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R.E,~UEST'R AUTHORITY
 
TO DISPOSE OF RECORDS
 

(See l nstruct sons on Rererse ) 

I
TO GENERAL SERVICES ADMINISTRATION,
 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, D.C. 20408
 

FROM (AGENCY OR ESTABLISHMENT)
 
In accordance with the prcvrsrcns of 44 usc 33030 the dis-Environmental Protection posal request, including amendments, IS approved except for 
Items that may be stamped disposal not approved" or with-2 MAJOR SUBDIVISION drawn' In column 10 

Office of Plannin t 
J MINOR SUBDIVISION 

Office of Administration 
4 NAME OF PERSON WITH WHOM TO CONFER 5 TEL EXT 

Mr. Harold R. Masters 755-0840 
6 CERTIFICATE OF AGENCY REPRESENTATIVE 

f.lO I hereby certify that I om authorized to oct for thu agency In matters pertaining to the disposal of the agency 5 records, that the records proposed for disposal In this Request of 
o ~_ poge(s) are not now needed for the business of thts agency or will not be needed after the retention periods spectfled 

OCT 4 1974 Chief, Administrative Management Br. 
(Date) (Srgnarure of Agency Representative) (Tule)
 

9
7 - 8 DESCRIPTION OF ITEM 10SAMPLE ORITEM NO (With Inclusive Dates or Retention Periods) ACTION TAKENJOB NO 

Descriptions and retentions for the Facilities and
 
Support Services ~};ilds ;Left; 9H:i=ee elf 1\:dlll±n±sEEa'I:4€Hl are
 
;yJ51pLEd: j?t;co RDS-1
 

1 - 7 Property records
 

1 - 8 Motor Vehicle records
 

1 - 7 Transportation records
 

1 - 15 Communications records
 

,
1 - 7 Printing records
 

1 - 5 Safety records
 

1 - 4 Visual Aids and Graphic records
 

1 - 7 Space and Maintenance records
 

,-----t(,,~nio ~ ~ 0 ~ 1'2..t?d "'I Mt' {Q.$K~r. *\cr r7$~c~'D 

r-. "D'7-~ 

CopV to~ ~- 6/6/'Is()J STANDARD FORM 115 
ReVISed November 1970 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-114 
115-105 
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ENVIRONMENTAL .<OTECTION AGENCY	 MAtIoIUAlI 

APPENDIX B RECORDS Ht\lMGEHEHT 

RECORDS CONTROL SCHEDULES 

PROPERTY RECORDS 

These records relate to the property functions of the Agency which 
include sales of real and personal property surplus to the needs of the 
Government, permanent real property records; other property records; 
reports of survey files; excess personal property reports; and real 
property studies. 

Name and Description Retention Period 
Item of Record/File and Disposition 

1. Real Property Studies. Studies 
relating to real property together
with background showing inception, 
scope, and accomplishments. 

Destroy.Retention: 

Dispo~ition: Break file 
when no longer needed and 
destroy. 

2. Case files on sales of surplus
personal property, comprising invi-
tations, bids, acceptances, lists of 
materials, evidence of sales, and 
related correspondence (other than 
those turned over to receiver). 

a. Transactions of $10,000 or less. Retention: 
years after 
ment. 

Retain 3 
final pay-

Dispositio~: Break file 
after final payment.
Keep in office for 3 
years, then destroy. 

b. Transactions of more than	 Retention: Retain 6 
$10,000.	 years after final pay-

ment. 

Disposition.: Break file 
after final payment. 

TN 
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I 'APPEN;DIX B r 

RECORDS CONTROL SCHEDULES 
RECORT~S HANAGPfENT 

// 
These records ~late to the property functions of tp~gency wh Lch 
include sales 0 real and personal property surp~).l'sto the needs of 
the	 Government; ,ermanent real property reco rd sj/ other property
records; reports d~ survey files: excess nersortal proDer~y reDorts: 

and	 real property ~\dies. ' -,/./' 

/
/

I\~	 I~' Retention PeriodItem Name and Descriptio.n of Record/File and	 Disposition~~--~--------------~------------
1.	 Real Property Studies. Studies Retention: Destroy. 

relating to real property\together 

~ith b~ckground papers ~ho~in~ Disposition: Break file 

r.ncep t i.on, scope, and J'c~O!"\~],Sh- when no lon~er needed and 
destroy.

::::s ~iles onsales'.. surplU~2. 
personal property .. comprising s \, ~i 

invitations, bids, acceptances, \,-
lists of mate~ials, evidence of
 
sales, and re'lated correspondence


l	 

\.(other than/those turned over to
 
receiver) .l
 

/' 
a. Tracisactions of $2,500 or R~tent1.on: Retain 3 years 

less.;1 af~er final payment. 

I
/ D'\"1.Sp~slt1.0n: Brea kf'l1.e 

after'\final payment. Keep
in off~ce for 3 vears,
thende\v: 

\ 
TN 
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, MANUAL.	 . 
APPENDI·X B 

RECORDS COllTROL SCHEDULES 
RECORDS HANAGEl1EHT 

Name and Description
Item of Record/File 

3.	 Case files on disposal of surplus
real property and related personal 
property. 

4.	 Excess Personal Property Reports. 
Copies of reports to GSA regarding 
excess personal property. 

5.	 Real Property Records. 

a. Title papers documenting the 
acquisition of real property (by pur-
chase, condemnation, donation,
exchange, or otherwise). 

(1) All records for property
acquired other than abstract or 
certificate of title. 

Retention Period 
and Disposition 

Keep in office for 2 
years, then transfer to 
the Federal Records Cen-
ter. Keep in FRC for 
4 years, then destroy. 

Retention: Retain 10 
years. 

Disposition: Break file 
upon disposal of property.
Keep in office for 3 
years, then transfer to 
the Federal Records Cen-
ter. Keep in FRC for 
7 years, then destroy. 

Retention: Retain 3 
years. 

Disposition: Break file 
1 year after completion
of report. Keep in 
office for 3 years, then 
destroy. 

Retention: Retain 10 
years after sale or 
release. 

