
INACTIVE - ALL ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: NC1-412-85-04 

All items in this schedule are inactive. Items are either obsolete or have been superseded by 
newer NARA approved records schedules. 

Description: 

Item 1 was superseded by N1-412-94-002 item 22 

Item 2 was superseded by N1-412-94-002 item 18 and N1-412-06-006 schedule 127 

Item 3 was superseded by N1-412-94-002 item 16, N1-412-94-006 item 2, and N1-412-
07-002 item 2 

Item 5 was superseded by N1-412-94-002 item 21 

Item 6 was non-record convenience copies 

Date Reported: 09/07/2022 NC1-412-85-04 

INACTIVE - ALL ITEMS SUPERSEDED OR OBSOLETE 



REQUEST FOR RECORD.POSITION AUTHORITY LEAVE BLANK 
(See Instructions on reverse) JOB NO 

NCl-412-85-4TO GENERAL SERVICES ADMINISTRATION, 
__N_AT_I_0N_A_L_A_R_CH_IV_E_S_A_N_D_R_E_C_0R_D_S_S_E_RV_IC_E_,_W_A_SH_I_NG_T_0N_,_D_C_2_04_0-'-8__---i DATE RECEIVED 

1. FROM (AGENCY OR ESTABLISHMENT) 12-28-84 
Environmental Protection Agency 

NOTIFICATION TO AGENCY 
2. MAJOR SUBDIVISION

Office of Intergovernmental Liaison In mordance with the provisions o/ 44 U.S.C 3303a the disposal re 
--------------------------~ quest. including amendments, is app,oved exceot for items that 1may
3. MINOR SUBDIVISION be stamped "disposa! not approved" or "withdrawn" in column 10 

5. TEL. EXT.4. ~F PER~ON.Jf'XM TO CONFER 

382-5911f~T~ker Hare 

6. CERTIFICATE OF AGENCY REPRESENTATIVE 

I bereby 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 4 page{s) are not now needed for the business of 
this agency or will not be needed after the retention periods specified. 

D A Request for immediate disposal. 

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

C. DATE ~~ATUl~!_/F ,,,~c~OEPRESENTATIVE 

,~,T~ 

E. TITLE 

Agency Records Management Officer 

7. 
ITEM NO 

8. DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

9• 10 
SAMPLE OR ACTION TAKEN

JOB NO. 

1 - 12 The Office of Intergovernmental Liaison Records Appendix 

115-107 

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 
Schedules. 

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. 

STANDARD FORM 115 
Revised April, 1975 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 



--

• 

U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 

COVERAGE OF SCHEDULE 

RETENTION PERIOD AND DISPOSITION 

Retention: Permanent. 

TITLE OF SCHEDULE 

I NTF:RGOVERNMENTAI I TAT S<ll\l RRroRnc; 
tTEM 
NO, 

NAME ANC OESCRIPTION OF RECORO/FII..E 

L 

2. 

3. 

4. 

Controlled and Major Correspondence of the Director, Office 
of Intergovernmental Liaison, Includes copies of controlled 
and major correspondence signed by the Director. The 
correspondence significantly documents the program activitiei 
and was processed under special handling control procedures 
because of the importance of the letters or time requirement! 
of replies. 

General Corespondence of the Director, Office of 
Intergovernmental Liaison. Includes copies of non­
controlled (routine) correspondence. Records consist 
of incoming letters and enclosures. 

Program Development File. Consists of records c-elated to 
the development of Intergovernmental Liaison policies and 
programs. Records consist of correspondence, issue papers 
and reports relative to policy, strategy, program control, 
research priorities, legislative priorities, and other 
related records. 

Program Management File. Consists of records related to 

Deposition: Break file at end of year. Keep in 
office current plus 1 additional year, then trans­

·fer to the FRC. Keep in FRC for 10 years, then 
offer to National Archives in ~0 year blocks. 

Retention: Retain 5 years. 

Disposition: Break file at end of 
office office 1 year, then transfer 
Destroy when 5 years old. 
years old. 

Retention: Permanent. 

Disposition: Break file at end of 
in office 3 years, then transfer to 
in FRC for 20 years, then offer to 
Archives in 20 year blocks. 

Retention: Retain 5 years. 

year. Keep in 
to FRC. 

;a 
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n 
i 
Cl 
~ 

3: 
>2 years. Keep % 
>the FRC, Keep Cl 
ITthe National a: 
m 

i
?i 

~h~e]m~afnf,a~g;e;m]e~n1rplanning and implementation, personnel needs, work occ1~~ ~ r~~~, _ ---c&-- ~~ th~ fRC. Destroy 
accomplishments, budgetary matedals, and other program when 5 years old. 
management activities. 

