
INACTIVE - ALL ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: NC1-412-85-23 

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 Items are either obsolete or have been superseded by 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Item 1 was superseded by N1-412-94-002 item 3 and N1-412-06-006 schedule 006 

Item 4a was superseded by N1-412-94-002 item 1 and N1-412-06-006 schedules 003 amd 
202 

Item 4b was superseded by N1-412-94-002 items 3 and 31, and N1-412-06-006 schedule 
006 

Item 4c subject matter was listed in the crosswalk for DAA-0412-2013-0014 as covered 
under EPA schedule 275b(2)(b), superseded by EPA schedule 402 

Item 7 was superseded by N1-412-04-007 schedule 503 

Item 7b was superseded by N1-412-96-4 and N1-412-07-071 schedule 472 

Item 11 was superseded by N1-412-07-071 schedule 456 (although the newer schedule 
misidentified it as NC1-412-85-23 item 12 rather than item 11) 

Item 15 was superseded by N1-412-07-071 schedule 507 

Date Reported: 09/07/2022 NC1-412-85-23 

INACTIVE - ALL ITEMS SUPERSEDED OR OBSOLETE 
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LEAVE BLANK
REQUEST FOR RECORDS DISPOSITION AUTHORITY JOB NO 

(See Instructions on reverse) NCl-412-85-23 
TO DATE RECEIVEDGENERAL SERVICES ADMINISTRATION 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 4-4-85 
l FROM (Agency or estabhshmen t) NOTIFICATION TO AGENCY 

Environmental Protection Agency 
In accordance with the provIsIons of 44 U SC 3303a 

2 MAJOR SUBDIVISION the disposal request, including amendments, Is approved 
items that may be marked "d1spos1t1on notOffice of Research And Development (LaboratorieE txcept for 

approved" or "withdrawn" in column 10 If no records 
3 MINOR SUBDIVISION are proposed for disposal, the signature of the Arch1v1st Is 

not required 

4 NAME OF PERSON WITH WHOM TO CONFER ARCHIVIST OF THE UNITED STATES5 TELEPHONE EXT DATE 
,,.........Harold Webster 382-5912 -r-r),-t,Thomas Tasker 382-5911 A ,,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 6 page(s) are not now needed for the business of this 
agency or will not be needed after the retention periods spec1f1ed, and that written concurrence from the General 
Accounting Office, 1f required under the prov1s1ons of Title 8 of the GAO Manual for Guidance of Federal Agencies, 1s 

attached 

A GAO concurrence D 1s attached, or f;a 1s unnecessary 

B DATE D TITLE 

Thomas Tasker Agency Records Management Officer 

7 
ITEM 
NO 

8 DESCRIPTION OF ITEM 
(With lncluswe Dates or Retenhon Periods) 

1 - 15 The Office of Research And Development Laboratory 
Records Control Schedules is being revised to make 
them consistent with the Program's current opera­
tions. 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 Research And 
Development Laboratory Records Control Schedule. 

9 GRSOR 
SUPERSEDED 

JOB 
CITATION 

ppendix 
E 

chedule 
1 

10 ACTION 
TAKEN 

(NARSUSE 
ONLY} 

All changes to this proposed schedule have been appr ved by: 

Appraiser 

115-108 

/A/4'1 
~ 

c;d/cmiU------F---++--
Agenc y 
Representative Date 

STANDARD FORM 115 (REV 8-83) 
Prescribed by GSA 
FPMR (41 CFR) 101-11 4 



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

COVERAGE OF SCHEDULETITLE OF SCHEDULE 

~ RE.SE!UUf I.ABORAroRIESRE.SE!UUf AND DEVEIDPMEm' LABOilA'IORY REXX>RDS 
ITEM NAME ANO DESCRIPTION OF RECORO/FIL.E RETENTION PERIOD ANO DISPOSITION
NO 

1. 

2. 

3. 

4. 

Pr29ram Develo~nt Files. Includes records related to 
programs and policy development activities of the Environ-
mental Research Laboratories. Records consist of corre-
spondence related to the establishment of research and 
funding priorities and other documentation related to 
the general planning and management of the program. 

a. Laboratory Directors Files. 

b. Files Maintained by other Offices. 

Decision Units and Planned Pr29ram. Includes planning 
- -- ----~ L- _,, ___.. - +-ha ,..,,.search priorities of 
the laboratories to specific proJects, to .1.lSt ~-Jvv-

t1ves, and to set forth work plans for accomplishing 
the obJectives. 

Administrative and Management Files. Includes corre-
- __ ,., "'"h"'r related records used 1n the 

general administrative functions or i;;ne £,UV.J.L----·-· ----

Research Laboratories. Records consist of documents 
related to facilities management, personnel management,
training and other administrative activities. 

