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LEAVE BLANKREQUEST FOR RECORDS DISPOSITION AUTHORITY 
(See Instructions on reverse) 

JOBf\J I - 412 -8h-~ 
TO GENERAL SERVICES ADMINISTRATION DAfE RE~~ L/--- 80;

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 
1 FROM (Agency or establishment) NOTIFICATION TO AGENCY 

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

2. MAJOR SUBDIVISION the disposal request, including amendments, IS approved 
except for Items that may be marked "disposition notOffice of the Administrator and Deputy Administrator 
approved" or "Withdrawn" In column 10 If no records 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 ARCHIVIST OF TriE UNITED STATES 

Harold Webster 382-5912
 
Thomas Tasker 382-5911 'I-Zl..-Pt. WITHDRAWN
 

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 5 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 provrsions of Title 8 of the GAO Manual for GUidance of Federal Agencies, IS 
attached 

A GAO concurrence 0 ISattached, or [KJ ISunnecessary 

D TITLE 

Agency Records Management Officer 
9 GRS OR 10 ACTION7 8 DESCRIPTION OF ITEM SUPERSEDED TAKEN

ITEM 
(With Inclusive Dates or Retenhon Periods) JOB (NARSUSE

NO CITATION ONLY) 

1 - 14 Office of the Administrator and Deputy Administrator NCl-412-
Control Schedules is being revised to update the 85-11
 

'iiITHDRAW'iof Information records listed in this schedule. 

the revised Administrator and Deputy 
Control Schedule. 

(3~ 

NSN 7540-00-634-4064	 STANDARD FORM 115 (REV 8-83) 
Prescribed by GSA 
FPMR (41 CFR) 101-11.4 

115-108 



SCHED NOU.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 

TITLE	 OF SCHEDULE COVERAGE OF SCHEDULE 

RFTORnc:: (}P 1'fH~ AnMTNT<-:1'RA1'(}R ANn nRPrrrv AnMTNT~1'RA'l'()R APPl.TrARLR HEADOUARTERS OFFICE 
ITEM NAME AND DESCRIPTION OF RECORD/FILE RETENTION PERIOD AND DISPOSITION NO 

Controlled Correspondence of the Admlnlstrator and Deputy Retentlon: Permanent.
 
AC' '~~r Includes coples of controlled correspondence
 

...... .0 tIle year. ln
signed by e i t ne r til'" , .at o r or the Deputy	 Dispositlon: Break at end of Keep 
4' ~Adnu m s t rato r, Also Includes copies o t ~f\.members office current plus 1 additlonal year, then trans-


of Congress. ThlS correspondence was processed under .~ nne ~t<c. Keep rn t'RC tor lU years, then
 
speclal handling control procedures because of the Impor- offer to NatlollQA
 
tance ot the letters or tlme requlrements of replies.

Records consist of copies of Incomlng lettecs, copies of
 
cesponses, and enclosuces. Recocds arranged chrono-
logically, then alphabetlcally by name of correspondent.
 

2.	 General Correspondence of the Adminlstrator and Deputy Retention: Retain 5 years. 
;;u

'"	 'nr- Hies copies of non-controlled (routine) m correspondence. Records conslst OJ: 11<,;UIlIJ..y	 ,., D SDosltlon: Break tlle at end of year. Keep in n oenclosures.	 of f i ce currentyt:!dL ~ ... • .r ~.llen ;;uU~ • .1 

ctranster to ft<C. Destroy when 4 years old. '" ~ ~ 
z

3.	 Intra-agency Correspondence of the AdmInIstrator and Deputy Retentlon: Permanent. ~ 

memoranda to ano .~ ,I'"~ ,1 .. of the EPA and the Disposition: Break file at end of year. KeepLLVIU	 -
Annu n rs t ra to r and Deputy Adrm n i s t ra t o r , i ncru ....~., ,..n o t t i ce current year plus 1 add i t i ona I year,	 -1:~~m~--~~~~I~·=rnr"~·~S;lt~r';a~tro~r:;'~~I~n~C~I~U:d~e~s~c:o~p;;ije~S~Otf~;C~01r~r~e~s~.p~0~n~d~e~n~c~e~~a~n~d~;:--"--I-!!~~!t~~~~~~~=1~~~~~~~~~~~~;;~~!-memor andums , replies, and suppo rt i nq documents. Records t hen transter ,-v • ~ ;n .ERe for 10 years,
r a~~anged by name ot progcam and by ceglonal ottlce. then otter to the Natlonal ArchIves.
 

% 
c: ~ r4 •	 Federal RegIster Documents SIgned by the AdmInIstrator Retentlon: Retaln 7 years.

or <:tr"l:or. Includes coples ot all Federaln 

Re q i s t e r documents s i qned by the Admlnl"'-La~vL f'\, ,t-" Dlsoosition: Break fIle at end of year. Keep ln
 
Adm i n i s t r a t o r , o t t i ce currenCyC'QL t'AU· In"l 'ear then
 

transfer to FRC. Destroy when 7 years old.
 

