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Explanation of EPA Records Schedule Fields

EPA Records Schedule: A unique identifier assigned to each schedule. (Example: 1001)

Status: 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. (Example: Final, 10/31/2021)

Title: Title of a group of related records covered by the schedule. (Example: Safety and Health)

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

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

Function: The code and title of an EPA business process. The numeric code is used in a file plan to
organize records by function. (Example: 305 Public Affairs)

NARA Disposal Authority: 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. (Example: N1-412-94-4/1; DAA-0412-2013-0002-
0001)

Description: A description of the records, their content, types of information included, etc.
(Example: Records relating to the general Agency implementation of the Freedom of Information
Act.)

Disposition Instructions: 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 "ltems" if retention needs vary. (Example: 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records; Permanent; Close upon issuance or publication, or when superseded or inactive;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.)

Disposition Instructions for Electronic Information Systems: 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. (Example: 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.)
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Guidance: Information that will assist in applying the schedule (e.g., alternate names of files,
records that are excepted from coverage, related schedules). (Example: 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...)

Reasons for Disposition: 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 field also includes information on the
most recent changes made to the schedule. (Example: Records are required for enforcement and
cost recovery support as mandated by statute and regulation.)

Custodians: 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. (Example:
Office of Enforcement and Compliance Assurance, Office of Compliance; Contact: James
Johnson; Telephone: 202-566-0000)

Related Schedules: 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. (Examples: EPA 1035, EPA 1036)

Previous NARA Disposal Authority: 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. (Example: NC1-412-85-24/2)

Entry: This is the date the schedule was originally entered into the schedule system.
(Example: 07/18/1991)

EPA Approval: 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. (Example:
04/10/1992)

NARA Approval: 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.
(Example: 05/15/1993)



EPA Records Schedule 0002

Status: Final, 05/31/2022
Title: Emissions Inventory System (EIS)
Program: Air
Applicability: Agency-wide
Function: 108 - Environmental Management
NARA Disposal Authority:

e NI-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

¢ 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)
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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 intranet site.

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)) 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:

The following change was made in the 05/31/2022 version:

e Updated contact information.

The following changes were made in the 04/30/2014 version:
11



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

e Updated the name of the program office in disposition items a, ¢ and e.
e 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:

o Changed the disposition instructions for items a and b.

e Added applicability to disposition items a, ¢ and e.

e Revised wording in disposition instructions for item d.

e 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

e Contact: Rich Mason
o Telephone: 919-541-3405

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

e Contact: Chris Chapman
o Telephone: 919-541-2073

Related Schedules:

EPA 0496, EPA 1012
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Previous NARA Disposal Authority:
Entry: 03/16/2000
EPA Approval: 10/25/2000

NARA Approval: 03/14/2003
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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:

e NI1-412-02-7
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
Delete when superseded or obsolete.

Item c¢(1)(b): Electronic completed forms
NARA Disposal Authority: N1-412-02-7c(1)(b)
« Disposable
Delete after record copy captured in a

recordkeeping system.

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

« Disposable
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 intranet site http://intranet.epa.gov/records/tools/erks.html.

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)) 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 electronicleave
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 inthe
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 keptas
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 iteme.
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Output and reports - For disposition of output and reports, formerly item d, refer to therecords
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:

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

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

Office of Environmental Information, Office of Technology Operations and Planning

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

Office of Environmental Information, Office of Information Collection

Contact: Susan Auby
« Telephone: 202-566-1672

Related Schedules:
EPA 1006, EPA 1012

Previous NARA Disposal Authority:

Entry: 05/25/2000

EPA Approval: 02/08/2002
16



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

Status: Final, 11/30/2019
Title: Nonrecords
Program: All Programs
Applicability: Agency-wide
Function: 0 - Nonrecord Materials
NARA Disposal Authority:

e 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.

Materials Not Appropriate for Preservation. Catalogs, trade journals, and other publications or
documentary materials that are received from other government agencies, commercial firms,
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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
e Close when obsolete, superseded or no longer needed for reference.
o Destroy immediately after file closure.

Guidance:

Sensitive information - These records may contain sensitive information (e.g., controlled
unclassified information (CUI) such as personally identifiable information (PII)) — Records
containing CUI must be appropriately managed, safeguarded, and when appropriate, destroyed with
caution, for paper records by shredding or pulping and for electronic records deleted at final
disposition to protect confidentiality.

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.
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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
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 11/30/2019 version:

e Added guidance on handling sensitive information (e.g., controlled unclassified information
(CUI)).

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

e 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:
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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.
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, 05/31/2017
Title: Integrated Grants Management System (IGMS)
Program: Grants
Applicability: Headquarters
Function: 205 - Federal Financial Assistance
NARA Disposal Authority:

e NI1-412-07-33
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: N1-412-07-33¢

o Disposable
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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
e 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: N1-412-07-33¢

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 electronic format
only, and is not media neutral. 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 intranet site http://intranet.epa.gov/records/tools/erks.html.

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

Superfund site-specific grants and other program support agreements are covered by schedule
1036; all other grants are covered by schedule 1003. 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.
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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 05-31-2017 version:

o Corrected applicability from Agency-wide to Headquarters.
e Updated media neutral statement and cross references in guidance.

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

e 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:

e 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 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:
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Office of Administration and Resources Management, Grants Administration Division

e 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, documentingan
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 Archivesin
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 intranet site http://intranet.epa.gov/records/tools/erks.html.

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)) 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 healthunits.

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:
e 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

o Disposable
e Destroy 3 months after last entry.

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

o Disposable
e 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 Archivesin
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 intranet site http://intranet.epa.gov/records/tools/erks.html.

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)) 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 pursuantto
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

29


http://intranet.epa.gov/records/tools/erks.html

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
e 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 arecords
schedule approved by NARA, the records are to be transferred to the National Archivesin
accordance with NARA standards at the time of transfer. If the record copy is createdin
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 intranet site http://intranet.epa.gov/records/tools/erks.html.

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)) 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, 09/30/2021
Title: Integrated Compliance Information System (ICIS)
Program: Enforcement and Compliance Assurance
Applicability: Agency-wide
Function: 108 - Environmental Management
NARA Disposal Authority:
e NI1-412-05-5
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 status,
and Alleged Violation Files. The NPDES and CAA information is entered by state and local
agencies as well as by EPA. Federal enforcement and compliance 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 extract and display the desired information. Some NPDES-regulated
entities submit electronic data to ICIS via the EPA CDX on an as-needed basis according to their
permit requirements.
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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¢

¢ 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 intranet site.

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)) 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
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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. 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 change was made in the 09/30/2021 version:
e Updated contact information.

The following changes were made in the 05/31/2016 version:

e Revised wording in schedule description.
e Updated contact information.

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:

e Deleted items a, b, d and e which are covered by other schedules.
e 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 Planning, Targeting and Data
Division

e Contact: Jay Stubbs
e Telephone: 202-564-2118

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 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 ofequipment,
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

e Disposable
e 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 1/42¢
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o Disposable
e 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 Archivesin
accordance with NARA standards at the time of transfer. If the record copy is createdin

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 intranet site http://intranet.epa.gov/records/tools/erks.html.

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)) must be shredded or otherwise definitively
destroyed to protect confidentiality.

Reasons for Disposition:

Conforms to NARA's General Records Schedule 1, item42.

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 NI1-412-05-8
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 allowsregulated
entities to perform various reporting tasks directly online. CAMDBS streamlines certainbusiness
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
e 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 arecords
schedule approved by NARA, the records are to be transferred to the National Archivesin
accordance with NARA standards at the time of transfer. If the record copy is createdin
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 intranet site http://intranet.epa.gov/records/tools/erks.html.

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)) 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 (NOx)
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 keptas
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 asneeded
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, iteme.
Output and reports - For disposition of output and reports, formerly item f, refer to therecords
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 systemdevelopment
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:

e Updated cross references in guidance.

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

e Deleted items a, b, f, and g which are covered by other schedules.
e 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.
o 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 twosystems
remain as previously approved.
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Custodians:
Office of Air and Radiation, Clean Air Markets Division

e Contact: Paula Branch
o 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, 09/30/2016
Title: Purchase Card System
Program: Procurement
Applicability: Agency-wide
Function: 405 - Supply Chain Management
NARA Disposal Authority:

e NI1-412-06-20
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 Compass Financials (Compass) system which is scheduled as EPA 0054.
Disposition Instructions:
Item a: (Reserved)
Item b: (Reserved)
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

e Disposable
e Delete 30 years after final payment.
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Item e: (Reserved)
Item f: (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 arecords
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 intranet site
http://intranet.epa.gov/records/tools/erks.html.

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)) 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 e, 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 f, 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.

Payment Net - The purchasing process includes documentation created and maintained in Payment
Net (PNET) covered by schedule 0090, documentation received in the Purchase Card System via
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the Purchase Card Allocation System, and the purchase-related documentation maintained in the
Contracts Management System covered by schedule 0055.

