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A'EQUEST FOR RECORD;:, LJISPOSITION AUTHORITY 
(See Instructions on reverse) 

NCl-412-82-12
TO GENERAL SERVICES ADMINISTRATION, 

__ N_AT_IO_N_A_L _A_RC_H_IV_E_S _A_N_D _R_E_CO_R_D_S _S_ER_V_IC_E.:...., _W_AS_H_IN_G_T_ON...,:.,_D_C_2_04_0_8 __ ---I DATE RECEIVED
 

1 FROM (AGENCY OR ESTABLISHMENT) March 4, 1982
 
Environmental Protection Agency
 

2 MAJOR SUBDIVISIONManagement and Organiza tion Divis ion In accordancewith the provlSlons~144 USC 3303a the disposal re 

----:-- ---:----------------------1 quest. including amendments. IS apPloved except for Items th~tlmay 
3 MINOR SUBDIVISION be stamped "disposa' not approved" or "withdrawn" In column 10 

Administrative Management Branch (PM-213) 
4. NAME OF PERSON WITH WHOM TO CONFER 5 TEL EXT 

Thomas Tasker 755-0840 Dale 

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 7 page(s) are not now needed for the business of
this agency or will not be neededafter the retention penlJ~'; specified. 
o A Request for Immediate disposal. 

~ B Request for disposal after a specified period of time or request for permanent 
retention. 

COATE D SI~NATURE OF/1-~CY R,EPRESENTATIUP" E TITLE 
~~C;;{ "<" l/YV~ -Z:_...e. ~ 

J~ro1d R. Masters Chief, Admin. Management Branch (PM-213) 

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

App endix C, Attached are new Emergency and Remedial Response
Schedu1e 21 Records Control Schedules which provide coverage of 
Items 1 "Superfund records" created by implementing the 
through Comprehensive Environmental Response, Compensation, and 
19 Liability Act (CERCLA). 

STANDARD FORM 115 
Re vr s e d Aprr l , 1975 
Prescnbed by General Services 

Administration 
FPMR (41 CFR) 101-11 4 
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U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES	 , , ..~.: 

TITLE	 OF SCHEDULE 

\	 EMER:;ENCY RESPCNSEANDREMEDIAL R:(l)RilS 

1.	 Program Management PaIes , Contal.ns data relating to all phases of the 
cleanup of uacontirol.led hazardous wastes incidents and response to and 
prevention of oil and hazardous substances releases. Reoords consast, 
of correspondence and reports re.lat.tive to policy and programs, guidance, 
leg~slaoon, arrterqoverrarenta l actdva.ty, oCXllItlIl.IIlity relations, super-
fund taxes and fees, supe rfund money, etc. 

2.	 Foreign Government F~le. Covers contacts and activities with 
foreaqn governrrents. Records consast, of cooperaove program 
agreerrents, copy of oontnnqency plan, meet=g arrangements, minutes 
of rreeongs, news c.Iappanqs , technrcal, reports and papers, tnp 
reports, etc. 

3.	 Interagency and Federal Governrrent FaLe, Tlus f11e contains contacts 
and actavi.taes wi.th other Federal aqencaes , ccrmu.ssaons , and other 
uru.ts of the Federal Government. Records consrst, of letters and rA'rYl1ri-c,1 

re Iatanq to Execuove Orders, CJ.1B staterrents and bulleons, proposed 
Leqi.s Lacion and programs, eooperatave ventures and proposals, 
meetanqs and oonferences of other Federal aqencaes , 

4.	 State and IDeal Government FaLe, Covers contacts and actavi.taes 
wi.th States, countaes , and ci.ta.es , Records oonsa.st; of letters, rreeong 
arrangenents, eopaes of proposed or exa.stanq State laws on uncon-
trolled hazardous waste faca.Li.ta.es, l).st and staff1ng of State 
aqenca.es responsl.ble for hazardous waste managerrent actava.taes , State 
regulaoons, reports on rreet=gs w~th State representaoves, State 
contar-jency plans, etc. 

COVERAGE OF SCHEDULE 

APPLICABLE ~UARI'ERS OFFICE 
I 

Retenhon: Retain 10 years. 