TN 
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MANUAL
 

RECORDS CONTROL SCHEDULES 
RECORDS ~~AGEMENT 

Retention PeriodItem Name and D scription of Record/File and Disposition / 
r' 

/r 
b. Transaction of more than Retention: Retain 6 years 
$2,500, excluding hose under after final payment .,/
item c below. / 

Disposition: Bre£k file 
after final payment. Keep
in office f or, 2 years, then 
transfer to -the Federal 
Records Ce£ter. Keep in FRC 

ftfor 4 y~ars, then destroy. 
,I 

c. Selected files that are Retenlion: Permanent. 
unique in character relatin~ to 

-, " /trans~ctions over $25,000. D~positio~: Bre~k file 
/aft\\rfinal payment. 

/ \.3.	 Case files on disposal of sur- // Retention: Permanent. 
plus real property and related I \. 
personal property. ~ Disposit~n: Break file upon 

disposal J~ property. Keep
in office f~~years, then 
transfer to t e Federal 
Records Center. Keep in FRC 
for 10 years, th ~ offer to 

,I	 the National Archives. 

/4.	 Excess Personal Property Reports. Reteption: Retain ~rs.
 
Copies of repor~ to GSA regarding
 
excess personi' property. Disposition: Break fil I
 

I
year after completion of 
report. Keep in office fo 
2 years, then destroy. 

5.	 Permanent Real Property Records. 

nstallation or facility 
rc rds consisting of: ease-

nts, 1edses, licenses, permits, 

Retention: Permanent 

,,' -' ,! 

2 

TN 
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MANUAL 

APPENDIX" B 

RECORDS COUTROL SCHEDULES 
RECORDS llAi~AGEHEin 

Name and Description
Item of Record/File 

(2) Abstract or certificate of 
title. 

b. Records necessary or convenient 
for the use of real property sold, 
donated, or traded to non-Federal 
ownership, including, if pertinent 
as determined by EPA, site maps and 
surveys, plot plans, architect's 
sketches, working diagrams, prelim-
inary drawings, blueprints, master 
tracings, utility outlet plans,
equipment location plans, specifica-
tions, construction progress photo-
graphs, inspection reports, building
and equipment management and main-
tenance records, allowance lists as 
well as duplicate copies of title 

Retention Period 
and Disposition 

Disposition: Break file 
after sale or release by
the Government of condi-
tions, restrictions, 
mortgages, or other liens. 
Keep in office for 10 
years, then destroy. 

Retention: Transfer to 
purchaser after uncondi-
tional sale or release 
by the Government of 
conditions, restrictions, 
mortgages, or other liens. 

Dispositio~: Break file 
and transfer upon uncon-
ditional sale or release 
by the Government of 
conditions, restrictions, 
mortgages, or other liens. 

Retention: Transfer to 
new custodian upon com-
pletion of sale, trade, 
or donation proceedings, 
or acceptance of pur-
chase money mortgage. 

Disposition: Break file 
and transfer to new cus-
todian upon comp Le t Lon 
of sale, trade, or do-
nation proceedings, or 
acceptance of purchase 
money mortgage. 

TN 
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(1' I .'r'--- •	 ,~ANUAr ' ,,- - , 
APPEN'DIX B 

RECORDS CONTROL SCHEDULES RECOP.DS HANA(;E'1ENT 

/ 

------------------------~---------------~ 
"/ 

Retention PeriodIteITl Name and Description of Record/File and Disposition 

greements which have been ter- Disl)osition: Bre'ak/file,"minat~ _or have expired; master after d Ls oo sal o.f instal-
plans; .~stallation brochures and lation or facil~itv. KeeD 
historic~ data appraisal reports: in office f9rl'2 vears, 
corresponde~ce pertaining to instal- then trA.ns,f(erto the 
lation or facility; industrial Federal K~cords Center. 
facilities da\,~; and real property Keep in,{·FRCfor 10 vears, 
disposal docume~ts.	 the~,;'tffer·to the

Nat.d'onal Archives. 

,,/
Ii

b. Deeds and Relate Title Papers. /'Retention: Permanent. 
Deeds, title documents" cert i.f Lcates'? of title, abstracts of ~tle, traGt Disposition: Keel) in 
descriptions, certif;cate\~of in.!" office lIntil pro!'erty 
spection and possession, pa e~ and has been transferred tn 
closing sheets, legal do,C2:I" another GovernT'1ent a~ency and ments 
resulting from Government f6nd~mna- or rlisposed of, then 
tion action for installat~on or ~ transfer to Federal 

facility. ~' Records Center. Keep in 
FRC for 10 years, and 
then offer to the 

I	 r-l'~nal Archives. ./1 . . c. Real propeyty reports conslstlng Rete tion: Permanent. 
of: real property reports to GSA;
inventory rl,6orts of jurisdictional Break file 
status of Jederal areas within whe n infor~ation is no 
States; and report of EPA lotal longer neerl~. Keel) in 

office for 3 .ears, then 
transfer to the Federal75 

•	 Records Center. 
FRC for ]0 yeRrs, 
offer to the ~ation. 
Archives. 

TN 

3 
:! 

http:RECOP.DS


~~----~~~----------
MANUAL APPE1WrX B 

RECORDS CONTr.OL SCHEDULES 
RECORDS MANAGEMENT
 

Name and Description
Item of Record/File 

papers, provided: (a) tha t the 
records can be segregated without 
harm to other documents of enduring
value, (b) that no responsibility
attaches to the Government because of 
disagreement between the transferred 
documents and the physical condition 
of the property at the time of convey-
ance~	 and (c) that if the property is 
released for historical use or purpose
the user agrees to retain them and 
return them to the Federal Government 
immediately upon the discontinuance 
of its use for historical purposes. 

c. Real property reports consisting
of: real property reports to GSA;
inventory reports of jurisdictional
status of Federal areas within 
States; and report of EPA total 
facilities. 

6.	 Property Records (Voucher Register). 
Mechanized register reflecting pro-
perty items having activity during
period covered by the register.
This register is an audit trail and 
includes transactions such as the 
following: transactions establishing 
new items, receiving reports, issues,
inventory adjustments, etc. 

Retention Period 
and Disposition 

Retention: Retain 10 
years. 

