
REQU·EST~ AUTHORITY 

TO DISP.OSE OF RECORDS 
• (See Instructions on Reverse) 

20408 

1. FROM (AGENCY OR ESTABLISHMENT) 
In accordance with the provisions of 44 U.S. C. 33030 the dis-Environmental Protection Agency posal request, including amendments, IS approved except for 
Items that may be stomped "disposal not approved" or "with-2. MAJOR SUBDIVISION drawn" in column 10.Office of Air and Waste Management 

3. MINOR SUBDIVISION 

Office of Air Quality Planning and Standards 
4. NAME OF PERSON WITH WHOM TO CONFER	 5. TEL. EXT. 

David o. Stephens	 755-0830 ¥-ICf.. 71 
6. CERTIFICATE OF AGENCY REPRESENTATIVE:	 Date 

,hereby certify that I om 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 
___ page{s) are not now needed for the business of this agency or will not be needed after the retention periods specified. 

~~2,~~
7~/7-15 Harold R. Masters	 Chief, Administrative Management Br. 

(Date) (Signature of Agency Representative)	 (Title) 

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

1 - 10	 Descriptions and retention schedules for records of
 
the Office of Air Quality Planning and Standards
 

./ 

I'~ 
STANDARD FORM 115 
Revised November 1970 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 

~-105 



· . r------_MANUAL 
APPBNDIX 13 

RECORDS CONTROL SCHEDULES RECORDS HlliiAGEl-ffiNT 

;, I 

AIR QUALITY PLAln~ING AL~ ST~~DPJmS RECORDS 

The records described below pertain to the functions of developing 
maximum permissible levels for air pollut&nts; formulating air quality
standards and regulations; reviewing state implementa.tion plans and 
programs; rendering assistance to the EPA Regional Offices in matters 
of air quality regulation to meet national 
and other program functions. 

Name and Description
Item of Record/File 

1.	 Program Management Files. 
Correspondence, reports, forms, 
and other records pertaining to 
the planning, administration,
and management of EPA program
activities. These files also 
include program planning
documentation ,,-flichestablishes 
or outlines short-, mid-, and 
long-range program objectives
for Air Quality Planning and 
Standards units such as annual 
plans, five year plans, mid-year
review, project milestones 
and schedules, Environmental 
Research Objectives· Statements, 
Research Objective Achievement 
Plans, and similar planni.ng
documents. 

~a. Program Planning Files 
generated and maintained by
Administration Directors; Deputy 
Directors, and Staff Directors. 
These files document program
planning, administration. 
and management functions. 

I.D~-~~ ()...c""' ~~z""",·.:... ~. 
p=.-~~....".,P...",-".:",? .:.."!. ~ ............

TN 

standards; techni.cal training; 

Retention Period 
and Disposition 

Dispositi.?n: Break fileIat close of fiscal year.
I Keep in office for 2 years I then transfer to Federal 

Records Center. Keep in 
FRC for 8 years, then 
destroy. 

http:planni.ng
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MANUAL APPENDIX B 

RECORDS CONTROL SCHEDULES 
RECORDS MANAGEMENT !&~~.;.-;'\ j b I : ;!:t~~ ...~--*' 

" • ...st_ ---" ~ I 0:-1.v->-f"-;-~~~ ~'.......-r- ~ 

I 

Name and Description / .. '~etention Period
 
Item of Record/File I and Disposition
----~~--------------------7-- (!p~'b. Program Correspondence Files ~etention: Retain 6 years. - ~~) 

o~ 

~ 
\. ~( 

<:--

'v'/ )' 
~ <}-

~~ f 

generated and maintained by
office, branch, and section 
chiefs. ~ ~~'. 

1·J).!N~o. .~~ -
r;y-~~~ . • 
~ ft('~ .......~.
 

"f>.' • 

Environmental Impact Statements. 
Includes reports received from 
the Atomic Energy Commission 
relating to the effects specific
atomic power plants have on the 
immediate community environment. 
Also includes EIS from other 
government agencies (Tennessee
Valley Authority, Interior,
Agriculture) which outline the 
anticipated effects various 
projects are expected to have 
on the environment. Reports
are used for review and 
comment. 