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 covered by schedule 1005. Cost recovery records for Superfund and
Oil are covered by schedule 1036, and the Superfund Cost Recovery Package Imaging and On-Line
System (SCORPIOS) is covered by schedule 0052.

Reasons for Disposition:

The following change was made in the 09/30/2016 version:

e Corrected guidance on system documentation to refer to schedule 1012, item e instead of
item a.

The following changes were made in the 07/31/2016 version:

e Revised description and guidance.

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

e Updated contact information.
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 USC3731.
Custodians:

Office of the Chief Financial Officer, Office of Technology Solutions

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

Office of the Chief Financial Officer, Office of the Controller

e« Contact: Brian Webb
e Telephone: 202-565-2586

Related Schedules:

EPA 0052, EPA 0090, EPA 1005, EPA 1036
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Previous NARA Disposal Authority:

None
Entry: 11/16/2004
EPA Approval: 03/09/2006

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

Status: Final, 12/31/2015
Title: System for Risk Management Plans (SRMP)
Program: Emergency Prevention, Preparedness and Response
Applicability: Agency-wide
Function: 108 - Environmental Management
NARA Disposal Authority:
e NI-412-05-2
Description:

The System for Risk Management Plans (SRMP) is a major application system hosted withinthe
EPA Central Data Exchange (CDX). SRMP is composed of multiple subsystems that process,
display, maintain, and report risk management plan information submitted by facilities in
accordance with the Clean Air Act (CAA), Section 112(r). RMP regulated facilities areto
develop risk management programs which will prevent and minimize consequences ofaccidental
releases of certain hazardous chemicals that could harm public health and the environment.

Facilities submit 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 eachof
the rule elements.

The SRMP major application system is comprised of the following subsystems.

RMP*eSubmit online software enables facilities to prepare, validate, certify, and submitRMPs
to EPA in a secure, electronic format. This application may also be used by the RMP Reporting
Center to electronically enter RMPs that were submitted by facilities to EPA in paper formatand
to generate associated notification letters.

RMP*Administration includes the database in which RMPs are stored and various utilities for:
entering tracking information for RMP-related mail, maintaining RMP Datasets, maintaining
users who may download the datasets via RMP Download Dataset; maintaining RMP*Info users,
generating management reports, maintaining EPA Facility IDs, and de-registering facilities and
marking facilities administratively closed.

46



RMP*Info provides authorized users (known as "covered persons") with the ability to query,
view, and print RMPs and generate RMP-related reports. A non-sensitive version of the
application (RMP*Info) allows users to view RMP data with the sensitive Offsite Consequence
Analysis (OCA) data redacted. RMP*Info OCA allows covered persons to view all RMP data
fields.

RMP*Review enables users to analyze complete RMPs including the processing data added at
the RMP Reporting Center and audit and user-defined-field data that they enter. Non-covered

persons can use RMP*Review with the sensitive data omitted. RMP*Review is the only RMP
subsystem that is still implemented as a standalone desktop application (MS Access).

RMP*Comp is used by facilities to calculate worse case and alternative release scenarios for
flammable and toxic substances. This application is publicly accessible without alogin.

RMP Download Dataset is used by covered persons to electronically download RMP Datasets.
These datasets may be viewed by users using MS Access or the RMP*Review application.

RMPREPORT is a data flow that was created in 2015 to support secure RMP data exchange to

EPA-approved nodes. This flow was deployed to the production environment in the summer of
2015.

The RMPs as originally submitted to EPA and records for carrying out the RMP program by the
implementing agencies are scheduled separately. Electronic copies of submitted RMP
information (including all RMP sections, the Executive Summary, and graphics) aremaintained
in the RMP*Administrationdatabase.

Output and reports from the system are used by EPA, other federal agencies, states andlocal
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 turnedto
the database for counterterrorism analysis and other activities.

Disposition Instructions:

Item a: (Reserved)

Item b: (Reserved)

Item ¢: RMP*Administration electronic data

NARA Disposal Authority: N1-412-05-2¢

¢ Permanent
e Close file when program discontinued or no longer needed for current agency business,
whichever is longer.
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o 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.

Item d: (Reserved)
Item e: (Reserved)
Item f: (Reserved)

Item g: All other electronic data
NARA Disposal Authority: N1-412-05-2¢g

o Disposable
e Close file when superseded.
e Delete after file closure.

Item h: (Reserved)
Item i: (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 Archivesin
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 intranet site http://intranet.epa.gov/records/tools/erks.html.

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)) mustbe
shredded or otherwise definitively destroyed to protectconfidentiality.

OLEM headquarters, through the RMP Reporting Center, is responsible for the original RMPs
that were submitted on disk/diskette or in paper format and data in the CDX, as well asthe
record copy of all software and software documentation. The implementing agencies will
manage the records they use for implementing the program, etc. The original RMPs whichmay
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have been submitted by facilities and the RMP implementation-related records managed bythe
implementing agencies are all covered by schedule 1035, item c. By default, EPA 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 programrecords.
Records related to EPA oversight of the state program are covered by schedule 1016, itemc.

Electronic software program - The electronic software program, formerly item a, is to be keptas
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.

RMP*Administration - Item ¢ for RMP*Administration includes the Executive Summary
(formerly RMP*Maintain Executive Summary), the electronic data (formerly itemd),
RMP*Maintain data), and the graphics (formerly item e, RMP*Maintain Graphics). Data
formerly contained in RMP*Maintain has been migrated to the RMP database that is currently in
use.

RMP*Review audit and user-defined data - Recipients of the data can use RMP*ReviewAdmin
to enter audit and user-defined data, formerly item f, into their databases and are therefore
responsible for the management of it.

Output and reports - For disposition of output and reports, formerly item h, refer to therecords
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 i, 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.

Related schedules - The CDX is covered by schedule 0097.

Reasons for Disposition:

The following changes were made in the 11/30/2015 version:

e Revised the schedule description.
e Deleted items a, b, h and 1 which are covered by other schedules.
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e Combined items d and e into item ¢ and revised the disposition instructions.

e Deleted item f since the audit and user-defined data are the responsibility of the users.

o Revised guidance.
The following change was made in the 01/31/2014 version:

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

e 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. The system maintains the RMPs for on-going
analysis. June 20th is the anniversary date for the first submission of RMPs in 1999.
Custodians:

Office of Land and Emergency Management, Office of Emergency Management

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

Related Schedules:

EPA 1012, EPA 1016, EPA 1035
Previous NARA Disposal Authority:
Entry: 03/17/1997

EPA Approval: 09/15/2004

NARA Approval: 02/09/2005

50



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 programin
resolving disputes with or between its ownemployees.
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 agreementto
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 includedin
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.
e Destroy 3 years after file closure.

Item b: Case files

NARA Disposal Authority: General Records Schedule 1/27b

e Disposable
o Close inactive records after settlement is implemented or case is discontinued.
e 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 arecords
schedule approved by NARA, the records are to be transferred to the National Archivesin
accordance with NARA standards at the time of transfer. If the record copy is createdin
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 intranet site http://intranet.epa.gov/records/tools/erks.html.

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)) 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:

o Revised guidance and cross references.

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

e Revised schedule title.
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e Revised exclusions in description.
e 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 applicationis
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 werestored
centrally at EPA's National Computer Center (NCC) data processing facility. The systemhas
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
e Disposable
o Close when information when superseded, has been transferred to other storage media, or

is no longer necessary for the generation of cost recovery packages.
e Destroy or recycle electronic data and related indexes 1 year after closure.

54



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 arecords
schedule approved by NARA, the records are to be transferred to the National Archivesin
accordance with NARA standards at the time of transfer. If the record copy is createdin
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 intranet site http://intranet.epa.gov/records/tools/erks.html.

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)) must be shredded or otherwise definitively
destroyed to protect confidentiality.

Electronic software program - The electronic software program, formerly item a, is to be keptas
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 asneeded
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, iteme.

Output and reports - For disposition of output and reports, formerly item d, refer to therecords
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 developmentdocumentation,
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.
o 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 ande
conform to GRS 20, items 10 and 11, respectively.

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

o Contact: William Amper
o 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 NI1-412-94-2/6
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¢

e Disposable

e 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 arecords
schedule approved by NARA, the records are to be transferred to the National Archivesin
accordance with NARA standards at the time of transfer. If the record copy is createdin
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 intranet site http://intranet.epa.gov/records/tools/erks.html.

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)) must be shredded or otherwise definitively
destroyed to protect confidentiality.

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

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 keptas
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 asneeded
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, iteme.

Output and reports - For disposition of output and reports, formerly item d, refer to therecords
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 developmentdocumentation,
formerly item e, is covered by schedule 1012, item e.

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

e Added Payment Tracking System to the schedule description.
e Updated cross references in guidance.