Disposition: Break file 
when information is no 
longer needed. Keep in 
office for 3 years, then 
transfer to the Federal 
Records Center. Keep in 
FRC for 7 years, then 
destroy. 

Retention: Retain 3 
years. 

DisP.9~itjon: Break file 
at end of 1 year. Keep
in office for 3 years,
then destroy. 

TN 
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MANUAL • .' 

RECORDS MANAGEMENT 
RECORDS CONTROL SCHEDULES 

I	 Retention Period ,// 
-: 

Item	 Name and Record/File and Disposition .../' 

.>. 
6.	 Property Record (Voucher Regis- Retention: yefaiu 3 years. 

ter). Mechanized egister reflect- //,"
ing property items h ~ing ac tivi ty Dfs po s Lt'Lon : Break file
 
during period di!Vered By-, the regis- at end' of 1 year. Keep in
 
ter. This register is an~~udit oyf1ce for 3 years, then
 
trail and includes transactto~s /destroy.
 
such as the following: trans- '" //
 
actions establishing new items ,,,x,,
 
receiving reports, issues, /,.7 '"
 
inventory adjustments, e t c v" "
 

7.	 Reports of Survey File,~"'/DoCUTTlents ~~ntion: Retain 2 ye ar s 

maintained for the ?~pose of I afte~Dletion of survev. 
review of c i r cums 

/ 
t-anc es concerning 

the loss, unserv~ceability or Dispositrsn: Break file 
destruction o,.f?/Government property, upon compl~ ion of survey. 
and for de tjrrmf.na t Lon of the ques- I Keep in offi for 2 years. 
tion of p~iuniary or other respon- then destroy.Sibi7'"'S. . 

TN 
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M A N.l.JA L 
APPENDIX B 

RECORDS CONTROL SCHEDULES 
RECORDS t-L\l\lAGEHENT 

Name and Description Retention Period 
Item of Record/File and Disposition 

7.	 Reports of Survey Files. Documents Retention: Retain 2 
maintained for the purpose of rev Lew years after completion
of circumstances concerning the loss, of survey.
unserviceability or destruction of 
Government property, and for deter- Disposition: Break file 
mination of the question of pecuniary upon completion of sur-
or other responsibilities. vey. Keep in office for 

2 years, then destroy. 

TN 
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ENVIRONMENTAL r r<OTECTION AGENCY 

APPENDIX B	 RECORDS NANAGEHEI-JT 

RECORDS CONTROL SCHEDULES 

MOTOR	 VEHICLE RECORDS 

These records relate to the management, maintenance, and operation of 
motor vehicles used by the Agency and include motor vehicle operating
and maintenance records; motor vehicle ledger and work sheets providing
cost and expense data; reports on motor vehicles (other than accident, 
operating, and maintenance reports); and vehicle release files (includes
certificates of release, copies of title papers, and related correspond-
ence and sales papers). 

Name and Description Retention Period 
Item of Record/File and Disposition 

1.	 Motor Vehicle Operating and Hain-
tenance Records.
 

a.	 Operating Records. Retention: Retain 3 
months. 

Disposition: Break file 
after 3 months, then 
destroy. 

Retention: Retain 1b. Haintenance Records. 
year. 

Disposition: Break file 
at end of 1 year. Keep
in office for 1 year, 
then destroy. 

2.	 Motor vehicle ledger and work sheets Retention: Retain 3 

providing cost and expense data. years. 

Disposition: Break file 
after discontinuance of 
ledger or date of work 
sheet. Keep in office 
for 3 years, then destroy. 

TN 
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M·ANUAL, AP.PENDIX B.	 . 
RECORDS CONTROL SClLEDULES 

RECORDS MANAGEMENT
 

Name and Description
Item of Record/File 

3.	 Report on motor vehicles (other than 
accident, operating, and maintenance 
reports). 

4.	 Records relating to motor vehicle 
accidents, maintained by transpor-
tation unit. 

5.	 Vehicle Release Files. File includes 
certificates of release, copies of 
title papers, and related corres-
pondence and sales papers. 

6.	 Case files on vehicles leased from 
GSA, including EPA copy of GSA 1152, 
statements regarding service to 
vehicle by other than GSA, service 
and inspection work orders, and 
motor vehicle use records. 

Retention Period 
and Disposition 

Retention: Retain 3 
years. 

Disposition: Break file 
after report is completed. 
Keep in office for 3 
years, then destroy. 

Retention: Retain 6 
years. 

Disposition: Break file 
after case is closed. 
Keep in office for 6 
years, then destroy. 

Retention: Retain 4 
years. 

Disposition: Break file 
after vehicle leaves 
Agency custody. Keep in 
office for 4 years, then 
destroy. 

Retention: Retain 4 
years. 

Disposition: Break file 
after vehicle is returned 
to GSA. Keep in office 
for 4 years, then destroy. 

TN 
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APPENDIX B 
MAN,UAl 

RECORDS CONTROL SCHEDULES 
RECORDS NANAGEHEHT 

Name and Description
Item of Record/File 

7.	 Records relating to individual em-
ployee operation of Government-owned 
vehicles, including driver tests,
authorization to use, safe driving
awards, and related correspondence. 

8.	 Vehicle Dail~ Utilization Files. 
Documents completed by dispatcher 
and operator to provide information 
relative to the daily use of vehicle. 

Retention Period 
and Disposition 

Retention: Retain 3 
years. 

Disposition: Break file 
after separation of em-
ployee or recession to 
operate Gov ernmen t=owned 
vehLc Le . Keep in office 
for 3 years, then destroy. 

Retention: Retain 3 
months. 

Disposition: Destrcy 3 
months after inclusion 
of date to other records. 

TN 



ENVIRONMENTAL )TECTION AGENCY MA·NUAl· 

APPENDIX B RECORDS HANAGEME1'H 

RECORDS CONTROL SCHEDULES 

TRANSPORTATION RECORDS 

These records relate to the movement of goods and persons as ordered 
by the Agency and include Government bills of lading; freight records 
and supporting papers, including files relating to the shipment of 
household effects; documents relating to transportation rates, freight
classifications, and similar matters; and reports, publications, pro-
posals, and all other documents relating to studies of various trans-
portation modes and methods. 

------~-----------------------------------,----------------------.