Dispos~ tion: Break file at end of 
years, then transfer to the Federal 
FOCfor 8 years, then destroy~ 

year. Keep in office 
Reoords Center (FlC). 

I 0 ~ ~. 

for 2 
Keep an 

Retent~on: Retain 6 years. 

Dr.spos.i.tuorn Break file at 
6 years, then destroy~ 

Retenoon: Ret~n 6 years. 

Di.spoai.taorn Break file at 
6 years, then destroy~ 

end of year. 
ID ~ 

end of year. 
Co ~ 

Keep in office 
o-ec,l. 

Keep an off1ce 
~. 

for 

for 

;:a 
m n o;:a 
o 
'" 

Retent~on: Re~n 6 years. 

nasposi.taoru Break f11e at 
6 years, then destroy~ 

end of year. 
I£, ~ 

Keep an off1ce 
~. 

for 

• I 

http:aqenca.es
http:faca.Li.ta.es
http:oonsa.st
http:ci.ta.es
http:actdva.ty
http:Contal.ns


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

TITLE	 OF SCHEDULE 

\ EMEIGNCY AND REMEDIAL RESPONSE REalROO 

ITEM NAME AND DESCRIPTION OF RECORD/FILE NO 

5.	 Profess~onal and C~Vl.l Assoc~ahons and Insh tutaons, Covers 
contacts and actiiva.taes w~th professional assocrataons (engineers, 
dlenu.sts, etc.) cavae associ.ataons (envrrorarental.rats , Boy Scouts, 
JC's etc.), and anstd.tutdons (colleges, foundations, etc.). Records 
consrst; of meetunqa and oonference arrangenents, lists of orqaruzataon 
officers, organizab.on brochures, special studl.es and reports, 
requests for anformataon and assaatanoe, public parhcipatian/a:mnunity 
relab.ons. 

6.	 Industnal and ConIIerc~al Fa.Les, Covers contacts and acta vrtaes w~th 
Induatzu.al, and ccnnercaal, fa rms, Lnc.ludanq background data an fa.rms, 
Records consi.st, of requests for anformataon , product brochures, 
product di.st.rabutaon data, correspondence, and other related records. 

7.	 Regional Fa.Les, Concerns the orqaru.aataon, management, and operab.on 
of the reg~onal operab.ans. Records consas t of staff hsts, planned 
program, orqanazataon plan, suamary of actdva.taes , reqaonal, 
correspondence wi.th State governrrent uni.ts , and correspondence on 
program actaons , (Nan-s~te specafac Informataon) , 

8.	 Ieg~slab.on. Contruns records partairunq to proposed and exisb.ng 
EPA Ieqi.s.Lataon , Records consist of proposed bi.Ll.s , acts, 
amendrrents, analysa.s of bills and anendments, ne.vs c.Iaps , br~ehng 
papers, hearanq tiranscruptis and reports, correspondence, etc. 

COVERAGE OF SCHEDULE 

APPLICABIE HEAI:QUARl'Effi OFFICE 

RETENTION PERIOD AND DISPOSITION 

Retenb.on: Retain 2 years. 

Di.spcai.trion: 
2 years, then 

Break file 
destroy~ 

at end of year. 
do-- ~ 

Keep in 
~. 

off~ce for 

Retenhon: Re~ 2 years. 

ni.sposataon. Break fi.Le at end of year. Keep an ofhce for 
then destroy ~ ~ ~ o-2c::l. 

Retenhon: Retcun 6 years. 

D~spos~tion: Break fa Le at end of year. Keep an ofhce for 
6 years, then destroy~ Co=:. ~ ~. 

Retenb.on: Retain 10 years. 