The following changes were made in the 04/30/2013 version:
o Revised the schedule title and description.
e Deleted items a, b, d and e which are covered by other schedules.
e Revised guidance.
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:
e Changed the disposition instructions for items a and b.
e Added applicability to disposition items a, ¢ and e.
e Revised title and disposition instructions for iteme.
Records must be kept for cost recovery and audit purposes.
Custodians:

Office of the Chief Financial Officer, Office of Technology Solutions

e Contact: Heidi Gross
e Telephone: 202-564-6270

Related Schedules:

EPA 1012, EPA 1036
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Previous NARA Disposal Authority:
Entry: 05/14/1992
EPA Approval: 10/07/1993

NARA Approval: 11/27/1996
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EPA Records Schedule 0055

Status: Final, 05/31/2017

Title: Contracts Management Systems
Program: Procurement

Applicability: Headquarters

Function: 405 - Supply Chain Management
NARA Disposal Authority:

e DAA-GRS-2013-0003-0001 (Item c(1))
e NI1-412-09-11¢c(3) (Item c(3))

Description:

The electronic contracts management systems, currently known as the EPA Acquisition System
(EAS), provide comprehensive procurement and contract management life-cycle support from
acquisition initiation through contract closeout. They interface with other EPA systems to
successfully utilize their capabilities. The systems produce solicitations, contracts, contract
modifications, work orders and tasking documents.

Disposition Instructions:

Item a: (Reserved)

Item b: (Reserved)

Item c(1): Electronic data - except Superfund site-specific

The Office of Administration and Resources Management, Office of Acquisition Management is
responsible for the disposition of this item.

NARA Disposal Authority: DAA-GRS-2013-0003-0001

o Disposable
o Delete 6 years after contract closeout.

Item c(2): (Reserved)

Item ¢(3): Electronic data - Superfund site-specific
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The Office of Administration and Resources Management, Office of Acquisition Management is
responsible for the disposition of this item.

NARA Disposal Authority: N1-412-09-11¢(3)

o Disposable
o Delete 30 years after contract closeout.

Item d(1): (Reserved)
Item d(2): (Reserved)
Item e: (Reserved)
Guidance:

Media neutral - This schedule authorizes the disposition of the record copy in electronic format
only and is not media neutral. 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 intranet site.

Sensitive information - When records are due for destruction according to the disposition
instructions, records containing sensitive information (e.g., personally identifiable information
(PII)) 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. The electronic software program 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(1), 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 usage reports - System usage reports, formerly item d(2), are covered by schedule 1012
item e.

Systems documentation - Systems documentation, formerly item e, including system development
documentation, 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.
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Related records - Superfund site-specific contract records are covered by schedule 1036 and other
acquisitions and contracts by schedule 1004. The systems currently interface with the Integrated
Financial Management System (IFMS), scheduled as EPA 0054.

Reasons for Disposition:

The following changes were made in the 05/31/2017 version:

Corrected applicability from Agency-wide to Headquarters.

Deleted items a, b, d(1)-(2), and e which are covered by other schedules.

Updated retention of item c(1) to conform to GRS 1.1 item 010, NARA GRS transmittal 24.
Updated guidance.

The following change was made in the 09/30/2011 version:
o Updated the description.
The following change was made in the 03/31/2009 version:

o Revised disposition instructions for item c(1) and deleted item ¢(2) to make them consistent
with other contract management records.

The following changes were made in the 10/31/2008 version:

o Revised title of disposition item e.
o Revised reasons for disposition.

The following changes were made in the 04/30/2008 version:

e Revised title of the schedule.

e Revised description.

e Revised applicability of disposition items a, ¢ and e.
o Revised disposition instructions for items b and c.

e Updated contact information.

The following changes were made in the 03/31/2008 version:

e Changed the disposition instructions for item b.

e Added applicability to disposition items a, ¢ and e.

o Revised title and disposition instructions for item e.
This schedule was previously approved by NARA as N1-412-94-2/7 for the Integrated Contracts
Management System (ICMS). The disposition item for electronic data has been divided into three

subitems and the retention is consistent with other related contract records.

Custodians:
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Office of Administration and Resources Management, Office of Acquisition Management

o Contact: Sylvia Danley-Smith
e Telephone: 202-564-4753

Related Schedules:

EPA 0054, EPA 1004, EPA 1012, EPA 1036
Previous NARA Disposal Authority:
N1-412-94-2/7

Entry: 05/14/1992

EPA Approval: 06/23/2009

NARA Approval: Varies
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EPA Records Schedule 0057

Status: Final, 12/31/2013
Title: Environmental Review Tracking System (ERP/ERTS)
Program: Federal Activities
Applicability: Agency-wide
Function: 108 - Environmental Management
NARA Disposal Authority:

e NI1-412-94-2/9
Description:
The Environmental Review Tracking System is a central data repository for Environmental Impact
Statements (EIS) prepared pursuant to the National Environmental Policy Act. The system data,
initially extracted from the EIS, tracks such information as the title of the EIS, date filed, and date
review comments are due back to the Agency. The Council on Environmental Quality requires the
Agency to maintain the system and publish weekly a notice of available EIS's in the Federal
Register. Under Section 309 of the Clean Air Act, EPA is required to review all EIS's and other
designated Federal actions and to publish in the Federal Register any project determined to be
environmentally unsatisfactory. The system is a relatively simple data entry and retrieval
application.
Disposition Instructions:

Item a: Electronic software program

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

NARA Disposal Authority: N1-412-94-2/9a
e Disposable
e Destroy when no longer needed to ensure access to, and use of, the electronic records
throughout the authorized retention period.
Item b: Input
NARA Disposal Authority: General Records Schedule 20/2

e Varies
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e Follow instructions for schedule 1012.
Item c: Electronic data

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

NARA Disposal Authority: N1-412-94-2/9¢

o Disposable
e Close at end of fiscal year.
e Delete 3 years after file closure.

Item d: Output and reports
NARA Disposal Authority: Varies

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

Item e: System documentation

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

NARA Disposal Authority: General Records Schedule 20/11a(1)

o Disposable
« Follow instructions for schedule 1012.

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 intranet site
http://intranet.epa.gov/records/tools/erks.html.
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Sensitive information - When records are due for destruction according to the disposition
instructions, records containing sensitive information (e.g., personally identifiable information
(PII)) must be shredded or otherwise definitively destroyed to protect confidentiality.
National Environmental Policy Act (NEPA) preparation files are covered by schedule 1035.
Reasons for Disposition:
The following change was made in the 04/30/2008 version:

o Revised disposition instructions for item b.
The following changes were made in the 03/31/2008 version:

e Changed disposition instructions for items a, b, ¢ and e.

e Added applicability to disposition items a, ¢ and e.

e Changed title and disposition instructions of item e.

o Updated contact information.

Records used to track high-level information regarding permanent EIS records are scheduled
separately.

Custodians:

Office of Enforcement and Compliance Assurance, Office of Federal Activities, NEPA
Compliance Division

e Contact: Pearl E. Young
e Telephone: 202-564-1399

Related Schedules:

EPA 1012, EPA 1035

Previous NARA Disposal Authority:
Entry: 05/21/1992

EPA Approval: 10/07/1993

NARA Approval: 11/27/1996
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EPA Records Schedule 0062

Status: Final, 05/31/2021
Title: Laboratory Information Management Systems (LIMS)
Program: All Programs
Applicability: Agency-wide
Function: 316 - Applied Research and Science Support
NARA Disposal Authority:

e NI1-412-09-7
Description:
Includes laboratory information management systems used in EPA laboratories to receive, store
and report data generated from laboratory analysis of environmental samples using scientific
instruments. Data elements may include sample data, who took the sample and where, contents of
the sample and what was asked to be analyzed, who analyzed the sample and when. Data is used to
support EPA's environmental programs and often transferred to electronic information systems
such as RadNet or similar systems.
Disposition Instructions:
Item a: (Reserved)
Item b: (Reserved)
Item c: Electronic data

NARA Disposal Authority: N1-412-09-7c
o Disposable
e Delete when 3 years old or when no longer needed for the related project or activity,
whichever is longer.

Item d: (Reserved)

Item e: (Reserved)

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 intranet site.

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)) must be shredded or otherwise definitively
destroyed to protect confidentiality.

Sampling data incorporated into other files (e.g., Superfund site files) or transferred to other
databases (e.g., RadNet) are retained according to the disposition instructions for the records they
support.

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, which 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. System documentation is transferred to the National Archives along
with the electronic data. Disposition of system documentation is covered by schedule 1012 item e.

