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REQOEST.R AUTHORITY
 
TO DISPOSE OF RECORDS
 

(See l nstructrons 011 Re rerse ) 

TO GENERAL SERVICES ADMINISTRATION, 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, D.C. 20408 

FROM (AGENCY OR ESTABLISHMENT) 
In accordance with the provrstons of 44 USC 33030 the dis-
posal request, Including amendments, IS approved except for 

2 MAJOR SUBDIVISION 
Items that may be 
drawn In column 

stomped 
10 

disposal not approved" or with-

3 MINOR SUBDIVISION 

4 NAME OF PERSON WITH WHOM TO CQNFER 5 TEl EXT 

ters	 755-0840 
6 CERTIFICATE OF AGENCY REPRESENTATIVE 

I h.i-rljby certify that I am authorized to act for this agency In matters 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 specrfled 

May 9, 1975	 Chief, Administrative Management Br. 
(Date) (Signature of Agency Representanv e)	 (TIde) 

97	 8 DESCRIPTION OF ITEM 10SAMPLE ORITEM NO	 (WIth Inclusive Dates or Retention Periods) ACTION TAKENJOB NO 

1-- 26	 Descriptions and retention schedules for the 8££ice of 
Public Affairs'vltems 1 - 26 are attached. 

~ 

STANDARD FORM 115 
ReVISed November 1970 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-114 
115-105 



. ENVIRONMENTAL PROTECTION AGENCY	 MANUAL 

APPENDIX B RECORDS MANAGEMENT 

RECORDS CONTROL SCHEDULES 

OFFICE OF PUBLIC AFFAIRS. 

The records described below pertain to the public affairs 
aspect of the Agency's program, including relations with news media,
community relations, public participation, and environmental educa-
tion program. 

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

1.	 Testimony (Statements)~ EPA Retention: 
Representatives Before The House 
and Senate. Statements made by a. Record Copy. .;p 8t"Ht8hCn e-! ~.~ 

EPA officials at hearings held by ,o~.
members of the House and Senate. b. Distribution Copies.

Retain 7 years. 

c. Information Copies.
A~ eete'flftiRee ey H8cr..LS ~ .~ 

reference needs. ~ .. 

Disposition: 

a. Record Copy. Break file 
after presentation. Keep
in office for 10 years, then 
oifel!	 to the IJatjopaJ .. 
A'f!ch:iue8~. 

b. Distribution Copies.
Break file at end of year. 
Keep in office for 7 years, 
then destroy. 

c. Information Copies.
Destroy when t;\Q J oPBet" tleca' ~ 
oAd-~~~~~~ 
~. 

TN 
ORIGINATOR. 
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MANUAL APPENDIX B 

RECORDS CONTROL SCHEDULES 
RECORDS MANAGEMENT 

Name and Description
Item of Record/File 

2.	 Speeches and Journal Articles 
by EPA Administrator or Staff. 
Speeches prepared for delivery at 
Civic functions and professional 
conferences and meetings. Arti-
cles prepared for publication in 
professional magazines or 
journals. 

3.	 Original Weekly Briefing Book 
(News Clips) - Binders. A weekly 
collection of original news clips
from a cross section of U.S. 
newspapers and magazines outside 

Retention Period
 
and Disposition
 

Retention: 

a. Record Copy. Permanent. 

b. Distribution Copies.
Retain 7 years. 

c. Information Copies.
A8 aete'l!'miIiEd by I:!ser '-s 

b_....L-_·_ f~.r.&fSil_QQQQ neoas •• ~ (1--- -

Disposition: 

a. Record Copy. Br eal: file 
after presentation. Keep
in office for 10 years,then 
offer to the National .• 
Archives ..... ~.~~cJ.o
 
(IV ~R.S')
 

b. Distribution Copies.
Break file at end of year.
Keep in office for 7 years, 
then destroy. 

c. Information Copies.
Destroy	 when Q.Q 18R~eF '.U.iiQ I~ 
oJl.c>..... ~ ~ ~,..,.... ...e..,..fIl'-
.,.. ... ~.tJ.... •Retention: Permanent. 

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

TN 
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APPENDIX B 
MANUAL 

RECORDS CONTROL SCHEDULES 
RECORDS MANAGEMENT 

Name and Description 
~I~t~e~m~ ~o~f~R~e~c~ord/~F~i~l~e~ 

the D.C. area. Publications 
include the Arizona Republic,
Indianapolis Star, Boston Herald
American, Houston Post, Denver 
Post,	 Cincinnati Enquirer, Port-
land Press, New York News,
Fortune, The Nation, etc. 

