* REQUEST QR AUTHORITY

LEAVE BLANK

TO DISPOSE OF RECORDS

(See Instructions on Reverse)

DATEéEcille:DEB ]978 JOB NO.
NC1l 412 78 6

TO: GENERAL SERVICES ADMINISTRATION,

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

NOTIFICATION TO AGENCY

1. FROM (AGENCY OR ESTABLISHMENT)
Environmental Protection Agency

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

2. MAJOR SUBDIVISION
Office of the Administrator and Deputy Administratoy

tems thot may be stamped ‘‘disposal not approved'’ or *‘with-
drawn'’ in column 10.

3. MINOR SUBDIVISION

4. NAME OF PERSON WITH WHOM TO CONFER 5. TEL. EXT.
David O. Stephens 755-0830

Y-76-78

6. CERTIFICATE OF AGENCY REPRESENTATIVE:

Date Archivist of the United States

1 hereby cerhify that | am authorized to act for this agency in matters pertaining to the disposol of the agency

's records; that the records proposed for disposal in this Request of

page(s) are not now needed for the business of this agency or will not be needed after the retention periods specified

2-17-78 /W;Z’ 41/“1/ C Chief, Administrative Management Br.

(Date) (Signature of Agency Representative) (Title)
7. 8. DESCRIPTION OF ITEM SAM:L'E or 10.
ITEM NO. (With Inclusive Dates or Retention Periods) JOB NO. ACTION TAKEN
1-16 Request continuing disposition authority for records of

the EPA Administrator and Deputy Administrator. Items
1-16 are attached.
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Correspondence of the Adwinistrator and Dcpity Adminis
opies of all controlied correspondence signed by cither tac
imistrator or the Deputy Administrator. Also inclules copies of

re 1o menbers of Congress. 1his correspondence was preccessed under
handling control procedures because of the importance of the
or tinc requirements of repiies. Records consist of copies of
inconing letters, copies of the responses, and enclosures. Records
arranged chronologically, then alphabetically by name of correspondent.

sontrolled
s 2

General Corresponderce of the Administrator and Deputy Administrator.
Includes copies of non-controlled (rcutine) correspondence. Recoras
consist cof iacoming letters, and enclosures.

Intrz-agoncy Correspondence of the Administrator and Depntv
égninidt.utor. Includes copizs of correspondence and memcronda to
nd frem tep officials or the EPA and the Administrator and Depufy §
Aumlv strator. Includes copies of merorandums, replics, and supporti-g 1
cocuments. Records arranged by name of program and by regiocnal office.

Federsl Register Documents Signed by the Administrator or the Deputy
Administrator. Includes copies of all Federal Rogister documents
signed by the Administrator or the Deputy Administrator.

Court Papers. Includes reference Lop'c\ of legal papers sent to i
Sy TePers

Administrator or Deputy Administrator from the General Counsel, Agcnc)

Judicial Officer, or Administrative Law Judge. Includes copies of

briefs, motions, decisions, and other legal documents.

ipie Letters File ¢*‘IﬂcALdus copies of incoming ‘etters with

ulti
spoq;ea that are sent to more than one party, such a
C

re to all membe:s
ongress, all states, EPA rsgicnal offices, and so on. Records
arranged LhronO;oglcally, then by addressee.
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Retention: Fermancnt.

Disposition: Break file at end of year.

plus 1 additional year,

(FRC). Keep in FRC for 10 years,

Rctention: Retain 5 years.

Disposition: Break file at end of ycar. Keep in
plus 1 additional year, then transfer to the FRC.
ycars, then destroy.

Retention: Permanent.

Disposition: Break file at end of year. Kecp in
plus 1 additionul ycar, then transfer to the FRC.
years, then otfer to the National Archives.
Retention: Retain 7 years.

Disposition: Breok file at end of year. Keep in
ntus 1 additional year, then transfer to thc FRC

for 6 years, then degrroy.

Retention: Retaein 5 years
- . - - .
Disnosition: Break file at end of yea Keep in

plus 1 additional year, then transfer to the FRC.
for 4 years, then destroy.

Retention: Pernanent.
Disposition: Break file at end of year. Keep in

plus 1 additional year, then transfer to the FRC.
10 years, then offer to the National Archives.

Keep in office current year
then transfer to the Fedcral Records Center
then offer to the National Archives,

office current year
Keep in FRC for 4

office current ‘rcar
hesp in FRC four 10
yeor

OFf7Cb current
Keep in the FRC

office current year
Keep in the FRC

office current year
Keep in the FRC for

) R dmdin : Raten 3 yrode-

D-Ao#-ﬂa:'*"" Graot Hta
BM"""%*""@'&“‘”

o-.k_-nmsLog

z&J>CnJ\<3

AV PeNG

{

TEORHYRE LNIWIOVRYW SGR052Y

4

ARG TR A TR JPE 4 Sarae i TR R RN s < MO A T A AT LS

—

¥


http:transf.er
http:memt-e.ts
http:Lncomi.ng
http:Qjsposi.!.i0
http:Lncor.i.ng
http:rRE(:C;P.DS

