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REQUEST FOR- RECOR.ISPOSITION AUTHORITY 
(See Instructions on reverse) 

TO' GENERAL SERVICES ADMINISTRATION, 78 
__ N_AT_IO_N_A_l_A_RC_H_IV_E_S_A_N_O_R_E_CO_R_D_S_S_ER_V_IC_E_, _W_AS_H_IN_G_TO_N_,_D_C_2_04_0_B __ -1 DATE RECEIVED 

1. FROM (AGENCY OR ESTABLISHMENT) 

2. MAJOR SUBDIVISION 

4. NAME OF PERSON WITH WHOM TO CONFER 5. TEL. EXT 

David O. St s 755-0830 
6. CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby 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 2 page(s) are not now needed for the business of 
this agency or will not be needed after the retention periods specified. 
o A Request for immediate disposal. 

[i] B Request for disposal after a specified period of time or request for permanent 
retention. 

C. DATE D. SIGNATURE 

I~~ 
OF AGENCY REPRESENTATIVE E. TITLE 

~ /'~~L~~---~--_~~~~lhief, Administrative Management Branch 

7. 8. DESCRIPTION OF ITEM 9. 10. 
ITEM NO (With Inclusive Dates or Retention Pen ods) SAMPLE OR 

JOB NO. 
ACTION TAKEN 

Retention periods and disposition instructions for
the records of the Office of Regional & Intergovernmental
Operations. Items 1-9 are attached. 

STANDARD FORM 115 
Revised.April,1975 
Prescnbed by General Services 

Administration 
FPMR (41 C~ 101-114 

~/~ 



JOB NUMBER 
APPRAISAL REPORT ON 01 POSITION OF RECORDS . . cember 2.' 1977 NCl-412-78-2 

ITEM (S) FOR WH ICH 0 ISPOSAL AUTHOR ITY IS REQUESTED, lit (ARE) 0 ISPOSABLE BECAUSE IT DOES (THEY DO) NOT HAVE SUFF IC lENT 
VALUE FOR PURPOSES OF HISTORICAL OR OTHER RESEARCH, FUNCTIONAL DOCUMENTATION, OR THE PROTECTION OF INDIVIDUAL RIGHTS 
TO WARRANT PERMANENT RETENTION BY THE FEDERAL GOVERNMENT. 

1, 2, 5, 6,7, 8, 9 

GENERAL ACCOUNTING OFFICE CONCURRENCE D SEE COMMENTS OR ATTACHED LETTER. 

SECTION II· APPROVED FOR PERMANENT RETENTION 
ITEM(S) THAT IS (ARE) APPROVED FOR PERMANENT RETENTION, FOR THE REASONS INDICATED IN SECTION VI I_ THE AGENCY WILL 
OFFER THESE RECORDS TO THE NATIONAL ARCHIVES AND RECORDS SERVICE AS SPECIFIED IN THE SCHEDULE. 

3, 4 

SECTION III· APPROVED FOR DISPOSAL AFTER CONVERSION TO MICROFORM 
ITEM(S) FOR WHICH DISPOSAL AUTHORITY IS REQUESTED, IS (ARE) DISPOSABLE BECAUSE THE RETAINED MICROFORM IS AN ADEQUATE
SUBSTITUTE FOR THE ORIGINAL RECORDS. THE AGENCY CERTIFIES COMPLIANCE WITH THE STANDARDS SET FORTH IN FPMR 
101·11.504. 

SECTION IV· DISPOSAL NOT APPROVED 
ITEM(S) THAT IS (ARE) NOT APPROVED FOR DISPOSAL AT THIS TIME. THE AGENCY WILL RESUBMIT THIS (THESE) ITEM(S) WHEN 
SUFFICIENT INFORMATION IS AVAILABLE TO DETERMINE THE VALUE OF THESE RECORDS FOR AGENCY AND ARCHIVAL PURPOSES. IF 
NOT RESUBMITTED WITHIN SIX MONTHS NARS WILL CONTACT THE AGENCY. 