4.	 Weekly Briefing Book (News Clips) 
- The Greenbook. A green paper 
reproduction of the news clips
assembled in the Original Weekly 
Briefing Book - Binders. 

Retention Period 
~a~n~d~D~i~s~p~o~s~i~t~1~·o~n~

to the Federal Records Cen-
ter. Keep in FRC for 20 
years, then offer to ~ 
:>.Ietioltal .Ax"QQiUQ8.IVA R.S 

Retention: 

a. Record Copy. Retain 
2 years. 

b. Information Copies.
As aecermifted b, d~e!'S fleee&.~,~. 
Disposition: 

a. Record Copy. Break file 
at end of year. Keep in 
office for 2 years, then 
destroy. 

b. Information Copies.
Destroy when ItO lQR§Qi" \l:i9Qii.1 ~ 

~~~~~~~ 
""",,A.~. 

TN 



MANUAL APPEND1X B 

RECORDS CONTROL SCHEDULES 
RECORDS MANAGEMENT 

Item 
Name and Description

of Record/File 
Retention Period 
and Disposition 

5. Original Selected Daily News 
Clips - Binders. A daily col-
lection of original news clips
from four daily papers - the 
Washington Post, New York Times,
Washington Star--~~ews,and the Wall 
Street Journal. These news clips
do not appear in the Weekly Brief-
ing Book. 

Retention: Permanent. 

Disposition: Break file at 
end of year. Keep in office 
for 3 years, then transfer 
to the Federal Records Cen-
ter. Keep in FRC for 20 
years, then offer to ~ 
Nat iunal "lFeRiu'i~ N RR oS . 

6. Sel2cted Dail~ News. Clips -
Re;eroductions. A reproduction of 
the news clips assembled in the 
Original Selected Daily News 
Clips - Binders. 

Retention: 

a. Record COE~' Retain 2 
years. 

b. Jnforv~tion Copies.
,\8 QilltermiR8Q bJT 11Ser' 0 R9Qd~ 

PUoe·~ I~· 
Disposition: 

a. Record Cop~. Break file 
at end of year. Keep in 
office for 2 years, then 
destroy. 

h. Info~~tion 
Des troy when -ee 

Copies.
leager used-J~ 

~~~~~~~ ~. 

TN 
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Iv'\.~ NUAl 

RECOhS CONTROL SCHEDUU~S RECORDS lfAnAGEllENT 

Name and Description
Item of Record/File 

7.	 Documerica - Slides, Hicrofiche, 
and Photos. Photographs of the 
American scene. A pictorial
rendering of environmental con-
ditions throughout the Country. 
Object of collection is to 
provide a basis for future 
comparison. Records consist of 
original 2 X 2 color slides, 
color images on microfiche, 
duplicate 2 X ~ slides, and 
black and "'hite8 X 10 photos.
About 200 microfiche (quantity
to increase in time), each con-
taLn Ing 60 images, are.rr.aintained 
in an electronic retrieval system. 

8.	 Photo_graphers Biography and
Grant Folder - Docume rLc a , 
Documentation related to photog-
raphers participation in the
Documerica Program. Records 
consist of solicitations, pro-
posals, suggestions, biographical:
sketches, task orders or con-
tracts, invoices, list of titles 
of ~lotos, correspondence, etc. 

Retenlion Period 
and Disposition 

Retention: 

a. Reco_rdCOIT' (Htcro-
fiche, index and 2 X 2 
original slides) Permanent. 

b. InfoIT'1ation~_UorkLand 
Security C02ies. As deter-
mined by reference, work 
~nd security needs. 

Disposition. 

a. Record CODy. Break 
file u~on completion of 
project a~d offer to the 
National Archives. 

b. Ln f orrnat Lon , Hork, and 
Security ~opies. Destroy
~len no longer used. 

Retention: Permanent. 

Disposition: Break file 
~pon completion of pro-
Ject. KeEp in office 5 
years. Combine with 
Slides, Microfiche and 
Photos andttransfe; to 
FRQ) Offer to NARS when 
20 years old. 

