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Establishme..nt. The Office of LVIinority Business Enterprise 
169 itE ms (a.1BE)was established in the Department of Ccmnerce by
 

Executive Order 11458 of March 5, 1969 to work with
 
Federal governme..nt.aqenc.i.es and with the private sector
 
in helping to develop opportunities for minority businesses
 
to more fully participate in the mainstream of .AmericaIS
 

econcrnic systan.
 

Fran 1969 until 1971 it was provided with a small staff
 
of approximately 30 pezsons and with funding only for
 
administration costs. Its initial efforts were directed
 

- at piecing together the status of minority enterprise and 
determining possible actions to be taken to promote its 
qrowth, All change s in this 

schedule concurred rn 
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(b)	 providing additional technical and managementassistance 
to disadvantaged businesses; 

(c)	 assisting in dern:mstration projects; and 

(d)	 coordinating the participation of all Federal Depart:rrents 
and agencies in an increased minority effort. 

The Order continued the Advisory Council for Minority Business estab-
lished under ED11458, and composedof persons knowledgeable in the 
field, to be appointed by the President for 2 year tenus. The Council 
was to be advisory to the Secretary of Canmerceon problans referred 
to it and to meet at the call of the Secretary. The Order also required 
Headsof Departments and Agencies to cooperate with the Secretary of 
Canmercein furthering the program, and to designate Under Secretaries 
or similar level officials to be responsible for such cooperation in 
the agencies. 

After the issuance of the Order, in late 1971 the Congress authorized 
in a supplanental appropriation bill, the expenditure of program funds, 
and al.Icweda.1BEto offer grants and enter into contracts with various 
types of national and local minority business developmentorganizations, 
the purpose of which ~ to provide managementand technical assistance 
to minority businesses. 

Responsibilities. The responsibilities assigned to OMBEby the Secretary 
of Corrmerceunder EO11625, as enunciated in the official statanent of 
OMBE'smission, are as follows: 

liTo prorrote and assist the expansion of minority enterprise 
in the United States, both in the numberof businesses and 
the size of businesses; by coordinating and encouraging 
action by Federal, State and local governmentagencies to 
assist minority businesses; by promoting action by the pri-
vate sector; by providing financial assistance to public 
and private organizations which furnish managanentand 
technical assistance to minority business; by providing 
financial assistance for pilot or demonstration projects; 
and by dissaninating helpful information." 

Organization. FromApril 1, 1969, whenOMBEccmnencedoperations within 
the Departmentof Corrmerce,until October 1973, OMBEoperated as a cen-
tralized agency, with responsibility for its operating or line programs 
being placed at the headquarters offices. By October 1973, one field 
representative had been assigned to each of 30 major U.S. cities to 
assist in imple:nentingthe programat the local level • 
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As of October 1973, in accordance with the President I s "NewFederalisn" 
program for decentralization of Federal functions, a major reorganiza-
tion of CMBEwas completed to decentralize responsibility for the line 
or operating programs to six Regional Offices, with headquarters at New 
York, Washington, Atlanta, Chicago, Dallas, and San Francisco. More 
than half of the 225 CMBEemployeeswere transferred to the Regions as 
part of this reorganization. OMBEField Project Officers and clerical 
staff remain in Field Offices located at twelve major cities within 
the six Regions. 

Responsibility for national or multi-regional programs, contracts, 
grants, or CMBEfunded organizations remains with the headquarters 
office, while responsibility for such regional or local programs, 
grants, contracts, or funded organizations was placed on the Regions. 

Under a reorganization directive effective May9, 1976, the OMBEorgani-
zation in the headqua:..:ters offices consisted of the Office of the Director 
and Deputy Director, the Chief Counsells Office, the Congressional Affairs 
Office, the Jnforrrat.LonCenter, the Administration Division, (formerly
Field Operations and Adrrdnistration Division), the Program Resources 
Division, (formerly National Programs Division), and the Plaru1ingand 
Evaluation Division, (formerly Programs Research and DevelopmentStaff).
The Regional Office organization included a Regional and Deputy Regional 
Director, the GovernmentProgramCoordinator, the Market Development 
Specialist, and the Business Developers. In addition, various optional 
specialists such G.S ~'1ana.gementfCapital, Agri-Business and Industrial 
Developnent Specialists, or an optional Planner and Evaluator and 
Administrative Officer are authorized. 

An Interagency Council for Minority Business Enterprise chaired by the 
Under Secretary of Commerce,and with membershipconsisting of the 
Under Secretary of the principal Federal Departraents and Agencies, or 
his equivalent, serves as a major vehicle for achieving the Federal 
governmentcoordination responsibility of the Secretary of Commerce. 

Although EO11458 in 1969 established an Advisory Council for Minority 
Business and EO11625 in 1971 reaffirmed and continued, this Advisory
Council to the Secretary of Ccmnerce, the Secretary does not appear to 
have called for meetings of the Council during the past few years. 

The Director of CMBEis assisted in establishing policy and in coordi-
nating and directing program and administrative matters by the Executive 
Staff. This group, under the 1976 organization, consists of the Director, 
the Deputy Director, the Chief Counsel, the Assistant Director for Pro-
gram Resources, tihe Assistant Director for Planning and Evaluation, the 
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Assistant Director for Administration, the six Regional Directors, the 
Chief of Congressional Affairs, and the Chief of Infonnation. The 
Staff meets regularly as scheduled by the Director. The Director serves 
as Chainnan, and attendance of all but the Regional Directors is 
required. 

Binder. This schedule is presented in a format reflecting the present 
organization of CMBEas stated in CMBEOrder 101-2, May9, 1976. HCM-
ever, a change of title or organizational location of any unit or any 
reorganization shall have no effect on its provisions as long as the 
files described herein continue to accumulate and serve the samepurpose. 

The provisions of the General Records Schedule issued by the General 
Se:rvices Adntinistration are hereby superseded, since this aIDE schedule 
includes all general and houskeeping records that are currently accumu-
lating in OMBEand that are also documentedby records of the Office 
of the Secretary. 

This Records Control Schedule is thus the sole authority for the legal 
d.isposition of any and all CMBErecords. 

" 
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OFFICEOFMINORITY ENTERPRISEBUSINESS (OMBE) 

OFFICEOFTHEDIRECI'OR 

The Office of the Director provides policy and overall direction to 
the programs and activities of OMBE. 

The office consists of a Director, who serves as the ranking official 
of the organization and is responsible for ,executive direction in 
carrying out the OMBEmission to strengthen minority business enter-
prise in the united States. Besides the Director, the .irnnediate 
Office of the Director includes the Deputy Director, whoacts for 
the Director in his absence, serves as the senior specialist for 
black minority enterprise, and is responsible for solving major prob-
lens as assigned, involved in carrying out the program. 

In addition, the Immediate Office of the Director includes five Special 
Assistants, each serving the Director or Deputy Director as assigned. 
These include the Confidential Assistant, who serves roth the Director 
and Deputy Director on special problems; the ProgramAssistant, who 
coordinates and reviews program and funding matters for the Director; 
the Executive Assistant whocoordinates and reviews administrative mat-
ters for the Director; rhe Public Affairs Assistant, whohandles 
speeches and arrangenents for appearances by the Director; and the 
Special Assistant to the Deputy Director, whohandles special problems 
as assriqned for the Deputy Di.rector . 

Separate records collections are maintained by the Director, his three 
Special Assistants, and by the Confidential Assistant to the Director 
and Deputy Director. The files of the Deputy Director, however, in-
clude the records of his Special Assistant as well. 

1. Program Subject File of tL2 Director - This major file of the 
Director reflects his responsibility for the development, implementa-
tion and direction of all OMBEprograms and operations. It concerns 
his reporting on the progress of the program to the Secretary of 
Oommerceand his reoommendationsrelating to the position of the 
Department on matters for which CMBEis responsible. The file contains 
record copies of papers generated or collected by the Director which 
documenthis program responsibilities. 

Notable headings in the file include; Briefing Papers, Budget, Secre-
tarial Correspondence, Fact Sheets, Congressional Hearings, Goals and 
Objectives, Annual Reports, Organizations, Advisory Council and 
Interagency Council on Minority Business Enterprise , Policy Meetings, 
Speeches, Task Forces, Financial Management,and Organization -
Reorganization. 
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T'nesepapers constitute a prirne source of 8tIIt overall rnanaganentand 
cl,i~ect:ipnof a.1BE programs and activities. ~~e,.e ~~,...

1/,#',,,,,,- ¢.tb-re(VT1» £'1." c.F.; ESill'V' .....h:.A/~"''''\lIo-(IV~lfI.e (eAlf) g',\I\.a,..c..." 
Penranent. Start· a newfile every 5 years. Retire to SHA 
1 year thereafter. Transfer to WNOC 2 years thereaft.er. 
Offer to National Archives 20 years thereafter. 

2. Administrative Subject File - These papers reflect typical house-
keeplng activities of the office, the documentation of which is avail-
able within the Office of the Secretary of the Departmentas well as 
in the a~E Administration Division, such as those relating to tnne 
and attendance, procurement requisitions, personnel matters, travel 
and the like. 

Dispose when2 years old. 

