
  
 

 

  
         

 

  

    
  

 
 
     

  
 

 
 

 
  

      
 

    
         
  

 
 

 

 

 

 

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: NC1-412-85-26 

Some items in this schedule are either obsolete or have been superseded by new 
NARA approved records schedules. This information is accurate as of: 09/07/2022 

ACTIVE ITEMS 
These items, unless subsequently superseded, may be used by the agency to 
disposition records. It is the responsibility of the user to verify the items are still 
active. 

All other items remain active. 

SUPERSEDED AND OBSOLETE ITEMS 
The remaining items on this schedule may no longer be used to disposition records. 
They are superseded, obsolete, filing instructions, non-records, or were lined off and 
not approved at the time of scheduling. References to more recent schedules are 
provided below as a courtesy. Some items listed here may have been previously 
annotated on the schedule itself. 

Item I-1 was superseded by N1-412-94-002 item 18 and N1-412-06-006 schedule 127 

Item I-2 was superseded by N1-412-94-002 item 3 and N1-412-06-006 schedule 003 

Item I-4 was superseded by N1-412-94-002 items 1 and 31, and N1-412-06-006 schedules 003 and 202 

Item II-1 was superseded by N1-412-07-054 schedule 602 

Item II-3 was superseded by N1-412-07-054 schedule 603 

Item III-23 was superseded by N1-412-07-065 schedule 625 

Item VII-10 was superseded by N1-412-06-006 schedule 006 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 09/07/2022 NC1-412-85-26 page 1 of 1 
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LEAVE BLANK
REQUEST FOR RECORDS DISPOSITION AUTHORITY JOB NO. 

(See Instructions on reverse) NC1-4U-85-26 
DATE RECEIVEDTo: GENERAL SERVICES ADMINISTRATION 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 7-10-85 
1. FROM (A11enc)' or e,tabliahment) NOTIFICATION TO AGENCY 

Environmental Protection Agency 
In accordance with the provisions of 44 U.S.C. 3303a 

2. MAJOR SUBDIVISION the disposal request, including amendments, is approved 
except for items that may be marked "disposition notFacilities And Support Services Division 
approved" or "withdrawn" in column 10. If no records 

3. MINOR SUBDIVISION are proposed for disPosal, the signature of the Archivist is 
not required. 

4. NAME OF PERSON WITH WHOM TO CONFER 5. TELEPHONE EXT. DATE T OF THE UNITED STATES 

382-5911Thomas Tasker CF? J ~1¥f'/~t d - - - -382-5912Harold Webster 
,,..,6. CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am auth~rized t? act _for this agency in ~tters pertaining to the disposal of the agen~y's records; 
that the records proposed for disposal in this Request of ____ page(s) are not now needed for the business of this 
agency or will not be needed after the retention periods specified; and that written concurrence from the General 
Accounting Office, if required under the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, is 
attached. 

A. GAO concurrence: D is attached; or bd is unnecessary. 

B. DATE D. TITLE 

7/1/15 
C. SIGNATURE OF AGENCY REPRESENTATIVE 

Thomas Tasker~~ Agency Records Management Officer 

7. 
ITEM 
NO. 

8. DESCRIPTION OF ITEM 
(With lnchuive Date, OI' Retention Perlotu) 

See Atch Facilities And Support Services Records Control 
Schedule Schedule is being revised to make it consistent 

with the Program's current operations. The 
revision of this Schedule is part of a major 
review and update of the EPA Records Control 
Schedules. 

The revised Facilities And Support Services 
Records Control Schedule is a consolidation of 
the following former Records Control Schedules; 

Emergency Preparedness Records 
Security And Inspection Records 
Property Records (B-8) 
Motor Vehicle Records (B-9) 
Transportation Records (B-10) 
Communications Records (B-11) 
Printing Records (B-12) 
Space And Maintenance Records 

(B-3) 
(B-7) 

(B-15) 

Attached is a copy of. the revised Facilities And 
Support Services Records Control Schedule. 

9. GRSOR 
SUPERSEDED 

JOB 
CITATION 

1\ppexdix 
B 

Schedule i; 
3 
7 
8 
9 

10 
11 
12 
15 

10. ACTION 
TAKEN 

(NARSUSE 
ONLY} 

NSN 7540-00-634-4064 STANDARD FORM 115 (REV. 8·83) 
Prescribed by GSA 

j f' FPMR (41 CFR) 101-11.4 
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SCHEO.NO.U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 
TITLE OF SCHEDULE COVERAGE OF SCHEDULE 

FACILITIES AND SUPPORT SERVICES RECORDS AGENCYWIDE 
ITEM NAME AND DIESCIUPTION OP RECORD/PILE RETENTION PERIOD AND DISPOSITIONNO. 

I. GENERAL 

General Correspondence - Facilities and Support Services1. Retentions Retain 3 years.
Division (Director/Branch Chiefs). General subject files 
containing correspondence, memoranda, reports, and other Dispositions Break file at end of year. Keep
records relating to policies and activities of the in office 3 years, then destroy.
Facilities and Support Servicies Division. 

Program Management File. Consists of records related Retentions Retain 5 years. 
to the management and administrative support of each unit 
of the Facilities and Support Services Division. Records 

2. 

Disposition• Break file at end of year. Keep
consist of program planning and implementation, personnel in office 1 year, then transfer to the FRC. 
needs, work accomplishments, budgetary materials, and Destroy when 5 years
other program management activities. 

Freedom of Information Response File. Includes copies of Retentions Retain 2 years. 
incoming requests for information under the Freedom of 
Information Act, copies of replies, and copies of any inter­

3. 

Dispositions Break file at end of year. Keep 
agency memoranda, concerning the request. Notes this in office current plus l additional year, then 
file does not contain the Program's official record of destroy when 2 years old. 
information being requested. 

