
REQUEST IR AUTHORITY 

TO DISPO	 E OF RECORDS 

. (See Instructions on Reverse) OCT G 1ft 
Oil! 

··N-C1- 412- 77-1TO: GENERAL SERVICES ADMINISTRATION, 
NATIONAL ARCHIVES AND RECORDSSERVICE,WASHINGTON, D.C. 20408 

1. FROM lAGENCY OR ESTABLISHMENT) 
In accordance with the provisions of 44 U.S.c. 33030 the drs-U.S. Environmental Protection Agency 
posal request, including amendments, is approved except for 
Items that may be stamped "q,sposol not approved" or "with-2. MAJOR SUBDIVISION 
drawn" in column 1 O. Office of Water aud Hazardous Materials 

3. MINOR SUBDIVISIONOffice of	 Water Program Operations 
4. NAME OF PERSON wrrn WHOM TO CONFER APR 151977 David o. Stephens 

6. CERTIFICATE OF AGENCY REPRESENTATIVE:	 Date 

I l~by certify that I am authorized to oct for this agency In matters pertaining to the disposal of the agency'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. 

/~!ftAi.0UJ	 R. MASTERS 

Harold R. Masters	 Chief J Administrative Management :Dr.. 
(Signature of Agency Representative)	 (Title) 

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

1 - 28	 Descriptions and retention schedules for the Office of
 
liatel' .and Hazardous Materials ~ loJ'aterPr~rmn Operations.

ItemD 1 - 28 are attached.
 

~---~ -...o-dt. ~ ~	 'i, 
I 1>/ b I ? b. ~ e.. l.Jo.j • 

ANDARD FORM 115 
(/ ~evised November 1970 
I' /;;:;1 /.Prescri~ by .General Services 

/ Administration 
FPMR (41 CFR) 101-11.4 
115-105 
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RECORDS CONTROL 
I 
I 

MANUAL 

$CHEDULES RECORDS H!lNAGEHENT 

'-lATER	 PROGRAH OPERATIONS RECORDS 

The records described below relate to ,the'deve~opment of n~tional 
programs, policies, regulations, and guidelines for the planning, 
design, and construction of municipal waste water treatment syst ems , 
and the prevention and control of oil spills and the accidental dis-

'charge of other hazardous @aterials. 

Name and Description
Item of Record/File 

Progam Development Files. -
a. Contains records pertaining to 
all phases of waste water plant 
construction, and operation, muni-I cipal permits, oil spills and ha-

-I	 zardous materials and dr'Lnki.ng 
wat.er, Records consist of corres-
pondence and reports relating to 
policy and proe;ra:ns,' litigation, 
interagency activity, research, 
and regional activity. 

b•. 'idministra ti ve aYld:Management 
Biles~ 
LncIude s records used in adminis-
trative and program management . 
f'unctdons of the ~'rater p.Ianrri.ngand 
standards program. Programs con-

:t sist of reference mate~ials~ ad--
-mtrrlst.ra+Lve reports and similar 

I records. 

2.	 Contracts and Grants- - Project
Group File. Documentation re-
lating to the formulation,"
award, and changes' in contracts 
and grants for waste water 
treatment pl~nt construction and 
and operation, drinking water, 
and haz ardoas i.uterials control 
studies and surveys. Records 
consist of procurement requests,
justification statements, task 
orders, proposals, bid evalua-
tions, award notices, report
of payment to contractor or 

Retention Period
 
and Disposition
 

Retention: Permanent. 

DisDosition:- Br~ak file at end of 
2 y8ars~ Keep in office for 2 
years, then transfer to the Federc 
Reccros Center. - Keep in the FRCj 

8 years, then offer to the Natd.ons 
Archives and Records Servi"ce. (NAR~ 

Retention: Retain 10 years. 

Disposition: Break file-at-end of 
2 years. Keep in office for 2 
years, then transfer to F:::tC. Kee: 
in FRCfor 8 years, 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 Ln FRC for r-, years,
then destroy. 

http:dr'Lnki.ng
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CONTROL ~CHEDULES RECORDS MANAGEMENT 

\VATER PROGRAH OPERATIONS RECORDS 

I-The records described below relate to·the deve~opment of n&tional 
programs, policies, regulations, and guidelines for the planning, 
design, and construction of municipal waste water treatment systems,

.and the prevention and control of oil spills and the accidental dis-
:charge of other hazardous materials. 

