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REQUEST FOR RECORD~ ISPOSITION AUTHORITY r---

LEAVE BLANK 
. 

(See Instructions on reverse) JOB	 NO
• 

NC1-LL12-83-3TO	 GENERAL SERVICES ADMINISTRATION, 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 

DATE RtCEsVED 
1 FROM (AGENCY OR ESTABLISHMENT) 1-2 - 3 

Environmental Protection Agency 
NOTIFICATION TO AGENCY 

2 MAJOR SUBDIVISION 
In accordance with the pruvrsrons 01 44 USC 3303a the disposal re Office of Inspector General quest, Including amendments, IS approved except for Items that may 

3 MINOR SUBDIVISION be stamped "disposal not approved" or "withdrawn" In column 10 

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

u; LtJ~8'3 ~h)J{f)J
Thomas Tasker	 382-5911 O(/Ie Arc /1/1/11 of 1/1<' VIIII"d sHi,l" 

6 CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authonzed to act for. this agency In mttt~s pertaining to the disposal of the agency's records; 
that the records proposed for disposal in this Request of ,.L.;:L page(s) are not now needed for the business of
this agency or will not be neededafter the retention periods specified. 
o	 A Request for immediate disposal. 

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

C DATE D SIGNATURE OF AGENCYffiEPRESENTATNE E TITLE 

1/20/83 
1{ANv-cc-t 1/Harold R. Mas 

~ ers Chief, Records Management Staff 

7 8. DESCRIPTION OF ITEM 9. 10. 
ITEM NO (With lnclusive Dates or Retention Periods) SAMPLE OR 

JOB NO 
ACTION TAKEN 

fo 
1 - ~ Inspector General Records	 ~ppendix B 

~chedule 19 
The schedules covering investigative and audit 
records are being consolidated into one compre-
hensive schedule (Inspector General Records) . 
The investigative records were previously
covered by EPA Schedule-Appendix B, Schedule 7,
items 24, 25, and 26 and the audit records were 
previously covered by EPA Schedule-Appendix B,
Schedule 19, items 1 and 2. 

The schedule was also revised to make it 
consistent with current operations of the Office 
of the Inspector General. 

Attached is a copy of the EPA Records Control 
Schedule for the Inspector General Records. 

,8 -..D...o n.~ _..1...1. #' ~.J. 
STANDARD FORM 115 
ReVISed Apr.!. 1975 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11 4 

II;rj::/{!. '5 c4- /l9~ ..5Mf Ih~;--13 IvJ)/J7?U. 
~ 



SCHED.NO
U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 

TITLE OF SCHEDULE	 COVERAGE OF SCHEDULE 

AGENCYWIDEINSPECTOR GENERAL RECORDS 

'~~M NAME AND DESCRIPTION OF RECORD/FILE	 RETENTION PERIOD AND DISPOSITION-r=r-------------------------~~~~---------------~------------~~~~~~~~------------~ 
1.	 Program Management Files. Conta~ns data relat~ng to the 

management and operation of the Off~ce of Inspector General's 
audit and ~nvest~gat~on program. Records consist of corres-
pondence, reports, program plann~ng documents, personnel
needs, and other program management matters. 

_2. Invest~gat~ve Reports. Case files of invest~gat~ve reports 
and related papers on EPA personnel or pr~vate persons or 
concerns hav~ng relationship w~th EPA relating to v~olations 
of standards of conduct, regulat~ons, or of Federal cr~minal 
law. 

3. Inspect~on	 of Procedures or Proqrams. Reports and related 
Idocuments of ~nspect~on ot procedures or programs to detect 
condit~ons that may lead to v~olations of laws and
 
regulations.
 

4. Final Reports	 of Aud~ts. Final reports of ~nternal audits 
on Agency systems and procedures, and external audits 
conducted on contractors and grantees. Included are the 
following types of audits: in~tial pricing, construction 
grant aud~ts, overhead audits, internal Agency systems 
surveys, interim audits, and f~nal audits. Documentat~on 
cons~sts of report showing purpose and scope of aud~t,
background data, survey contents, and conclus~ons and 
recommendations. 

a. Off~cial Cop~es. Mainta~ned at Headquarters. 

b. Other Cop~es. Mainta~ned ~n Reg~onal Aud~t Offices. 

Retention: Reta~n 5 years. 

Dispos~tion: Break f~le at end of year. Keep ~n office 
for 2 years, then transfer to the Federal Records Center. 
Destroy when 5 years old. 

!
r. 

Retention: Reta~n B years.	 
~. 

Dispos~t~on: Break file when project or transact~on is 
completed. Keep ~n office for 3 years, then transfer to 
the Federal Records Center. Destroy when B years old. 

Retent~on: Retain B years. :;a 
m nDisposition: Break f~le after inspect~on ~s completed. 0:;a 
0

Keep ~n office for 2 years, then transfer to the Federal 
Records Center. Destroy when B years old. 

! 
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Retent~on: Retain B years. l
j

~ Dispos~t~on: Break file upon completion of reports. Keep
in office current f~scal year plus 2 add~tional years, then t 
transfer to the/Federal Records Center. Destroy when B 1-
years old. 

Retent~on: As below. 

D~spos~t~on: Destroy in off~ce when 4 years old or sooner 
if	 no longer needed for administrative or reference 
purposes. 

http:SCHED.NO
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u.s. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 
SCHED NO I

TITLE OF SCHEDULE COVERAGE OF SCHEDULE 

INSPECTOR GENERAL RECORDS AGENCYWIDE ~ ~
ITEM 
NO NAME AND DESCRIPTION OF RECORD/FILE RETENTION PERIOD AND DISPOSITION 

, 

~. 
I 

5.	 Aud~t Workpaper F~les. Includes documentat~on in support of Retention: Retain 5 years. 
conclusions expressed ~n Final Audit. Reports of all 
~nternal and ,external audits conducted. Workpapers show Diseosition: Break f~le upon completion of audit. Keep in Ia record of work performed, the method of analys~s, the off~ce current fiscal year plus 2 add~tional years after 
~nformation collected and ~ts source, and other informat~on. f~nal resolution of aud~t f~nd~ngs, then transfer tOIthe ~ 

IFederal Records Center. Destroy when 5 years old. - t' 
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iSCHED NOu.s. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 

TITLE OF SCHEDULE	 COVERAGE OF SCHEDULE 

• INSPECTOR GENERAL RECORDS	 AGENCYWIDE 
_"! I ~5M NAME AND DESCRIPTION OF RECORD/FILE	 110 I ION' IVN PERIOD AND ~.~r~~' .-.IN 

§.	 ~iannual Reports. Semiannual reports prepared by the Retention:
 
Inspector General and submitted to Congress. The reports

summarizes the activities of the Office of Inspector General a. Record Copy. Permanent.
 
for the preceeding six-month periods ending March 31 and
 
September 30. For details on composition of these reports b. Information Copies. Retain 3 years.
 
see Section 5, Public Law 95-452 dated October 12, 1978.
 

Disposition: 

a. Record Copy. Break file upon transmission to Congress 
Keep in office for 5 years, then transfer to the Federal 
Records Center. Keep in FRC for 15 years, then offer to 
the National Archives in 5 years blocks when 20 years old. 

;u
b.	 Information Copies. Destroy when 3 years old or m n sooner if no longer needed.	 o 
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