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Explanation of EPA Records Schedule Fields

Field Name

EPA Records Schedule

Status

Title

Program

Applicability

Function

NARA Disposal
Authority

Field Description

A unique identifier assigned to each
schedule.

The status of the schedule ("final," "draft,"
or "development") and the last revision
date.

A final schedule has been approved by
EPA and the National Archives and
Records Administration (NARA) and
authorizes the retention and disposition of
the records.

A draft schedule has been approved by
EPA and sent to NARA. It may not be used
to retire records to offsite storage and
does not authorize destruction.

A development schedule has not been
approved by EPA or sent to NARA. It may
not be used to retire records to offsite
storage and does not authorize
destruction.

Title of a group of related records covered
by the schedule.

EPA organization(s) or programs that can
use the schedule. "All Programs" means
that any office or program may use this
schedule.

EPA location(s) that can use the schedule.
"Agency-wide" means the schedule can be
used at any location.

The code and title of an EPA business
process. The numeric code is used in a file
plan to organize records by function.

A number assigned by NARA for their
tracking purposes. This number is also
used when retiring records to a Federal
Records Center.

If the schedule has not yet been
submitted to NARA, "Pending" is used.

Examples

1001

Final, 10/15/2002

Safety and Health

Air

Regions

305 Public Affairs

N1-412-94-4/1
DAA-0412-2013-0002-0001



Field Name

Description

Disposition
Instructions

Disposition
Instructions for
Electronic Information
Systems

Guidance

Reasons for
Disposition

Field Description

A description of the records, their content,
types of information included, etc.

Disposition instructions identify whether
records are disposable or permanent, and
provide direction for when to close the
records, how long to retain them, and
their final disposition (destroy, transfer).
Disposition instructions may be divided
into two or more "Items" if retention
needs vary.

Electronic information systems may have
separate disposition instructions for each
component (e.g., software program,
input, output, electronic data,
documentation) of the system. If these
items are not included in the disposition
instructions, check the guidance section
for additional information.

Information that will assist in applying the
schedule (e.g., alternate names of files,
records that are excepted from coverage,
related schedules).

This field tells NARA why EPA is
recommending the disposition or the
changes to a previously approved
disposition. Why the records need to be
kept, their value to the Agency, or other
pertinent information is entered here. This

Examples

Records relating to the general
Agency implementation of the
Freedom of Information Act.

Item a. Historically significant public
affairs records

Permanent

Close upon issuance or publication,
or when superseded or inactive.
Transfer electronic records to the
National Archives 5 years after file
closure. Transfer non-electronic
records to the National Archives 15
years after file closure.

Item b. Routine public affairs records

Disposable

Close at end of activity or calendar
year.

Destroy 5 years after file closure.

Item a: Electronic data

Permanent

Transfer data annually to the

National Archives as specified in 36
CFR 1228.270 or standards applicable
at the time.

Historically significant records —
Includes records that meet one or
more of the following criteria:
established a precedent and resulted
in a change in law, policy or
procedure...

Records are required for enforcement
and cost recovery support as
mandated by statute and regulation.



Field Name

Custodians

Related Schedules

Previous NARA
Disposal Authority

Entry

EPA Approval

NARA Approval

Field Description

field also includes information on the most
recent changes made to the schedule.

This section identifies the holder(s) of the
records. It includes the name of the
program or region and sub-unit (office,
division or branch), and the contact name
and telephone.

If the records are maintained in multiple
offices, it will read "Multiple units" only.

Relationships to other records are noted
here. They can be in the same office or
other offices, programs, etc. Examples of
relationships might include input to
another system or file, copies of reports
submitted to (or received from) another
office, or working papers that support a
series of final reports.

Listed here are old schedule approval
number(s), manual numbers, etc.,
previously applied to this item, that have
been, or will be, superseded by this
schedule.

This is the date the schedule was
originally entered into the schedule
system.

This is the date internal approval was
completed. This date will not change
unless the schedule is resubmitted to EPA
programs due to major changes.

This is the date the Archivist of the United
States signed the approved schedule.
General Records Schedule (GRS) items
show the date of the appropriate GRS.

Examples

Office of Enforcement and
Compliance Assurance, Office of
Compliance

Contact: James Johnson
Telephone: 202-566-0000

EPA 1035, EPA 1036

NC1-412-85-24/2

07/18/1991

04/10/1992

05/15/1993



EPA Records Schedule 0002

Status: Final, 04/30/2014
Title: Emissions Inventory System (EIS)
Program: Air
Applicability: Agency-wide
Function: 108 - Environmental Management
NARA Disposal Authority:

o N1-412-01-3
Description:
The Emissions Inventory System (EIS) collects, stores, and distributes the National Emissions
Inventory (NEI). It includes facility inventory data and criteria air pollutant and hazardous air
pollutant emissions for point, nonpoint, mobile and event sources. The NEI is used for periodic
assessment of emission trends, and is used for air quality modeling purposes. State, Local and
Tribal emission inventories form the basis for the NEI, which also includes emissions data
gathered from other sources. The public has access to emissions inventory data through a public
Web site.
Disposition Instructions:
Item a: (Reserved)
Item b: (Reserved)

Item c: Electronic data

This item is to be used only by the Office of Air and Radiation, Office of Air Quality Planning
and Standards.

NARA Disposal Authority: N1-412-01-3c
e Permanent
o Transfer data annually to the National Archives, as specified in 36 CFR 1235.44-1235.50

or standards applicable at the time.

Item d: (Reserved)



Item e: (Reserved)
Guidance:

Media neutral - This schedule authorizes the disposition of the record copy in any media (media
neutral). However, if the format (e.g., electronic) of permanent records is specified in a records
schedule approved by NARA, the records are to be transferred to the National Archives in
accordance with NARA standards at the time of transfer. If the record copy is created in
electronic format or digitized (e.g., imaged) and maintained electronically (e.g., Data on Aquatic
Resources Tracking for Effective Regulation (DARTER) maintained in the Office of Water), the
electronic records must be retrievable and usable for as long as needed to conduct Agency
business and to meet NARA-approved disposition to comply with 36 CFR Sections 1236.10,
1236.12, 1236.14, and 1236.20. Retention and disposition requirements for the various
components of electronic systems (e.g., software, input, output, system documentation) are
covered in schedule 1012, Information and Technology Management. In addition to 36 CFR
1236, see “Basic Requirements of an Electronic Recordkeeping System at EPA” on the EPA
records internet site [http://www.epa.gov/records/tools/erks.htm].

Sensitive information - When records are due for destruction according to the disposition
instructions, records containing sensitive information (e.g., confidential business information
(CBI), personally identifiable information (PI1)) must be shredded or otherwise definitively
destroyed to protect confidentiality.

The Air Quality System (AQS) is scheduled as EPA 0496.

Electronic software program - The electronic software program, formerly item a, is to be kept as
long as needed to ensure access to, and use of, the electronic records throughout the authorized
retention period to comply with 36 CFR Sections 1236.10, 1236.12, 1236.14, and 1236.20.
NARA regulations require that electronic records be retrievable and usable for as long as needed
to conduct Agency business and to meet NARA-approved disposition.

Input - Input, formerly item b, is covered by schedule 1012 item e.

Output and reports - For disposition of output and reports, formerly item d, refer to the records
schedule for the activity supported by the output and reports. Follow the disposition instructions
for the applicable records schedule item. If more than one records schedule or item applies,
follow the disposition instructions with the later dates.

System documentation - System documentation, including system development documentation,
formerly item e, refers to those records necessary to document how the system captures,
manipulates and outputs data. System documentation is transferred to the National Archives
along with the electronic data. Disposition of system documentation is covered by schedule 1012
item a.

Reasons for Disposition:

10



The following changes were made in the 04/30/2014 version:

o Deleted items a, b, d and e which are covered by other schedules.
o Updated guidance and contact information.

The following changes were made in the 12/31/2008 version:
e Revised the title and description of the schedule.
The following changes were made in the 06/30/2008 version:

o Updated the name of the program office in disposition items a, ¢ and e.
o Updated contact information.

The following change was made in the 04/30/2008 version:

e Revised disposition instructions for item b.
The following changes were made in the 03/31/2008 version:
Changed the disposition instructions for items a and b.
Added applicability to disposition items a, ¢ and e.

Revised wording in disposition instructions for item d.
Revised title of disposition item e.

On September 30, 2000, the AIRS Facility Subsystem (AFS) emissions inventory component
was phased out and the NEI database serves as the single repository of emissions inventory data.
Under N1-412-99-8, the National Archives approved emissions data from AFS as permanent.
Replaces National Emissions Trends (NET) and National Toxics Inventory (NTI) databases.

Item f for electronic copies created with word processing and electronic mail applications was
deleted 08/14/2006 pursuant to NARA Bulletin 2006-04.

Custodians:
Office of Air and Radiation, Office of Air Quality Planning and Standards

o Contact: Sally Dombrowski
e Telephone: 919-541-3269

Office of Air and Radiation, Office of Air Quality Planning and Standards

e Contact: Jonathan Miller
e Telephone: 919-541-7738

Related Schedules:

11



EPA 0496, EPA 1012

Previous NARA Disposal Authority:

Entry: 03/16/2000
EPA Approval: 10/25/2000

NARA Approval: 03/14/2003

12



EPA Records Schedule 0004

Status: Final, 07/31/2014
Title: Electronic Forms Systems
Program: Environmental Information
Applicability: Headquarters
Function: 404 - Technology Management
NARA Disposal Authority:

o N1-412-02-7

Description:

Electronic forms systems provide users with the capability to electronically create, route, track,
and process a multitude of Agency-specific forms, as well as Government-wide standard forms.

Includes WebForms and the external forms database. WebForms is designed to automate the
core administrative functions of EPA. The external forms database is used to classify and track

all external use forms to meet program and regulatory needs.
Disposition Instructions:
Item a: (Reserved)
Item b: (Reserved)
Item c(1)(a): Electronic blank forms
NARA Disposal Authority: N1-412-02-7¢(1)(a)

« Disposable
o Delete when superseded or obsolete.

Item c(1)(b): Electronic completed forms
NARA Disposal Authority: N1-412-02-7¢c(1)(b)

« Disposable

e Delete after record copy captured in a recordkeeping system.

Item c(2): Forms database

13



NARA Disposal Authority: N1-412-02-7¢(2)

o Disposable
o Delete 6 months after completion of action.

Item d: (Reserved)
Item e: (Reserved)
Guidance:

Media neutral - This schedule authorizes the disposition of the record copy in any media (media
neutral). If the record copy is created in electronic format or digitized (e.g., imaged) and
maintained electronically (e.g., Data on Aquatic Resources Tracking for Effective Regulation
(DARTER) maintained in the Office of Water), the electronic records must be retrievable and
usable for as long as needed to conduct Agency business and to meet NARA-approved
disposition to comply with 36 CFR Sections 1236.10, 1236.12, 1236.14, and 1236.20. In
addition to 36 CFR 1236, see “Basic Requirements of an Electronic Recordkeeping System at
EPA” on the EPA records internet site [http://www.epa.gov/records/tools/erks.htm].

Sensitive information - When records are due for destruction according to the disposition
instructions, records containing sensitive information (e.g., confidential business information
(CBI), personally identifiable information (PI1)) must be shredded or otherwise definitively
destroyed to protect confidentiality.

Forms systems do not qualify as electronic recordkeeping systems. The record copy of forms
must be printed and filed in the appropriate paper file or captured in EPA's electronic
recordkeeping system (ECMS) after the last action is completed. Exception: The electronic leave
forms submitted for approval via WebForms or similar electronic forms systems do not need to
be printed or captured in EPA's electronic recordkeeping system (ECMS) and can be maintained
electronically in the forms system according to the disposition instructions for schedule 1006,
item b, with the exception of "mass approvals™ which must be printed and filed or captured in the
electronic recordkeeping system.

Forms development files are covered by schedule 1006, item b.

