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REQUEST FOR RECORDS‘POSFTION AUTHORITY LEAVE BLANK

(See Instructions on reverse) 0B NO

NC1-412-85-11

TO GENERAL SERVICES ADMINISTRATION,

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHING(ON, 0C 20403 OATE RECEVED

1 FROM (AGENCY OR ESTABLISHMENT) 2_08_85
Tnvironmental Protection Agency

NOTIFICATION TO AGENCY

2 MAJOR SUBDIVISION

Office of the Administrator & Deputy Admin. | Inaccordance with the provisions of 44 USC 3303 the disposal re
quest including amendments, 1s approved except for items that may
3 MINOR SUBDIVISION be stamped “disposal not approved” or “withdrawn’' in column 10
4 NAME OF PERSON WITH WHOM TO CONFER § TEL EXT
-5 5 Pt A(E A,
Thomas TaSker 3 8 2_ 59 l l Dute / Archinist of the Umted Stateys t

6 CERTIFICATE OF AGENCY REPRESENTATIVE

| hereby certify that | 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 page(s) are not now needed for the business of
this agency or wilt not be needed after the retention periods specified.

[C] A Request for iImmediate disposal

B Request for disposal after a specified period of time or request for permanent
reten,;.pn

C DATE ATURE O wsemmve E TITLE
it c‘ - .
‘2/5/&J homas Tasker Agency Records Management Oifficer

7 8 DESCRIPTION OF ITEM 10
ITEM NO (With Inclusive Dates or Retention Periods) s/jrggl_sooa ACTION TAKEN
1 - 16 |The Office of the Administrator and Deputy Appendix
Administrator Records Control Schedule is C
heing revised to make it consistent with the Schedule
Program's current operations. The revision 1

of this schedule is vart of a major review
and update of the EPA Records Control Schedules.

Attached is a copy of the revised Administrator
And Deputv Administrator Records Control Schedule|.

<
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U.S. ENVIRONMENTAL PROTECTION AGENCY—RECORDS CONTROL SCHEDULES

SCHED.NO

TITLE OF SCHEDULE
RECORDS OF THE ADMINISTRATOR AND DEPUTY ADMINISTRATOR

COVERAGE OF SCHEDULE
APPLICABLE HEADQUARTERS OFFICE

ITEM
NO

NAME AND DESCRIPTION OF RECORD/FILE

RETENTION PERIOD AND DISPOSITION

1.

—GControlled Correspondence of the Administrator and Deputy

Retention: Permanent,

Administrators—H es_coples of controlled correspondence
signed by either the Adminis E_th_gggggxto‘m
Administrator. Also i1ncludes coples of letters embers |
of Congress. This correspondence was processed under

special handling control procedures because of the impor-
tance of the letters or time requirements of replies.

Records consist of copies of incoming letters, copies of
responses, and enclosures. Records arranged chrono-
logically, then alphabetically by name of correspondent.

General Correspondence of the Administrator and Deput

Adm1n1sEFEEGF;g:iEEiUG§§_£221$§F2£fE$:;gontrolled (routine)

correspondence. Records consist ©O mi ers, . and
enclosures.

“—~intra=agency Corresgondence of the Administrator and Deputy
Administrator. des-—-co s of correspondence and
memoranda to and from top officials of "the-~EPA-and. the
Administrator and Deputy Administrator. Includes coples Of |
memorandums, replies, and supporting documents. Records

arranged by name of program and by regional office.

ister Documents Signed by the Administrator
or the Deputy Admln1?f?ifﬁ??zgiﬁClUQﬁﬁ_EQElEE_Eifgé; Federal

Register documents signed by the Administrator © e—Dbepuby-]
Administrator.

ers, Includes reference coples of legal papers
sent to the AdmT uty Administrator from the
General Counsel, Agency Judicial Officer, Administrative |

Law Judge. Includes coples of briefs, motions, decisions,
and other legal documents.

Multiple Letters File,

aT—Ensironmental lLetters. Includes coples of 1ncoming

letters with responses that are sent—to-mere-than.one party,
such as to all members of Congress, all states, EPA regional
offices, and so on. Records arranged chronologically, then
by address. -

Disposition: Break file at end of year. Keep in
office current plus 1 additional year, then trans-

T fer—to Keep in FRC for 10 years, then
offer to National Arc 3

Retention: Retain S years.

Disposition: Break file at end of year. Keep in

ot fice-curye lus 1 additional year, then
transfer to FRC. Destroy when £ 28

Retention: Permanent.