TN 



MANUAL
 
APPENDIX B 

RECORS CONTROL SCHEDULES RECORDS MANAGEMENT 

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

./ 

7.	 Doc~erica - Slides, Microfiche, Retention:
 
and Photos. Photographs of the
 
American scene. A pictorial a. Record Copy. (Micro-
renderin~ of environmental con- _ fiche, index and 2 X 2
 ,	 /ditions throughout the Country.- original slides) Permanent.
 
Object of ~ollection is to /'

provide a b~sis for future " b. Information, '.Jork,and
 

\	 -fcomparison. Records cons~st of Security Copies. As deter-
original 2 X 2\color sl~~s, mined by reference, work 
color images on \Picrof;Che, ~nd security needs. 
duplicate 2 X 2 s\~de" and 
black and white 8 X '10photos. Disposition.
About 200 microfic (quantity
to increase in ti¢e), each con- a. Record Copy. Break 
taining 60 imag7s, ar~ maintained fil~ uPo~~pleti.2R..~,!; ~J~ in an electron~t retrie al system. pr oj ec t- f1er t~'Yte 

~at::l:onal l'trehi "-'01 Ii IVP\I\.S ' 

b. Information, Work, an~ 
Security Copies. Destroy
when no longer used. 

8.	 Photographers Biography and Retention: Permanent. 
Grant Folder - Documerica. 
Documentation related to photog- '\ Disposition: I) Break file 
raphers participation in the .upcn completion of pro-
Documerica Program. Records Ject. CSillbine wi~h Slide:!, ~--. 
consist of solicitations, pro- Mi.GFe£:iefie, and Photos ~S ~ 
posals, suggestions, biographical wl1~ makiftgsHe!' eO' ~f,tih *-' . 
sketches, task orders or con- A~lilQivQr;;. - IVARS. ",.') "F, 30.0 ~ 
tracts, invoices, list of titles ~. 0 -
of photos, correspondence, etc. 

TN 

http:uPo~~pleti.2R


MANUAL APPENDIX B 

RECORDS CONTROL SCHEDULES 
RECORDS MANAGEMENT 

Name and Description
Item of Record/File 

\ 

\\ 
9.	 Documeric'a Program File. Back-

ground and\historica1 data re-
lated to Documerica Program.

\Records consist, of Program start-
up plans, guid~lines for photog-

\raphers, conditions of release,
regional program, project outline. 

10.	 Public Affairs Job Folders. 
Documentation pertains to the 
assistance provided program 
groups in the areas of public 
affairs and relations. Records 
consist of job statements, pro-
posals, procurement requests,
internal memos, outlines for 
conferences and handbooks,
activity reports, etc. 

11.	 Water Quality Information 
Exchange and Awareness Program
File. File concerns the develop-
ment of program to make the public 
aware of the dangers of water 
pollution and the need for conser-
vation and quality control. Pro-
gram worked through the Jaycees 
(Junior Chamber of Commerce). 
Records consist of program 
statements, award justifications,
leaders workshop outlines, invi-
tations to participate in program, 
letters of acceptance, contracts, 
etc. 

Retention Period 
and Disposition 

Retention: Permanent. 

Disposition: Break file 
upon completion of 
project then offer to the 
National Archives. 

Retention: Retain lO years
after completion of job. 

Disposition: Break file 
upon completion or termination 
Keep in office for 10 years, 
then destroy. 

Retention: Retain 10 years 
after completion of program. 

Disposition: Break file 
upon completion of pro-
gra~. Keep in office for 1 
year, then transfer to the 
Federal Records Center. 
Keep in FRC for 9 years,
then des..troy.

",\~ 

TN 
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MANUAL APPENDIX B 

RECORDS HAN/\GErlEN~ 
RECORDS CONTROL SCHEDULES 

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

9.	 Documerica PLoEram File. Back-
groilnd and historical data re-
lated to Documericd Program.
Records consist of Program start-
up plans, guidelines for photog-
raphers, conditions of release,
regional program, project outline. 

Public Affairs Job Folders.10. 
Documentation pertains to the 
assistance pro~ided program 
groups in the areas of public
affairs and relations. Records 
consist of job statements, pro-
posals, procurement requests,
internal memos, outlines for 
conferences and handbooks, 
activity reports, etc. 