Electronic software program - The electronic software program, formerly item a, is to be kept as
long as needed to ensure access to, and use of, the electronic records throughout the authorized
retention period to comply with 36 CFR Sections 1236.10, 1236.12, 1236.14, and 1236.20.
NARA regulations require that electronic records be retrievable and usable for as long as needed
to conduct Agency business and to meet NARA-approved disposition, and is covered by
schedule 1012, item e.

Input - Input, formerly item b, is covered by schedule 1012 item e.

14



Output and reports - For disposition of output and reports, formerly item d, refer to the records
schedule for the activity supported by the output and reports. Follow the disposition instructions
for the applicable records schedule item. If more than one records schedule or item applies,
follow the disposition instructions with the later dates.

System documentation - System documentation, including system development documentation,
formerly item e, refers to those records necessary to document how the system captures,
manipulates and outputs data. System documentation is transferred to the National Archives
along with the electronic data. Disposition of system documentation is covered by schedule 1012
item e.

Reasons for Disposition:

The following changes were made in the 07/31/2014 version:

o Deleted items a, b, d and e which are covered by other schedules.
e Revised guidance.

The following changes were made in the 07/31/2008 version:
o Revised the schedule title and description.
o Changed the title of disposition item c(2).
o Updated contact information.

Custodians:

Office of Environmental Information, Office of Technology Operations and Planning

« Contact: Lawrence Lee
e Telephone: 202-566-1042

Office of Environmental Information, Office of Information Collection

o Contact: Susan Auby
e Telephone: 202-566-1672

Related Schedules:

EPA 1006, EPA 1012

Previous NARA Disposal Authority:
Entry: 05/25/2000

EPA Approval: 02/08/2002

15



NARA Approval: 08/20/2002
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EPA Records Schedule 0008

Status: Final, 07/31/2015
Title: Nonrecords
Program: All Programs
Applicability: Agency-wide
Function: 0 - Nonrecord Materials
NARA Disposal Authority:

o Not applicable
Description:

Consists of nonrecord copies. Nonrecord materials are those Agency-owned informational
materials that do not meet the statutory definition of records in 44 U.S.C. Section 3301 or that
have been excluded from coverage by that definition.

Technical Reference Materials. Technical or general reference files which are maintained by
individuals or program offices to enable the person or program office to perform its mission and
which are kept only for reference. Collections may be on general environmental research topics
or issues, the program mission, or management and administrative questions. Files or collections
may consist of items such as technical publications, manuals, extra copies of issue papers,
reports and studies originated by or for the program, information copies of studies and reports
produced by other programs, journal articles, books, video tapes, photographs, vendor catalogs,
electronic files, and other materials regardless of medium.

News Clippings. Clippings of news stories, which have no documentary or evidential value, from
newspapers and other publications.

Convenience Copies. Extra copies of documents preserved only for convenience of reference.
Includes information copies of correspondence, directives, and other documents on which no
administrative or mission-related action is recorded or taken. Also includes copies other than the
record copy where there is no recordkeeping requirement for multiple record copies.

Stocks of Forms, Publications, and Processed Documents. Extra copies of printed or processed
materials for which complete record sets exist (such as current and superseded manuals,
brochures, pamphlets, handbooks, posters, and maps) maintained inside or outside the office
responsible for maintaining the record set.
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Materials Not Appropriate for Preservation. Catalogs, trade journals, and other publications or
documentary materials that are received from other government agencies, commercial firms,
private institutions, or individuals and that require no action, are not part of a case on which
action is taken, and are not essential to the business of the Agency or to the Agency's legal
responsibilities.

Library or Museum Materials. Library or museum materials intended solely for reference or
exhibit. Includes physical exhibits, artifacts, and other material objects lacking evidential value.

Working Papers and Drafts. Documents such as rough notes, calculations, or preliminary drafts
which are assembled or created and used to prepare or analyze other documents and which meet
all of the following criteria: (1) They were not circulated or made available to employees, other
than the creator, for official purposes such as approval, comment, action, recommendation,
follow up, or to communicate with Agency staff about Agency business; (2) They do not contain
unique information, such as substantive annotations or comments included therein, that adds to a
proper understanding of the Agency's formulation and execution of basic policies, decisions,
actions, or responsibilities; (3) They are not needed for purposes of adequate and proper
documentation of the decisionmaking process; and, (4) They are not described elsewhere under
an Agency-wide or EPA organization-specific requirement to retain the documents for a specific
period of time.

Copies of permanent electronic records transferred to the National Archives. Copies of
permanent electronic records transferred to the National Archives and maintained by the
submitting office until they are notified by NARA that the transfer is successful.

Disposition Instructions:
Item a: Nonrecord copy

o Disposable
o Close when obsolete, superseded or no longer needed for reference.
o Destroy immediately after file closure.

Guidance:

Determining record value - Consideration should be given to determining the record value of
materials such as working papers, drafts, and notes which document an activity up to the point in
time when those materials are created. Until a subsequent activity occurs which causes them to
become superseded or obsolete, the materials could warrant record status and be appropriate for
preservation. Designating materials as nonrecords in anticipation of their being superseded or
obsolete, rather than at the point when they are actually superseded or obsolete, can be premature
in some instances. When it is difficult to decide whether certain materials are records or
nonrecords, they should be treated as records.

Records collected from abandoned sites (e.g., bankrupt companies, abandoned offices) by EPA
as part of site investigations or other activities that are not necessary for the conduct of Agency
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business and which have no informational value will be considered nonrecords. If regulated
entities submit material, either accidentally or intentionally, that is not necessary for the conduct
of Agency business, it will also be considered nonrecord material.

Access restrictions - Nonrecord materials should not contain any security classified or
administratively controlled information.

Removal of nonrecords from the Agency - Nonrecord materials should not be removed from the
Agency except with the Agency's approval.

Short-term documentary materials - Nonrecords, along with personal papers, and short-term
records, comprise a broad category of materials that are not needed as part of the long-term
documentation of Agency activities. Personal Papers are covered by EPA 0999. Examples of
short-term records include transitory files such as suspense files and mailing list source records
covered by schedule 1006, item d.

Convenience copies of records should be destroyed when the records are destroyed, or sooner if
no longer needed for reference purposes.

Schedule change history - A number of program-specific reference files formerly listed
individually have been incorporated into this general Agency-wide item. See Previous NARA
Disposal Authority below for a list of superseded schedules. This schedule incorporates and
replaces EPA 0733 - News Clippings. Copies of news clippings which have documentary or
evidential value may be incorporated into other records series (e.g., Superfund site files), and are
to be disposed of in accordance with the disposition instructions for the related series.

Reasons for Disposition:

The following change was made in the 07/31/2015 version:

o Added information about copies of permanent electronic records transferred to the
National Archives to the Description.

The following change was made in the 02/28/2014 version:
o Updated cross references in guidance.
The following change was made in the 03/31/2008 version:

e Revised guidance to include records: (1) collected from abandoned sites and (2)
submitted by regulated entities that are not necessary for the conduct of Agency business.

Nonrecord materials are identified in 44 U.S.C. Section 3301 and 36 CFR Section 1220.14.
NARA guidance says: "Nonrecord materials should be destroyed when no longer needed for
reference.” NARA determined copies of news clippings are nonrecord materials as part of N1-
412-96-2.
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Custodians:

Multiple units

Related Schedules:

EPA 0999, EPA 1006

Previous NARA Disposal Authority:

NC1-412-76-1/1/8, NC1-412-76-1/11/6, 7, 15, 16 and 19, NC1-412-76-1/111/27, NC1-412-76-
4/17, NC1-412-76-7/15, NC1-412-76-8/24, NC1-421-76-9/33, NC1-412-76-15/5, NC1-412-77-
1/28, NC1-412-77-5/16, NC1-412-78-2/6, NC1-412-78-3/8 and 13, NC1-412-82-7/24, NC1-412-
83-5/7, NC1-412-85-4/9 and 11, NC1-412-85-6/31 and 45, NC1-412-85-12/9, NC1-412-85-
17/20, NC1-412-85-18/6, 11, 12, 15, 20, NC1-412-85-19/6, NC1-412-85-20/9 and 13, NC1-412-
85-22/16, NC1-412-85-23/8 and 13, NC1-412-85-24/16, N1-412-86-1/16, N1-412-86-3/24 and
27, N1-412-87-4/20, N1-412-87-5/7, N1-412-96-2

Entry: 03/25/1991

EPA Approval: Not applicable

NARA Approval: Not applicable
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EPA Records Schedule 0009

Status: Final, 04/30/2015
Title: Integrated Grants Management System (IGMS)
Program: Grants
Applicability: Agency-wide
Function: 205 - Federal Financial Assistance
NARA Disposal Authority:

o N1-412-07-33
Description:
The Integrated Grants Management System (IGMS) is an electronic system that automates grant
and interagency processes. IGMS collects grant and fellowship application information,
information supporting the decision to fund the grant or fellowship, commitment notice
information, grant and fellowship award information, and grant reports. EPA collects the
information in order to award grant funds or fellowships to applicants to accomplish research,
develop or deliver training, or conduct other activities that will protect or improve public health
or the environment. Grants and fellowships are awarded to state, local, tribal, educational, and
nonprofit partners.
The following types of information are contained in the system: acquisition/assistance (e.g.,
funding vehicle, business partner); financial (e.g., obligation and commitments, funds
management, program information; planning and performance information); and human assets
(e.g., business and contact information).
Disposition Instructions:
Item a: (Reserved)
Item b: (Reserved)

Item c: Electronic data - Superfund site-specific

This item is to be used only by the Office of Administration and Resources Management, Grants
Management Division at Headquarters.

NARA Disposal Authority: N1-412-07-33c
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o Disposable
o Destroy 30 years after grant closeout.

Item d: Electronic data - waste water construction and state revolving fund grants

This item is to be used only by the Office of Administration and Resources Management, Grants
Management Division at Headquarters.

NARA Disposal Authority: N1-412-07-33d

o Disposable
o Destroy 20 years after grant closeout.

Item e: Electronic data - other than Superfund site-specific, waste water construction, and state
revolving fund grants

This item is to be used only by the Office of Administration and Resources Management, Grants
Management Division at Headquarters.

NARA Disposal Authority: NARA Disposal Authority: N1-412-07-33e

o Disposable
o Destroy 10 years after grant closeout.

Item f: (Reserved)
Item g: (Reserved)
Guidance:

Media neutral - This schedule authorizes the disposition of the record copy in any media (media
neutral). However, if the format (e.g., electronic) of permanent records is specified in a records
schedule approved by NARA, the records are to be transferred to the National Archives in
accordance with NARA standards at the time of transfer. If the record copy is created in
electronic format or digitized (e.g., imaged) and maintained electronically (e.g., Data on Aquatic
Resources Tracking for Effective Regulation (DARTER) maintained in the Office of Water), the
electronic records must be retrievable and usable for as long as needed to conduct Agency
business and to meet NARA-approved disposition to comply with 36 CFR Sections 1236.10,
1236.12, 1236.14, and 1236.20. Retention and disposition requirements for the various
components of electronic systems (e.g., software, input, output, system documentation) are
covered in schedule 1012, Information and Technology Management. In addition to 36 CFR
1236, see “Basic Requirements of an Electronic Recordkeeping System at EPA” on the EPA
records internet site [http://www.epa.gov/records/tools/erks.htm].

Sensitive information - When records are due for destruction according to the disposition
instructions, records containing sensitive information (e.g., confidential business information
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(CBI), personally identifiable information (PI1)) must be shredded or otherwise definitively
destroyed to protect confidentiality.

Superfund site-specific grants and other program support agreements are scheduled as EPA
0001; waste water construction and state revolving fund grants as EPA 0232; and all other grants
as EPA 0003. The Grants Information and Control System (GICS) is scheduled as EPA 0575.

Digital signatures are maintained for the same retention period as the related electronic data.
Electronic software program - The electronic software program, formerly item a, is to be kept as
long as needed to ensure access to, and use of, the electronic records throughout the authorized
retention period to comply with 36 CFR Sections 1236.10, 1236.12, 1236.14, and 1236.20.
NARA regulations require that electronic records be retrievable and usable for as long as needed
to conduct Agency business and to meet NARA-approved disposition, and is covered by
schedule 1012, item e.