Contracts/Interagency Agreements. Contains documentation4. Rletentiona Retain 6 years. 
relating to the formulation, award, and changes in con­
tracts or interagency agreements for studies and support Dispositions Break file upon completion of 
services. Records consist of procurement requests, pro­ project. Keep in office l year, then transfer 
posals, justification statements, task orders, bid evalua­ to the FRC. Destroy when 6 years old. 
tions, award notices, copies of invoices, reports of pay­
ment, progress reports • 
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p U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES. , 
SCHEO.NO 

TITLE OF SCHEDULE COVERAGE OF SCHEDULE 

AGENCYWIDEFACILI'rIES AND SUPPORT SERVICES RECOHDS 
ITEM 
NO. 

1, 

NAME AND DESCRIPTION Of" RECORD/FILE RETENTION PERIOD AND DISPOSITION 

II. EMERGENCY PREPAREDNESS RECORDS' 

Retentions Permanent.Emergency Preparedness Program. These files contain plans 
-~irectives tor the continued operation of EPA in war­

Dispositions Break file when plans havetime OL ,_ -1 disaster, include correspondence, reports 
be~n superseded) or canceled. Keep inand instructions;-c11~L .~ nlans used in defense mobili­
office 1 additional year after complyingzation planning, evacuation shelL~L•- ---rnency relocation 
with criteria of Federal Emergency Manage-and the vital records prote~tion program. 

~~ Aaency (FEMA) for any material having 
a security~~ ,,t~ation. When the criteria 
has been complied witn, L -~~~fer to the 
Federal Records Center. Keep in FR~ LOL -­
years, then offer to the National Archives. 

_
1planning program.1

3 Emergency Plan Test Reports File, 

a. Official Reports. Reports of operations tests con­
sisting of documents which reflect consolidated or com­
prehensive reports reflecting Agencywide results of 
tests conducted under emergency plans. 

b. Working/Supporting Documents. Contain working papers 
accumulated from tests conducted under emergency plans, 
such as instructions to members participating ln tests, 
staffing assignments, messages, tests of communications 
and facilities, an~ retained copies of reports. 

ni~nositions Break file at end of year.1Keep 1n ott1ce .cu.c ~ z ......... -.::11·,. --..n--- • ._ 

Material must be destroyed in accordance ll: 

with security regulations. ~ 
► 
~ 
m 
ll: 
m 

Retentions Permanent ~ 
ll: 

Dispositions Break file when report is com­ % 
► 

pleted. Keep in office 2 years, then transfer C 
to the Federal Records Center. Offer to ,-► 
National Archives when 15 years old in 10 
year blocks. 

Retention: Retain 2 years. 

Disposition: Break file when report is com­
pleted. Keep in office for 2 years, then destroy. 

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

COVERAGE OF SCHE[lULtTITLE OF SCHE.DULE 

AGENCYWIDEFACILITIES AND SUPPORT SERVICES RECORDS 
ITEM NAME AND DESCRIPTION OF' RECORD/FILE RETENTION PERIOD AND DISPOSITIONNO. 

III. SECURITY RECORDS 

Retention& Retain 2 years.1. relating to the 

ea-k..Ula. 
office for 2 years, then destroy. 

Retention& Retain 2 years. 
the destruction of classified documents. 

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

2. Destruction of Classified Documents. Records relating to 

Retentionz Retain 2 years. 
Yo jntern~l rou~~­

Files consisting of forms,3. 

·-DisposftlorTT- Bf"eak rile at elid of year,ing and final disposition made of classified documents, but 
Keep in office for 2 years, then destroy. 

certificates and documents relating to Top Secret material 
covered elsewhere in this schedule. 

exclusive of classified document receipts and destruction 

Security Classified Accounting and Control Files. 

Registers maintained at control points to indicate Retentionz Retain 2 years. 
ac t security classified documents, re-
flecting the atch, or destruction of the Disposition: Break file after document is 

documents. ---------------J~d~oiw~~ngraded, transferred or destroyed. Keepin office for 2 years, then destroy. 

b. Forms accompanying documents to insure continuing ro. 
control, showing names of persons handling the 
documents, intraoffice routing, and comparable Disposition: Break file when re nt 
data. is downgraded, transferred, or destroyed, then 

destroy. 

Retention: Retain 2 years.s. 
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'>CHEO.NO
U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 

TITLE OF SCHEDULE COVERAGE OF SCHE:LIUU: 

WIDE 
RETENTION PERIOO ANO OISPOSITION 

III. SECURITY RECORDS 

Retentions Destroy. 
afe and padlock combinations, names 

of individuals knowing com ina , a.ta___ 
used to control access into classified document container. ·-r~a~n~e'.!~~~~~~~~~~~~~~~M~:.iic:_________J 
Security Storage Equipment. Files consist of forms or 

containers, then destroy. 

7. Surveys of Facilities Files, 

Retentions Retain 3 years. 
facilities conducted to insure adequacy of protective 
and· preventive measures taken to safeguard information 

a. Documents relating to surveys of Government-owned 

Dispositions Break file after survey is com­
,apleted. Keep in office 3 years, then destroy.and facilities against sabotage and unauthorized access. m 
n 
0 
,aRetentions Retain 3 years.b. Documents relating to security surveys of privately aowned facilities assigned security cognizance by EPA, and VI 

Dispositions Break file after survey is com­ I:related papers. 
►pleted. Keep in office for 3 years, then z 
►destroy. a 
m 
I:Retention: Retain 2 years.Fire, Explosion, and Accident Investigative Files. Case8. m 
Xfitu, i.uJ.udi □ J al} papecs r:@JatiDQ,tQ tbe lnye$tl<J.at:J.q_1).~•. -t-Disposition: Brea comp e on oof fires, explosions, and accidents. Ji::investigation. Keep for 2 years, ► 
Xtl,,en destroy. C 
> r-Retention: Retain 1 year. 

property or materials from EPA. 
Property Pass Files. Authorization for the removal of 

Dispositions Break file after expiration or 
revocation. Keep in office for 1 year, then 
destroy. 