5. Speeches by Office Director or Staff. Speeches prepared Retention: 

of Intergovernmental Liaison. - ·- ----·.,,r of nrooc-am Disoosition: Break file at end of year. Keep in -~ t~a~n~d~a~dim~i~n~ijs~t~r~:a~t~1~·v;e;s~u:p~p~ojrtt~o~f~tih~e~O~f~f~1~·c~e~-~--~~~~f~~~i;:~!.;!:~~~11~~fil~_J~~~~--.:___Jc~ 

for delivery at civic functions and professional 
conferences and meetings. a. Record Copy, Permanent. 

b, Information Copies. Retain 1 year. 

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 JO year bloc~s. 

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

SCHED.NO. 

•, 

https://SCHED.NO


U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 

TITLE OF SCHEDULE 

INTEHGOVERNMENTAL LIAISON RECORDS 

ITEM NAME ANO 01!:SCRIPTION OF RECORO/FILE
NO. 

6. 

7. 

8. 

9. 

l O. 

11. 

Freedom of Information Response File. Includes copies of 
incominq requests for information under the Freedom of 
Information Act, copies of replies, and copies of any 
intera~ency memoranda cerning the request. Note: this 
file does not contain the Program's official record of 
information heinq requested. 

Public Interest Groups File. Includes correspondence, 
report, and other records related to EPA's dealings with 
pu 1c 1n , 
Conference, the National League of Cities, the Inter­
national City Management Association, the Council of 
State Governments, and other groups. 

~PA Program Correspondence File. Includes copies of 
correspondence, reports, and other records received 

COVERAGE OF SCHEDULE 

APPLICABLE HEADQUARTERS OFFICE 

RETENTION PERIOD ANO DISPOSITION 

SCHED.NO. 

Retention: Retain 2 years. 

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

Retention: Retain 5 years. 

Beak file at end of. ear. 

Keep in 
Destroy 

Keep in 
office l additional year, then trans 
FRC. Destroy when 5 years old. 

er to e 

;Q 
m n 
0 

Retention: Retain 5 years. :o 
~ 

r-~r~o~m~;;~:;;;;~;~:~;~~~~~~4~~~~ro'f:.:_----+-;:!~~¥~~i+;;~;~~;~;~~~~~~;_K~e~e~p~~i~n~---~Ji::z>►Used for reference purposes. Separate the 
each major organizational component. FRC. Destroy when 5 years old. c;, 

m 
i:: 
m 

Environmental Programs Reference File. Includes copies Retention: Retain 5 years. ~ 
of correspondence, reports and other materials used for 

-~?1~:r~~~~t~h~eTr~~-n~v~i~r~o~n~m~e~n~t;a!l~p~rto~g~r~a~m~s~o~p;e~r~a~t~e~d~·~h~y~E~P~A~---+-~~~~~~~~~B~r~e~a~kyf~i;l~e;a~t~e~n:d!!o~f~y~e~a;ir~-~~KJe~e~pL~i~n~---~Jc:!>Typical folders inclu e ons rue , r then transfer to ther Toxic Substances, Technology Transfer, and other topical FRC. Destroy when 5 years old. ,-

Retention: Retain 5 years. 

Environmental Legislation and Regulations File. Includes Retention: Retain 5 years. 
reference copies of proposed and enacted environmental 

• q 1 s la t i iJII , e "el -oep-i-es~ pr-0po~s~c~d;;a;a....d~;f~jlp~a~l~S,.:at;,,l:a~nt;d~a~r;d~s~--t-~frrr?e~f:~;rr,--,=m~i-vii~~~m~~~~~;;.:~~;:.;;;;._..;i~n:., _J
r~gulations, and guidelines effecting the laws. Records o 

____ 

consist of copies of the bills and acts, work group FRC. old. 
~ecords, copies of the rules, and related correspondence. 

t1h· 

https://SCHED.NO


U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 
SCHEO,NO. 

TIT LE OF SCHEDULE COVERAGE OF SCHEDULE 

INTERGOVERNMENTAL LIAISON RECORDS APPLICABLE HEADQUARTERS OFFICE 
ITEM 
NO. 

NAME ANO DESCRIPTION OF RECORD/FILE RETENTION PERIOD ANO DISPOSITION 

12 Committees and Conferences File. Includes records related t) 

.......Q.lUO c~aff member participation on committees and at confer-
ences. Records consist VL ...vp.1.c;:, v;:_ m: ~~ ·~• J _,.,_ 

copies of papers presented, and related correspondence. 

Retention: Retain 5 years • 

•----;~;~n: Break file at end of year. Keep in office 
1 add1t1onal year, tnen trans[er to ttle rm.... ..."':s ... vy 
when 5 years old. 
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