Input - Input, formerly item b, is covered by schedule 1012, item e.

Output and reports - For disposition of input and reports, formerly item f, refer to the records
schedule for the activity supported by the output and reports. Follow the disposition instructions
for the applicable records schedule item. If more than one records schedule or item applies,
follow the disposition instructions with the later date.

System documentation - Supporting or system documentation, including system development
documentation, formerly item g, refers to those records necessary to document how the system
captures, manipulates and outputs data. Disposition of system documentation is covered by
schedule 1012, item e.

Reasons for Disposition:

The following changes were made in the 04/30/2015 version:

o Deleted items a, b, f and g which are covered by other schedules.
o Updated guidance and contact information.

The following change was made in the 11/07/2006 version:

e Renumbered items e-h as d-g.
The following changes were made in the 09/07/2006 version:

o Deleted item d for electronic data and supporting documentation for Tribal records.
IGMS provides an all-electronic process for grants from development of the grant guidance

through the award and closeout. The system replaces the Grants Information and Control System
(GICS), with the exception of the Office of Water's construction grants data. GICS was
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previously appraised as N1-412-00-4. The system provides information to grant applicants,
grantees, and the public. The proposed retention meets all audit and litigation documentation
needs.

Custodians:

Office of Administration and Resources Management, Grants Administration Division

o Contact: William Etheridge
e Telephone: 202-564-5353

Related Schedules:

EPA 0575, EPA 1003, EPA 1012, EPA 1036
Previous NARA Disposal Authority:
Entry: 05/15/2000

EPA Approval: 11/13/2006

NARA Approval: 12/16/2008
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EPA Records Schedule 0016

Status: Final, 12/31/2013
Title: Individual Non-Occupational Health Record Files
Program: Personnel
Applicability: Agency-wide
Function: 401 - Administrative Management
NARA Disposal Authority:
e General Records Schedule 1/19
Description:
Includes forms, correspondence, and other records, including summary records, documenting an
individual employee's medical history, physical condition, and visits to government health
facilities, for nonwork-related purposes.
Excludes: Records contained in the Employee Medical Folder (EMF) (EPA 0566).
Disposition Instructions:
Item a: Record copy

NARA Disposal Authority: General Records Schedule 1/19

o Disposable
o Destroy 6 years after date of last entry.

Guidance:

Media neutral - This schedule authorizes the disposition of the record copy in any media (media
neutral). However, if the format (e.g., electronic) of permanent records is specified in a records
schedule approved by NARA, the records are to be transferred to the National Archives in
accordance with NARA standards at the time of transfer. If the record copy is created in
electronic format or digitized (e.g., imaged) and maintained electronically (e.g., Data on Aquatic
Resources Tracking for Effective Regulation (DARTER) maintained in the Office of Water), the
electronic records must be retrievable and usable for as long as needed to conduct Agency
business and to meet NARA-approved disposition to comply with 36 CFR Sections 1236.10,
1236.12, 1236.14, and 1236.20. Retention and disposition requirements for the various
components of electronic systems (e.g., software, input, output, system documentation) are
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covered in schedule 1012, Information and Technology Management. In addition to 36 CFR
1236, see “Basic Requirements of an Electronic Recordkeeping System at EPA” on the EPA
records internet site [http://www.epa.gov/records/tools/erks.htm].

Sensitive information - When records are due for destruction according to the disposition
instructions, records containing sensitive information (e.g., confidential business information
(CBI), personally identifiable information (PI1)) must be shredded or otherwise definitively
destroyed to protect confidentiality.

Employee medical folders are scheduled as EPA 0566. See EPA 0023 - Health Unit Control
Files for logs or registers of visits to dispensaries, first aid rooms, and other types of health units.

Reasons for Disposition:
Conforms to NARA's General Records Schedule 1, item 19.

Item b for electronic mail and word processing system copies was deleted 08/14/2006 pursuant
to NARA Bulletin 2006-04.

Custodians:

Multiple units

Related Schedules:

EPA 0023, EPA 0566

Previous NARA Disposal Authority:
None

Entry: 01/06/2004

EPA Approval: Not applicable

NARA Approval: 12/00/2003
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EPA Records Schedule 0023

Status: Final, 12/31/2013
Title: Health Unit Control Files
Program: Personnel
Applicability: Agency-wide
Function: 401 - Administrative Management
NARA Disposal Authority:
o General Records Schedule 1/20
Description:

Includes logs or registers reflecting daily number of visits to dispensaries, first aid rooms, and
health units.

Disposition Instructions:
Item a: If information is summarized on statistical report
NARA Disposal Authority: General Records Schedule 1/20a

« Disposable
o Destroy 3 months after last entry.

Item b: If information is not summarized
NARA Disposal Authority: General Records Schedule 1/20b

« Disposable
o Destroy 2 years after last entry.

Guidance:

Media neutral - This schedule authorizes the disposition of the record copy in any media (media
neutral). However, if the format (e.g., electronic) of permanent records is specified in a records
schedule approved by NARA, the records are to be transferred to the National Archives in
accordance with NARA standards at the time of transfer. If the record copy is created in
electronic format or digitized (e.g., imaged) and maintained electronically (e.g., Data on Aquatic
Resources Tracking for Effective Regulation (DARTER) maintained in the Office of Water), the
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electronic records must be retrievable and usable for as long as needed to conduct Agency
business and to meet NARA-approved disposition to comply with 36 CFR Sections 1236.10,
1236.12, 1236.14, and 1236.20. Retention and disposition requirements for the various
components of electronic systems (e.g., software, input, output, system documentation) are
covered in schedule 1012, Information and Technology Management. In addition to 36 CFR
1236, see “Basic Requirements of an Electronic Recordkeeping System at EPA” on the EPA
records internet site [http://www.epa.gov/records/tools/erks.htm].

Sensitive information - When records are due for destruction according to the disposition
instructions, records containing sensitive information (e.g., confidential business information
(CBI), personally identifiable information (PI1)) must be shredded or otherwise definitively
destroyed to protect confidentiality.

Employee medical folders are scheduled as EPA 0566. See EPA 0016 for individual non-
occupational health records.

Reasons for Disposition:
Conforms to NARA's General Records Schedule 1, item 20.

Item c for electronic mail and word processing system copies was deleted 08/14/2006 pursuant to
NARA Bulletin 2006-04.

Custodians:

Multiple units

Related Schedules:

EPA 0016, EPA 0566

Previous NARA Disposal Authority:
None

Entry: 01/06/2004

EPA Approval: Not applicable

NARA Approval: 12/00/2003
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EPA Records Schedule 0026

Status: Final, 12/31/2013
Title: Handicapped Individuals Appointment Case Files
Program: Personnel
Applicability: Agency-wide
Function: 403 - Human Resources Management
NARA Disposal Authority:
e General Records Schedule 1/40
Description:
Consists of case files containing position title and description; fully executed SF 171; medical
examiner's report; a brief statement explaining accommodation of impairment; and other
documents related to previous appointment, certification, and/or acceptance or refusal.
Disposition Instructions:
Item a: Record copy

NARA Disposal Authority: General Records Schedule 1/40

o Disposable
o Destroy 5 years following the date of approval or disapproval of each case.

Guidance:

Media neutral - This schedule authorizes the disposition of the record copy in any media (media
neutral). However, if the format (e.g., electronic) of permanent records is specified in a records
schedule approved by NARA, the records are to be transferred to the National Archives in
accordance with NARA standards at the time of transfer. If the record copy is created in
electronic format or digitized (e.g., imaged) and maintained electronically (e.g., Data on Aquatic
Resources Tracking for Effective Regulation (DARTER) maintained in the Office of Water), the
electronic records must be retrievable and usable for as long as needed to conduct Agency
business and to meet NARA-approved disposition to comply with 36 CFR Sections 1236.10,
1236.12, 1236.14, and 1236.20. Retention and disposition requirements for the various
components of electronic systems (e.g., software, input, output, system documentation) are
covered in schedule 1012, Information and Technology Management. In addition to 36 CFR
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1236, see “Basic Requirements of an Electronic Recordkeeping System at EPA” on the EPA
records internet site [http://www.epa.gov/records/tools/erks.htm].

Sensitive information - When records are due for destruction according to the disposition
instructions, records containing sensitive information (e.g., confidential business information
(CBI), personally identifiable information (PI1)) must be shredded or otherwise definitively
destroyed to protect confidentiality.

Reasons for Disposition:

Conforms to NARA's General Records Schedule 1, item 40.

Item b for electronic mail and word processing system copies was deleted 08/14/2006 pursuant
to NARA Bulletin 2006-04.

Custodians:

Multiple units

Related Schedules:

Previous NARA Disposal Authority:
None

Entry: 01/06/2004

EPA Approval: Not applicable

NARA Approval: 12/00/2003
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EPA Records Schedule 0027

Status: Final, 07/31/2015
Title: Integrated Compliance Information System (ICIS)
Program: Enforcement and Compliance Assurance
Applicability: Agency-wide
Function: 108 - Environmental Management
NARA Disposal Authority:
o N1-412-05-5
Description:

The Integrated Compliance Information System (ICIS) is the core information management
system supporting the enforcement and compliance operations of the Office of Enforcement and
Compliance Assurance (OECA). In addition, ICIS has replaced several older legacy
programmatic systems, including the Permit Compliance System (PCS) which supported the
National Pollutant Discharge Elimination System (NPDES) program, and the Air Facility System
(AFS) which supported the Clean Air Act (CAA) Stationary Source program. ICIS is used for
tracking federal enforcement and compliance, CAA, and NPDES activities performed by the
EPA headquarters, regional offices, states, and local agency offices. Selected information in ICIS
is made available to the public through the Enforcement and Compliance History Online
(ECHO) system. It also includes information on Tribal lands where enforcement activities may
occur.

Data in the system includes detailed facility information and compliance activities such as
compliance monitoring, compliance determination, deficiencies, incident descriptions, and
enforcement descriptions. Incident descriptions include required notifications and citizen tips or
complaints, enforcement actions, and reports. Enforcement descriptions include case initiations,
settlement information, benefits, and follow-up activities resulting from the enforcement action.
Additional information for the NPDES program includes: Permit data, Effluent Limits, and
Discharge Monitoring Report (DMR) data. Additional information for the CAA program
includes: Stack Tests, Title V Annual Compliance Certifications, Compliance Monitoring
Strategy, and Alleged Violation Files. The NPDES and CAA information is entered by state and
local agencies as well as by EPA. Data is entered by EPA headquarters and regional office
attorneys and engineers from paper legal documents, the Case Conclusion Data Sheets, and
inspection reports. Much of the information from state and local agencies is submitted
electronically from external systems using standardized formats via the Exchange Network and
EPA's Central Data Exchange (CDX). ICIS also includes extensive reporting capabilities to
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extract and display the desired information. Some regulated entites submit electronic data to ICIS
via the EPA CDX on an as-needed basis according to their permit requirements.

Certain data within ICIS are made available to other EPA systems, including the Facility
Registry System (FRS) and ECHO, which are scheduled separately.

Disposition Instructions:
Item a: (Reserved)

Item b: (Reserved)

Item c: Electronic data

This item is to be used only by the Office of Enforcement and Compliance Assurance,
Enforcement Targeting and Data Division at Headquarters.

NARA Disposal Authority: N1-412-05-5¢

e Permanent
o Transfer to the National Archives after each major version change, as specified in 36
CFR 1235.44-1235.50 or standards applicable at the time.

Item d: (Reserved)
Item e: (Reserved)
Guidance:

Media neutral - This schedule authorizes the disposition of the record copy in any media (media
neutral). However, if the format (e.g., electronic) of permanent records is specified in a records
schedule approved by NARA, the records are to be transferred to the National Archives in
accordance with NARA standards at the time of transfer. If the record copy is created in
electronic format or digitized (e.g., imaged) and maintained electronically (e.g., Data on Aquatic
Resources Tracking for Effective Regulation (DARTER) maintained in the Office of Water), the
electronic records must be retrievable and usable for as long as needed to conduct Agency
business and to meet NARA-approved disposition to comply with 36 CFR Sections 1236.10,
1236.12, 1236.14, and 1236.20. Retention and disposition requirements for the various
components of electronic systems (e.g., software, input, output, system documentation) are
covered in schedule 1012, Information and Technology Management. In addition to 36 CFR
1236, see “Basic Requirements of an Electronic Recordkeeping System at EPA” on the EPA
records internet site [http://www.epa.gov/records/tools/erks.htm].