3. Chronological Fil~ - This file consists of a copy of each outgoing 
item prepared or signed by the Director. ",.1> -:..Z. G • -':--.~ EAI/.:. ;; It , 

~~~~~~~~~~~~~~~~
 
Permanent. Break file annua.lly. Transfer to SHA 2 years thereafter.
 
Transfer to WNRC. Offer to NARSwhen 20 years old.
 

~irector 

4. ProgramSubject File - The file reflects tbe basic responsibilities 
assigned to the DeputyDirector covering relations with the black com-
rmmity; the handling of difficult administrative and program problems 
of the a.1BE Programrequiring high level attention; serv.inq as Director 
in that official's absence; pranotional responsibilities for 'the program 
relating to top level contacts with governmentagencies, high State and 
local governmentofficials, and prominent officials of corporations and 
minority groups. It also reflects his close contacts with the Congress 
in furthering minority business en'cerprises, and includes copies of the 
manyspeeches and addresses which the DeputyDirector .gives in pranoting 
the program. 

Subjects which reflect the scope and content of the file, covering the 
entire range of the Q\ffiEprogram, include: Delegations of authority, 
Staff meetings, Personnel matters, Business ManaganentFellowship Pro-
gram, Budget, Legislative and legal, National Programs, Minority Business 
Opportunity Committees, Federal Executive DevelopmentOrganizations, 
Alaska Pipeline project, Contracting programs, Ivtinori'b:!Ente:rprise Small 
Business Investment Corporations, Iridi.an program, Business Development 
Cente.rs, Regional.projects, and Speeches and addresses. 
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Special Assistant to the Director 
(Executive Assistant) 

8. Organization - Reorganization File - This file reflects the full-
est documentation of various OMBEreorganizations and functional 
reassignments such as the regional ill1dfield decentralization of OMBE 
activities and other-functional realigrnnents which were the responsi-
bility of the Special Assistill1t. The file includes in addition to the 
final reorganization plans, such papers as task force reports and con-
sultant reports substantiating the reorganiations and records refl~ 
iQ,g. persoJlI1el~tters involved in the reorganizations. ~4-Af'e.-J 'j/p..v j

~K.L-e-V "-'Y ~/AN-· YTJ) ~ /c:., ~ ; G/1J1';:. /uu 

Pennanent. Retire to SHAwhenno longer needed for current
 
business. Transfer to WNRC 2 years thereafter. Offer to
 
National Archives 20 years thereafter.
 

9. Executive Staff Meetings Agendasand Minutes - The file contains
 
the record copy of Executive Staff meetings agendas and minutes. The
 
Executive Assistant is responsible for preparing the agenda and main-
taining the minutes of all meetings of this policy making body consist-
ing of OMBE'stop managementofficials and chaired by the Director.
 
Meetings are r~larly scheduled and attendance by headquarters officals
 
is r~red ~~r:--t 4 ~I'~ 'J ~h"-f/ ~V~~4/ ~~I ~y4

j/r»:::. 6 II'Z .; e::~;;:::.. ") I ~~ 

Permanent. Retire to SHP..whenno longer needed for current;
 
business. Transfer to WNRC2 years thereafter. Offer to
 
National Archives 20 years thereafter.
 

10. Administrative Mill1agementSubject File - This file covers various 
administrative manaqement,activities, the responsibility for which have 
been assigned to the Executive Assistant to the Director. This Assis-
tant serves the Director as liaison with a1BEDivisions and Offices on 
administrative matters as assigned, in a manner s:imilar to that of the 
ProgramAssistant in dealing with programmatters. Notable subjects 
in the file include: Audit reports, Congressional hearings, Persormel 
matters, Non-renewablecontracts, Managementstudies, Task force on 
contracting policies and procedures, and Weeklyreports. 

The Director's file (Item 1), and the files of the Executive Secretariat
 
(Item43) also contain documentation concerning the subject matter of
 
this file. 

start a new file every 2 years. Moveactive files forward
 
and retire to SHA. Transfer to WNRC1year thereafter.
 
Dispose when10 years old .
 .. 
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11. Chronological File - This file consists of a copy of each out-
going itEm prepared in the office. 

Dispose when2 years old. 

Special Assistant to Director 
(Public Affairs) 

12. Speech and Public Affairs File - This file reflects the speech 
writing and other information activities of the Special Assistant 
to the Director. It consists of incomingand outgoing correspond-
ence relating to speeches and appearances of the OMBEDirector. The 
correspondence mainly concerns invitations to speak, ar.ranqernent.s 
regarding appearances, follc:w up corresp:mdence generated by the 
speeches, and personnel appointments to positions in which the public 
maybe interested. 

start a newfile each year. Retire to SHAwhen2 years old. 
Dispose of 3 years thereafter. 

13. Director's Speech and AppearanceLog - This file serves as 
runn.inq record of all speeches and appearances of the CMBEDirector 
beginning in 1974. Arranged by months, it consists of a monthly 
sumnary of all speeches and appearances, copies of the speeches, 
copies of related correspondence, agendas of the meetings, related 
materials fUblished by the group or organization involved, press 
releases on the speeches, and newspaperor other articles generated 
by the speeches. 

The file serves as an excellent documentation of the important promo-
tional vork carried out by the OMBEDirector. 
VTO -:. "" C, E i GAv -:::~/Yll 

Pennanent. Retire to SHAwhenno longer needed for current 
business. Transfer to WNRC Offer to2 years thereafter.
 
National Archives 20 years thereafter.
 

14. Speech BackgroundFile - The file consists of materials accumu-
lated by the Special Assistant or organizations or cormrunities involved 
in the appearances of +he a.tBEDirector and serves as background for 
the preparation of speeches or arranging for appearances. Typical sub-
jects include: Leagueof latin AmericanCitizens, AmericanAssociation 
of Spanish-Speaking, Biographical, California State File, Indian Affairs, 
Presidential Advisory Carmission, u.S. Conference of Mayors, Minority 
banksr and Handicapped. 
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Dispose of whensuperseded or no longer needed. 

15. Chronological File - The file consists of a copy of each piece of 
correspondence prepare? in the office. 

Dispose of when1 year old. 

Confidential Assistant to the 
Director and DeputyDirector 

16. ProgramSubject File - The file reflects the activities of the 
Confidential Assistant in carrying out various assignments given him 
by the Director or DeputyDirector. Representative subjects include: 
Trip reports, Proposals, Conferences - meetings, Surveys - evaluations, 
Colleges - universities, Speeches, and ~veeklyreports. 

Start a newfile every 2 years. Moveactive files forward 
and retire to 1 year thereafter. SFA. Transfer to WNRC

Dispose when10 years.
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CCNGRESSIONAL STAFFAFFAIRS

Under the superv.i.s.ionof a Chief of Congressional Affairs, provides 
staff support to the Direct.or in his relations wi.th the Congress; 
s~~es as focal point within OMBEfor handling matters in which 
Congress has an interest, except; the preparation and analysis of 
legislation directly affecting a18E's program; handles Congressional 
inquiries and requests for infonnation or asaistance: and provides 
guidance and support to the Regional Offices and the rest of OMBE 
on matters of interest to the Congress and individual Congressmen. 

Prior to the 1976 reorganization of a,lBE, this office was known as 
the Public and Congressional Affairs Staff. The reorganization sep-
arated it fran public affairs, and established a separate office for 
the Information Cen-ter to handle public affairs. 

While the files of t.~e c;ongressional Affairs staff contain detailed 
materials on Congressional affairs pertaining to minority business 
enterprise matters, the files of the Office of Congressional Relations 
of the Office of the Secretary contain similar types of documentation 
on analysis of major legislation and other important matters pertain-
ing to Congressional liaison. Also, the files of the OMBELegal Coun-
sel contain docume~tation on legal analysis of OMBE-relatedlegislation. 

17. ~islative File - Bills - The file reflects the function of the 
office of providli1g info~TIation to top officials of OMBEon the exist-
ence and content of various Congressional Bills or hearings which have 
a relationship to the minority business programor to OMBE.The file 
consists of copies of bills or Congressional hearing publications, 
copies of nonlegal analyses of such bills or hearings prepared in the 
office and distributed to OMBEofficials, related correspondence, and 
copies of legislative analyses or canmentsprepared in othev offices 
of OMBEor the Department. The file is arranged by bill numberor by 
hearing. The legislative files maintained by the Office of the Secre-
tary, and files of the avI8ELegal Counsel also contain documentation 
concerning the subject matter of this file. 

Start a newfile wi-th the beginning of a newCongress. 
Retire 2 years thereafter to SHA. Dispose of when6 
years old. 

18. Congressional Relations File - The file reflects the liaison func-
tion of the office with Senators and Congressmenconcerned with the 
minority business enterprise program. The file consists of incar.ing
and outgoing correspondence and other documentati.oninvolving relations 
with individual legislators or groups of legislators such as +l.o clack 
caucus, as well as wi.th their staffs. Arranged by State and a' -" ,abeti-
cally by nameof legislat-or thereunder. 
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Start a ne..l file at the beginning of a newCongress.
 
Retire 2 years thereafter to SHA. 'I'ransfer to WNRC
 
2 years thereafter. Dispose of 4 years thereafter.
 

19. Congressional Affairs Subject File - This program subject file 
reflects the work of the Congressional Affairs Office in keeping 
abreast of pertiinent; legislation programs ana.maint.airiinq and OJl1BE
liaison with legislators and others interested in minority business 
enterprise. Representative subject headings illustrative of the 
scope and contents of the file include: AmericanTrucking Associ-
ation, Airport Opportunities Program, Briefing reports, Construction 
contractors (minority) ,Institute for Econanic Research, Joint Economic 
Ccmnittees, Memo to the file, National Minority Purchasing Council, 
WashingtonUrbanLeague, Issue inserts, and Weeklyreports of Con-
gressional Affairs. 

Start a newfile at the beginning of a newCongress.
 
Retire 2 years thereafter to SHA. Transfer to WNRC
 
2 years thereafter. Dispose of 4 years thereafter.
 

20. Administrative Subject File - The file contains office copies of 
papers on matters such as personnel, time and attendance, travel, bud-
get, weekly reports and similar housekeeping matters. 

Dispose of in 2 years. 

21. Chronological File - This file contains a copy of each outgoing 
item prepared in the office. 

Dispose when2 years old. 
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OFFICEOFTHECHIEFCOUNSEL
 

The Chief Counsel and his legal staff provide legal support to the 
Director; provide legal services for all componentsof Q\1BE;co-
ordinate OMBE'slegislative program, including the analysis of 
proposed legislation affecting the Federal Government's minority 
rosiness enterprise program; and perform the above subject to the 
overall authority of the Office of the General Counsel as provided 
in Departmental Organization Order 10-6. In addition, the Chief 
Counsel serves as Freedomof Info:rmation and Privacy Act Officer 
for OMBE. 

Mule the files of the Chief Counsel contain detailed materials on 
legal matters pertaining to minority business enterprise matters, 
the files of the Office of the General Counse.l,of t.he Department 
contain similar types of documentation on rrajor or important legal 
matters. 

22. Program Subject File - TI1is file reflects the principal activi-
ties of the Chief Counsel and mEmbersof his staff in providing 
legal advice and assistance to OMBE.It covers such matters as: 
review of proposed contracts, grants, and Q'1BEdirectives; process-
ing freedom of information requests; audits and investigations of 
contractors; legal opinions provided to Q'1BEstaff and contractors; 
relations with the Office of the Secretary and the DepartmentIS 

General Counsel; litigation involving OMBEi legislation, various 
~ national and local programs; interagency and intergoverrnnental 
relations; and relations with proposed and ongoing contractors and 
grantees. 

Subject headings which depict the scope and content. of the file in-
clude: Contract proposals, Contract, general terms and condi.t.ions , 
Black Businessmen's Association of San Francisco, AmericanAssociation 
of MESBIC's, Export Prarotion Licensing, Franchising, Interagency 
Council for Minority Business, Greater Horizons, National Minority 
Purchasing Council, Special Reports - cable TV- Trucking, Budget, 
Interagency Agreements, Women'sProgram, Freedomof Information, Pri-
vacy Act, Litigation, State Legislation, Conference - Meetings, Studies-
Research. 

Documentationon major issues is also available in the files of the 
Office of the General Counsel, Office of the Secretary. 

Start a new file every 2 years. Bring forward active 
material and-retire 2 years thereafter to SEA. Trans-
fer to WNOC Dispose of when 10 2 years thereafter.
 
years old.
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23. Legislative File - Bills - The file reflects the office activi-
ties involved-in providing legal analyses of proposed legislation or 
on matters involved in Congressional hearings or in OMBEofficial's 
testimonies. Arrangedby bill numberor by hearing. 

rrhe legislative files maintained within the Office of the Secretary 
contain duplicate dociment.at.ionon the principal matters covered by 
this file. 

Start a newfile with the beginning of a newCongress.
 
Bring active files forward and retire 2 years there-
after to SHA. Dispose of when6 years old.
 

24. Contracts and Grants Monitor File - The file reflects the moni-
toring activities of offIcials of the office whoserve as project 
officer for special assigned projects under grant or contract. It 
contains correspondence, copies of reports, contract evaluations, and 
other documentationinvolving the monitoring of projects. 

Retire to SHA3 years after the close of a project.
 
Transfer to WNR::: I year thereafter. Dispose of 6
 
years thereafter.
 

25. Administrative Subject File - This file contains the usual adrnin-
istxative housekeepl11gpapers of the office covering such rratters as 
time and attendance, procurement, travel, personnel and the like. 

Dispose of when2 years old. 

26. Security.File - The file consists of papers involving investigations 
and personnel security matters carried out by the Office of Investiga-
tions and Security, Office of the Secretary, and also matters concerning 
building security. COcumentationof these matters is maintained by the 
Office of the Secretary. 

Dispose of when6 years old. 

27. Chronological File - The file consists of a copy of each outgoing 
iteu prepared in the office. 

Retire to SHAwhen2 years old. Dispose when5 years old. 
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ADMINISTRATION DIVISION 

The Administration Division, under the supervision of 
an Assistant Director for Administration, provides
administrative and logistic support to the Director 
and all OMBE components, including administrative and 
procurement services, program/management data and 
information, financial management, and secretariat 
services. 

From the time of the October 1973 decentralization of 
OMBE functions until the Hay 1976 reorganization, the 
Division was known as the Field Operations and Adminis-
tration Division. During this time the Field Coordina-
tion Branch of the Division was responsible for 
reviewing proposals for contracts, grants, or other 
funding sent in from Regions and which the OMBE Director 
was to sign. 

With the 1976 reorganization, the Field Coordination Branch 
was abolished, and responsibility for review of the contract 
or grant proposals was placed on the Director of each of 
the six OHBE Regions. The title of the Division became 
Administration Division, with responsibility for typical
administrative management functions. One special program
established within the Division by the 1976 reorganiza-
tion was that providing for centralized OMBE/SBA coordi-
nation, under an OMBE/SBA Liaison Officer. 

Assistant Director for Administration 

28. Adminstrative Management File - The file reflects 
the activities of the Assistant Director for Administra-
tion in supervising ano administering the OMBE adminis-
trative management program carried out by his Division 
and by his Administration Deputy under the previous
organizational structure prior to June 1976. Arranged
primarily by subjects, it consists of incoming and out-
going correspondence and related materials covering such 
subjects as: Audit Reports, Contracts and Grants,
National Economic Development Organization, Budget,
Personnel, Trip Reports, Office Services, Organization,
Reports and Forms, Communications System, Safety. 

Documentation on the subject matter of the file is 
available in pertinent files of the Office of the 
Secretary or"in the OMBE Director's Office or in the 
OMBE program divisions. The complete files on detailed 
administrative matters are maintained at the respective
branches. 
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Start a new file every 3 years. Retire to 
SHA 1 year thereafter. Transfer to WNRC 1 
year thereafter. Dispose of when 10 years old. 

29. Chronological File - The file consists of a copy
of each item of correspondence prepared in the Office 
of the Assistant Director for Administration. Each 
Branch keeps its own chronological file, however, copies
of key correspondence are sent to this office, where these 
copies are maintained in an inter-office chronological
file. 

Dispose of when 3 years old. 

OMBE - SBA Liaison Officer 

30. OMBE - SBA Coordination File - The file reflects 
the actlvltles cf the OMBE-SBA Llalson Officer in coordi-
nating the OMBE and SBA programs, monitoring OMBE per-
formance in joint activities, and serving as OMBE 
liaison with SBA on program matters involving the Program
Resources and Planning and Evaluation Divisions. Copies
of documents generated by the Liaison Officer are sent 
to the Chiefs of these two program dlvisions. 

Typical subjects reflecting the scope of the file are: 
Agreements-SBA/OMBE, Objectives-Non Federal Initi~tivcs,
Task Force, Meetings With the Undersecretary, OMBE Report
on Minority Business Development Program, OMBE Organiza-
tion-Functions, Weekly Activity Report. 

Retire to SHA every 5 years. Transfer to 
WNRC 1 year thereafter. Dispose of after 
25 years. 

31. Chronological File - This file consists of copies
of documents prepared in the office. 

Dispose of when 2 years old. 

Contract and Services Branch 

The Contract and Services Branch, under the supervision
of a Branch Chief, provides guidance to the rest of OMBE 
on Commerce Department and OMBE policies and procedures
governing contract and grant management; maintains a con-
tinuing review of contract and grant procedures; and repre-
sents OMBE in negotiations with the Office of Administrative 
Services and Procurement (OAS&P) on Departmental require-
ments governing contracting/procurement. Coordinates 
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personnel and training services, serves as liaison with 
the Office of Personnei~ adm i.ni.st ers equal opportunity 
program, and provides staff support to the Promotions 
and Awards Committee; assists employees in the prepara-
tion and processing of travel documents; provides house-
keeping, space, communications, vehicles, printing,
.payroll, and supplv services: provides assistance 
and coordination in the desiqn and use of forms 
and reports including' compliance with outside reporting
requirements; and t.a s liaison with onma i.n i.n c::iAS&P all 
administrative services. Administers the OMBE Communi-
cations System and provides assistance and coordination 
in the preparation, clearance, and dissemination of 
directives and manuals. 

The files maintained by this branch include remmants 
of the files of the former Field Coordination Branch 
and of the former Administrative Services Branch. These 
files are being merged together in the Program Subject
File of the Branch, Item No. 37. 

32. OMBE Personnel Folders - Information copies of 
documents provldlng a skeleton OMBE employee on-site 
folder for rapid reference purposes. Complete documen-
tation on employee history is maintained by the Office 
of the Secretary. 

Set up an inactive file for separated employees~
Dispose of 1 year after separation. 

33. Branch Employee and Junior Part Time Student File.s 
Copies of correspondence, travel forms, and other related 
materials pertaining to branch employees or junior part-
time students working at OMBE. 

Set up an inactive file for separated personnel.
Dispose of 1 year after separation. 

34. Field Employee Time and Attendance Files - Blue 
information copy of CD 238, 'l'lmeand Attendance Report
on Regional and Field Office employees sent for informa-
tion purposes. Maintained in binders, one per region. 

Set up new file each fiscal year. Dispose when 
1 year old. 

35. Employee Training File - Branch copies of OMBE 
employee applications for training and other materials 
relating to attendance at training courses. The main 
document on training is maintained by the Office of the 
Secretary. 
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Set up new file each fiscal year. Dispose
of when 1 year old. 

36. OMBE Directives History File - Record copy of 
Orders and. Bulletins issued under the OMBE Communications 
S~~tem, including~rinte~~opy and b~ckground materials. 

~1'"a.lf,f~ 4 tfVc.fUA. AI~-n~" ~K.~,cA/ ~ .J:>NIS'/I'IA. J'lv,ri..);---. 

Permanent. Retire to SHA when no longer needed 
r'rp?oo z. c.f..for current business transfer to v-nJRC 2 years I 

