REQUEST FOR RECORDS DISPOSITION AUTHORITY | '0BNMBER  j—0f/ 3 =) G= &

To NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR) DATE RECEIVED

WASHINGTON, DC 20408 Q/ / 30 / D 7

| FROM (Agency or establishment) NOTIFICATION TO AGENCY

U.S Environmental Protection Agency

2 MAJOR SUBDIVISION

In accordance with the provisions of 44 USC

Administration and Resources Management
3303a, the disposition request, ncluding

3 MINOR SUBDIVISION amendments, 1s approved except for items that may
be marked Odisposition not approvedd or
Headquarters OwithdrawnO 1n column 10
4 NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE DATE ARCHIVIST OF THE UNITED STATES
03 /4
John B. Ellis 202-566-1643 04/o3/D7] WITHDRAWE

6 AGENCY CERT!FICATION
I hereby certify that I am authorized to act tor this agency in matters pertaining to the disposition of its records and that the records
proposed for disposal on the attached 4 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, under the provisions of Title 8 of the
GAO manual for Guidance of Federal Agencies,

X 1s not required, [] 1s attached, or (] has been requested
DATE SIGNATURE OF AGENCY REPRESENTATIVE TITLE
"f/z 3/07’ ? n‘,:%' Agency Records Officer
7 ltem 8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 9 GRS OR SUPERSEDED JOB 10 ACTION T’\KE,N
No CITATION (NARA USE ONLY})
E 40 (Oftice of Admimistrative Services Information System
(OA ( Y WITHDRAWT

115-109 NSN 7540-00-634-4065 STANDARD FORM SF 115 (REV 3-91)
PREVIOUS EDITION NOT USABLE Prescribed by NARA 36 CFR 1228
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EPA Records Schedule 740

Sttus: Final, 06/30/2009

records already in electronic \ Records designated for permanent retention must be transferred to
i§g with NARA standards at the time of transfer.

e Varies

Description:

Building Services Desk (BSD) b,
Combinations, Locks, Incidents, Keys, and Safes %
COOP Action Tracking System (CATS)

COOP Record of Personnel System

Credentials System Financial Management System
Dnver Tracking System

Fitness Center System ;
Inspector General Operations and Reporting System (IGOR) '-;x
Parking/Transit System
Personnel Security System

Physical Security System

Postal Mail Management System (PMMS)

Smart Benefits

Strategic Lease and Asset Tracking Enterpnise (SLATE)
Warehouse Management Module

Disposition Instructions:
Item a: Electronic software program

This item 1s to be used only by the Office of Administration and Resources Management, Office
Administrative Services at Headquarters.

e Disposable
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¢ Destroy when no longer needed to ensure access to, and use of, the electronic records throughout
the authonzed retention period.
Item b: Input
¢ Disposable
o Follow 1nstructions for EPA 171.
Item c: Electronic data

This item 1s to be used only by the Office of Administration and Resources Management, Office of
Administrative Services at Headquarters.

¢ Disposable

e Delete after the expiration of the retention period authorized for the hard copy file, or when no
longer needed, whichever is later.

Item d: Output and reports

¢ Disposable

¢ File with related records and follow instructions for the related records.
Item e: Systems documentation

This 1tem 1s to be used only by the Office of Administration and Resources Management, Office of
Admunistrative Services at Headquarters.

¢ Disposable
o Follow instructions for EPA 304, item a(1).

Guidance:
IGOR 1s scheduled as EPA 707 and the other administrative systems are covered by EPA 090.

Copies of systems documentation (e.g., user manuals) held in offices other than OARM are nonrecords
and can be destroyed when no longer needed.

Privacy Act systems of records covered by this schedule include, but are not limited to:

EPA 10 - EPA Parking Control Office File

EPA 19 - EPA Identification Card Record

EPA 35 - EPA Transit and Guaranteed Ride Home Program Files

EPA 41 - EPA Office of Admimistrative Services Information System (OASIS)
EPA 44 - EPA Personnel Emergency Contact Files

Reasons for Disposition:
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The following changes were made 1n the 04/30/2009 version:

¢ Revised title of disposition item e.
e Made minor edits to guidance.

The following change was made 1n the 03/31/2009 version:
¢ Revised description and cross references.
The following change was made in the 04/30/2008 version:

e Revised title of disposition item a.
¢ Revised the disposition instructions for items b and e

The purpose of this system 1s to centralize a number of legacy systems under common control to comply
with EPA's Enterprise Architecture. The retention of the data conforms to General Records Schedule
(GRS) 20/3b(1) and the retention of the mnput conforms to GRS 20/1 and 2.

Custodians:

Office of Admunistration and Resources Management, Office of Administrative Services

e Contact: Ray Lee
o Telephone: 202-564-4625

Related Schedules:

EPA 090, EPA 171, EPA 304, EPA 707
Previous NARA Disposal Authority:
None

Entry: 11/17/2006

EPA Approval: 04/23/2009

NARA Approval: Pending
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