Sensitive information - When records are due for destruction according to the disposition
instructions, records containing sensitive information (e.g., confidential business information
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(CBI), personally identifiable information (PI1)) must be shredded or otherwise definitively
destroyed to protect confidentiality.

Electronic software program - The electronic software program, formerly item a, is to be kept as
long as needed to ensure access to, and use of, the electronic records throughout the authorized
retention period to comply with 36 CFR Sections 1236.10, 1236.12, 1236.14, and 1236.20.
NARA regulations require that electronic records be retrievable and usable for as long as needed
to conduct Agency business and to meet NARA-approved disposition and is covered by schedule
1012, iteme.

Input - Input, formerly item b, is covered by schedule 1012 item e.

Output and reports - For disposition of output and reports, formerly item d, refer to the records
schedule for the activity supported by the output and reports. Follow the disposition instructions
for the applicable records schedule item. If more than one records schedule or item applies,
follow the disposition instructions with the later dates.

System documentation - System documentation, including system development documentation,
formerly item e, refers to those records necessary to document how the system captures,
manipulates and outputs data. System documentation is transferred to the National Archives
along with the electronic data. Disposition of system documentation is covered by schedule 1012
item a.

Site-specific enforcement actions are covered by schedule 1036; and the remainder of
enforcement and compliance actions are covered by schedule 1044. CDX is covered by schedule
0097.

ICIS has replaced the Enforcement Docket System covered by schedule 0089, the Permit
Compliance System (PCS), previously scheduled as 0419, and the Air Facility System (AFS)
previously scheduled as 0743. It also replaces the enforcement and compliance components in
the following systems:

e Schedule 0257 - National RCRA Information System (RCRAInfo) (Replaced schedule
252 - Resource Conservation and Recovery Information System (RCRIS))
e Schedule 0413 - SDWIS/Operational Data System (SDWIS/ODS) (Formerly the Safe
Drinking Water Information System (SDWIS))
e Schedule 0496 - Air Quality System (AQS) (Formerly the Aerometric Information
Retrieval System (AIRS))
FRS is covered by schedule 0096.
Reasons for Disposition:
The following changes were made in the 07/31/2015 version:

e Revised description and guidance.
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e Updated contact information.
The following changes were made in the 04/30/2015 version:

o Deleted items a, b, d and e which are covered by other schedules.
o Updated guidance and contact information.

The following change was made in the 11/30/2009 version:
e Revised the description.
The following changes were made in the 04/30/2009 version:
Added applicability statement to items a, ¢ and e.
Revised wording of disposition instructions for item a and b.

Revised title of item e.
Updated cross references.

NARA has determined that ICIS data has sufficient research value to warrant permanent
retention.
Custodians:

Office of Enforcement and Compliance Assurance, Enforcement Targeting and Data Division

« Contact: Glendora Spinelli
e Telephone: 202-564-5042

Related Schedules:

EPA 0089, EPA 0096, EPA 0097, EPA 0257, EPA 0413, EPA 0496, EPA 1012, EPA 1036,
EPA 1044

Previous NARA Disposal Authority:
N1-412-08-10

Entry: 05/04/2001

EPA Approval: 11/01/2004

NARA Approval: 07/18/2005
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EPA Records Schedule 0029

Status: Final, 12/31/2013
Title: Freedom of Information Act (FOIA) Annual Reports
Program: Environmental Information
Applicability: Headquarters
Function: 305 - Public Affairs
NARA Disposal Authority:

o N1-412-07-2/1
Description:
Consists of the report to the U.S. Department of Justice (DOJ) describing FOIA requests
received and handled by the Agency. The report must be completed within four months after the
end of each fiscal year and is compiled from information submitted by headquarters and regional
FOI offices. The report is addressed to the DOJ Office of Information and Privacy and also made
available to the public through the EPA FOIA and DOJ Web sites. The report includes the
number of requests received, the number, reason for denial and appeal determinations,
confidential business information determinations, disciplinary actions, Agency rules and
regulations, amount of fees collected and fee schedule, administrative costs, compliance with
time limitations information, and court actions.
Disposition Instructions:
Item a(1): Record copy - Nonelectronic

NARA Disposal Authority: N1-412-07-2/1a(1)

e Permanent

o Close inactive records after report submission.

o Transfer to the National Archives 20 years after file closure.
Item a(2): Record copy - Electronic

NARA Disposal Authority: N1-412-07-2/1a(2)

e Permanent
o Close inactive records after report submission.

35



o Transfer to the National Archives 5 years after file closure, with any related
documentation and external finding aids, as specified in 36 CFR 1235.44-1235.50 or
standards applicable at the time.

Item a(3): Electronic copy of records transferred to the National Archives
NARA Disposal Authority: N1-412-07-2/1a(3)

o Disposable
o Close file upon transfer to the National Archives.
o Delete after electronic record copy is successfully transferred to the National Archives.

Guidance:

Media neutral - This schedule authorizes the disposition of the record copy in any media (media
neutral). However, if the format (e.g., electronic) of permanent records is specified in a records
schedule approved by NARA, the records are to be transferred to the National Archives in
accordance with NARA standards at the time of transfer. If the record copy is created in
electronic format or digitized (e.g., imaged) and maintained electronically (e.g., Data on Aquatic
Resources Tracking for Effective Regulation (DARTER) maintained in the Office of Water), the
electronic records must be retrievable and usable for as long as needed to conduct Agency
business and to meet NARA-approved disposition to comply with 36 CFR Sections 1236.10,
1236.12, 1236.14, and 1236.20. Retention and disposition requirements for the various
components of electronic systems (e.g., software, input, output, system documentation) are
covered in schedule 1012, Information and Technology Management. In addition to 36 CFR
1236, see “Basic Requirements of an Electronic Recordkeeping System at EPA” on the EPA
records internet site [http://www.epa.gov/records/tools/erks.htm].

Sensitive information - When records are due for destruction according to the disposition
instructions, records containing sensitive information (e.g., confidential business information
(CBI), personally identifiable information (PI1)) must be shredded or otherwise definitively
destroyed to protect confidentiality.

The FOI office in the Office of Environmental Information is responsible for maintaining the
record copy according to disposition instructions. All other offices may destroy their copies
when no longer needed.

FOIA requests files are scheduled as EPA 0030. See EPA 0031 for FOIA administrative files and
reports, EPA 0032 for FOIA appeals, and EPA 0033 for FOIA control files. The Freedom of
Information Act (FOIA) Tracking System is scheduled as EPA 0263.

Reasons for Disposition:

The disposition instructions have been rewritten as media neutral to allow for maintaining the
record copy in EPA's electronic recordkeeping system. The retention has not changed.
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The following changes were made in the 02/29/2008 version:
e Divided item a into three subitems, a(1)-(3).
e Revised the titles of disposition items a(1)-(3).
e Revised the disposition instruction for item a(3).
The following items were deleted 08/14/2006:
e Item b - All other copies was deleted as nonrecords.
o Item c - Electronic copies created with word processing and electronic mail applications
was deleted pursuant to NARA Bulletin 2006-04.
Custodians:

Office of Environmental Information, Records, FOIA and Privacy Branch

o Contact: Larry Gottesman
e Telephone: 202-566-2162

Related Schedules:

EPA 0030, EPA 0031, EPA 0032, EPA 0033, EPA 0263
Previous NARA Disposal Authority:

N1-412-95-7/4

Entry: 10/25/1994

EPA Approval: 09/18/2006

NARA Approval: 01/26/2007
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EPA Records Schedule 0030

Status: Final, 12/31/2013
Title: Freedom of Information Act (FOIA) Requests Files
Program: All Programs
Applicability: Agency-wide
Function: 305 - Public Affairs
NARA Disposal Authority:
o General Records Schedule 14/11
Description:
Files created in response to requests for information under the Freedom of Information Act
(FOIA), consisting of the original request, a copy of the reply thereto, and all related supporting
files which may include the original file copy of requested record or copy thereof.
Disposition Instructions:

Item a(1): Granting access to all the requested records

Includes correspondence and supporting documents, excluding the official file copy of the
records requested if filed herein.

NARA Disposal Authority: General Records Schedule 14/11a(1)

o Disposable
o Destroy 2 years after date of reply.

Item a(2)(a): Non-existent records, inadequate description, or failure to pay reproduction fees,
and request not appealed

Includes correspondence and supporting documents, excluding the official file copy of the
records requested if filed herein.

NARA Disposal Authority: General Records Schedule 14/11a(2)(a)
o Disposable

o Destroy 2 years after date of reply.
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Item a(2)(b): Non-existent records, inadequate description, or failure to pay reproduction fees,
and request appealed

Includes correspondence and supporting documents, excluding the official file copy of the
records requested if filed herein.

NARA Disposal Authority: General Records Schedule 14/11a(2)(b)

o Disposable

o See disposition instructions for EPA 032 - Freedom of Information Act (FOIA) Appeals
Files.

Item a(3)(a): Denials, full or partial, and request not appealed

Includes correspondence and supporting documents, excluding the official file copy of the
records requested if filed herein.

NARA Disposal Authority: General Records Schedule 14/11a(3)(a)

o Disposable
o Destroy 6 years after date of reply.

Item a(3)(b): Denials, full or partial, and request appealed

Includes correspondence and supporting documents, excluding the official file copy of the
records requested if filed herein.

NARA Disposal Authority: General Records Schedule 14/11a(3)(b)
o Disposable
o See disposition instructions for EPA 032 - Freedom of Information Act (FOIA) Appeals
Files.
Item b: Official file copy of requested records
NARA Disposal Authority: General Records Schedule 14/11b
« Disposable
o Dispose of in accordance with the approved Agency disposition instructions for the
related records, or with the related FOIA request, whichever is later.
Guidance:
Media neutral - This schedule authorizes the disposition of the record copy in any media (media

neutral). However, if the format (e.g., electronic) of permanent records is specified in a records
schedule approved by NARA, the records are to be transferred to the National Archives in
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accordance with NARA standards at the time of transfer. If the record copy is created in
electronic format or digitized (e.g., imaged) and maintained electronically (e.g., Data on Aquatic
Resources Tracking for Effective Regulation (DARTER) maintained in the Office of Water), the
electronic records must be retrievable and usable for as long as needed to conduct Agency
business and to meet NARA-approved disposition to comply with 36 CFR Sections 1236.10,
1236.12, 1236.14, and 1236.20. Retention and disposition requirements for the various
components of electronic systems (e.g., software, input, output, system documentation) are
covered in schedule 1012, Information and Technology Management. In addition to 36 CFR
1236, see “Basic Requirements of an Electronic Recordkeeping System at EPA” on the EPA
records internet site [http://www.epa.gov/records/tools/erks.htm].

Sensitive information - When records are due for destruction according to the disposition
instructions, records containing sensitive information (e.g., confidential business information
(CBI), personally identifiable information (PI1)) must be shredded or otherwise definitively
destroyed to protect confidentiality.

FOIA Control Files are scheduled as EPA 0033 and the FOIA Administrative Files and Reports
as EPA 0031. Headquarters and Regional Program offices (also called action offices) are
responsible for maintaining the records covered in this schedule.

See EPA 0309 for public inquiries that are not formal FOIA requests, EPA 0263 for the Freedom
of Information Act (FOIA) Tracking System, and EPA 0029 for FOIA Annual Reports.

See EPA 1550 - Freedom of Information Act Manual for additional information on the Agency's
FOIA policies and procedures.

Reasons for Disposition:
Retention conforms to the NARA General Records Schedule 14, item 11.

Item c for electronic mail and word processing system copies was deleted 08/14/2006 pursuant to
NARA Bulletin 2006-04.