10r"""'.G~u~a;r:d~A~s:s~i~g~n;m~e~n~t~sr;:a:n:d:::S:t:r:e:n:g:t:h::F:i:le=s=•------------~ ~~~ii~~~;~;;:::..,,,.......... ..._,.~________Ja. Ledger records. Retention: Retain 3 years. _ 

Dispositions Break1
Keep in office for 3 years, then destroy • 

.. 
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~CHt-11,NO
U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 

TITLE OF SCHt-[HJLl COVE.RAGE OF SCHEl>ULt 

AGENCYWIDEFAl"Tr T'T'fF.q A"1D ~IIPPORT SF:RVICES RECORDS 
ITEM RETENTION PERIOD ANO DISPOSITIONNAME ANO DESCRIPTION OF RECORD/FILENO. 

III. SECURITY RECORDS 

Files Relating to the Exercise of Police Functions. 

Retentions Retain 3 years. 
police co~~-,. 

-
a, 

. . r record of arrest, cars ticketed, and outside 

DisEosi tion1 Break file after final entry 
Keep in office for 3 years, then destroy. 

Reten~iv .,_.,fan 2 years.b. Reports, statements of witnesses, warning notices, 
and other case papers relating to arrests and traff le 

x~-LDisEosition1 Break file at end otviolations. 
Keep in office for 2 years, then. destroy,. -

12 Accountabilit:t for l'ersonal Pro2ert;t Lost or Stolen. 

Retentions Retain 3 years.a. Ledger Files. 

Dls2osition1 Break file after final entry. 
Keep in office for 3 years, then destroy. 

:. -.n • Retain 1 year •.. -..-·IL. .... 

• 
b. Reports, loss statements, receipts and other papers 
relating to lost and found articles. 

Dis2osition1 Break file at ena J - ..UL 

Keep in office for 1 year, then destroy. -
Retention: Retain 6 months.·13 11.~~~•ntabilitv Records for ICevs. Records of keys issued. 

h- .,1, ~f , .. after turn-in ofu ... "-"a.J'J~ A. 

key. Keep in office for 6 months, then 
destroy. 

Retention: Retain 1 year.
14 "'"'f+-n.-e t>-,.isters. Registers o~ logs used to record 

, - 'L -

names of outsuie contractoi:-::., -sea •'-'- ..-~L _ 

Dis2osition: Break f1.1.e at ena vL ~"'~'-•employees admitted to areas, and reports on automobiles 
Keet, in office for 1 year, then destroy.and passengers.. 

~ 
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U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES' .. 

COVE.RAGE. OF SCHE.[>ULI:.:, 1 ITLE:. OF SC►ltDUl E: 

AGENCYWIDE: FACILITIF.S AND SUPPORT SERVICES RECORDS 
,.ITEM RETENTION PERIOD AHO DISPOSITIONNAME ANO DESCRIPTION OF RECORD/FILENO. 

III. SECURITY RECORDS 

' 
:: 

1 Guard Force Facilitl Check Files. 

Retention: Retain 1 year._;1_ Data sheets, door slip summaries, check sheets, and 
guara c- .. _ - "" security violations (except copies in 

DisEosition: Break file at end of year.files or Agency secUL~ ... , 'Ct--s covered by item 21 of 
Keep in off1ee for 1 year, then destroy.this schedule). 

~· ·•• 
. Destroy • 

either do not reflect security violations, or for which 
the· information contained therein ls documented in the 

b. Reports of routine after-hours security checks which 

Dts2osition: Break file at ena U"L .h 

files defined in item 21 of this schedule. then destroy. 

Guard Service Control Files.Hi 

Retention: Destroy.a• Control center key or code records, emergency call 
records, and bu i 1<11 ng record and employee identification 

Dis2osition: Break file when material is- ----~s. 
superseded or obsolete, then destroy. 

Retention: Retain 1 year. 

test and punch clock dial sheets. 
b. Round reports, service repoi: ... v - • ... 1- .. rrupt ions and 

-·~...,nsition: Break file at end of year. 
l'nrKeep 1n <J,L. 1 year, then destroy. 

Retention: Retain 1 year. - c. Automatic machine patrol charts and registers of 
patrol and alarm services. -

Oiseosi tion: Break file at end of year. 
Keep in otfice for 1 year, then destroy. 

Retention:· Retain 2 years.Security Violation Files. Case file~ relating to investi-
yoc1,, ,,, uc- ... ----· r;t-., violations, but exclusive of

17 
nisnosition: Break file after completionfiles concerning felonies and papers ptaeea 1rr--&~~, ·-• ·-- --.~ ""'not tinal correCClv~ ~L ~:-~·· .. -.cPersonnel Folders. 
Keep in office for 2 years, then destroy. 

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

TITLE OF SCHEDULE COVERAGE OF SCHEDULE 

fACILITIES AND SUPPORT SERVICES RECORDS AGENCYWIDE 
ITEM 

NAME AND DESCRIPTION OF RECORD/FILENO. RETENTION PERIOD ANO DISPOSITION 

III. SECURITY RECORDS 

18. Security Violation Files (Felonies). Case files Retention: Retain 20 years. 
~ .. •~n t-o investigations of alleged security 

violations of a surL•~•- --~. ·-• -··~ ~ .. ture to be Dis12osition: Break file after date of last 
classed as felonies. ... ....... ' - - -Keen in office for S years, then 

transfer to the c .. U .. Lw~ - ·-- ,, ____ 

·-
in FRC lS years, then destroy. 

lCJ. EPA Classification and Declassification Committee File. Retention: Retain 10 years. 
Committee was appointed by the Administrator to implement 
~----·, .. luo Order 116S2 and the National Security Council Dis12osition: Break file when committee is 
Directive ot May ii, •~ -· - ~,,ft ,~~tudes security superseded or canceled. Keep in office for 
claRsification appeals and reviews, as well ascoiiipl~lnt~ -- ... ·--- .. ~-..... transfer to the Federal Records. 
or suggestions concerning the EPA Security Classification Center. Keep in FRI.: toe D y~-'L"' 

Program. Note: This Committee is no longer active. 