Hater	 Quality Inforr13tlon11. 
Exchange and A~'areness Pro_gram
File. File concerns the dcvelop-
uen t of program to make the public 
awa re of the dangers of wa ter 
pollution and the need for conser-
vation and quality control. Pro-
gram \.'orl~edthrough the .Iaycce s 
(Junior Chamber of Comrae rc e.), 
Records consist of program
statements, a~ard justifications,
leaders wo rksho p outlines) invi-
tations to participate in program,
letters of acceptance, contracts, 

etc. 

Retention: Pe rmarien t , 

Disposition: Break file 
upon completion of pro-
ject. Keep in office 5 
years. Combine with 
Slides, ~ucrofiche,
Photos, and Photogra-
phers Biography and 
Grant Folder and trans-
fer to FRC. Offer to
 
NARS ~~len 20 years old.
 

Retention: Retain 10 years

af tcr cOfllpletion of job.
 

Dispo~ition: Break file 
upon completion or termination. 
Keep in office for 10 years,
then destroy. 

Retention: Retain)!<J years " after	 completion of program. 

~ispositl.0n: Break file 
upon completion of pro-
gram. Keep in office forr"l. 
years thQR, trapsfo)" h6 tl1'e 
l1SlQQ};a' Re9B'l?BS eEIiLt!r.
 
Keep iR, iRE fe~ 9 ,@8F8,
 

then destroy.
 

http:ispositl.0n


APPENDIX B 
MANUAL 

RECORDS CONTROL SCHEDULES 
RECORDS MANAGEMENT 

Name and Description
Item of Record/File 

12.	 "Environmental Hews" (Folders).
The official press release media 
for EPA. Records consist of 
drafts of releases, comments,
approvals, and printed copy. 

Retention Period
 
and Disposition
 

Retention: 

a. Record Copy. (Public
Affairs) Permanent. 

b. Distribution Copies.
Retain 3 years. 

c. Information~ie~. ~ • 
d'j'termiLAQQ "Qy liBe£' B RQ8Q8-I~',~. 
Disposition: 

a. Record Copy. Break file 
at end of 3 years. Keep
in office for 1 year, then . 
transfer to the Federal 
Records Center. Keep in FRC 
for 20 years, then offer to 
the National Archives. 

b. Distribution Copies.
Break file at end of year. 
Keep in office for 3 
years, then destroy. 

c. Information Copies.
Destroy when DO JOQ8e~ liS9Q./~ 

oA.A. ~ ~ ~ ""'" ~ ~. 

TN 



MANUAL APPENDIX B 

RECORDS CONTROL SCHEDULESRECORDS MANAGEMENT 

Name and Description
Item of Record/File 

13.	 "Environmental Facts" (Folders).
Generally a single page publi-
cation providing concise informa-
tive statements about an EPA 
program, element of a program,
or some envirolnnental event. 
Records consist of drafts, com-
ments, approvals, and printed
copy. 

14.	 Press Conference Folders. ~ 

15.	 Speakers Invitation File. Invi-
tations by professional, civic,
religious, and academic organiza-
tion to address a gathering.
Records consist of invitations 
to speak, review of invitations 
and situation, letters of accept-
ance or rejection, copies of pro-
gram, and background notes on 
organization. 

Retention Period 
and Disposition 

Retention: Retain 3 years 
after completion of job. 

Disposition: Break file 
upon completion or termina-
tion. Keep in office for 
3 years, then destroy. 

Retention: Permanent. 

Disposition: Break file 
at end of year. Keep in 
office for 3 years, then 
transfer to the Federal 
Records Center. Keep in 
FRC for 20 years, then 
offer to the National 
Archives. 

Remove and destroy dupli-
cate transcripts prior to 
making FRC shipment. 

'7Retention: Retain ~ years. 

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

TN 
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MANUALAPPENDIX B 

RECORDS CONTROL SCHEDULES 
RECORDS MANAGEMENT 

Name and Description
Item of Record/File 

16.	 EPA Speakers Biographical Folders. 
Background data on EPA speakers.
Records consist of biographical
sketches, photographs, internal 
notes. 

17.	 Presidential Environment Merit 
A\vards Program (PEMAP) File.
Documentation related to a pro-
gram established to honor students 
(primary and secondary levels) and 
youth groups (Boy Scouts) who
commit themselves to constructive 
environmental service. Records 
consist of copies of Government 
and commercial publications,
newsletters, Regional promotion
plans, congressional hearing
reports, review of accomplish-
ments, Executive Orders, and data 
on history of programs. 