Custodians:

Multiple units

Related Schedules:

EPA 0029, EPA 0031, EPA 0032, EPA 0033, EPA 0263, EPA 0309

Previous NARA Disposal Authority:

NC1-412-85-2/4, NC1-412-85-3/6, NC1-412-85-4/6, NC1-412-85-5/8, NC1-412-85-6/6, NC1-

412-85-8/4, NC1-412-85-10/6, NC1-412-85-11/8, 10 and 11, NC1-412-85-12/7, NC1-412-85-
13/6, NC1-412-85-14/6, NC1-412-85-15/10, NC1-412-85-16/6, NC1-412-85-19/14, NC1-412-
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85-22/23, NC1-412-85-24/47, NC1-412-85-26/1/3, NC1-412-85-27/1/3, NC1-412-85-28/22, N1-
412-86-1/6, N1-412-86-2/7, N1-412-86-3/6, N1-412-87-2/6, N1-412-87-4/6, N1-412-87-5/6

Entry: 08/19/1991
EPA Approval: Not applicable

NARA Approval: 12/00/1998
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EPA Records Schedule 0031

Status: Final, 12/31/2013

Title: Freedom of Information Act (FOIA) Administrative Files and Reports
Program: All Programs

Applicability: Agency-wide

Function: 305 - Public Affairs

NARA Disposal Authority:

o General Records Schedule 14/15 (Item a)
e General Records Schedule 14/14 (ltem b)

Description:
Records relating to the general Agency implementation of the Freedom of Information Act.

Excludes: annual reports to the Department of Justice at the departmental or Agency level
scheduled as EPA 0029.

Disposition Instructions:

Item a: Administrative files

Includes notices, memoranda, routine correspondence, and related records.
NARA Disposal Authority: General Records Schedule 14/15

« Disposable
o Destroy when 2 years old.

Item b: Reports

Includes recurring reports and one-time information requirements relating to implementation of
FOIA.

NARA Disposal Authority: General Records Schedule 14/14

o Disposable
o Destroy when 2 years old.
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Guidance:

Media neutral - This schedule authorizes the disposition of the record copy in any media (media
neutral). However, if the format (e.g., electronic) of permanent records is specified in a records
schedule approved by NARA, the records are to be transferred to the National Archives in
accordance with NARA standards at the time of transfer. If the record copy is created in
electronic format or digitized (e.g., imaged) and maintained electronically (e.g., Data on Aquatic
Resources Tracking for Effective Regulation (DARTER) maintained in the Office of Water), the
electronic records must be retrievable and usable for as long as needed to conduct Agency
business and to meet NARA-approved disposition to comply with 36 CFR Sections 1236.10,
1236.12, 1236.14, and 1236.20. Retention and disposition requirements for the various
components of electronic systems (e.g., software, input, output, system documentation) are
covered in schedule 1012, Information and Technology Management. In addition to 36 CFR
1236, see “Basic Requirements of an Electronic Recordkeeping System at EPA” on the EPA
records internet site [http://www.epa.gov/records/tools/erks.htm].

Sensitive information - When records are due for destruction according to the disposition
instructions, records containing sensitive information (e.g., confidential business information
(CBI), personally identifiable information (PI1)) must be shredded or otherwise definitively
destroyed to protect confidentiality.

FOIA Requests Files are scheduled as EPA 0030. See EPA 0032 for FOIA appeals and EPA
0033 for FOIA control files. EPA 0263 covers the Freedom of Information Act (FOIA) Tracking
System and EPA 0029 covers FOIA Annual Reports. See EPA 0309 for public inquiries that are
not formal FOIA requests.

See EPA 1550 - Freedom of Information Act Manual for additional information on the Agency's
FOIA policies and procedures.

Reasons for Disposition:
Retention conforms to NARA General Records Schedule 14, items 14, 15 and 37.

Item c for electronic mail and word processing system copies was deleted 08/14/2006 pursuant to
NARA Bulletin 2006-04.

Custodians:

Multiple units

Related Schedules:

EPA 0029, EPA 0030, EPA 0032, EPA 0033, EPA 0263, EPA 0309

Previous NARA Disposal Authority:
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Entry: 08/01/1991
EPA Approval: Not applicable

NARA Approval: 12/00/1998
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EPA Records Schedule 0032

Status: Final, 12/31/2013
Title: Freedom of Information Act (FOIA) Appeals Files
Program: General Counsel
Applicability: Agency-wide
Function: 305 - Public Affairs
NARA Disposal Authority:
e General Records Schedule 14/12
Description:
Files created in responding to administrative appeals under the FOIA for release of information
denied by the Agency, consisting of the appellant's letter, a copy of the reply thereto, and related
supporting documents, which may include the official file copy of records under appeal or copy
thereof.
Disposition Instructions:
Item a: Correspondence and supporting documents
Excludes the file copy of the records under appeal if filed herein.
NARA Disposal Authority: General Records Schedule 14/12a
o Disposable
« Destroy 6 years after the final determination by the Agency, or 6 years after the time at
which a requester could file suit, or 3 years after final adjudication by the court,
whichever is later.
Item b: Records under appeal
NARA Disposal Authority: General Records Schedule 14/12b
e Varies
« Dispose of in accordance with approved disposition instructions for the related record or

with the related FOIA request, whichever is later.

Guidance:
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Media neutral - This schedule authorizes the disposition of the record copy in any media (media
neutral). However, if the format (e.g., electronic) of permanent records is specified in a records
schedule approved by NARA, the records are to be transferred to the National Archives in
accordance with NARA standards at the time of transfer. If the record copy is created in
electronic format or digitized (e.g., imaged) and maintained electronically (e.g., Data on Aquatic
Resources Tracking for Effective Regulation (DARTER) maintained in the Office of Water), the
electronic records must be retrievable and usable for as long as needed to conduct Agency
business and to meet NARA-approved disposition to comply with 36 CFR Sections 1236.10,
1236.12, 1236.14, and 1236.20. Retention and disposition requirements for the various
components of electronic systems (e.g., software, input, output, system documentation) are
covered in schedule 1012, Information and Technology Management. In addition to 36 CFR
1236, see “Basic Requirements of an Electronic Recordkeeping System at EPA” on the EPA
records internet site [http://www.epa.gov/records/tools/erks.htm].

Sensitive information - When records are due for destruction according to the disposition
instructions, records containing sensitive information (e.g., confidential business information
(CBI), personally identifiable information (PI1)) must be shredded or otherwise definitively
destroyed to protect confidentiality.

EPA 0030 covers FOIA Requests Files. See EPA 0033 for FOIA Control Files and EPA 0031 for
FOIA Administrative Files and Reports. The Freedom of Information Act (FOIA) Tracking
System is scheduled as EPA 0263 and FOIA Annual Reports as EPA 0029.

The official copy of the records requested should be disposed of in accordance with the approved
Agency disposition instructions for that category of record, or with the related FOIA request,
whichever is later.

See EPA 1550 - Freedom of Information Act Manual, Chapter 10, for additional information on
FOIA appeals.

Reasons for Disposition:
Retention conforms to the NARA General Records Schedule 14, item 12.

Item c for electronic mail and word processing copies was deleted 08/15/2006 pursuant to
NARA Bulletin 2006-04.

Custodians:

Multiple units

Related Schedules:

EPA 0029, EPA 0030, EPA 0031, EPA 0033, EPA 0263

Previous NARA Disposal Authority:
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NC1-412-84-2/6¢
Entry: 08/19/1991
EPA Approval: Not applicable

NARA Approval: 12/00/1998
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EPA Records Schedule 0033

Status: Final, 12/31/2013
Title: Freedom of Information Act (FOIA) Control Files
Program: All Programs
Applicability: Agency-wide
Function: 305 - Public Affairs
NARA Disposal Authority:
o General Records Schedule 14/13
Description:

Files maintained for control purposes in responding to requests, including registers and similar
records listing date, nature, and purpose of request and name and address of requester.

Disposition Instructions:
Item a: Registers or listings
NARA Disposal Authority: General Records Schedule 14/13a

« Disposable
o Destroy 6 years after date of last entry.

Item b: Other files
NARA Disposal Authority: General Records Schedule 14/13b

« Disposable
o Destroy 6 years after final action or after final adjudication by courts, whichever is later.

Guidance:

Media neutral - This schedule authorizes the disposition of the record copy in any media (media
neutral). However, if the format (e.g., electronic) of permanent records is specified in a records
schedule approved by NARA, the records are to be transferred to the National Archives in
accordance with NARA standards at the time of transfer. If the record copy is created in
electronic format or digitized (e.g., imaged) and maintained electronically (e.g., Data on Aquatic
Resources Tracking for Effective Regulation (DARTER) maintained in the Office of Water), the
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electronic records must be retrievable and usable for as long as needed to conduct Agency
business and to meet NARA-approved disposition to comply with 36 CFR Sections 1236.10,
1236.12, 1236.14, and 1236.20. Retention and disposition requirements for the various
components of electronic systems (e.g., software, input, output, system documentation) are
covered in schedule 1012, Information and Technology Management. In addition to 36 CFR
1236, see “Basic Requirements of an Electronic Recordkeeping System at EPA” on the EPA
records internet site [http://www.epa.gov/records/tools/erks.htm].

Sensitive information - When records are due for destruction according to the disposition
instructions, records containing sensitive information (e.g., confidential business information
(CBI), personally identifiable information (PI1)) must be shredded or otherwise definitively
destroyed to protect confidentiality.

The retention applies only to the control records maintained by Headquarters and Regional FOIA
Officers. Records maintained by other offices should be disposed of in accordance with
disposition instructions for related records covered in EPA 0030 - FOIA Requests Files.

FOIA requests are covered in EPA 0030 and appeals are scheduled as EPA 0032, FOIA Annual
Reports as EPA 0029, and FOIA Administrative Files and Reports as EPA 0031. See EPA 0263
for the Freedom of Information Act (FOIA) Tracking System and EPA 0309 for public inquiries
that are not formal FOIA requests.

See EPA 1550 - Freedom of Information Act Manual for additional information on the Agency's
FOIA policies and procedures.

Reasons for Disposition:
Retention conforms to NARA General Records Schedule 14, item 13.

Item c for electronic mail and word processing copies was deleted 08/15/2006 pursuant to
NARA Bulletin 2006-04.

Custodians:

Multiple units

Related Schedules:

EPA 0029, EPA 0030, EPA 0031, EPA 0032, EPA 0263, EPA 0309
Previous NARA Disposal Authority:

NC1-412-85-11/9, N1-412-86-2/8

Entry: 08/19/1991
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EPA Approval: Not applicable

NARA Approval: 12/00/1998
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EPA Records Schedule 0035

Status: Final, 12/31/2013
Title: Financial Disclosure Reporting Files
Program: Ethics
Applicability: Agency-wide
Function: 317 - Legal Services
NARA Disposal Authority:

e General Records Schedule 25/2
Description:
Includes financial disclosure reports submitted by individuals as required or authorized under the
Ethics in Government Act of 1978 (Pub. L. 95-521), as amended, and related records, including
records of late filing fee payments or requests for public reporting waivers of late filing fees and
responses; comment sheets by report reviewers and filer responses; filing extension requests and
determinations; and copies of applications for public release of financial disclosure report.

Disposition Instructions:

Item a(1): SF 278 reports and related records for individuals not subsequently confirmed by the
U.S. Senate or elected

Includes Executive Branch Personnel Public Financial Disclosure Reports (SF 278) filed in
accordance with Section 101(b) or (c) of the Act.

NARA Disposal Authority: General Records Schedule 25/2a(1)
« Disposable
o Destroy 1 year after nominee or candidate ceases to be under consideration for the
position; except that documents needed in an ongoing investigation will be retained until
no longer needed in the investigation.
Item a(2): All other SF 278s and related records

Includes Executive Branch Personnel Public Financial Disclosure Reports (SF 278).

NARA Disposal Authority: General Records Schedule 25/2a(2)

o1



o Disposable
o Destroy when 6 years old; except that documents needed in an ongoing investigation will
be retained until no longer needed in the investigation.