This schedule includes, but is not limited to, the following systems listed by headquarters program
or regional office:

Office of Air and Radiation

o Laboratory Data Management System (LDMS)
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e Laboratory Network System (LNS)

o National Center for Radiation Field Operations Data Repository System (NCRFO DRS)

e National Center for Radiation Field Operations Environmental Radiation Ground Scanner
(NCRFO ERGS)

o National Center for Radiation Field Operations Mobil ER Laboratory (NCRFO MERL)

o National Center for Radiation Field Operations Radon Canister System (NCRFO RCS)

e National Environmental Radiation Ambient Monitoring Database (ARadDS)

o NVFEL Lab Data Management System (LDMS)

e Office of Radiation and Indoor Air (ORIA) Laboratory Information Management System
(ORIA LIMS)

Office of Enforcement and Compliance Assurance
e Lab Automation System (LBAU) (Sample Management System)
Region 1

e Labworks
e New England Samples Tracking System (NESTS)

Region 2
o Laboratory Information Management System (LIMS)
Region 4

o Element Laboratory Information Management System (LIMS)
o Laboratory Information Management System (LIMS)

Region 7

o Laboratory Information Management System (LIMS)
Region 8

o Laboratory Information Management System (LIMS)

Electronic information systems with long-term or permanent retention such as the Comprehensive
Environmental Response Compensation and Liability System (CERCLIS), EPA 050, are scheduled
separately. Other disposable systems not requiring specific schedules have been categorized into
this schedule or one of the other "generic" or "big bucket" schedules:

e EPA 0063 - Electronic Models and Expert Systems
e EPA 0089 - Information Tracking Systems

e EPA 0090 - Administrative Support Databases

e EPA 0094 - Electronic Bulletin Boards

o EPA 0096 - Data Standards and Registry Services
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e EPA 0098 - Data Marts and Data Warehouses
Electronic records not requiring their own schedules or covered in one of the generic schedules
above may be segments or phases of information systems covered by schedule 1012 Information
and Technology Management.
Reasons for Disposition:
The following change was made in the 12/31/2019 version:

o Revised list of systems covered in guidance.

The following change was made in the 12/31/2015 version:

e Revised the name Office of Solid Waste and Emergency Response to Office of Land and
Emergency Management in guidance.

The following changes were made in the 06/30/2014 version:

o Deleted cross reference to schedule 0179 which is covered by schedule 1012, item e.
e Revised list of systems covered in guidance.

The following changes were made in the 05/31/2014 version:

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

The following changes were made in the 11/30/2008 version:

e Revised disposition instructions for item c to include “to support the related project or

activity.”

e Revised list of systems covered in guidance.
LIMS was used as a tool to track samples and generate information filed in the related project or
program file. The schedule was formerly approved by NARA as N1-412-94-2/11 for the Lab
Automation System (LBAU) (Sample Management System) and has been expanded to include
LIMS used throughout the Agency.
Custodians:
Multiple units
Related Schedules:
EPA 0063, EPA 0089, EPA 0090, EPA 0094, EPA 0096, EPA 0098, EPA 1012

Previous NARA Disposal Authority:
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NC1-412-81-12/36, N1-412-94-2/11
Entry: 07/09/2008
EPA Approval: 04/23/2009

NARA Approval: 07/21/2009
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EPA Records Schedule 0063

Status: Final, 05/31/2021
Title: Electronic Models and Expert Systems
Program: All Programs
Applicability: Agency-wide
Function: 316 - Applied Research and Science Support
NARA Disposal Authority:

e NI1-412-94-2/12
Description:
Includes a broad range of PC-based computer models and expert systems used in the evaluation,
scoring, or interpretation of information or data in support of the Agency's mission. Some systems
are designed for use by the public, State programs, or others outside EPA as well as EPA staff.
Models allow user to enter data concerning a specific event, case, site, chemical, pesticide, or other
entity, and conduct analysis or evaluation, or develop estimates. Expert systems are used to guide
users through a process and assist them in reaching a decision, complete an application or other
process. There are no legal requirements to create or maintain these systems.
Disposition Instructions:
Item a: (Reserved)
Item b: (Reserved)
Item c: Electronic data

NARA Disposal Authority: N1-412-94-2/12¢
o Disposable
o Keep individual records for at least 2 years after completion of action and then delete when
no longer needed.

Item d: (Reserved)

Item e: (Reserved)

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 intranet site.

Sensitive information - These records may contain sensitive information (e.g., controlled
unclassified information (CUI) such as personally identifiable information (PII)) — Records
containing CUI must be appropriately managed, safeguarded, and when appropriate, destroyed with
caution, for paper records by shredding or pulping and for electronic records deleted at final
disposition to protect confidentiality.

System users should be sure to document results of analyses completely. Complete documentation
may require results, input data used, search parameters, software used, or similar information to
ensure a complete record suitable for litigation support, if necessary, is maintained.

Electronic software program - The electronic software program 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. The electronic software program is covered by schedule
1012, item e.

Input - Input for the system is covered by schedule 1012, item e.

Output and reports - For disposition of output and reports, 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, is
covered by EPA 1012, item e.

This schedule item includes, but is not limited to, the following systems, listed by headquarters
program or regional office:

Office of Administration and Resources Management

e Automated Procurement Documentation System (APDS)
e EPA ADP Procurement Expert (ADP-EXPERT)
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o Headquarters Automated Grant Document System (HAGDS)
o Interagency Agreement Management System (IAMS)

Office of Air and Radiation

e Air Pollutants Exposure Model (APEX)

o AIRNow Real Time Air Quality System (AIRNow)

e Ann Arbor AP-42 Program (APGR)

e Atmospheric Dispersion of Radionuclides (AIRDOSE-EPA)

e (alifornia Line Source Model with Queuing (traffic) and hot (spot) Concentrations
(CAL3QHC)

e Clean Air Assessment Package (CAP88-PC)

e Climate Wise Emissions Tracking Software (CWETS)

o Climatological Dispersion Model (CDM2)

o Complex Terrain Dispersion Model Plus Algorithms for Unstable Situations (CTDMPLUS)

e Complex Terrain Screening (CTSCREEN)

« COMPLEX1

e CRSTER

o Customer Identifier for Coalbed and Landfill Methane Outreach Program System
(CICLOPs)

e Dense Gas Dispersion Model (DEGADS121)

e Diesel Emissions Quantification for Retrofits (DEQ)

e Diesel Retrofit Emissions Estimator (DREE)

e Dose and Risk Assessment Tabulation (DARTAB)

o EMAD UNIX/NT System - Regional Scale Dispersion Model (EMAD)
e Emissions Modeling Framework (EMF)

e Empirical Kinetic Modeling Approach (EKMA)

o Energy Project Landfill Gas Utilization Software (E-PLUS)

e Factor Information Retrieval Data System (FIRE)

o Fugitive Dust Model (FDM)

e Gridded Model Information Support System (GMISS)

o High Level and Transuranic Radioactive Waste Repository Risk Model (REPRISK)
e High Level Radioactive Waste Risk Model (WESPDOSE?2)

e Human Exposure Model (HEM)

e Industrial Source Complex 3 Model (ISC3)

e Kinetics Model and Ozone Isopleth Plotting Package (OZIPP)

e LONGZ

e Mapping Generator (MapGen)

e Maximum Individual Dose Model (MAXDOSE)

e MESOPUFFII

e Mobile Source Emissions Factors Model (MOBILE)

e Mobile Source Observation Database (MSOD)

e Motor Vehicle Emission Simulator (MOVES)

e Multiple Point Source Model with Terrain (MPTER)

e National-Scale Air Toxics Assessment Screening Tool (NATA-Scrn)

o National Allowance Data Base (NADB) and Supplemental Data File (SDF)
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e Network Flow and Contaminant Transport Model for Statistical and Deterministic
Simulations Using Personal Computers (NEFTRANS)

e Offshore and Coastal Dispersion Model (OCD)

e Ozone Depleting Substance Tracking System (ODSTS)

e Personal Computer Continuous Emissions Monitoring System (PC-CEMS)

e Plume Visibility Model (PLUVUE2)

o Prediction of Radiological Effects Resulting from Shallow Trench Operation (PRESTO-
EPA, PRESTO-EPA-CPG, PRESTO-EPA-POP)

o Radionuclide Dose Rate/Risk (RADRISK)

L) RAM

e SCREEN3

e Shoreline Dispersion Model (SDM)
e SHORTZ

e TANKS Storage Tank Emission Estimation Software (TANKS)
o Total Risk Integrated Methodology (TRIM)

e Toxic Long and Short Term Models (TOXLT and TOXST)

e Toxics Screening Model (TSCREEN)

e Urban Airshed Model (UAM)

e Vehicle and Engine Emission Modeling Software (VEEmdI)

e Visibility Screening Model (VISCREEN)

Office of Chemical Safety and Pollution Prevention

e Aquatox

e Aqueous Hydrolysis Rate Program (HYDROWIN)

e Atmospheric Oxidation Program (AOPWIN)

o Cancer Expert System

e Consumer Occupational Model (COM)

e Dietary Exposure Evaluation Model (DEEM)

e Dietary Risk Evaluation System (DRES)

e Ecological Structure Activity Relationships (ECOSAR)

o Endangered Species Database/Reach Scan Link (ESDB/ReachScan Link)
« FLUSH

e Log Octanol/Water Coefficient Program (LOGKOW)

e Melting Point, Boiling Point, Vapor Pressure Estimation Program (MPBPVP)
e Multi-Chamber Consumer Exposure Model (MCCEM)

e Probabilistic Dilution Model (PDM3)

e Risk-Screening Environmental Indicators (RiskScrnEI)

e Screening Exposure Assessment Software (SEAS)

e TRI Environmental Indicators (TRI-EI)

e Use Cluster Scoring System (UCSS)

o Wall Paint Exposure Assessment Model (WPEM)