SECTION V • WITHDRAWN 
ITEM(S) THAT HAS (HAVE) BEEN WITHDRAWN AT THE REQUEST OF THE AGENCY, 

APPROVAL 

CON· 
CURRENCES 

DATE 

SECTION VII· APPRAISER'S RECOMMENDATION 
CD'v1MENTS : 

The items approved for permanent retention prov~de information about the 
organization and activities of the Office of Regional and Intergovernmental
Operations that should prove valuable for researchers. 

GENERAL SERVICES ADMINISTRATION GSA FORM 7238 (1, 77) 



-
 SCHEO. NC u.s. ENVIRONMENTAL PROTECTION AGENCY-BECORDS CONTROL SCHEDULES-,.~~~~~----------------------~--------~~~~~~~~----------------------~
1 LE	 OF SCHEDULE COVERAGE OF SCHEDULE 

'FICE OR REGIONAL AND INTERGOVERNMENTAL OPERATIONS	 APPLICABLE HEADQUARTERS OFFICE 
EM 

NAME AND DESCRIPTION OF RECORD/FILE	 RETENTION PERIOD AND DISPOSITION0, 

" 
Administrative and Program Management File, Includes copies of documents Retention! Retain 5 years.
 
used in the internal management of the Regional and Intergovernmental
 
Operations office and staff. Records consist of budget doc~ments. weekly Disposition: Break file at end of year, Keep in office for 2 add~tiona]
 
activities reports, organizational charts, oper'atIng and Agency guidance years, then transfer to the Federal Records Center. Keep in FRC for,~
 
records, travel ceiling documents, and other related records. 3 years, then destroy. ,..,
 

!.	 Public Interest Groups File. Includes correspondence, reports, and other Retention: Retain 5 years. 
records related to EPA's dealings with public interest groups, such as 
the National Governors Conference, the National League of Cities, the Disposition: Break file at end of year. Keep in office for 2 additiona: 
International City Management Association, the Council of State Govern~ years, then transfer to the Federal Records Center. Keep in ~C for 

.ments, and other groups.	 3 years, then destroy.
 

Regional Briefing Books. Collections of reports prepared by various Retention: Permanent.
 
program management offices used to brief the Administrator and Deputy
 
Administrator when making site visits or otherwise reviewing the regional Disposition: Break file at end of year. Keep in office for 3 years.
 
programs. Books contain regional profiles, or a series of fact sheets then transfer to the Federal Records Center. Keep in FRC for 10 years,
 
showing the status of regional programs and other general inforlllation then offer to the National Archives.'
 
concerning the regional organizational structure. resource allocations,

and other documents showing key regional issues,
 

4.	 E!&lonal 'Files. Include files documenting the'relationship between the Retentionl Permanent. 
EPA regional offices and Agency Headquarters offices. Records consist 
of general correspondence and reports with all regions, and correspondence Disposition: Break file at end of year. Keep in office for 3 years~ 
and reports from the individual regional offices. then transfer to the Federal Records Center. Keep in FRC for 10 yea~ 

then offer to the National Archives. 

5.	 EPA Programs Correspondence File. Includes copies of correspondence, Retention: Retain 5 years. 
reports, and other records received from various Headquarters organiza~ 
tional components. Used for reference purposes. Separate folders for Disposition: Break file at end of year. Keep in office for 2 additio~ 
each major organizational component. years, then transfer to the Federal Records Center. Keep in PRC for 3 

years, then destroy. 

6.	 ~nvlronmental Programs Reference File. Includes copies of correspondence Retention: Retain 5 years. 
reports, and other materials used for reference to the environmental 
programs operated by EPA. Typical folders include Construction Grants, Disposition: Break file at end of year. Keep in office for 2 additionl 
Oxidants, Toxic Substances, Technology Transfer, and other topical years, then transfer to the Federal Records Center, Keep in FRC for 3 
folders. years, then destroy. 

7.	 Other Government Agencies File. Includes correspondence', reports, and Retention: Retain 5 years, 
other records relating to other Federal, State, and local government 
agencies. Folders include agencies such as EPA, OMB. Interior. and other Disposition: Break file at end of year. Keep in office 2 additional 
environmentally related agencies. ' years, then transfer to the Federal Records Center, Keep in PRC for 3 

years, then destroy, 



~ t~ ~ ~ • -----------------------r.~~~~ 
SCHED.NC. 

