
REQUEST FOR RECORDS OISPOSITION AUTHORiTY r-- LEAVE BLANl< 

(See Instructions on reverse) JOB NO 

/VC/-tj j)-9Lj-1TO GENERAL SERVICES ADMINISTRATION, 
NATIONALARCHIVESAND RECORDSSERVICE,WASHINGTON,DC 20408 DATE RECEIVED 

1 FROM (AGENCY OR ESTABLISHMENT) !7-Cf-?Y
 
Bnvironmenta1 Protection Agency NOTIFICATION TO AGENCY 

2 MAJOR SUBDIVISION 
In accordancewith the prcvrstons 0/ 44 USC 3303a the disposal re Office of Federal Activities Quest, mcludmg amendments, IS approved except for Items tha~may 

3 MINOR SUBDIVISION be stamped "disposal not approved" or "withdrawn" In colum 10 

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

r-do'8~ ~ ~~~ 
Thomas Tasker	 382-5911 Dute ~~"- Art II" /II of the /JIIII,," Stall' I 

6 CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am suthortzed 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 7 page{s) are not now needed for the business of 
this agency or Will not be needed after the retention periods specrhec. 
o A Request for Immediate disposal. 

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

COATE ,D ~ATURE IO~G_E~CJ REPRESENTATIVE E TITLE 

~a;re;~ Agency Records Management Officer 

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

JOB NO 
ACTION TAKEN 

1 .- 19	 The Office of Federal Activities (OFA) Records Control Appendix (
Schedule is being revised to make it consistent with Schedule 8 
the Program's current operations. The revision of this 
Schedule is part of a major review and update of the 
EPA Records Control Schedules. 

Attached is a copy of the revised OFA Records Control 
Schedule 

All changes to this proposed schedule have been 
approved by: 

STANDARD FORM 115IIS_107~~	 ePA, IVNF CAAl..J o«,	 '1l2.'4~~ Re vr sed Aprol, 1975 
Prescribed by General ServicesCSR- Administration 
FPMR (41 CFR) 101-114 



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

TITLE OF SCHEDULE COVERAGE OF SCHEDULE 

FEDERAL ACTIVITIES RECORDS APPLICABLE HEADQUARTERS OFFICE 
ITEM 
NO NAME AND DESCRIPTION OF RECORD/FILE RETENTION PERIOD AND DISPOSITION 

1	 Controlled and Major Correspondence of the D1rector, Off1ce of Federal 
Act1vities. Includes copies of controlled and major correspondence signed
by the Director. The correspondence signif1cantly documents the program
activities and was processed under special hand11ng control procedures
because of the importance of the letters or time requ1rements of rep11es.
Records consist of copies of incoming letters, copies of the responses,
and enclosures. 

2.	 General Correspondence of the Director, Office of Federal Activ1ties. 
Includes copies of non-controlled (routine) correspondence. Records 
consist of incoming letters and enclosures. 

3	 Program Management F1les. Includes records related to the administrat1ve 
management activities of the Federal Activities Program. Records consist 
of speeches, staff meeting notes, training literature, program plann1ng
documents, budget, work models, personnel management records, information 
management systems, and other related records. 

4	 309 Review Comment Files. Includes copy of official Agency comments made 
pursuant to Section 309 of the Clean Air Act regarding Environmental 
Impact Statements, regulations, legislation, and other major Federal 
actions. 

a. 309 Review Comment File. Includes official Agency comments,

associate reviewer comments, copy of materials reviewed (excepting EIS's)
 
and other associated materials.
 

b. Regional 309 Review Comment Files (Ma1ntained at Headquarters).

Includes copy of official Agency comments.
 

c. 309 Review Report. Includes computer-generated data summarizing

official 309 reviews, federal register notices, supporting materials,
 
and other related records.
 

Retention: Permanent 

D1sposition: Break file at end of year. Keep 1n office current 
year plus 1 additional year, then transfer to the FRC. Keep in 
FRC for 10 years, then offer to the National Archives in .5 year 
blocks. 

Retention' Rat a an 5 years. 

Disposition: Break file at end of year. Keep in office 1 year, 
then transf er to the FRC. Destroy when 5 years old. 

Retention: Retain 5 years. 

D1sposition: Break file at end of year. Keep in off ice 1 year, 
then transfer to the FRC. Destroy when 5 years old. 

Retention: Permanent. 

DispOS1tion: Break file upon completion of review and f1nal 
comment issuance. Keep in off1ce 2 years, then transfer to the 
FRC. Keep in FRC for 10 years, then offer to the National 

Archives in 5 year blocks. 
Retention: Reta1n 1 year. 

