
INACTIVE - ALL ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: NC1-412-85-28 

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 Items are either obsolete or have been superseded by 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Item 1 was superseded by N1-412-94-002 item 18 and N1-412-06-006 schedule 127 

Item 2 was superseded by N1-412-94-002 item 3 and N1-412-06-006 schedule 006 

Item 4 was superseded by N1-412-07-062 item 3 

Item 16 was a filing instruction 

Item 21 was superseded by N1-412-07-062 schedule 570 

Item 22 was non-record convenience copies 

All other items were not appraised 

Date Reported: 09/07/2022 NC1-412-85-28 

INACTIVE - ALL ITEMS SUPERSEDED OR OBSOLETE 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

(See Instructions on reverse) A/C /-'{/)-cf S--).~ 
DATE RECEIVED s-To, GENERAL SERVICES ADMINISTRATION 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 8-:z. t:-? 
l FROM (Agency or establ1shm1mt) NOTIFICATION TO AGENCY 

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

2 MAJOR SUBDIVISION the disposal request, 1nclud,ng amendments, Is approved 
except for items that may be marked "d1spos1t1on not 
approved" or "withdrawn" in column 10 If no records 

Personnel Management Division 
3. MINOR SUBDIVISION are proposed for d 1sposal, the signature of the Arch1v1st 1s 

not required 

4 NAME OF PERSON WITH WHOM TO CONFER DATE ARCHIVIST OF THE UNITED STATES5 TELEPHONE EXT. -(_r;;r-382-5911Thomas Tasker ~I ~-'!:,J,8(,.382-5912Harold Webster ~- -
6. CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorized to act for thts agency in matters pertaining to the d 1sposal of the agency's records, 
that the records proposed for disposal in this Request of 8 page(s) are not now needed for the business of this 
agency or wlil 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 ~ 1s unnecessary 

B DATE D TITLE 

Agency Records Management Officerf/a3/ts 
10 ACTION9 GRSOR7 TAKENSUPERSEDED8 DESCRIPTION OF ITEMITEM (NARSUSEJOB(With Inclusive Dates or Retenhon Periods)NO ONLY)CITATION 

Personnel Records Control Schedule is being revised ppendix 
to make it consistent with the Program's current B 
operations. The revision of this schedule is part chedule 
of a major review and update of the EPA Records 6 
Control Schedules. 

1 - 22 

Attached is a copy of the revised Personnel Records 
Control Schedule. 

115--108 STANDARD FORM 115 (REV 8-83) 
Prescribed by GSA 
FPMR (41 CFR) 101·11 4 



U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 

TITLE OF SCHEDULE 

ERSONNEL RECORDS 
ITEM 
NO 

l. 

2. 

3. 

NAME AND DESCRIPTION OF RECORD/FILE 

Personnel Correspondence Files. Correspondence, reports, 
memoranda, and other records relating to the general 
adm1n1strat1on and operation of personnel functions, but 
excluding records spec1f1cally described elsewhere in this 
schedule and records maintained at the Agency's staff plan­
rung levels. 

Program Management File. Consists of records related to the 
ma~agement and administrative support of each unit of the 
Personnel Management Division. Records consist of program 
planning and 1mplementat1on, personnel needs, work accom­
plishments, budgetary materials, and other program manage­
ment activities. 

Official Personnel Folders (civilian). 

Permanent Material (right side of folder). Documents 
accu ated to provide an official record of personnel 
actions taining to an employee's status and service. 
The Federal sonnel Manual specifies the documents 
required for inc ion in Official Personnel Folders. 
(Note: Official per el Jackets of Commissioned 
Officers 1n the Public th Service are maintained by the 

Ile, Maryland). 

COVERAGE OF SCHEDULE 

AGENCYWIDE 
RETENTION PERIOD AND DISPOSITION 

office 1 year, then transfer to the FRC. 
when 5 years old. 

Retention: Retain 3 years. 