5.	 Court Papers. Includes reterence copIes ot legal papers Retentlon: RetaIn 5 years • 
.cont-	 t-A the Admlnistrator or Deputy Administrator from the
 
Genecal Counsel, Ayt: I<,;Y ~ r-o... Or" Adrm n i s t rat i ve D1SposltlOn: Bceak tlle at end ot year. Keep in
v 

Law Judge. Includes copies of brlefs, motions, aeclslVlI'>, , l .. ,..Ant' ve.ar olus 1 add i t ione I year, then
 
and other legal documents. transter to the t't<c. UeSCLVY wile ~ "
 

6.	 Multlple Letters FIle. Retentlon: Permanent. 

a. Env i ronme nt a I Letters. IricLu.te s cop i es ot i ncomi nq D1Sposltlon: Break tlle at ena ot year. Keep in
 
i.et t era .t- " ...<> sent, to more than one party, offlce current year plus I addltional year, then
W4~... 

such as to all membe rs of Congress, all staces, ...-n L '" 'Ar 1-.0 the FRC. Keep In the FRC for 10
 
offlces, and so on. Records arranged chronologically, then years, then offer to tne l~a'''J.ullaJ. .~~,
 

by addcess.
 

II' /	 , ,, .'!	 "'f

http:IricLu.te


'ITHDRAW.I'i 

_-----------------r SCHED,NOU.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 

TITLE	 OF SCHEDULE COVERAGE OF SCHEDULE 

RECORDS Of THE ADMINISTRATOR AND THE DI::PUTYADMINISTRATOR APPLICABLE HEADQUARTERS OFfICE 

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

b.	 NonenVlronmental Letters. Include retlrement letters, Retentlon: Re ta rn 3 years.
 
Inn "'1m; routine administrative enclosures.
;'1'" 

n, ,..,." DlSposltlon: DL"'Q" L~~~ ~~ . 
1n otf1ce when 3 years old. 

7.	 Admin1strator's POIICY Decision, Agreements, and Direct1ves Retention: Permanent.
 
F11e. Includes records relating to policy dec1s10ns and
 
IntP,rnal Aqency dlrect1ves slgned by the Admlnlstrator. DISposltlon: BreaK tlle at end of year. Keep in
 
Records cons1st UJ: num.L ' ::. ",inn documents, offlce current year plus 1 additlonal year, then
 
delegat10ns ot author1ty slgned by the AdmlnlstratOr, ,... FRC. Keep 1n the FRC for 10
......
on Agency policy and procedure directives, memorandums years, then offer to the l'latlOnd.LnLv,.L 

ot understand1ng slgned by the Adm1n1strator, br1eflng
memorandums, and other related records. 

8.	 FOIA Admin1strative Files. Records related to the general Retention: See Disposition

agency lmplementatlon ot the ~U1A, 1ncludlng not1ces, memo-
randa, routlne correspondence and related records. DlSposition: Break file at end of year. Keep


1n ott1ce tor 2 years. Destroy when 2 years 
old or sooner if no longer needed for adminis-
trat1ve use. 

9.	 FOIA Reports Flies. Recurrlng reports and one-time lnfor-
mation requirements relating to the implementation of the
 
Freedom of Informatlon Act, lnclud1ng annual reports to the
 
Congress.
 

a. Annual	 reports submitted to Congress. Retention: Permanent. 

Dispos1tlon: Bceak file at end of year. Keep
1n ott1ce 2 years, then transter to the FRC. 
Keep in FRC for 15 years, then offer to the 
Nat10nal Arch1ves 1n lU year blocKs. 

b. Other reports.	 Retent1on: See D1Sposlt1on 

D1Spos1t10n: Break file at end of year. Keep
In attlce tor 2 years. Destroy when 2 years 
old or sooner if no longer needed for adm1nis-
tratlve use. 



WITHDRAlIlJll 

SCHED.NOU.S. ENVIRONMENTAL PRO I l; • l ~:mAGENCY -RECORDS CONTROL SCHEDULES 

TITLE	 OF SCHEDULE COVERAGE OF SCHEDULE 

iRP.C'OIWS OF THP. ADMINISTRATOR ANn '1'HEDEPUTY ADMINISTRATOR APPLICABLE HEADQUARTERS On'ICE 
ITEM NAME AND DESCRIPTION OF RECORD/FILE	 RETENTION PERIOD AND DISPOSITION NO 

10.	 Agency JudicIal Officer Appeals Case File. Includes cases 
related to environmental litIgation appealed to the 
Admlnlstrator tor deCiSion. Records conSist of petitions
for appeal, appeal documents submitted by parties, decisions 
ot the Admlnlstrator, and other related records. 

a. Lc r~ses. Includes cases resulting in an Retention: Permanent.
 
important legal pr~v whiCh establishes or affirms
 
Agency policy with respect to '" in t aI actions Disposition: Break file upon termination of
 
ot national Importance In WhICh major regULa " 'Qlles case or resolutIon oE Issues Involved. Keep In
 
are lItIgated. Records arranged alphabetically by case. ·ho FRC for 10 years, then offer to the National
 

ArchlVt;l,=,'. 

b. Other Cases.	 RetentIon: RetaIn 10 years. 