Disposition: Break f i Le at end of year. Keep an ofhce for 
2 years, then transfer to the Federal Records Center (FRC). 
Keep in FRCfor 8 years, then destroy~ I 0 ~ 

2 years, 

~ • 

::0 m n o 
::0 o 
"" ~.. z.. 
Cl 
m ~ 
m z 
-t 
~.. 
zc: ~ r-

• I 

http:exisb.ng
http:Ieg~slab.on
http:operab.on
http:consi.st
http:Induatzu.al
http:studl.es
http:organizab.on
http:SCHED.NO
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'-' ,.;~SCHED.NOU.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES	 " 

a ' 
r

" TITLE OF SCHEDULE	 COVERAGE OF SCHEDULE I 

~ EMERGENCY AND REMEDIAL RESPONSE RECOru:s	 APPLICABIE HEAOOUARl'ER5 OFFICE 

ITEM NAME AND DESCRIPTION OF RECORD/FILE	 RETENTION PERIOD AND DISPOSITION _ NO 

9.	 Regulahons,' Standards, and Gmde~nes. ContaLns Informataon relahng Retention: Pennanent.
 
to the developnent of rules and regulahons effecting the
 
envuormental legislation passed by Congress. Records consast; of Disposihon: Break file after resoluhon of any litigation. Keep

drafts of proposed regulations and gmdelllles (Nataonal, Contingency in office for 1 year, then transfer to the Federal Records Center
 
Plan), antemal CXlIlU'IEnts,journal articles and other supporting (PRe). Keep in PRe for 15 years, then offer to the National
 
hterature, proposed rules, response to proposals, EPApress releases,
 Arclu.ves~ Ite7 ~ o-eJ..
newspaper c'lappmqs , etc. 

10.	 Contracts and Cooperahve Agreenents - Program Group File. Retention: Retal.Il 7 years after carplehon.
 
r:xx:urrentahon relating to the formulahon, award, and changes an
 
contracts, cooperahve agreements w~th a State to take certain actions D~spos~tion: Break fa.Le upon the completion of project. Keep in
 
to cleanup a uncontrolled hazardous waste sa.te , for studies, denon- of fa.ce for 2 years, then transfer to the Federal Records Center (FRC).
 
st.rataons, and servaces , Records consas t; of orders for suppl.aes or Keep III PRe for 5 years, then destroy ~ ,.., ~ o-C?e(.
 
services (SF-147), procursrrant; requests, justa f.icataon stateIrents,
 
task orders, contractor bad eval.uataons , award notaoes , contractor
 
staff resurres, contract or agreement, report of payments to contractors,
 
progress reports, change nota.ces , appl.a.cataon for assa.atanoe , copy of
 
state plan, and other related records.
 

11.	 Flllal Reports, Resultlllg from Contractor and Grantee Stufues and Retenhon:
 
servaoes. Flllal reports sul::llutted by contractors and grantees.
 
Also, includes evaluataons and ccrnrcents by staff merrbers and others. a. Record Copy (sponsoranq Group). Pennanent.
 

b. Infonnahon Copres , As deteniuned by user Is reference needs. 

D~spos~t~on: 

a. Record Copy. Break fa.Le upon carplehon of project; eva.luataon 
and canrrent peraod, Keep III ofhce for 1 year, then transfer to 
the Federal Records Center (PRe). Keep III the FOCfor 20 years, 
then offer to the National Arclu.ves~ ~I ~ c.oJ2c:..l. 

b. Infonnahon Copies. IAi!stroywhen no longer used. 

12.	 Hazardous S~te FaLe, Cont.aaris docunent.ataon of polley and deci.saons Retenhon: Ret.am 20 years- after compl.et.aonof all cost-recovery
 
made by Headquarters and regwnal personnel ooneerrunq the cleanup ~t~gahon.
 
of uncontrolled hazardous waste artas , Records anc.lude corres-
pondence between the reqaon and Head::J:uarters, other Federal agencies, Da.sposa.tri.om Break f i.Le upon eonp.letaon of all cost-recovery
 
reports, approval of desa.qn and enqaneeranq of waste contaantrrentv' Li.taqataon, Keep in off1ce for 2 years, then offer to the Federal 
remsdi.al, system, request from reqaon for addi.taonal. m::meyto continue Records Center (FRe). Keep an FRCfor 18 years, then destroy~ 

cleanup cper'ataons , and other related records. d-.O~~. 