Name and Description Retention Period 

Item of Record/File and Disposition 

1. Freight records consisting of export
certificates, transit certificates, 
demurrage car record books, shipping
documents pertinent to freight classi-
fication, memorandum copies of Govern-
ment or commercial bills of lading,
shortage or demurrage reports, parcel
post shipments, and all supporting
documents, including files relating
to the shipment of household effects. 

a. Issuing Office Hemorandum Copy. Retention: 
years. 

Retain 3 

Disposition: Break file 
at end of 1 year. Keep
in office for 3 years, 
then destroy. 

b. Other Copies. Retention: 
year. 

Retain I 

TN 
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Disposition: Break file 
at end of I year. Keep
in office for I year, 
then destroy. 
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! MANUAL 
,APPENDIX B 

RECORDS CONTROL SCHEDULES RF.CO"R.DSHANAGF.\tE~IT 

, 
TRk~SPORTATIO~ RECORDS	 .r .-' 

//' ... 
These records relate to the movement of goods and persons as ~ 
ordered by the Agency and incluie Government bills of ladin~:.1' 

freight records and supporting papers, including files rel?ting to the 
shipment of household effects; documents rel~ting to tr~~sportRtion
rates, freight classifications. and similar ~Rtters: ~~d're~orts. 
publications, proposals, and all other documents relat1n~ to studies 
of various ~ansportation modes and methods. // 

j" 
,r 

,I' , Retention PeriodItem Name and Desc 'ption of Record/File /' and Disposition ./ 

1.	 Freight records ~{lSisting of /

export certificateS>-,transit cer- ,/

tificates, demurrage\car record /;

books, shipping docum~nts pertinent

to f relg t c aSSl lcat10n, mem0-i.zh 1 'f':'" , 

\ /randum copies of Governm~nt or
 
commercial bills of ladin~hort-
age or demurrage reports,;p&rcel

post shipments, and all/'uPp~ing

documents, including frIes ~
 
relating to the shipm/nt of hous~
 
hold effects.
 I	 '\,
 
a. Issuing offioi memorandum ~etention: Retain 4 years. 
copy. / S 

/ DjsPQsition: Break file at 
,I end 01,,1 year. Keep in 

J office ~or 1 year, then 
/ transfer"to the Federal 

/ Records Ce ter. Keep in FRC 
J' for 3 years, then destroy. 
I 

I 

b. ither copies.	 Retention: Re in 1 year. 

Disposition: Break file at / end of 1 year. Ke~ in 
office for 1 year, t\n 
destroy. 

, 
R 

, \ " , 

1101 
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MANUAL 

APP&~DIX B 

RECORDS CONTROL SCHEDULES 
RECORDS MANAGEMENT
 

Name and Description
Item of Record/File 

2.	 Damaged or Improper Shipment.
Reports and records of shipments
received from contractors and other 
Government agencies in damaged or 
otherwise unsatisfactory condition 
because of deficiencies in preserva-
tion, packaging, marking, loading, 
storage, or handling. 

3.	 Prepaid Outbound Salvage Bill of 
Lading Files. Includes documents 
relating to outbound shipments of 
salvage or rejected material to 
consignees who assume necessary
freight for shipment. 

4.	 Prepaid Inbound Bill of Lading Files. 
Includes documents relating to in-
bound shipments where freight charges 
are prepaid by the shipper; receiving
documents, commercial bills of lading,
freight bills, transit privilege bills 
of lading cross-reference sheets, 
similar documents and related 
correspondence. 

5.	 Documents relating to solicited or 
unsolicited tenders of reduced rates 
and/or tariffs submitted by commercial 
carriers for the transportation of 
freight. 

Retention Period 
and Disposition 

Retention: Retain 3 
years. 

Disposition: Break file 
at end of 1 year. Keep
in office for 3 years,
then destroy. 

Retention: Retain 2 
years. 

Disoositjon: Break file 
at end of 1 year. Keep
in office for 2 years,
then destroy. 

Retention: Retain 2 
years. 

Disposition: Break file 
at end of 1 year. Keep
in office for 2 years,
then destroy. 

Retention: Retain 1 
year. 

Disposition: Break file 
when rates or tariffs are 
superseded or rescinded. 
Keep in office for 1 
year, then destroy. 

TN 
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MAN'UAL 

APPENDIX B 

RECORDS CONTROL SCHEDULES 
RECORDS HAJ.'MGEHE~T 

Name and Description
Item of Record/File 

6.	 Documents relating to negotiations 
with carriers or carrier's associ-
ations on transportation rates,
freight classifications, and similar 
matters. 

7.	 Reports, publications, proposals,
and all other documents relating
to studies of various transportation
modes and methods. 

Retention Period 
and Disposition 

Retention: Retain 3 
years. 

Disposition: Break file 
when rate is superseded,
obsolete, or no longer
required.
office for 
destroy. 

Keep in 
3 years, then 

Retention:------- Retain 1 
year. 

Disposition: TIreakfile 
when report or study is 
completed. Keep in 
office for 1 year, then 
destroy. 

TN 
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MANUAL
 

APPENDIX B RECORDS NANAGEHENT 

RECORDS CONTROL SCHEDULES 

/'. P . dRetentl.on erl.OItem Name and D scription of Record/File ....rand Disposition..,""
/"

6.	 Documents relating 0 negotiations R~,t!ention: Permanent. 
with carriers or carr±e-(s asso- /'"
ciations on transportatio~ate~,/ Disposition: Break file when 
freight classifications, an~v~ rate is superseded, obsolete, 
similar matters. ~I or no longer required. Keep

/' in office for 2 years, then 
~/ t sfer to the Federal 

....J Reco '<i€ Center. Keep in FRC 
/~' for lOYB~s, then offer to 

~~/ the National rchives. 

/
7.	 Reports, pub1ications, proposals, Retention: 

"and all o)?herdocuments relating

to stud~s of various transpor- Disposition: Break
 
tatiou!modes and methods. report or study is complete
 

/
 
// Keep in office for 1 year,


then destroy.
 