Disposition: Break file at end of year. 
office 3 years, then destroy. 

Retention: Retain 5 years. 

Disposition: Break file at end of year. 

Retention: Retain folders of EPA employees until 
separated or transferred (see Disposition for 
detailed information on the proper handling and 
disposing of Official Personnel Folders). 

Disposition: Official Personnel Folder of EPA 
employees will be disposed of 1n accordance with 
instructions in the FPM and the following: 

(1) Folders for employees separated for 
active military duty who have restoration rights 
and employees transferred to public international 
organ1zat1ons with reemployment rights will be 
retained until reemployment or expiration of these 
rights. (2) Folders for employees reached for 

uction in force whose names have been entered on 
the mployment Priority List will be retained 
until tfi names are removed from the list. (3) 
Folders for loyees who were involuntarily sepa-
rated and who ap 1 their separation may be re-
tained until the app 1s resolved. (4) Folders 
for separated employees whom permanent records 
are outstanding or for whom r ement, insurance, 
or other claims are being adJudic d may be re-
tained for the additional time requir 

ma 
employed 

their folders 
two years 

o obtain 
and file the records or to adJudicate cla 
(5) Where there 1s a work situation which 
1t probable that the same people will be 
repeatedly for short periods of time, 
may be retained for a maximum period of 

Keep in 

Keep in 
Destroy 
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Folder 

U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 

TITLE OF SCHEDULE 

ERSONNEL RECORDS 
ITEM NAME ANO DESCRIPTION OF RECORD/FILENO 

4, 

6. 

Agency Personnel 
Corps Personnel). 
of status and service of personnel temporarily assigned to 
EPA. The PHS Personnel Department spec 1 fies the "duplicate•• 
documents to be ma1nta1ned by non-PHS agencies. 

(left sid folder). Documents ma1n-
e left side of the Official 

1n accordance with the 

Folders (Public Health Service Comm1ss1oned 
Documents accumulated to provide a record 

COVERAGE OF SCHEDULE 

AGBNCYWIDE 

RETENTION PERIOD ANO DISPOSITION 

after the date of their last separation. (6) 
ders for employees who were 1nvoluntar1ly 

sep ated and who are entitled to severance pay 
under ect1on 550.702 of the Office of Personnel 
Manageme regulations shall be retained until 
the former ployee 1s reemployed without time 
l1m1tation s reemployed under an appointment 
limited to more an one year, after a brea~ of 
more than three da , or until the severance pay 
fund 1s exhausted, w chever comes first. 
Employee transferring t another Federal Agency 
follow instructions 1n FP Employees who have 
separated transfer folders t inactive 
accordance with the FPM, then nsfer 
to NPRC, (CPR), st. Louis, MlSSOU , 30 
after separation. 

Retention: Retain l 

1On: Break 
1 year, 

Retention: Retain 2 

D1spos1t1on: Break file upon separation or trans­
fer. Keep 1n office 2 years, then destroy. 

year. 

years. 

file in 
folders 
days 

SCHED NO 
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Employment. 

l1cat1ons for employment and related papers, exclud­
1ng (a} reco O1ntments and requ1r1ng 
Senatorial conf1rmat1on, and (b app in 1n 
appointment filed 1n the Official Personnel Folder. 

Retention: Retain 2 years for SES and l year for 
non-SES, 

Break file upon receipt of Office of 
Personnel Managemen s ect1on or 
when 2 years old, whichever 1s earlier. Keep 
office 2 years for SES and l year for non-SES, then 
destroy. 
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SCHED NO
U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES· 

COVERAGE OF SCHEDULETITLE OF SCHEDULE 

AGENCYWIDEPERSONNEL RECORDS 
ITEM RETENTION PERIOD ANO DISPOSITIONNAME ANO DESCRIPTION OF RECORD/Fli.ENO 

..... , - ---..o. t:'v!::!."'l n::i.r 100 Records. Retention: Retain 2 years.-· - ·~ 

D1spos1t1on: Break flle at end of year. Keep in 
office 2 years, then destroy. 

c. All other employment records such as records of special Retention: Retain 2 years. 
recruitment programs for shortage categories, employment 1n 
the excepted service, use of non-profit employment services, Dispos1t1on: Break file at end of year. Keep in 
and records of appointments outside the register. office 2 year, then destroy. 