Item b(1): OGE Form 450s and related records for individuals not subsequently confirmed by
the U.S. Senate

Includes Executive Branch Confidential Financial Disclosure Reports (OGE Form 450) and
Confidential Certificates of No New Interests (OGE Optional Form 450-A).

NARA Disposal Authority: General Records Schedule 25/2b(1)

o Disposable

« Destroy 1 year after nominee ceases to be under consideration for the position; except
that documents needed in an ongoing investigation will be retained until no longer
needed in the investigation.

Item b(2): All other OGE Form 450s and OGE Optional Form 450-As and related records

Includes Executive Branch Confidential Financial Disclosure Reports (OGE Form 450) and
Confidential Certificates of No New Interests (OGE Optional Form 450-A).

NARA Disposal Authority: General Records Schedule 25/2b(2)
« Disposable
« Destroy when 6 years old; except that documents needed in an ongoing investigation will

be retained until no longer needed in the investigation.

Item c(1): Alternative or additional financial disclosure reports and related records for
individuals not subsequently confirmed by the U.S. Senate

NARA Disposal Authority: General Records Schedule 25/2¢(1)

o Disposable

« Destroy 1 year after nominee ceases to be under consideration for the position; except
that documents needed in an ongoing investigation will be retained until no longer
needed in the investigation.

Item c(2): All other alternative or additional financial disclosure reports and related records

NARA Disposal Authority: General Records Schedule 25/2¢(2)

o Disposable

« Destroy when 6 years old; except that documents needed in an ongoing investigation will
be retained until no longer needed in the investigation.
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Guidance:

Media neutral - This schedule authorizes the disposition of the record copy in any media (media
neutral). However, if the format (e.g., electronic) of permanent records is specified in a records
schedule approved by NARA, the records are to be transferred to the National Archives in
accordance with NARA standards at the time of transfer. If the record copy is created in
electronic format or digitized (e.g., imaged) and maintained electronically (e.g., Data on Aquatic
Resources Tracking for Effective Regulation (DARTER) maintained in the Office of Water), the
electronic records must be retrievable and usable for as long as needed to conduct Agency
business and to meet NARA-approved disposition to comply with 36 CFR Sections 1236.10,
1236.12, 1236.14, and 1236.20. Retention and disposition requirements for the various
components of electronic systems (e.g., software, input, output, system documentation) are
covered in schedule 1012, Information and Technology Management. In addition to 36 CFR
1236, see “Basic Requirements of an Electronic Recordkeeping System at EPA” on the EPA
records internet site [http://www.epa.gov/records/tools/erks.htm].

Sensitive information - When records are due for destruction according to the disposition
instructions, records containing sensitive information (e.g., confidential business information
(CBI), personally identifiable information (PI1)) must be shredded or otherwise definitively
destroyed to protect confidentiality.

Public Financial Disclosure Reports (SF-278), covered by items a(1) and (2), are maintained by
the Office of General Counsel (OGC). Confidential Financial Disclosure Reports (OGE Form
450) and Confidential Certificates of No New Interests (OGE Optional Form 450-A), covered by
items b(1) and (2), are maintained by Deputy Ethics Officials.

Reasons for Disposition:

Conforms to General Records Schedule 25, item 2.

Item d for electronic mail and word processing copies was deleted 08/15/2006 pursuant to
NARA Bulletin 2006-04.

Custodians:
Office of General Counsel

« Contact: Justina Fugh
e Telephone: 202-564-1786

Related Schedules:
Previous NARA Disposal Authority:

Entry: 11/10/1993
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EPA Approval: Not applicable

NARA Approval: 04/00/2003
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EPA Records Schedule 0039

Status: Final, 12/31/2013
Title: Alternate Worksite Records
Program: Personnel
Applicability: Agency-wide
Function: 403 - Human Resources Management
NARA Disposal Authority:
e General Records Schedule 1/42
Description:
Includes records related to requests or applications to participate in an alternate worksite
program, known at EPA as "Flexiplace." Also includes agreements between EPA and the
employee; records relating to the safety of the worksite, the installation and use of equipment,
hardware, and software, and the use of secure, classified information or data subject to the
Privacy Act.
Disposition Instructions:
Item a: Approved requests or applications

NARA Disposal Authority: General Records Schedule 1/42a

o Disposable
o Destroy 1 year after end of employee's participation in the program.

Item b: Unapproved requests
NARA Disposal Authority: General Records Schedule 1/42b

o Disposable
o Destroy 1 year after request is rejected.

Item c: Alternative worksite program evaluations
Includes forms and other records generated by the agency or the participating employee.

NARA Disposal Authority: General Records Schedule 1/42c



o Disposable
o Destroy when 1 year old, or when no longer needed, whichever is later.

Guidance:

Media neutral - This schedule authorizes the disposition of the record copy in any media (media

neutral). However, if the format (e.g., electronic) of permanent records is specified in a records

schedule approved by NARA, the records are to be transferred to the National Archives in
accordance with NARA standards at the time of transfer. If the record copy is created in

electronic format or digitized (e.g., imaged) and maintained electronically (e.g., Data on Aquatic
Resources Tracking for Effective Regulation (DARTER) maintained in the Office of Water), the

electronic records must be retrievable and usable for as long as needed to conduct Agency
business and to meet NARA-approved disposition to comply with 36 CFR Sections 1236.10,
1236.12, 1236.14, and 1236.20. Retention and disposition requirements for the various
components of electronic systems (e.g., software, input, output, system documentation) are
covered in schedule 1012, Information and Technology Management. In addition to 36 CFR
1236, see “Basic Requirements of an Electronic Recordkeeping System at EPA” on the EPA
records internet site [http://www.epa.gov/records/tools/erks.htm].

Sensitive information - When records are due for destruction according to the disposition
instructions, records containing sensitive information (e.g., confidential business information
(CBI), personally identifiable information (PI1)) must be shredded or otherwise definitively
destroyed to protect confidentiality.

Reasons for Disposition:

Conforms to NARA's General Records Schedule 1, item 42.

Item d for electronic mail and word processing copies was deleted 08/15/2006 pursuant to
NARA Bulletin 2006-04.

Custodians:

Multiple units

Related Schedules:

Previous NARA Disposal Authority:
None

Entry: 01/06/2004

EPA Approval: Not applicable

NARA Approval: 12/00/2003
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EPA Records Schedule 0041

Status: Final, 04/30/2015
Title: Clean Air Markets Division Business System (CAMDBS)
Program: Air
Applicability: Agency-wide
Function: 108 - Environmental Management
NARA Disposal Authority:

o N1-412-05-8
Description:
The Clean Air Markets Division Business System (CAMDBS) is a set of interrelated systems
operating against a single integrated database in the market-based emissions trading program,
i.e., the Acid Rain Program and the SIP Call/126 program for ozone transport. It allows regulated
entities to perform various reporting tasks directly online. CAMDBS streamlines certain business
functions which were previously distributed redundantly in a variety of legacy systems. One of
the main subsystems of CAMDBS is the Source Management System (SMS) which consolidates
the numerous separate systems into a single inventory of related information. Other subsystems
include: Allowance Management System (AMS); Emissions Collection and Monitoring Plan
System (ECMPS), Compliance and Permit Tracking System (CPTS), and CAMD System
Administration (CSA).
CAMDBS replaces the following paper forms: allowance transfer form, submission of forms
identifying responsible parties, annual compliance forms, retired unit exemption forms and new
unit exemption forms. It also replaces the following legacy systems: the Allowance Tracking
System (ATS), the Emissions Tracking System (ETS), and the NOx Allowance Tracking System
(NATS).
Disposition Instructions:
Item a: (Reserved)
Item b: (Reserved)

Item c: Electronic data - source management data

NARA Disposal Authority: N1-412-05-8c
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e Permanent
o Transfer to the National Archives annually, as specified in 36 CFR 1235.44-1235.50 or
standards applicable at the time.

Item d: Electronic data - allowance tracking data
NARA Disposal Authority: N1-412-05-8d

o Disposable
o At the end of each major version change, transfer current data sets to tape, along with
tape specifications and send to NTSD. Delete 20 years after transfer.

Item e: Electronic data - emissions tracking data
NARA Disposal Authority: N1-412-05-8e

e Permanent
o Transfer to the National Archives annually, as specified in 36 CFR 1235.44-1235.50 or
standards applicable at the time.

Item f: (Reserved)
Item g: (Reserved)
Guidance:

Media neutral - This schedule authorizes the disposition of the record copy in any media (media
neutral). However, if the format (e.g., electronic) of permanent records is specified in a records
schedule approved by NARA, the records are to be transferred to the National Archives in
accordance with NARA standards at the time of transfer. If the record copy is created in
electronic format or digitized (e.g., imaged) and maintained electronically (e.g., Data on Aquatic
Resources Tracking for Effective Regulation (DARTER) maintained in the Office of Water), the
electronic records must be retrievable and usable for as long as needed to conduct Agency
business and to meet NARA-approved disposition to comply with 36 CFR Sections 1236.10,
1236.12, 1236.14, and 1236.20. Retention and disposition requirements for the various
components of electronic systems (e.g., software, input, output, system documentation) are
covered in schedule 1012, Information and Technology Management. In addition to 36 CFR
1236, see “Basic Requirements of an Electronic Recordkeeping System at EPA” on the EPA
records internet site [http://www.epa.gov/records/tools/erks.htm].

Sensitive information - When records are due for destruction according to the disposition
instructions, records containing sensitive information (e.g., confidential business information
(CBI), personally identifiable information (PI1)) must be shredded or otherwise definitively
destroyed to protect confidentiality.
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The Allowance Tracking System has been expanded to include nitrogen oxides (NOXx)
allowances issued under the NOx Budget Program, and for that program's use, it is called the
NOx Allowance Tracking System (NATS).

Once a year, ETS summarized emissions data is transferred to the Emissions Inventory System
(EIS) which is scheduled as EPA 0002.

Electronic software program - The electronic software program, formerly item a, is to be kept as
long as needed to ensure access to, and use of, the electronic records throughout the authorized
retention period to comply with 36 CFR Sections 1236.10, 1236.12, 1236.14, and 1236.20.
NARA regulations require the electronic records be retrievable and usable for as long as needed
to conduct Agency business and meet NARA-approved disposition and is covered by schedule
1012, item e.

Input - Input for the system, formerly item b, is covered by schedule 1012, item e.
Output and reports - For disposition of output and reports, formerly item f, refer to the records
schedule for the activity supported by the output and reports. Follow the disposition instructions
for the applicable records schedule item. If more than one records schedule or item applies,
follow the disposition instructions with the later dates.
System documentation - System documentation, formerly item g, including system development
documentation, is covered by EPA 1012, item a for permanent data and item e for disposable
data.
Reasons for Disposition:
The following changes were made in the 04/30/2015 version:

« Updated cross references in guidance.

The following changes were made in the 01/31/2014 version:

o Deleted items a, b, f, and g which are covered by other schedules.
o Updated guidance and contact information.

The following changes were made in the 10/31/2009 version:

e Revised wording of disposition instructions for items a, f and g.
e Revised title of disposition item g.

CAMDBS migrates two major legacy systems, the Allowance Tracking System (ATS) (N1-412-
99-10/1) and the Emissions Tracking System (ETS) (N1-412-99-10/2) to a new, more open
architecture permitting total electronic reporting. The retentions for the data in those two systems
remain as previously approved.
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Custodians:
Office of Air and Radiation, Clean Air Markets Division

o Contact: Paula Branch
e Telephone: 202-343-9168

Related Schedules:

EPA 0002, EPA 1012

Previous NARA Disposal Authority:
N1-412-99-10/1 and 2

Entry: 05/24/2004

EPA Approval: 04/11/2005

NARA Approval: 11/01/2005
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EPA Records Schedule 0042

Status: Final, 12/31/2013
Title: Purchase Card System
Program: Procurement
Applicability: Agency-wide
Function: 405 - Supply Chain Management
NARA Disposal Authority:

o N1-412-06-20
Description:
The Purchase Card system is a relational database which serves as a central database for tracking
purchases. The system expedites the acquisition of essential supplies and services and
streamlines payment procedures. Input to the system is electronic data from the contractor bank
or the EPA Intranet Purchase Card Cost Allocation System. Types of data includes accounting
data associated with each purchase, payment processing, and obligation of funds. The system

generates a variety of management reports.