~~~~ S,n.	 later. Offer to National Archives 10 years
thereafter. 

37. Contract and Services Subject File - The file,
consisting of incoming and outgoing yellow copies of 
correspondence and related materials, reflects the 
present subject matter coverage of the functions assigned
to the Branch such as personnel, administrative services,
and contract procedures. It contains pertinent materials,
dated prior to the reorganization of May 1976, of the 
former Field Coordination Division and of the Administra-
tive Services Division. Typical subject headings
reflecting the scope and content of the file are: Accident 
Reports, Audits, Contract-Grant Training, Property Manage-
ment, Meetings-Conferences, Funded Program Manual, Parking,
Regional Offices, Procurement, Grant Task Force, Copiers,
OMBE Telephone Directory, Procedures-Contracts, Travel,
Tra.ining, Safety Officer, EEO Program, Overtime. 

The files of the Office of the Secretary and of the OMBE 
Regional Offices also contain documentation covering
the subject matter of this file. 

Set up a new file each fiscal year and bring
forward active materials. Dispose of when 2 
years old r except ma.terialson imprest fund anc.job order 
lr]hich of when 3 years old. shall be d.i.sposed

38. Procurement Files - OMBE copies of purchase orders 
and related documents including Form CD-45, covering
headquarters and field office procurements. Arranged
by purchase order number. 

Copies of pertinent forms are also maintained by Office 
of the Secretary. 

Set up a new file each fiscal year. Dispose
of when 2 years old. .-

. 
39. Travel Files - OMBE copies of travel documents 
of headquarters and field employees arranged by name of 
employee. Copies are also maintained by the Office of 
the Secretary. 
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Set up a new file every 2 fiscal years.
Dispose of when 2 years old. 

40. Funded Program Property File - Case files, arran-
ged alphabetlcally by name of funded organization, cover-
ing the accounting for real or personal property of OMBE 
maintained at offices of the various contractors, grantees,
or other funded organizations. File contains correspon-
dence and copies of annual inventory Form CD-281, "Report
of Government Property," and of Form CD-50 "Personal 
Property Control," covering changes in the status of the 
property. . 

Set up inactive file for folders of organizations
funded by OMBE. Retire to SHA 1 year later. 
Dispose of 3 years after becoming inactive. 

41. Printing and Reproduction File - 3inders contain-
ing the OMBE copies of Form CD-IO, "Requisitions for 
Printing or Reproduction." Copies are also maintained 
by the Office of the Secretary. 

Set up a new file each fiscal year. Dispose
when 2 years old. 

Secretariat 

The Secretariat, under the supervision of a Chief, pro-
vides secretariat services to the Director and OMBE 
offices; controls action correspondence; assists and 
advises OMBE employees on correspondence policies and 
procedures; trains clerical staff in correspondence
practices; reviews correspondence prepared for the sig-
nature of White House officials, Secretarial Officers, 
or the Director; and m~intains liaison with the Secre-
tary's Executive Secretariat. 

The correspondence files of the Secretariat mainly result 
from the mail control activites of the office involving
correspondence addressed to the Director, Deputy Director, 
or OMBE in general. Mail control slips and photocopies
are prepared for such incoming communications. When 
replies are prepared, a copy is attached to the incoming
mail control quick copy to complete the Secretariat 
general correspondence file. 
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42. Mail Control Card Files - Mail control records 
typed on OMBf: mul·tipart form MBE-6l, indicating a 
record of receipt and referral of mail addressed to 
the Director or Deputy Director or to OMBE alone. No 
record is made of routine requests for information or 
publications. 

a. Green numerical copy of HBE 61 filed by
assigned document number, indicating date of 
reply, if any. Set up new file each year.
Dispose of when 2 years old. 

b. Pink alphabetical copy of MBE 61 filed by
name of individual involved. Set up new file 
every 3 years. Dispose when 6 years old. 

43. General Correspondence Records - The file con-
sists of photocopies of incoming letters and of white 
carbon of outgoing letters and some related documents 
addressed to the Director, Deputy Director, or OMBE 
in general, and placed under mail control by the 
Secretariat. 

The file is arranged alphabetically by name of organiza-
tion or individual addressed. It includes breaks for 
White House correspondence, Director's memorandums,
Regions Conq ressi oriaL Committees ann rnu sedf Lt:i.-o.ddres
correspondence, as well as the standard alphabetic
breakdowns. 

Set up a new file each year. Retire to SHA 
every 2 years. Transfer to WNRC 3 years 
thereafter. Dispose of when 20 years old. 

44. Chronological File - The file consists of an 
extra green copy of letters prepared by the Secretariat. 

Dispose of when I year old. 

Data Center 

The Data Center, under the supervision of a Center Chief, 
contracts for and otherwise procures mass data with which 
OMBE analyzes the status of minority business enterprise
nation-wide and appraises the progress and impact of MBE 
programs; designs and implements comprehensive data manage-
ment system(s); prepares special and recurring information 
summaries ahd reports; does in-house computer programming 
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and maintains liaison with computer facility; maintains 
liaison with data sources such as Bureau of the 'Census; 
works with OMBE users of information to determine their 
information requirements, and designs formats and pro-
cedures to meet requirements; and generally procures
and maintains data which will, on as current a basis 
as possible, relate status and progress of OMBE programs
against OMBE goals and objectives. 

The major files maintained by the Center pertain to the 
Business Assistance Report system which provides data 
on the performance of all OMBE funded organizations in 
furnishing services to minority businesses within each 
region or under headquarters monitoring. These files 
include source data reports, magnetic tapes, machine 
printouts, and special statistical highlight reports
periodically s\~arizing the funded organization's and 
OMBE's own pertormance in meeting established OMBE goals. 

Certain of the ADP records involving the Buiness Assist-
ance Report are maintained in other offices than the 
Data Center. The raw unedited magnetic tapes involved 
in transcribing data from source documents to machine 
language ~re maintained by the contractor (Dynamic Data) . 
The contractor prepares these tapes which must be edited 
and corrected and retaped before the data can be inputted
into the system. The edited input tape, the disk data 
base and all output types are maintained by the ADP 
Operations Division, Office of the Secretary. 

The temporary edit and update printouts used in editing
the raw .transcribed data are maintained in the Commerce 
Building by a contractor (Gill Associates) who performs
the input edit function for OMBE. The remainder of the 
printouts are maintained in the Data Center. 

45. Program Subject File - Incoming and outgoing
correspondence and related documents reflecting the 
activities of the Data Center in operating the automa-
ted and manual performance reporting systems covering
the operations of OMBE funded organizations and Federal 
Government activities in furthering minority business 
enterprises. 

Representative subject headings illustrative of the scope
and content of the file include: Incoming Correspondence,
Outgoing Correspondence, Evaluation Technologies, Inc.,
OMBE Funded Organizations, Overtime Authorization, John 
Adams Questionnnaire-Study, Memo to the Record, Inter-
agency Subcommittee on Data, Consulting Services Program, 
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Minority Business Performance File, Business Assistance 
Report, Client Data Report, W. Gill and Assoc. Contract,
Federal Civil Rights Reports, Goals vs. Performance. 

Set up new file every 2 years. Move active 
files forward. Dispose of all others when 
2 years old. 

46. Administrative Subject File - The file consists 
of office reference copies of time and attendance reports,
personnel material, trip reports, and travel documents,
and the like. 

Dispose of when 2 years old. 

47. Chronological File - The file consists of an 
extra copy of r.orrespondence prepared in the Data Center. 

Dispose of when 2 years old. 