20. tnteragency Classification Review Committee. Records Retention: Retain 10 years. 
'-- rnrre~nonrlence and reports classifying or de-
classifying El'I\ secu,.~ 1 _: ·~·-~ -----.. s. Dis12os it ion: Break file when committee is 
Note: This Committee is no longer active. ,i n.- canceled. Keep in office 

for 2 years, then i:.raudL,;&. -- ~ 
. .... 

Records Center. Keep in FRC for 8 years, 
then destroy. 

21. Security Education: Records relating to security - hriefings that are presented to EPA employees. 

a. security Briefings Retentions See disposition 

Dis12os it ion z Keep in the office and destroy 
when the briefing is superseded or no long 
needed. 

b. Rosters of Security Briefings, Retention: Retain l year. 

Dis12osi tion z Break file at the end of the 
calend~r year. Keep in office l year, then 
destroy. 

,. ,. 
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U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 
(' TIT LE OF SC Hf DlJLE COVERAGE OF SCHEDULt 

FACILITIES AND SUPPORT Sf.RVICf.S RECORDS AGENCYWIDE 
ITEM 
NO. NA..E ANO DESCRIPTION OF' RECORD/FILE RETENTION PERIOD ANO DISPOSITION 

III. SECURITY RECORDS 

22. Security Inspection/Survey File. 
surveys and inspections completed 
facilities. 

a. Surveys 

b. Inspections 

c. Night Security Checks 

Document relating to 
on EPA offices and 

23. Guard Service. Records relating to contracts 
and performance of contract security guards. 

1:11. Contracts 

b. General Correspondence 

c. Nonperformance of Assigned Duties 

Retention:· Retain 3 years. 

Dispositions Break file after completion of 
next comparable survey. Keep in otfice 
3 years, then destroy. 

Retention: Retain 3 years. 
;;o 
mDispositions Break file after completion of n 
0next comparable inspection. Keep in office ;;o

3 years, then destroy. a 

Retention: Retain 

Disposition: Break 
of the check. Keep 
destroy. 

Retentions Retain 

Disposition: Break 
the contract. Keep 
then destroy. 

Retention: Retain 

Disposition: Break 

.,. 
)I::

1 year. ► 
z 
► 
c;lfile 1 year after completion min office for 1 year, then )I:: 
m 
z: 
-4 ., 
► 
z: 
C 
►

2 years. r 

file after completion of 
in office for 2 years, 

2 years. 

file when no longer appli­
cable. Keep in office for 2 years, then destroy. 

Retentions 1 year. 

Disposition: Break file after completion of 
the contract. Keep in office for l year, then 
destroy .. 

."-----------------------.1.--------------------1 



.. 

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

rlTLE OF SCHEDULE COVERAGE OF SCHEDULI::: 

FACILITIES AND SUPPORT SERVICES RECORDS AGENCYWIDE 
TEM 
NO. 

24. 

25. 

26. 

NAME AND DESCRIPTION OF RECORD/FILE RETENTION PERIOD AND DISPOSITION 

III. SECURITY RECORDS 

d. Post Orders 

e. Special Orders 

Securitv Container Information: Records showing the 
location and combinations of security containers. 

a. Location of Security Containers. 

' 

b. Security Container Combinations. 

Identification Credentials. Includes cards, badges, 
parking permits, photographs, agency permits to.operate 
vehicles, and property. 

Classified or Classifiable Information Nondisclosure 
Agreements. Copies of nondisclosure agreements such 
as SF 189, Classified Information Nondisclosue Agreement, 
signed by employees with access to information which 
is class if ie•I or Cldssif lable under standards put 
forth by Executive Order 12356. These forms should be 
maintained separately from personnel security clearance 
files. 

Retention: 1 year. 

Dispositions Break file as a Post Order is 
sup~rseded or discontinuance of the post. Keep 
in office for 1 year, then destroy. 

Retention: 6 months. 

Dispositions Break file upon termination of 
the Special Order. Keep in file for 6 months, 
then destroy. 

;a 
m 
n 
0 
;a 
0.,. 
~Retention: See disposition below. ► 
% 
►Dispositions Keep in the office and destroy c;l 
mwhen the security container is moved or take 
m ~ out of service. 
?i 

Retention: See disposition below. s 
► 
% 
C:Disposition: Keep in office and destroy when 
►the security container combination is changed r-

or when the container ls taken out of service. 

Retention: Retain 3 months. 

Disposition: Break file after credentials are 
returned to issuing office. Keep in office for 
3 months, then destroy. 

Retention: Retain SO years. 

Disposition: Keep in office SO years from 
date of Agreements, then destroy. 
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SC.HEO,NO
U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 

l'-ITLE OF SCHEDULE COVERAGE OF SCHEL>ULE 

AGENCYWIOEFACILITIF.S AND SUPPORT SERVICES RECORDS 
ITEM 
NO. 

1. 

2. 

4. 

, . 

RETENTION PERIOD ANO DISPOSITIONNAME ANO DESCRIPTION OF RECORD/FILE 

IV. PROPERTY RECORDS 

Sur lus Personal Pro ert Case Files. Case files on sales 
o surp us persona property, comprising invitations, bids, 
acceptances, lists of materials, evidence of sales, and re-

correspondence (other than those turned over to re­
ceiver. 

a. Transactions Retentions Retain 3 years after final 
payment. 

Propertf Records 
reflecting property 

Dispositions Break file after final payment. 
in office for 3 years, then destroy. 

b. Transactions of more than $10,000. final payment. 

Disposition: Break file after 
Keep in office-for 2 years, then transfer 
the Federal Record Center. Destroy when 6 
years old. 

