies
1 year after originals sent
to FRC.

E&@ention: Permanent.

Actions. Contains/documents per-

taining to the defelopment, arrangeDis

sition: Break file at

% ment, and condu of air pollution|the cympletion of confer-
conferences infultistate areas. ence and related compliance
Documents relfte to recommenda- and leg action. Keep in
tions made d actions taken by office 1 ‘edditional year, then
conferenceg’, Documents maintained|send to Federal Records
in docket /folders which contain Center. Ke in FRC for 15
correspoffdence, historical logs, |years, then §ffer to Archives.
newspaper clippings, hearing tran-
scriptg, photos,and films.

TN ’
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Item

Name and Description of Record/Filgq

Retention Period
and Disposition

. Conference Technical Reports -
ationary Sources. Reports is-

prior to conference. Re-
cover the history of prob-

h. Conference Reco

Retention: Permanent.

Disposition: Break fil

the completion of Con
Report.
appropriate Confer
ords. Destroy e
after sending

Permanent.

Stationary Sources.
recommendations developwd by the
National Air Pollution Cogtrol
Administration.

and citizen groups fgr the purpose
of getting municipglities and in-
dustries to reducg pollution. Rec
ords consist of fress releases,
news clippings/f drafts of proceed-
ings, status Feports, and corre-
spondence.

Break file upon
completion of Conference
commendations. File two
copies with appropriate Con-
ference Records. Dest%oy ex-
tra copies after sending Con-
ference Records to Federal
ecords Center.

: Break file at
the end of \conference. Keep
in office 1 Rdditional year,
then send to deral Records
Center. Keep 1y FRC for 9
years, then destXxoy.

TN
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Item

Name and Description of Record/File

Retention Period
and Disposition

2l

j:\\yughes Task Force. Contains
documents pertaining to the work
ask force set-up to study

(1972).
o implementation of
ff statistics
House Bill, issue

legislatio
data relate

(requirenents),
papers, Strategy

Permit Program.

a. State Permit Program.
tains documents pertaining

b. Early Permit Progr
tains records relatin
standards and guidelij
for comment, data s
puter) for permit
of permit applic

es sent out
tems (com-
rogram, drafts
ion form.

c. TechnicAl Program - Studies

of pending and proposed
Documents and

Retention: Retain 20 years
after completion of confepfnee.

Disposition:
the end of 1973.
office 1 additio
send to Federa
Keep in FRC
destroy.

year, then
ecords Center.
r 19,years, then

Retenyion: Permanent.

Djfposition: Break file after

/ompletion or change in Permit
Program. Keep in office 1
additional year, then send to
Federal Records Center. Keep
at FRC for 15 years then

fer to National Archives.

tion: Retain 20 years
DisposYtion: Break file at
the endN\of 1973. Keep in
office 1\additional year,
then send Yo Federal Records
Center. in FRC for 19
years, stroy.

Ke
then

Retention: Retwvin 10 years

and Grantg. Contains documents
pertainifig to the Permit Program
and relhted activities. Docu-
ments /and data related to efflu-
ent Vimitation guidance, develop-
ment of industrial guidelines,

energy cvisis fish forms.

Disposition: Break file at

the end of 2 years Keep in
office for 1 additi§nal year,
then send to Federal\Records
Center. Keep in FRC for 7

i

vaars. then dastrov,
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Name and Description of Record/File

Retention Period
and Disposition

R

10.

aspects of the Water Quality Pro-
g and data relate

to such items as

tion guidance for

tracts for industrial 8

effluents.

180 Day Notice File - Water.

a pollutor. Pollutor givgn 180
days to develop program
pollution causing cond
tains such records ag:
Corps of Engineers
companies permit
effluents, letty
officials and,
(complaints)/ hearings and fact

finding repbrts, memos to Adminis-
trator fgf issue of 180 Day Notices}
news refeases and clippings, trans-
criptg/of informal hearings con-
ductgd by EPA under Sec.,10(c)(5)
of fhe Federal Water Pollution Act.
FiY¥e also contains affidavits of
seévice, EPA opening statements and
‘summary of hearings.

o reevaluate

s from city

o0 correct |year,
ftions. Con-Records\Center. Keep in FRC
request to (for 15 yexrs, then offer to

to discharge G??Destroy all
Arecord copy sknt to Records
nterested citizens |Center.

Retention: Permanent.

s osition:aoBreak file after
in office 1 additional

hen send to Federal

Archives.
uplicates when

the Nation

TN
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Name and Description of Record/Fik

Retention Period
and Disposition

11.

24

12.

Other (Water Reference File).

Retention: Retain 10 years

tains data on notices issued
rganizations (industrial and
regarding water pollution,
ation given 180 days to
develop\and present plan for halt-
ing or raducing pollution. Re-
cords cons¥st of background data
on offense d offenders, notices
to take correltive action, reportsg
on plan and stafus of implementa-
tion.

Summary Report on tRke Quality of

after completion of case.

Disposition: Break fi
upon completion of cage,
Keep in office 1 adgitional
year, then send tg’/Federal
Records Center. /Keep in FRC
for 9 years, en destroy.

Permanent.

Interstate Waters. ile contains
descriptive data relat
interstate river or bod
Data contained in a repor
"The Summary Report on the
of Interstate Waters."

delays in abatement, agtion of
agencies, schedule fof proposed
action. Folders algo contain

correspondence re
reports.