48. Data Highlight Sun~ary File - This file consists 
of record coples of perlodlc hlghllght OMBE performance
data summary reports reflecting the key cumulative data 
extracted from the Automated Business Assistance Report-
ing System's computerized monthly summary reports. It 
also includes the periodic highlight summary cumulative 
reports on Federal Government performance in furthering
minori ty business enterprise and the like . ./i?"'Y~~'i'e:-•./ it-r 

~t&-4-r; yrj)~ ~c.t:.'; tEA,,:;.. //#1. 
Permanent. Retire to SHA when 5 years old. 
Transfer to WNRC 3 years therafter. Offer 
·to National Archives 20 years thereafter. 

49. Backup Edit Reports - Reports from Gill Associa-
tes, editIng contractor, covering special edit and other 
ADP operations in connection with the Business Assis-
tance Report system. 

Dispose of when 3 years old. 

50. Source Documents, MBE 115, Business Assistance
 
Reports - Orlginal source document reports, MBE 115,

and Batch Control Sheets, MBE 121, sent in as required

in reporting on each service performed for minority

businesses by OMBE funded organizations, such as con-
tractors or grantees. These reports are the source
 
documents fTom which magnetic tapes are prepared for
 
machining of the Business Assistance Reports .
 

• 22
 



The forms are arranged by headquarters contracts,
and by regions, and by month thereunder. 

Set up a new file each fiscal year. Retire 
to SHA 2 years later. Dispose of 1 year 
later. 

51. Business Assistance Report Logs - Seven 
visible index books containing a sheet for each funded 
organization, for recording the receipt of each MBE 
115, Business Assistance Report received from the orga-
nizations with one book per region and one for national 
funded organizations. 

Dispose of when 3 years old. 

(Machine Printouts of Business Assistance 
Reporting System) 

52. Nine Business Assistance Indicator Report -
Monthly pri.n t.out;providing summaries by contractor, 
region, and national OMBE, of the nine major business 
assistance services provided minority business by
OMBE funded organizations. 

Dispose of when 3 years old. (See Items 
60 and 61). 

53. Detailed Summary Business Assistance Report -
Monthly summary printout providing detailed data by
contractor, region, or National OMBE, of business 
assistance services provided by OMBE funded organiza-
tions. 

Dispose of when 1 year old. (See Item 62). 

54. Monthly Client Performance Report - Monthly
printout providing detailed data on the type of 
assistance and descriptive information on each minority
business client served by OMBE funded organizations. 

Dispose of when 1 year old. (See Item 62.) 

55. Edit and Update Printout - Printout used to 
check accuracy of taping of source document business 
assistance 'reports. 

Dispose of wheri 6 months old. 
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(Magnetic Disks and Tapes for the Business 
Assistance Report) 

56. End of Fiscal Year Cumulative - Updated Data 
Base Disks - These disks are retalned to provide the 
capability of preparing a status report on the data 
base at the end of the current end previous fiscal 
years. 

Scratch disk file 1 year after close of 
fiscal year. 

57. Edited Input Tape for Updating Disk Data Base -
These edited tapes are inputted into the base approxi-
mately once a week. 

Scratch within 2 weeks. 

58. Weekly Disk Dump Tapes - These tapes serve as 
a back-up to restore the disk file that has been updated
each week. 

Scratch within 2 weeks. 

( t" """,,","C""'-"~ 4 Tapes. con-60. Monthly Extract Slli'Tlffiary - These tapes,
taining.selective cumulative data about all the records 
in the data base, are outputted for use in preparing
such monthly printouts as the Nine Business Assistance 
Indicator Report. 

Scratch after completion of printouts of 
required reports. (See Item No. 52.) 

61. End of Fiscal Year Extra.ct Surruna.ryTapes - These 
tapes are outputted to provide the capability of pre-
paring end of the fiscal year status printouts for such 
reports as the N.ineBusiness Assistance Indicator Report.

",L1.Ll It.""" .... tJ ... ...\tc' ."1v IJUi,4'U Q<l\!J! "'1"(:;1 .'=,., l~;h ~ 

~( "':RR-ee-Et~at-3i~fl~:J'3~e~r'fll'f1!W'!e::t'lli"l"ie~1i-tt;:~il:~~'1"":".....( See It.emilNo. 52.) _ (" _ 
. (' t\' P'Sa;; '-e ~ ~ i , eo. Sc;.QA.~\4- w'~,J ciStel\":-n;J' o·Q:.:~upe Q..S..e1)\&1). 

62. Monthly Extract Tapes for Client-Edit and Other 
Detailed Reports - These tapes containing all data on 
selected records in the data base are outputted for use 
in preparing such monthly printouts as the Detailed 
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Summary Business Assistance Report, the Monthly Client 
Performance Report or other detailed reports. The 
monthly tapes contain only adds and changes, and are 
not cumulative. . 

Scratch after completion of required monthly
reports. (See Items 53 and 54.) 

63. End of Fiscal Year Formatted Data Base Extract 
Tapes - These tapes are outputted to provide a capabi-
lity for printing out all information about all records 
in the data base as of the end of a fiscal year . 

.5c 12-A-n,. u. i)j lte/:) E;} Ss.c, l.b-'\"'e 0 e.. ~ ~6 \U l'!'I;)C5.l> ' 
ae"EEtiR ,erHtEtReR~fh~ •. GU, d ,6 tV;!', "/0") AI, .. ( e' .L - 'P'c j 
e p" ~: 1.( ~:: 

The Financial Management Branch, under the supervision
of a Branch Chief, prepares OMBE budget proposals and 
supports the Director in his budget justifications
before the Secretary's Office, OMB, and the Congress;
prepares internal budgets and allocations of funds 
for their management by individual OMBE offices; main-
tains liaison with the Office of BUdge~td Program .-~DNC~~~ 
Analysis on budgetary matters and with ED. and the 'j;e:{St..\)P~BI\I'
Office of Financial Management Services n accounting~Dml~~r~~c~
mattersi prepares and monitors financial plans; coordi-
nates wi t.h other agencies on financial matters of mutual 
interest; and provides top management with recurring
and special reports on obligations against allocations,
and other financial status reports. 

The program expense printout reports received in the 
branch are prepared for OMBE by the Accounting Division 
of the Economic Devel0pment Administration. The Admin-
istrative expense printout reports received in the 
Branch are prepared for OMBE by the Central Accounting
Division of the Office of the Secretary. The related 
magnetic tapes are available at the central Department
ADP Operations Division and copies of the printouts
are also maintained in the preparing offices. 

Documentation on the development of OMBE budgets is also 
available at the Office of Budget and Program Analysis,
Office of the Secretary. 

64. Budget Subject Files - Files reflecting the OMBE 
future fiscal year budget development activities by the 
Branch and the budget execution activities for the 
current fiscal year. The file is arranged in accordance 
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with a coded subject classification system. Typical
subject headings include: Review Memorandum, Budget
Request to the Secretary, OMB/President Budget,
Congressional Justification/Budget Request to 
Congress, Monthly and Quarterly Plans to OBPA,
Salaries and Equipment Obligations, Inquires,
Business Development Organizations, Business Resource 
Center, Experiment and Demonstration, Printing and 
Reproduction. 

Documentation covering the overall budget is maintained 
in the Office of Budget and Program Analysis of the 
Office of the Secretary. 

Set up a new file each fiscal year. Retire 
to SHA when 5 years old. Transfer to WNRC 
3 years thereafter. Dispose of 10 years
thereafter. 

65. Chronological File - The file consists of an 
extra copy of each item prepared in the office. 

Dispose of when 3 years old. 

(Printouts) 

66. Accounting Records Sucplied bv EDA on Program
Expenditures. 

a. Cumulative Program Printout listings as 
follows: 

AC 07 - Monthly report of program funds 
by location. Projects are 
listed by State. 

AC lOA - Monthly report of reservations not 
completely obligated; a yearly
listing indicating reservations,
by project, for which obligations
are not on record. 

AC 12A	 Monthly report of obligations
not completely disbursed, consist-
ing of a cumulative listing, by
project, of undisbursed balances. 

AC 17 - Weekly sub-number work list, com-
prising a reference list of all 
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project identification numbers 
stored in the data base and 
cross reference to accounting
codes. 

AC 26 --Monthly report cross reference 
list of project numbers com-
prising an alphabetic listing
of projects in the data base 
cross referenced to accounting
codes and project I.D. numbers. 

AC 28 - Monthly report of accrued 
expenses, by activity, appro-
priation, and by project. 

ED 74 - Weekly project accounting record,
comprising an individual cumula-
tive record for each contract,
grant, or other funded organiza-
tion showing all accounting
transactions. 

Dispose of above printout reports when 
superseded by new printouts. 

b. Status report program printouts as follows: 

AC 08A - Weekly report on program funds 
comprising a cumulative summary
of obligations and outlays by
appropriations and activity. 

AC DBB - Monthly report of program funds 
by appropriation and ac~ivity
showing a cumulative surr~ary
of obligations and outlays by
OMBE Region. 

AC 08F - Weekly report of program funds 
by appropriation and activity
showing monthly cumulative data. 

AC 25 - Quarterly status of funds report
showing allotments versus obli-
gations. 

AC 25A - Quarterly code error listing report
on projects subject to reclassifi-
cation. 
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ttAC 32 - Monthly report ~net disburse-
ments by appropriation, activi-
ty, and subactivity. 

Dispose of above program printouts when 
3 years old. 

67. Administrative Cost Statement Printouts 
Prepared by Central Accounting Division, Office of 
the Secretary. 

a. Complete edition of fiscal year end 
summary statements of all cost statement 
printouts covering administrative expenses. 

Dispose when 3 years old. 

b. Monthly administrative cost statements 
print0uts as follows: 

#33 - Consolidated expense report showing
project, location, appropriation,
and object class. 

#37 - Expense report by project showing
object class. 

*38 - Expense report by project and loca-
tion without object class. 

#39 - Expense report by project and loca-
tion showing object class. 

Dispose of above printouts when 3 years old. 

c. Biweekly National and Regional Payroll Cost 
Statements Printouts as follows: 

Detailed statement on costs of personal
services. 

Personal services statement by employee 
cost only. 

Personal services statement by location 
only. 

Cumulative manhour report. 

Dispose of above printouts when 3 years old. 
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d. Monthly accounting journal record print-
out (Bridge Report) showing obligations and 
payments against obligations to bridge to 
costs. 

Dispose of when 3 years old. 

Information Center 

The Information Center, under the supervision of a Chief 
of Information, provides support to the Director in public
affairs; serves as the focal point within OMBE for provi-
ding the general public with information regarding O~illE 
programs and activities; handles public inquiries and 
requests for information; provides assistance and sup-
port to the Regional Offices and the rest of OMBE in the 
preparation and distribution of publications, speeches,
displays, and presentations; and maintains a center for 
the development, collection, surr.marization and dissemina-
tion of information and to aid persons and organizations
throughout the Nationa in the establishment and opera-
tion of minority business enterprises. 

The dissemination and mailing of distribution copies
of OMBE publications is handled for OMBE by the Office 
of Administrative Services and Procurement. 

68. Public Affairs Program Subject File - The file 
reflects the activities of the Chief of Information 
and of the Information Center (formerly the Public 
Affairs and Congressional Staff) and is the basic sub-
ject file for the Center. It is maintained by the 
Secretary to the Chief, and consists of incoming and 
outgoing correspondence and related materials. 

Included in the file is the 1971-1973 program subject
file of Albert Horton, who served as Special Assistant 
to the Director of OMBE. 

Representative subjects illustrative of the scope and 
content of the file include: Football Players on OMBE 
Staff, Franchises, Institute for Minority Business 
Education, Minority Population, Press Conferences,
Speeches and Articles, City and State Miniprofiles,
Funded Orgazations. Basic documentation on such infor-
mation services matters is also maintained in the files 
of the Office of the Director of OMBE. 
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Set up a new file every 2 years. Retire to 
SHA 2 years later. Transfer to WNRC 3 years 
thereafter. Dispose of vJhen 10 years old. 

69. Chronological File - The file consists of an
 
extra copy of materials prepared in the Information
 
Center.
 

Dispose of when 2 years old. 

70. Press Release File - The file consists of a set
 
of O~IDE press releases marntained in three ring binders.
 