Aono1ntment r'iles. Correspondence, letters, and telegrams7. . 
n~ appointments to potential employees . 

Retention: Same as item 3b. 
with temporary personnel papers • ·-~~ s1de of folder. 

Disposition: Same as item 3b. 

a. Accepted AE12ointm~ Tf appointment is accepted, flle 

'- .Re Retain 1 month.b. Declined Appointments. If appointment is decllned. 

Dis12osition: Break flle .,_ - 1 month. Return to 
OPM with reply and appl1cat1on lf 0--··- received 
from certificate of el1g1bles. - -Certificate Files.8. 

0 Retention: Retain 2 years.=-uests for- cer-t1ficate of el1g1bles,-· 
Dis12osition: Break file after certificate is 
closed. Keep in office and destroy 2 years after 
date of certificate. 

Retent1on:-......~•n 2 years.b, Cert1f1cate of eligibles. 

"--..... , C!DisEos1t1on: Break file after cerLiL-
closed. Keep 1n office and destroy 2 years afte1. 
date of certificate. -

Class1f1cation,9. 

Retention: Retain 5 years. 
YV~L_a, rasnons1bilit1es, and supervisory relationships of 
each position witfi"i~v-er-ganl.~<!~_io.n..:__ !,hese 1nch1de 

a. Pos1t1on Descr1Et1on Files. Documents which describe 

Dispos1t1on: Break flle as position descriptions 
copies of pos1t1on descr1p~1ons of Genera1-scheduJ.e-a.ruL._ become inactive. Keep in office 5 years, then 
Wage Board positions, pos1t1on description amendments, cer- ---'-1.. ·.z 

t1f1cat1ons, checklists or f1ll-1n descr1pt1ons, multiple 
or standard descr1pt1ons and related papers. . 
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Retain 5 years. 

Break file at 
survey, Keep 

Retain 2 years. 

Break f 1 le at 
Kee'];l-t~2--,y,acw..ia...-.i..~iJ.1....!.!!i:.!?.!::£!~=------------_J 

Retention: Dispose when action 1s completed. 

Disposition: Break file after completion of per­
sonnel action, then destroy. 

Retention: Retain 2 years unless an appeal or 
1s pending, 

at end of year. Keep in 
years, ,,.,.._nPstroy, unless an appeal or 

court case is pending, e fter the case 1s 
resolved, whichever is later. 

Retention: Retain until superseded. 

Disposition: Destroy when superseded. 

Retention: Retain 2 years. 

Disposition: Break file at end of year. Keep in J 

Retention: 

destroy. 

Retention: 

....._-L.,o...1=s='p~o.;:;s-i;..;t::..;1;;.o~n: 

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

TITLE OF SCHEDULE 

10. 

11. 

12. 

NAME AND DESCRIPTION OF RECORD/FILE 

Classification Survey Files. Documents created 
stematic examination of the essential 

aspects of all positions and structuring 
within an area. Included are pos1t1on survey repor , 
records of classification surveys, position review classifi-
cations, review papers, recommendations, and related papers. 

Personnel Action Files (SF 50), Copies exclusive of those 
rsonnel Folders accumulated to provide a 

record of inspect 1On, s ·at 1st 1cs;-re-f.e~ce.a,.,p;::,e.P.,!!...r.,.a"'t_1;..;o;..;n 
of reports, etc. 