18.	 PEMAP Inquiries - Correspondence.
Request from citizens and schools 
for publications, information, and 
promotional material. 

Retention Period 
and Disposition 

Retention: Retain 1 year 
after termination or trans-
fer of speaker. 

Disposition: Break file 
upon termination or 
transfer of speaker. Keep
in office for 1 year, then 
destroy. 

Retention: Permanent. 

Disposition: Break file 
upon completion or termi-
nation of program. Keep in 
office for 1 year, then 
transfer to the Federal 
Records Center. Keep in FRC 
for 20 years, then offer to 
the National Archives. 

Retention: Retain 1 year. 

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

TN 
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MANUAL
 APPENDIX B 

RECORDS CONTROL SCHEDULES 
RECORDS HANAGEtlEN~ 

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

-16.	 EPA Speakers Biographical Folders. 
Background data on EPA speakers.
Records consist of biographical
sketches, photographs, internal 
notes. 

A. EFA AOnQnistrator, ~e- Retention: PERMANENT. 
puty Administrator, and 
the Assistant Adminis- Disposition: Break file upon termina-
trators. tion or transfer of speaker. Transfer 

to FRC for 5 years, then offer to NARS. 

B. All	 other speakers. Retention: Retain 1 year after ter-
wination or transfer of speaker. 

Disposition: Break file upon ter-
mination or transfer of speaker. Keep
in office for 1 year, then destroy. 

17.	 Presidential Environment Merit Retention: Permanent. 
Auards_ Program (PEI'lAP) File. 
Documentation related to a pro- ~j~~~ition: Break file 
gram established to honor students upon completion or termi-
(prima.ry_and secondary- levels) and nation o~programr--Keep in 
youth groups (Boy Scouts) who office for 1 year, then 
commit themselves to constructive transfer to the Federal 
environmental service. Records Records Center. Keep in FRC 
consist of copies of Government for 20 y ears , then offer to 
and COQmercial publications, the Hational Archives. 
news let t ers, Regional promotion
plans, congressional hearing
reports, review of accocplish-
ments, Executive Orders, and data 
on history of programs. 

18.	 PEt-tAP Jnquirie~_-:::-_Correspondence. Retention: Retain 1 year.
Request from citizens and schools 
for publications, information, and D~~osition: Break file 
promotional material. at end of year. Keep in 

office for 1 year, then 
destroy. 



MANUAL
 
APPENDIX B 

RECORDS CONTROL SCHEDULES 
RECORDS MANAGEMENT 

Name and Description
Item of Record/File 

19.	 PEMAP Merit Award Projects.
Documentation relating to pro-
jects entered into by students 
and youth groups to improve the 
environment. Records consist of 
merit award applications, lists of 
students for awards, samples and 
pictures of posters and exhibits, 
newsclips from local newspapers, 
description of award presentation
program. 

20.	 Regulations, Standards, and Guide-
lines Document Copy File - Freedom 
of Information Center. A col-
lection of documents relating to 
significant regulations, standards 
and guidelines promulgated by EPA.
Documents centrally maintained 
for public review. Records con-
sist of copies of Hearing Tran-
scripts, economic analysis -
cost effect studies, comments on 
proposed regulations/guidelines/
standards, references, Environmen-
tal Impact Statements, Implemen-
tation Plans, etc. 

Retention Period 
and Disposition 

Retention: Retain 10 years. 
tits);' 88iBfllsti6lt or tcrm1R8 
tiOfl of ptogta'fi. 

Disposition: Break file 
upon completion or 
termination of program. 
Pull and trdrlsfcf fie Q. 

pe,rQeQPtat ;1'0 prove t 5 to 
FEW PregratltFile. Keep
remainecr 8£ file in office 
for 1 year, then transfer 
to the Federal Records 
Center. Keep in FRC for 
9 years, then destroy. 

Retention: Retain 3 years' 
after promulgation of regu-
lation/standard/guideline
on until litigation is com-
pleted. 

Disposition: Break file 
upon final printing in 
Federal Register. Keep
in Freedom of Information 
Center for 3 years, then 
rgtwrR to or;gjpat~
Qffiee. ~. 