TN 

ORIGINATOR	 10 

http:etentl.on


· . 
ENVI RONMENT AL :OTECTION AGENCY	 M A,NUAl" 

APPENDIX B RECORDS HAL'JAGEHE.'H 

RECORDS CONTROL SCHEDULES 

COMMUNICATIONS RECORDS 

These records relate to communication functions of the Agency which 
include wire and wireless messages, summary of long distance telephone
reports, requests for installation, alteration, relocation, or removal 
of telephone facilities, and postal records. 

Name and Description
Item of Record/File 

1.	 Communication Program Files. 
Documents providing guidance for the 
development of the communications 
segment. 

2.	 Correspondence and report files of 
the unit responsible for the communi-
cation function. 

3.	 Wire and Hireless Hess~ze Files. 

a. Copies of incoming and outgoing
wire and wireless messages and all 
related records. 

Retention Period 
and Disposition 

Retention: Retain 3 
years. 

Disposition: Break file 
when no longer needed. 
Keep In office for 3 
years, then destroy. 

Retention: Retain 2 
years. 

Disposition: Break file 
at end of 1 year. Keep
in office for 2 years, 
then destroy. 

Retention: Retain 6 
montl1s. 

Dis2osition: Break file 
after 6 months and 
destroy. 

TN 
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RECORbs CONTROL SCHEDULES
 

COMMUNICATIONS RECORDS 

These records relate to cOTJlP1unicationfunctions of the i\~encv Fhich 
include wire and wireless messages, summary of long distance telephones
reports, requests for installation, alteration, relocation. or 
removal of telephone facilities, and postal records. 

Retention Peri6dItem Description of Record/File and Disposi,t{on 

1.	 Commu 'cation Program files. Retention: Fermanent.
 
Documen providing guidance for /'


f 
the develo ent of the communi- Disposition: Break file 

t.	 when n9'-'10ngerneeded. Keep
in of-f Lce for 2 years, then 
transfer to the Federal 

,...Re'cords Keep FRCCenter. in 
/'for 10 years, then offer to 

.-", the National Archives. 

2.	 Correspondenceand r p '~Retention: Retain2 years. 
of the unit responsible for/the "-
conununication function .. ,/ Disposition: Break file at 

~' ~~Of 1 year. Keep in 
//' of 'ce for 2 years, then 

,/'	 destr.~ 
;' 

3.	 Wire and Hirele,s'gmessage files. 
, I 

,J 

a. Copies of
/ incoming and out- Retention: Ret .n 6 months. 

going wire/~nd wLr e.lesa message
an/related records. Disposition: Break 

after 6 months and des 

TN 
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MANUAL !APPENBIX B 

RECORDS CONTROL SCHEDULES 
RECORDS MM~AGEMENT 

Name and Description
Item of Record/File 

b. Teleautograph and telescribers 
tapes. 

c. Original copies of outgoing 
messages retained by the communica-
tions unit. 

(1) Authorization copy not 
duplicated elsewhere showing time of 
dispatch. 

(2) Authorization copy dupli-
cated elsewhere and showing time of 
dispatch. 

4.	 Summaries of long distance telephone
reports used to indicate authorized 
use of telephone service as well as 
to audit expense voucher. 

Retention Period 
and Disposition 

Retention; Destroy after 
message is dispatched. 

Disposition: See Reten-
tion above. 

Retention: Retain 2 
years. 

Disposition: Break file 
at end of 1 year. Keep
in office for 2 years,
then destroy. 

Retention: Retain 6 
months. 

Disposition: Break file 
after 6 months then 
destroy. 

Retention: Retain 1 
year after audit. 

Disposition: Break file 
at end of fiscal year. 
Keep in office for 1 
year after records have 
been audited. 

TN 
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MANUAL 
APPENDIX B 

RECORDS CONTROL SCHEDULES RECORDS NAHAGEHE~'lT 

Name and Description
Item of Record/File 

5.	 Requests from operating units for 
installation, alterations, reloca-
tion, or removal of telephone
facilities. 

6.	 Hessenger service records including
daily logs, assignment records and 
instructions, delivery receipts,
route schedules and related and 
similar records. 

7.	 Registered and Insured Mail File~ 

a. Record of received or dispatched
registered mail pouches. 

b. Receipt for incoming and insured 
mail. 

Retention Period 
and Disposition 

Retention: Retain 1 
year. 

Disposition: Break file 
after work performed or 
requests canceled. Keep
in office 1 year, then 
destroy. 

Retention: Retain 2 
months. 

Disposition: Break file 
after 2 months, then 
destroy. 

Retention: Retain 1 year. 

Disposition: Break file 
at end of 1 year. Keep
in office for 1 year, 
then destroy. 

Retention: Retain 1 
year. 

Disposition: Break file 
at end of 1 year. Keep
in office for 1 year, 
then destroy. 

TN	 
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, APPEN'DIX B 

RECORDS 'CONTRO'L SCHEDULES 
RECORDS MANAGmlliNT 

Name and Description
Item of Record/File 

c. Record of incoming and outgoing 
registered and insured mail. 

d. Return receipts for registered, 
insured, and special delivery mail. 

8.	 Statistical reports of postage used 
on outgoing mail. 

9.	 Production reports of mail handled 
and work performed. 

Retention Period 
and Disposition 

Retention: Retain 1 
year. 

Disposition: Break file 
at end of 1 year. Keep
in office for 1 year,
then destroy. 

Retention: Retain 1 
year. 

Disposition: Break file 
at end of 1 year. Keep
in office for 1 year. 
then destroy. 

Retention: Retain 6 
months. 

Disposition: Break file 
after report is completed. 
Keep in office for 6 
months, then destroy. 

Retention: Retain 1 
year. 

Disposition: Break file 
after report is completed. 
Keep in office for 1 
year, then destroy. 

TN 
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APPENDIX B 
MA~(UAl . 

RECORDS CONTROL SCHEDULES 
RECORDS HAHAGEHENT 

Name and Description Retention Period 
Item of Record/File and Disposition 

10.	 Record of remittances (check, cash, Retention: Retain 1 
stamps, and money orders) and other year.
valuable enclosures received through
the official mail and messenger serv- Disposition: Break file 
ice. after 1 year. Keep in 

office for 1 year, then 
destroy. 

11.	 Record of receipts for mail and pack- Retention: Retain 6 
ages received through the official months. 
mail and messenger service. 