Copies of the press releases are also maintained in the
 
Office of the Secretary.
 

Dispose of when 10 years old. 

71. Newspaper Clipping File - The file of clippings

of articles on or relating '-toOHBE and minority business
 
enterprise is arranged chronologically.
 

Dispose of when 1 year old. 

72. Biography and Personnel Photograph File - The
 
file consists of record and distribution copies of
 
biographies and photographs of the OMBE Director,


\.!2eJ)ut.v unci six Directo,!'s. _	 ~Director Regional 

Arranged alphabetically by surname. Volume to date 1 c.f; EAV 2 in. Black & 
white photos-original negative & cap~ioned pr~nt ,(if ~vailab~e); color ~hoto~-
ori~inal transparency or color negat1ve, capt10ned pr1nt, & 1nter-negat1ve (1f
available) • Permanent. Break file every five years. Offer to NARS when no 
.~s>np:erneededJor_admin~st:;.-ati_ve_~s~ ()rwhen 10 years_ o~_d. . 
73. OMBE Publications Record Copy File - The file
 
consists of record copies of the OIvlBE-periodical "Access"
 
and its predecessor "Outlook," as well as collec·ted
 
copies of ocpasional OHBE Hublications. ~~,,~ ~~~....dy
 
~-~c..I~ '-rt~, '/1"'.1>= "!-C. r. e;/Ho; 6c,~
 

'/'	 Permanent. Retire to SHA when 10 years old.
 
Transfer to WNRC 1 year thereafter. Offer for
 
transfer to National Archives 20 years there-
after.
 

74. Promotional Photograph File - The file consists
 
of photographs of events of a promotional nature such
 
as contract signings of business development organiza-
tions, promotional awards for f uthe ri.nqminority busi-
ness enterpr-ise and conferences and meetings, and also
 
phot.ograhs used in the periodical "Access."
 

Arranged alphabetically by promotional event title. Volume to date 6 c.f; EAV 
10 in. Black & white photos-original negative & captioned print ('ifavailable): 
color photos-original transperency or color negative, captioned print, & inter-
negative (if available). Permanent. Break file every five years. Offer to 
NARS when no longer needed for administrative use or when 10 years old. 
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Set up a new file every ·2 years. Retire to 
SHA 2 years later. Transfer to WNRC 3 years 
thereafter. Dispose of when 10 years old. 

69. Chronological File - The file consists of an 
extra copy of materials prepared in the Information 
Center. 

Dispose of when 2 years old. 

70. Press Release File - The file consists of a set 
of OMBE press releases maIntained in three ring binders. 
Copies of the press releases are also maintained in the 
Office of the Secretary. 

Dispose of when 10 years old. 

71. Newspaper Clipping File - The file of clippings
of articles on or relating to OMBE and minority business 
enterprise is arranged chronologically. 

Dispose of when 1 year old. 

72. 'ography and Personnel Photograph File - The 
file consis record and distribution copies of 
biographies and p raphs of the OMBE Director,
Deputy Director and six 'onal Directors. 

Retain record copy permanent 
every 10 years. Transfer to 
Offer to National Archives 20 

73. OMBE Publications Record Copy File - The file 
consists of record copies of the OMBE periodical "Access" 
and its predecessor "Outlook," as well as collected 
copies of occasional ot-mEpublications. 

Permanent. Retire to SHA when 10 years old. 
Transfer to WNRC 1 year thereafter. Offer for 
transfer to National Archives 20 years there-
after. 

74. Promotional Photograph File - The file consists 
of photo hs of events of a promotional nature such 
as contract Sl :ngs of business development organiza-
tions, promotional'aw~ds for futhering minority busi-
ness enterpr~se and conr~ences and meetings, and also 
photograhs used in the peri~l "Access."
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75. Background Material for "Access" - The file con-
sists of background materials on articles, drafts, and 
the like on issues of the periodical "Access" and its 
precedessor "Outlook." 

Dispose of individual documents or contents 
of file folders when they have served their 
purpose. 

76. Exhibit Planning File - The file consists of 
papers pertaining to planning for displays and appear-
ances at various exhibitions. The folders contain 
copies of contracts, purchase orders, agendas of meetings
shipments papers, and the like. 

Dispose of when 6 years old. 

77. Routine Requests for Information or Publications -
The file consists of requests forms or correspondence
pertaining to routine requests for infomation or publi-
cations pertaining to minority business enterprise. 

Dispose of when 6 months old. 

78. Dissemination of OMBE-Related Media Articles 
File - The file consists of transmittal memos and copies
of various media articles or ot.her published materials 
on minority enterprises that were disseminated throughout
OMBE headquarters or regional offices to keep them informed 
of such publicity. 

Dispose of when 1 year old. 

79. Administrative Subject File - Contains office 
copies of papers relating to such housekeeping activities 
as time and attendance, requisitions for procurement,
travel or personnel matters. OMBE documentation on such 
matters is maintained within the Administration Division. 

Dispose of when 2 years old. 
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PL~ING AND EVALUATION DIVISI~ 

The Planning and Evaluation Division, under the supervi-
sion of an Assistant Director for Planning and Evalua-
tion, analyzes and advises the Director on international 
and national conditions and trends that bear on OMBE's 
mission and goals; provides economic analyses inrupport
of ongoing programs and activities; advises the Director 
on long range goals; coordinates development of annual 
objectives; conducts special planning studies; designs
overall systems for monitoring, tracking, and reporting
program progress; makes continuing and special evalua-
tions of the impact of MBE programs nationally, monitors 
overall MBE program performance; recommends policy
governing OMBE's research/demonstration efforts; in 
conjunction with Regional Directors, designs pilot and 
demonstration projects; develops standards and guidelines
for use in monitoring and evaluating pilot and demonstra-
tion projects. 

The Divisional organization, in addition to the Office 
of the Assistant Director for Planning and Evaluation,
consists of a Planning Branch, an Evaluation Branch and 
a Research Staff. The Planning Branch assists and advises 
the OMBE Director and the Executive Staff in the se·tting
of objectives and goals and in funding and implementing
approved cxpcridirurcs for carry i.nq ou L t.he OHBE program.
In addition, among its duties, it conducts demonstration 
projects which, after they have been tested and evaluated, 
may be spun off as operational programs or projects. 

The Evaluation Branch designs and adminsters systems for 
monitoring and tracking the progress of the total minority
business development effort. It evaluates the results 
of OMBE programs and pr.o j ects against established goals
and objectives and for their impact on the growth of 
minority business. 

In addition, among its duties, it designs reporting
requirements to be levied on contractors and grantees
by which their impact and progress can be measured. 

The Research Staff provides overall direction to research 
performed by contractors, consultants, or OMBE staff to 
test new ways to assist minority businesses or to overcome 
the special problems of minority businesses. It develops
and maintain? useful data on the scope, characteristics,
and other facets of minority businesses which may have 
applicability to OMBE programs. 
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Prior to the_me 1976 OMBE reorganizatA, the prede-
cessor organizations involved in such activities 
included the Program Research and Development Staff 
and the Planning and Fvaluation Branch of the former 
Field Operations and Administration Divisions. These 
predecessor organizations were established by Depart-
ment Organization Order 2S-4B, A~gust 30, 1973, under 
which the OMBE regional decentralization program was 
established. 

While the Division has a Branch and Research Staff 
organizational structure, the records have been cen-
tralized and maintained at the Divisional level. 
Therefore, this schedule cannot reflect the Branch 
structure. 

80. Central Division Subject File - This file 
consists of subjectively filed materials, other than 
project material;" reflecting the planning, evaluation,
and research functions of the Program Planning and 
Evaluation Division or its predecessors such as those 
of the former Program Research and Development Staff 
or the Program Planning and Evaluation Branch of the 
former Field Operations and Administration Division. 
The file is centrally maintained by the Assistant 
Director's Office and should contain the program and 
administrative subject files of all three of the Division 
branches as well as those of the Assistant Director for 
Planning and Evaluation. A numerical decimal type
classification system has been applied. 

Set up a new file every 2 years and bring
forward active materials into the new file 
as' needed. 

Disposition of the file shall be as follows: 

A. Administrative Subjects 

(1) Such	 primary administrative subject
materials as: Administrative Manage-
ment, Financial Management and Per-
sonnel Management. 

Dispose of when 2 years old. 

(2) Such	 primary administrative subject
materials as: Organization and Public 
and Congressional Affairs, and External 
Communications. 
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Retire to SHA every 2 years, Transfer to 
WNRC 2 yea.rs thereafter. Dispose of 6 
years thereafter. 

B.	 Program Subjects - Such program subject
materials as Business Development and 
Supportf Information Management, and 
Improvement Management, except for those 
subordinate subject materials listed 
under Part C below of this item "Permanent 
Subjects," and the materials under Item 81 
"Funding and Implementation File", and 
Item 82 "Management by Objectives File,
which are listed separately fromthis 
subject. 

Retire to SHA every 2 years. Transfer 
to WNRC 2 years thereafter. Dispose of 
6 years thereafter. 

C.	 Permanent Subjects - Such selected subordi-
nate subJects from the Central Divisional 
subject file as: Criteria for OMBE Experi-
ment and Demonstration Projects, General 
Industry/Economic Data,Talking and Position 
Papers (General): Evaluation Program Policies 
and Procedures, Planning Branch Program Plans,
Research Staff Program Plans. #YY~~fU ~M-.6~~/,?
YlP~ y~c.,~.; ~I1Jf-:, / tn. 

Permanent. Retire to SHA every 4 years. 
Transfer to WNRC 2 years thereafter. 
Offer to National Archives 20 years
thereafter. 

81. Funding and Implementation File - The file con-
sists of annual submissions of proposed funding plans
for grants, contracts, and other projects from both 
headquarters, Divisions and offices and Regional offices 
that are approved by the Director. Also included are 
proposed modifications or funding changes requiring
Director's approval involved in implementing the plan,
and justification statements to guide the OMBE top offi-
cials in determining expenditures. 

This file provides a basic overall summary of annual OMBE 
projects, contracts, grants, and other funded activities 
which together comprise the total funded OMBE program.~~4pf~
~dJe...1 YT".P- /c.,,c:; G'A-v'::.. //.,." 

Permanent. Retain in office for 4 years. Retire 
to SHA and transfer to WNRC 5 years thereafter. 
Offer for transfer to National Archives 20 years
thereafter. 
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~U~82. Management by Objectives File - The file consists 

.~ of papers concerned with management by objectives, ~6v. ~. Secretarial objectives, annual objectives by fiscal year£1~\~~/ and joint OMBE/SBA activities. ~cWfui ,e"'~V'~ ~~e-d"": 
I/'~~"'"~ (/T9 ~ 1).- C. P.. ~ G"A-V:=. / (11 , 

~,(I~.(tfof Permanent. Retain in office for 4 years.
~_I Retire to SHA and transfer to WNRC 5 years 
bt thereafter. Offer to National Archives 20 

years thereafter. 

83. Projects - Proposals Case Folders - Case folders 
on projects of the Program Planning and Evaluation Divi-
sion or its precedessor organizations carried out by
contractors, grantees, or internally within the Division 
reflecting its planning, evaluation, research, demonstra-
tion activities. These case folders serve as the offi-
cial records of Divisional projects carried out either 
internally within the Division or by OMB3 grantees. For 
contracted projects, the contract files of the Contract-
ing Officer, maintained by the Office of Administrative 
Services and Procurement of the Office of the Secretary
serve as the official files covering any of the con-
tracting aspects of these Divisi8nal projects. The 
Division's contract project case folders, however, are 
needed to document the relationship of OMBE to the con-
tractor on such matters as contractor performance in 
meeting the terms of the contract, and the Division's 
relationship prior to formally entering into the con-
tractual relationship. 

The Department's Contracting Officer relies on OMBE to 
furnish him needed documentation for contractor claims 
or litigation concerning nonpayment because of non-
performance by the contractor to meet the specifications
of work to be performed. 