State Impleoentation Plans. 
Submission, progress, and status 
of clean air plans enacted into 
law by states and territories 
and submitted to EPA for 
review, comment and approval. 

IDisposition: Break file 
at close of fiscal year.
Keep in office 2 years,
then transfer to Federal 
Records Center. Keep in 

. FRC for 4 years, rhen 
destroy. 

Retention: l?ermpllent.. •...1? ~ 
Disposition: Break file 

"upon completion of revie1':. 
Keep in office 5 years,
then ~~t:he Fed:errl <~.~. 
Records Ce:::rt:"et'. Keep-ift 

~r 20 years, then-
~'he !fatwffii'l'"
 
Areh±ves. ..., 

Retention: 

a. Record Copy. Keep current
 
in office.
 

h. Revised or Supersede~

Copies. Permanent.
 

Disposi.tion.: 

a. Record Copy. Break file
 
vlhen plans are revised or
 
superseded.
 

b. Revised or Superseded

Copies. Break file at end
of Z years, then transfer to
 
the Pede ra L I~e.cordsCenter.
 

TN 



APPENDIX B . 

RECORDS	 CONTROL SCHEDULES 

Nam~ ~nd DescriRtion 
Item of Record/File 

4.	 t 

relate to projicts conductedby contractors grantees for the 
investigation, study, review,
testing, analysis, evaluation,
description, recommendation, and 
publication of new or improved
approaches, techniques, devices,
equipment, methods, procedures,
systems, strategies, and con-
trols or which lead to the 
presentation of new information,
ideas, insights, concepts, or 
theories concerning various 
air pollution topics.
Maintained by project offices 
or officers. 

a. Project Case File. 
p	 Case papers reflect a complete


history of each project from
 
initiation through research,

planning, design, and 
testing to compl~tion. Included 
is a copy of each contract,
grant, or interagency
agreement associated with the 
project including related modi-
fications, amendments, changes,
or addendums; project planning
papers; project authorization 
documents; project specifica-
tions and drawings; project
test and evaluation documents;
project meetings papers; techni-
cal progress or test reports.
including a final report; and 
related comnents and corre-

- spondences	 . -,,"-~ 
I"!' ~ jl..~.' ...,...".,

I. s--.-~~ 

~. o.J:l!..,...... ....I"l'L:.-

MANUAL 

RECORDS	 X.ANAGEMENT 

"Retention Period
 
and osition
 

Keep in FRC for 20 years, 
then offer to the ~ational Archives. 

~~ It '"tf'«.....ro...- • 
Retention: Permaftent~ 

Disposition: Cutoff long
te~ projects at close of 
fiscal year, and short 
term projects at close of 
fiscal year in which pro-
jects are completed.
Keep in office 2 years ~ 
then transfer to Federal 
Records Center. Keep in 
FRC for 6 years, then 
offer to the National 
Archives. 

TN 

http:It'"tf'�.....ro


MANUAL APPENDIX B 

RECORDS CONTROL SCHEDULES 
RECORDS MANAGEMENT 

Name and Description
Item of Record/File 

b. Project Wor.kpapers.
Includes completed question-
naires and letter responses;
listings and tabulations; copies 
of documents contained in pro-
ject case files; preliminary or 
intermediate source data used 
for analysis and reference;
correspondence concerning such 
administrative matters as 
travel, transportation, and 
transmittal of documents; and 
other workpapers used in the 
course of the study which are 
not appropriate for permanent 
retention because they have 
neither evidential nor infor-
mational long-term value. 

5.	 Air Quality In-House 
Project Files. Documents created 
in originating, planning, conduct-
ing, and reporting findings of 
studies, surveys, and tests 
regarding research projects on 
air pollution topics. 

a. Study or Survey Case File. 
Includes documentation of formu-
lation and approval of the study 
plan, methods used, and any
evaluation statements; may
include documents proposing or 
describing the study plan and its 
purpose; test methodology, calcu-
lations, plant visits, trip
reports, samples of approved
forms/questionnaires used in data 
collection; copies of interim and 
final reports; documentation of 
clearance and approval, release of 
report, and related comments andcorresDondence. 