(Voucher Register). Mechanized register Retention: Retain 3 years. 
items having activity during period 

it trial 
and includes transactions such 

u 
as the following: 

transactions establishing new items, receiving reports, 
issues, inventory adjustments, etc. 

Maintenance Files. Documents showing maintenance Retentions Retain 3 years. 
performed and required facility operations. 

Disposition: Break file after completion 
of proJect. Keep in office for 3 years 
then destroy. 



___________________________ 

U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 
TITLE OF SCHEOULE 

FACILITIES AND SUPPORT SERVICES RECORDS 
IT€M 
NO 

6 

NAMI; AND DESCRIPTION 01" RECORD/l"ILI! 

IV. PROPERTY RECORDS 

Repair Requests. Requests for repairs and orders, 
including correspondence, drawings, work sheets, 
and all related material. 

. 

COVERAGE OF SCHEDULE 
AGENCYWIDE 

Retentiona Retain 3 years. 

OSITION 

Dispositiona Break file when obsolete or upon 
completion of repairs. Keep in office for 3 
years, then destroy. 

I 

I 

SCHED,NO. 

__,____________________________..J. ....J 
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service to ve 1c e 
tion work orders, and motor vehicle 

U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 
TITL~ OF SCHEDULE 

FACILITIES AND SUPPORT SP.RVICES RECORDS 
ITEM 
NO. 

2. 

3. 

s. 

6. 

NA.,E ANO DESCRIPTION OF RECORD/FILE 

V. MOTOR VEHICLE RECORDS 

Motor Vehicle Operating and Maintenance Records. 

cords 

b. Maintenance Records. 

Vehicle Release Files. File includes certificates of 
release, copies of title papers, and related correspondence 
a 

Leased Vehicles from GSA. Case 'files on vehicles leased 
A nc u~1ng EPA copy of GSA-1152, regarding 

COVERAGE OF SCHl:.DULE 

AGENCYWIDE 
RETENTION PERIOD AND DISPOSITION 

Retention: Retain 3 months 

Disposition1 Break file after 3 months, then 
destroy. 

etention: Retain l year. 

Disposition1 Brea 
Keep in office for 1 

Retention1 Retain 4 years. 

ear. 
destro. 

n: Break file after vehicle leaves 
Agency custody. Keep no 1ce or year 
then destroy. 

Retention: Retain 4 years. 

vehicle is 



,J t I 

U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 
--flTLE OF SCHE'UULE COVE'RAGI::: OF SCHEOULt 

AGENCYWIDEFACILITIES AND SUPPORT SERVICES RECORDS 
ITEM 
NO, NAME ANO DESCRIPTION OF RECORD/FILE RETENTION PERIOD ANO DISPOSITION 

V. MOTOR VEHICLES RECORDS 

Retentions Retain 3 years.Operation of Government-owned Vehicles. Records relating 
.v • -··--- ouerat1on of Government-owned 

n,~nosition: Break file after se~arationvehicles, including driver tests, au1: ·~·~1uL~ 

of employt!e at' rec~~"'~"-'' ~~ --= ·-- ... - ..safe driving awards, and related correspondence. 
ment-owned vehicle. Keep in otfice for 3 
years, then destroy. 
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U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 
TITLE OF SCHEOULf. COVERAGE OF SC.HEDULt 

AGENCYWIDEFACILITIES AND SUPPORT SERVICES RECORDS 
ITEM RETENTION PERIOD ANO DISPOSITIONNAME ANO DESCRIPTION OF RECORD/FILENO, 

VI. TRANSPORTATION RECORDS 

Freight Records. Consisting of export c~rtificates, 
transit certificates, demurrage car record books, 

ipping documents pertinent to freight classification, 
mem um copies of Government or commercial bills of 
lading, s e, demmurrage reports, parcel post ship-
ments, and all . orting documents, including files re-
lating to the shipmen household effects. 

1. 

Retentions Retain 3 years.a. Issuin 

Dispositions Break file at end of l year. 
Keep in office for 3 years, then_ destroy~ 

6 years.b. Records of International Shipments. 

Dispositio. end of year. 
Keep in office ears, then transfer to 
Federal Records Center. stroy when 6 years 

at end of l year. 

old. 
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3. 

4. 

c. Other Copies. 

satisfactory condition because of deficiencies in pre­

documents relating to outbound shipments of salvage or 

fraight for shipment. 

Inbound Aill of Lading Files. Includes documents 
to inhound shipments where freight charges are pre-

paid by t e s 1pper; • 
of lading, freight hills, transit privilege bills of lading 
cross-reference sheets, similar documents and related cor­
re,spondence • 

Retention: Retain 

Disposition: Break 
Keep in office for 

Retention: Retain 

• 

3 years. 

Retention: Retain 2 years. 

fl ear 
Keep in office for 2 years, then destroy. 

Retentions Retain 2 years. 

on: Break file at end of l 
Keep 1n office or 

l year. 

file 
l year, then destroy. 

servation, packaging, marking, loading, storage, or 
handling. 

Prepaid Outbound Salvage Bill of Lading Files. Includes 

.. "----------------------1---------------------1 



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

7. 

classifications, and similar matters. 
in: Break file when rate is 

TITLE OF SCHEDULE 

FA IL TIES AND SUPPORT SERVICES RECORDS 
ITEM 

NAME ANO DESCRIPTION Dir RECORD/irlLENO. 

VI. TRANSPORTATION RECORDS 

s. R R /or Tariffs. Documents relating to 
li~ited tenders of reduced rates and/or 

tar s sum tted by commer 
transportation of freight. 

Negotiations on Rates, Freight Classifications, etc. 
Documents relating to negotiations wi~h carriers or 

6. 