Office of Enforcement and Compliance Assurance

e BEN/ABEL
o Individual Ability to Pay Model (INDIPAY)



Municipal Ability to Pay Model (MUNIPAY)
NEIC Light Detection and Ranging System (LIDAR)
PROJECT Model (PROJECT)

Office of Environmental Information

Envirofacts Master Chemical Integrator (EMCI)

Enviromapper (EM)

Seasonal Soil Compartment Model and Analytical Transient 1,2,3 Dimensional Model
(SESOIL)

Office of Land and Emergency Management

Assessment Tool for the Evaluation of Risk (ASTER)
Computer-Aided Data Review and Evaluation (CADRE)
Computer-Aided Management of Emergency Operations (CAMEO)
Corrective Action Advisor 1/Texas (CAXSL)

EPA's Composite Model for Landfills (EPACML)

Grant Allocation Formula

Hazard Ranking System Site Assessment Tools/Software (HRS)
Industrial Waste Air Model (IWAIR)

Industrial Waste Management Evaluation Model (IWEM)

National Corrective Action Prioritization System (NCAPS)
Preliminary Assessment Scoring System (PASCORE)

Priority Assessment Model (PAM)

Public Health Risk Evaluation Database (PHRED)

REG-In-A-Box (REGBOX)

RMP*COMP

Superfund Performance Evaluation Sample Web System (SPSWeb)
Superfund Site Selection Support System (SSSSS)

Texas Smart Maps Stopper Expert System

Waste Reduction Model (WARM)

WebEOC - Crisis Management (WebEOC)

Office of Research and Development

Advanced Utility Simulation Model (AUSM)

All Ages Lead Model (AALM)

Aquatic Bioassay System (AQTOX)

AREAL-RTP Northeast Regional Oxidant Study (NEROS)
AREAL-RTP Regional Air Pollution Study (RAPS)
Benchmark Dose Software (BMDS)

Better Assessment Science Integrating Point and Nonpoint Source (BASINS)
Design Conditions Program (DESCON)

Design Flow Program (DFLOW)

Dynamic Hydrolic Model (DYNHYD)

EMSL-Cinci Performance Evaluation System
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Enhanced Stream Quality Model (QUAL2E)

Environmental Sampling Expert Systems - Soil Metals (ESES-SM)

EPANET

EXEC/OP Program for Computer-Aided Synthesis of Wastewater Treatment Systems
(EXEC/OP)

Expert Systems for Location of Facilities in Wetlands (WET ENVIRO)

Final Cover Advisory System (F-COVER)

Flexible Membrane Liner Advisory Expert System (FLEX)

Food and Gill Exchange of Toxic Substances (FGETS)

GeneTox Manager (GTM)

Geostatistics for Waste Management (GEOPACK)

Geosynthetic Modeling System (GM)

Green Cross Solar (GCSOLAR)

Hydrocarbon Spill Screening Model (HSSM)

Hydrologic Evaluation of Landfill Performance Model (HELP MODEL)

Industrial Combustion Emissions Model (ICE MODEL)

Infiltration/Exfiltration Model (INFEXF)

Leachate Collection Advisory Expert System (L-CES)

Littoral Ecosystem Risk Assessment Model for Prediction of Risk of Chemical Stressors
Entering the Aquatic Environment (LERAM)

Modeling Capture Zones of Ground-Water Wells Using Analytic Elements (CZAEM)
Modular Semi-Analytical Model for the Delineation of Wellhead Protection Areas (WHPA)
Modular Three-Dimensional Transport Model (MT3D)

Multimedia Exposure Assessment Model for Evaluating the Land Disposal of Hazardous
Wastes (MULTIMED)

Natural Attenuation Decision Support System (BIOPLUME III and BIOSCREEN)
Numerical Codes for Delineating Wellhead Protection Areas in Agricultural Regions Based
on the Assimilative Capacity Criterion 3DFEMWATER/3DLEWASTE)
One-Dimensional Water and Chemical Movement in Unsaturated Soils (CHEMFLO)
Parameter Estimation System for Aquifer Restoration Models (OASIS)

Pesticide Assessment Tool for Rating Investigations of Transport (PATRIOT)

Pesticide Root Zone Model (PRZM)

Pesticides Analytical Transport Solution (PESTAN)

PH Monitor and Reporter (PHR)

Philip's Two-Term Model (PHILIP2T)

Physiological Data Acquisitions and Storage System (PDAS)

Premixed One-Dimensional Flame Code (PROF)

Quantitative Structure Activity Relationships System (QSAR)

Radio Chemistry Programs for Radiation Calculations (RADIO CHEM)

Regional Vulnerability Assessment (ReVa EDT)

Regulatory and Investigative Treatment Zone Model (RITZ)

Retention Curve Computer Code (RETC)

Risk of Unsaturated/Saturated Transport and Transformation of Chemical Concentration
(RUSTIC)

Severity Categories Applied to Risk Estimation (SCATRE)

Simulated Waste Access to Ground Water (SWAQG)

Soil Transport and Fate Database and Model Management System (STF)
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e Soil Venting Model (SOILVENT)

o Spatial Analysis System (SAS)

e Stochastic Human Exposure and Dose Simulation Models (SHEDS)

e Storm Water Management Model (SWMM4)

e Terrestrial Environmental Exposure Assessment Model (TEEAM)

e Three Dimensional Subsurface Flow, Fate and Transport of Microbes and Chemicals Model
(3DFATMIC)

e Toxic Substances Research (HETC)

e Two Dimensional Contaminant Transport Under the Influence of Oxygen Limited
Biodegradation in Ground Water (BIOPLUMEII)

e Two Dimensional Finite Element Program for Multiphase Flow and Multicomponent
Transport (MOFAT)

e Two Dimensional Plumes in Uniform Ground Water Flow (PLUME2D)

e Two Dimensional Subsurface Flow, Fate and Transport of Microbes and Chemicals Model
(2DFATMIC)

e Urban Wastewater Toxics Flow Model (TOXFLOW)

e Vadoze Zone Leaching Model (VLEACH)

e Vegetation Cover Advisory Expert System (VEGCOV)

e Waste Analysis Plan Review Advisor (WAPRA)

o Water Supply Simulation Model (WSSM)

e Well Head Protection Area Delineation Model (WHPA)

Office of Water

e Dynamic Toxics Wasteload Allocation Model (DYNTOX)

e Hydrologic and Water Quality System (HAWQS)

e Land Application/Distribution and Marketing Model for Terrestrial Pathways
o Landfill

o Sludge Incineration Model

o Stormwater Survey Data Owner Developer - CBI

e Water Geo Services (WGS)

e Watershed Assessment, Tracking and Environmental ResultS (WATERS)

Region 2

e Coastal Profile Reporting System (CPRS)
o Latitude/Longitude Digitizing Program (DIGIT)
e NEPAssist

Region 3

e APD Priority Screening Tool (APDPst)

e Chesapeake Bay Office Time-Variable Chesapeake Bay Model (CBPO TVCBM)
e Chesapeake Bay Watershed Model (WSM)

o HSPF Watershed Model (HSPFWM)

e Three Dimensional Time Variable Water Quality Model (3-DTVM)
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Region 4

e American Indian Lands Environmental Support Project (AILESP)
o GeoWaters

Region 5

o Critical Ecosystems Assessment Model (CrEAM)

e Ecosystem Browser (ECOMAPPER)

e Environmental Justice Map Objects - Intranet Map Server Application (EJ MO IMS)
e Great Lakes Environmental Database (GLENDA)

o Identification of Economically, Environmentally Important Areas (EEIA)

e Long Term Hydrologic Impact Analysis (LTHIA)

e Midwest Partnership for Watershed Management Decision Support Systems (MSDSS)
e Mississippi River Basin Tool (MrBst)

e Northeast Ohio MAGIC 2000 (NEOHMAGIC2000)

e Priority Assessment Model (PAM)

e Superfund Site Demographics (SFSITEDEMO)

Region 6
e Carpool Locator (CARPOOL)
Region 8
o Permit Generator
Region 9
e Dredged Material Tracking System (DMATS)
Region 10

o Bluesky Rapid Access Information System (Bluesky RAINS)
e Rapid Access Information System (RAINS)

Electronic information systems with long-term or permanent retention such as schedule 0496 Air
Quality System (AQS) are scheduled separately. Other disposable systems not requiring specific
schedules have been categorized into this schedule or one of the other "generic" or "big bucket"
schedules:

o EPA 0088 - Bibliographic and Reference Systems
e EPA 0089 - Information Tracking Systems

e EPA 0090 - Administrative Support Databases

e EPA 0094 - Electronic Bulletin Boards

e EPA 0096 - Data Standards and Registry Services
e EPA 0098 - Data Marts and Data Warehouses
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Electronic records not requiring their own schedules or covered in one of the big bucket schedules
above may be segments or phases of information systems covered by EPA 1012 Information and
Technology Management.
Reasons for Disposition:
The following change was made in the 12/31/2019 version:

e Revised list of systems covered in guidance.