Retention Period 
and Disposition 

Retention: Retain 3 years 

Pisposition: Cutoff long
term projects at close of 
fiscal year and cutoff 
short term projects at 
close of fiscal year in 
which project is completed 
Keep in office 3 years, 
then destroy. 

Retention: Permanent. 

Disposition: Cutoff long
term project at close of 
fiscal year, and short term 
projects at close of fiscal 
year in which project is 
completed. Keep in office 
2 years, then transfer to 
Federal Records Center. 
Keep in FRC for 6 years, 
then offer to the National 
Archives. 

TN 
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~CORDS CONTROL SCHEDULES 
RiCO?J)S ':-1!~l\l-DEHENT 

~. ; 

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

I
b. i-iorkpapersand Co~leted_ I Retention: Retain 3 years.
Questionnaires. -,lncludes co:n-
pleted questionnaires and letter Dispositi.O!1::Cutoff long 
responses, listing and tabula- term projects at close of 
tions, docunents accunulated in fiscal year, and short 
analyzing data, drafts, and rr.odi- term projects at close of 
fications to final report and fiscal year when project
other vo rkpaper s us ed in the is conp.l.et ed , Destroy 3 
course	 of the study. years after publication or 

r eLea se of related study 
or survey. 

6. 
I 
!,·.Regulations,Standards, and Guide-

lines. . Retention:: Permanent.I .- . 
I a. Essential Documerrt s ; Consist of DisDosition: Break file upon

technical and economi,c background publication of -final rule in the 
dQcum~n~s; -hearing transcriptsr and Federal Regi st"er.. Keep in 
publiGations of' standards and ' ,office for. 1year, then trans~ 
regu:).ations.-,· fer to the Federal Records 

Center. .Keep in FRC for 20 
b •.other documents'contained in the years, then offer to the 
file. Included are work group National Ar-chi, yes.
or-gard.zatd ona l. re,quests,;agendas .. 
andminrttes of meetings,; technical Retention~ 10 years.
assistance contractS'and repo~ts; -
internal papers ,and memorandums; Disposition: Break file upon
agency and published comments,;"and pub-lication as final rule in 
similar records. " the Federal Register.. Keep

in office for 3 years, then 
transfer to the FRC. Keep
in FRC for 7 years, then 
destroy .. 

7.	 Technical Assistance Case Files. Retention: Ret.aLn 3 ycar s , 
-l)o-clli!~entsrelating to requests -

____ ::.J:. _for technical assistance. Papers Disr'ositi.on: Br-eak file 

I rmint a Lncd docurx-nr the r cc oLpt , at clos2 of fiscal yearI pr oc es s Lng , and. suo3cquent 2.-':: t Ions] in ,'Jld,cil act ion is CO'.1--

on technical assistance request 'I pleted. I:si.'p in o f f i.c.e 3 
fo rrns and corrcsponde ncc , act Lvi ty year s , t her; (~estrlly.I reports and other rc~ords reflec-

'1	 • •t t - nv; the, pro0 __£ns :tn·~• ac:co:~pl:!.:.J ..T!-· 
___ ~ t ~DL~	 - ---4------------------ ___ 

http:Disr'ositi.on
http:conp.l.et
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RECORDS CONTROL SCHEDULES RECORDS MAN1..GEMENT 

~ t : 

Name and Description Retention Period 
Item of Record/File and Di.sposition 

b. Workpapers and Completed Retenti9n: Retain 3 years. 
Questionnaires. 'I Includes com-
pleted questionnaires and letter Dis~tion: Cutoff long
responses, listing and tabula- term projects at close of 
tions, documents accumulated in ~iscal year, and short 
analyzing data, drafts, and modi- term projects at close of 
fications to final report and fiscal year when project
other workpapers used in the is completed. Destroy 3 
course	 of the study. years after publication or 

release of related study
or survey. 