Disposition: Break file 
after 6 months, then 
destroy. 

12.	 Report of loss, rifling, delay, Retention: Retain 1 
wrong delivery, or other improper year.
treatment of mail. 

Disposition: Break file 
after report is completed. 
Keep in office for 1 
year, then destroy. 

13.	 Records of receipt and routing of Retention: Retain 1 
incoming and outgoing mail. year. 

Disposition: Break file 
after	 1 year. Keep in 
office for 1 year, then 
destroy. 

TN 
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MANUAL APPENDIX. B 

RECORDS MM~AGEMENT 
RECORDS CONTROL SCHEDULES 

Name and Description
Item of Record/File 

14.	 Official penalty mail reports and 
all related reports. 

15.	 Requisition for stamps, (exclusive 
of copies used as supporting docu-
ments to payment vouchers). 

Retention Period
 
and Disposition
 

Retention; Retain 2 
years. 

Disposition; Break file 
after report is completed. 
Keep in office for 2 
years , then destroy. 

Retention; Retain 6 
months. 

Disposition; Break file 
after 6 months. then 
destroy. 

TN 



ENVI RONMENT AL ~OTECTION AGENCY MANUAl:. 

APPENDIX B RECORDS HAHAGENEi'l'T 

RECORDS CONTROL SCHEDULES 

PRINTING RECORDS 

These records relate to printing activities of the Agency which include 
requests for printing service, control, production and distribution 
of individual jobs or projects; reports to congress; mailing or distri-
bution lists; and records of office copying equipment. 

Item 
Name and Description

of Record/File 
Retention Period 
and Disposition 

1. Requisitions on the Public Printer 
and all supporting papers. (Current
fiscal year plus previous 2 fiscal 
years) . 

Retention: Retain 3 
years. 

Disposition: Break file 
after completion or can-
ce Ll.a t Lon of r equ Ls Lt Lou . 
Keep in office for 3 
years, then destroy. 

2. Job records and all related papers
pertaining to printing, duplicating,
and distribution jobs. 

a. Files pertaining to the accom-
plishment of the job, containing the 
requisition and all related papers. 

Retention: Retain I 
year. 

Disposition: Break file 
after completion of job.
Keep in office for I 
year, then destroy. 

b. Files pertaining
standards, cost, and 
cal matters. 

to planning,
related techni-

Retention: 
years. 

Retain 3 

Disp~sitio~: Break file 
at end of I year. Keep
in office for 3 years,
then destroy. 

TN 
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MANUAL •..\PPENrHX B 

RECORDS CONTROL SCHEDULES 

RECORDS MANAGEHENT 

Name and Description
Item of Record/File 

3.	 Control registers pertaining to
 
requisitions and work orders.
 

4.	 Reports to Congress. 

a. Agency reports to the Joint 
Committee on Printing regarding 
operation of "Printing Pl<:nts," pro-
curement of commercial printing and 
inventories of printing plant 
equipment. 

b. Copies in subordinate units 
of the above reports and related work 
papers. 

5.	 JCP authorizations. Correspondence
and authorizations by the Joint Com-
mittee on Printing and related papers. 

a. Establishment, relocation, and
disestablishment of printing plants. 

Retention Period 
and Disposition 

Retention: Retain 1 
year. 

Disposition: Break file 
after close of fiscal 
year in wh i.chcompiled. 
Keep in office for 1 
year, then destroy. 

Retention: Retain 3 
years. 

Disposition: Break file 
after completion of re-
port. Keep in office 
for 3 years, then destroy. 

Retention: Retain 1 
year. 

Disposition: Break file 
after completion of re-
port. Keep in office 
for 1 year, then destroy. 

Retention: Retain 2 
years after relocation 
or disestablishment of 
printing plants. 

TN 
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MANUAl • APPENDIX B 

RECORbS CONTROL SCHE'nULES 
RECORDS MANAGEMENT 

Item Name and D scription of Record/File 

3.	 Control regist s
 
requisitions and
 

4.	 Reports to the Congress. 

a. Agency reports to the 
Committee on Printing regarding 
operation of "Printing Plants," 
procurement of cornme rcLa L pr Lnt Lng-" 
and inventories of prLnr Lng planJ/
equipment. ~ 

,f 

b. Copies in subordinate units 

/ 
rof the above reports and re'Lat.ed 

;1 work	 papers. 

5.	 JCP authorization,~ Correspond-
ence and authori~ations by the
 
Joint Committee/on Printing and


/related papers , 

a. Estab}~ment, relocation,and 
disestab1ishment of printing 

Pla7 

Retention Period 
and Disposition 

-'" '/ 
r 

Retention: Permaneht
/'

Disposition: ,~~ep in office 
for reference~ 

//
7 

/!' 
/'

Ret,e"ntion: Retain 3 years.
,/

Disposition: Break file 
a ter co~p~etic~ of report.
Ke for J years, 

Retain I year. 

Dispositio

after compl ion of report.

Keep in offic
 
then destroy.
 

Retention: Permanent. 

Disposition: Break file when 
no longer active. Keep in 
office for 2 years, then 
transfer to the Federal 
Records Center. Keep in FRC 
for 10 years, then offer to 
the National Archives. 

TN 
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APPENDIX B 
MA~UAl . 

RECORDS CONTROL SCHEDULES 
RECORDS HANAGEHENT 

Item 

6. 

Name and Descriptioll
of Record/File 

b. Acquisition, transfer, and
disposal of equipment. 

Hailing or distribution lists. 

a. Correspondence, request forms, 
and other records relating to changes 
in mailing lists. 

Retention Period 
and Disposition 

Retention: Retain 3 
months. 

Disposition: Break file 
after relocation or dis-
establishment of print-
ing plant. Keep in office 
for 2 years, then destroy. 

Retention: Retain 2 
years. 

Disposition: Break file 
after disposal of equip-
ment. Keep in office 
for 2 years. then destroy. 

Disposition: Destroy 3 
months after revision. 

b. Card lists. Retention: 
canceled or 

Destroy when 
revised. 

Dispositio~:
tion above. 

See Reten-

c. Plate or stencil mailing lists. Retenti0E.: 
canceled or 

Destroy when 
revised. 

