
.REQUEST FOR RECORD' ISPOSITION AUTHORITY r--
LEAVE BLANK - '" 

e	

-(See Instruc ",-ns on reverse) Joe	 NO-
, .	 NC1-h12-83-8 
TO	 GENERAL SERVICES ADMINISTRATION,
 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON,DC 20408
 DATE RECEIVED
 

1 FROM (AGENCY OR ESTABLISHMENT) 4-11-83
 
Environmental Protection Agency NOTIFICATION TO AOENCY
 

2 MAJOR SUBDIVISION
 
In accordance wIth the provrsions of 44 usc 3303a the drsposat re
Regional Enforcement Proqram 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3 MINOR SUBDIVISION be stamped "disposal not approved" or "wIthdrawn" In column 10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 

s-e-es: Of;t21~~Thomas Tasker	 382-5911 Date A" IlIIl\t of the U nned Stute» 

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 8 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. 

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

E. TITLE 

~cting Chief, Records Management Staff 
9.7 8 DESCRIPTION OF ITEM	 10.SAMPLE ORITEM NO (WIth tnciusive Dates or RetentIon Pen ods)	 ACTION TAKENJOB	 NO 

The Regional Enforcement Records Control '\ppendix D
Schedule is being amended to provide for ::ichedule4 
either a paper record system or a micrographic
record system. The retention period for item 
number",~.Compliance Files - All Pollution 
Sources has been increased from 1 year to 3 
years after achieving compliance. The 
regional programs have reassessed this 
function and believe that the current 
retention period of 1 year is too short. 

Attached is a copy of the EPA Records Control
 
Schedule for the four series of records.
 
~.--~,~~------.---	 '-~~ . .-.-~----:----~'---~-,- ,-

, -.. ---~-~_~-<"'_""-- __ "".':~ .c.: ~"=-~ -'--- -~-::;.. .- ----'-~--=--=-~'_~==_==___1-~~ ----=----:- -..-
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STANDARD FORM 115 
ReViSed Aprd, 1975 
Prescnbed by General Services 

Adrmrnstranon 
FPMR (41 CFR) 101-114 



I. 

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

TITLE OF SCHEDULE	 COVERAGE OF SCHEDULE 4 

REGIONAL OFFICESENFORCEMENT RECORDS 

NAME AND DESCRIPTION OF RECORD/FILE	 RETENTION PERIOD AND DISPOSITION 

1.	 Contalns records used In lssuance of PAPER RECORD SYSTEM 
arge permlts under the Natlonal Pollutlon
 

Dlscharge Ellmln 'on System (NPDES) program. Permlts issued Retentlon: Retaln 5 years.
 
to municipal, lndust' agrlcultural, and Federal faclllty

dlschargers by EPA reglon fflces or authorlzed state D1Sposltl0n: Break flle when faclllty ceases to operate or 
agencles. Records conslst of icatlon for permit; emlt pollutl0n. Keep In office for I year, then transfer 
correspondence wlth appllcant, Corp Englneers, and to the Federal Records Center. Destroy when 5 years old. 
certlfYlng agency; copy of publlC notice d comments; publlC
hearlng requests; copy of summary reports an rmlt rat lon- HICROGRAPHIC RECORD SYSTEM 
ale; and permlt copy. Also, includes permlt reVl sand 
records used In determlnlng compllance with permlt pro
Slons, such as dlscharge monitorlng reports, lnspectlon
sampllng reports, appeals documents, coples of enforcement Retaln untl1 converSlon to mlcroform has ~ 

actlons, and other related records. m n 

b.	 =:..:::..:~=:=..:.::.-=~~.:.::-=-:.:=::..=.=,-"R.:.:e:.:c::.o=r-=d,-,C:.:o::..&:.L.!-)'5 ye ars . ~Re taIn 
VI 

~D1Sposltlon: ~ z ~ a.	 Paper Records. Keep In offlce COl mmicroform has been completed and ~ for	 completeness, then destroy. m z 
-ib.	 Mlcroform Copy (Offlclal Record Copy). Break fl 

faclilty ceases to operate or emlt pollution. Keep In 
offlce for I year, then transfer to the Federal Records c: ~ Center. Destroy when 5 years old. r-

c.	 Other Mlcroform Coples. Destroy when no longer needed . 

