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I	 LEAVE BLANK 

DATE RECEIVED JOB NO.TO DISPOSE OF RECORDS 
(See Instructions on Reverse } SEP 8 1975


.3 or ~
 
TO: GENERAL	 SERVICES ADMINISTRATION, NC 412 ..76- " 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, D.C. 20408	 NOTIFICATION TO AGENCY -
1. FROM (AGENCY	 OR ESTABLISHMENT) 

In accordance with the provisions of 44 U.S.C. 33030 the drs-Environmental Protection Agency request, amendments, except forposal inc ludlOg IS approved 

items that may be stamped "disposal not approved" or "with-2. MAJOR SUBDIVISION drawn" in column 10. 

Office of Water and Hazardous Materials 
3. MINOR SUBDIVISION 

Office of Water Planning and Standards 
4. NAME OF PERSON Win ..! WHOM TO CONFER

( 

David o. Stephens	 157;~~~30 5-:<6-1t~J\o.. -,--p[i ... ]Il.. I 

6. CERTIFICATE OF AGENCY REPRESENTATIVE,	 Date I Archivist of the United States 

L ~ pL" certify that I am authorized to act for this agency in motters pertainmg to the drsposol of the agency's records, that the records proposed for dispose] in this Request of 
LfI. ~_ poge{s) ore not now needed for the busmess of thrs agency or will not be needed after the retention pen ods specified 

I~V( 7(,IfM:--v ?~ 
Harold R. Masters	 Chief, Administrative Management Branch 

(Signature of Agency Representative)	 (Title) 

9.7.. 8. DESCRIPTION OF ITEM	 10.SAMPLE OR
ITEM NO .. (With Inclusive Dates or Retention Periods)	 ACTION TAKENJOB NO .. 

1 - 26	 Descriptions and retention schedules for the Office of
 
Water Planning and Standards, Office of Water and
 
Hazardous Materials. Items 1 - 26 are attached.
 

STANDARD FORM 115 
Revised November 1970 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11..4 
115-105 
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I 

.!-. 

;I ach i eyingTb~ records described below pertain to na t iona L strategy for 
effluentwa t er p.ollution aba t emen t , They dOCUl'1entthe d~velopment of 
r eg i.ona 1gl.)jdelu1es, broad va t er regulations, and effectlve State and
 

\-Iater quality planning and control agencies.
 

Retention PeriodName and Description 
and Dispositionof	 Record/FileItem 

a. Cont-ains records pertaining to all phases Retention: Permanent. 
of water planning, wat.er st.andar-ds , effluent 
gu.idelines, monitoring and da ta suppo r t , Re- D'i soosi tion: Break file at 

-" -	 ----------
cords consist of correspondence and reports end of 2 years. Keep in 
relati ve to po Li cy and proijrams, litigation, offi ce for 2 years, then 
interagency activity, research, regi.ona.L transfer to the Federal 
activity, manpower- and budget , etc. Records Center. Keep in 

FrtC for 8 years, then offer 
b. AdIn~~nistrCl~iveanciX§!laFeme~1tFiles. to the National Archives
 
Lnc Ludes records 1):3.:;din aclm~~nist,rative and and Records Service. (EARS)
 
pr-o rran rEa~ggeIilent f'unc bLons of the wat er
 
nl(,",llniI1g and s-:,a::1darcls pro~r?:.TT1. Pc cor-d s Retenti9n: Retain 10 years.
 
"consr t of reference materials, adl:d_;ustra·-

-Li ve reports and s irniLar- records. ~~YDosition: Break file 
at end of 2 years. Keep in 
office for 2 years, then 
transfer to FRC. Keep in 
FRC for 8 years, then destroy. 

2. Regulations, Standards. and Guidelines. 

a. Essential Documerrt s , Consists of Retention: Permanent.
 
technical and economic ba ckgr o.ind docunerrt s;
 
key internal papers and action meinor-andums ; DiSDosition:
 
hear Lng transcripts; aGency and publ i shed
 
cormnent s j and Federal Ret,i.ster publications a. ],iicrofiL'1l copies: Offer
 
of standards and regulations. to NABS when 20 years old.
 