Research ProJects case Files--Grants, Contractst and 
Interagen£Y AQreements. Includes case files of all 
research proJects conducted for EPA by outside con-
tractors, grantees, or other Federal agencies. Grant 
files include proposals, applications, relevance reviews, 
dec1s1on meioos, offer or award and modifications, funding
orders, commitment notices, grant agreement, cost 
advisory reports, progress reports, and related corre-
spondence. Contract files include procurement requests, 
environmantal reviews "procurement request rationale 

Retention: Retain 10 years. 

DiSEQSition: Break file at the end of each 
fiscal year. Keep in office for 5 years, 
then transfer to the FRC, Destroy When 10 
years old. 

Retention: Retain 5 years. 

Disposition: Break file at end of each 
fiscal year. Keep in office for l year,
then transfer to the FRC. Destroy when 
5 years old. 

Retention: Retain 5 years. 

1',c,rv-,c,;,-;,_n, BrPak file at the end of fiscal 
year. Keep 1n o:i:nce for::> years, tllen 
destroy. 

Retention: Retain 2 years. 

Disnn.c:ition: Break file at end of fiscal 
year. Keep in ,..11:1:.1.1.;e ~ a=..... .1.une1J. 1:.1.=ar 

years, then destroy. 
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SCHED NO
U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 

COVERAGE OF SCHEDULETITLE OF SCHEDULE 

ENVIROOMENTAL RESEARCH IABORA'llJUE.SRESEARCH AND DEVEWPMENI' IABORAroRY REXX)RDS 

ITEM NAME ANO DESCRIPTION OF RECORO/FIL.E RETENTION PERIOD ANO DISPOSITIONNO, 

checklist," impact statements, funding incremental 
modifications, correspondence and other related records. 
Cooperative and 1nteragency agreement files include copy
of agreement, proJect summary sheets, correspondence, 
vouchers and reports. 

Retention: As below, a and b, 
to contents listed above, files also include site visit 
and trip reports, telephone memos, and other records 

a. Files Maintained by Pro1ect Officers. In addition 

Disposition: Break file upon termination 
related to the day-to-day management of the research or closeout of the proJects and resolution 
proJects. of any audit findings, then transfer all 

documentation to the ORD assistance 
coordinator in the laboratory Program
Management staff for inclusion of undupli­
cated material in that offices file. 

Retention: Retain 5 years. 
Staff. Includes reference copies of research proJect 
case files used by laboratory program management staff 

b. Files Maintained by Laboratory Program Management 

Disposition: Break file upon termination 
to monitor the status of all extramural projects and or closeout of the proJects. Merge undupl1-
to provide administrative support for the proJect cated material from P.O. files (a. above). 
officers. Keep in office l year, then transfer to 

FRC. Destroy when 5 years old. 

Retention: Retain 1 years. 
Ject proposals that have not been awarded or funded. 
c. ReJected Proposal Files. Includes research pro­

Disposition: Break file upon rejection of 
proposals. Keep in office for 1 years, 
then destroy. 

5, Research Pro1ects case Files-Inhouse Pro1ects. Includes 
_case files of all research proJects conducted by Agency 

.. ___ .. • r~ ..her than by grant, contract, or 1nteragency 
agreement. Do - ·-- created 1n originating, planning, 
conducting, and reporting ti..u. ~ -~ ~tudies, surveys, and 
tests on research proJects concerning envi ~, ~ooics.-

0~ ~ention: Permanent. 
records related to the formulation and approval of the 
research plan, the selection of the research methodology, 

a. Pro1ect Planning and Research Finding Files. Includes 

Disposition: Break UJ.<= ----1etion 
samples of forms, questionnaires, or other data collection of project. Keep 10 office for 3 yeaL-1 
media, copies of interim reports shc,.,,ing data tabulation then transfer to the FRC. Keep in FRC 
results and interpretations, and copies of the final for 20 years, then offer to the National 
reports. -Archives. 
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----------------------------------------------··~~·.,,-------------------SCHED NO
U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHfDUU:~ 

..T_I_T_L_E_O_F_S_C_H_E_D_U_L_E___________________________..,.c___o_v_,E..R_A_G__E~O-F....s""c-H""E""o..U-L-:E::----·---------------1 

RESEARCH AND DEVEIDPMENI' LABORA'IDRY IREXDRDS EWIIRCNMENI'AL RESEARCH IAOORAmlUES 
....IT""'E-M..-----------N-AM_E_A_N_O_O_E_SC_R_I_P_T_IO_N_O_F_R_EC_O_R_O_/_F_IL-E----------+-----------R-E_T_EN:;:1-0_N_l_'C_F<_l_O_O_A_N_O_O_lS_P_O_S_IT-iO_N ..,.___________ 

NO 

b. 
• 

Proiect workoaoers and Administrative Corresoondence. 
., ,,11 -- ~ rs ;mo aaministrative aocumentation 

Retention: Retain 6 years. 

created 1n the course or t.ne prvJ=-'-• -: 
completed questionnaires or other documents used for data 
collection, drafts or copies, of interim progress reports,
and other workpapers created in the course of the study. 