Item 
<, 

1. 

2. 

Name and Description
of Record/File 

'Program Management. Contains 
data relating to all phases

"-of waste water plant con-
structi~n and operation,

municipab,permits, oil spills

and hazardous materials, and
 
drinking wat~r," Records con-
sist of correspondence and
 
r'epo'r
t s-relating \0 policy

and programs, litig~tion,

interagency activity,"

research, regional activity,

etc. -,


<, 
Contracts and Grants· - Project
Group File. Documentation re- ", 
lating to the formulation,' "\ 
award, and changes in contracts 
and grants for waste water 
treatment pl~nt construction and 
and operation, drinking water,
and hazzrrdous ua.terLa.Lscontrol 
studies and surveys. Records 
consist of procurement requests,
justification statements, task 
orders, proposals, bid evalua-
tions, award notices, report
of payment to contractor or 
grantee, progress reports, and 
change notices. 

Retention Period 
and Dispositio~~ 

/ 

Retention: Ret~in 10 years. 

Disposition: Break file at 
end of 2/years. Keep in 
office for 2 years, then 
transfer to the 'Federal 
Reccrds Center. Keep in 
FRC for 8 years, then 
destroy. 

Retention: Retain 7 years. 

Disposition: Break file 
'~pon'completion of project.
Keep in office for 1 year, 
then transfer to the 
Federal Records Center. 
Keep in',PRC for r., years,
then destroy.

-, 

TN 
I ." 
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MANUAL 

RECORDS MANAGEMENT 

Name and Description 
Item of Record/File 

3.	 Final Reports Resulting from 
Contractor,-Grantee, Inter- and 

, Intra-Agency	 Studies and Serv-
ice3. Final reports submitted 
by contrdctors, grantees, inter 
and intra-agency study groups. 
Also comments and evaluations 
by sponsoring group and others. 

4.	 Hanuals, Handbooks, and Work-
shop Programs. Manuals, hand-
books, and wo rkshops (scripts,
slides, teaching guides, etc.)
produced by EPA or contract 
group .as teaching and training
aids and operation and mainte-
nance guides for plant person-
nel. 

- z-
1 '. 

CH/rAPPENDIX B 

RECORDS CONTROL SCHEDULES 

Retention Period 
and Disposition 

Retention: 

a. Record or Master Copy.

Permanent.
 

b. Information Copies. As 
determined by user's needs 

Disposition: 

a. Record or Master Copy.
Break file upon completion
of project evaluations 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 Na.tioual Ar chfves . 

b. Information Copies.
Destroy when no longer used. 

Retention: 

a. Record or Uaster Copy.

Kctain 10 years.
 

b. Information Copies. As 
determined by user's needs. 

.Disposition: 

a. Record or Haster 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. 

TN 
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APPENDIX 
if ... 
RECORDS 

Item 

5. 

6. 

B ; 

CONTROL SCHEDULES 

Name and Description
of Record/File 

Repu~t on 0peI:a~ion and Main-
tenance of Hastewater Treat-
ment Plant (EPA 7500-5).
A six page report on the 
investigation of wastewater 
plants. Investigations con-
ducted annually by Regional and' 
sometimes State personnel. 
Data from form transferred to 
disk/tape for automated pro-
cessing. 

Sewer Moratoriums - Case 
Studies. A collection of 
documents relating to the 
initiation and'development of 
sewer moratoriums. Records 
consist of narrative history,
court injunctions, newspaper 
clips, environmental L~pact
studies, fiscal studies,
city growth plans, etc. 

MANU,Al 

RECORDS MANAGEMENT 

Retention Period
 
and Disposition
 

b. Information Copies.
Destroy when no longer used. 

