


EFFECTIVE SCHEDULE DATE: 10/15/2012

RECORD SERIES AND DESCRIPTION SERIES NUMBER SCHEDULED RETENTION PERIOD DISPOSITION METHOD

Administrative Process Act (APA) Action Documents 000130 10 Years after closed Non-confidential Destruction

This series documents adversarial and administrative 
proceedings and hearing enforcement actions, except for final 
orders and agreements. This series may include, but is not 
limited to: notices of informal fact finding conferences, formal 
hearings, motions by parties, subpoenas, briefs, 
recommendations of presiding/hearing officers, and documents 
about the logistics of the Administrative Process Act (APA) 
proceeding. COV 2.2-4000 et seq.

Case Closures 000129 Permanent, In Agency

This series documents de-referral of cases from the Division of 
Enforcement that are resolved without a settlement agreement 
and the termination of settlement agreements following the 
responsible party meeting all terms of the agreement. This 
series may include, but is not limited to: records of the 
respective environmental media citizen board. 

Case Development 000125 5 Years after closed Non-confidential Destruction

This series documents the development of an enforcement 
action after referral from compliance staff until either de-referral 
or until execution of a consent special order. This series may 
include, but is not limited to: documents made for citizen 
boards, corporate information, correspondence, 
manuals/reports relating to specific responsible parties, and 
meeting notes.

Compliance with Orders and Agreements 000128 5 Years after closed Non-confidential Destruction

This series documents the actions of responsible parties in 
meeting the terms of any settlement agreement, such as a 
consent special order. The series may include, but is not limited 
to: inspection reports, facility plans, manuals and reports, intra-
agency memoranda, and correspondence.
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Court or Environmental Protection Agency (EPA) Action 
Documents

000131 5 Years after closed Non-confidential Destruction

This series documents judicial or U.S. Environmental Protection 
Agency actions, not including final orders and agreements, with 
responsible parties subject to environmental laws, regulations, 
and permits of the Commonwealth implemented and enforced 
by the agency. This series may include, but is not limited to: 
administrative complaints, court motions, subpoenas, 
interrogatories, depositions, and briefs.

Enforcement Recommendations 000124 5 Years after closed Non-confidential Destruction

This series documents the reasoned analysis and 
recommendation of a course of action in an enforcement action. 
This series may include, but is not limited to: enforcement 
recommendation and plan, civil charge worksheet, economic 
analysis to determine a responsible parties' ability to pay a civil 
charge, and evaluation/analysis of a supplemental 
environmental project.  

Final Orders and Agreements 000127 Permanent, Archives

This series documents final agency action in the form of 
consent special orders, adversarial actions held, and letters of 
agreement. This series may include, but is not limited to: 
settlement agreements, adversarial actions, and judicial orders.  
  

Pre-Enforcement Documents 000122 5 Years after closed Non-confidential Destruction

This series documents the investigation of alleged non-
compliance with state and federal law prior to the internal 
agency referral for enforcement action. This series may include, 
but is not limited to: inspection reports, notices of alleged 
violation, citizen reports/complaints of suspected violations, 
discharge monitoring reports, and continuous emissions 
monitoring reports.
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Referrals for Enforcement Action 000123 5 Years after closed Non-confidential Destruction

This series documents the referral of cases to specialized staff 
or to the U.S. Environmental Protection Agency or the Virginia 
Office of the Attorney General for formal enforcement action. 
This series may include, but is not limited to: notices of appeal, 
history of noncompliance, requested injunctive relief, and civil 
charges sought.

Supporting Enforcement Documents 000132 5 Years after closed Non-confidential Destruction

This series documents enforcement actions by the agency. This 
series may include, but is not limited to: Freedom of Information 
Act (FOIA) requests regarding enforcement actions, inspection 
warrants, documents relating to the process of early dispute 
resolution, bankruptcy records that relate to an enforcement 
action, voluntary environmental assessments, and liens.
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