Disposition:
tion above. 

See Reten-

TN 



MANUAL APPENDIX B 

RECORDS CONTROL SCHEDULES 
RECORDS MANAGEMENT 

Name and Description
Item of Record/File 

7. Office Copying Equipment Files. 

a. Procurement requests, justifica-
tions, approvals, or disapprovals,
whether purchase or rental equip-
ment (except equipment in printing, 
duplication, or reproduction
facilities) . 

b. Daily production records. 

c. Production records or reports
(other than daily), cost records 
(including repairs, maintenance,
supplies, operating labor, depre-
ciation) and studies. 

Retention Period 
and Disposition 

Retention: Retain 2 
years. 

Disposition: Break file 
after acquisition of 
equipment or disapproval.
Keep in office for 2 
years, then destroy. 

Retention: Retain 3 
months. 

Disposition: Destroy 3 
months after inclusion 
of data in monthly (or 
other consolidated)
reports. 

Retention: Retain 5 
years. 

Disposition: Break file 
when machine is disposed 
of. Keep in office for 
5 years, then destroy. 

TN 



ENVI RONMENT AL .OTECTION AGENCY M ANUA[ 

APPENDIX B 
RECORDS HANAGENENT 

RECORDS CONTROL SCHEDULES 

SAFETY RECORDS 

These records relate to the program administered by the Agency for 
the protection of its employees, property, and those for whom it has 
a responsibility and include development of safety standards, correspond-
ence, reports, and all related papers concerning individual accidents 
occuring at installations and reports of surveys and inspections of 
Government-owned facilities. 

Name and Description
Item of Record/File 

1.	 Safety Standards Files. Documents 
created in the development of safety
standards and practices in: develop-
mental and production operations; 
and the safe location design, layout,
equipment, and construction of 
facilities and other areas requiring
safety standards. The files include 
recommendations, coordination 
actions, studies, and other actions 
taken to establish standards. 

2.	 Accident Case Files. Correspondence,
reports, and all related papers
concerning individual accidents 
occuring at installations. 

a. Headquarters Files. 

TN 

ORIGINATOR 

Retention Period 
and Disposition 

Retention: Retain until 
superseded or canceled. 

Disposition: Break file 
when superseded or can-
celed, then destroy. 

Retention: Retain 10 
years. 

Disposition: Break file 
when no longer needed. 
Keep in office for 3 
years, then transfer to 
Federal Records Center. 
Keep in FRC for 7 years,
then destroy. 
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MANUAL 

~APPENDIX B 

RECORDS CONTROL SCHEDULES 

/
/'SAFETY RECORDS /'

/ ...,I 

the	 o rogram administered bv the" Agencv for. ,.. 
the prot tion of its e~ployees, property. and those/for T7hom it h8s 
a responsi 'lity and include development of s::tfetYstA.nrlards.cor-
respondence,~ports, ~nd all related papers concerninR individual 
accidents occ~~ at installations and reports ,.tfsurvevs arid 

inspections of Go~ment-m.,rned facilities. / 

'>.. Item Name and Description of Record/File'
/' 

1.	 Safety Standards files. DO~),{S 
created in the development of;l 
safety standards and practic~s in: 
developmental and prOducti~
operations; and the safe location,
design, layout, equipmen.{, and 
construction of faciliy{es and 
other areas requiring/safety stand-
ards. The files in9{ude reco~en-
dations, coordinat1on actions,
studies, and othe;! actions taken 
to establish sta6dards. 

2.	 Correspond-
, and all related 

papers con erning individual acci-
dents occ ring at installations. 

/
_/ 

f	 Retention Period 
and DisDosition 

Re cention: r..etainIn veal's. 

_ispositinn: Rrea~ file at 
efM...ofvear. Ke€T) in office 
for ],,vears, then transfer to 
Federal .ecords Center. Keep
in FRr. fo 
destroy. 

Retention: Retain 10 years. 

nisnositinn: BreCll~file Fhen 
no longer nee~ed. Keen in 
office for 3 vears, thcn 
transfer to Federal Pccords 
Center. Keen in FRC for 7 
ye~rs. then destrov. 

TN 
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APPEHDIX B 

RECORDS CONTROL SCHEDULESRECORDS 11ANAGEMENT 

Item 
Name and Description

of Record/File 
Retention Period 
and Disposition 

b. Field offices Files. Retention: 
years. 

Retain 2 

3. Safety Program Report Files.
Statistical reports of injuries 
accidents. 

and 

Disposition: Break file 
when no longer needed. 
Keep in office for 2 
years, then destroy. 

a. Headquarters Files. Retention: 
years. 

Retain 5 

Disposition: Break file 
when no longer needed. 
Keep in office for 5 
years, then destroy. 

b. Field offices Files. Retention: 
years. 

Retain 2 

Disposition: Break file 
when no longer needed. 
Keep in office for 2 
years, then destroy. 

4. Property Safety Files. Safety
inspection and maintenance records 
for all EPA real and personal
property. 

Retention: Destroy. 

Disposition: Break file 
and destroy when related 
property is disposed of 
by EPA. 

TN 
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APPENDIX B 

RECORDS COHTROL SCHEDULES 
RECORDS Hfu~AGEHEdT 

Name and Description
Item of Record/File 

5.	 Protective and Preventive Heasures 
Report Files. Reports of surveys and 
inspections of Government-owned 
facilities conducted to insure 
adequacy of protective and preventive 
measures taken against hazards of 
fire, explosion, and accidents. 

Retention Period 
and Disposition 

Retention: Retain 3 
years. 

Disposition: Break file 
when no longer needed. 
Keep in office for 3 
years, then destroy. 

TN 



-ENVI RONMENTAL .OTECTION AGENCY	 M ANUAC 

APPElmIX B RECORDS HANAGEHENT 

RECORDS CONTROL SCHEDULES 

VISUAL AIDS AND GRAPHIC RECORDS 

These records relate to the documents and other material prepared for 
the purpose of assisting Agency officials in presentations such as 
Congressional hearings, program reviews, technical briefings, etc; pro-
cessing and production of photographic services; reports of photographic
production; and cards showing film and equipment on loan. 