Dispositl.On: Break file upon complet10n of notice of public
availability. Keep in office 1 year, then destroy. 

Retention: Retain 15 years. 

Dispos1tion: Break file at end of reporting cycle. Keep in 
office for 15 years, then destroy • 

. "or--	 ......".-p'I 'f." 



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

TITLE OF SCHEDULE	 COVERAGE OF SCHEDULE 

FEDERAL ACTIVITIES RECORDS	 APPLICABLE HEADQUARTERS OFFICE 

ITEM NAME AND DESCRIPTION OF RECORD/FILE	 RETENTION PERIOD AND DISPOSITION NO 

5	 Environmental Impact Statement Files. Includes copies of Environmental Retention: Permanent 
Impact Statements prepared pursuant to the National Environmental Policy
Act of 1969. Records consist of pr~nted draft, f~nal, and supplemental Disposition. Break f~le at end of review. Keep in off~ce 2 
documents. years, then transfer to the FRC. Keep in FRC for 10 years,

then	 offer to the National Archives in 5 year blocks. 

6	 Retention: Permanent404 Program Files. Includes records related to the management of the
 
Nation's navigable waters, wetlands, and soil erosion efforts to prevent
 D~sposition: Break f~le at end of 2 years. Keep in office 2the pollution of the nation's waterways. Records consist of correspond- years, then transfer to the FRC. Keep in FRC for 20 years,ence with Federal and State_officials, and private copanies regarding
 
various issues that pertain to the prevention of pollution of waterways, then offer to the National Archives in 5 year blocks.
 
memo of understanding, coordination of issues with Corps of Engineers,
 

;:apolicy and regulations that pertain to the management of the 404 Program. m 
n 

7	 404 Dredg~ng/Fill Permits. Includes records related to determinations Retention: Retain 12 years. o 
;:ato authorize or deny projects that have been issued permits for the o

discharge of dredged or fill material into navigable waters. See Clean Disposition: Break file upon expiration or termination of .,. 
~ Water Act (Amendments of 1977), Section 404 (c). Records consist of permit. Keep in office for 1 year, then transfer to the FRC. ~ zstatus reports, correspondence from the public regarding the proposed Destroy when 12 years old. ~ project, public notices giv~ng dredging companies permission to dredge	 COl 
min certain areas, memo of understanding, 404 (q) actions, documentation ~ msupporting veto of permit (404 (c)), comments from the Corps of zEngineers, and other related documents.	 -I 
~ ~ 8	 State 404 Program Files. Includes records related to programs that have Retention' Permanent. zbeen	 delegated to the States by EPA. Records consist of delegation to c: ~ State, documents related to State program assumption, State program Disposition: Break file at end of 2 years. Keep an o f f a.ce r-

development grant, grant application, reports, requests for adequacy 3 years, then transfer to the FRC. Keep in FRC for 20 years,
determinations, State official request for program assumption, and then offer to the National Archives in 5 year blocks. 
supporting documentation, public comments, Federal agencies comments 
and EPA's reply to comments, transcript of public hearing, official 
response to State on approval or disapproval, copy of F.R. Notice of 
decision, oversight of program subsequent to approval, State's draft 
report on evaluat~on of State program, State's final report, and other 
related records. 

J , 

I 



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

TITLE OF SCHEDULE	 COVERAGE OF SCHEDULE 

FEDERAL ACTIVITIES RECORDS	 APPLICABLE HEADQUARTERS OFFICE 

ITEM NAME AND DESCRIPTION OF RECORD/FILE	 RETENTION PERIOD AND DISPOSITION 
NO 

Federal Fac111ties Compliance File. Includes records related to EPA	 Retention: Retain 12 years.9 
efforts to monitor Federal agency compliance with pollution abatement
 
laws and regulations. Records cons 1st of correspondence with the D1sposition: Break file at end of each fiscal year. Keep 1n
 
agencies, copies of the regulations, inspections, compliance reports, office 3 years, then transfer to the FRC. Destroy when 12 years

Federal Facility Compliance Agreement, and other related records. Also, old.
 
includes efforts to resolve compliance problems at Federal facilit1es.
 

10	 Federal Facilities Data System. Includes reports showing the status of Retention: Retain 7 years. 
pollution abatement efforts by Federal agencies. Includes reports
submitted under OMB Circular A-106 (formerly A 78/81, arranged by Agency.) Disposition: Break file when superseded by updated report.