The system links with the Integrated Financial Management System (IFMS) which is scheduled
as EPA 0054.

Disposition Instructions:
Item a: Electronic software program
NARA Disposal Authority: N1-412-06-20a
« Disposable
o Keep for the length of time necessary to ensure access to and use of the electronic records
throughout the authorized retention period, then delete when superseded or obsolete.
Item b: Input

NARA Disposal Authority: N1-412-06-20b

o Disposable
o Delete when data has been entered into the database and verified.
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Item c: Electronic data - except Superfund site-specific
NARA Disposal Authority: N1-412-06-20c

o Disposable
o Delete 10 years after final payment.

Item d: Electronic data - Superfund site-specific
NARA Disposal Authority: N1-412-06-20d

o Disposable
o Delete 30 years after final payment.

Item e: Output and reports
NARA Disposal Authority: Varies

e Varies

o File with related records and follow instructions for the related records.

Item f: Supporting documentation
NARA Disposal Authority: N1-412-06-20f

« Disposable

« Keep for the length of time necessary to ensure access to and use of the electronic records

throughout the authorized retention period, then delete when superseded or obsolete.

Guidance:

Media neutral - This schedule authorizes the disposition of the record copy in any media (media

neutral). However, if the format (e.g., electronic) of permanent records is specified in a records
schedule approved by NARA, the records are to be transferred to the National Archives in
accordance with NARA standards at the time of transfer. If the record copy is created in

electronic format or digitized (e.g., imaged) and maintained electronically (e.g., Data on Aquatic
Resources Tracking for Effective Regulation (DARTER) maintained in the Office of Water), the

electronic records must be retrievable and usable for as long as needed to conduct Agency
business and to meet NARA-approved disposition to comply with 36 CFR Sections 1236.10,
1236.12, 1236.14, and 1236.20. Retention and disposition requirements for the various
components of electronic systems (e.g., software, input, output, system documentation) are
covered in schedule 1012, Information and Technology Management. In addition to 36 CFR
1236, see “Basic Requirements of an Electronic Recordkeeping System at EPA” on the EPA
records internet site [http://www.epa.gov/records/tools/erks.htm].
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Sensitive information - When records are due for destruction according to the disposition
instructions, records containing sensitive information (e.g., confidential business information
(CBI), personally identifiable information (PI1)) must be shredded or otherwise definitively
destroyed to protect confidentiality.

Cardholder recordkeeping requirements can be found in the EPA Contracts Management
Manual, Section 13.3.

Purchase card records are covered by the Privacy Act System #GSA/GOVT-6.

Accountable Officers' Files are scheduled as EPA 0278. Cost recovery records for Superfund and
Oil are covered by EPA 0024 and the Superfund Cost Recovery Package Imaging and On-Line
System (SCORPIQS) is covered by EPA 0052.

Reasons for Disposition:

This is the primary system used to track simplified acquisitions and provides management with
reports and an audit trail. The 30-year retention for Superfund site-specific data is consistent with
other records related to cost recovery. The 10-year retention for other data is based on the
recommendation of the Office of Inspector General to accommodate any potential civil false
claims actions filed under 31 USC 3731.

Custodians:

Office of the Chief Financial Officer, Financial Services Division

« Contact: Lawrence James
e Telephone: 919-541-4776

Office of Administration and Resources Management, Policy, Training and Oversight Division

o Contact: Kerrie A. O'Hagan
e Telephone: 202-564-4479

Related Schedules:

EPA 0024, EPA 0052, EPA 0054, EPA 0278
Previous NARA Disposal Authority:

None

Entry: 11/16/2004

EPA Approval: 03/09/2006
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NARA Approval: 06/10/2006
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EPA Records Schedule 0047

Status: Final, 01/31/2014
Title: System for Risk Management Plans (SRMP)
Program: Emergency Prevention, Preparedness and Response
Applicability: Agency-wide
Function: 108 - Environmental Management
NARA Disposal Authority:
e N1-412-05-2
Description:

The System for Risk Management Plans (SRMP) is a suite of electronic systems containing
information relating to risk management plans submitted by facilities in accordance with the
Clean Air Act, Section 112(r). Affected facilities are to develop risk management programs
which will prevent and minimize consequences of accidental releases of certain hazardous
chemicals that could harm public health and the environment.

Facilities submit risk management plans (RMPs) every five years, or more frequently per 40
CFR Part 68. RMPs consist of the submitter's registration; an executive summary providing a
description of the submitter's activities as they relate to covered processes and program elements;
graphics files that supplement required textual information; and data elements that address
compliance with each of the rule elements.

RMPs are received at EPA's reporting center and additional, processing-related data are added to
each. Parts of the RMPs are then made available via a public access system on the Internet.
(After September 11, 2001, the site is temporarily unavailable; portions of RMPs are available to
the public on request.) Complete RMPs are also available through a system for implementing
agencies and other public local, federal and state officials, as required by the Chemical Safety
Information, Site Security, and Fuels Regulatory Relief Act (CSISSFRRA) and its rule.

The SRMP is comprised of the following components: RMP*Submit enables facilities to input
their RMPs and output them in a common, standard, non-proprietary format.

RC*Submit is used by the reporting center for entering RMPs that are submitted in paper format.
RMP*Process enables the reporting center to capture the RMPs (electronic and paper); check for

completeness; store plans, graphics and reports prior to uploading to a database; add additional
data (including a Facility ID); and print reports.
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RMP*Maintain stores the RMPs, graphics, error reports, and selected tracking information and
allow for the preparation of notification letters.

RMP*Info provides access by EPA and the public to non-sensitive RMP data, including the
processing data added at the reporting center. As noted above, this system is temporarily
unavailable on the Internet for security reasons.

RMP*Review enables covered persons to analyze complete RMPs including the processing data
added at the reporting center and audit and user-defined-field data that they enter. Non-covered
persons can use RMP*Review with the sensitive data omitted.

The RMPs as originally submitted to EPA, and records for carrying out the RMP program by the
implementing agencies are scheduled separately.

Output and reports from the System are used by EPA, other federal agencies, states and local
government officials, including emergency personnel; industry; academia; the media; and the
public. EPA uses the data for risk assessment, compliance, emergency response, analysis of
national trends in accident prevention and chemical process safety, vulnerability analysis, and
related activities. Other federal agencies, as well as state and local governments, have turned to
the data base for counterterrorism analysis and other activities.

Disposition Instructions:
Item a: Electronic software program
NARA Disposal Authority: N1-412-05-2a

« Disposable
o Delete when superseded or obsolete.

Item b: Input
NARA Disposal Authority: N1-412-05-2b

« Disposable
o Delete when data have been entered into the SRMP and verified.

Item c: Electronic data (RMP*Maintain) Executive Summary
NARA Disposal Authority: N1-412-05-2c

Permanent

Close file every 15 years on June 20th, starting in 2014.

Transfer the data to the National Archives after file closure, as specified in 36 CFR
1235.44-1235.50 or standards applicable at the time.
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Item d: (RMP*Maintain) Data
NARA Disposal Authority: N1-412-05-2d

Permanent

Close file every 15 years on June 20th, starting in 2014.

Transfer data to the National Archives after file closure, as specified in 36 CFR 1235.44-
1235.50 or standards applicable at the time.

Item e: (RMP*Maintain) Graphics
NARA Disposal Authority: N1-412-05-2e
o Disposable
o Close file every 15 years on June 20th, starting in 2014.
o Delete after file closure.
Item f: (RMP*Review) Audit and User-Defined Data
NARA Disposal Authority: N1-412-05-2f
o Disposable
e Close file annually.
o Delete 7 years after file closure.
Item g: All other data
NARA Disposal Authority: N1-412-05-2g
o Disposable
e Close file when superseded.
o Delete after file closure.
Item h: Output and reports
NARA Disposal Authority: Varies
« Disposable
o File with related records. Follow instructions for related records or EPA 0175 - Print
Files, whichever has the longer retention.
Item i: System documentation

NARA Disposal Authority: N1-412-05-2i

¢ Permanent
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e Close file every 15 years on June 20th, starting in 2014.

o Transfer those records necessary to document how the system captures, manipulates, and
outputs data to the National Archives, as specified in 36 CFR 1235.44-1235.50 or
standards applicable at the time. This documentation is transferred along with the transfer
of the electronic data (subitems ¢ and d).

Guidance:

Media neutral - This schedule authorizes the disposition of the record copy in any media (media
neutral). However, if the format (e.g., electronic) of permanent records is specified in a records
schedule approved by NARA, the records are to be transferred to the National Archives in
accordance with NARA standards at the time of transfer. If the record copy is created in
electronic format or digitized (e.g., imaged) and maintained electronically (e.g., Data on Aquatic
Resources Tracking for Effective Regulation (DARTER) maintained in the Office of Water), the
electronic records must be retrievable and usable for as long as needed to conduct Agency
business and to meet NARA-approved disposition to comply with 36 CFR Sections 1236.10,
1236.12, 1236.14, and 1236.20. Retention and disposition requirements for the various
components of electronic systems (e.g., software, input, output, system documentation) are
covered in schedule 1012, Information and Technology Management. In addition to 36 CFR
1236, see “Basic Requirements of an Electronic Recordkeeping System at EPA” on the EPA
records internet site [http://www.epa.gov/records/tools/erks.htm].

Sensitive information - When records are due for destruction according to the disposition
instructions, records containing sensitive information (e.g., confidential business information
(CBI), personally identifiable information (PII), offsite consequence analysis (OCA)) must be
shredded or otherwise definitively destroyed to protect confidentiality.

OSWER headquarters, through the reporting center, is responsible for the original, submitted
RMPs and data in the central system (RC*Submit, RMP*Process, RMP*Maintain, RMP*Info) as
well as the record copy of all software and software documentation, but the implementing
agencies will manage the records they use for implementing the program, etc. The original
RMPs, and the RMP implementation-related records managed by the implementing agencies are
all covered by EPA 0044. By default, regions are the RMP implementing agencies.

States can choose to take delegation of this program, and if so, they become the implementing
agency. If the state is the implementing agency, they are responsible for the program records.
Records related to EPA oversight of the state program are covered in EPA 0203.

Data that has been transferred to NARA may be deleted annually at the end of the fiscal year, so
that only the most recent 15 years of data are retained.

RMP software, software documentation, and lookup files, etc., delivered to EPA as a deliverable
are also covered by EPA 0258, item b. Although they do not have to kept under this schedule,
they do need to be kept temporarily as directed by EPA 0258b.

Reasons for Disposition:
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The following change was made in the 01/31/2014 version:

« Revised function code.
The following change was made in the 11/30/2009 version:

o Revised title of disposition item i.
SRMP is a vehicle for facilities to submit RMPs to the implementing agency and also serves as a
national repository of data on hazard assessments. Data will be available to the public through
the EnviroFacts system (EPA 0098) on the EPA Internet site. The system is temporarily
unavailable on the Internet for security reasons; however, the data are available on request. The
system also supports EPA's regulatory and enforcement activities.
In 1997, a work group representing the RMP program's various stakeholders determined that the
system should maintain RMPs on-line for 15 years. June 20th is the anniversary date for the first
submission of RMPs in 1999.
Custodians:

Office of Solid Waste and Emergency Response, Office of Emergency Management

o Contact: Margaret Gerardin
e Telephone: 202-564-2491

Related Schedules:

EPA 0044, EPA 0098, EPA 0175, EPA 0203, EPA 0258
Previous NARA Disposal Authority:

Entry: 03/17/1997

EPA Approval: 09/15/2004

NARA Approval: 02/09/2005
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EPA Records Schedule 0051

Status: Final, 03/31/2015
Title: Alternative Dispute Resolution (ADR) Files Related to Employee Relations
Program: Personnel
Applicability: Agency-wide
Function: 403 - Human Resources Management
NARA Disposal Authority:

e General Records Schedule 1/27
Description:
Consists of alternative dispute resolution files related to workplace grievances and discrimination
complaints. Alternative dispute resolution (ADR) is any procedure, conducted by a neutral third
party, that is used to resolve issues in controversy, including, but not limited to, conciliation,
facilitation, mediation, fact finding, minitrials, arbitration and use of ombuds. The records
covered by this schedule relate to techniques and processes used in EPA's ADR program in
resolving disputes with or between its own employees.
Includes general files containing general correspondence and copies of statutes, regulations,
meeting minutes, reports, statistical tabulations, evaluations of the ADR program, and other
records relating to EPA's overall ADR program.
Also includes case files documenting ADR proceedings. These files may include an agreement to
use ADR, documentation of the settlement or discontinuance of the ADR case, parties' written
evaluations of the process and/or the neutral third party mediator, and related correspondence.
Excludes: 1) Administrative grievance files, adverse action files; 2) Formal and informal equal
employment opportunity proceedings, traditional EEO counseling or other records included in
the EEO file when a person chooses to go directly to ADR, or private party claims or EEOC's
involvement with federal sector claims of non-EEOC employees against other federal agencies;
and 3) Use of ADR in matters affecting public health and the environment which are scheduled
separately.
Disposition Instructions:

Item a: General files

NARA Disposal Authority: General Records Schedule 1/27a
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o Disposable
o Close inactive records at end of calendar year.
o Destroy 3 years after file closure.

