
j
i - .REQUEST FOR RECORDS DISPOSITION AUTHORITY 
(See Instructions on reverse) 

NCl-412-85-9 
TO GENERAL SERVICES ADMINISTRATION, 

__ N_AT_IO_N_A_L_A_R_CH_IV_E_S_A_N_D_R_E_CO_R_D_S_S_E_RV_IC_E..:..., _W_A_SH_IN_G_T_ON_,_D_C_2_04_0_8 __ --; DATE RECEIVED 

1.	 FROM (AGENCY OR ESTABLISHMENT) 1-3-85 
Environmental Protection NOTIFICATION TO AGENCY 

SUBDIVISION 
In arcordance with the provrsons 01 44 USC 3303a the disposal re ___ ~_t~D_l.-,--·	 --fv_i_s_i_o_n	 Quest. Including amendments, IS approved except for Items that,may 

3.	 MINOR SUBDIVISION be stamped "disposa' not approved" or "withdrawn" m column 10 

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

[)alrThomas Tasker	 382-5911 
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 4 page(s} are not now needed for the business of
this agency or will not be neededafter the retention perilJ~'; specified. 
D A Request for immediate disposal. 

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

C.	 DATE D~SI URE OF iCY '}1PRESENTATIVE E. TITLE 

~.)~ r.~ 
I ~ /~J IY'I omas Ta ker Agency Records Management Officer 

9.7. 8. DESCRIPTION OF ITEM	 10.SAMPLE ORITEM NO (WIth Inclusive Oates or Retention Periods)	 ACTION TAKENJOB NO. 

1 - 9	 Budget Operations Records Control Schedule is Appendi:

being revised to make it consistent with the B
 
Progr~'s current operations. The revision of Schedu1«
 
this Schedule is part of a major review and 23
 
update of the EPA Records Control Schedules.
 

Attached is a copy of the revised Budget
Operations Records Control Schedule. 

c-

STANDARD FORM 115 
Revised Apr'!. 1975 
PreSCribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 



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

TITLE	 OF SCHEDULE 

~lnr.RT f"lOlO'DlI.'T'Tf"lNC:::IH'(",f"lDnc:::ITEM NAME AND DESCRIPTIONOF RECORD/FILE NO. 

1.	 EPA Initial A~ency Budget File, 1971-1972 • A historical
 
L.~ ~ F; :t F.PA budqet. Records show funds and
 

u ..,. ... ll"' to .L.IL~.:personnel transferred t;PA l:LVIII	 l""l-

ture	 and other Federal agencies. 

2.	 Al2l2ortionment and Allotment Books. Record copies of 
__ documents	 showing the status of appropriation/allotments.

Re~~. ~ist of Apportionment and Reapplication Schedule 
(SF-132) showing resq\lr.ceapplication, Records ofUY'.~ 

Allowances and Allotments, AllO ·~jrp Treasury War-
rant, and other related recor.ds. Also include~ l"~ec 

copies produced in accordance w,ith 36 CFR, Part 1230. 
, 

. 
3.	 Resources Management Information System (RMIS) • Creates,

tracks, modifies, and analyzes the current budget, composes 
c	 bodget allocations, and pe;-forms historical trend analysis

of the EPA budget. 

a. Budget Planning File. Represents various versions of 
the budget historial process from the initial draft through
the final approved budget. 

1) Initial in-house budget (OMB REO TAPE)
2 ) Budget as sent to Congress (PRES. BUDGET TAPE)
3 ) Final Approved Budget (FINAL OPCON TAPE) 

4) All	 other versions of the budget. 

COVERAGE OF SCHEDULE 

Ar.l"lIIrVT.:ITnl"
 
RETENTIONPERIODAND DISPOSITION
 

Retention: Permanent.
 

Disposition: Keep in office for 7 years, then
 
u.tranSl:er LV ~..~ • G'tlrft)r 20 years


then offer to the National Archives.
 

Retention: 

a. Pal2er Records. Retain 1 year. 

b.	 Microfiche COl2ies. Permanent.
 

~it)n:
 

a. Pal2er Records. Retain 1 yeaL. ;n office 
current plus 1 additional year, then destroy arL"'L 
receipt of microfiche copies. 

b. Microfiche COl2ies. Keep in office for 10
 
years ,'~en offer to the National Archives in
 
accorda~ce with 41 €FR 181 11.S83.
 

. ~fD c=« ,:2 30 
.' - .

. -
" -

., 

.', 

Retention: Permanent. 

Disl2osition: Transfer a tape copy of these 
files with the appropriate documentation to 
NARA	 two-months after the end of the budget
year. 

Retention: See disposition below. 

Disl2osition: Destroy when no longer needed for
 
analysis or to document budget office activities.
 

. I 

http:recor.ds
http:SCHED.NO


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

TITLE OF SCHEDULE COVERAGE OF SCHEDULE 

ITEM NAME AND DESCRIPTION OF RECORD/FILE RETENTION PERIOD AND DISPOSITIONNO. 

b. Budget Execution File. Identifies spending for each 
budget item at specific intervals. 