Tnese do cunent.s wi Ll, be retained on microfiche b. Paper records: Destroy when 
prepared in accordance with 41 CFR 101-11.504 microfilm proves to be an 
and used .in a cco rda nee w~~th 41 erR 101-11. 505 ac cepbab Le subs t:'.t1.:te. 

b.	 Other documerrts corri.ai ncd .ir; t;-~e file. RetEEtion: 10 years. 
Included are Tiork Group or gar.i zatccr.e L 
r equ e s t s , 3Es:nc.2.s 2r.~C: r":=~r.!·-=_t'?Ecf -:-C~'r: Di.SDosition: Br-eak file ujcn 
Gl'Jl~p 111seti~':5, technical a s si st.anc e COD- pub.ri cat.i on as f~:n2~ l-.·t::=":::: iTl 

tr2ctJs end :L'"'81JOrts, and si:r.-ilar dccuz.ent.s , ra~E:r2.l RELi~tEro KC0; in 
o:·~::..c€fer :3 ycar-s , t: en tr2u'-
f'er to trls FEe. rCGep i~ j'-2.C 
fer 7 D6a~'s, Ln er, r.;2~"':.':'~~!o 

http:COD-pub.ri
http:corri.ai


l 
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MANUALAPPENDIX B. 
t ,
;RECORDS CONTROL SCHEDULES 

RECORDS MANAGEMENT 

WATER PLANNING AND STANDARDS RECORDS 

The records described below pertain to national strategy for achieving 
water pollution abatement. They document the development of effluent 
guidelines, broad water regulations, and effective State and regional
water quality planning and control agencies. 

Name and Description Retention Period 
Item of Record/File and Disposition 

1. Program Management Files. Con-
ains records pertaining to all 

p ses of water planning, water 
sta dards, effluent guidelines,
mani ring and data support.
Record consist of correspond-
ence an ·reports relative to 
policy an programs, litigation, 
interagency ctivity, research, 
regional acti '-ty,manpower 
and budget, etc. 

Retention: Retain 

Disposition:
end of 2 years.
office for Q 

transfer to 
Records C 
FRC for 

y. 

in 

at 

2. 

ment and implementation
rules for effective 
mental legislation.
consist of Work Gr p organiza-
tional requests, gendas and 

Group meetings,
stance contracts 

and report , drafts, and 
approval of proposed rules, 
public
clips clips from Federal 
Reg ter, public hearing tran-

ipts, and technical refer-

a. Record File (Lead Pro-
gram Group). Permanent. 

b. Work Files (All other 
units). Publication as 
final rule in Federal 

1. year. 

a. File - Break . 
file upon plication as 
final rule in ederal 
Register. Keep 

TN 
II '. 
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MANUAL APPENDIX B "-
RECORDS CONTROL SCHEDULES 

RECORDS MANAGEMENT 

Name and Description
Item of Record/File 

3.	 Contracts and Grants Proj_ect
Group File. Documents relating
to the formulation, award, a~d 
changes in contracts and grants
for spec La.L studies, support 
services, demonstration pro- . 
jects, and training programs. 
Records consist of procurement
requests; contractor and 
grantee proposals, justifi-
cation statements, task orders~ 
bid evaluation, award notices, 
reports of payment, change
notices, progress reports. 

4.	 Final Reports Resulting from 
Contractor, Grantee, Inter 
and Intra Agency Studies, 
Surveys, and Services. Final 
project and study reports 
submitted to EPA by contractors, 
grantees, inter- and intra-agency
study groups. Also comnents 
and evaluations by sponsoring 
group and others. 

.\ 

Retention Period 
and Disposition 

for 1 year, then transfer 
to the Federal Records 
Center. Keep in FRC for 
20 years, then offer to 
National Archives. 

b. Work Files. 'Break 
file upon publication as 
final rule in Federal 
Register. Keep in office 
for 1 year, then destroy. 

Retention: Retain 7 years. 

Disposition: Break file 
upon completion of project.
Keep in office for 1 year, 
then transfer to the 
Federal Records Center. 
Keep in FRC for 6 years, 
then destroy. 

Retention: 

a. Record Copy (Sponsoring
Group). Permanent. 

b. Information Copies.
As determined by users' 
reference needs. 

