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TR-4300-P5 Program Correspondence and Policy/Directives Files 

 
NARA JOB # a.  Program Correspondence Files – Official Files 
N1-075-06-7 Records include program correspondence files that are created; received and where action is taken; or have the primary responsibility 
Approved for the documentation of the activities which relate directly to the Environmental Quality Services program function.  Records consist of 
3/23/2006 incoming and outgoing originals or copies of correspondence, reports, forms, and other records that pertain to the program activities of 
 the office in which these records are created and maintained.  Also included are printouts of electronic mail, documents created through 
 word processing and spreadsheet software applications, and supporting documentation.  

  
 Filing Arrangement:  Arrange alphabetically by subject. 

 
 Official File:  Office(s) with primary responsibility. 
 

Disposition Instructions:  PERMANENT.  Cut off at fiscal year end.  Maintain in office of record for a maximum of 5 years after cut off; 
and then retire to records center.  Subsequent legal transfer of the records to the National Archives of the United States will be as jointly 
agreed to between United States Department of Interior and the National Archives and Records Administration. 

 
NARA JOB # b.  Program Policy/Directives Master Set with Case History Files – Official Files 
N1-075-06-7 Records include files created and related to the internal program policy, guidance and regulations of daily operations for the  
Approved Environmental Quality Services program.  Records consist of the preparation, review, documentation of decision related to policy 
3/23/2006 development, regulation case history, public comment, proposed and final regulation, clearance, publication and final distribution of a 
 directive in a manual, bulletin or handbook format outlining internal policy, procedure, organization, instruction and delegation of 
 authority.  Also included are printouts of electronic mail, documents created through word processing and spreadsheet software 
 applications, supporting documentation and related correspondence.   

  
 Filing Arrangement:  Arrange alphabetically by subject then chronologically. 

 
 Official File:  Office(s) with primary responsibility. 
 

Disposition Instructions:  PERMANENT.  Cut off at fiscal year end when superseded or rescinded.  Maintain in office of record for a 
maximum of 5 years after cut off; and then retire to records center.  Subsequent legal transfer of the records to the National Archives of 
the United States will be as jointly agreed to between United States Department of Interior and the National Archives and Records 
Administration. 
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TR-4301-P5 Environmental Impact Statements 

 
NARA JOB # Contents:  Include, but not limited to, the following records:  studies and surveys of the impact of projects and activities affecting the 
N1-075-04-1 quality of human environment generally associated with proposals to change environment; printouts of electronic mail, documents 
Approved created through word processing and spreadsheet software applications, supporting documentation, and related correspondence. 
11/21/2003 

Filing Arrangement:  Chronological by statement fiscal year 
 
Official File:  Action (originating and/or receiving) Office 
 
Disposition:  PERMANENT.  Cut off at fiscal year end when statement is completed.  Maintain in office of record for a maximum of 5 
years after cut off; and then retire to records center.  Transfer to the National Archives of the United States in accordance with the 
signed Standard Form 258, Agreement to Transfer Records to the National Archives of the United States. 
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TR-4302-P5 Environmental Control Files 

 
NARA JOB # Contents:  Include, but not limited to, the following records used to evaluate projects affecting environment (i.e., air, water, land, etc.):  
N1-075-04-1 scope of work, budget, studies, surveys, tests, assessments, filed notes, audits, analyses, statements, evaluations, consultations, 
Approved results, reports, land resource modification, printouts of electronic mail, documents created through word processing and spreadsheet 
11/21/2003 software applications, supporting documentation, and related correspondence. 