Keep in office for 1 year, then transfer to the FRC. Destroy

when 7 years old.
 

;u 
m 

11	 Federal Facilities Referals File. Includes records related to the Retention: Retain 5 years. n 
referal and processing of requests from Federal agencies for consultatior o 
and technical assistance an actions in Federal installations which might Disposit10n: Break file at end of each fiscal year. Keep in 

;U 
o

effect the environment. Records consist of correspondence and worksheet! office 1 year, then transfer to the FRC. Destroy when 5 years 
.,. 
~ reports showing actions proposed and taken, and other related records.	 old. ;r. 
Z;r. 

Ii!.. Federal Agency Liaison Files. Includes records used by Federal agency c;l mitoring and coord1nating EPA contacts and	 ~ mderal agenc res ,	 z .... 
;p ncy Actions. Includes agency files containing Retention: See disposition below.	 ~ ~ general correspondence wit e agencies, National Environmental Po11cy	 Zc:Act compliance, Federal facilitie mpliance, and other related records.	 Disposition: Review files in off1ce every 2 years. Keep

records of continu1ng reference or administrative value and r:•
destroy other materials. 

b. Interagency Agreements File. Includes agreements wit er Federal
 
agencies for environmental research or office services tasks.
 

(1)	 Policy lAG File. Includes agreements with other Federal ~n: Permanent. 
agencies	 for services including Agency po11cy matters.
 

Disposition: Br ile upon termination of agreements. Keep

in office 3 years, then nsfer to the FRC. Keep 1n the FRC
 
for 10 years, then offer to t ational Arch1ves.
 

(2) Service lAG File. Includes agreements with other Federal Retention: Retain 3 years.
 

agencies for services 1nvolving Federal Activities programs.
 Disposit10n: Break f11e upon term1nation of agreement eep 

1n office for 3 years, then destroy. 



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

TITLE OF SCHEDULE	 COVERAGE OF SCHEDULE 

APPLICABLE HEADQUARTERS OFFICEFEDERAL ACTIVITIES RECORDS 
ITEM NAME AND DESCRIPTION OF RECORD/FILE	 RETENTION PERIOD AND DISPOSITION NO 

C. SEec~al Projects t" e. ~..~ .n~"" related to special projects Retention: Ret a m 10 years.
 

conducted or coord~nated by Federal agency liaison stall.
 • .VJ 

t-
s:include ~nteragency task force activities, mult~agency activities and	 DisEosit ion: ore.." ~~ -r "n~t~on of proJects. Keep ~n 

reports, GA0 reports, and other related project reports.	 office for 2 years, then transfer to the FRC. ues(;l.uy '"
 
years old.
 

l3	 Environmental ImEact Statement/Negative Declarations Regulat~ons and 
Policy Guidance File. Includes records related to the development of 
regulations and pol~cy guidance instructions for the preparation and 
review of environmental impact statements. 

a. Regulat~ons File. Includes interim and final regulations and history Retention: Permanent.
 
on non-regulatory EIS, notice concerning voluntary EIS's on regulatory ;;0
 

mactions, and proposed and final regulations and history on new source	 DisEosit ion: Break file upon final publication in the Federal n 
Reg i st er , Keep in office 5 years, then transfer to the FRC. oNPDES permits. ;;0Keep in the FRC for 20 years, then offer to the National o 
Archives	 

VIin 25 year blocks.	 ~ ~ 
Zb. Policy Guidance File. Includes EIS policy guidance on all F.IS areas,	 Retention: Permanent. ~ 
c;')such as nl.,,~u. a.t.Lon wetlands pol~cy, endangered species policy m 

EIS pol~cy related to new environmental leg~Sl.a~~ , en lyre D~sposition: Break file every 2 years. Keep in of f ac e 2 years, ~ 
NPDES permits. then (;L"""'= Keen in the FRC for 5 years, then z1:'1/('	 m 

offer to the National Archives.	 -t 
~ ~ 

14-0' copies of the laws and other	 z~vironmental Legislation File. Includes c: 
:.relateu~ r: 

at.Lon Retention:
 
Includes reviews of proposed legislation ~tatutes
 
assigning responsibilities to EPA, and environmenta ~ements other DisEosition. Keep in office for 2 years, then destroy.
 

than NEPA. _______
 

a. Lea i.s'l Affecting Na .J. Env Lronment.a L Po l.ac v Act Comp Lr.ance ,	 Retain 2 years. 

-b. General Agency Policy. Includes agency policies relating to NEPA,	 Retention: o years. 

