REQUEST FOR RECORD:QPOSITION AUTHORITY
{See Instructions on reverse)

l LEAVE BLANK

TO GENERAL SERVICES ADMINISTRATION,
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408

JOB NO

NC1-412-85~4

1. FROM (AGENCY OR ESTABLISHMENT) .
Environmental Protection Agency

DATE RECEIVED
12-28-84

2. MAJOR SUBDIVISION L.
Office of Intergovernmental Liaison

3. MINOR SUBDIVISION

4. NAMZ'DF PERSO%ITH ZHOM TO CONFER 5. TEL EXT.
ghomas Tasker 382-5911

NOTIFICATION TO AGENCY

In accordance with the provisions of 44 U S C 3303a the disposal re
quest, including amendments, 15 aporoved except for items that,may
be stamped “disposal not approved” or “withdrawn™ in columrd 10

12938 QLT AALS ]

Dure / Archivist of the United States

6. CERTIFICATE OF AGENCY REPRESENTATIVE

| hereby certify that | 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 __4  page(s) are not now needed for the business of

this agency or will not be needed after the retention periods specified.
[] A Request for immediate disposal.

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

retention. .
C. DATE D. ATURE OF AGENCY AEPRESENTATIVE E. TITLE
/%07&7 homas Tas$ker Agency Records Management Officer
9
. 8. DESCRIPTION OF ITEM . 10.
ITEM NO (With Inclusive Dates or Retention Periods) sgggLﬁoon ACTION TAKEN

1 - 12 |The Office of Intergovernmental Liaison Records [Appendix

Schedules.

Control Schedule is being revised to make it. C
consistent with the Program's current operations.Schedule
The revision of this Schedule is part of a major 2

review and update of the EPA Records Control

The title of this schedule has been changed from
"Office of Regional and Intergovernmental Opera-
tions" to "Intergovernmental Liaison Records."

Attached is a copy of the revised Intergovern-
mental Liaison Records Control Schedule.

{3 Lﬂw,

115-107 . STANDARD FORM 115
Revised April, 1975

-7-%7 ETPA, NCH NN

Prescrnbed by General Services
Administration
FPMR (41 CFR) 101-11 4
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JOB NUMBER

APPRAISAL REPORT ON RECORDS DISPOSITION REQUEST NC1-412-85-}

SECTION | — ACTION TAKEN

1. APPROVED FOR DISPOSAL. The records described under all items of the schedule, except those that may be listed in biocks 2, 3, and 4 of this sec-
X4 tion, are disposable because they do not have sufficient value for purposes of historical or other research, functional documentation, or the protection
of individual rights to warrant permanent retention by the Federal Government,

2. APPROVED FOR PERMANENT RETENTION, The records described under the following item or items have been appraised by the National Archives
xxX and Records Service (NARS) and are designated for permanent retention by the Federal Government. The agency will offer these records to NARS as
specified in the schedule.

Items 1, 3, and 5a.

3. DISPOSITION NOT APPROVED. The records described under the following item or items are not approved for disposition. See Section {11 of this
form for explanation.

4. WITHDRAWN. The records described under the following item or items have been withdrawn at the request of the agency.

SECTION |l — RECOMMENDATION/CONCURRENCES
TITLE SIGNATURE DATE

’:::;{:Arf APPRAISER < E ej..‘ S HA_OW\ - () Q,ﬂ@é
8:\F/i|ESClggR,RECORDSDISP&)%FION % f 6% ///2—/’/%
o o J Mk o/ Lyt 228t

CON-
CURRENCES

SECTION 1l — APPRAISER’S COMMENTS
EPA has submitted a revised schedule covering the records of the 0ffice of Govermnmental
Liaison. This schedule earmarks an adequate body of records for archival retention
and the permanent documentation of the activities of this office, and proposes
reasonable retention periods for the disposavle records.

GENERAL SERVICES ADMINISTRATION GSA ForRmM 7238 (REV. 8-83)



SCHED.NO.

U.S. ENVIRONMENTAL PROTECTION AGENCY—RECORDS CONTROL SCHEDULES

TITLE OF SCHEDULE COVERAGE OF SCHEDULE
INTERGOVERNMENTAL [LIAISON RECORDS APPLICARLE HEADQUARTERS QFEICE
'L‘E)M NAME AND DESCRIPTION OF RECORD/FILE RETENTION PERIOD AND DISPOSITION .
1. Controlled and Major Correspondence of the Director, Office Retention: Permanent.
’ of Intergovernmental Liaison. Includes copies of controlled
and major correspondence signed by the Director. The Deposition: Break file at end of year. Keep in
correspondence significantly documents the program activitie office current plus 1 additional year, then trans-
and was processed under special handling control procedures -fer to the FRC. Keep in FRC for 10 years, then

because of the importance of the letters or time requirement offer to National Archives in 30 year blocks.
of replies.

2. General Corespondence of the Director, Office of Retention: Retain 5 years.
Intergovernmental Liaison. Includes copies of non-
controlled (routine) correspondence. Records consist Disposition: Break file at end of year. Keep in
of incoming letters and enclosures. office office 1 year, then transfer to FRC.

Destroy when 5 years old.
years old.

3. Program Development File. Consists of records related to Retention: Permanent.
the development of Intergovernmental Liaison policies and
programs. Records consist of correspondence, issue papers Disposition: Break file at end of 2 years. Keep .
and reports relative to policy, strategy, program control, in office 3 years, then transfer to the FRC. Keep
research priorities, legislative priorities, and other in FRC for 20 years, then offer to the National
related records. Archives in 20 year blocks.