Item b: Case files
NARA Disposal Authority: General Records Schedule 1/27b

o Disposable
o Close inactive records after settlement is implemented or case is discontinued.
o Destroy 3 years after file closure.

Guidance:

Media neutral - This schedule authorizes the disposition of the record copy in any media (media
neutral). However, if the format (e.g., electronic) of permanent records is specified in a records
schedule approved by NARA, the records are to be transferred to the National Archives in
accordance with NARA standards at the time of transfer. If the record copy is created in
electronic format or digitized (e.g., imaged) and maintained electronically (e.g., Data on Aquatic
Resources Tracking for Effective Regulation (DARTER) maintained in the Office of Water), the
electronic records must be retrievable and usable for as long as needed to conduct Agency
business and to meet NARA-approved disposition to comply with 36 CFR Sections 1236.10,
1236.12, 1236.14, and 1236.20. Retention and disposition requirements for the various
components of electronic systems (e.g., software, input, output, system documentation) are
covered in schedule 1012, Information and Technology Management. In addition to 36 CFR
1236, see “Basic Requirements of an Electronic Recordkeeping System at EPA” on the EPA
records internet site [http://www.epa.gov/records/tools/erks.htm].

Sensitive information - When records are due for destruction according to the disposition
instructions, records containing sensitive information (e.g., confidential business information
(CBI), personally identifiable information (PI1)) must be shredded or otherwise definitively
destroyed to protect confidentiality.
See schedule 0564 for administrative grievance, disciplinary and adverse action files; schedule
0541 for equal employment opportunity (EEO) records; and schedule 1025 for environmental
ADR program case files.
Reasons for Disposition:
The following change was made in the 03/31/2015 version:

e Revised guidance and cross references.

The following changes were made in the 04/30/2009 version:

o Revised schedule title.

72



e Revised exclusions in description.
o Updated guidance and cross references.

Conforms to NARA's General Records Schedule 1, item 27.

Item c for electronic mail and word processing copies was deleted 08/15/2006 pursuant to
NARA Bulletin 2006-04.

Custodians:

Multiple units

Related Schedules:

EPA 0541, EPA 0564, EPA 1025
Previous NARA Disposal Authority:
None

Entry: 01/06/2004

EPA Approval: Not applicable

NARA Approval: 12/00/2003
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EPA Records Schedule 0052

Status: Final, 10/31/2014
Title: Superfund Cost Recovery Package Imaging and On-Line System (SCORPIOS)
Program: Superfund
Applicability: Headquarters
Function: 402 - Financial Management
NARA Disposal Authority:

o« DAA-GRS-2013-0003-0001
Description:
SCORPIOS (Superfund Cost Recovery Package Imaging and On-Line System) was formerly
known as STARS (Superfund Transaction Automated Retrieval System) and SCRIPS
(Superfund Cost Recovery Image Processing System). Through the use of image processing
technology, SCORPIOS facilitates the storage and retrieval of all site-specific Superfund cost
documentation. Input records include timesheets, travel vouchers, miscellaneous expenditures,
contract invoices, IAG payments, and other supporting cost documentation. This application is
used to generate the financial documentation for the cost recovery package.
SCORPIOS captures financial documentation images at Regional and field sites (i.e.,
Washington, Cincinnati, RTP) throughout the country. Initially, all those images were stored
centrally at EPA's National Computer Center (NCC) data processing facility. The system has
been decentralized into each of the Regions.
Disposition Instructions:
Item a: (Reserved)
Item b: (Reserved)
Item c: Electronic data

NARA Disposal Authority: DAA-GRS-2013-0003-0001
o Disposable
e Close when information when superseded, has been transferred to other storage media, or

is no longer necessary for the generation of cost recovery packages.
o Destroy or recycle electronic data and related indexes 1 year after closure.
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Item d: (Reserved)
Item e: (Reserved)
Guidance:

Media neutral - This schedule authorizes the disposition of the record copy in any media (media
neutral). However, if the format (e.g., electronic) of permanent records is specified in a records
schedule approved by NARA, the records are to be transferred to the National Archives in
accordance with NARA standards at the time of transfer. If the record copy is created in
electronic format or digitized (e.g., imaged) and maintained electronically (e.g., Data on Aquatic
Resources Tracking for Effective Regulation (DARTER) maintained in the Office of Water), the
electronic records must be retrievable and usable for as long as needed to conduct Agency
business and to meet NARA-approved disposition to comply with 36 CFR Sections 1236.10,
1236.12, 1236.14, and 1236.20. Retention and disposition requirements for the various
components of electronic systems (e.g., software, input, output, system documentation) are
covered in schedule 1012, Information and Technology Management. In addition to 36 CFR
1236, see “Basic Requirements of an Electronic Recordkeeping System at EPA” on the EPA
records internet site [http://www.epa.gov/records/tools/erks.htm].

Sensitive information - When records are due for destruction according to the disposition
instructions, records containing sensitive information (e.g., confidential business information
(CBI), personally identifiable information (PI1)) must be shredded or otherwise definitively
destroyed to protect confidentiality.

Electronic software program - The electronic software program, formerly item a, is to be kept as
long as needed to ensure access to, and use of, the electronic records throughout the authorized
retention period to comply with 36 CFR Sections 1236.10, 1236.12, 1236.14, and 1236.20.
NARA regulations require that electronic records be retrievable and usable for as long as needed
to conduct Agency business and to meet NARA-approved disposition, and is covered by
schedule 1012, item e.

Input - Input, formerly item b, is covered by schedule 1012, item e.

Output and reports - For disposition of output and reports, formerly item d, refer to the records
schedule for the activity supported by the output and reports. Follow the disposition instructions
for the applicable records schedule item. If more than one records schedule or item applies,
follow the disposition instructions with the later dates.

System documentation - System documentation, including system development documentation,
formerly item e, refers to those records necessary to document how the system captures,
manipulates and outputs data. Disposition of system documentation is covered by schedule 1012,
item e.

Related records - Superfund site-specific records are covered by schedule 1036.
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Reasons for Disposition:

The following changes were made in the 10/31/2014 version:

Updated NARA disposal authority.

Deleted items a, b, d and e which are covered by other schedules.

Updated disposition instructions.
Revised guidance.

The following changes were made in the 03/31/2010 version:
e Removed statement that items a, ¢ and e were to be used only by the headquarters OCFO
because there are older versions in the regional offices.
e Revised title of disposition item e.

Item ¢ conforms to GRS 6, item 1 per NARA's appraisal, as part of N1-412-94-3. Items a and e
conform to GRS 20, items 10 and 11, respectively.

Custodians:
Office of the Chief Financial Officer, Office of Technology Solutions

o Contact: William Amper
e Telephone: 202-564-4987

Related Schedules:

EPA 1036

Previous NARA Disposal Authority:
None

Entry: 05/14/1992

EPA Approval: 10/07/1993

NARA Approval: 10/00/2014
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EPA Records Schedule 0054

Status: Final, 04/30/2014
Title: Compass Financials (Compass)
Program: Financial Management
Applicability: Headquarters
Function: 402 - Financial Management
NARA Disposal Authority:

e N1-412-94-2/6
Description:

Compass Financials (Compass) is the replacement system for the Integrated Financial
Management System (IFMS).

Compass is comprised of several subsystems: Accounts Payable, Accounts Receivable,
Automated Disbursements, Budget Execution, Fixed Assets, General Ledger, Purchasing,
Travel, External Reports, Project Cost Accounting, General Systems, System Administration,
Barch Execution, BIRT Reporting, Momentum Asset Management (Maximo), and Payment
Tracking System (PTS).

Compass interfaces with the following systems: Budget Formulation System, Bankcard Payment
System, Contract Payment System, eBusiness System, EPA Acquisiton System, Fellowship
Payment System, Integrated Grants Management System, GovTrip, Interagency Document
Online Tracking System, Integrated Resource Management System, Maximo Property
Management, PeoplePlus Payroll, Property Inventory Update, Small Payment Information,
Tracking System and Web Based Ordering System. Compass Data Warehouse and Compass
Business Objects Reporting are part of Compass Financials and supplement reporting
capabilities of the core Compass financial system.

Disposition Instructions:
Item a: (Reserved)
Item b: (Reserved)

Item c: Electronic data
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This item is to be used only by the Office of the Chief Financial Officer, Office of Technology
Solutions at Headquarters.

NARA Disposal Authority: N1-412-94-2/6¢

o Disposable

« Maintain individual records 6 years and 3 months after final payment, then delete when
no longer needed unless related to the Superfund program cost recovery efforts (see
Agency-wide Guidance).

Item d: (Reserved)
Item e: (Reserved)
Guidance:

Media neutral - This schedule authorizes the disposition of the record copy in any media (media
neutral). However, if the format (e.g., electronic) of permanent records is specified in a records
schedule approved by NARA, the records are to be transferred to the National Archives in
accordance with NARA standards at the time of transfer. If the record copy is created in
electronic format or digitized (e.g., imaged) and maintained electronically (e.g., Data on Aquatic
Resources Tracking for Effective Regulation (DARTER) maintained in the Office of Water), the
electronic records must be retrievable and usable for as long as needed to conduct Agency
business and to meet NARA-approved disposition to comply with 36 CFR Sections 1236.10,
1236.12, 1236.14, and 1236.20. Retention and disposition requirements for the various
components of electronic systems (e.g., software, input, output, system documentation) are
covered in schedule 1012, Information and Technology Management. In addition to 36 CFR
1236, see “Basic Requirements of an Electronic Recordkeeping System at EPA” on the EPA
records internet site [http://www.epa.gov/records/tools/erks.htm].

Sensitive information - When records are due for destruction according to the disposition
instructions, records containing sensitive information (e.g., confidential business information
(CBI), personally identifiable information (PI1)) must be shredded or otherwise definitively
destroyed to protect confidentiality.

The predecessor system, the Integrated Financial Management System, is no longer active.

Records related to Superfund cost recovery are to be retained according to the disposition
instructions for schedule 1036, item c.

Electronic software program - The electronic software program, formerly item a, is to be kept as
long as needed to ensure access to, and use of, the electronic records throughout the authorized
retention period to comply with 36 CFR Sections 1236.10, 1236.12, 1236.14, and 1236.20.
NARA regulations require that electronic records be retrievable and usable for as long as needed
to conduct Agency business and meet NARA-approved disposition. The electronic software
program is covered by schedule 1012, item e.
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Input - Input, formerly item b, is covered by schedule 1012, item e.

Output and reports - For disposition of output and reports, formerly item d, refer to the records
schedule for the activity supported by the output and reports. Follow the disposition instructions
for the applicable records schedule item. If more than one records schedule or item applies,
follow the disposition instructions with the later dates.

System documentation - System documentation, including system development documentation,
formerly item e, is covered by schedule 1012, item e.

Reasons for Disposition:
The following 