Retention: 

a. Form 7500-5. Entry of 
data on tape/disk plus I 

Disposition: 

a. Form 7500-5. Break file 
after entry and verification 
of data on tape/disk. Keep
in office for.I year,
then destroy. 

b. Tape/Disk. lll!'@Blt file S"I·,' , .. k ,
 
upop entxs=nnd ¥arjfjc9~~n

of estft. ~6QP~a~8 £8£ ~
 
¥ea&Sr=thgp Q~BtF8¥.__
 

Retention: 

Disposition: Break file 
upon completion of study.
Keep in office for 2 
years, then transfer to the 
Federal Records Center. 
Keep in FRC for l$;9ears,
then Mfer ta8 the NatiotkM 
ArCbjltQ£ ... ~. 



,_, '" '.J.lVM,"'_I:..J I J rlNl.1 lJU!U: 

jl.,	 -e -----. 
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RECORDS CONTROL SCHEDULES 
RECORDS MANAGEMENT 

Name and Description
Item of Record/File 

7.	 Land Use and Urban Growth File. 
Investigations relating to 
urban growth and land use 
planning. Records consist of. 
investigation reports~ city
ordinances~ newsletters~ task 
force report~ 180 Notice, 
State regulations~ report of 
legal action by builders~ etc. 

8.	 School Training Grant File. 
Request for, review' of, and 
action on grants to schools 
to set up and teach environ-
mental courses (i.e.,
wastewater treatment plant
operation). Records consist 
of training grant applica-
tions, qudget justifications,
biographies of teachers~ 
grant award notices, site 
visit reports, grant agree-
ments, termination and closing
statements./ClIAJn~foY \ 5 Clr ej(~j;lu..eJ 

9.	 Fellows~ip Folders. Contains 
data pertaining to the 
nomination, review and award 
of grants to students for 
advanced trai~ing in environ-
mental subjects at the univer-
sity level. R~~ords consist 
of Fellowship Applicant Quali-
fications Inquiry (EPA'5770-4)~ 
student transcripts, f eLl.owshfp 
applications, notices of award, 
grant funding orders. 

Retention Period
 
and Disposition
 

""_-1-.. .• .sRetention: Pelttldtterl'l:":...........-~. 
Disposition: Break file
 
upon completion of study.

Keep in office for 2
 
years~ then transfer to the
 
Federal Records Center.
 
Keep in FRC for ~~rs~
 
then a4ihr tg the !ia~ioI1ar
 
1ft!.c..h1vee.
c~ • 

Retention: Retain 5 years .. 

Disposition: Break file 
upon, termination of grant.
Keep in office for 1 
year, then transrer to the 
Fede~al Records Center. 
Keep i~ FRe for 4 year~,
then destroy. 

Retention: Retain 5 years. 

Disposition: Break file 
upon termination of Fellow-
ship award. Keep in office 
for 1 year~ then transfer 
to the }'e-ieralReco rds 
Center. Keep in FRC for 
4 years, then.destroy. 

TN
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IAPPEND~~ B _ \ 

,RECORDS CONTROL SCHEDULES 

, 
! 

Name and Description
Item of Record/File 

10.	 On the Job and Waste Treat-
ment Works Personnel Training
Grants. Grants to city and 
private warerworks , waste 
treatment plants, and technical 
sch<ols to train operating and 
maintenance personnel. Records 
consist of applications for 
training awards, training
proposals, award notices, pro-
gress and compliance reports,
trainee personnel data, and 
vouchers. 

11.	 Training Films and Video Tapes.
~	 8 and 16 rom film and video" tape coverage of environmental'

subjects used as the media for 
• "'. I •	 '~~struct10n \entl~e course 
presented on video tape) or as 
a teaching aid (film shown 
during a lecture). Collection 
consists of such titles as 'the 
"Majestic Polluted Hudson,"
"Ground Water - America I s Buried 
Treasure," "Responding to Oil 
Spills,1I etc. 

_vi Je.c ta...reS ( 3/4I,eO-s~U~ &Joj 
a~fm~. S~ +o..re-.s 

_t\ IYV\ s - ,(p VVlcl. s..L...l/ C-() pi es 

TN 
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RECORDS MANAGEMENT 

Retention Period 
and Disposition 

Retention: Retain 5 years. 