Emission Congrol Program. Con-
tains docupfents pertaining to the
developmefit, application, and

on of guidelines and

for better controlling the
emigsions from automobile engines
File contains documents and data
relating to: ADVISORY CIRCULARS

Break file after

Dfsposition:
completion of the report.

Keep in office 1 additional
year, then send to Federal
Records Center. Keep in FRC
for 15 years, then offer to
the National Archives.,

Retentfon: Retain 10 years.

n: Break file at

2 years. Keep in
itional year, then
send to Fedexal Records Center.
Keep in FRC fR{r 7 years, then
destroy.

Disposit

TN
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Item

Name and Description of Record/Fild

Retention Period
and Disposition

(pxgposed EPA engine configuration

withdrawal of \}973 application foq
certification, Nequest for full

certification reply to Justice)-—-
FORD COMPANY CV 7 ord disclosur€

of unauthorized main%enance, com-
plaint for injunction ‘¢nd monetary
relief) --— SUSPENSION SUIDELINES
(procedure for suspensiom\of
guidelines, manufacturer's\request
for pubiic hearing, respons
requests to make statement at
public hearing, court order,
treatment of confidential i
tion). Documents pertainidg to
the design and operation
grams for mobile units
in production or are anned for
production. File cgAtains docu-
ments and data relgting to:
LABORATORY TEST ANALYSIS

DEVICES (po

(emissions ~- s content, evalu-
ations and cogpfients) ~- DEFECT

cy relative to de-
vices used/to circumvent EPA

s, violations and pen-
GENERAL AND CONTROLLED

EMISYION (reports and discussions

regdrding change in standards and
regulations) —-~ SUSPENSION GUIDE~

TLINES ~— COMPANY NATA (hackground

TN
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Item

Name and Description of Record/File

Retention Period
and Disposition

CLIPPINGS (way

NESSES (waiting to testify, list

a on various auto and engine
man¥facturing companies). Con=
tains\documents pertaining to

parts d alterations to vehicles
or motor§ already in use. File
contains cuments and data rew

VISORY CIRCULARS
rust actions)--

to prevent air
pollution -- STANDARDS AND TEST
PROCEDURES (Caliifgrnia exhaust
emission tests) —--\CITIZEN CORRE-

lating to:
(data on ant

for repair or alteration,
plan) -- STATE INSPECTION
—— REGIONS (delegation o
ity, role of region in Anforce-
ment, organization.

a. Fuels and Lea Regulations

~\Ré\tention: Retain 10 years.

and Noise Pollutfon File. Con-
tains documen pertaining to

TRATION ~ LEAD REGULATION (lead

e Council, test, health
ct, methods, hearings) ---
LS (waste oil report, speech
2t gas tax conference, additive,
composition, state inspection
program, small refiners) —-- WIT-

send to
ons and National ResourcegKeep in
destroy.

of witnesses). Documents pertaint

1qg;$a’th< development and :

sition: Break file at

rule making #or fuels. Documents|the eNd of 2 years. Keep in
and data relate to: FUEL REGIS~ joffice additional year, then

ederal Records Center.
C for 7 years, then

TN
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RECORDS CONTROL SCHEDULES

Item

Name and Description of Record/FilJ

Retention Period
and Disposition

RULINGS -%- IMPORT DATA SYSTEM --

application or regulations and
standards governing vehicles and
imported for sale/use.

s relate to: PENDING
MISSIONS ——— CUSTOMS

IMPORT EXEMPTION POLICY ——- IMPORT
MODIFICATIONY AND APPROVALS —--

GREY MARKETERS, —— OPERATION AND
APPROVAL OF TE VEHICLES ---

EXEMPTIONS AND WAIVERS. Contains

documents pertaini to noise
abatement for land wehicles and
aircraft, and data onm\aircraft
pollution. Records and data re-
late to: NOISE (Motor
noise analysis, aircraft

planning, low noise emissio
ucts, railroad noises) --

ing regulations group \\\\
b. Import Declar Re¥ention: Retain 12 months.
Vehicles. ade up primarily

of completed cdpies of the form,

egulations (EPA Form
. Occassionally a
ration of Conformity and
copy of HEW Regulation are
tached to the EPA form. The
EPA form 3520-1 serves as the

Dispogition: Break file at

month. Keep in office

hicle Engiﬁes subject |12 addijional months, then
Vehicle Pollution destroy.

TN
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Item Name and Description of Record/FilJ RetenFlon ?eFIOd
and Disposition

sodrce document for the automated
processing of motor vehicle import
data.

c. Code\Sheets for Import Decla-|Retentiont Retain 12
ration - \Moses Code Sheets".
File made ug of the '"MOSES" Code |Disposition: Bre
Sheet-EPA Hq)\ Form 1780-3) which Jend of month.
is used to make the coded data 12 additional
entries from the\EPA Form 3520-1. {destroy.

onths, then

d. Imported Vehicl® Identifica~ |Retentio Retain 12 months.

Dispogition: Break file at
end f month. Keep in office
additional months, then
estroy.

supplied by foreign manufacturers
or U.S. distributors.

e. Imported Vehicle Conformit
Certification. Letters, affi
davits, and invoices descri isposition: Break file at
modifications to vehicle/eggine, e end of 2 years. Keep

and certifying conformity of EPA |in\pffice 2 additional years,
standards. Agreement t
for resale or cancell
order because of in
make modifications

Retention: Retain 4 years.

TN