Disposition: 

a. Record Copy. Break 
file upon completion of 

, .	 TN 

i 
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RECORDS CONTROL SCHEDULES RECORDS MANAGE~mNT 

Name and Description Retention Period
 
Item of Record/File and Disposition
 

project evaluation and 
comment period. Keep in 
office for 1 year, then 
transfer to the Federal 
Records Center. Keep in 
FRC for 20 years, then 
offer	 to the National 
Archives. 

b. Information Copies.
Destroy when no longer
used. 

s.	 Manuals, Handbooks, and Work- Retention: 
shop Programs. tlanua Ls , hand-
books, and,workshops (scripts, a. 'Record Copy (Sponsoring
slides, teaching guides, etc) Group). Retain 10 years. 
produced by,EPA or contract 
group as t.eaching and training b. Information Copies.
aids for .envLronmenta L programs. As determined by users' 

reference needs. 

Disposition: 

a. Record Copy. Break 
file upon termination of 
program. Keep in office 
for 1 year, then transfer 
to the Federal Records 
Center. Keep in FRC for 
9 years, then destroy. 

b. Information Copie~.
Destroy when no longer
used. 

I 
I 
I 

.!I 
I 

TN 
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MANUAL APPENDIX B 

RECORDS HANAGEMENT 
RECORDS CONTROL SCHEDULES 

Name and Description

Item of Record/File
 

6.	 Committee of Ten - State-Federal 
Water Programs Advisory Commit-
tee (S~~AC) File. Documents 
relating to the working group 
for the implementation of 1972 
amendments to the Federal 
Water Pollution Act (i.e.,
coordinating Federal-State 
programs and developing 
formula for allocation of 
Water Program Grants).
Committee name changed to 
State-Federal Water Programs
Advisory Cqmmittee (SFWPAC).
Records consist of memb~r-
ship lists, agendas, minutes 
of meetings, etc. 

7.	 State Water' Standards Files. 
File contains documents 
pertaining to the development 
and implementation of \.Jater 
Standards by States and . 
Territories in accordance with 
Section 303(a) of Federal Water 
Pollution Contiol Act. 
Records consist of inter- and 
intrastate standards change
request, standard approval
requests, Attorney General 
(States) enforcement certi-
fications, EPA approvals, 
notices of proposed and final 
rulemaking for publication 
in Federal Register, newspaper 
clips, etc. 

f 

.1 
I
I 

P \1, 

Retention Period 
and Disposition 

Retention: Permanent. 

Disposition: Break file
 
upon termination of commit-
tee. Keep in office for ,I
 
year, then transfer to the
 
Federal Records Center.
 
Keep in FRC for 19 years,
 
then offer to the 2~ational
 
Archives.
 

Retention: 

a. Initial 'Development

(1965-1974). Permanent.
 

b. Continuation (1975-
\Fonlard) . Retain 10 years. 

Disposition: 

a. Initial Development
(1965-1974). Break file 
at end of 1974 and transfer 
to the Federal Records Center. 
Keep in FRC for 20 years, 
then offer to the National 
Archives. 

b. Continuation (1975-
Fonvard). Break file at end 
of 3 years. Keep in office 
1 additional year, then trans-
fer to the Federal Records 
Center. Hold·9 years, then 

TN 

{ \ i 
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!APPENDIX B 

MANUAL 

!RECORDS CONTROL ~CHEDULES 
RECORDS MANAGEMENT 

Name and Description
of Record/File 

8.	 State Water Standards History.
Historical summary of the 
development and implementation
of each State's and Territory's 
standard prior to 1972. 

9.	 Letters From State Governors 
on Development and Adoption 
of Water Standards (1967-1971).
Letters from State Governors and 
EPA staff comments and briefing
memos regaro1ng the development 
and adoption of State Water 
Standards. 

10.	 Areawide Waste Treatment 
Nanagement "208" File. 
Contai~s documents pertaining
to toe operation of the "208" 
program including designation of 
"208" areas, award of grants, 
submission and approval of 
waste treatment management
plans, the implementation of 
plans and monitoring of pro-
gress. Records consist of 
letters and memos to and from 
State and local government
officials, area group work 
plans, area group membership
lists, budget submittals,
staffing details, progress
and status reporting. 

K~tention Period 
and Disposition 

Retention: Permanent. 