.... 

'.'I.~.... •.-.._.."""' .........	 ...
!.-I(i.	 ~~~~·ti 
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SCHED NO 
U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 

TITLE OF SCHEDULE 

ENFORCEMENT RECORDS 
ITEM NAME A~O DESCRIPTION OF RECORD/FILENO 

• Conta1ns records used 1n the issuance or 
to an owner/operator of a fac1lity that3-° oses of hazardous wastes under the 

Resource Conservat10n an covery Act (RCRA) Program. 
Records cons 1St of the not1f1 ion form, app11cat1on for 
perm1t (Parts A and B), backgroun d support1ng documen-
tat1on, pub11c not1ce (FR document) an nC1ng rece1pt of 
app11cation, comments and records of pub11 eet1ng, tenta-
t1ve determ1nat10n to 1ssue/deny permit, state t of bas1s 
for m1nor fac11ity or fact sheet for maJor fac111ty, ub11c 
not1ce (FR document) announc1ng EPA approval or den1al 
perm1t, comments and records of pub11c hearing, copy of 
perm1t, except10n reports, closure and post-closure act10ns, 
copy of inspection reports, comp11ance reports, manifests. 
de11st1ng of hazardous waste(s), correspondence between EPA 
and the perm1ttee, copy of 11ability insurance po11cy or 
document prov1d1ng evidence of f1nanc1al respons1b111ty,
records and documentat1on relat1ng to changes dur1ng 1nter1m 
status, and other related records. 

COVERAGE OF SCHEDULE 

REGIONAL OFFICES t-
RETENTION PERIOD AND DISPOSITION 

PAPER RECORD SYSTEM 

Retent10n: Reta1n 5 years. 

Dispos1t1on: Break f11e when fac111ty ceases to operate or
 
emit pollut10n. Keep 1n off1ce for 1 year, then transfer
 
to the Federal Records Center. Destroy when 5 years old.
 

MICROGRAPHIC RECORD SYSTEI1 

::u 

Reta1n unt11 converS10n to m1croform has ~ o ::u o 
b.	 Record Cop ). Re t.ai,n 5 years. '" ~ ,. 

zD1Spos1t1on:	 ,.
(;') 
m 

a. Paper Records. Keep 1n of	 ~ mm1croform has been completed an z 
for completeness, then destroy. -i r, 

b.	 M1croform Copy (Off1c1al Record Copy). Brea
 
fac111ty ceases to operate or em1t pollut1on. n
 
off1ce for 1 year, then transfer to the Federal Recor
 
Center. Destroy when 5 years old.
 

c.	 Other M1croform Cop1es. Destroy when no longer needed. 

r
 

, •.- .	 • *,' -.iI 
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I SCHED NO u.s. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 
4

TITLE OF SCHEDULE"	 COVERAGE OF SCHEDULE 

ENFORCEMENT RECORDS	 REGIONAL OFFICES 
ITEM NAME AND DESCRIPTION OF RECORD/FILE..NO

Comeliance Fl.les -All Pollutl.on Sources. Contal.ns records 
used to determine compliance with pollutl.on regulatl.ons and4· to recommend legal enforcement actl.on l.f necessary. Specl.fic
documents vary from source to s ou r ce and program to program,
but generally l.nclude copl.es of compliance schedules, monl.-
torl.ng or compll.ance reports, applicatl.ons for compll.ance
schedules and requests for schedule w a i ve r or modl.fl.catl.on. 
1f source appears to be out of compliance, f a Le w i Ll, lnclude 
letters requestlng addl.tl.onal l.nformation from the source,
technl.cal l.nformatl.on from the source, t.e ch n a c a L evaluatlon 
reports by regl.onal offl.ce, and recommendatl.ons for legal
actl.on agal.nst the source to enforce compllance. Note: ThlS 
l.tem l.ncludes all compliance records mal.ntal.ned l.n the 
Enforcement offl.ces except the NPDES and RCRA compll.ance
flles. 