COVERAGE OF SCHEDULE 

AGENCYWIDI': 
RETENTION PERIOO ANO DISPOSITION 

Retention: Retain 1 year. 

rates or tariff 

Retentions Retain 3 years. 

https://SCHEO.NO
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. U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES .. . 
TITLE QF SCHEDULE 

FACILITIES AND SUPPOR'r SERVICES R!-.:CORDS 
ITEM 
NO. 

1. 

2. 

3. 

-

. 
-· 

... 
• 

NAME ANO DESCRIPTION OF RECORD/FILE 

,
VII. COMMUNICATIONS RECORDS 

Communication Program Files. Documents providing.. ofr:,.,._ Li-: .... -,. - •.-iiilnnm~nt the communications seg-
ment. 

Corresoondence and Reoort Files. Correspondence and 
-----~ f 11-~ of the unit responsible for the communica-
tion function. 

Wire and Wireless Message Files. . 
•- Cnnies of incoming and outgoing wire and wireless 
messages ancl af.l Lt:J:<11.'-u L--v•u~ 

.... _, __ .L -~- .. """ telescrlbers tapes. 

Co Original copies of outgoing messages retained by 
communications unit. 

(1) Authorization copy not duplicated elsewhere 
showing time of dispatch. 

the 

(2) Authorl ut ion copy duplicated elsewhere and show-
ing time of dispatch. 

(3) Message log. 

COVERAGE OF SCHEDULL 

AGENCYWIDE 
RETENTION PERIOD ANO DISPOSITION 

Retention: Retain 3 years. 

-. . - .! L • . n .-L Fl 1 .. ···'--- -- , ,,,,.. no..rled .___ 

Keep in office for 3 years, then destroy. 

Retention: Retain 2 years. 

~· - .! .._ l --.- • n- ~I, F41,:, ~t- .,n,'I nf 1 v,:,,.r. 

Keep in off ice for 2 years, then destroy. 

Retentions Retain 6 months. 

Diseos1t1on1 BreaK t1.1e at1.t:1. Q ,uvUIL..u~ a ,u 

destroy. 

Retentions Destroy after message is dis-
__ L ~L .I . 
Diseosition: See Retention above. 

I 

' 
Retention a Retain 2 years. 

Diseositions Break file at end of l year. 
Keep in off ice for 2 years, then destroy. 

Retention: Retain 6 months. 

Diseosition: Break file after 6 months then 
destroy. 

Retention: Retain 2 years. 

Diseositionr Break file after 6 months. Keep 
in office for 2 years, then destroy. 

SCHED.NO 
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U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 
TITLE OF SCHEDULE COVERAGE OF SCHEDULE 

FACILITIES AND SUPPORT SERVICES RECORDS AGENCYWIDE 
ITEM 

MAMIE ANO D•ICRIPTION OP' RIECORO/FILI! RIETIENTION PIERIOO ANO DISPOSITIONNO. 

VII • COMMUNICATIONS RECORDS . 
4. Messenaer Service. Messenger service records including Retention a Retain 2 months. . . . - - - -- ·- ·-- L ______ _.D ...... fnc,trn-tf--,c, deliverv~ I .,. 

receipts, route schedules, and related and similar UlS(!OSltlon& Break t:11e attar, moncns, c111:111 
records. dest,roy. 

s. Registered and Insured Mail Files. 

a. Record of received or dispatched registered mail Retentions Retain 1 yeaL".
pouches. 

~ DiB(!OSition1 BL"eak file at end of 1 year. 
Keep in office fol" 1 year, then destroy. 

b. Receipt for incoming and insu .. , . Retention a Retain 1 year. 

- ,ftion1 Break file at end of 1 year. 
Keep ln ofi:.1. ...., 1 vear, then destroy. 

Co RecoL"d of incoming and outgoing registered and Retention a Retain 1 year. 
insuL"ed mail. 

Dis12osition1 Break file at end of 1 year. 
Keep in office for 1 year, then destroy. 

d. Return receipts fol" L"egisteL"ed, insuL"ed, and special 1'etention1 Retain 1 year. 
deliveL"y mail. 

Dtseositionl Break file at end of 1 yeaL". 
Keep in office for 1 year, then destroy. . 

6. Statistical Reoorts. Shows postage used on outgoing mail. Retention• Retain 6 months. 

Dis(!OSition & BL"eak file aftel" L"epoL"t is 
completed. Keep in office for 6 months, then 
destroy • 

7. .,__ --, .. _ .. f on Reoorts. Shows mail handled and woL"k peL"formed. Retention a Retain 1 year. 

LIL-, I,&. ... .&...__. • 
,,,. __ ,,.,.., .. r ..nnrt is 

completeel. Keep in office for l yeaL", tnen 
destL"oy. 

B. ______.. _,, 0 -reiots. Shows mail and packages L"eceived Retention a Retain 6 months. 
through the offlClal mail ana mcSS,:: ,_,.,._ "'"''- v~--. ..__., 

Diseosition1 BL"ea k file after 6 months, then-
destL"oy. 

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

TITLE OF SCHEDULE COVERAGE OF SCHEDULE 

AGENCYWIDEFACILITIES AND SUPPORT SERVICES RECORDS 
ITEM MAMIE AND DIESCRll"TIDN DI' RIECDRD/l'ILE RIETENTIDN PIEAIOD AND DISPOSITIONNO. 

VII. COMMUNICATIONS RECORDS 

Retentions Retain 1 year.9. Report of Loss, Rifling, Delay, Wrong Delivery, or Other 
T .,._~~.,~m,,..,t of Mail. 

-, ·• .. •~"• R~,.,.1, f'tle after report is 
completed. Keep in office for J. year, 
then destroy. 

Retention: Retain 6 years.10. Official Mail Reimbursement Reports. 