U.S. ENVIRONMENTAL PROTECTION AGENCy-nECORDS CONTROL SCHEDULES 

TLE OF SCHEDULE COVERAGE OF SCHEDULE 

FFICE OR REGIONAL AND INTERGOVEP.NHENTAL OPERATIONS APPLICABLE HEADQUARTERS OFFICE 

~~ NAME AND DESCRIPTION OF RECORD/FILE RETENTION PERIOD AND DISPOSITION ~-----------------------------------------------------------4-----------------------------------------------------------~ 
Environmental Legislation and Regulations File. Includes reference copieE Retention! Retain 5 years. 
of proposed and enacted environmental legislation, and copies of proposed 
and final standards, regulations, and guidelines effecting. the laws. Disposition: Break file at end of year. Keep in office for 2 additi.l 
Records consist of copies of the bills and acts, work group records, cop,... years, then transfer to the Federal Records Center. Keep in FRC for 
ies of the rules, and related correspondence. years, then destroy.. . 

Committees and Conferences File. Includes records related to ORIO staff Retention: Retain 5 years. 
member participation on committees and at conferences. Records consist 
of copies of minutes, agendas, copies of papers presented, and related Disposition: Break File at end of year. Keep in.office for 2 additional 
c!>rrespondence. years, then transfer tq the Federal Records Center. Keep in PRC for J 

y~ars. then destroy. . 

http:SCHED.NC


SCHED.NC. 
U.S. ENVJrWNMENTAL PROTECTION AGENCY-BECORDS CONTROL SCHEDULES 

TLE OF SCHEDULE COVERAGE OF SCHEDULE 

'FleE OR REGIONAL AND INTERGOVERNMENTAL OPERATIONS APPLICABLE HEADQUARTERS OFFICE 
EM 
0, NAME AND DESCRIPTION OF RECORD/FILE RETENTION PERIOD AND DISPOSITION 

• 

!. 

~. 

s. 

6. 

7. 

Administrative and Program Management File, Includes copies of documents Retention: Retain 5 years.
 
used in the internal management of the Regional and Intergovernmental
 
Operations office and staff. Records consist of budget documents. weekly Disposition: Break file at end of year. Keep in office for 2 additional
 
activities reports. organizational charts, operating and Agency guidance years. then transfer to the Federal Records Center. Keep in FRC for ~
 
records. travel ceiling documents. and other related records. 3 years. then destroy. ~
 

Public Interest Groups File. Includes correspondence, reports, and other Retention: Retain 5 years.
 
records related to EPA's dealings with public interest groups, such as
 
the Naticnal Governors Conference, the National League of Cities, the Disposition: Break file at end of year. Keep in office for 2 additional
 
International City Management Association. the Council of State Govern~ years. then transfer to the Federal Records Center. Keep in ~C for
 

,ments. and other groups. 3 years. then destroy.
 

Regional Briefing Books. Collections of reports prepared by various Retention: Permanent.
 
program management offices used to brief the Administrator and Deputy
 
Administrator wh~n making site visits or otherwise reviewing the regional Disposition: Break file at end of year. Keep in office for 3 years.
 
programs. Books contain regional profiles, or a series of fact sheets then transfer to the Federal Records, Center. Keep in FRC for 10 years.
 
showing the status of regional programs and other general information then offer to the National Archives.
 
concerning the regional organizational structure, resource allocations,

and other documents showing key regional issues,
 

RegIonal 'Files. Include files documenting the're1ationship between the Retention: Permanent.
 
EPA regional offices and Agency Headquarters offices. Records consist
 
of general correspondence and reports with all regions, and correspondence Disposition: Break file at end of year. Keep in office for 3 years~
 
and reports from the individual regional offices. then transfer to the Federal Records Center. Keep in FRC for 10 yea~
 

then offer to the National Archives. 

EPA Programs Correspondence File. Includes copies of correspondence, Retention: Retain 5 years.
 
reports, and other records received from various Headquarters organiza~
 
tiona1 components. Used for reference purposes. Separate folders for Disposition: Break file at end of year. Keep in office for 2 additiona
 
each major organizational component. years. then transfer to the Federal Records Center. Keep in FRC for 3
 

years, then destroy. 