The project case folders contain such records as: 
incoming and outgoing correspondence relating to the 
project; papers reflecting Division liaison with con-
tractors or grantees; copies of documents reflecting
contractual Divisional - contractor/grantee relationships,
such as proposals, interim reports, copies of contracts 
or grants, and statements of project methodology; final 
summaries of data essential to the preparation of the 
final report or subsequently prepared OMBE analysis;
and drafts and final reports reflecting the results of 
the project. 
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Upon completion of a project, assemble all papers
necessary for inclusion in the project case folder 
and file them within the DiviEion central file. 

Retire to SHA every 2 years. Transfer to 
WNRC 2 years thereafter. Dispose of 6 
years thereafter. 

84. Project Questionnnaires and preliminary

Tabulations File -The file consists of questionnaires

other survey collection papers and preliminary tabula-
tion materials of projects carried out internally by

the Division or by contractomor grantees but does not
 
include final summaries or other analytical data
 
necessary to document the final report submitted.
 

Dispose 1 year after essential information 
has been tabulated. 

85. Proposed Projects - Proposals File - This file
 
consists of proposals and related materials for projects

generated internally in the Division or received from
 
potential contractors or grantees and maintained until
 
the project is formally authorized or it is decided not
 
to authorize the project and it is denied or withdrawn.
 
The file is only temporary and for preauthorization

materials for authorized projects.
 

A.	 Authorized Projects - Bring forward 
preauthorization materials to the 
case folder for an authorized project
after it is set up. 

B.	 Denied, withdrawn, or nonacted upon pro-
po~al~. Dispose of when 2 years old. 

86. Final Project Reports and Divisionally Pre-
Pared Analytical Papers Flle --This ISa collected set 
of final project reports reflecting the results of 
Divisional projects carried out internally or by
contractors or grantees, and also forany internally
prepared Divisional analytical papers that are based on 
the project final reports. Such a collection of results 
of projects may duplicate information maintained in pro-
ject case folders, but are of value in that they provide 
officials or others with a convenient source of summary
materials on minority business planning, ~luationf 
research, or demonstration activities. ~~~~ ~Il.If'tL

1 C-~~~,.; ~~ ~/~r;
Vr.v __ 7'c.~) e-.4v -=- 7 1Rz. # 
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Permanent. Retire to SHA when no longer
needed for current business. Transfer to 
WNRC 2 years later. Offer for transfer 
to the National Archives 20 years thereafter. 

87. Division or Branch Chronological File - This 
file consists of copies of items prepared by the Assist-
ant Director for Planning and Evaluation, or by the 
Planning Branch, the Evaluation Branch, or the Research 
Staff, and maintained in chronological order for ease 
of reference. 

Dispose of when 2 years old. 
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PROGRAH RESOURCES DIVISION
 

The Program Resources Division, under the supervision of 
an Assistant Director for Program Resources, mobilizes 
and generates public and private sector resources (money,
marekts, management) on behalf of minority business 
development; develops policies and systems to assure 
that these resources are deliverable and are delivered 
locally through the Regional Offices and their funded 
organizations; provides technical support to the Regional
Offices in market development and capital development and 
other specialized areaS7 maintains liaison with national 
organizations to obtain or continue their contribution to 
the development of minority business; manages resource 
development projects which are nationa.l or multi-regional
in scope; likewise develops and administers working
relationships and agreements with private and government
organizations on a national basis; develops policies and 
systems for providing minority entrepreneurs with manage-
ment education and training; evaluates the special problems
of Indian entrepreneurs and business enterprises, and 
develops policies and strategies to overcome them;
supports the Director and the Secretary of Commerce in their 
Federal coordination responsibilities; develops working
relationships and agreements with other Federal departments
and agencies covering their minority business activities;
evaluates the minority business development programs and 
activities of individual departments and agencies; and 
supports the Undersecretary and the Director in the work 
of the Interagency Council for MBE and its co~mittees. 

The Division is one of the basic OMBE organizations as it 
or its predecessors have been responsible for va,"ious aspects 
of the total OMBE, program or segments of the program. It 
has been reorganized many times during the brief history
of OMBE. 

From April 1969 when OMBE was established until October 
1973 when the Regional decentralization of OMBE took place,
the key personnel in the present division were primarily
concerned with promoting minority businesses in the private
or non profit institutional sector of our economy. From 
April 1969 to September 1969 the predecessor division was 
known as the Business and Professional Division. From 
then until mid 1970 it was the General Services Division. 
From then to mid 1971 it was the Business Opportunities
Development Division. From then to the October 1973 
decentralization z'eaLd qnmerrt, it was known as the Private 
Programs Division. 
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With the decentralization of OMBE programs in October 
1973, responsibility for National or interregional pro-
grams covering a combination of the private and govern-
ment sectors was placed on a newly established National 
Programs Division. In June 1976 with a shift in emphasis,
responsibility for all program resources available to 
further minority businesses was placed.on the newly
established Program Resources Division. In addition, the 
Branch structure of the former National Programs Division 
was somewhat changed by the reorganization. 

The Division organization at the time of this writing
. includes the following organizational units under the 

Assistant Director for Program Resources in charge of 
the Division - a Deputy Assistant Director for Program
Resources and a Special Assistant to the Deputy Director; 
a National Government Coordinat.or and Executive Director 
of the Interagency Council for Minority Business Enter-
prise; an Indian Advisor; and four Branches; namely,
the National Projects Branch, the Market Development
Branch, the GovernmentResourcesBranch, and the Capital Development Branch. 
Each of these above listed segments of the Division main-
tains its own records, with centralized branch files in
 
the four branches being attempted.
 

Office	 of the Assistant Director for 
Program Resources 

88. Director's Program Subject File - The file consists 
of policy ana other papers the Dlrector has maintained 
reflecting the work of the Division and its predecessors
in promoting and developing government, industry and 
non-profit independent resources to aid and assist 
minority businesses in achieving the long range goal
of parity with all other business enterprises. Included 
are a selection of policy documents and position statements 
on various types of financial management and marketing
resources available to assist minority business. 

Typical subjects reflecting the scope and contents of the
 
file include: Greater Horizons, Bank of America Breakfast
 
Meeting, Functional ·Statements, OMBE Policy Papers (Divi-
sional Papers), Policy Statements, Program Initiatives,

Project Funding - Responsibilities, Multi-National Agri-
busines~, Minority Business Purchasing Council, Missouri
 
Governor's Conference, Inter-OMBE Memorandums.
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Basically the ~e reflects the active int~est of the 
Assistant Director in charge of the Division from the 
inception of OMBE in prom~ting the various metho~ and 
resourpep nee~ed to assist minority business. ~~VAn,~
tt.-f}iG.Id1t-Li-l, 1Vf~c..r.. V11) ~ I c: F.) (C/fi/::. /;~. 

Permanent. Set up a new file every 2 years and 
bring forward active materials to the new file. 
Retire to SHA every 4 years. Transfer to WNRC 
2 years thereafter. Offer to the National 
Archives 20 years thereafter. 

89. Administrative Subject File - The file consists of 
office copies of administrative papers of the Office of 
the Assistant Director for Program Resources covering such 
housekeeping matters as time and attendance, personnel,
administrative matters in general, and travel. Documen-
tation on these matters is available from the Office of 
the Secretary and the Administration Division of OMBE. 

Dispose of when 2 years old. 

90. Chronological File of Assistant Director - The file 
consists of an extra copy of items prepared in the Division 
and its predecessors kept for convenience of reference. 

Dispose of when 5 years old. 

Office of the Deputy Assistant 
Director for Program Resources,
including the Special Assistant 

91. Program Subject File - The file reflects the respon-
sibilities, as assigned, of the Deputy Assistant Director 
and his Special Assistant, concerning O!-1.BEprogram_ involving 
both the governmental and private sectors for furthering
minority business enterprises. Included are records 
reflecting such programs as those covering internal training
of OI-1.BE,Federalemployees; education and training of funded 
organization employees; relations with colleges, univer-
sities, and schools; and promotional programs involving
private sector associations and organizations assisting
minority business enterprises. In addition, the file 
includes copies of speeches and articles, contracts, and 
also correspondence with various organizations and persons
involved in furthering minority businesses. 

Set up a new file every 3 years. Retire to SHA 
3 years thereafter. Transfer to WNRC 2 years
thereafter. Dispose of 5 years thereafter. 
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92. Administrative Subject File - Office copies of 
papers relating to time and attendance, budget, procure-
ment, travel, newsclippings and personnel matters. 
Documentation is available from the Office of the 
Secretary and the OMBE Administration Division. 

Dispose of when 2 years old. 

93. Special Progr~m File - The file reflects the work 
of the Special Assistant to the Deputy who has been 
assigned program responsibility for the Retail Clothing
Program working with the Menswear Retailers Association 
of America, the National Shoe Retailing Program working

.with	 the National Shoe Retailers Association, the OMBE 
Franchising Program, and the OMBE Academy Program. 

The first two programs concern efforts to iurther the
 
entrance of minority businesses in preferred locations
 
in the menswear and shoe retailing business, while the
 
franchise program covers the expansion of franchising

opportunities for minority businesses working with the 
major franchising organizations. The Special Assistant 
has the most complete file on such OMBE programs as well 
as the file on the OIvlBEAcademy which is assigned to 
further the business manage~ent skill.7of Federal pro-
f cssLona L QI·1BEemplo¥c8s. #Y'Yd.lC-fc'4 ~A-~.:.o-I/j ~~~
 
V ......9~ ;;?c"F. j r;;/w:. g'V'L


Permanent. Retire to SHA every 3 years. Trans-
fer to WNRC 2 years thereafter. Offer for 
transfer to the National Archives 20 years
thereafter. 

National Government Coordinator and 
Executive Director, Interagency Council 
for Mlnorlty BUSlness Enterprlse 

The Office of the National Government Coordinator and 
Executive Director of the Interagency Council for Mino-
rity Business Enterprise reflects the overall coordination 
effort of the Commerce Department and OMBE in promoting
the government sector program to further minority business 
enterprise. Prior to the reorganization of June 1976,
the National Government Coordinator was a Deputy Assistant 
Director for National Programs covering intergovernmental
activities. 

The Interagency Council for Minority Business Enterprise

(formerly Interagency Committee for Minority Business
 
Enterprise) is the major mechanism of the Secretary of 
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Commerce and OMBE for coordinating the government's
efforts in furthering minority businesses. It is 
chaired by the Under Secretary of Commerce, and mem-
bership consists of officials of equivalent rank 
representing the principal Federal government depart-
ments and agencies. It meets two to four times a year
at the call of the Under Secretary. Prior to March 
1976 it had Task Forces to do its detailed work. Since 
March 1976, its detailed work has been carried out by
Committees. 

These Committees cover Government Procurement, Minority
. Business Opportunities, Indian Affairs, Business Manage-

ment, Special Programs, and Data Services. The results 
of the Committees, which have OMBE personnel to serve as 
Executive Director, are included in the minutes of the 
Interagency Council Meetings. In addition, copies of 
pertinent correspondence of the Committee Executive 
Directors are forwarded to the Council's Executive 
Director for inclusion in the council correspondence
records. 

94. Minutes of the Meetings of the Interagency Council 
(Committee) for" Minority Business Enterprise - Binders, 
one to a meeting; containing the basic records reflecting
the activities of the Council that serve as the principal
means for coord ina ting the Federal Government's pr oqram 
for furthering minority businesses. The Council is 
chaired by the Under Secretary of commer-ce and meet s two 
to four times a year at the call of the Under Secretary.
Typical of the records included are: the meeting agenda;
a listing of proposed and actual attendees; the actual 
minutes as prepared by the Executive Director; copies of 
reports or recommendations forwarded for action by the 
Council, including those generated by OMBE or those gene-
rated by the Committees of the Council; various data or 
summaries on minority business submitted to the Council;
and transmittal correspondence of minutes. 

