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R~Q~ES~.R AUTHORITY
 
TO DISPOSE OF RECORDS
 

(See Instructions on Reverse} 

TO:	 GENERAL SERVICES ADMINISTRA liON, 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, D.C. 20408 

1. FROM (AGENCY OR ESTABLISHMENT) 
In accordance with the provisions of 44 U.S.C. 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 P1annin	 nt 
3. MINOR SUBDIVISION 

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

David O. Ste hens	 755-0830 3 -1-18 
Date6. CERTIFICATE OF AGENCY REPRESENTATIVE: 

I,¥y certify that I om authorized to act for this agency in matters pertcrrunq to the disposal of the agency's records- that the records proposed for disposal in this Request of 
~page~) are not now needed for the business of this agency or will not be needed after the retention periods specified. 

2-17-78	 Chief, Administrative Management Br. 
(Date) (Signature of Agency Representative)	 (Tide) 

9.7.	 8. DESCRIPTION OF ITEM 10.SAMPLE OR
ITEM NO. (With Inclusive Dates or Retention Periods)	 ACTION TAKENJOB	 NO. 

Request continuing disposition authority for records of 
the EPA Library System. Items 1-6 are attached. 

~~ 
STANDARD FORM 115 
Revised November 1970 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 
115-105 



r-~-g-·------~---~~~~~~ENVm~;;;~;;;;~~;:;;7ri~~~;:;~;~'~~~_~_lT_R_O=l:S:C~H:-:E--~[}~_l_E_s~_-_--_--_-_-~===========~~~:fl7C'"_H-_'2c-6'·~'Tlv., 
-ITLE Oc' SCHEDULE	 COVC:RAGE OF SCHEDULE 

LIBRARY 'SYSTE~l RECORDS	 AGENCYWIDE 

iI~~~ NAME AND DESCRIPTION OF RECORO!F:LE	 RETENTION PERIOD AND DISPOS!TION~~--------------------------------.-------------------~p.	 I.Library Systems Development File. Includes r-ecords related to the Retention: Retain 5 years.
I	 deve lopment of sys t en.s and p rocedur es for the acquisition, use, and
 

dissemination of informatIon in the SPA Library System. Records cons~s: Disposition: Break file when projects or systems are implemented

of correspondence and reports concerning topics such as b.ib Liographic or become inactive. Keep in office for 2 additional years, tr.en
I retrieval systems, document control system, literature search and transfer to the Federal Records Center (FRC). Keep in the FRC for 
literature services, on-line retrieval systems, data base management an:! 3 years, then destroy.
evaluation, studies prepared by consulting firms, and other related 
records. 

2.	 Librar-y COIlL'ni and As soc iat i ons . Includes record" Retention: below.t t ccs , COnfCr3I1CeS, As
 
refiited to EP.I\.-'Library I!brary or .irifo rmat i 011
par t ici.psti on --:;:Jl 
managcme nr vre Lat ed comm i t t ec s , conf er euccs , s crn.i and .":-.SPOSI Rev i ew 1.es at en 0 each year , Retain recordsnars , workshops, t aon : 'D' " . f'i I fdc-ss'Jciations, such as the American L1brary Associatlon, the Alllerican having continuing referer..ceor administrative value and destroy

Society for Inf'ormati.on, the Fede ra l Li.brar, Cormi t t ee , Special Libr ary other materials.
 
Association, and spec rf i c Uhrary-related conventions, vo rk shops , etc,
 I

;	 
!
I 

Rpcorcis con~i3t of correspondence, repor:s, brochures, and other 
Ii t e rat ure .LI	 !:P.l..P,'Ot\l'..l.I:1SFi Le , Includes records related to Library rcLat i ons h i.ps,; .>. i Retention: As below.
 
with t~c EPA off~ce5 served by the library system. Records used to
 
eSl.ablish user needs and to offer or provide support to the program Jisposition: Review files at end of each year. Retain records
I I office	 users. Records consist of correspondence, literature related hav ing continuing reference or administrative value and des t roy 

I 
t.o env ironment a l pr og rams and their needs for bibliographic or techn ica I other materials.
 
lit.erature support or other library services, and other related recor.is.
 
;':::.;jG:;'~	 f i l -::.cat cgor i es .inc Iuc e toxic subs t auccs progr2:::, air- p rog r am, 

r \v'~l"~C::"~~o ..~r:ll:1, no i s e 2~uatement: p rog ram, so l i d w.is t e ~):",cgru.rr:, and ot.h e r 

I
 cnv i ronmont e 1 P I':::';" rams .
 

4.	 EFA !".i.lJ~rjSystem File. Includes records relating to the planning a.id Retention: As below.
 manag enen t of the ~lbraries comprising the F.P.~Library System. RecorJs
 
consist of ccrrospondcnco , reports, and othe r -iocument s concerning the Disposition: Review files at end of oach year. Retain recorC:s
1, l~brary budget, staffing, user populat~o~, l!~er Cd~c3tion, library ;hav lng continuing reference or admi.n istr ative val ue and destroy


I; stat13tics, equipment, facilities managclne~t, acquisition policie3,
 ~ol:llermo.terials.
 
ho ld ings , services offered, and other re J at cd matters. Also inc Iudcs
 
correspondence and r..ports from the libraries in the EPA Library Systerr.
 

Ot har	 Federal, Uni vel'Sitv, and 2Pecial Libraries Fi le . Includes Retention: As below.l correspondence, reports, technical literature, interagency agreements,
I ~ld ot~er records received from other Federal, u:1iversity, and special Disposition: Review files at end of year year. Retain records
 . t	 :ilJcbries. Inc:uded are the Li~rary of Congress, National AQricultural having continuing reference or administrative value ann destroy
Library, Na t i ona l Library of Med i ci.ne, National Technical Inf crmat i on other"materials. 
Service, .ind from various university libraries. 

6.	 International Referral System Program Pile. Include~ records rel~ted to Retention: Retain I year.
 
the referral of inquiries from foreign countr1.es, international organiza-
tions, other Federal agencies, etc. to the proper office, agency, or Di sposition: Keep in office current year plus 1 additional
 
institution for re:;ponse. Records consist of the incoming inqulries, year, -tt\e..t\ D t;..s rno r. .
 
outgoing replies, and documents used to identify F,oper referral source.
 

~~~----~------~--------------------------------------~----------------

http:countr1.es
http:recor.is
http:Inf'ormati.on