 
Filing Arrangement:  Chronological by study fiscal year 
 
Official File:  Action (originating and/or receiving) Office 
 
Disposition:  PERMANENT.  Cut off at fiscal year end when study is completed.  Maintain in office of record for a maximum of 5 
years after cut off; and then retire to records center.  Transfer to the National Archives of the United States in accordance with the 
signed Standard Form 258, Agreement to Transfer Records to the National Archives of the United States. 
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TR-4303-P5 Cultural Resources Site Study 

 
NARA JOB # Contents:  Include, but not limited to, the following records:  scope of work; budget; archaeological studies; surveys; tests;  
N1-075-04-1 assessments; field notes; audits; analyses; statements; evaluations; results; cultural resources survey report; consultations with state 
Approved officers, advisory councils, and tribes; documents specifying bureau actions required to comply with the National Historic Preservation 
11/21/2003 Act; printouts of electronic mail; documents created through word processing and spreadsheet software applications; supporting               

documentation; and related correspondence. 
 
Filing Arrangement:  Chronological by study fiscal year 
 
Official File:  Action (originating and/or receiving) Office 
 
Disposition:  PERMANENT.  Cut off at fiscal year end when study is completed.  Maintain in office of record for a maximum of 5 
years after cut off; and then retire to records center.  Transfer to the National Archives of the United States in accordance with the 
signed Standard Form 258, Agreement to Transfer Records to the National Archives of the United States. 
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TR-4304-P5 Hazardous Waste Site Surveys 

 
NARA JOB # Contents:  Include, but not limited to, the following records that provide information on an assessment and whether or not designation 
N1-075-04-1 of a location as a hazardous waste site is determined:  scope of work, budget, studies, surveys, tests, EPA assessments, field notes, 
Approved audits, analyses, statements, evaluations, consultations, results, reports, printouts of electronic mail, documents created through word 
11/21/2003 processing and spreadsheet software applications, supporting documentation, and related correspondence. 

 
Filing Arrangement:  Chronological by survey fiscal year 
 
Official File:  Action (originating and/or receiving) Office 
 
Disposition:  PERMANENT.  Cut off at fiscal year end when project is completed or terminated.  Maintain in office of record for a 
maximum of 5 years after cut off; and then retire to records center.  Transfer to the National Archives of the United States in 
accordance with the signed Standard Form 258, Agreement to Transfer Records to the National Archives of the United States. 
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TR-4305-P5 Hazardous Substance Project 

 
NARA JOB # Contents:  Include, but not limited to, the following records relating to the identification and/or removal of hazardous substances (other 
N1-075-04-1 than hazardous waste materials identified through the EPA assessment procedures):  scope of work, budget, studies, surveys, tests, 
Approved assessments, field notes, audits, analyses, statements, evaluations, consultations, results, follow-up activities and/or reports, printouts 
11/21/2003 of electronic mail, documents created through word processing and spreadsheet software applications, supporting documentation, and  

related correspondence. 
 
Filing Arrangement:  Chronological by project fiscal year 
 
Official File:  Action (originating and/or receiving) Office 
 
Disposition:  PERMANENT.  Cut off at fiscal year end when project is completed or terminated.  Maintain in office of record for a 
maximum of 5 years after cut off; and then retire to records center.  Transfer to the National Archives of the United States in 
accordance with the signed Standard Form 258, Agreement to Transfer Records to the National Archives of the United States. 
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TR-4306-P5 Water Sampling Test 

 
NARA JOB # Contents:  Include, but not limited to, the following water sampling records used to test water safety:  documentation as a result of  
N1-075-04-1 materials used to test water supplies for determining safety levels of chemicals and/or compounds in accordance with the Safe Water 
Approved Drinking Act, scope of work, budget, studies, surveys, assessments, field notes, audits, analyses, statements, evaluations,  
11/21/2003 consultations, reports, tests and results of water supplies, printouts of electronic mail, documents created through word processing and 

spreadsheet software applications, supporting documentation, and related correspondence. 
 