Break file at end of year. Keep

Disposition:
-—fn“0££LCQ‘QHEEEEEF§22£_§éUS 1 additional year,
then transfer to . ep-in.ERC _for 10 years,

then offer to the National Archives.

Retention: Retain 7 years.

._Disposition: Break file at end of year. Keep in
office current year-plus-.l-.additional year, then

transfer to FRC. Destroy when 7 years old.
Retention: Retain 5 years.

Break file at end of year. Keep 1n

| _Disposition:
offiee~curre lus 1 additional year, then
transfer to the FRC. Destroy when 5—years-0ld...

Retention: Permanent.

Disposition: Break file at end of year. Keep 1n

office current year plus 1 additional year, then
Ce——Keep _in _the FRC for 10

TYNNYW LNIWIOVYNYW SQ30D3Y

years, then offer to the National Archives?
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http:SCHED.NO

U.S. ENVIRONMENTAL PROTECTION AGENCY—

RECORDS CONTROL SCHEDULES

TITLE OF SCHEDULE
RECORDS OF THE ADMINISTRATOR AND THE DEPUTY ADMINISTRATOR

COVERAGE OF SCHEDULE
APPLICABLE HEADQUARTERS OrFICE

SCHED NO

ITEM
NO

NAME AND DESCRIPTION OF RECORD/FILE

RETENTION PERIOD AND DISPOSITION

10.

11.

r——donanylironmental Letters. Include retirement letters,
thank you, and similar YoUtTme—admialstrative enclosures.

Retention: Retain 3 years.

internal Agency directives signed py—the-Adminlstrator.
Records consist of Administrator's decision documents,
delegations of authority signed hy the Administrator,

ministrator's Polic Decision, Agreements, and Directives
File. iﬁ%iﬁﬁ%;i;zzzzﬁk relating to policy decisions and

1in ottice when 3 years old.

Retentlon: Permanent.

transter to the FRCTkeep--ta.lLhe FRC for 10

Disposition: Break IYIe at—emd—ef-year, Destroy

Disposition: Break file at end of year. Keep 1n
gface _current year plus 1 additional year, then

1nteragency agreements, agreements with states, approval
of Agency policy and procedure directives, memorandums
of understanding signed by the Administrator, briefing
memorandums, and other related records.

[ Treedem—of_lnformation Resgonse File. Includes copies of
incomlng requests for 1 rtrep-nder the Freedom of

years, then offer to the National ArchiveseT™

Retention: Retain 5 years.

Information Act, copies of replies, and coplies ol any
intra-agency memoranda concerning the request. Files
does not 1include copy of the document requested.

——froedom_qf Information Logbooks. Logbooks showinyg the
recelpt date, date of reply, Otrfree—ed—relerral, payment

Disposition: Break file at end of year. Keep 1n
office current -yerr-piuwe-addliblopal year, then

Retention: Retain 10 years.

Uisposrerem—dtreak f1]l¢ at end ot each year.

transfer to the FRC. Destroy when 5 years oroes

receipt, and other processing 1nformation concerning
Freedom of Information requests.

—pupdacate Copies of Freedom of Information Requests/
Responses. Includes copres—ot—treedom.al lnformation
requests and responses avallable for public inspection.

Keep 1n office current year plus 9 addicromnar
years, then destroy.

Retention: Retaln 1 year.

Dropesstions.  Break file at the end of year.

Keep

—tpmadanmata]nformation Processing Control Slips File.
Includes cross reterence Control Schedules,
EPA Form 5180-1, used to reference the officia

of Information request/response files.

1n office current year plus I auiftromet-s-oar
then destroy.
Retention: Retain 2 years.

Disposition: Break file at ¢nd of each year.
Kecp 1n OFFiCE~cweseRbt.year plus 2 additional

years, then destroy.

TVONVW ANIW3OVYNVYW SQH003d
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U.S. ENVIRONMENTAL PROTECTION AGENCY—RECORDS CONTROL SCHEDULES

SCHED NO

TITLE OF SCHEDULE
RECORDS OF THE ADMINISTRATOR AND THE

DEPUTY ADMINISTRATOR

COVERAGE OF SCHEDULE
APPLICABLE HEADQUARTERS OFFICE

13.

14.