The following change was made in the 11/30/2019 version:

o Revised guidance on handling sensitive information to include controlled unclassified
information (CUI).

The following change was made in the 06/30/2019 version:
o Revised list of systems covered in guidance.
The following change was made in the 12/31/2015 version:

e Revised the name of Office of Solid Waste and Emergency Response to Office of Land and
Emergency Management in guidance.

The following changes were made in the 12/31/2014 version:

o Updated list of big bucket schedules in guidance.
e Revised list of systems covered in guidance.

The following changes were made in the 06/30/2014 version:

e Deleted cross reference to schedule 0179 which is covered by schedule 1012, item e.
o Revised list of systems covered in guidance.

The following changes were made in the 02/28/2014 version:

e Deleted items a, b, d and e which are covered by other schedules.
o Updated cross references in guidance.

The following change was made in the 04/30/2010 version:

e Revised name of Office of Prevention, Pesticides, and Toxic Substances to Office of
Chemical Safety and Pollution Prevention in guidance.

The following changes were made in the 04/30/2008 version:

o Revised title of disposition item a.
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e Revised disposition instructions for item b.
The following changes were made in the 03/31/2008 version:

o Changed the disposition instructions for items a and b.
o Revised title and disposition instructions of item e.

Custodians:

Multiple units

Related Schedules:

EPA 0088, EPA 0089, EPA 0090, EPA 0094, EPA 0096, EPA 0098, EPA 1012
Previous NARA Disposal Authority:

Entry: 05/14/1992

EPA Approval: 10/07/1993

NARA Approval: 11/27/1996
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EPA Records Schedule 0068

Status: Final, 12/31/2013
Title: Reasonable Accommodation Request Records
Program: Personnel
Applicability: Agency-wide
Function: 403 - Human Resources Management
NARA Disposal Authority:

e General Records Schedule 1/24
Description:
Contains information created and maintained while receiving, coordinating, reviewing,
processing, approving, and reporting requests for reasonable accommodation from federal
employees and applicants under the Rehabilitation Act of 1973 and Executive Order 13164. A
reasonable accommodation is a change in the work environment or in the way things are
customarily done that would enable an individual with a disability to enjoy equalemployment

opportunities. The three categories of reasonable accommodation are:

Modification or adjustments to a job application process to permit an individual with a disability
to be considered for a job, such as providing application forms in large print or Braille;

Modifications or adjustments necessary to enable a qualified individual with a disability to
perform essential functions of the job, such as providing sign language interpreters; and

Modifications or adjustments that enable employees with disabilities to enjoy equal benefitsand
privileges of employment, such as removing physical barriers in an office orcafeteria.

This includes all requests for reasonable accommodation and/or assistive technology devicesand
services offered through the agency or the Computer/Electronic Accommodation Program (CAP)
that are made by or on behalf of applicants, current or former employees. Also includes medical
records, supporting notes and documentation, as well as procedures and records related to
processing, deciding, implementing, and tracking requests for reasonable accommodation(s).

Disposition Instructions:

Item a: General files
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Includes Agency-wide and departmental procedures for receiving, processing, and appealing
requests for reasonable accommodation by employees and applicants. Files may include, butare
not limited to, instructions, directives, notices, forms, timetables and guidelines for requesting,
processing and approving requests and for appealing decisions for reasonable accommodation.
Also includes records notifying the Equal Employment Opportunity Commission (EEOC), the
agency's collective bargaining representative(s) and the agency's EEO office of theagency's
reasonable accommodation request and processing procedures as well as modifications to
established procedures.

NARA Disposal Authority: General Records Schedule 1/24a

o Disposable
e Destroy 3 years after supercession or when no longer needed for reference whicheveris
later.

Item b: Employee case files

Includes individual employee files that are created, received, and maintained by EEOreasonable
accommodation or diversity/disability program or employee relations coordinators, immediate
supervisors, CAP administrator, or HR specialists containing records of requests for reasonable
accommodation and/or assistive technology devices and services through the agency or CAP that
have been requested for or by an employee. This series also includes, but is not limited to,
request approvals and denials, notice of procedures for informal dispute resolution or appeal
processes, forms, correspondence, e-mails, records of oral conversations, medical
documentation, and notes.

NARA Disposal Authority: General Records Schedule 1/24b

o Disposable
o Destroy 3 years after employee separation from the agency or all appeals are concluded
whichever is later.

Item c: Supplemental files

Includes records created, received, and maintained by EEO reasonable accommodation or
diversity/disability program or employee relation coordinators, while advising on,implementing
or appealing requests for or from an individual employee for reasonable accommodation. Some
requests may involve HR matters, including but not limited to changes in duties, reassignments,
leave usage, and performance issues. Files may include, but are not limited to, policy guidance,
resource information about accommodation providers, forms, e-mails, notes.

NARA Disposal Authority: General Records Schedule 1/24¢
o Disposable

o Destroy 3 years after end of fiscal year in which accommodation is decided or all appeals
are concluded, whichever is later.
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Item d: Tracking system

Includes records and data created, received, and maintained for purposes of trackingagency
compliance with Executive Order 13164 and EEOC guidance.

NARA Disposal Authority: General Records Schedule 1/24d

o Disposable
o Destroy 3 years after compliance report is filed or when no longer needed for reference.

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 Archivesin
accordance with NARA standards at the time of transfer. If the record copy is createdin
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 intranet site http://intranet.epa.gov/records/tools/erks.html.

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)) must be shredded or otherwise definitively
destroyed to protect confidentiality.

Items b and c, employee case files and supplemental files are not part of an employee's Official
Personnel File (OPF) or part of a supervisor's unofficial personnel file.

Medical information, when necessary to be obtained to process a reasonable accommodation
request, must be kept confidential. The EPA Order and Procedures for Reasonable
Accommodation require the national reasonable accommodation coordinator (NRAC) to
maintain any and all medical information obtained by the Agency in connection withreasonable
accommodation requests. Although local office reasonable accommodation coordinators
(LORACs) may need access to medical information in order for them to process a request for
reasonable accommodation, at the conclusion of the process all medical information is
transferred to the NRAC to maintain. This means if someone other than the NRAC obtains
confidential information during the reasonable accommodation process, it must be transferred to
the NRAC in sealed confidential envelopes. The information is maintained in separate filesand
kept in locked cabinets in the NRAC's office.
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Reasons for Disposition:

Conforms with NARA's General Records Schedule 1, item 24.

Item e for electronic mail and word processing system copies was deleted 08/15/2006 pursuantto

NARA Bulletin 2006-04.
Custodians:

Multiple units

Related Schedules:

Previous NARA Disposal Authority:
Entry: 07/22/2004

EPA Approval: Not applicable

NARA Approval: 07/00/2004
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EPA Records Schedule 0077

Status: Final, 05/31/2017
Title: Correspondence Management System (CMS)
Program: All Programs
Applicability: Headquarters
Function: 404 - Technology Management
NARA Disposal Authority:

e NI1-412-07-37
Description:
The Correspondence Management System (CMS) is an electronic document management system
that captures, stores, routes, and tracks correspondence, responses, and supporting documents. The
system is available for use Agency-wide. Documents are either scanned or keyed into the system
and routed through the review and approval process. The system has predefined templates for
responses and can import documents from other databases. After signature, the final signed

document is scanned into the system.

All data from the predecessor system, National Correspondence Tracking and Information
Management System (NCTIMS), was migrated to CMS in October 2004.

Disposition Instructions:
Item a: (Reserved)

Item b: (Reserved)

Item c: Electronic data

This item is to be used only by the Office of the Administrator, Office of the Executive Secretariat
at Headquarters.

NARA Disposal Authority: N1-412-07-37¢

o Disposable
o Follow the disposition instructions in the applicable records schedule.

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

Media neutral - This schedule authorizes the disposition of the record copy in electronic format
only, and is not media neutral. 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 intranet site http://intranet.epa.gov/records/tools/erks.html.

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

CMS is not a recordkeeping system. However, since it interfaces with EPA's electronic
recordkeeping system (ECMS), retention is managed via ECMS and paper copies may be
destroyed after they have been placed into CMS and checked for quality. Records placed into CMS
and ECMS are covered by their specific records schedules and not this schedule. For example,
controlled correspondence for senior officials is covered by schedule 1051, and controlled
correspondence for employees other than senior officials and general correspondence is covered by
schedule 1006.

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. The electronic software program 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.

Reasons for Disposition:
The following changes were made in the 05/31/2017 version:

o Corrected applicability from Agency-wide to Headquarters.
e Deleted items a, b, d, and e which are covered by other schedules.
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o Updated guidance and cross references.
The following change was made in the 01/31/2011 version:
e Updated guidance.
The following changes were made in the 09/30/2010 version:
o Revised guidance to include statement about records schedules for records placed into
CMS.
o Updated contact information.
The following change was made in the 10/31/2008 version:
o Revised disposition instructions for item e.