Disposition: Break file 
upon termination of grant. 
Keep in office for 1 year,
then transfer to the 
Federal Records Center. 
Keep in FRC for 4 years,
then destroy. 

/~
/' 

Ret ent Lon: 

a. Record Copy. Permanent. 

b. Distribution Copies.
Retain 5 years. 

Disposition: 

a. Record Copy. Break file 
upon termination of course 
or teaching unit. 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. 

b. Di~trtbution Copies.
Break file upon termination 
of course or teaching unit. 
Keep in office for 1 year,
then transfer to t.he:-. 
Federal Records Center. <; .' 

Keep in FRC for 4 years,
then destroy. 



I 
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APPENDIXB 

:RECORDS CONTROL SCHEDULES 

.Nameand Description 
of Record/FileItem 

Training Film arid Video Tanea , 
Film and video tape coverage of 

_	 environmental subjects used as the 
media for instruction or as a 
teaching aid. '. 
a. Motion Picture Films 

Record copy consisting of the 
original negative or color 
plus separate optical sound track, 
an intermediate master positive or 
duplicate negative plus optical 
sound track, and a sound projection
print of each motion picture pro-
duced by the Office of Water and 
Hazardous Materials. If the film 
is an acquired production, two pro-
jection prints suffice for record 
purposes. 

b. Video tanes 
Record copy consisting of the 

earliest generation of each record-
ing or a kinescope of the recording. 

c.	 Finding Aids and Production 
cumentation 
Existing finding aids such as data: 

sheets, shof lists, catalogs, index-
es, and other textual documerrtatd.on 

cessary for the proper identifica-
on, retrieval, and use of the 

on picture films and video tapes
s well as production case files or 

files wm ch include copies
production contracts, scripts, or 

other documentation bearing on the 
gin, acquisition, release or 

hun"o ....ship of the production. 

-	-------:---..----,
M'AHUAL 

RECORDS MANAGEMENT 

Retention Period
 
and Disposition
 

Retention: 

~ .•Record CODY: Permanerrt, 

Break file upon termination of 
course o~ teaching uhit and offer 
to NARS five years after file 
break or when no longer needed 
for administrative purposes,
whichever· occurs first. 

2. Distribution Cop; es: 
Break file upon termination 
of course or teaching unit 
and destroy five years after 
file break or when no longer
needed, whichever occurs first. 

This applies to motion pic-
ture films and video tapes. 

Retention (item c) 

Permanent. Offer to NAIlS 
accordance with instructions 

governing the disposition
the related production. 

http:documerrtatd.on


t~·." • , ~ , -------------. ,-e---,:-- --_., -_. 
MANUAL '-"·-APPENDIXB 

RECORDS CONTROL SCHEDULES 
RECORDS MANAGEMENT 

Item 

12. 

I't1 3 - ryQ..S~~ 
D.S ,0,..' ~t 

13. 

\q 12>- Vf"~~+ 

lS Cv...~+1 

14. 

,Name and Description
of Record/File 

Grant Guidance Memorandums -
Municipal Waste Water Treatment. 
Policy statements relative to 
the aw=.rd and administration of 
waste water treatment grants
numerically arranged by issue 
number. 

Project Management Waste Water 
Treatment Construction Grant 
Progra~. Central office 
surveillance and control of 
regional administration of 
construction grant programs. 
Records consist of regional
office work plans, report on 
management of funds, report orr 
regional manpower buildup,
fund obligation - status and 
goal, monthly status reports,
regional responses to questions
and requests for information;
obligation goals and outlay
target!:>. 

Needs Survey Program File -
Haste Water Treatment Plants. 
Documentation covering the 
design to the conduct of the 
Needs Survey. Records consist 
of contracts for ass~stance,
pilot study, development of 
questionnaires, procedures for 
conduct of survey, weekly 
status reports, analysis of 
results, allocation formula, and 
final report to Cqngress. 

Retention Period 
and Disposition 

Retention: Permanent. 

Disposition: Break file
 
upon completion of waat e
 
water treatment grant pro-
gram and transfer to the Fed
 
eral Records Center. Keep

in FRC for 5 years, then
 
offer to the National
 
Archives.
 