http:remsdi.al
http:Da.sposa.tri.om
http:Retal.Il
http:SCHED.NO


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

TITLE	 OF SCHEDULE 

EMEIGNCY lIND REMEDIAL RESPCNSE RECORDS 

_~I~~5~Mt-	 N_A_ME__ A_N_D_D_E_S_C_RI_P_T_'O_N_O_F__ R_E_C_OR_D_I_F_'L_E 

13.	 Pnority List for Cleanup of Hazardous Waste S~tes. Cbntalns records 
used to develcp a nataonal, pnon ty list of uncontrolled hazardous 
waste sa.tes that pose an irmunent threat to the pubhc health 
or v.elfare or the enva.ronrrent., Illdudes pohcy and qui.danos assued 
by Headquarters to reg~ons, correspondence between the reqaon and 
Head::}uarters, reqaonal, list and supporting documentation, ranking of 
sites, national praora.ty list, and other related records. 

14.	 L1abihty and Financial Responsib~lity of Ckmer or Operator. contains 
records used to document the decraaons made by Head::}uarters and 
regional personnel concerning the habihty and financial 
responsaba.Lrty of an owner/operator of an uncontrolled hazardous 
waste sa.te, Includes pohcy and quidanoe a.ssued by Head::}uarters to 
regions, copy of notii.f.i.cataon from the owner/operator of a facility 
that the facility is in cxuplianCE with Section 107 (k) (2) of 
CEICI. Act, docusent.ataon of detemunation by the Agency that Otmer/ 
operator has or has not emplied, doc:um:m.tedverihcation by EPA that 
the Otmer/operator has estabhshed appropriate fananci.af, responsaba.Li.ty, 
referral of case for hlmg of judrca al, action, demand letters, and 
other related records. 

15.	 ClallllS. contains records used to document the decisions made by 
Head::}uarters and reqaonal, personnel ooncerrrinq cl.anns f i.Led aqarns t; 
the Fund under Section 112 (a) of the CERCI..Act. Includes pohcy 
and guidanCE issued by Head::}uarters to regwns, copy of off rca.al, 
claim, doClllBIltation of action to settle claim, copy of the agreement 
of the final settlement of the claim, and other related records. 

16.	 Tedmical Ass~stance Data System (TAD). O;mputer printouts shcMing 
chemical and physacal, characteristics and errergency response 
procedures of 1100 substances (oil and other hazardous materials) 
which may be hazardous to the public health or welfare or environ-
nent if discharged or spilled. 

COVERAGE OF SCHEDULE 

APPLICABIEHEADQUARl'ERSOFFICE 

~--------------------R-E-T-E-N-T-'O_N __P_E_R'_O_D_A_N_D ~__D_'S_P_OS_'_T~'O~N 

Retention: Retain 10 years. 

Disposit1on: Break f.i.Le when hst is updated. Keep in Off~CE for
 
2 years, then transfer to the Federal Records Center. Keep an ERC
 
for 8 years, then destroy~ 10 ~ oDoA.
 

Retention: Retam 20 years after a:>npletion of enforcement; and 
cost-recovery actions. -

DiSposition: Break f~le upon completion of all enforceIrel1t and 
cost-recovery actions. ,Keep in office for 2 years, then transfer ;;0 

to the Federal Records Center (FOC). Keep in FRt for 18 years, m 
n

then I!ie&W£is&.~~l> ... ~o ~ ~.	 o 
;;0 
o..,. 
~,. 
z
COl
,.
m ~ 

Retention: Retam 5 years.	 m z 
-t 

D~spos~t1on: Break f~le upon settlement of cla1m/aompletion of ~ 
cost-recovery actions. Keep an office for 1 year, then transfer ~ 

z
to the Federal Records Center. Keep an FRC for 4 years, then c: ~ destroy~ ..:s ~ ~.	 r-

Retention: As below. 

Disposition: Keep in office until superseded, then destroy. 