Disposition: Break file at 
end of 1977 and transfer to 
the Federal Records Center. 
Keep in FRC for 10 years, 
then offer to the Hationa1 
Archives. 

Retention: Permanent. 

Disposition: Break file at 
end of 1975 and transfer td 
the Federal Records Center. 
Keep in FRC for 20 years, 
then offer to the National' 
Archives. 

Retention: 

a. Initial Development
(197l-l9GO). Permanent. 

b. Continuation (1981 -
Forward). Retain 10 years. 

Disposition: 

a. Initial Development
(1971-1980). Break file at 
end~980. Keep in office 
for 1 'year, then transfer 
to the Federal Records 
Center. Keep in FRC for 
19 years, then offer to the 
National Archives .. 

TN 

-5-• I , , 
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MANUAL APPENDIX B 

RECORDS CONTROL SCHEDULES 
RECORDS MANAGEMENT 

Name and Description
'Item of Record/File 

11.	 Annual National Hater Quality
Inventory 305 Report to 
Congress. Report to 'Congress 
of a systematic inventory of 
the water quality in the u.S. 
Report made in cooperation with 
Regions and States. 

12. 

Retention Period
 
and Disposition
 

b. Continuation (1981 -
Forward). Break file at
 
end of 2 years. Keep in
 
office for 2 years, then
 
transfer to the Federal
 
Records Center. Keep in
 
FRC for 8 years, then
 
destroy.
 

Retention: 

.i Pef bPs \ :q § 5 o. 
"Wo. Information Copies.As s9tersiaea ey Nsera' 

X'Qferenee REilQE!S.....~ t ~ • 

Disposition: 

a. Record Copy. Break
 
file upon submission
 
of report to Congr ass ,
 
Keep in office 10 years,

then offe
 

Cen r. Keep in 
years, then offe to 

he National Archives. 

TN 

P .\,~
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MANUAl. 
APPENDIX B 

RECORDS CONTROL SCHEDULES RECORDS HANAGEMENT 

Name and Description
Item of Record/File 

Master Haps - Automap System.
Maps (U.S. Geological Survey
~mps) contain hand coded data 
for dig~tization and depicting 
STORET basin boundaries and 
codes, sampling and flow 
stations, navigational and 
estuarine zones, standard use 
zone and applicable use. 

Retention Period 
and Disposition 

Retention: 

a. Original Hand Coded 
Maps. Retain 2 months. 

b. Microfilm Aperture
Card File. Retain 20 
years. 

Disposition: 

a. Original Hand Coded 
~mps. Break file upon 
termination of system.
Keep in office for 2 months,
then destroy. 

b. Hicrofilm - Aperture
Card File. Break file 
upon termination of system.
Keep in office for 2 months,
then transfer to the Federal 
Records Center. Keep in 
FRC for 20 years, then 
destroy. 

Com-
with record copy 0 

TN 

-7-
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APPENDIX B 

RECORDS I1ANAGEMENT 
RECORDS CONTROL SCHEDULES 

Name and Description
Item of Record/File 

Automap System Handbook. 
Handbook describing the pur-
pose, use, and operation of 
the automap system used in 
the Water and Hazardous 
Material s "Office. 

Brads 
(Co ercial 
L' t within 

ocation) 

Retention Period 
and Disposition 

Retention: 

a. Record Copy. Permanent. 

b. Information Copies.

As determined by osets'
 
!lSferQQ<;lQ a.ee4s ~ I ~. 

Disposition: 

a. Record Copy, Break
 
file upon termination of
 
system. (;;omb;i,Q8
\l;i.t:ll 
*ioterieal sample of • 
autowap apert!lrQ ~ards SQQ.. 

1'i:-ansferto the F-ederal 
Records Center. Keep in FRC 
for 20 years, then offer to 
the National Archives. 

b. Information Copies. ~ 
Destroy when so 19u9~~- I ~ 

~o-J'\. ~ .=...t> ~ ~~ ~. 

TN 
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, ' 



l ,',\ I)'" \I"!' I" ['(I ';), r ( I 1 i ---e-.. ... .. -_---_-....-
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APPENDIX B 

RECORDS CONTROL SCHEDULES RECORDS HANAGEHENT 

Name and Description
Item of Record/File 

~.	 Master City File DirectoryI" .	 Program. A combination of tab 
cards, 5 x 8 index cards, and 
computer printouts providing
such information as the 
county, congressional district,
SMSA. water basin, latitude and longitude, study category for 
each city listed in the 
directory. 