"~----''"inn• o~~~,.. -Fili:>""""' r-nmnletion 
of project. Keep in office for 2 years, 
then transfer to the FRC. Destroy when 
6 years old. 

6-t--~~~~=·H111nft~e~boo~k~s~-~~No~ter,booij~k~s~k~e~p~t~briy~s~c~i;e:n~ti~s~t~s~i;n~--------'"-..!R~e~tie~n~t~io~n~:~~R~e~t:a~in'.:,:5:..,:y:e:a~r:s~a:f~t~e:r~comp::'.'.;~l~e:t:i:o:n~------------lI the course of a researcn proJ""-'- '':j ~--· .. ·~--- • ~ 
data resulting from tests and experiments associated 
with the projects. These are notebooks that are not 
maintained as a part of the proJect case file. 

7. source Data Files Relating to Inhouse Research Pro1ects. 
Includes data files, exclusive of records 1n the Inhouse 
ProJect Case Files or information 1n the Laboratory Note­
books, usually consisting of punch cards, magnetics tapes, 

-...r 1 ~rae volumes of survey questionnaires or recurring
reporl::s"'"".... . - format used in the collection and pro-
cessing of raw data~ '" 0 d by experimental observations 
to arrive at conclusions or $Cl___ ~ ~ determinations during 
the course of a research proJect. 

a. Data Files of Continuing Research Value. Files con­
taining basic scientific data in sufficient detail that, 
if not documented in published reports 1n the ProJect 
Case file or Laboratory Notebooks, would be needed for 
continued research purposes. 

b, Other Data Files. Files containing data determined 
by competent scientific or technical personnel either 
to be duplicated or sufficiently summarized in technical 
reports or elsewhere in the Project case File or Laboratory 
Notebooks, or to be of such a routine, repetitive, or 
fragmentary nature that they would not be needed for 
continued research purposes. 

8. Technical Reference Files. Includes printed and published
scientific reference materials such as technical Journals, 

1I:'~--- -~ ----.,-,-., and other printed or published 
studies done by other government agen1.:.1.~::;, --· • 
firms, academic institutions and used as reference source 
material in the conduct of research projects. These 
materials are exclusive of the official technical reports
generated by inhouse research proJects or produced by 
contractors or grantees through the extramural process. 

Retention: Retain 20 years. 

Retention: As below. 

D1sposit1on: Destroy upon completion of 
research project or sooner if no longer 
needed for research purposes. 

Retention: As below. 

Disposition: Keep in office until completion 
nF research pro1ect, destroy when obsolete or 
superseuea. 

/ 
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U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 

TITLE OF SCHEDULE 

RESFAIO-J AND IEVEI.DPMENI' LABQRA'IDRY REXXRDS 

ITEM 
NO 

9. 

10. 

11. 

12. 

13. 

NAME ANO DESCRIPTION OF RECORD/FILE 

Research Pro1ect LOgbooks or Index Records. Includes 
lists, indexes, logbooks, or other records reflecting 
► ho ~tatus of individual research proJects administered 
by the __ --. 1 "~search Laboratories. 

a. Pro1ect Status Lists. 

b. Pro1ect LOgbooks. 

Scientific committee Files. Includes documentation re-
- .__ """"'"ation of scientific or research oriented""0 

advisory and 1nteragen1..:y __.,....... -· • ·•- ~ 

Records consist of meeting agendas, minutes of meetings, 
reports prepared by or for the committee, correspondence,
and related records. 

Laboratory Activity Report Files. Includes periodic 
activity reports fran the laboratories and associated 
field stations to their responsible Headquarters pro­
gram offices. Records consist of the reports and related 
correspondence or other supporting documentation. 

conferences, Seminars, Associations, and Societies Files. 
T ,..,1,.1-ori to laboratory staff member 
participation in professional associations, ___ .._ ..........,.,, 
and related groups. 

Environmental Research Topics Reference Files. Includes 
general subject files on topics of research interest to 
...v ...~• ---"-v • - • - .L 1 -•-- -'---l=~. 'Ihese materials 
are exclusive of the research proJect files. Topics in­
clude various pollution control strategies, monitoring
techniques, pollution sources, or matters of concern to 
researchers. Records consist of copies of technical 
publications, reports, correspondence, or other related 
materials, 

COVERAGE OF SCHEDULE 

~ RESEARC!H I.AOORA'roRIES 
RETENTION PERIOO ANO OISPOSl1 ION 

Retention: As below. 

D1s • ·~.. ~in current. 
when obsolete or super 

Destroy 
1 ,o!-

Retention: Retain 2 years. 