TN 
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MANUAL 

RECORDS CONTROL SCHEDULES RECORDS MANAGEMENT 

Name and Description
Item of Record/File 

21.	 EPA Publications and Promotional 
Items. General and technical 
literature and promotional items 
produced by the Office of Public 
Affairs. Literature and promo-
tional items take the form of 
handbooks, brochures, pamphlets,
comic books, bumper_stickers,
buttons, and posters. 

Retention Period 
and Disposition 

Retention: 

a. Record Copy. Permanent. 

b. Distribution Copies.
Retain 3 years after last 
print date. 

c. Information Copies.
~ 8eb9rm~ne8 e) ~89r'~ 

ref9repce needs p~ ,~. 

Disposition: 

a. Record Copy. Break file 
after publication. Keep in 
office for 10 years, then 
offer to the National 
Archives. 

b. Distribution Copies.
Break file after printing
and distribution. After 
3 years destroy undistri-
buted copies. 

c. Information Copies.
Destroy when R9 19R991F "sed' ~ 
~	 0'\. ~ ~ "f'4 ~ 

~. 

TN 
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I-ti>PENDIX B 

RECOP-S CONTROL SCHEDUT~ES 
RECORDS lW1AGElIENT 

Name and Description
 
Item of Record/File
 

22.	 Document ary and Promotional Pilms , 
'IV tapes, Slide ShOHS, ;:JndRadio 
Spots. Collections 16JT1I11of f iLms , 
slides and scripts, TV tape
commercials, and radio comn~rcials 
hi.gh'li.ghtIng the damages of 
pollution and the need for control. 

a.	 Hot ion pictures - the original 
negative or color original
plus separate optical sound 
track, an inte~diate m~~ter 
positive or duplicate negative 
plus optical sOlmd track, and 
a sound projection print 
of each notion picture. 

b.	 Sound recordings - the master 
tape, matrix or stamper, and 
one disc pressing for each 
conventional mass-produced
multiple copy disc recording
and the original tape for 
each magnetic ;:Judiotape 
recording. 

c.	 Video recordings - the original
or the earliest generation
of eadl recording or a kinescope
of the recording. 

d.	 Distribution copies of a. 
b. and c. 

e.	 Security copies of a. b. 
and c. 

Keep	 Freedom in Tour Futu.re With US 

Retention Period 
and Disposition 

Retention: 

a.	 Record Copy. Permanent. 

b.	 Record Copy. Pe~~ent. 

c.	 Record Copy. Permanent. 

d.	 Retain 5 years after
 
date of last request.
 

e.	 Petain one year after 
record copies are offered 
to the National Archives. 

Savings Bonds 



MANUAL 

RECO~S CONTROL SCHEDULES RECORDS lW1AGEI·IElIl"T 

Name and Description
Item of Record/File 

f.	 fi.nding Aids and Production 
Documentation - existing ------
finrling aids such as data 
sheets, shot lists, catalogs, 
indexes, and other textual 
docurrcn t at ion ncccssnry
for the proper identification, 
retrieval, and use of a. 
h. and c. as well as produc-
tion cose files or siMilar 
files wh ich include copies 
of proJuction c::ontr~cts, 
scripts, transcripts, or 
other docunent at i.on bcar i.ng 
on the origin, aC'tuisition, 
re lcase or ownership of 
the audiovisual production. 

g.	 1nfo11'1ation copies of i tens 
j nc luded in f. 

Retention Period 
and Disposition 

f.	 Record Copy. Pc rnancn t , 

g.	 As determined by user's
 
need.
 

Disposition: _ 

a.	 Record rODies. Break file 
after comp le t ion of film, 
tape, or s l idc production 
ann offer to the N(1tioJ1(11 
Archives \\Thenobsolete or 
after 5 years whicheve r 
occurs fi rs t , 

h.	 Distribution Copics , Break 
fi Ie afrcr last showing and 
destroy 5 years thereafter. 

c.	 Security Copies. Break file 
af'tcr offering record copies 
to the National Archives ,111d 
destroy one year thereafter. 

d. 
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MANUAL APPENDIX B 

RECORDS CO~~ROL SCHEDULES 
RECORDS MANAGEMENT 

Name and Description
Item of Record/File 

22.	 Documentary and Promotional 
Films, TV Tapes, Slide Shows,
and Radio Spots. Collections of 
16 mm films, slides and scripts, 
TV tape commercials, and radio 
commercials highlighting the 
damages of pollution and the 
need for control. 