The following changes were made in the 04/30/2008 version:

e Added applicability to disposition items a, ¢ and e.
e Revised disposition instructions for items b and e.

CMS helps EPA meet several GPRA goals such as timely availability of information. Disposition
of the data is based on the approved schedules related to the individual document created or entered

into the system.

Item f for electronic copies created with word processing and electronic mail applications deleted

in 11/07/2006 version pursuant to NARA Bulletin 2006-04.
Custodians:
Office of the Administrator, Office of the Executive Secretariat

e Contact: Keith Livingston
e Telephone: 202-564-9962

Related Schedules:

EPA 1006, EPA 1012, EPA 1051
Previous NARA Disposal Authority:
None

Entry: 05/16/2006

EPA Approval: 01/08/2007
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NARA Approval: 07/15/2008
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EPA Records Schedule 0088

Status: Final, 01/31/2022
Title: Bibliographic and Reference Systems
Program: All Programs
Applicability: Agency-wide
Function: 305 - Public Affairs
NARA Disposal Authority:

e NI1-412-94-2/15
Description:
Includes a broad range of primarily PC-based systems used to provide ready, user friendly, access
to frequently used information. Information may be drawn from other Agency databases,
commercially available databases, Agency records, publicly available sources, or a combination of
sources. Also includes metadata repositories.
Information is brought together to simplify access and provide specialized support for specific
information needs. In no case is the system (a) required by law, (b) necessary to administer a
program, or (c¢) necessary to document program activity. If the information in the system is used for
any of the activities a - ¢ above, an information system (automated or manual) is maintained
separately to satisfy those requirements. If the system is used as a finding aid to records, it is
disposable under either an Agency approved schedule or NARA's General Records Schedules
(GRS).
Disposition Instructions:
Item a: (Reserved)
Item b: (Reserved)
Item c: Electronic data

NARA Disposal Authority: N1-412-94-2/15¢

o Disposable
e Delete individual records 2 years after completion of action and when no longer needed.

Item d: (Reserved)
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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. In addition to 36 CFR 1236, see “Basic Requirements of an Electronic Recordkeeping
System at EPA” on the EPA records intranet site.

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)) 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 meet NARA-approved disposition. The electronic software program
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, is covered by schedule 1012, item e.

This schedule includes, but is not limited to, the following systems listed by headquarters program
or regional office:

Office of the Administrator
e Office of Small and Disadvantaged Business Utilization (OSDBU) Small Business Vendor
Profile System (SBVPS)

e Program Evaluation Database (PgmEvaldb)
e Program Evaluation Library
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Office of Administration and Resources Management

e Electronic Course Catalogue System (E-CATS)

e EPA On-Line PC Help System (NDPD)

e INFOTERRA International Directory of Sources (INFOTERRA)

e National Environmental Publications Information System (NEPIS)
e OA-RTP Keyword-in-Context Index (KWIC/IBM)

e Solid Waste Publications Database

Office of Air and Radiation

e Air Emissions from Treatment Storage and Disposal Facilities for Hazardous Waste (TSDF)
e Airborne Particulate and Precipitation Data (ERD)

e Ann Arbor Certification Information and Fuel Economy Data Base (CIDB)
e Applicability Determination Index (ADI)

e Community Assessment Database (CADB)

e Emissions Certification Data Base (ECDB)

e ENERGY STAR Store Locator (E*Store)

e Fuel Economy (LDSFE)

o Fuels Inspection Data Base (FUELDB)

o Heavy-Duty Engine Certification Data (HDECERT)

o Imports Data Base (IDBS)

e In-Use Technology Assessment (IUTA)

e Light-Duty Vehicle/Truck Certification (LDS)

e Motorcycle Certification Data (MOCERT)

e National Air Toxics Information Clearinghouse (NATICH)

e Occupational Radiation Data Files

e Recall Data Base (RECALLDB)

Office of Chemical Safety and Pollution Prevention

e Acute Oral Toxicity for Birds, Mice, Rats (ORALTOX)

e Carcinogen Interaction Hazard Assessment Databases and Softwares (CIHADS)
e Chemical Collection Library System (CCS)

e Chemical Hazard Information Profiles (CHIPS)

e Chemicals in Commerce Information System (CICIS)

e ChemView

e Confidential Chemicals Identification System (CCID)

o EPCRA Targeting System (ETS)

e Food and Feed Commodity Vocabulary

e Green Chemistry Literature Database

o Listing of Fish and Wildlife Advisories (LFWA) Database
e Microbial Information System (MICRO-IS)

e OPPT Chemical Directory System (CHEMD)

e PCB Activity Database System (PADS)

e PCB Transformer Registration Database (PCBTRdb)

e Pesticide Information Network (PIN)
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e Pesticide Management Resource Guide (PMReQG)
e Production/Exposure Profiles (PEPS)

o Reference File System (REFS)

e Substitute Hazard Profiles (Sub Haz Prof)

e Tolerance Index System (TIS)

Office of Chief Financial Officer
e Environmental Financing Information Network Database (EFIN)
Office of Enforcement and Compliance Assurance

e Criminal Investigation Index (CII)

o Federal Facilities Inventory System (FFIS)

o Hazardous Waste Casefinder (HWC)

e OCEFT/NEIC Master Tracking System

o Potentially Responsible Parties System (PRP)

Office of Environmental Information

o Environmental Dataset Gateway (EDQG)

o International Register of Potentially Toxic Chemicals (IRPTC)

e National Records Management Program (NRMP) Records Management Collection
o National Shapefile Repository (NShapeRep)

e Online Library System/National Library Catalog (OLS/NLC)

Office of Land and Emergency Management

e Aecrial Photo Database

e Capacity Assurance Planning (CAP) 1989 Database (EPACAP)

e Case Study Database System (CSDS)

e Compendium of Environmental Testing Laboratories (CETL)

e Corrective Action Bibliographic Data Base (CORRECTIVE)

o Enforcement Case Support Expert Resources Inventory System (ERIS)

o Facilities and Company Tracking System (FACTS)

o Firm Facility Financial Data Base (F3DB)

e Hazardous Waste Collection Data Base (HWCD)

o Hazardous Waste Identification Rule (HWIR) Process/Waste Database (HWIRPWDB)
e NPL Characterization System

e NPL Information System

e NPL Technical Database

e Office of Solid Waste and Emergency Response (OSWER) Directives System (OSWERDS)
e Recordkeeping and Reporting Requirements for RCRA Permittees

e Reportable Quantities Data Base (RQ DB)

e Unit Cost Compendium (UCC)

e Vendor Field Analytical and Characterization Technologies System (VFACTYS)

e Vendor Information System for Innovative Treatment Technologies (VISITT)
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Office of Research and Development

o 1985 National Acid Precipitation Assessment Program Emission Inventory (NAPAP)

e A National Compendium of Freshwater Fish and Water Temperature Data (FISHTEMP)

e Acute and Chronic Toxicity Database (ACUTE)

e Alternative Treatment Technology Information Center (ATTIC)

e Aquatic Toxicity Information Retrieval (AQUIRE)

e (Causal Analysis/Diagnosis Decision Information System (CADDIS)

e Chemical Unit Record Estimates Database (CURE)

e Complex Terrain Field Studies Database (CTM)

e Criteria (or Critical) Reference Information Bank (CRIB)

o Database of Sources of Environmental Releases of Dioxin-Like Compounds in the United
States

e Discharge Monitoring Report - Quality Assurance Studies (DMR-QA)

e Dose/Duration Toxicology Data Plotting System (D2PLOT)

e Drinking Water Treatability Database (TDB)

e Ecotoxicology Database (ECOTOX)

o EMSL-Las Vegas Library Book System (VBOK)

o EMSL-Las Vegas Library Inventory (VLIB)

o Environmental Fate Constants Information System (EFCIS)

e Enviro$en$e VendInfo (VendInfo)

e GENE-TOX Carcinogen Data Base (GENETOX)

e Genetic Activity Profile Data Base

e GTD Bioassay System and Database (GTDMIS)

e Indoor Air Reference Bibliography (IARB)

o Lake Analysis Management System (LAMS)

e Models Knowledge Base

e Municipal Waste - Combustion - Ash Disposal Facilities Data Base (ASH DISPOS)

e National Compendium of Freshwater Fish and Water Temperature Data (FISHTEMP)

o National Utility Reference File (NURF)

e NRMRL Treatability Database

e PHYTOTOX Database

e Proximity of Waste Sites to Sensitive Environments (PROXIMITY)

e Risk Reduction Engineering Laboratory - Computerized On-Line Information System
(GREL-COLIS)

e Technical Assistance Database (TAD)

e Technical Information Plan (TIP)

e TERRETOX Database

e Toxicologic Interaction Data Base (MIXTOX)

e Water Pollution Lab Performance Evaluation Studies (WP)

e Water Supply Laboratory Performance Evaluation Studies (WS)