Daily F.W. Dodge Reports 
(Contract Award riotices).
A commercial service providing
information on construction, 
contract awards by waste 
water treatment jurisdictions
in States and territories pro-
vided in published and type form: 
gives name of plant and owner,
location, -date of bids, name 
of winning contractor, and-
amount of awards. Used as 
input to EPA Annual Sewage
Facility Contra~t Award 
Report. 

Regional Inventory - Hunicipal
Waste Facilities (A Cooperative 
State Report). A published re-
port giving the location, type, 
capacity, point of discharge,
degree of treatment, additional 
abatement needs for each listed 
facility in each State within 
each region. Published at irreg-
ular yearly intervals between 
5 and 12 years. 

Retention Period
 
and Disposition
 

Retention: Retain 1 year. 

Disposition: Break file 
upon termination pf pro-
gram. Keep in office for 
I year, then dest~oy. 

I.f ~.Retention: Retain ,..,earS"' 
ph18 ettrrent. 

Disposition: Break file at 
end 'of year. Keep in 
office for 3 years, then 
destroy. 

Retention: 

a. Record Copy. Pernmnent. 

b. Information Copies.
.As determi,Qag, by '1.. e~ 

t'QfQl;QQCQ QIilQQ&. ~ , ~ • 

ttl ,\ r 0	 ~~.. I 3 1 "; 1 C \', . 71 ~ 

. 1 
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MANUAL -
.APPENDIX B 

RECORDS CONTROL SCHEDULES 
RECORDS MANAGEMENT 

Name and Description

Item of Record/File
 

11·	 Statistical Summary - Inventory
- Hunicipa1 Haste Facilities 
in the United States. A 
published report presenting a 
summary and analysis of 
detailed inventory data on 
sewage disposal and treatment 
facilities in the U.S. and 
territories. Published at 
irregular yearly intervals 
between 5 and 12 years. 

i8.	 Report of Pollution - Caused 
Fish Kill (EPA 7500-8). A 
source data form used by State(s)
to voluntarily report fish kills 
to EPA. Some forms received 
upon occurrence of-event, other~ 
'at the end of year. 

PAR 

[1';, FORM 1315 -lD'5-71l 

Retention Period
 
and Disposition
 

Disposition: 

a. Record Copy. Break
 
file upon publication. Keep

in office for 20 years,
 
then offer to the National
 
Archives.
 

b. Info~ation Copies.

Destroy when.nJ, longer \o!see. I~
 
~ 00'\. ~ :.,.,. ""f'A" J...-r ~.uRetention: 

a. Record Copv. Permanent. 

b. Information Copies. • 
-As eieteFBiaes b, ttsers J ~ 

~efereftee fteess, ~. 

Disposition: 

a. Record Copy. Break
 
file upon publication.
 
Keep in office for 20 years,

then offer to the National
 
Archives.
 

b. Information Copies. ~ 
Destroy when BO lO~8er I~~ 
u.s.e.cl. tY'- ~ ~ ..-,..A ~~-~. 
Retention: 

a. Original Submission.
 
Retain 2 years.
 

TN
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RECORDS CONTROL SCHEDULES RECORDS MANAGEHENT 

Name and Description
Item of Record/File 

Annual Report - Fish Kills. 
A published report of fish 
kills where water p~llution is 
known or suspected to be the 
cau~e of death. Report also 
presents a summary, analysis
and comparison of fish kill 
data. 

Rat ent.Lon Period
 
and Disposit ion
 

b. Hicrofilm Copy.

Retain 10 years.
 

Disposition: 

a. Original Submission.
 
Break file upon publicatiull

of Annual Fish Kill Report.

Keep in office for 2 years,

then destroy.
 

b. Hicrofilm Copy. Break
 
file upon publication of
 
annual report. Keep in
 
office for 10 years, then
 
des~roy.
 

Retention: 

a. Record Copy. Permanent. 

b. Information Copies.
Js determined by !!sers!.. 

J;.Qf eF ence needs. ~ ,~ •. 