1) Year-end reports. Retention: Permanent. 

Disposition: Transfer ~tape copy with 
approprIate documentation to NARA two-months 
after the end of the budget year. 

2 ) All other versions. " Retention: See disposition below.~ 
Disposition: Destroy when no longer needed for 
analysis or to document budget office activities. 

;Q 
m 

4. 
~o~~ ~ ~ ,.. h~~; ... hanrres in oreviously approved ,.,.-4C~h~a~n;g;e~:R~e1q~u~e~s~t~B~O~O~k~S~.~~I~n~c~1~u~d~e~s~.;r~e~c~o~r~d~c~o~p~l~.e~s~o~f~f~o~r~m~s~:u~s~e~d~~R~e~t;e;;n;t;i;o;n~:~~R~e~t:a~i~n~1~y~e~a~r~'~~~~~~~~~--1~~ 

~ 
budget
consist 

allo
of 

wance for Agency programs and 
correspondence and memorandum 

proJecl:s.
initiating 

"tn;ULU::>
the I addit10nal fiscal 

&&~{,,"" ""~ 'on" nl '" 

year, then destroy. ~ 

~~~~:~t~n~h~~~:rr:~~;~;'~~~i~!~:;!~n forms, evaluation .'~. ~ 

m 
5. 

_ 

Resource Requirements Reports. Computer produced reports
showing the status of the Agency budget by allowance 
holders. Report shows changes in the budget at various 
stages of congressional a~d White House approval, and by
several breakdowns (i.e., quarterly, annual, byappropria-
tion authorization etc.). 

Retention; . See disposition below. 

Dtsrositton; Destroy outdated Reports
,rev sed reports are received. 

when 

~ m z 
-4 

~ 
Zc:•r-

6. Budget Hearing Files. Include transcripts, ...'""nn HOllse Budqet Committees. 
ti,fy and support EPA budget betore l..OIIYL'C'> 

of hearings
Used to jus-

• • 

Retention: Retain I year. 

.... 'n~~' to i nn' Break file at end of year. 
i n o f f ice for I year, tnen aeSLL~Oy. 

Keep 

http:SCHED.NO


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

TITLE OF SCHEDULE COVERAGE OF SCHEDULE 

BUDGET OPERATIONS RECORDS AGENCYWIDE 
ITEM 
NO. NAME AND DESCRIPTION OF RECORD/FILE RETENTION PERIOD AND DISPOSITION 

7.	 Allowance Books. Record copies of documents used to author-
ize new or revlsed budget allowances to Agency programs.
Records consist of Advice of Allowance (EPA Form 2430-1)
showing allowance recipient, whether new obligation, con-
tract authority, or prior year funds, and other information. 
may also include supporting papers. 

8.	 Report on Budget Execution. Reference copies of report
(SF-133) prepared by Financial Management Office and sub-
mitted to Congress and Office of Management and Budget.
Report used as basis for budget submission. Shows budgetary
resources, relation of obligations to disbursements, and 
other information. 

9.	 Miscellaneous Financial and Budget Reports. A collection of 
various financial and budget reports. Included are spend-
out outlay reports, federal aid to states Treasury report,
budget information system reports, priceouts on pay raises,
travel limitations reports, GAO submissions, research and 
development reports, and other~. 

Retention: 

a. Paper Records. Retain 5 years. 

b. Microfiche Copies. See disposition below. 

Disposition: 

a. P~per 3ecords. Break file at end of year.
Keep in office for 2 years, then transfer to 
the FRC. Destroy when 5 years old. 

b. Microfiche Copies. Destroy when no longer
needed.	 ::0 

m nRetention: Retain 2 years.	 o 
::0 o 

Disposition; Keep file at end of year. Keep "" ~ in office for 2 years, then destroy. ~ 
:z ~ 
COl m ~ Retention: As oelow.	 m 

!i 
nt.sposLt Lom Review files annually, keeping ~ records of continuing administrative or %reference value and disposing of other materials.	 c: ~,.. 

http:SCHED.NO


, .," ." ..- -.'-
1\ tch to :-:~115 (Re!e:d Itern NUnlbers compared " Previous IterriNumb ers , 

Schedule Number, and NARS Job Number) 

REVISED PREVIOUS 
Item Numbers IteM No. Schedule No. NARS Job No. 

1 . 1, 8-""3 NCt-L/IZ"''7i-'h
;Z, ' 2.
 
3, .
~ 

t, . 3. 
s: 1f.

0. 5.
 

8·
7. G,.
 

7.
1. '0. 

, .. I.'.J... ~ .. 
' ..-" I 

\ '.. ' 



Atch t.oSF '115 (Info fJt"PERMANENT" retention recAs) 

Budget Operations RecordsTitle Of Schedule: 

Volume Growth Arrangement
Item No. On Hand Per Year Of Files 

4 2 Cubic Feet ~ Cubic Feet Chronological 