~nvIronmenta1 Programs Reference File. Includes copies of correspondence Retention: Retain 5 years. 
reports. and other materials used for reference to the environmental 
programs operated by EPA. Typical folders include Construction Grants. Disposition: Break file at end of year. Keep in office for 2 additiona 
Oxidants. Toxic Substances, Technology Transfer, and other topical years, then transfer to the Federal Records Center. Keep in FRC foT.3 
folders. y~ars. then destroy. 

Other Government Agencies File. Includes correspondence, reports, and Retention: Retain 5 years,
 
other records relating to other Federal. State. and local government
 
ag~ncies. Folders include agencies such as EPA. OMB. Interior. and other Disposition: Break file at end of year. Keep in office 2 additional
 
environmentally related agencies. ' years, then transfer to the Federal Records Center. Keep in PRC for 3
 

years, then destroy. 

http:SCHED.NC


SCHED:NC-------.----------------------------------~---------------------------~--------------------------------------------------------~~~~~~
u.s. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 

TLE OF SCHEDULE COVERAGE OF·SCHEDULE 

FFICE OR REGIONAL AND INTERGOVER~mNTAL OPERATIONS APPLICABLE HEADQUARTERS OFFICE 
~M 
J. NAME AND DESCRIPTION OF RECORD/FILE RETENTION PERIOD AND DISPOSITION 

• 
Environmental Legislation and Regulations File. Includes reference copieE
of proposed and enacted environmental legislation, and copies of proposed 
and final standards, regulations, and guidelines effecting the laws •. 
Records consist of copies of the bills and acts, work group records,. cop,.. 
ies·of the rules, and related correspondence. 

Committees and Conferences File. Includes records related to ORIO staff 
member participation on committees and at conferences. Records consist 
of copies of minutes, agendas, copies of papers presented, and related 
correspondence. 

Retentionc Retain 5 years. 

Dispositionl Break file at end of year. Keep in office for 2 additi~ 
years, then transfer to the Federal Records Center. Keep in FRC for ,.., 
years, then destroy. • . 

Retention: Retain 5 years. 

Disposition:· Break File at end of year. Keep in. office for 2 additional 
years, then transfer to'the Federal Records Center. Keep in FRC for 3 
years, then destroy. . 



November 25, 1977 e 
Job No: He 1-412-78-2 

The Office of Regional and Intergovernmental Operations (ORIO) requests 

permission to schedule its records. 'I'hi.s office functions as a Headquarters 

Secretariat for dea Li.ng vii. th intergovernraental organizations; for coordina-

ting participation in EPA intergovernmental activities; and :or applying 

national program policy in this area cons.l sbent Iy throughout the r egi.ons , 

OP~Oatte~pts to inslITe maximumEPA part~cipat~on in the activities of 

Federal Regional Councils, and Federal Executive Boards and maintains 

overall r evi.ew of EPA contracts and ai;Sreements with national ~ntergovern-

mental organizations. 

ORIO has scheduled for permanent retention the Regional Briefing books 

(item 3) prepared for the Administrator and Deputy Admi.rri st'ra tor on 

regional inspection tours. These looseleaf binders are arranged chrono-

Logi.ca Ll.y and trcere'Jnder by reJ-on; are self-indexed and date from 1973 

to t he present. There are appr-oxjmat eIy 5 1/2 cuoi.c f'ee; of briefing 

books accumulating at the rate o~ approximately 1 cubic foot a year. 

The books consist of xeroxed ccpi.e.s of meet.Ln., agendas of the Regional 

Adminisbrators; information memorandums and brier::"ng papers prepared for 

the Admlnistrators; copies of correspondence relating to pro~rams, :;rants, 

and :inancial sumnar-i.es ; copies of Federal registt3r notices; drafts of 

proposed rule-making on reg:onal proErams; program status reports; list-

ings of EPA 1 s position on significant issues; analyses of EPA regional 

pr-ograms ; and materials relating to r egi.ona L managemerrt, programs and 

organization. Aside from their convenience however, there is little 

reason to keep the briefing books permanently as they are selective in 

nature and the items to w hl.ch they allude are more fully- documerrb ed in the 

official files of EPA comp...ment.s r-esponaib'Le I'or nri.ss'Lon cbjec t ives and 

http:sumnar-i.es


(2)
 

in the ORIO regional files. Considered str~ctly on its own, this item does 

not appear to merit permanent retention, bi.t the relatively small volume 

and the convenient form may give it a certain utility for future users of 

these i'iles. 