RETENTION PERIOD AND DISPOSITION 

PAPER RECORD SYSTEM 

Retention: 

a.	 Sources wl.th Comell.ance Hl.stor:i. Re t.a.i n current plus
3 years. 

b.	 Sources wlth Non-Compllance Ill.story. Retal.n current 
plus 5 years. 

DlSPOSl.tl.on: 

a.	 Sources wl.th Compll.ance Hl.story. Break file 
Keep In offl.ce for 3 years, then destroy. 

b.	 Sources wl.th Non-Compll.ance 
year. Keep In offl.ce for 
compll.ance, then destroy.

MICROGRAPHIC RECORD SYSTEM 

Retentl.on: 

Hl.story. Break 
5 years after achlevl.ng VI 

~ 

a.	 Sources wl.th ComEliance Hl.stor:t. 

l.	 Paper Records. Retaln untll conve r s i on 
has been completed. 

2.	 r·1J.croformCOI2:i (Of f Lc i.a L Record COI2:t)
current plus 3 years. 

b.	 Sources ~ll. th Non-Coml2ll.ance Hl.stor:i. 

l.	 PaEer Records. Retal.n untl.l converSl.on 
ha" been completed. 

2.	 Ml.croform COE:t (Offl.cl.al Record COI2:i). current plus 5 years. 

Dl.SPOSl.tlon: 

a.	 Sources wl.th Comell.ance Hlstory. 

each year. ;:u 
m 
n o 
;:uf i Le each o 

~ z ~ 
CJ m ~ m 
~ 
~ ~ to ml.croform Zc:~ r-

Retal.n 

to nu.c ro f'orn, 

Retal.n 

l.	 Paper Records. Keep l.n offl.ce untll converSlon to 
mlcroform has been completed and ml.croform l.S 
verl.fied for completeness, then destroy. 

-"...	 .....- -

http:Offl.cl.al
http:converSl.on
http:achlevl.ng
http:Retentl.on
http:DlSPOSl.tl.on
http:l.nformatl.on
http:modl.fl.catl.on
http:pollutl.on
http:Contal.ns
http:Pollutl.on


I 

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

TITLE OF SCHEDULE	 COVERAGE OF SCHEDULE 

~ 
ITEM NAME AND DESCRIPTION OF RECORO/FILE	 RETENTION PERIOD AND DISPOSITIONNO 

2.	 M1croform Copy (Off1c1al Record Copy). Break f11e 
each year. Keep 1n off1ce for 3 years, then destroy. 

3.	 Other Microform Cop1es. Destroy when no longer
needed. 

b.	 Sources w1th Non-Comp11ance History. 

1.	 Paper Records. Keep 1n off1ce unt11 converS10n to 
m1croform has been completed and m1croform 1S 
ver1fied for completeness, then destroy. 

2.	 M1croform Copy (Off1cial Record Copy). Break f11e 
each year. Keep 1n off1ce for 5 years after 
ach1ev1ng comp11ance, then destroy. 

3.	 Other M1croform Cop1es. Destroy when no longer
needed. 

.,_ ..._-
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5CIIFD NO
U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 

4 
TITLE OF SCIIE'[llJLE	 COVERAGE OF SCHEDULE 

ENFORCIUIENT RECORDS	 REGIONAL OFFICES 
,t ~ J ITEM NAME ANO OESCRIPTION OF RECORD/FILE	 RETENTION PERIOD AND DISPOSITIONNO 

Enforcement Act10n Case F11es -- All Pollut.lon Programs. A PAPER RECORD SYS1'EM 
Includes all cases referred to enforcement slaff (rom all 
program offices for legal act10n aga1nst a pollut1on source Retent.lon:
or discharger. Document contents vary from program to 
program but generally includes records used to determine No Legal Action Requ1red. Retain 5 years
compliance (item 4 above) and in addltion: memos or tran-
hcrlpts documentlng 1nformal meet1ngs wlth off1clals of Rout.lne Legal Act1ons. Reta1n 20 years.
pollution sources, pre-consent order correspondence, brleflng
memos, flnal consent orders, and court documents lncludlng Landmark Cases. Permanent (CPA Adm.lnlstrator des1gnates
br1efs, plead1ngs, Judgment documents, and appellate actlons as landmark or precedent cases.)
documents. 