Filing Arrangement:  Chronological by project fiscal year 
 
Official File:  Action (originating and/or receiving) Office 
 
Disposition:  PERMANENT.  Cut off at fiscal year end when safety level has been determined.  Maintain in office of record for a 
maximum of 5 years after cut off; and then retire to records center.  Transfer to the National Archives of the United States in 
accordance with the signed Standard Form 258, Agreement to Transfer Records to the National Archives of the United States. 
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TR-4307-P5 Soil Testing 

 
NARA JOB # Contents:  Include, but not limited to, the following soil testing records used to test soil safety levels:  documentation as a result of  
N1-075-04-1 materials used to test soil samples for determining safety levels of chemicals and/or compounds, scope of work, budget, studies, 
Approved surveys, assessments, field notes, audits, analyses, statements, evaluations, consultations, reports, tests and results, printouts of 
11/21/2003 electronic mail, documents created through word processing and spreadsheet software applications, supporting documentation, and  

related correspondence. 
 
Filing Arrangement:  Chronological by project fiscal year 
 
Official File:  Action (originating and/or receiving) Office 
 
Disposition:  PERMANENT.  Cut off at fiscal year end when safety level has been determined.  Maintain in office of record for a 
maximum of 5 years after cut off; and then retire to records center.  Transfer to the National Archives of the United States in 
accordance with the signed Standard Form 258, Agreement to Transfer Records to the National Archives of the United States. 
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TR-4308-P5 Engineering and/or Construction Testing 

 
NARA JOB # Contents:  Include, but not limited to, the following testing records used to determine adequacy of materials (concrete, gravel, etc.) 
N1-075-04-1 used in the engineering and/or construction projects:  scope of work, budget, studies, surveys, tests, assessments, field notes, audits, 
Approved analyses, statements, evaluations, consultations, results, reports, printouts of electronic mail, documents created through word 
11/21/2003 processing and spreadsheet software applications, supporting documentation, and related correspondence. 

 
Filing Arrangement:  Chronological by project fiscal year 
 
Official File:  Action (originating and/or receiving) Office 
 
Disposition:  PERMANENT.  Cut off at fiscal year end when adequacy has been determined.  Maintain in office of record for a 
maximum of 5 years after cut off; and then retire to records center.  Transfer to the National Archives of the United States in 
accordance with the signed Standard Form 258, Agreement to Transfer Records to the National Archives of the United States. 
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4309 Safe Water Drinking Act 

 
NARA JOB #   Refer to TR-4306-P5 – Water Sampling Test 
N1-075-04-1 
Approved  
11/21/2003 
 

 
 

RESERVED 
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TR-4310a-P5 Comprehensive Environmental Response, Compensation, and Recovery Act (CERCLA) Program File 

 
NARA JOB # Contents:  Include, but not limited to, the following records:  scope of work; budget; studies; surveys; assessments; audits;     
N1-075-04-1 analyses; statements; evaluations; consultations; results; reports; hazardous substance release; response; determination of liability, 
Approved compensation, and recovery; requests and responses concerning program information from tribes, federal and state agencies, local 
11/21/2003 governments, private organizations, and individuals; printouts of electronic mail; documents created through word processing and  

spreadsheet software applications; supporting documentation; and related correspondence. 
 
Filing Arrangement:  Chronological by program fiscal year 
 
Official File:  Action (originating and/or receiving) Office 
 
Disposition:  PERMANENT.  Cut off at fiscal year end when program initiative is completed or terminated.  Maintain in office of record 
for a maximum of 5 years after cut off; and then retire to records center.  Transfer to the National Archives of the United States in 
accordance with the signed Standard Form 258, Agreement to Transfer Records to the National Archives of the United States. 

 
TR-4310b-P5 Comprehensive Environmental Response, Compensation, and Recovery Act (CERCLA) Project File 

 
NARA JOB # Contents:  Include, but not limited to, the following records:  scope of work; budget; studies; surveys; tests; assessments; field notes; 
N1-075-04-1 audits; analyses; statements; evaluations; consultations; results; reports; printouts of electronic mail; documents created through word 
Approved processing and spreadsheet software applications; supporting documentation; and related correspondence. 
11/21/2003 