Dispositions Break file after report is 
completed. Keep in office for 2 years, then 
transfer to the FRC. Destroy when 6 years 
old. ;II 
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U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 
'>CHEO.NO 

LE OF SCHEDULE" COVERAGE OF SCHEDULE 

CILITIES AND SUPPORT SERVICES RECORDS AGENCYWIDE 
NAME ANO DESCRIPTION OF RECORD/FILE • RETENTION PERIOD ANO DISPOSITION 

VIII. PRINTING RECORDS 

~ouisition$ on the Public Printer. Also includes all Retentionr Retain 3 years. 
nnnrt-lnn naoers. Current fiscal year plus previous 

nisoositions Break file after completion2 fiscal years. 
or cancellation <>L L..:~uL<>L~A~ • ·c- _ 

office for 3 years, then destroy. 

Job Records. Includes all related papers pertaining 
to printing, duplicating, and distribution jobs. 

a. Files pertaining to the accomplishment of the job, Retention: Retain l year. 

2. 

Dispositions Break file after completion of 
job. Keep in office for l year, then destroy-::,..~,.~t~n;in:g~t~h~e~r~e~q~u~i:s~i~t~i~o~n:a~n~d=a:l~l:r:e:l:a:t~e:d~p~a~p~e~r~s~-~:;---i-~~::;:~~~::;~~~==~~~~=~:~_______Jg~::o:~ 

b. Files pertaining to planning, standards, cost, and Retention: ~=~~- ~ _ ---
related technical matters.r Disposition: Break file at end of l year. ~ 

Keep in office for 3 years, then destroy. c,
"':s: 

3. Control Registers. Pertains to requisitions and work Retention: Retain l year. m 

Disposition r Break file after close of -~~-~-.~.,~.~;;;;;;;:;;::;:~~~-:.::.:.::::.::::.::..:::.:.:::::::::::=:~=~~•~---i-f;~~~~~;~~~~~~~~~J;;~~~:::~:.______J~~:-LL~ • --·•-··•i,-hcomoiled. Keep in office ~ for l year, then destroy. 
r 

4. Reports to Congress. 

a. Agency reports to the Joint Committee on Printing re- Retention: Retain 3 years. 
- oarding operation of •Printing Plants,• procurement of 

Disposition, Break file after completioncom...~L-• ;-inting and inventories of printing plant 
of report. Keep in office tor 3 years, thenequipment. 
destroy. 

Retain l year.b. Coples in subordinate units of the above reports and 
related work papers. 

Disposition, Break file after cv...~~-~ 
report. Keep in office for l year, then•. destroy. 

s. JCP Authorizations. Correspon<lence and authorizations by 
the Joint Committee on Printing and related papers. 



·: . 

TITLE OF SCHEDULE COVERAGE OF SCHEOULt. 

6. 

NAME ANO DESCRIPTION OF RECORD/FILE 

VIII. PRINTING RECORDS 

shment, relocation, and disestablishment of 
plans. 

nsfer, and disposal of equipment. 

Mailing or Distribution Lists. 

a. Correspondence, request forms, and other records 

AGENCYWIDE 
RETENTION PERIOD ANO DISPOSITION 

Retention: Retain 2 years after relocation 
disestablishment of printing plants. 

Break file after relocation or 
ent of printing plant. Keep in 

office for 2 year , ro. 

Retention: Retain 2 years. 

Retention, Retain 3 months. 
relating to changes in mailing lists. 

•. 

.-

U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 

Retention: Destroy when canceled or revised. 
-:b~.-:c:a~r~d~:l:i:s:t:s~.:-------------------------~-i;iiii;i~;:::~::::~~~=:=~-------j;~ 

Dis12osition: 
?1 c. Plate or stencil mailing lists. Retentions Destroy when canceled or revised. ! 
,-► 

Dis12ositions See Retention Above. 

7. Office Copying Equipment Files. 

a. Procurement requests, justifications, approvals, Retentions Retain 2 years. 
o rental equipment 

of(includes equipment in printing, dupl1cat1on, or 
production facilities). • equipment or disapproval. 

2 years, then destroy. 

Dis12ositions Destroy 3 months after revision. 

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

FACILITIES ANO SUPPORT SERVICES RECORDS 

COVERAGE OF SCHEDULE 

AGENCYWIDE 
ITE.. 
NO. NAME AND DESCRIPTION OF RECORD/FIL£ RETENTION PERIOD AND DISPOSITION 

VIII. PRINTING RECORDS 

b. Monthly production records. Retentions Retain current years plus 3 months. 

Dispositions Destroy 3 months after inclusion 
of data in annual reports. 

c. Production records or reports (other than daily), 
cost records (including repairs, maintenance, supplies, 
operating labor, depreciation) and studies. 

Retentions Retain 5 years. 

Disposition, Break file when machi~e is dis­
posed of. Keep in office for 5 years, then 
destroy. 
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U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 

_.. 
IT LE OF SC Hf DULE 

FACILITIES AND SUPPORT SERVICES RECORDS 
ITEM 
NO, 

1. 

2. 

.. 

NAME ANO DESCRIPTION OF RECORD/FILE 

IX. REAL ESTATE AND MANAGEMENT RECORDS 

Space Management Files. Records relating to the allo­
cation, utilization and release of space under EPA 

related reports to General Services Admln-

a. an files and related EPA records utilized 
in slgnment, and adjustment. 

b. Other correspondence and reports to subordinate 
within EPA relating to Agency space holdings and 
requirements. 

(1) Agency reports to GSA regarding space occupied 
in •Metropolitan Washington• and outside the District of 
Columbia, and related papers. 

(2) Coples in subordinate reporting offices and relat­
ed work paper. 

Project Requests. Documents relating to project 
re uests, inclurling approval, establishment or 

ess 

COVERAGE OF- SCHEDULE:. 

AGENCYWIDE 
RETENTION PERIOD ANO DISPOSITION 

Retention: Retain 2 years. 

Dispositions Break file after termination 
of assignment, or when lease is canceled, 
or when plans are superseded or 9bsolete~ 
Keep in office for 2 years, then destroy. 

Retentions 

Dispositions 
completed. 
destroy. 