Retention Period 
and Disposition 

Retention: 

a. Record Copy. Permanent. 

b. Distribution Copies.
Retain 10 years after date 
of last request. 

c. Security Copy. Retain 
21 years. 

Disposition: 

a. Record CoPY' Break file 
after film or tape completion. 
Keep in office for 10 years, 
then offer to the National 
Archives. 

b. Distribution Copies.
Break file after last show-
ing. Keep in office for 
10 years, then destroy. 

c. Security Copy. Break 
file after giving record 
copy to Archives. Keep in 
office for 21 years, 
then destroy. 

TN
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APPENDIX B 
MANUAL 

RECORDS CONTROL SCHEDULES RECORDS MANAGEMENT 

Name and Description
Item of Record/File 

23.	 Printing Arrangements for 
Publications, Articles, and 
Promotional Items. Data and 
supporting documentation for the 
release and publication or pro-
duction of manuscripts and 
promotional items. Records con-
sist of clearances for publica-
tion, typed manuscripts, page
proofs, color justifications,
jacket specifications, distri-
bution approvals. 

24.	 EPA National Environmental and 
Information Centers - Development
and Construction Project File. 
Documentation relating to the 
development and construction of 
of the EPA Exhibit Center in 
Washington, D.C. Records con-
sist of brochures from exhibit 
development firms, proposal 
bid invitations, bid evaluations, 
contract awards, exhibits,
designs, prints, art materials 
for exhibits, photos, art work,
etc. 

25.	 Contracts and Grants File. 
Documentation relating to the 
formulation, award, and changes 
in contracts and grants for
studies, films, development of 
wo rkshops , etc. Records consist 
of procurement requests, proposals, 

Retention Period 
and Disposition 

Retention: Retain 3 years. 

Disposition: Break file 
upon printing or decision 
not to prL~t publication or 
article. Keep in office for 
3 years, then destroy. 

Retention: P@FlMfteftea ..5~' 

Disposition: Break file 
upon completion of 
construction. Keep in 
office YQ~i* ~AQ QQmplQ 
tiop of i~A1Qi~ SRS 'QRtQ£ 

Op9£st!ieu, then effeF eli) ~ 
the Nat;i,gR9:1 1\F@si>;@9 s I ~I 

;/t#uo..u 4~ ...- F Re. D~
 
uorO •• , S ~ ~.
 

Retention: Retain 7 years 
after completion of project
or job. 

Disposition: Break file 
upon completion of pro-
ject. Keep in office for 
i year, then transfer to 

TN 
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MANUAL 

RECORDS MANAGEMENT 

Name and Description
Item of Record/File 

statements, bid 
ntractors's staff 

resumes, report f 
progress reports, 

26. Pro ram Files -

program areas. 
of correspondenc relative to 
EPA Program act" ities, project 
evaluations, sistance, requests 
from progra groups, status of 
grant and ontract reports,
suggesti s and ideas for promo-
tional "terns,etc. 

APPENDIX B 

RECORDS CO~~ROL SCHEDULES 

the Federal Records Center. 
Keep in FRC for 6 years, 
then destroy. 

Retention: Retain ~ years" 

Disposition: Break file 
at end of 2 years. Keep
in office for 2 years, then 
Transfer to t~e FsaeFsl 

TN
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p.PPENDIX B 

RECORDS NANAGEHENT 
RECORDS CONTROL SCHEDULES 

Name and Description
Item of Record/File 

justification statements, bid 
evaluations, contractors's staff 
resumes, report of payments, 
progress reports, etc. 

26.	 Program Files - Director and 
Division Heads. Contains 
data related to the conduct of 
office and division operations in 
program areas. Records consist 
of correspondence relative to 
EPA Program activities, project
evaluations, assistance, requests
from ·program groups, status of 
grant and contract reports,
suggestions and ideas for promo-
tional items, etc. 

a.	 Director 

b.	 Division Heads 

Retention Period
 
and Disposition
 

the Federal Records Center. 
Keep in FRC for 6 years, 
then destroy. 

a.	 Retention: Permanent 

a.	 Disposition: Break file at 
end of 2 years. Keep in office 
for 2 years, then transfer to 
the FRC. Offer to NARS ....hen 
20 years old. 

b.	 Retention: Retain 5 years. 
, 

b.	 Disposition: Break file at 
end of 2 years. Keep in office 
for 2 years, then transfer to 
FRC. Destroy when 5 years old. 

TI'J 




