
;EQUEST FOR RECORD~OSITION AUTHORITY
 
(See Instructions on reverse)
 

NCl-412-85-3 
TO	 GENERAL SERVICES ADMINISTRATION, 

NATIONAl ARCHIVES AND RECORDS SERVICE, WASHINGJQN, DC 20408 DATE RECEIVED -----~ 
1.	 FROM (AGENCY OR ESTABLISHMENT) 12-28-84 
Environmental Protection Agency 1-----------------

NOTIFICATION TO AGENCY 
2. MAJOR SUBDIVISIONOff ice 0 f Regi on alOpe rat ions In acco'd?nce with tne prov-sions of 44 USC 33030 the disposal re 
---------'=------"'----------------1 quest including amendments. IS aPD'oved except Io: Item, that may 
3. MINOR SUBDIVISION	 De ,Icmpcd "d.sposa: net approved" or "wrtbdrawn" rn column 10 

4. NAME OF PERSON WITH WHOM TO CONFER	 S. TEL EXT 

Thomas	 Tasker 382-5911 
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 3 page(s) are not now needed for the business of 
this agency or will not be needed after the retention periods specified. 
o	 A Request for immediate disposal. 

[Xl B Request for disposal after a specified period of time or request for permanent 
retenti n. 

C. DATE	 E. TITLE 

Agency	 Records Management Officer 

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

1 - 9	 Regional Operations Records Control Schedule is Appendi

being revised to make it consistent with the C
 

Program's current operations. The revision of Schedul
 
this Schedule is part of a major review and 2
 
update of the EPA Records Control Schedules.
 

The title of this Schedule has been changed from
 
"Office Of Regional and Intergovernmental Opera-
tion!! to "Regional Operations Records."
 

Attached is a copy of the revised Regional
Operations Records Control Schedule. 

STANDARD FORM 115 
Rev; sed Ap,i I, 1975 
Prescnbed by General ServIces 

Adrrurustratron 
FPMR (41 CFR) 101-11 4 



SCHED.NO. u.s. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 

TITLE	 OF SCHEDULE 

REGIONAL OPERATIONS RECORDS 
ITEM	 NAME ANO DESCRIPTION OF RECORD/FILE NO. 

1.	 Controlled and Major Correspondence of the Associate 
Administrator for Regional Operations. Includes 
copies of controlled and major correspondence signed
by the Associate Administrator. The correspondence
significantly documents the program activities and 
was processed under special handling control pro-
cedures because of the importance of the letters or 
time requirements of replies. 

• 2. General Correspondence of the Associate Administrator 
for Regional Operations. Includes copies of non-
controlled (routine) correspondence. Records consist 
of incoming letters and enclosures. 

3.	 Program Development File. Consists of records related 
to the development of Regional Operations policies and 
programs. Records consist of correspondence, issue 
papers and reports relative to policy, strategy, program
control, research priorities, legislative priorities,
and other related records. 

4.	 Program Management File. Consists of records related 
to the management and administrative support of the 
Office of Regional Operations. Records consist of 
program planning and implementation, personnel needs,
work accomplishments, budgetary materials, and other 
program management activities. 

5.	 Speeches by Associate Administrator or Staff. Speeches
prepared for delivery at civic functions and professional
conferences and meetings. 

COVERAGE OF SCHEDULE 

APPLICABLE HEADQUARTERS OFFICE 

RETENTION PERIOD AND DISPOSITION 

Retention: Permanent. 

Disposition: Break file at end of year. Keep in 
office current year plus I additional year, then 
transfer to the FRC. Keep in FRC 10 years, Sh~n ,
offer to the National Archives~ ~~ ~ • 

Retention: Retain 5 years. 

Diseosition: Break file at end of year. Keep in 
offlce I year, then transfer to the FRC. Destroy
when 5 years old. ;;0 

m 
n 
o 
;;0Retention: Permanent. o 
'" ~ Disposition: Break file at end of 2 years. Keep > in office 3 years, then transfer to the PRC. Keep z 

in FRe 20 years, the? lof~er to the National c;l 
> 
mArchives~S'~ ~, ~ m z 
-i 

Retention: Retain 5 years.	 ~ 
> zDisposition: Break file at end of year. Keep in c: 

office 1 year, then transfer to the FRC. Destroy ,...>
when 5 years old. 