Disposltion: 

No Legal Act.lon Required. Break f.lle after settlement 
or closing o( case. Keep.ln office (or 1 year, then 
transfer to the Federal Records Center. DesLroy when 
5 years old. 

Routine Legal Actions. Break file after seLLlement or 
closing of case. Keep ln office for 2 years, then 
transfer to the Federal Records Center. Destroy when 
20 years old. 

Landmark Cases. Break flle upon settlement or closlng
of case. Keep ln offlce for 5 years, then transfer to 
the Federal Records Center. Keep 1n FRe for 15 years,
then offer to the Nat10nal Archlves. 

~	 MICROGRAPHIC RECORD SYSTEM 

Retent.lon: 

a.	 No Legal Act10n Requ1red.-
1.	 Paper Records. Retaln untll conversion to m.lcroform 

has been completed. 

2.	 Mlcroform Copy (OfflC.lal Record Copy). Retaln 5 
years. 

b.	 Rout.lne Lec~.'::'':~lons. 

1.	 Paper "acords. Retaln untll converSlon to mlcroform 
has been completed. 

2.	 Microform Copy (Officlal Record Copy). Ret,,11120 
years. 

, I~'" , .. ~ I \ -,..,..,..... ,., 

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

4
TITLE OF SCHEDULE	 COVERAGE OF SCHEDULE 

REGIONAL OFFICESENFORCEMENT RECORDS 
ITEM NAME Ar-IO DESCRIPTION OF RECORO/FILE	 RETENTION PERIOD AND DISPOSITIONNO 

c.	 Landmark Cases. 

1.	 Paper Records. Reta1n unt11 converS1on to m1croform 
has been completed. 

2. M1croform Copy (Off1cial Record Copy). Permanent. 

D1Spos1t10n: 

a.	 No Legal Act10n Requ1red. 

1.	 Paper Records. Keep 1n off1ce unt11 converS1on to 
m1croform has been completed and m1croform 1S ;:0ver1fied for completeness, then destroy.	 m 

n o 
2.	 M1croform Copy (Offic1al Record Copy). Break f11e ~ 

after settlement or clos1ng of case. Keep 1n office ~ 
for 1 year, then transfer to the Federal Records 
Center. Destroy when 5 years old. 

3.	 Other M1croform Copies. Destroy when no longer
needed. 

b.	 Rout1ne Legal Act1ons. 

1.	 Paper Records. Keep 1n off1ce unt11 converS1on to 
m1croform has been completed and m1croform 1S 
ver1f1ed for completeness, then destroy. 

2.	 M1croform Copy (Off1c1al Record Copy). Break file 
after settlement or clos1ng of case. Keep 1n off1ce 
for 2 years, then transfer to the Federal Records 
Center. Destroy when 20 years old. 

3.	 Other M1croform Cop1es. Destroy when no longer
needed. 

c.	 Landmark Cases. 

1.	 Paper Records. Keep 1n office unt11 converS1on to 
m1croform has been completed and m1croform 1S 
ver1f1ed for completeness, then destroy. 

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

TIl LE OF SCIIEDULE COVERAGE OF SCHEDULE 

. " 
ENFORCEMENT 

ITEM 
NO 

RECORDS 

NAME AND DESCRIPTION OF RECORD/FILE 

REGIONAL OFFICES 

RETENTION PERIOD AND DISPOSITION 

c. Landmark Cases (contlnued) 

2. Mlcroform Copy (Offlclal Record Copy). Offer to 
NARS when 20 years old slIver hallde microfllm plus
one slIver, dlazo, or veslcular dupllcate. Transfer 
certifled microfilm in cubic foot blocks to Federal 
Records Center pendlng offer to NARS. 

3. Other Mlcroform 
needed. 

Coples. Destroy when no longer 

;Q 
m n 
lij
o 
VI 
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