DisPoSition: Keep in office for 2 years, 
then destroy. 

Retention: As below. 

Disposition: Destroy when superseded or 
• ►--· ._,,.,."__ nf' """"''"""rship, 

whichever is earlier. 

Retention: Retain 2 years. 

DisPoSition: Break file at end of year. 
Keep in office for 2 years, then destroy. 

Retention: Retain 2 years. 

Keep 1n office for 2 years, then destroy. 

Retention: As below. 

Disposition: Review files in office 
·- .,___ ~I' ~-........ ,,..,., 

reference value and destroy obsolete 
materials. 

SCHED NO 

-·-----------------------------------..1.---------------•-=----·---------------

:;:u 
m n 
0:;:u 
C 

"' 3: 
>z 
> 
C, 
m 
;I:: 
m 
z 
-i 

i z 
C 
► 
r-



---------------------------------------·~ 
U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL !l.11 

1--------------------------------r------·-· .
TITLE OF SCHEDULE covEr,AGE Of- !,Cil[(.,•l, 

ENVIROOMENI'AL RESFAICH IAl30RA'IORIESRESFAICH AND DEVELOPMENI' IJ\BORM'ORY RECORDS 
1-,:-c~,e:~""Mr-----------NA_M_E_A-ND_D_E_SC_R_I_P_TI_O_N_O_F_R_E_C_O_R_O_/_F_IL-E----------t---------- •• 

14, Summary Research Pro1ects Status Reports. Reports sub-
Hl ♦ I,---- -z r---J 

showing the status of their proJects, 

15, Criteria and Health Assessement Docµments and Risk 
Assessment G.i1del1nes. Includes documentation related 
to the development of health, risk and exposure assess­
ments; risk assessment guidelines; and air and water 
quality criteria documents used 1n assessing the risk 
of exposure to hazardous pollutants. Assessment and 
criteria documents support regulatory and enforcement 
decisions under the various acts governing EPA, Records 
consist of program off1ce re::iuests; sc1ent1f1c and 
technical evaluations; unit risk calculations and 
other data c011p1lat1ons related to scient1f1c assess­
ments; references, studies, other literature search 
materials; documents drafts; and other related records 
and supporting documents. Docket files are ma1nta1ned 
for the air and water quality cr1ter1a documents. 

a. Official Files. 

1. Air quality 

2. Water qual~ty 

b, Air QUality Cr1ter1a Documents. 

c. water Sl:ial1ty Cr1ter1a Documents. 

, • ,t!l 

year. Keep· in ·offl~ for 3 years, then 
destroy. 

Retention: Permanent. 

Dispos1t1on: Keep in office 10 years after 
file is closed. Transfer to FRC for 20 
years. Offer to National Archives when 
f11es are 30 years old in 5 year blocks. 

Retention: Permanent. 

Disposition: Keep in office 5 years ot until 
the Air Quality Criteria Document is developed, 
then transfer to FRC. Keep in FRC 25 years, 
then offer to the National Archives in 5 year
blocks. 

Retention: Permanent. 

Disposition: Keep in office 5 years or until 
the Water Quality Criteria Document 1s developed, 
then transfer to FRC, Keep in FRC 25 years 
then offer to the National Archives in 5 year
blocks. 

----------------------------------------·--. 
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"CHED NO
U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONlHul. 

-t-----------------------------------------~--
T ITLE OF SCHEDULE COVERAGE. OF ~r,1 i, f•' ,I > 

ITEM !' r, ' '' l"l, 1 ,•, lf,l,tlNAME AND DESCRIPTION OF RECORD/FILENO 
• - - - - --- -------------------

Retention: As below.d. other Files. Records that contain Confidential 
Business Information (CBI) or other sensitive material 

Disposition: Destroy when no longer needed.will be handled according to the EPA Records Manage­
ment Manual and the various other EPA manuals governing 
the protection of these materials. 
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(Information for PERMANENT retention records) 

Title of Schedule: Research and Develo2ment Laboratory 
Records 

Item No. 
Volume 
On Hand 

15a-1 
15a-2 
15b 
15c 

15 
50 
20 
25 

Growth 
Per Year 

5 
10 

7 
8 

Arrangement 
of Files 

Subject 
Subject 
Subject 
Subject 



~tch ,t? SF 115 (Revise, - tern Numbers compared to f vious I tern Numbers,, 
Schedule Number, and NARS Job Number) 

Title Of Schedule: Research And Development Laboratory Records 

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

1. 1. E-1 NCij)2-7 8-3 

2. 2. 

3. 3. 

4. 4. 

5. 5. 

6. 6. 

7. 7. 

8. 8. 

9. 9. 

10. 10. 

11. 11. 

12. 12. 

]3. 13. 

J4. 14. 

15. (New) 