~,-_.t •. ~..~, /,t":'; .~ __ ; .. 
Retention: ·Permanent.-

Disp<?_sition: Break file at
 
end.of year. Keep in office
 
for s- years, t.hen trans-
fer to the Federal Records
 
Center, Ke ep jn FP.C for :20-:,
 .Ji 

years, then offer to the 
National Arch Ives-e:.- . ';,,'...,.

Retention : .r-_ ....... '-..,+-~ I .. ~'·· - ~~. 

a. Survey -Initiation (1972..:, 
_1975t.. P-ermanent. 

~ .../"~~\~.~-~~ j7 ,r~;'~L.:.::,..",~~ 

b. Survey Continuation-
-(1975	 '- forward)-; Retain 
10 y-ears. 

Disposition:
;-=...,,--..:., __ .J .~:" - ...... ~-:'--' .. .: .......::!J
 

a. Survey Ln Lt.Lat.Lon., Break
 
file at end of 1975. Keep

in office for 1 year,
 

TN 

- G,-
\. t • \ 
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APPENDIX B 

I . 
RECORDS CONTROL SCHEDULES 
I

I 
Name and Description

of Rec File 

15.	 Needs Survey Questionnaires.
Completed questionnaires 'con-
taining data relative to the 
existence of and requirements
for sewers and was~e water 
treatment plants in the 
the municipalities and counties 
of States and territories. 

MANUAL 

RECORDS HANAGEMENT 

Retention Period 
and Di osition 

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

9~~" h. _Survey-Continuatio~

Break fil~ 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: 

a. File. Retain 2 years. 

b. Tab Cards. ~Lairr 6 
Jll'OW 1i};j,f3 af IieMF @ 81H~18£ j,s il M 
1lprJa:tes. ~<... I\DP rcravb ''5d'41~t.le.( 

e. Data Tapes . ..J2Ar . S~ 8r!."t. 54:0 ..... 
A t>? Q.,t-<lnl~ -sc:k~A",-I~. 
Disposition: 

a. File. Break file upon
transfer of data to card/
disk/ tape. Keep in office 
for 2 years, then destroy. 

t'" ... t.. -... l' 1. 1(" 

http:5d'41~t.le
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MANUAL CI:f:f~PEN~~~Bi 
, " tRECORDS CONTROL SCHEDULES' 

RECORDS HANAGEHENT I
I 

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

=r:b. Tab Cards. 2AnIt f tie' 

,ftai-d-te-t';vP' Ik2f hi SlflC!l! 
iii 6	 wOil1iill •• Ut@!t aCJttsy. 

~e A"!> 'P rUOt'J ~ Soc ~~ \ e . 
C1,c Data Tapes. .Break-f-i-te 
.upoR-c-ompJ:~.f-stud-y-or 
-ac t-ivit-y.-Keell-ta1?es-fo-r-l-
-y€a~,-then-o~f:er-~o-the
National_Archives. 

,
! 16. ~l Wo~~ Retention: Permanent. 

,en a- pn! fA.A T~-e&{;meRr~~~gi:afi p,P-
~'fl1:-i:or['5- ~ k ~Disposition: Break file.upon 

o.s w.,.r+. T<r-d&teJlincid..J2I--9~~ 0 receipt of current edition.
 , Computer produced report of Keep in office until receipt

money obligation for waste or three later editions, thSl 

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

17.	 State Priority List Retention: Current year plus 
Municipal Haste Water Grant five prior editions. 
Information and Control System
by Region. Computer produced Disposition: Break file 
report of projects in priority upon receipt of current 
order with~ state and region. edition. Keep in office 

until receipt of five
later editions, then destroy. 

l	 ~!

.....,......P	 n·1 

J:\ : • -'1.-
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CONTROL SCHEDULES 

Name and Description
tem of Record/File 

18.	 Outlay Projections, Outlay
Targets, and Obligation Goals 
for Municipal Waste Hater 
Grant Program. Computer pro-
duced report of a 10 year 
outlay study. 