) 'S _Meetings File.
policy statements, and o Drtefrre=—pakessaiand by the

':‘gM NAME AND DESCRIPTION OF RECORD/FILE RETENTION PERIOD AND DISPOSITION
12. [~Agagcy Judicial Officer Appeals Case File. Includes cases

relate vironmental litigation appealed to the
Administrator 1sion. Records consist of petitions
for appeal, appeal docum ubmitted by parties, decisions
of the Adminlstrator, and other d records.

a. Landmark Cases. Includes cases resulting 1in
important legal precedent which establishes or atfirms
Agency policy with respect to environmental actions

of national 1mportance in which major regulatory 1ssues
are litigated. Records arranged alphabetically by case.

b. Other Cases.

oty Business Enterprises Task Force File.
Includes records rotortedeba. PA's Minority Business
Enterprise Task Force. Records consist of-prepasils,

Retention: Permanent.

--BTE"89%

case Or reso
the FRC for 10 years,
Archives.

Break file upon termination of
f 1ssues 1nvolved. Keep 1n
ffer to the National

Retention: Retain 10 years.
Disposition: Break file upon completion of
appcal or termination of casc, whichever 1s
later. Keep 1n the office for 1 additional
year, then transter to the FRC. Destroy when
10 years old.

Retention: Permanent. )

Disposition: Break file upon termination of

memorandums to Adminlstrator and Deputy Adminlstrator,
records of the Minority Businesses Enterprise Interaygency

Iy

—bolata Keep 1n office tor 2 years, then
transfer to the FRC.™ "Keep ERC tor 10

Ll

Council, newspaper clivpings, and other related records.

Include position papers,

Administrator to prepare for meetings with 1nterest groups

years, then offer to the National Archives.

Retention: Retalin 5 years.

Break.flle at end of each year.

DTSPUSTETOY

or other public groups. Arrange chronologically by date
of meeting.

Keep 1n office for 5 years, then destroy.

TIVANYW ANIWIOVNYW SQY003Y




U.S. ENVIRONMENTAL PROTECTION AGENCY—RECORDS CONTROL SCHEDULES

SCHED.NO

TITLE OF SCHEDULE
RECORDS OF THE ADMINISTRATOR AND THE DEPUTY ADMINISTRATOR

COVERAGE OF SCHEDULE
APPLICABLE HEADQUARTERS OFFICE

records related to controversial or sensitive land
use policy areas, such as, floodplains, wetlands,
coastal zone management, agricultural lands statements,
and other environmentally sensitive areas. Records
consist of copies of legislation, position papers,
correspondence, and other related records.

b. Growth Management and Urban Policy File. Includes
records related to EPA's position on regional and urban
growth and policy matters. Records consist of regional
growth management seminars, EPA participation in the

White House Conference on Balance Growth and Environmental
Quality, and other related records.

] l;g” NAME AND DESCRIPTION OF RECORD/FILE RETENTION PERIOD AND DISPOSITION
15. Speeches by Administrator and Deputy Administrator. Retention:
Includes coplies of speeches delivered by the Administrator.
Records consist of background papers, correspondence, and a. Record Copy. Permanent.
final copy of speech.
b. Information Copies. Retain 1l year.
Disposition:
a. Record Cog¥. Break file after presentation:
Keep 1n office 5 year, then transfer to the
FRC. Keep in FRC 5 years, then transfer to
the National Archives 1in5 year blocks.
) b. Information Coples: Destroy when 1 year old
or sooner 1f no longer needed.
16. [~Land Use Coordination on Files. Includes records
rela o the coordination of EPA policies 1n the
land use ar€as ecords used in coordinating inter-
agency activities, use activities with state
and local governments, an appropriate govern-
ment and private groups.
a. Environmentally Sensitive Area File. Include Retention: Permanent.

: Break file at end of year. Keep in
office fo ars, then transfer to the FRC.
Keep 1n the FRC ears, then offer to the

National Archives.

Retention: Permanent.

Keep in
office current year plus 5 additional years, then

Disposition: Break file at end of year.

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

TYNNYW LN3WIOYNVYW SQH0D3Y
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Atch to SF 115 (Info for "PERMANENT" retention records)

/
Title Of Schedule: Records of the Administrator And Deputy Administrator

l

Volume Growth Arrangement
Item No. On Hand Per Year Of Files

15 1 Cu.Ft. L Cu. Ft. Chronological
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Atch to SF 115 (Revised Item Numbers compared to Previous Items Numbers)

Title Of Schedule; Records of the Administrator And Deputy Administrator

REVISED ITEM NUMBER PREVIOUS ITEM/SCHEDULE NUMBER
1 1 (C-1)
2 2
3 3
4 4
5 5
6 6
7 7
8 8
9 9

10 10
11 11
12 12
13 13
14 14
15 15