\
 
'., 

;",r ,.,.It> c , " v, 
-, : >

" 
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http:responsaba.Li.ty
http:fananci.af
http:praora.ty
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;r~I-IFn,NOu.s. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 

ITITLE OF SCHEDULE 

~ EMEIG:NCY AND REMEDIAL RESPCNSE R:Q)RDS 

_'~~M	 NAME AND DL.~_~" .~ OF RECORD/FIL.E 

17.	 Sp~l1 PreventJ.on COntrol and CounteIIreasures System (SPCX::). a:uputer 
pnntouts sl1aNing the number of oa.l, and hazardous materials spills 
that occurred at a facility. The infonnatJ.on is used to IlDllitor 
and report 00 <XlIIV?hanceinspectJ.ons with regulatJ.ons and actaons 
to be taken ~f a faci.Lrty stonng oa.L and hazardous matara.al.s has a 
spi.Ll , 

18.	 Speeches and Journal Artac.les , ContaJ..ns speeches prepared for 
dehvety at civic functions and profeasaonal, oonferences and neetings 
and artJ.cles prepared for pubhcatJ.on an professaonal, magazines and 
journal.a. 

19.	 Pubhcations, Pronotional Items, and Supportmg Artwork. General and 
technical literature and pronotional a tems , Literature and pronotional 
a.tems take the fonn of handbooks, brochures, parrphlets, buttons, and 
bumper suckers. Artwork consi.sts of or iqanal, drawmgs and photo-
graphs. 

COVERAGE OF SCHEDULE 

APPLICABIE HEAD;lllARl'ER> OFFICE 

RETENTION PERIOD AND DISPOSITION 

Retention: As below.
 

Di.spos.i.tdon; Keep in office until superseded, then destZ9Y.
 

RetentJ.on: Retain 5 years. 

Df.spoai.t.Iom Break fa Le after presentatJ.on of speech or p.lblication
 
of article. Keep an office for 5 years, then destroy~..s ~
 ~. 
RetentJ.on:	 ;;u 

m n 
a. Da.s tz'abut.aon Supply Copies. Last pnnt date plus 3 years.	 a 

;;u 
o 

b. InfonnatJ.on oopaes , As detennmed by users' reference needs. '" ~,.
D~sp?sition: 

a 
z,.
ma. D~stribut~on Supply copaes , Break file after printmg and mitial ~ 
m 

~ 
daacrabutaon, After 3 years destroy undistriliuted eopaes ,	 z 

b. Infonnation Copies. Destroy when no longer needed.	 ~ ~ zc: ~ r-

http:InfonnatJ.on
http:RetentJ.on
http:presentatJ.on
http:RetentJ.on
http:pubhcatJ.on
http:infonnatJ.on
http:PreventJ.on
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I	 SCHED NO u.s. ENVIRONMENTAL PROTECTION AGENCY -RECORDS CONTROL SCHEDULES 
1 

TITLE OF SCHEDULE	 COVERAGE OF SCHEDULEi 

l EMERGENCY AND REMEDIAL RESPONSE RECORDS	 APPLICABLE HEADQUARTERS OFFICE 

I 1~6M NAME AND DESCRIPTION OF RECORD/FILE RETF.;:NTION PERIOD AND DISPOSITION 

20. Congressional Reports. Reports prepared by the Retention: 
Adm~ni9trator for the Emergency Response Program whichI a~e submitted to the President and Congress. Reports a. Record Copy: Permanent. 

1 address the implementation of the Comprehens~ve 
Env~ronmental Response, Compensation and L~abil~ty Act b. Information Cop~es. Reta~n 3 years. I ~n terms of the effectiveness of the Government to
 
respond to and mitigate the effects of releases of Disposit~on:

hazardous substances; summary of past receipts and
1	 disbursements from the Fund; projection of future fund~ng a. Record Copy: Break file upon Lransm~ssion to Congrc~s. I 

needs rema~ning after the expiration of authority to Keep ~n off~ce for 3 years, then transfer to the Federal 
:1	 collect taxes; record and experience of the Fund in Records Center. Keep in FRC [or 15 years, th~n offer to 

recovering Fund disbursements from liable parties; State the National Archives~ 12" ~ .,..e...l. 
part~cipation in the system of response, liability, and 
compensation established by the Act. Also, prepare b. Information Copies. Destroy ~hen 3 years old or

·1	 report which identify additional hazardous wastes and sooner if no longer needed. j recommend appropriate tax rates for such wastes for theI 
\	 Post-closure Liability Trust Fund. 

I
I 
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