19.	 Monthly Report of Construction 
Cost Indices for Waste Water 
Treatment Plants. Computer
produced report of labor and 
material cost indices. Used 
for estimating construction 
costs and making cost analysis
and comparison studies. 

~:'~~'~"C,
,.'. 
RECORDS MANAGEMENT 

Retention Period 
and Disposition 

Retention: Current year plus 
ten prior editions. 

Disposition: Break file 
upon receipt of current 
edition. Keep in office 
until receipt of ten later 
editions,;then destroy. 

Retention: 

a. Regular'Quarterly. Retain 
3 years plus current. 

b. Year-end. -Retain 10 
years. 

Disposition: 

.a • Regular Quarterly. Break 
file at end of year. Keep in 
office for 3 years, then 
destroy. 

b. Year-end. Break file 
at end of year. Keep in 
office for 10 years, then 
destroy. 

l	 ,~ __ 

TN 
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MANUAL 

.RECORDS MANAGEHENT 

,Name and Description
Item of Record/File 

20·	 Federal Facility Pollution 
Control Project Status File. 
Documentation pertains to the 
ac~ions by governmental agencies 
to bring Federal facilities 
into compliance with 
Executive Order 11752 
and OHB Circular A-106. 
Records consist of corre-
spondence with participating
units, proposed project
reports, annual progress
report by installation,
and spec La L reports on 
pollution control practices. 

21.	 Five Liner Report - OHB. 
I	 _<;::_ircula~,':~-=1-06 :- Bud~J:_D~ta. 

A comp~ter produced summary
report listing active and 
inactive projects. Report
gives name and location of pro-
ject and amount budgeted and 
funded by year. 

Actual and Proposed NPDES 
Permits Report. A computer
produced report giving permit
number, agency, facility
location, and project date. 

APPENDIX B 

RECORDS CONTROL SCHEDULES 

Retention Period 
and Disposition 

Retention: Retain 10 years. 

Disposition: 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: Retain 10 years. 

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

Retention: Retain 10 years. 

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

TN 
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I RECORDS CONTROL SCHEDULES 

I 
j 

I 
I Name and Description
Item of Record/File 

Pollution Abatement Needs 
at Federal Agencies Report. 
An EPA report to the Office of 
Mal1i:l~.:.::,entand Budget
summarizing and ~~commending 
projects for funding. 

State Pollution Discharge
Requirements Placed on 
Federal Agencies File. A col-
lection of documents relating to 
Federal agency conformity to 
State pollution regulations.
Records consist of State 
handbooks, agency plans to 
meet State requirements;
mL~utes of meetings w~th 
State representatives, copy
of State rE'~ulations, n ews+
clips, correspondence between 
agencies and States. 

25.	 Environmental Impact Statements. 
Covers activities related to 
environmental impact state-
ment needs, requirements,
development and appraisal.
Records consist of environ-
mental impact statements,
appraisals, hearing tran-
scripts, minutes of State 
Control Board meetings,
newsclips, etc. 

MANUAL 

RECORDS MANAGEMENT 

Retention Period 
and Disposition 

Retention: Retain 15 years. 

Disposition: Break file 
upon completion of report. 
Keep in office for 15 
years, then destroy. 

Retentioh: Retain 10 years. 

Disposition: Break file at 
end of 2 years. Keep in 
office for 10 years,
then destroy. 

~$~. 
Retention: Be sa8RE. 

Disposition: Break file 
upon completion of review. 
Keep in office , ~ar s , then 
tcansfer to the Federal Records 
Center. Keep in FRC for ~ 3 
years, then aife! to Lh!. 
NtUdond . Qhi_. ~ 

TN 

II, r , 
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'.	 MANUAL 
APPENDIX B, 
:RECORDS CONTROL SCHEDULES 
;	 RECORDS MAl~AGEMENT 

Name and Description Retention Period 
Item of Record/File 'and Disposition~~--~============================~======================~~'"
. 