Disposition: 

a. Record Copy. Break
 
file.upon publication of
 
report. Keep in office for
 
20 years, then offer to
 
the Na:tional Archives.
 

b. Information Copies.

Destroy when PO ] gBSQ. I ~ oAeJ.. oJ\.
 
~ ~ ~ """CI ~~ ~. 

TN 

, , 
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MANUAL 

RECORDS MANAGEMENT 

Name and Description 
Item of Record/File 

2.2'..	 State 305 (b) '-laterQuality .,.0- Reports. Annual report prepared 
by State governments and 
submitted to EPA for revfew 
and analysis and transmission 
to Congress. Reports present 
a description of navigable 
water quality, protection of 
water life, elimination of 
pollutants, cost of control, 
etc. 

u.	 Annual Sewage Facilities
'2--t.	 Construction - Contract Annual 

Report. A published report 
covering sewer and plant 
contract awards for construction 
on new plants, int~rceptors,
outputs, etc. Data by States,
drainage basins, population,
etc. Daily F.W; Dodge
Construction Award Notices 
used as input to Report. 

. APPENDIX B 

RECORDS CONTROL SCHEDULES 

Retention Period 
and Disposition 

Retention Retain 2 years 

Disposition: Break file 
upon transmission of report 
to Congress. Keep in office 
for 2 years, then destroy. 

Retention: 

a •. Record Copy. Permanent. 

b. Information·Copies.
AB dEtetulned by aser~! 
~£eIenee Ree8s,~ 3~· 

Disposition: 

a. Record Copy. Break 
file upon publication.
Keep in office for 20 years, 
then offer to the National 
Archives. 

b. Information Copies. ~ 
Destroy when ag 19a~ep 3~ 
~~~"Y"'~~. 

I''------------------------------------.----~----------------~~--------------TN 
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APPENDIX B 

RECORDS CONTROL SCHEDULES 

Name and Description

Item of Record/File
 

Monitoring Monographs BL 
Monitoring Data Systems.
Review and analysis papers 
on subjects relative to 
specific operations of the 
Division. Reports made on such 
subjects as "Causes of'Cost 
for Needed Treatment Plants 
1973", "A Comparative Analysis 
of the 1971 and 1973 Needs 
Surveys", "An Analysis. of 
Water Quality End Lces'", etc. 

~.	 Model State Water Monitoring
'2,.,:).	 Program. A publication pre-

senting a model program for 
State and local governments 
to use in monitoring the 
quality of the water in 
their streams, rivers, and 
ground }vaters. Developed by
a panel of Federal and State 
experts. 

MANUAL 

RECORDS l1ANAGEMENT 

ketention Period 
and Disposition 

Retention: Retain 10 years. 

Disposition: Break file 
upon completion of report. 
Keep in office for 10 years, 
then destroy. 

Retention: 

a. Record Copy. Permanent. 

b. Information Copies.
As determined by users-: 
reference needs. 

Disposition: 

a. Record Co~. Break 
file upon publication.
Keep in office for 20 years, 
then offer to the Na tLcna.L 
Archives. 

b. Information Copies.
Destroy when no longer
used. 

TN 
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MANUAL 'APPENDIX B 

RECORDS CONTROL SCHEDULES 
RECORDS MANAGEMENT 

Name and Description
Item of Record/File 

International - EPA Harine 
Program and Conference Activity
File. Contains data pertaining
to EPA participation in inter-
national environmental programs
and conferences. Covers such 
programs as "Global Investi-
gations of Pollution in the 
}1arine'Environment (GIPME)"
"Laws of the Sea Conference 
(LOS)", "Conference on World 
Sea Pollution". Also covers 
participation in the Inter-
governmental }1aritime Consult-
ative Organization (IMCO) and 
spec.ial relations with Canada 
and USSR. Records consist of 
United Nations resolutions,
conference arrangements and 
agendas, membership lists,
meeting notes and minutes,
conference and study reports, 
correspondence between study
groups and organization of 
members. 

Retention Period 
and Disposition 

Retention:' Retain 5 years. 

Disposition: Break file 
upon termination or comple-
tion of study, conference, 
or program. Keep in office 
for 1 year, then transfer 
to the Federal Records 
Center. Keep in FRC for 4 
years, then destroy. 

TN 
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