Filing Arrangement:  Chronological by project fiscal year 
 
Official File:  Action (originating and/or receiving) Office 
 
Disposition:  PERMANENT.  Cut off at fiscal year end when project is completed or terminated.  Maintain in office of record for a 
maximum of 5 years after cut off; and then retire to records center.  Transfer to the National Archives of the United States in 
accordance with the signed Standard Form 258, Agreement to Transfer Records to the National Archives of the United States. 
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TR-4311-P5 Environmental Audits 

 
NARA JOB # Contents:  Include, but not limited to, the following records:  field notes, final environmental audit reports, corrective action plans,  
N1-075-04-1 printouts of electronic mail, documents created through word processing and spreadsheet software applications, supporting  
Approved documentation, and related correspondence. 
11/21/2003 

Filing Arrangement:  Chronological by audit report 
 
Official File:  Action (originating and/or receiving) Office 
 
Disposition:  PERMANENT.  Cut off at fiscal year end when corrective actions are accomplished.  Maintain in office of record for a 
maximum of 5 years after cut off; and then retire to records center.  Transfer to the National Archives of the United States in 
accordance with the signed Standard Form 258, Agreement to Transfer Records to the National Archives of the United States. 
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TR-4312a-P5  Environmental Compliance Program File 

 
NARA JOB # Contents:  Include, but not limited to, the following Resource Conservation and Recovery Act (RCRA) project records:  scope of work; 
N1-075-04-1 budget; studies; surveys; assessments; audits; analyses; statements; evaluations; consultations; reports; requests and responses for 
Approved program information from tribes, federal  and state agencies, local governments, private organizations, and individuals; printouts of 
11/21/2003 electronic mail; documents created through word processing and spreadsheet software applications; supporting documentation; and  

related correspondence. 
 
Filing Arrangement:  Chronological by program fiscal year 
 
Official File:  Action (originating and/or receiving) Office 
 
Disposition:  PERMANENT.  Cut off at fiscal year end when program initiative is completed or terminated.  Maintain in office of record 
for a maximum of 5 years after cut off; and then retire to records center.  Transfer to the National Archives of the United States in 
accordance with the signed Standard Form 258, Agreement to Transfer Records to the National Archives of the United States. 

 
TR-4312b-P5 Environmental Compliance Project File 

 
NARA JOB # Contents:  Include, but not limited to, the following Resource Conservation and Recovery Act (RCRA) project records:  scope of work; 
N1-075-04-1 budget; studies; surveys; tests; assessments; field notes; audits; analyses; statements; evaluations; consultations; reports; results for 
Approved projects concerning lead based paint, asbestos, underground storage tanks, animal waste, etc.; printouts of electronic mail; documents     
11/21/2003 created through word processing and spreadsheet software applications; supporting documentation; and related correspondence. 

 
Filing Arrangement:  Chronological by project fiscal year  
 
Official File:  Action (originating and/or receiving) Office 
 
Disposition:  PERMANENT.  Cut off at fiscal year end when project is completed or terminated.  Maintain in office of record for a 
maximum of 5 years after cut off; and then retire to records center.  Transfer to the National Archives of the United States in 
accordance with the signed Standard Form 258, Agreement to Transfer Records to the National Archives of the United States. 
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TR-4313-P5 Environmental Site Assessment 

 
NARA JOB # Contents:  Include, but not limited to, the following assessment records used to detect environment liabilities on properties proposed   
N1-075-04-1 for fee-to-trust transfer:  studies, surveys, tests, site assessments, field notes, analyses, results, reports, printouts of electronic mail, 
Approved documents created through word processing and spreadsheet software applications, supporting documentation, and related  
11/21/2003 correspondence. 

 
Filing Arrangement:  Chronological by assessment fiscal year 
 
Official File:  Action (originating and/or receiving) Office 
 
Disposition:  PERMANENT.  Cut off at fiscal year end when assessment is completed.  Maintain in office of record for a maximum of 5 
years after cut off; and then retire to records center.  Transfer to the National Archives of the United States in accordance with the signed 
Standard Form 258, Agreement to Transfer Records to the National Archives of the United States. 
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TR-4314a-P5 National Environmental Policy Act Program File 

 
NARA JOB # Contents:  Include, but not limited to, the following records:  scope of work; budget; studies; surveys; assessments; audits; analyses; 
N1-075-04-1 statements; evaluations; consultations; reports; requests and responses concerning program information from tribes, federal and state 
Approved agencies, local governments, private organizations, and individuals; printouts of electronic mail; documents created through word 
11/21/2003 processing  and spreadsheet software applications; supporting documentation; and related correspondence. 