These records are the principal documentation pertaining
to the policy actions taken by the Council in coordinating
tl}e Federal G~ernment' s mJ..nori business ~ctions. Av....ty nf''''.Q

tLi!;tU--1d-rl.-Mf., -47 ilk- 1111~.oI-t"'-t"; ~.ed-"/ ,zoJ#'1._,'----; dy~. 
Permanentf. Retire to SHA every 2 years. Transfer 

VTj)-:.. jlvc.-.f. to WNRC 3 years thereafter. Offer for transfer 
.1.... to the" Na t i.onaL A::.chives20 years thereafter. 

tE-hV -: ......-1-11\.. 
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95. Council Executive Director Correspondence File -
The file con si.sts 6-flncomlng andoutgolng correspondence
of the Executive Director of the Interagency Council for 
Minority Business Ente~prise reflecting activities involved 
in coordinating the work of the various Committees of 
the Council and in managing the Council's operations.
Copies of pertinent Council Committee~ correS~dft~~ ~ 
<50rmerly task forcealare incLud~d. ~~H/~~ ~~~ r ~ !rIA t::tP/nMUflI iA7t ....) 4Ut.eVM6.N ,~ ~e... 
I. Permanent. Retire to SRA every 2 years. Transfer 

VTj)~	 /"z,c,(. to WNRC 3 years thereafter. Offer for transfer 
~I J' to the National Archives 20 years thereafter.IE ~v " III'-. 

96. Federal Government Agency Relations File - The file 
consists of record copies of OMBE - Federal agency agree-
ments relating to agency actions promised to further 
minority businesses in carrying out agency programs and 
correspondence with Federal agencies concerning the agree-
ments or other relations OMBE has with the agencies regard-
ing the program. Also included is material on propossd
methods for boosting the minority business percentage of 
participation in government actions. 

The file reflects the national coordination efforts of the 
office in promoting minority business programs involving
Federal Government".a~:feTlcy such those concern-efforts as 
ing govern~nt procurement an?~ontracti~ using minority 
business. ~~ ~ df~"r/' #?lA.e~u4'~ ~ ~/<~1.
VI.9 ~ I c.r. ; eIt.! -:.. I t h- ,	 . 

Permanent. Set up new fj.les every 2 years. 
Retire to SRA 2 years later. Transfer to 
WNRC 3 years thereafter. Offer for transfer 
to the National Archives 20 years thereafter. 

97. National Govermnent Coordinator Subject File - The 
file covers adrni.n i st.rat.Lve and some p.roqr am ac t Lv i.t.Le s 
of the National Government Coordinator in promoting
government participat.ion in the program. Prior to the 
reorganization of June 1976, it covers his actions as 
Deputy Assistant Director for National Programs (Government) 

Typical subjects of the file include: Biographies, Budgets,
Contractor Relations , Fact Sheets, Freedom of Information 
Act, Institute for Minority Business Education, Joint 
Funding Simplification Act, SBA Subcontracting Program/,
Self Protection Organization, South Florida Economic 
Development Center, Personnel, Privacy Act of 1974,
Travel - Trip Reports, Weekly Activity Report. 
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This file does not include the basic agency agreements

or the agency - OMBE correspondence. In addition to
 
covering office admj.nistrative matters, it appears

largely to serveas aprogram information file for the
 
coordinator.
 

Set up a new file every 2 years. Retire to 
SHA 2 years thereafter. Dispose of 4 years
thereafter. 

National Projects Branch 

The National Projects Branch, under the supervision of 
a Branch Chief, manages minority business development 

.	 contracts and grants which are national or multi-regional
in scope; based on broad requirements laid down by the 
program branches; negotiates grants through the entire 
process and similarly coordinates with th~ Office of 
Administrative Services and Procurement in the negotia-
tion of contracts; monitors grantee and contractor 
performance, initiating corrective action and following
through when necessary; and keeps the Assistant Director 
and the Director informed of the general quality and 
quantity of national/grantee contractor performance. 

The files of the National Projects Branch cover OMBE 
rela t.Lonshi.pa with funded crqan i 7,<'3. t; OIl s t.h=t. Fixe or.-mE 
contractors ar.d grantees. The broad program scope of 
such contractorncr grantees is national or interregional
in character, and of such a general nature that the con-
tracts or grants cannot be fitted into the subject
matter areas of any of the branches of the Division,
such as the Market or Capital Development or Government 
Branches. 

Prior to the June 1976 reorganization of OMBE and going
back to the October 1973 decentralization of OMBE work,
the Branch was known as the Contract Management and 
Administration Branch of the National Programs Division. 

During the 1973 - 1976 period, the Branch was responsible
for all national or interregional contracts of OMBE. The 
other Branches of the National Programs Division did not 
have responsibility for those of these national contracts 
that fit their subject matter areas, as is the way the 
contract and grant responsibility has been decentralized 
in the present Program Resources Division. 

" 
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98. National Contract - Grant Projects File - The
 
file reflects the activities of the Branch in develop-
ing and monitoring contracts or grants for national
 
projects to further minority business enterprise.

These national projects are those that are national
 
or interregional in character and that do not fall
 
under the scope of anyone OMBE region or ~nder any

of the Branches of the Program Resources Division.
 

They include national contracts or grants with such OMBE 
funded organizations as the National Economic Development
Association (NEDA), which has offices in more than 20 
locations, the International Council for Business Oppor-

, tunity (ICBO), the National Urgan League, the National 
Association of Black Manufacturers (NABM), the Greater 
Horizons, the Booker T. Washington Foundation, the 
Opportunity Development Association (ODA), and the 
like. 

The contract-grant project files include copies of the 
contracts-grants correspondence, quarterly reports,
renewal or modification papers, and other materials 
pertaining to OMBE relationships with these funded orga-
nizations. 

Retire t.o SHA 2 years after formal closure of 
the contract-grant. Transfer to w~RC 2 years 
thereafter. Dispose of 6 years thereafter. 

99. Administrative Subject File - The file consists of 
office copies of admlnlstratlve housekeeping activities 
such as funding, weekly reports, time and attendance,
travel, personnel, business assistance reports, and un-
solicited contract prop0sals not acted upon and the like 
Adequate documentation on these matters exist in the Office 
of the Secretary or the OMBE Administration Division. 

Dispose of when 2 years old. 

100. Branch Chronological File - The file consists of
 
a copy of each ltem prepared ln the Branch and kept for
 
convenience of reference.
 

Dispose of when 2 years old. 
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fapital Development Branch 

The Capital Development Branch, under the supervision of 
a Branch Chief, develops and .implements policies and pro-
grams designed to provide reliable sources of capital
resources, both public and private, to support the 
establishment and operation of minority businesses. 
These policies and programs are specifically designed to 
1) ensure the availability of equity and loan capital,
2) assist in the establishment and growth of minority--
owned financial institutions, 3) increase the number,
strength and approp-riate use of MESBICs, 4) provide 

'assistance in the solution of financial problems exper-
ienced by minority-owned businesses, and 5) provide 
continuous management and technical assistance, in the 
areas of capital dnd finance to minority businesspersons.
Advises and assists the Regional Offices in the develop-
ment of capital programs and strategies. 

The files of this branch have been centralized at the 
Branch level and reflect the work of the branch in making
government and private venture capital available to fur-
ther minority businesses. 

The files document s cve r aL or·1BE P]:-ogl-ams of h.l.s Lo.r l ca L 
significance such as the Minority Enterprise Small 
Business Investment Corpora.tion (MESBIC) program, the 
new technologies utilization program, and the program
covering OMBE relationships with minority financial 
institutions and OMBE funded national financial associa-
tions. 

101. Financial Institutions - Na~ional Association File -
The file consists of correspondence and related materials,
other than contracts, w i th the OMBE funded minority
national associations representing financial institutions,
such as the National Bankers Association, the American 
Savings and Loan League, and the Life Insurance Association 
of America. The files for banks and for savings and loans 
also include correspondence and other papers reflecting
OMBE relationships with the individual minority banking
and savings and loan insti tutions that provide cap_iketl .~~ t.f. furt.he.rminority business enterprises .~jI'rAle,L<- ~~~~"-U'1Pf IIt-JM/-oJ+iVl" <9'" a~M-~~ /tL.Jfu.... 

Permanent. Retire to SHA after 6 years for 
transfer to WNRC. Offer to National Archives 

vT!> -;; gc.,f. 20 years thereafter. 

~ltu::- ) G,~ 

-46-



102. National Financial Association Contract File -
The file contains the p~econtract relationship papers
and OMBE documentation on contract relationships with 
funded National Minority Financial Associations that 
further the development of minority businesses. The 
Office of the Secretary maintains the official Department
record copy of contracts. 

Retire to SHA when 4 years old for transfer to 
the WNRC. Dispose of 6 years thereafter ... 

103. Licensed MESBIC History File - Case history files 
on the more than 80 Minority Enterprise Small Business 

,Investment Corporations (MESBICs) established to provide
loan or other investment: capital for minority business 
enterprises. These papers document the work of OMBE in 
promoting the establishment and operation of these special
investment organizations for meeting the 'capital require-
ments of minority businesses. Documentation on regulation
and licensing of these organizations is available in the 
Small Business Administration. The OMBE files, howeve r , 
reflect various problems and developmental work in pro-
moting the establishment of these venture capital institu-
tions r and provide a basic record of thJ? Federa_lJ?~~ 
~en'r s Lnvo Lvemerit; in such a program. #fl"'~~ ~/' ~ 1 

~7~~·((.' Fermarl'ent. Retire to SHA after 6 years for
 
V'jJ)~ .:!c.,t • transfer to WNRC. Offer for transfer to the
 

6A-ff~ 7,;'\.. National Archives 20 years thereafter.
 

104. MESBIC Application and Pre-licensing File - The 
file contains correspondence and related materials 
arranged by St.ace and by name thereunder on individuals 
and corpcrations who are prospects for establishing a 
MESBle, prior to actual licensing by SBA. If the prospect
is succesful in licensing the MESBICr these preliminary
papers are brought forward to the case history folder. 

Denied, withdrawn, or not acted upon requests -
Dispose of when 3 years old. 

105. New Technology Commercialization Program History
File - The file- consists of briefing papers and backup
rnaterials covering agreements, "understandings, .and other 
relationships of OMBE with Federal'Government agencies and 
private corporations. The papers are concerned with the 
private sect03:"commercialization and marketing by minority 
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businesses of products based on new technologies such as 
those developed by NASA in its space program or by Defense 
Department in its research and development work. 

The first such product, for example, a hydrotool, has been 
licensed for manufacture and sale by a minority firm. Such 
history documentation covers one of the successful and 
original approaches of OMBE in aiding minority businesses 
t~~,stabli_s~ ,themseLves. a0 develop as v i ab I.e enterprises. 
~tULfc4' ~~L..,tJ-V~..Kt' 7~;l~~>tt;../ 

Permanent. Retire to SHA af~er 6 years for transfer 
t/ IS> -;.. i e.R. to WNRC. Offer for transfer to National Archives 
~Av~ Ii". 20 years thereafter . 

. 106. New Technology Commercialization Program Operational
Files - The file contains papers of a routine nature cover-
ing the day to day activities in promoting the commercializa-
tion of new techLologies and development.of products using
such technologies to be manufactured and marketed by mino-
rity businesses. 

Retire to SHA when 3 years old. Dispose of 2 years 
thereafter. 

107. Interagency Council for Minority Business Enterprise
Committee Files - The file reflects activities of Branch 
-pprc:onne1;n serv i,n(""f as RX""""Utl'He II; ""''''C+-'-'''Y' of such C~...,~~+-+-~""'~: __ ....... _-. ...... _-- ...... .1.':1 """';4--J"-_ V'-I.-'..a....J...C,-V..LV U'-J,J. VJ.lUlt..Lt...l..c...Ct:::J
 

(former task forces) of the Interagency Council as the 
Special Programs Corrunittee,Technology Commercialization 
Committee, or the Rural Cable TV Con~ittee. The file con-
sists of minutes and agendas of meetings, committee reports
and recommendations, and related ;;orresponjlen..9~of t.hese # ' 
po),.icydeveJj:>pmentCommittees. ~"'-f"'-~ ~. "YI'<- 2 ~'/1" ~ ~ 
c:tCi/c.L#"~.t.AJ ""1' L~o«rJ'?~'- ~~rtl-r / 

Permanent. Retire to SHA after 5 years for trans-
vT!):. I ~.Q. fer to WNRC. Offer for ·transfer to National
 
es« -::.J ''''', Archives 20 years thereafter.
 