Office of Water

e Drinking Water Regulations and Health Advisories (DWR-HA)
e National Environmental Methods Index (NEMI)
e National Listing of Fish and Wildlife Advisories (LFWA)
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e National Sewage Sludge Survey (NSSS)

e OGWDW Publications Inventory and Bibliography

e Sanitary Sewer Rulemaking (SSRule)

o Summary of State and Federal Drinking Water Standards and Guidelines
o Water Contaminant Information Tool (WCIT)

e Wetlands and Aquatic Species List

o Wetlands Data Base

Region 1

e Research Library for RCRA Database (RLRCRA)
e Research Library for RCRA Foundation Grants Database (RLRCRA(2))

Region 2
e Channel on EPA Geospatial Data Gateway (GDGQG)
Region 7

o Geospatial Data System (GISDATA)
e Title V Policy and Guidance Database (TitleVPGD)

Region 9

o County Names and Species List (Species)

e Environmental Services Branch-Library System (ESB-LIB)
e Indian Nations Directory (INDB)

o Radioactive Material Licenses (RAM)

o Superfund Administrative Records (SuperfundAR)

e Superfund FACT Sheets (SuperfundFACT)

o Superfund Images (SuperfundFoto)

e Superfund Maps

o Superfund National Priorities List Public Assistance Database (SuperfundNPLP)
e Superfund Record of Decision (SuperfundRD)

o Superfund Technical Documents (SuperfundTD)

e Sustainable Development (SDD)

o Title 6 Reference (Title6)

This schedule also covers metadata repositories, including locational metadata (e.g., latitude and
longitude) used for geographic information systems (GIS). The systems that use the locational
metadata and GIS functionality to support monitoring and assessment activities are covered by
other schedules (e.g., EPA 0063).

Electronic information systems with long-term or permanent retention such as the Air Quality
System (AQS) (EPA 0496) are scheduled separately. Other disposable systems not requiring
specific schedules have been categorized into this schedule or one of the other "generic" or "big
bucket" schedules:
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e EPA 0062 - Laboratory Information Management Systems
e EPA 0063 - Electronic Models and Expert Systems
e EPA 0089 - Information Tracking Systems
e EPA 0090 - Administrative Support Databases
e EPA 0094 - Electronic Bulletin Boards
o EPA 0096 - Data Standards and Registry Services
e EPA 0098 - Data Marts and Data Warehouses
Electronic records not requiring their own schedules or covered in one of the big bucket schedules
above may be segments or phases of information systems covered by schedule 1012 Information
and Technology Management.
Reasons for Disposition:
The following change was made in the 02/29/2020 version:
o Revised list of systems covered in guidance.
The following change was made in the 12/31/2019 version:
e Revised list of systems covered in guidance.
The following change was made in the 7/31/2018 version:
e Revised list of systems covered in guidance.

The following change was made in the 12/31/2015 version:

o Revised name of Office of Solid Waste and Emergency Response to Office of Land and
Emergency Management in guidance.

The following change was made in the 07/31/2015 version:
e Revised list of systems covered in guidance.
The following change was made in the 08/31/2014 version:
e Revised list of systems covered in guidance.
The following changes were made in the 06/30/2014 version:

o Deleted cross reference to schedule 0179 which is covered by schedule 1012, item e.
o Revised list of systems covered in guidance.

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

e Deleted items a, b, d and e which are covered by other schedules.
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o Updated list of systems covered in guidance.
o Updated cross references in guidance.

The following change was made in the 04/30/2010 version:

¢ Revised name of Office of Prevention, Pesticides, and Toxic Substances to Office of

Chemical Safety and Pollution Prevention in guidance.
The following changes were made in the 04/30/2008 version:
o Revised title of disposition item a.
e Revised disposition instructions for item b.
e Reorganized guidance.

The following changes were made in the 03/31/2008 version:

o Changed disposition instructions for items a and b.
e Revised title and wording of disposition instructions for item e.

Conforms to GRS 20 and 23.
Custodians:
Multiple units

Related Schedules:

EPA 0062, EPA 0063, EPA 0089, EPA 0090, EPA 0094, EPA 0096, EPA 0098, EPA 1012

Previous NARA Disposal Authority:
Entry: 09/23/1992
EPA Approval: 10/07/1993

NARA Approval: 11/27/1996
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EPA Records Schedule 0089

Status: Final, 11/30/2021
Title: Information Tracking Systems
Program: All Programs
Applicability: Agency-wide
Function: 305 - Public Affairs
NARA Disposal Authority:

e DAA-GRS-2013-0002-0016
Description:
Consists of a broad range of paper and electronic systems used to track the processing of permits,
applications, reports, approvals, and other actions relating to records that are disposable under
NARA'’s General Records Schedules (GRS) or an approved Agency records schedule.
Disposition Instructions:
Item a: Record copy
Includes tracking and control records used to provide access to and control of records authorized for
destruction by the GRS or a NARA-approved records schedule, including indexes, lists, registers,
inventories, and logs.
Excludes records containing abstracts of records content or other information that can be used as an
information source apart from the related records which are covered by the schedules for the content
(e.g., enforcement, permits).
NARA Disposal Authority: DAA-GRS-2013-0002-0016

e Disposable

e Close when no longer needed for current agency business.

o Destroy immediately 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
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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 intranet site.

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)) must be shredded or otherwise definitively destroyed to
protect confidentiality.

For electronic tracking systems, the disposition instructions in this schedule apply to the electronic
data. The disposition instructions are to be applied when the system is no longer needed to conduct
Agency business.

Electronic software program - The electronic software program 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. The electronic software program is covered by schedule
1012, item e.

Input - Input for the system is covered by schedule 1012, item e.

Output and reports - For disposition of output and reports, 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 longer retention period.

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

This schedule includes, but is not limited to, the following electronic systems listed by headquarters
program or regional office:

Office of the Administrator

e Administrative Courtroom Calendar (ACC)

e Administrative Enforcement Dockets

e ADP Tracker

e ADP Tracker Reporting Module

e DBE Docket Classification System

e Econ Forum Intranet

o Environmental Appeals Board Tracking Systems
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e EPA Case Tracking Systems

e NCEE Project Inventory and NCEE Project Inventory - Library

e NCEE Regulatory Review Roles and NCEE Regulatory Review Roles - Economic Analysis
Review

e OCR Title VI Team Tracking System

e Office of Administrative Law Judge Cases (OALJ-Case)

e OPEI Econ Info, OPEI Econ Info - Interviews, and OPEI Econ Info - Job Applicant

e OPEI Economic Forum Intranet

e OPEI Environmental Economics Report Inventory

e OPEI Environmental Policy and Economics

e OPEI Regulatory Economic Analysis Inventory - RIA

e Regional Hearing Clerk's Case Tracking System (RHCCTS)

e Rule and Policy Information and Development System (RAPIDS)

e SAB Products

« SCOUT

o State Innovation Grants Database

e Vendor and Project Management Database System (VPMDS)

Office of Administration and Resources Management

e Agency Asset Management System (AAMS)

e ARCS Contract Tracking System (ACT)

e Audio Visual System (AUDIO)

o Benefits Employee Services Tracking (BEST)

e Change Management System (CMS)

e Conference Scheduling System (CONFERENCE)

e Critical Mail Tracking System (CMTYS)

o EPA Parking Tracking System (EPA-PTS)

o Federal Acquisition Institute Training Application System (FAITAS)

e Federal Information Processing Resources Procurement Tracking System (FIPRPTS)
e Master Inventory System (MAIS)

o NSCEP Publication Mailing List Database

e NSCEP Publication Ordering Database

e Peregrine Network Management System (PNMS)

e PM Photocopy Management System (PMS)

e Printing Tracking System (PTS)

o Security Incidents System (SECINCID)

e Time Sharing Services Management System Online Registration System (TSSMS-ORS)

Office of Air and Radiation

e Air Quality Performance Tracking (AQPT)

e Air Significant Violators System (AIRSVL)
e Assembly Line Test (ALT-SEA)

e Automated Imports Tracking System (AITS)
o Fees

o Laboratory Computer System (LCS)
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e Manufacturers Programs Branch Investigation Tracking System (MPBIT)

e MAPSWeb

o MPB Exemptions

e Ozone Depleting Substance Tracking System (ODSTS)

e SmartWay Transport Partnership Customer Relationship Management Database

e State Technology and Policy Option Query Tool (STPOQT)

e Survey Data (Radon)

e Thermoluminescent Dosimetry Instrument Control and Database Management System
(TLD)

o Transportation Air Quality (TRAQ)

Office of Chemical Safety and Pollution Prevention

e Chemical Review Management System (CRMS)

e Chemicals on Reporting Rules (CORR)

e Comprehensive Assessment Information Rule Database (CAIR)

e Data Call In System (DCI)

e Distributor File Database

o Federal Lead-Based Paint Program (FLPP) Database

o Foreign Purchaser Acknowledgement Statement System (FPAS)

e Interagency Testing Committee Tracking System (ITS)

e JACKETS

e Management Information Tracking System (New Chemicals) (MITS)
e Pesticide Indemnification (Administr