Name and Description Retention Period 
Item of Record/File and Disposition 

1.	 Documents and other material prepared

for the purpose of assisting EPA
 
officials in presentations, such as
 
Congressional Hearings, program re-
views, technical briefings, public

lectures, publications, exhibits, and
 
in-house activities.
 

a. Original art work. 

(1) Art work used in Congress- Retention: Retain 3 
ional Hearings; budget presentations; years. 
summary review conferences; technical 
briefings; and presentations to the Disposition: Break file 
public such as speeches, releases to after project/program is 
news media, educational briefs, and completed. Keep in 
exhibits. office for 3 years, then 

destroy. 

(2) Art work used in fund Retention: Retain 1 
drives, posters for employee sponsor- year.
ed activities, illustrations used 
in administrative function activities, Di~osition: Break file 
and other routine in-house activities. after project/program is 

completed. Keep in office 
for 1 year, then destroy 

TN 
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RECORDS COHTROL SCHEDULES 
RECORDS l·1ANAGEMENT 

Name and Description
Item of Record/File 

b. Slides and viewgraphs used by
program, staff, and project offices
for presentation. 

c. Designs and engineering drawings 
for fabrication of display models 
and exhibits. 

2.	 Photographic work orders and ledgers
(includes work orders and ledgers
used in processing and production of 
photographic services). 

3.	 Photographic Production Report Files. 
Documents showing workload, time 
expended, and type of production
(color, black and white, still, or 
motion picture). 

Retention Period 
and Disposition 

Retention: Retain 1 
year. 

Disposition: Break file 
when material is no 
longer needed or obsolete. 
Keep in office for 1 
year, then destroy. 

Retention: Retain 3 
years. 

Disposition: Break file 
when no longer needed or 
obsolete. Keep in office 
for 3 years, then destroy. 

Retention: Retain 1 
year. 

Dispositio~: Break file 
at end of 1 year. Keep
in office for 1 year, 
then destroy. 

Retention: Retain 1 
year. 

Disposition: Break file 
at end of 1 year. Keep
in office for 1 year, 
then destroy. 

TN
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MANUAl-

RECORDS CONTROL SCHEDULES 
RECORDS HANAGENE~~T 

Item 
Name and Description

of Record/File 
Retention Period 
and Disposition 

4. Film and Equipment Control Card Files. 
Cards showing film and equipment on 
loan. 

Retention: 
year. 

Retain 1 

Disposition: Break file 
after last entry on card. 
Keep in office for 1 
year, then destroy. 

TN 
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ENVIRONMENTAL .OTECTION AGENCY	 M ANUAi 

APPENDIX B	 RECORDS HANAGEl'lELn 

RECORDS CONTROL SCHEDULES 

SPACE	 AND HAINTENA.J.~CERECORDS 

These records relate to the management and utilization of facilities 
used by the Agency and include allocation, utilization and release of 
space under EPA control; reports showing the preliminary design of pro-
posed construction projects; documents relating to project requests; and 
requests for repairs and services. 

Name and Description
Item of Record/File 

1.	 Records relating to the allocation,
utilization and release of space
under EPA control, and related reports
to General Services Administration. 

a. Building plan files and related 
EPA records utilized in space plan-
ning, assignment, and adjustment. 

b. Other correspondence and reports
to subordinate office within EPA 
relating to Agency space holdings and 
requirements. 

(1) Agency reports to GSA 
regarding space occupied in "Hetro-
politan Washingto~1 and outside the 
District of Columbia, and related 
papers. 

Retention Period 
and Disposition 

Retention: Retain 2 
years. 

Disposition: Break file 
afer termination of 
assignment, or when lease 
is canceled, or when plans 
are superseded or obsolete. 
Keep in office for 2 
years, then destroy. 

Retention: Retain 2 
years. 

Disposition: Break file 
after report is completed.
Keep in office for 2 
years, then destroy. 

TN 
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RECORDS MANAGEMENT
 
RECORDS CONTROL SCHEDULES
 

Item 
Name and Description

of Record/File 
Retention Period 
and Disposit ion 

(2) Copies in subordinate 
reporting offices and related work 
paper. 

Retention: Retain 1 

year. 

Disposition: Break file 
after report is comple-
ted. Keep in office for 
1 year, then destroy. 

2. Report showing the preliminary design
of proposed construction projects.
Includes design criteria, trade-off 
studies and estimate of cost. 

a. Authorized projects. Retention: 
years. 

Retain 5 

Disposition: Break file 
after completion or dis-
banding of project. 
Keep in office for 5 
years, then destroy. 

b. Unauthorized projects. Retention: 
years. 

Retain 4 

Disposition: Break file 
when no longer active. 
Destroy 4 years after 
date of last document. 

3. Documents relating to project
requests, including approval, estab-
lishment of funds, schedules of 
accomplishments, progress, payments,
and the finalization. 

Retention: Retain 5 
years. 

Disposition: Break file 
after completion or dis-
banding of project. 

TN 
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APPEimrX B MANUAl-

RECORDS CONTROL SCHEDULES 
RECORDS HANAGEMEdT 

Name and Description Retention Period 
Item of Record/File and Disposition 

Keep in office for 1 
year,	 then transfer to 
the Federal Records Cen-
ter.	 Keep in FRC for 4 
years, then destroy. 

4.	 Documents showing maintenance per- Retention: Retain 3
 
formed and required on facility years.

systems.
 

Disposition: Break file 
after discontinuance of 
system. Keep in office 
for 3 years, then destroy. 

5.	 Logs showing operations of facili- Retention: Retain 2
 
ties, including temperature, humidity, years.
 
pressure, and other such readings. 

6.	 Requests for repairs and orders,
including correspondence, drawings,
work sheets, and all related
material. 

7.	 Identification credentials including
cards, badges, parking permits,
photographs, agency permits to 
operate vehicles, and property. 

Dispo~ition: Break file 
after 1 year. Keep in 
office for 2 years,
then destroy. 

Retention: Retain 3 
years. 

Disposition: Break file 
at end of 1 year. Keep
in office for 3 years,
then destroy. 

Retention: Retain 3 
months. 

Disposition: Break file 
after credentials are 
returned to issuing
office. Keep in office 
for 3 months, then destroy. 

TN 

30 