Miscellaneous Personnel Records Files. Correspondence and 
forms 1n operating personnel offices relating to personnel. 

and forms relating to pending personnel 

b. Retention Registers (including card f1 
papers}. These are lists or printouts prepared be o 
reduct1on-1n-force for each competitive level aftected by 
the reduction, 

c. Retention Registers (including card files and related 
papers) from which no reduction-in-force actions have been 
taken. -

Merit Position vacancy announcements, 
JOb vacancies, evaluations, refer-

rals, reques es,,,pf el:y:n_b!es,. cert1f1cates 
of el1g1bles for appointment, copies of rey1sE~r§~1,rmi----rx~~~~~~e~a~r~s~•rt~hie~n~d~e~s~t~r~o~y~,~p;r~o~v~i~d~e~d~t~h:a1ta.i:i,.fi.
selected papers ma1nta1ned by personnel offices. requirements o t 

_______ 
e 

an appeal 
resolved. 

case 1s pending. Destroy after case 1s 

COVERAGE OF SCHEDULE 

AGEN WIDE 
RETENTION PERIOD ANO OISPOSITION 

end of year following 
in office 5 years, then 

period 

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

TITLE OF SCHEDULE 

PER~ONNEL RECORDS 
ITEM 
NO 

13. 

14. 

NAME AND DESCRIPTION OF RECORD/FILE 

Employee Performance. 

a. Incentive Awards. Records documenting an employee sug­
gestion, superior performance award, or quality w1th1n-grade 
increase. 

b. 

c. Performance Rat1ng·Appeals Files. Consist of cop 
employee's appeals of his performance rating, copies of 
dec1s1ons rendered and other material perta1n1ng to the 
case. 

d. C1v1l1an Service. Length of Service Control Files. 
Controls ma1nta1ned to record el1g1b1l1ty for an award of 
civilian service emblems. 

e. SES Performance Rating Files. Consist of copies of 
executive's completed performance agreement; executive's 
written comments and requests for review of proposed rating, 
if any; results of review by a Reviewing Official and/or 
Performance Review Board; and other materials relating to 
the case. 

Employee Relations. 

a. Appeals and Grievances Files. Files related to rev1ew-
earing, and disposing of employee grievances and 

appeals o a el actions and disciplinary 
measures. These include mater1a 'e'lttR8Pt, to 1nd1vidual 

employees but not filed 1n the Off1c1al Personnel "FoI;~7-1rQ...t.l;i.e_.fjR~C~.-:D!e!s~t~r~o~y~w:h~e~n~4~y~e~a:r:s:_:o~l~d~._____________1
such as employees appeals of disciplinary actions, sum-
maries and transcripts of hearings, des1gnat1on of com-
mittee members, committee reports, Office of Personnel 
Management reports and related papers. 

COVERAGE OF SCHEDULE 

AGENCYWIDE 
RETENTION PERIOD ANO DISPOSITION 

Retention: Retain 2 years. 

D1spost1on: Break file at end of t1scal year. 
Keep in office 2 years, then destroy. 

Retention: Retain 3 years. 

D1spos1tion: Break file after report is completed. 
Keep in office 3 years, then destroy. 

Retain 3 years. 

1n which 
fl 3 years, 
then destroy. 

Retention: Retain 
list. 

01spos1t1on: Destroy when new ADP list 1s created. 

Retention: Retain 5 years or transfer to gaining 
agency if 5 years or less. 

D1spos1t1on: Break file at end of year. Keep 1n 
office 5 years, then destroy, or transfer to ga1n-
1ng agency 1f 5 years or less. 

Retention: Retain 4 years. 

Diseos1tion: Break file at end of year after final 
decision. Keep 1n office 6 months, then transfer 



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

COVERAGE OF SCHEDULETITLE OF SCHEDULE 

AGENCYWIDEPERSONNEL RECORDS 
ITEM NAME ANO DESCRIPTION OF RECORD/FILE RETENTION PERIOD AND DISPOSITION 

Retention: Same as Item 3a.15. Emelo~ee Benefits Files, Documents relating to the orgina-
tion, implementation, or monitoring of employee benefits, 

• ._ __ , '-h nl ~""' Disnosition: Same as Item 3a,such as group .LlLt: i. .......... ·- u-alth Bene-
fits Registration and Notices of Change in Enrollment Status 
Form, signed originals, 

re-16. 