4. Program Management File. Consists of records related to Retention: Retain 5 years.

—_the management and administrative support of the Office )

of Intergovernmental LIIIsOnTReeords—coasist of program Disposition: Break file at end of year. Keep in
planning and implementation, personnel needs, work oInItE I yvari—then—beansfer to the FRC. Destroy
accomplishments, budgetary materials, and other program when 5 years old.

management activities.

5. Speeches by Office Director or Staff. Speeches prepared Retention:
for delivery at civic functions and professional
conferences and meetings. a. Record Copy. Permanent.

b. Information Copies. Retain 1 yvear.

Disposition:

a. Record Copy. Break file after presentation:
Keep in office 5 year, then transfer to the
FRC., Keep in FRC 5 years, then transfer to
the National Archives in 0 year blocks.

b. Information Copies: Destroy when 1 year
old or sooner if no longer needed.

AVANYW LINIWIAVYNVYW SANNI3N



http:SCHED.NO

U.S. ENVIRONMENTAL PROTECTION AGENCY—RECORDS CONTROL SCHEDULES

TITLE OF SCHEDULE
INTERGOVERNMENTAL LIAISON RECORDS

COVERAGE OF SCHEDULE
APPLICABLE HEADQUARTERS OFFICE

SCHED.NO.

REM NAME AND DESCRIPTION OF RECORD/FILE

RETENTION PERIOD AND DISPOSITION

6. Freedom of Information Response File. Includes copies of
incoming requests for information under the Freedom of
Information Act, copies of replies, and copies of any
interagency memoranda cerning the request. Note: this
file does not contain the Program's official record of
information bheing requested.

Retention: Retain 2 years.

Disposition: Break file at end of year. Keep in
in Office current plus 1 additional year. Destroy
when 2 years old.

7. Public Interest Groups File. Includes correspondence, Retention: Retain S5 years.
report, and other records related to EPA's dealings with
T puBIic IAtETEET groUrST—strch—as—the—Nationad-Gonsrnocs. ition: Break file at end of year. Keep in

Conference, the National League of Cities, the Inter-
national City Management Association, the Council of
State Governments, and other groups.

8. EPA Program Correspondence File. Includes copies of
correspondence, reports, and other records received
From vartors—Headaguwesrbose—organizational components.
Used for reference purposes. Separate folders for

office 1 additional year, then transter to the
FRC. Destroy when 5 years old.

Retention: Retain 5 years.

Disposition: Break file at end of year. Keep in
TP tre—t—addittonidpadtethentragsfer to the

each major organizational component.

9. Environmental Programs Reference File. Includes copies
of correspondence, reports and other materials used for
reference to the environmental programs operated hy EPA.

FRC. Destroy when 5 years old.

Retention: Retain 5 years.

Disposition: Break file at end of year. Keep in

Typical folders include Construction Gramtsi—oxidenter
Toxic Substances, Technology Transfer, and other topical

10. Other Government Agencies File. Include correspondence,
ropotisa..and other records relating to Federal, State,
and local government agenctes+——+fed cdaslude agencies
such as EPA, OMB, Interior, and other environmentally

offic r, then transfer to the

FRC. Destroy when 5 years old.

Retention: Retain 5 years.

Disposition: Break file at end of year. Keep in
offi-ee-l-additional vear, then transfer to the

reclated agencies.

11. Environmental Legislation and Requlations File. Includes
reference copies of proposed and enacted environmental
———iegistatton—and—copies—of-proposed.and . final standards,

FRC. Destroy when 5 years oOld.

Retention: Retain 5 years.

Disposition: Break file at end of year. Keep in

regulations, and guidelines effectxng the laws. Records
consist of copies of the bills and acts, work group
records, copies of the rules, and related correspondence.

office 1 additional y&ar, cnamtranster—rto—the

FRC. Destroy when 5 years old.
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U.S. ENVIRONMENTAL PROTECTION AGENCY—RECORDS CONTROL SCHEDULES

SCHED.NO.

TITLE OF SCHEDULE
INTERGOVERNMENTAL LIAISON RECORDS

COVERAGE OF SCHEDULE
APPLICABLE HEADQUARTERS OFFICE

ITEM
NO.

NAME AND DESCRIPTION OF RECORD/FILE

RETENTION PERIOD AND DISPOSITION

12

Committees and Conferences File. Includes records related t
ORIQ staff member participation on committees and at confer-

P Retention: Retain 5 years.

ences. Records consist oOrf Coptos-uf-minueesyr—agenda
copies of papers presented, and related correspondence.

i ition: Break file at end of year. Keep in office
additional year, then transter to e . 1

when 5 years old,

77T
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http:SCHED.NO

- Atch to SF 115 (Revi‘ Item Numbers compared t revious Item Numbers,
Schedule Number, and NARS Job N er)

Title Of Schedule: _Lzl?f‘/wﬁﬂﬂeﬂ/é) Z/o’isgi_&mz/s

F;rmer47 : /€e7/'ou¢zL‘</l-_Z}v7€k?ouerA/(npwzz perdlidn s Roods |

REVISED

PREVIOUS
Item Numbers Item No. Schedule No. NARS Job No.
] @ew) (-2 42782
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Atch to SF 115 (Info for "PERMANENT" retention records)

Title Of Schedule:

Item No.

1

3

Intergovernmental Liaison Records

Volume
On Hand

2 Cubic Feet
X Cubic Feet

% Cubic Feet

Growth
Per Year

X Cubic Feet
% Cubic Feet

% Cubic Feet

Arrangement
Of Files

Subject
Subject

Chronological