 
Filing Arrangement:  Chronological by program fiscal year 
 
Official File:  Action (originating and/or receiving) Office 
 
Disposition:  PERMANENT.  Cut off at fiscal year end when program initiative is completed or terminated.  Maintain in office of record 
for a maximum of 5 years after cut off; and then retire to records center.  Transfer to the National Archives of the United States in 
accordance with the signed Standard Form 258, Agreement to Transfer Records to the National Archives of the United States. 

 
TR-4314b-P5 National Environmental Policy Act Project File 

 
NARA JOB # Contents:  Include, but not limited to, the following records:  scope of work, budget, studies, surveys, tests, assessments, field notes, 
N1-075-04-1 audits, statements, evaluations, consultations, results, reports, Proposed Project Impact Analysis, Administrative Record for  
Approved compliance with NEPA, NEPA Compliance, Categorical Exclusion checklist, Environmental Assessment, Finding of No Significant 
11/21/2003 Impact, Environmental Impact Statement, Record of Decision, printouts of electronic mail, documents created through word processing  

and spreadsheet software applications, supporting documentation, and related correspondence. 
 
Filing Arrangement:  Chronological by project fiscal year 
 
Official File:  Action (originating and/or receiving) Office 
 
Disposition:  PERMANENT.  Cut off at fiscal year end when project is completed or terminated.  Maintain in office of record for a 
maximum of 5 years after cut off; and then retire to records center.  Transfer to the National Archives of the United States in 
accordance with the signed Standard Form 258, Agreement to Transfer Records to the National Archives of the United States. 
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TR-4315a-P5 Resource Conservation and Recovery Act Program File 

 
NARA JOB # Contents:  Include, but not limited to, the following Resource Conservation and Recovery Act records:  scope of work; budget; 
N1-075-04-1 studies; surveys; assessments; audits; analyses; statements; evaluations; consultations; reports; requests and responses concerning 
Approved program information from tribes, federal and state agencies, local governments, private organizations, and individuals; printouts of 
11/21/2003 electronic mail; documents created through word processing and spreadsheet software applications; supporting documentation; and  

related correspondence. 
 
Filing Arrangement:  Chronological by program fiscal year 
 
Official File:  Action (originating and/or receiving) Office 
 
Disposition:  PERMANENT.  Cut off at fiscal year end when program initiative is completed or terminated.  Maintain in office of record 
for a maximum of 5 years after cut off; and then retire to records center.  Transfer to the National Archives of the United States in 
accordance with the signed Standard Form 258, Agreement to Transfer Records to the National Archives of the United States. 

 
TR-4315b-P5 Resource Conservation and Recovery Act Project File 

 
NARA JOB # Contents:  Include, but not limited to, the following Resource Conservation and Recovery Act records:  scope of work; budget; data; 
N1-075-04-1 studies; surveys; tests; assessments; field notes; audits; analyses; statements; evaluations; consultations; reports; results for projects 
Approved concerning solid waste management, landfill operation, open dump closures, etc.; printouts of electronic mail; documents created 
11/21/2003 through word processing and spreadsheet software applications; supporting documentation; and related correspondence. 

 
Filing Arrangement:  Chronological by project fiscal year 
 
Official File:  Action (originating and/or receiving) Office 
 
Disposition:  PERMANENT.  Cut off at fiscal year end when project is completed or terminated.  Maintain in office of record for a 
maximum of 5 years after cut off; and then retire to records center.  Transfer to the National Archives of the United States in 
accordance with the signed Standard Form 258, Agreement to Transfer Records to the National Archives of the United States. 

 
   

  