Disposition: Break file upon completion of .,. 
dppeal or termInatIon ot case, whIchever IS ~ ~later. Keep in the office for 1 additional % year, then transter to the ~·I{C. Destroy when	 ~ 

Cl10 years old.	 m ~ 
11.	 MInorIty Business EnterprIses Task Force FIle. RetentIon: Permanent. ~ 

" EnterprIse TaSK ... isa.s t, of proposals, Disposition: Break file upon termination of	 ~l'UL "'.
 
;-If~n;'~C~llIiUd~e~s~r~e~c~o~r~d~s~r~e~lra~t~e~d::~t~O~E~P~A~'~S~M~l~~no~r:i~t~y~B~UfS~l~'~ne;S~S~~:;;-memorandums to AdmlnIsLrator and Deputy AdmlnIsLLaLu~,	 ~~ Keep In ottlce tor 2 years, then__-f-l~~~~~~~~~~~~~~:;~1:~~~~~~~~.Jc~;~~
records of the Mlnorlty Businesses Enterprise Interagency t r'ansf e r to the l'~\... ""''''~~.. ~ '"
 

CouncIl, newspaper clIppIngs, and other related records. years, then otter to the Natlonal Archives.
 

12.	 AdminIstrator's Meetings FIle. Include position papers, RetentIon: Retain 5 years. 
• 'O~Q~rq and other briefIng papers used by the
 
Adrm n rs t ra to r to prepare tor .~.,........ ,~ n'Qnn~ition: Break fiel at end of each year.
m"''''LJ. .
 
or other pUDllC groups. Arrange chronologIcally by date Keep in o t t i ce tor y",aL:O, ....
:J 

of meeting. 

.1, • 
\\ 'itl 

http:SCHED.NO


SCHED. NOU.S. ENVIRONMENTAL PROTECTION AG~NCY-RECORDS CONTROL SCHEDULES 

TITLE	 OF SCHEDULE 

14.	 Land Use Coordinat1on on Files. Includes records 
related to the coordination of EPA policies in the 
land use area. Records used in coordinating inter-

cy activities, land use activities with state 
and overnments, and other appropriate govern-
ment and pr roups. 

a. Area File. Includes 
records related to controverS1a sensltlve land 
use policy areas, such as, floodplain, lands,
coastal zone management, agr1cultural lands 
and other environmentally sensitive areas. 
conSlst ot coples ot leglslatlon, posltlon 
correspondence, and other related records. 

b. Growth Management and Urban Policy File. Includes 
records related to EPA's pos1t1on on reg10nal and urban 
growLh and policy matters. Records consist of regional
growth management sem1nars, EPA partlc1pat1on 1n the 
White House Conference on Balance Growth and Environmental 
Quality, and other related records. 

COVERAGE OF SCHEDULE 

UARTERS OFFICE 
RETENTiON PERIOD AND DISPOSITION 

.Retention: 

a.	 Record Copy. Permanent. 

b.	 Information Copies. Retain 1 year. 

Disposition: 

a.	 Recor
 
Keep 1n ottlce ~ yea ,

FRC. Keep in FRC 5 years,
 
the Nat10nal Archives.
 

b.	 Information Copies: Destroy when 1 year old 
or sooner it no longer needed. 

R~tention: Permanent. 

Dlsposition: Break flle at end of year. Keep in 
ottlce tor ~ years, then transter to the FRC. 
Keep in the FRe for 10 years, then offer to the 
Nat10nal Archives. 

Disposition:

ott1ce current year plus ~
 
transfer to the FRC. Keep

then otter to the Nat10nal Archives.
 

./
 



Atch to SF 115 ded Item Numbers ,compared Previous Item Numbers, (Rev....
Schedule Number, and NARS Job Number) 

Ti t.Le Of Schedule: Records of the Administrator and Deputy Administrator 

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

1. 1. NCI-412-85-11 

2. 2. 

3. 3. 

4. 4. 

5. 5. 

6. 6. 

7. 7. 

8. (New) 

9. (New) 

10. 12. 

11. 13. 

12. 14. 

13. 15. 

14. 16. 



Atch to SF 115 {Info for "PERHANENT" retention records} 

Title Of Schedule: Records of the Administrator and Deputy Administrator 

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

Chronological1/4 C.r. 1/8 C ,F.9.a. 