2:6	 .Regulati ons , Standards, and Guid.e-
.Li.ne s , Retention:: Permanent.
 

a., Eaaentri.a L.Documerrbs s Const sf of' Iri.snosi.td.one ~Eiak·"file upon 
.-te9hnJ.cal and ..economi,c background publication of :final z-u'Ie in the 
'dQ'cum~niis;'hearing transCripts;- and Federa.L. Regi, st,Br .~. K~ep in 
publiGations cif' standards ?-nd I office for' 1year, .then tr~ns~ 
reguJ1Ltions.;:· " '. fer to the Federal Records 

Center. .Keep.·in FRG for 20 
b•.other documerrt a-corrba'i.nedin the years, then offer to the 
file. InciudEid.'are work group Natd.ona L A:r;c'tives. 
or-gani.zatd ona'L·r9q.uests; agendas 
and. mi.mrhes of: meetd.ngsj technical Retention:: 10 years.
a ssfsbance cont.ract s 'and' repo~:ts'; -. 
internal papers .and memorandums; Disoesi tion: Br-eak file upon
agency and published comments; and ! publication as final rule in 
similar r-ecords , . '1'	 the Federal.Register. Keep

in. office for 5 years, then 
transfer to the ·FRG. Keep 
in FaG for ? years, then 
destroy .. 

27.!	 Intcrgevcrnw~~tQl Activities. Retention: Retain 6 ye~rs.
 File. pata re-ia-tingto inter-
action with State and local
 Disposition: Break·file at governments, foreign govern- .end for 4 years. Keep in ments, international organi- office for'6 years~zations, Federal agencies, then destroy.
and other branches of the
 
Federal Government •. Records'
 
consist of cooperat'ive agree-
ments, wo rk plans, copies of
 
proposed and existing laws,
 
copies of Executive Orders ,
 
program development reports,

trip reports;'memo and
 
correspondeT!c~.
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RECORDS CONTROL SCHEDULES
 
RECORDS MANAGEMENT
 

Name and Description
Item of Record/File 

gulations, Standards, and Permanent. 
Guidelines. .Contains informa-
tion~relating to the develop- ,I Disposition: Break file 

-... ,ment and implementation of /' upon publication of final 
rules for effecting environ-J rule in the Federal Register •. 
mental 1~gi31ation. Record§ Keep in office for 1 
consist of "work group orga~i- year, tgen transfer to the 
zational requests, agendas and Federal Records Center. 
minutes of work ,group m'eetings, Keep in FRC for 20 years,
technical assistance contracts then offer to the National 
and reports, drafts.and Archives. 
approvals of pr oposed rules,
public comments, newspaper
clips, clips from Federal 
Regist~r, public hearing
transcripts, and technical 
references. :' , 

27	 Intergovcrnme~t~J_Activities. Retencion: ketain 6 ye8rs, 
File. Data relating to inter-
action with State and local Disposition: Break file at 
governments, foreign govern- end for 4 years, Keep in 
ments', international organi- office for 6 years,
zations, Federal agencies, then destroy. 
and other branches of the 
Federal Government. Records 

,consist of cooperative agree-
ments, work plans, copies of
 
proposed and existing laws,
 
copies of Executive Orders,

program development reports,

trip reports; memo and
 
correspondence.
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IRECqRDS CONTROL SCHEDULES 

I 
I 

l 
I 
I	 Name and DescriptionI'Item	 of Record/File 

28.	 Personal Reference Collections. 
Collections of technical and 
related reference documents 
and printed material main-
:-".inedby individual staff 
members fer personal use. 
Records consist of articles 
from professional journals,
information copies of tech-
nical reports, copies of 
authored and received memos 
and correspondence, photos,
maps, handbooks, etc. 

29.	 Technical Assistance Data System
(TAD). Computer printo~ts show-
ing chemical and physical charac-
teristics and emergency response 
procedures of 863 substances 
(oil and other hazardous mate-
rials) which may be hazardous to 
water quality if discharged or 
spilled. 

RECORDS MANAGEMENT 

Retention Period 
and Disposition 

Retention: None. 

Disposition: Break file 
upon termination or transfer 
of owner staff member. Re-
view file and remove any
records of value to the 
Agency ,. Offer file to 
departing staff member. If 
offer rejected, keep for 1 
month, then destroy. 

Retention: As below. 

Dispositionl Keep in office 
until superseded, then 
destroy. 
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