—

-

U.S. ENVIROMMENTAL PROTECT!ON AGENCY ~RECORDS CONTROL SCHEDULES *

SCHED.NC

TITLE OF SCHEDULE

RECORDSOF THE ADMINISTRATOR AND THE DEPUTY ADMINISTRATOR

COVERAGE OF SCHEDULE
APPLICABLE HEADQUARTERS OFFICE

‘]}g" NAME AND DESCRIPTION OF RECORD/FILE RETENTION PERIOD AND DISPOSITION
7. Administrator's Policy Decisions, Agreements, and Directives File. Retention: Permanent.
Includes records relating to policy decisions and internal Agency
directives signed by the Administrator. Records consist of Administra- Disposition: Break file at end of year. Keep in office current year
tor's decision documents, delegations of authority signed by the plus 1 additional year, then transfer to the FRC. Keep in the FRC for
Administrator, interagency agreements, agreements with states, approval 10 years, then offer to the National Archives.
of Agency policy and procedure directives, memorandums of understanding
signed by the Administrator, briefiig memorandums, and other related
records.
8. Freedom cf information Responses File. Includes copies of incoming Retention: Retain 5 years.
requests for information under the freedom of Information Act, copies cf
the replies, and copies of any intra-agency memoranda concerning the Disporition: Break file at the end of year. Keep in office current
request. Files does not include copy of the document requested. yeur plus 2 additional years, then transfer to the FRC. Keep in the
FRC for 3 years, then destroy.
J. Frecdom of Information Logbooks. Lcgbooks showing the receipt date, Retentisn: Retain 10 years.
datc of reply, office or referral, payment vecceipt, and cther processirtg 4
information concerning Freedom of lnformation requests Dispositiun: Breosk file at end of each year. Keep in office curront
year plus 9 additicnal years, then destroy.
10.1 Duplicate Copies of Freedom of Information Rcquests/Responses. Includes | Retention: Retain 1 year.
corics cf Freedom of Information requests and responses available for
public inspection. Disposition: Break file at the end of year. Keep in office current
§ YE€ir plus I additional year, then destroy.
. .
11.§ Freedom of Information Processing Control &lips File. Includes cross- Retenticn: Retain 2 years. :
reference copies of Mail Control Schedules, EPA Form 5180-1, used to
reference the official Freedom of Information request/response files. Disposition: Break file at end of cach year. Keep in office current
year pius 2 additional years, then destroy.
1 .
i .
B 12, Ageucy Judicia! Officer Anpeals Case File. Includes cases related to ' g
i envircrmontal licigation appealed te the Aaministrator fer decision. ¢
Records consist of petitions for appeal, appeal documents submitted by
parties, decisions of the Administrator, and other related records.
, a. landmark Cases. Includes cases resulting in an important legal Retention: Permanent.
. prececdent wnich establishes or affirms Agency policy with respect to
; eavirenmental actions of national importance in which major regulatory Dicposition: DBreak file upon termination of case or resolution of
issues are litigated. Records arranged alphabetically by case. issues involved. Keep in office for 3 additional years, then transter
to the FRC. Keep in the FRC for 10 years, then offer to the National
Archives.
b. Other Cases. Rerention: Retain 10 years.
Disposition: reak file upon completion of appeal or termination of

case, whichever is later.
tnen tran3fer to the FRC.

Keep in the office for 1 additional year,
Keep in FRC for 9 years, then destroy.
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U.S. ENVIRONMENTAL PROTECTION AGEXGY—RECORDS CONTROL SCHEDULES ,

T.TLE OF SCHECULE

RECORDS OF THE ADMINISTRATOR AMD THE DEPUTY ADMINISTRATOR

COVERAGE OF SCHEDULE
APFLICABLE HEADQUARTERS OFFICE
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NAME AMD DESCRIPTION OF RECORD/FILE

RETENTION PERICD AND DISPOSITION
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Minority Business Enterprises Task Force File. Includes records
related to EPA's Minority Business Enterprise Task Force. Records
consist of proposals, memorandums to Administrator and Deputy
Administrator, rcecords of tne Minority Business Enterprise Interagency
Council, newspaper clippings, and other rclated records.

Administrator's Meetings File. Includes position papers, policy
statements, and other briefing papers used by the Administrator teo
prepare For meetings with interest groups or other public groups.
Arranged chrcnologically by cate of meeting.

Speeches by Administrator and Deputy Administrator. Inciudes reference
copies of cpeeches delivered by the Adrinistrutor and Deputy Admin.stra-
tor. Records consiszt of background papers, correspondence. and firal
copy of speech. Note: The archival copy of these speeches is main-

tained in the EPA Public Awaveness Office.

Land Use Courdination Files. Includes records related to the coordini-
T.on of ErA policies iu the land use area. Records usel in coordinat. ng
interagency activities, land use activities with state and local
governments, and other appropriate government and private groups.

2. Environmentally Sensitive Areas File. Includes rccords related to
ToVersia. or senzitive lend use policy areas, such as, floodrlaini,
nds, coaslal zone Lanagemeat, agricultural lands statements, and

Avirvonmentally sensitive arez.. Records consist of copies of

b. Growth Management and Urban Policy File. Includes records related
to EPA's pcsition on regional and urtcan growth and policy matters.
Records consist of regional growth management seminars, EPA participa-
tion in the White House Conference on Balanced Growth ard Envireameatal
Quality, and other related records.

Retention: Permanent.

Disposition: Break file upon termination of Task Force.

orfice for 2 years, then transfer to the FRC. Keep in the FRC for

10 years, then offer to the National Archives.

Retention: Retain 5 years.

Disposition: Break file at end of each year. Keep in office for S

years, tnen destroy.

Retention: Retain 5 years.

then destroy.

Retention: Permanent.

Disvosition: Bresk file at end of year. Kecp in office for 5
years, then transfer to the FRC. Keep in the FRC for 10 yeavs, then

orfer to the National Archives.
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Retention: <Fotaim—i-myears

~

Disposition: Break file at end of each ycar. Keep in office current '

year plus 5 additional years, then transfer to the FRC.
FRC for 5 years, then «estroy

NARS,

ition: Break file at end of each ysor. Keép in office fer 5

Keep in
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