Retentions 

Disposition: 
completed. 
destroy. 

Retention:· 

Disposition: 

for 1 year, 

Break 
Keep in 

Retain 1 year. 

Break file after report 
Keep in office for 1 year, 

Retain 5 years. 

is 
then 

Break file after completion
tfice 

then transfer to the Federal 
Records Center. Keep in FRC for 4 years, 
then destroy • 
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U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 
TITLE. OF SCHEDULE 

FACILITIES AND SUPPORT SF.RVICES RECORDS 
.. AME A.,O OESCRIPTIO.. OF RECORD/FILE 

IX. REAL ESTATE AND MANAGEMENT RECORDS 

Real Property Records. 

~itle papers documenting the acquisition of real 
9Perty. Record include lease files, individual 

fac files, construction control files, building
plans, a ecifications, etc. 

( 1) 
abstract 

(2) Abstract or certificate of title • 

other than 

b. Real property reports consisting ofs real property re­
ports to GSAs inventory reports of jurisdictional status 
of Federal areas within States1 and report of EPA total 
facilities. • 

Surplus Real Property Case Files. Case files on disposal 
of surplus real property and related personal property. 

Retentions 
release. 

Retain lU years after sale 

Dispositions Break file after sale or 
lease by the Government of conditions, 
tions, mortgages, or other liens. Keep 
office for 3 years, then send to FRC. 
when 10 years old. 

See disposition below. 

ITEM 
.. o. 

3. 

4. 

.. 

COVERAGE OF SCHEDULE 

AGENCYWIDE 
RETENTION PERIOD AHO DISPOSITION 

or 

re-
restric­

in 
Destroy 

Disposit1 to new 
custodian upon letion of sale, trade, or 
donation proceeding , 
money mortgage. 

Retention: Retain 

file when information 
Keep in office for 

transfer to the Federal Records 

S years. 

Dispositions Break 
is no longer needed. 
l year, then 
Center. Destroy when S years old. 

Retention: Retain 10 years. 

Disposition: Break file upon disposal of 
property. Keep in office for 3 years, then 
transfer to the Federal Records Center. 
Destroy when 10 years old • 
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::.CHEO.NO
U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 

COVERAGE OF SCHEDULETITLE OF SC ► ttOULE 

AGENCYWIDEFACILITIES AND SUPPORT SP.RVICES RECORDS 
ITEM RETENTION PERIOD AND DISPOSITIONNAME AND DESCRIPTION OF RECORD/FILENO. 

IX. REAL ESTATE AND MANAGEMENT RECORDS 

s. Construction Project Reports. Reports showing the prelim­
....._' --- de~ign of proposed construction projects. Includes 

design c,,~ ·- ...!.Eade-off studies and estimate of cost. 

a. Authorized P~o~je;;;c;t~s:.:-------------------+-~R;e;t:e:n;t~i:o~n~:~;Retain 5 years. 
Disposition: Break file after completion or 
dis-- -- ~f project. Keep in office for 

5 years, then:-::-:-:-:~-::::----:------:-----------1
Retention: Retain 4 years.b. Unauthorized Projects. -
Disposition: Break file when no longer 
active. Destroy 4 years after date of last 
document. 
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Atch to SF 115 (Revised Item Numbers compared to Previous Item Numbers, 

Schedule Number, and NARS Job Number) 

Title Of Schedule: Facilities Am Support Services Records 

REVISED PREVIOUS 
Item Numbers Item No.,.Schedule No. NARS Job No. 
I - Genera1 Records 

1 (New) 
2 (New) 
3 (New) 
4 (New) \ 

II- _Emergency Preparedness Reco+ds B-3 NCI-412-75-2 
1 \ 1 
2 ,, 2\
3 3 ... '-I 

. III- Security Records ~-7 NCI-412-75-3 
1 1 
2 2 
3 3 
4 4 
5 5 
6 6 
7 ·7 
8 8 
9 9 

10 10 
11 · ------11 

12 12 

17 20. 

21 (New) 
22 (New) 

13 13 
14 14 
15 15 
16 16 

18 21 
19 22 
20 23 

• 23 (New) 
24 (New)
2,s . 

•• ~ • ~---l- b Ne.vl 7 cs-,s)
IV- Property Recor s _ B-8/B-15 NCI-412-75-2 

1 2 (B-8)
2 4 (B-8) 

4 4 (B-15) 
3 \ 6 (B-8) 

..-
5 5 (B-15) 
6 6 (B-15) 

v- Motor Vehicle Records B-9 NCI-412-2 
1 
2 .. . 1 

2 
3 3 
4 4 

.5 5 
~- ! 6 6 

7 7 
8 8 



... , .. I ... 
♦ 

,v~nsportation Records B-10 NCI-412-75-2 
.
• 

1 1 
2 2 
3 3· 
4 4 
s 5 
6 6 
7 7 

VII- Communication Records 
1 , 1 
2 2 
3 3 
4 4 
5 5 

• '· 
7 ,, 7 
6 ; 6 

8 8 
g 9 

10 11 
11 12,.,.12 -·· : 

VIII- Printing Records· B-12 NCI-412-75-3 
1 . 1 
2 2 
3 3 
4 4 

5 .5 
6 6 

- - ·- -· .. 7 - . ... ·'--·· 7 
IX- Real Estate & Management~ Reds B:-15/B-8 NCI-412-81-l(Withd 

1 l (B-15) 
2 3 (B-15) 
3 5 (B-8)
4· 4 (B-8) 
5 2 (B-15) 
6 l (B-8). 

• 
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Ate.~ -/o SF /l~ (Info for "PERMANENT" retention records] 

Title Of Schedule: Facilities And Support Services Records 

Volume Growth Arrangement 
Item No. On Hand Per Year Of Files 
3.a·. (II.) 1 Cubic Ft. ¼ Cubic Ft. Numerical 
Erner. Prep. Reds 
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