NO 

Health Record Case Files. Files contain correspondence, 
ports, and other papers documenting employee medical history. 

a. Preemployment physical examination, Health Qualification Retention: Same as Item 3a. 
Placement Records, and fitness for duty examination, 

Dis2osition: Same as Item 3a. 

b, All other papers, (Post employment) Retention: See disposition below, 

Diseosition: Disposal not authorized per GSA 
Bulletin B-112, 

Retirement Program Files, Copies of documents created in Retention: Retain 2 years. 
i:-'i.-'W.LU.a ·-:, 

_J_ .. ____ ~--' lnq~~n~tions to employees regarding 
' Fllo ~ .. 0 --' nf i'1scal vear.retirement and interpretation of matters pertaining ~u 

0 

retirement program, including benefits, eligibility, types Keep in office 2 years, then destroy. 
of annuities and retirements, 

Training Program Files, Files contain documents which des- Reg;ention: Retain 5 years, 
.~-"- --- - .11-h-~ni-c. and other matters 

'w J. ,LJ,J'C, - --
relative to· the trai.ning program. 

- .. -
UJ.:-..1nlHJ:t:1.1..11 • ___ _.. .... --~ - - - ~ --- 1 --

4 

Keep in office 5 years, then destroy. 
19 Training Report Files. Reports compiled pertaining to Retention: Retain 5 years. 

............ .... --1,.1-~... ..,ers,- 1 --·~ - . - ·~I, Fl lo --- V<>"4r af'tei:- comoletion. ~ .. J " 
of report. Keep in office 5 years, then destroy, 

20 Personnel Statistical Reoorts. Records created in the pre- Retention: Retain 2 years. 
.. • ....I _" .... --. - ~~,. ~onsolidation of regular and 

t;"-+....t\.. 

special personnel reports to the Ott1ce OI ....,,J;l:lvu,lt::..L ..- ~, .-..:&.:--. R.-.. ~1, File at end of year when report 

rn..: nt, other comparable reports, and related papers. is completed. Keep in office Lo years, i;ncu 

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

TITLE OF SCHEDULE COVERAGE OF SCHEDULE 

PERSONNEL RECORDS AGENCYWIDE 
ITEM 
NO NAME ANO DESCRIPTION OF RECORD/FILE RETENTION PERIOD AND DISPOSITION 

21. Intergovernmental Personnel Act (IPA) Assignment Files, 
Records documenting the temporary assignment of personnel 
between the Federal Government and State or local govern­
ments, institutions of higher education, Indian tribal 
qovernments and other eligible organizations. 

Retention: Retain 2 years. 

Disposition: Break file upon termination of 
assignment, Keep 10 office 2 years, then destroy. 

22. Freedom of Information Response File. Includes copies of 
1ncominq requests for information under the Freedom of In­
formation Act, copies of replies, and copies of any inter­
aqency memoranda concerning the request. Note: this file 
does not contain the Program's official record of informa­
tion beinq requested. 

Retention: Retain 2 years. 

Dispos1t1on: Break file at end of year, Keep 1n 
office current plus l additional year. Destroy 
when 2 years old. 
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Atch to SF 115 (Revis£ Item Numbers compared to :vious Item Numbers, 
Scheduie Number, and NARS Job NuIDL~~) 

Personnel RecordsTitle Of Schedule: 

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

1. {New) B-6 NCI-412-75-4 

2. (New) 

3. 1. 

4. (New) 

5. 2. 

6. 3. 

7. 4. 

8. 5. 

9 . 6. 

10. 7. 

11. 8. 

12. 9. 

13. 10. 

14. 11. 

15. 12. 

16. 13. 

17. 14. 

18. 15. 

19. 16. 

20. 17. 

21. (New) 

22. (New) 