6.	 Regulations, Standards ,,/nd Guide- Retention: Permanent. 
lines. Consists of reCords and 
documentation used or/prepared in Disposition: Break file 
developing and rec~ending air at close of fiscal year
quality standards/~nd regulations in which standard is 
for ambient air ;{uality standards; completed. Keep in office 
new source pert~rmance standards 3 years, then transfer to 
including groU'ps I, II, IIa, III, Federal Records Center. 

,I'IV, and V; n~n-criteria pollut- Keep in FRC for 7 years,

ants; and ~tional emission stand- then offer to the
 
ards for ~zardous pollutants. Na tional Archives.
 
Include9(correspondence; legal

opinio~s and briefs; legislative
 
revie~s; test methods; court
 
actiOns; inquiries; comments;

issue papers; minutes of meetings,
 
conferences, and committees; \
 
briefing materials; the proposed
 i 

and final standard/regulation; ,
and pertinent, related documen- \

tation. ition:7.	 Technical Assistance Case Files. Retain 3 years. 
Documents relating to requests \ 
for technical assisLance. Papers Disposition: Break file 
maintained document the receipt~ at close of fiscal year
processing, and subsequent actions in which action is com-
on technical assistance request pleted. Keep in office 3 
forms and correspondence, activity years, then destroy. 
reports. and other records reflec-
~~~?~the proble~s and accoroplish-

TN 
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MANUAL 

RECORDS NANAGEHENT 

Name and Description
Item of Record/File 

8.	 Training Coursel~~terials. These 
files consist of documents accum-
ulated in planning, preparing,
writing, arranging, cond1lcting and
following up on Air Pollution 
Training Institute technical 
training. 

a. Training Course Plans. 
Includes the course script,
course outline, course descrip-
tion, course content, lesson 
plans, and course agenda. 

b. Training Course Notebooks. 
Includes nominations for train-
ing, tuition waiver requests,
applications for enrollment, 
letters of acceptance, list of 
class enrollees, student eval-
uation of course, final tests,
and letters to speakers and 
discussion leaders. 

9.	 Trainee Registration Record File. 
Card file arranged by course 
number, date, and student which 
serves as a record of those who 
received APTI training. Record 
is maintained on Trainee Regis-
tration card (NAPCA 94) at the 
Air Pollution Training Institute. 

APPLlIDIX B 

RECORDS CONTROL SCHEDULES 

., r 

Retention Period
 
and Disposition
 

\ 

1\ "'-\ t 
Retention: Retain 8 years.
 

Disposi.tion: Break file
 
at close of fiscal year in
 
which course is last offer-
ed. Keep in office 2
 
years, then transfer to
 
Federal Records Center.
 
Keep in FRC for 6 years,

then destroy. ,


, ": 

Retention: Retain 8 years.~ 

Disposition: Break file 
at close of fiscal year.
Keep in office 2 years, 
then transfer to Federal 
Records Center. Keep in 
FRC for 6 years, then 
destroy. x'J 
Retention: Retain 10 years. 

Pisposition: Break file 
at close of fiscal year.
Keep in office 4 years, 
then transfer to Federal 
Records Center. Keep in 
FRC for 6 years, then 
destroy. 

TN 
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APP?iIDIX B ~~,-'--------------------~ 
RECORDS CONTROL SCHEDULES RECORDS HANAGEMENT 

Name and Description
Item of Record/File 

10.	 Congressional Cotresp'ondence
File~. Correspondence, memo-
randa, reports, and other papers
accumulated in the course of 
preparing replies to Congres-
sional inquiries. 

• Ii 

Ret entIon Period 
and Disposition 

Retention: Retain 6 years. 

J !,)isposition: Break file 
I at close of fiscal year.

Keep in office 2 years,
then transfer to Federal 
Records Center. Keep in 
FRC for 4 years, then 
destroy.

i 