Executive	 Orders, and other related records.
 
DisEosition: Break f~le upon prepa~ of final statement.
 
Keep in office 5 years, then transfer to the
 
when 10 years old.
 

~r-

) 11~'"'I.. I"'\ 

http:ues(;l.uy


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

TITLE OF SCHEDULE 

FEDERAL ACTIVITIES RECORDS 
ITEM 
NO 

NAME AND DESCRIPTION OF RECORD/FILE 

s File. Includes 
EPA evaluations and commen s 
or coord~nated by other Federal agencies. Records cons~st 0 cop
the Orders and C~rcu1ars, internal memos and evaluat~on documents, and 
copies of Agency responses. 

16 ~~~~~~~~~~~~S~t~u~d~i~e~s~F~i~l~e. Includes records related to spec~al
conducted or coordinated by the Federal Activit~es 
include endangered species, coastal zone manage-

t, and other environmental topics. 

a. F~nal Reports. 

b. Study Workpapers. Includes work plans, technical reference 
documents, correspondence, memos, interim reports, and other records 
related to the management of the study project. 

17 

a. Re ulations Related to 0 Pro rams. 
Includes copy of regulations, related 
records. 

b. Regulations Not Related to or Affecting Federal Activities Programs.
Includes copy of regulations, internal comments, and other related 
records. 

c. Standing and Special Working Groups File. Includes records 
related to standing regulation development committees and work groups.
Records consist of meeting notes, organizing charter, reports, and 
correspondence pertaining to policy matters. 

COVERAGE OF SCHEDULE 

APPLICABLE HEADQUARTERS OFFICE 

RETENTION PERIOD AND	 DISPOSITION 

Retention: Retain	 5 years. 

~n office for 5 years, then destroy. 

Retention: Permanent 
;u 

Break file upon term~nation of study. Keep in m n years, then transfer to the FRC. Keep in the FRC for o 
;Uthen offer to the National Arch~ves. o 
VI 

~ ,.. 
Z,..

Retention: Retain	 5 years. (;l 

m ~ Disposition: Break	 file upon termination of study. m zoffice for 5 years,	 then destroy. -t 
~,..i
Zc:I ,..) ,.. 

Retention: Retain	 5 years. 

Disposit~on: Break file upon termination of committees or work 
groups. Keep in off~ce 2 years, then transfer to the FRC. 
Destroy when 5 years old. 

2 years. 

for 2 years, then destroy. 

Retention: Retain	 5 

Disposition: Review files in 
records in office 2 years, 
Destroy when 5 years old. 

...I' -;"!.". )	 ! 



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

TITLE OF SCHEDULE	 COVERAGE OF SCHEDULE 

FEDERAL ACTIVITIES RECORDS	 APPLICABLE HEADQUARTERS OFFICE 
ITEM NAME AND DESCRIPTION OF RECORD/FILE	 RETENTION PERIOD AND DISPOSITION NO 

18	 Reg~onal Liaison Files. Includes records related to the Headquarters
coordination of regional programs involving Federal Act~vities and 
facilities. 

a. Reg~onal Meetings File. Includes Federal Activ~ties regional meet~ng Retention: Retain 5 years.
 
files. Records consist of records used to plan the meetings and trip

reports.	 Disposition: Break file every year. Keep in office 1 year,
 

then transfer to the FRC. Destroy when 5 years old.
 

-- ~ Regional Program Plans. Includes cop~es of program plans submitted
 
annually by tne "'. '~1 offices. Plans show program objectives,
-0 

regional resources, and other managemen" Used for reference	 Retention: Retain 6 years. ~"L' inn 

;0 
mDa spo sLt Ldfi'i & P;lt end of year. Keep in office 6D	 n years, then destroy.	 o 
;0- o 

trolled congressionaL "uu li~ies and copies of replies.	 ~19'_I"-c:~~~~r~if~7,~pn:;/c~o:n~gr~e:S~S~i~o~n~a~1~c~o~r~r~e~s~o,o~n~d~e~n~c~e~F~i~l~e~s~.~"I~n~C~l~U;d~e~s~c~o~p~i~e~S~O~f~c~o~n=--t,R;e;t;e;n;;:tio;n;;:~:R:eit;a;i;n~3;;y;e;a:r;s~ __~::~~ •.;~.:~~~~::~	 ,.J:;z-~Also, includes non-controlled correspondence.	 D~soosition: Break file at end of each year. Keep in
 
office for :J yea r s; ,y,,,,
 

m z 
-t 
~,. 
z c•r 

, " I 