Also proposed ~or permanent retention by ORIO are the headquarters regional 

files (item 4) ':rhici1 accumu.Lat e at the rate of 2 cubic feet a year. The 

files are arranged chrono Logi.ca Lly and thereunder by r-.::;ion 1,';). th the 

exception of general :~n.foEnation app'Li.cab.l.e to all of the Regional Adminis-

trators. Contained in the files are yellow copies of corres;;,ondence 

signed 1:Jythe Director of ORIO directed to Congr eas and member-s of the 

general public re:.,ardi::lg EPA Lnt sr-governmenba I po.tf.ct es and pr'ojrams ; 

st dies pertaining to EPA environmental work in the reb'ions as ~t affects 

intergovernnsntal relations; ac tc.on nemoranduns ; meeting reports and agen-

das; drafts of decision '11emorand,:ms;letters of congz-atn.Latd ons to state 

administrators of environmental pro:;rams, and wor-k group reports relating 

to the r 3ions. The :riles corrta i n some General Record Schedu.Le items, 

duplicates, 3.nd other materials which should be removed 1:Jefore they are 

transferred to the Federal Records Center. 

other o.~::icial records maintained by ORIO include o-n~ice copi.es of adminis-

trative and pr o__ram ..ana jenerrt activities where t!':e record copies are 

:"laintained eLsewher e (item 1); reference files of correspondsnce and reports 

maintained officially by other EPA entities (items 5, 6, 8, and 9), and 

cor-respondence .niles dealing with efforts of pl.'blic interest Groups and 

other Government agencies to orbai n information on EPA programs and poli-

ci cs and accounts of its activity in environmental fields (items 2 and 7). 

All of these files are schedi.Led fo r r et entc.on of 2 years in office space 

http:Schedu.Le
http:po.tf.ct


(3) 

and 3 years in the Federal Records Cent~r and the agency feels that this 

retention per-i od will satisfy its administrative nceds , 7[e r-ecommend 

approval of NCl-412-78-2, but suggest that item 3 has marginal permanent 

value. 

Jarri tus Boyd 7Jolfinger 
RECORDS DISPOSITIOH DI'ilISION 



GENERAL SERVICES ADMINISTRATION 

ROUTING SLIP 

TO I CO RI R2 R3 R4 R5 R6 R7 R8 R9 RIO 

NAME/TITLE CORRE SPONDENCE SYMBOL 
1. 

JI!H'teP. SHB,-i,;fl, hll\ffi' ~ 
17;1;' 

2. 

Jarritus B. Yio1finger NCD, 711 14th St. 
3. 

4. 

5. 

o A LLOTMENT SYMBOL [J HANDLE DIRECT o READ AND DESTROY 

o APPROVAL o IMMEDIATE ACTION oRECOMMENDAT I ON 

o AS REQUESTED [J INITIALS oSEE ME 

o CONCURRENCE o NECESSARY ACTION o SIGNATURE 

o CORRECT ION o NOTE AND RETURN oYOUR C Or.t.1ENT 

OF ILiNG o PER OUR CONVERSATION DYOUR I NFORMAT ION 

[J FULL REPORT o PER TELEPHONE CONVERSATION 0 
El ANSWER OR ACKNOWL· December 5, 1977

EDGE ON OR BEFORE 

[J PREPARE REPLY FOR 
THE SIGNATURE OF 

REMARKS 

Yourccomments on NCl-412-78-2: 

/VIii f J )/,V F J ~,_ ~ d;d,.,~:d ~ -~ Id- 1--l~:to 0 ~41A ~r·~~~4' f/t,AV . J ",:/rJ~~;:~&
 
~~ ~~;-.~~dL
 

/f - a 'I ~77 

FROM I CO RI R2 R3 R4 R5 R6 R7 R8 R9 RIO 
NAME IT ITLE CORR. SYMBOL BUILDING.ROOM.ETC. 

NeD 711 14th St. 
TELEPHONE DATE 

Jarri tus B. ',',co1finger 724-1068 11/25/77 
-trU.8. GPO: 1974-0-544-887/87 