Retention: 

a. Record Copy. Permanent. 

b. Information Copies. Retain I year. 

Disposition: 

a. Record Copy. Break file after presentation:

Keep in office 5 years, then transfer to the PRC.
 
Keep in PRC 5 years, then offer to the National
 
Archives~ S ~CV\.. ~.
 

b. Information Copies. Destroy when I year old
 
or sooner if no longer needed.
 

nl!J ~\ J ,t'1tI'f~\'~'r	 -,: ". l.; , .r	 .' ---

http:SCHED.NO


SCHED.NOu.s. ENVIRONMENTAL PROTECTION AGENCY -RECORDS CONTROL SCHEDULES 

TITLE	 OF SCHEDULE COVERAGE OF SCHEDULE 

REGIONAL OPERATIONS RECORDS	 APPLICAHLE HEADQUARTER~ on'ICE 
ITEM NAME AND DESCRIPTION OF RECORD/FILE	 RETENTION PERIOD AND DISPOSITION 
NO. 

6.	 Freedom of Information Response File. Includes copies of Retention: Retainjryears.
incoming requests for information under the Freedom of 
Information Act, copies of replies, and copies of any Disposition: Break file at end of year. Keep in 
interagency memoranda concerning the requst. Note: office current plus 1 additonal year, ~heii LLU"S-
this file does not contain the Program's offical record £8~ ~8 _hs Fpc Destroy when ~ years old. 
of information being requested. 2.. 

• 7. ~eg~n~~riefing Books. Collections of reports prepared Retention: Permanent. 
by various progr m 1In:tf}agem~office used to brief the 
Administrator and Deputy Administrator WftSA making site Disposition: Break file at end of year. Keep in 
visits or otherwise reviewing the regional programs. ---. office for 3 years, then transfer to the Federal 
Books contain regional profiles, or a series of fact Records CencGT7--Keep jn FRC for 10 years, then 
sheets showing the status of regional programs and other	 offer to the National Archives. _ ;;0
general information concerning the regional organizational m .,. structure, resource allocations, and other documents	 n oshowing key regional issues.	 ;;0 

o.,. 
~ 8.	 -Regional Files. Include files documenting the relation- Retention: Permanent. ~ 

ship between tile SP}'.regional offices and Agency Head- ~ 
quarters offices. Records conslst-o~enftral correspon- Disposition: Break file at end of year. Keep in ~ 

dence and reports with all regions, and corres~~~~-~_~r~O~f!f~i~c~e~f~o~r~3~y~e~a~~rs~,~t~h~e~n~~t~r~a~n~S~f~e~~r~t~o~t~h~e~~F~e~d~e~r~a~~I~~~~~~~~~m~and reports from the individual regional offices.	 Recorus Keep in FRC for 10 years, then 
offer to the National n .. '-"~ 

Z

9. -EPA...Eroarams Correspondence File. Includes copies of Retention: Retain 5 years.	 c: ~ ,... 
Lcorresponaen~~, ,tq and other records received from 

various Headquarters organlzQL~~ 1 ~nmnonents. Used Disposition: Break file at end of year. Keep in 
for reference purposes. Separate folders l:or--each-majo~ office for 2 additional years, then transfer to 
organizational Component.	 - --the-·[<'edet:,al Center. Keep in FRC forRecords 

3 years, then-ae~y~~~ __~ 1 
-

. .
 
,I 

http:SCHED.NO


Atch to SF 115 (Info for "PERHANENT" retention records) 

Title Of Schedule: Regional Operations Records 

Item 
1 

3 

5 

No. 
Volume 
On Hand 
1, Cubic'2 

2 Cubic 

~ Cubic 

Feet 

Feet 

Feet 

Growth 
Per Year 
L Cubic Feet-4 

1 Cubic Feet 

~ Cubic Feet 

Arrangement
Of Files 
Subject 

Subject 

Chronological 