108. Special Projects Files - The file consists of mate-
rials on such special projects of the Branch as promoting
the development of minority businesses in the trucking and 
transportation field, the rural cable TV market, or in 
various corporate acquisition or merger activities, and 
also includes the Greater Horizon Program materials. The 
records consist of correspondence and other papers relating
to the OMBE activities with funded organizations and other 
organizations. in these special programs for further mino-
rity businesses. 
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Retire to SHA when 4 years. old for transfer to 
WNRC. Dispose of 6 years thereafter. 

• 
109. Venture Capital Miscellaneous Organization File -
The file consists of papers pertaining to OMBE relations 
with various foundations, religious organizations, com-
mercial credit firms, and other lesser important prospective
sources of capital for minority businesses. It also includes 
materials collected on the OMBE franchising program and 
other OMBE programs that the branch does not have immediate 
responsibility for. 

Set up a new file every 3 years. Dispose of 
when 6 years old. 

110. Branch Chronological Files - The file consists of 
an extra copy of items prepared in the Branch retained for 
convenience of reference. 

Dispose of when 3 years old. 

Ill. Administrative Subj ect File - The file consi.sts of 
office copies of papers relating to time and attendance,
budget, personnel, travel, training and workshops, con-
gressional relations copies, and the like. Documentation 
on administrative matters is available in the office of 
tt.e Secretary and the OMBB Administration Division. 

Dispose of when 2 years old. 
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'I'heMarket Developnent Branch, under the superva.saon of a Branch 
Chief, develops market or market.inq opport.uni.t ies for the products 
and services produced by minority enterprises; collaborates with 
other Federal departrrents and agencies in establishing policies, 
procedures, and programs for Governmentprocurement;fran minority 
businesses; rrobilizes private sector support for corporate procure-
ment;from minority businesses; coordinates the activities of the 
National Minority Purchasing Council; advises and assists the 
Regional Offices in the develop:nent of Regional marketing/procure-
ment;programs and strategies; organizes seminars and other activi-
ties to provide special marketing training to employees of Federal 
'agencies, Q\ffiEfunded organizations, corporations, and State and 
local governments. Thi.s Branch also has responsibility for 
construction activities. 

T'nefiles of this Branch documentsuch important CMBEprograms as 
those for assisting minority construction contractors to obtain 
governmentand private construction contracts through a network 
of O~E funded Construction Contractor Assistance Corporations 
(CCAC);assisting minority firms to obtain Federal qoverrment;con-
tracts through the work of the Procurement.Ccrrmi.t.t.eeof the'Inter-
agency Council for Minority Business Enterprise, particularly the 
use of Section SAcont.ract inq procedures by the Small Bus.ineas 
P...dministration: and assj s-i-,i!1g m.ino:d.Jcy businesses in the private 
sector through the National Minority Purchasing Council, an Ol'ffiE 
funded organization. 

112. Subject Fi~ on Minority Construction Program. The file 
reflects the ~ork of the Branch in prorroting the access of minority 
business f i.rrns to construction indust.ry business covering activit.ies 
of both the qoverrment; and private sectors. It includes basic 
agreements between OMBEand such FederaI agencies as Federal High-
wayAdministration, National Aeronautics and Space Administration, 
Interior Depar'tment.,Small Business Administration, and the 
Maritime Administration. These cover such O''1BEactivities as 
promotion by these agencies of minority business finns in building 
highways, airport facilities construction, using new space tech-
nology, obtaining concessions at government locations, and in 
shipbuilding. In addit.ion, the file reflects the work of a1BE 
contractors, such as F. w. Dodqeand the National Minority Con-
tracting Assistance Project, and the like in providing training 
and teclmical assist.ance to the network of OMBEfunded Construction 
Contractor Assistance Corporations (CCAC). The assistance covers 
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training .in construction job estimating, scheduling and supervision 
and providL~gwe~(ly current information on availability of con-
struction contracts to improve the competenceand usefulness of 
these O'1BEfunded organizations in assisting minority construction 
contractors. 

Typical subjects reflecting tile scope and content of this file are: 
Agreements, Alyeska Pipeline, Arizona Contractors Service Center, 
Associated Builders and Contractors, Inc., Central Contractors 
Assistance Center, Construction Contractors Assistance Program, 
F'ederal HighwayAdministration, Interagency Council for Minority 
Business Enterprise, Interior Department, NASASpace Shuttle, SBA, 
SUDTey on Airport/Highway Construction and Housing and Urbffi1 
.Developnent, Departmentof. 

The file is of great value in that it documentsfrem the beginning 
of Q.\ffiEboth the cent.ralized and decentralized approaches of CMBE 
prograrrlsto rurti1er participation of minority contractin~ firms 
in p~jvc;~eL..business and 'J.C!iTernmentconst.ruct ion work. prr~daR/~c..~ ~-r~~ YTJ)~ eA-v~ z.c."~.I~G..#. 

Permanent. Break file every 2 years. Bring forward 
active material. Retire to SHAevery 2 years. Trans-
fer to WNRC2 years thereafter. Off'er' for transfer to 
the National Archives 20 years thereafter. 

113. Administrative Sub"iectFile. Construction Program. The file 
cons.ist.s of off:i.ce copies of papers covering such housekeep.inq 
activities as gB~eral amninistration, bidders mailing lists, 
anployee r'et.Lremerrt , correspondence controls, parking, freedom 
of information, personnel, requests for supplies, and travel. 
Completedocumentation exists in the Office of the Secretary and 
tile Q{BEAdministration Division. 

Dispose of when 2 years ~ld. 

114. Market DevelopmentBranch ProgramSubject File. The file is 
the Branch program subject file covering the overall market devel-
opnent;activities to further minority business in both "thegovern-
ment and private sector. It includes tile records of the Procurement; 
Corrmittee (fonnerly task force) of the Interagency Council for 
Minority Business Enterprise and its five sul::camri.ttees. These 
committees are the principal IT£chanismfor furthering minority 
business procurement contracts, including Section 8a SBAcontracts 
throughout the Federal government. 

The file also includes OMBEagreements with various Federal agencies 
to further minority enterprises and material on such newOMBEinitia-
tives as the minority trucking proqram and tile NASAnewtechnology 
utilization program. 
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Typical subjects reflecting the scope and content of the file are: 
Agreements, American Indian Develop:nentAssociation, Business 
ManagementFellowship Proqram, Contract Revi.ew, Section 8a Program, 
Federal Procurement, NASA-Or'IDE Agreement, Presi-Agreement, a.1BE/DOD
dent.ss Advisory COlIDCil,Procurement Carrmittee (Task Force) Minutes 
and Subcarmittee Reeords, Sales Training Program, Technology Trans-
fer Program, Speeches, Private Sector-Programs and Projects and 
a~E/SBA Coordination. 

The file reflects the bas.i.c OMBEqovernment;procurement work through 
the Procurement Carmittee of the Interagency Council and provides 

.an overall coverage of the other NationalOr-IDE Governmentand pri-
vate sector programs to further minority business that are the
~~~~2 ~~~~~J9~Aand its predecessors. 

/ Permanent. Set up a new file every 2 years. Retire 
tf1j) // fu c.f. every 2 years to the SH.lI,..Transfer to the lVNRC2 

efi1!" A I. years thereaft.:er. Offer for transfer to the Nat.ional 
?" ~ •• Archives 20 years thereafter. 

115. National MB10rityPurchasing Council File. The file reflects 
the Q.VJBE with the National Minority Purchasing Council, relationship 
the principal nat ionaL mechanismthrough which O~E promot.csgreater 
procurement;of busdness by rnincrity ent.arpr.i.ses in the private sec-
tor. It Includes materials on member-sh i.p, speeches, the autanated 
data bank listing potential opportunities for minority enterprises, 
and cor'respondence wi.t.hthe netv..Drkof 34 Regional Minority Purchasing 
Councils through whi.chthe National Council works. Included in the 
file also are folders for correspondence with each of the Regional 
COuncils. 

The file also contains correerondence with other OMBEfunded minority 
national associations ·that provide minority businesses access to 
procurement in the private sector. These include the National Asso-
ciation of Purchasing Management,National Association of Black 
Manufacturers, National Puerto Ricru~Business and Marketing Associa-
tion, National EconomicDevelopnent; Association, National Association 
of Minority Consultants, and the National Minority BusD1esscampaign. 

This file is .importerrt. in that it is the most complete in a>ffiEcover-
ing this Or-IDE and regional network of~ouncils tofunded national 
promote ~ni1Jorit;yb~iness~s in the private sector . .#vY~~t!~ 
~~~77~Y~ 

Pennanent. Set up a new file every 2 years. Retire
 
II-:-k L:" I. to SEA2 years later. Transfer to ~w,TRC 2 years there-

v '.Y~ 7"?' . after. Offer for transfer to National Archives 20


6IJI;.. P, ,';1 . years thereafter. 
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116. National Minority Purchasing Council Contract File. The file 
consists of copies of t.he contract witJl thfs Council which is re-
newed annually, amendmerrt.s , related corr'espondence , background 
materials, and the like covering the letting and monitoring of the 
oontract for funding the Council. Document.at Lonon the contract 

.housekeeping activities such as general adrninistration, t.ime and 

also exists i.11 the Office of the Secretary. 

Retire to SHAevery 2 years. Transfer to Wl'ffi: 2 years 
thereafter. Dispose of 6 years thereafter. 

117. 
file 

Market Developnent Branch Administrative Subject File. The 
consists of office copies of papers covering administrative 

attendance, personnel, travel, trip re:fX',)rts,bidders mailing lists, 
and the like. Documentationalso exists in the Office of the 
Secretary and the OMBEAru{unistxationDivision. 

Dispose of when2 years old. 

118. Branch Chronological File. The file consists of an extra 
copy of items prepared in the Branchmaintained for conveni.ence 
of r'eference, 

Dispose when3 years old. 

GovernmentReSOUI8esBranch .., 
The GovernmentResources Branch under ~e supervision of a Branch 
Chief, supports the Director and the Secretary of Ccmnercein the 
coordination .of programs and activities of the Federal Government 
which affect the est.abl.Lsfment., preservation, and growth of minor-
ity business enterprises. Es·tablishes formal, agreements and 
arrangements with Federal departments and agencies for t...'1e.'1l to 
provide support to the overall MBEeffort and specific services 
to ITJnority businessesi evaluates the scope and effectiveness of 
MBEactivities of individual Federal departments and agencies; and 
provides assistBnce and support to Regional Directors in the mobi-
lization of governmentsupport and assistance at all levels. 
Deve.lops and coordinates the implementation of special efforts and 
projects to assist business deve.Iopnent; arronqNative Americans. 
Identifies those Indian t.ribes , reservations and urban groups whi.ch 
can benefit from management,technical, marketing, and financial 
assistance,and determines ti1e unique needs of each major group. 
Workswith other agencies whi.ch have Indian responsibilities in 
order to assure a coordinated delivery of assistance to the Indian 
business canmunity. Mobilizes ass.i.st.anceand support fran the 
private sector for Indian business develop-nent. 
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The major programfor furthering minority business reflected by 
the records of the branch as presently orqan.ized involves activi-
ties of the sane 35 Minority Business Opportunity CQllUitteesof 
the Federal Executive Boards or Associations wh.ichsave as the 
mechanismfor prc:motingthe use of Federal govenunent resources 
at the local metropolitan areas in which these carmittees have 
been established. 

Prior to the 1976 CMBEreorganization, this branch was knownas 
the GovernmentProgramsBranch of the National ProgramsDivision, 
gODrgback to the Octobe~'1973 decentralization realignment of 
CMBE.At present the Office of the Indian Advisor, reports to 
"the Branch Chief, although in earlier OMBEorganizational align-
ments, it was a separate office. 

119. Interage.'1cyAff.rirs ProqramSubject File. The file reflects 
the acti vi ties of"the Branch in pranoting the involvanent of 
Federal governmentagencies in furthering minority business enter-
prise. Such activities reflect the overall national coordination 
of the work of the 0..\ffiEregions as well as national level programs 
themselves. Files on certain of the programs are maintained sep-
aratel y fran this general overall program subject file. Typical 
subjects reflec"ting the scope and content. of the file are: Annual 
Reports, Federal AgencyParticipation in Minority Business Enter-
prise! C'..ontracts;Asi.an-;:'.r,leric:a.l1 ,Buai.nessDeve.lopuerrt Irrl:.eragelcy 
Counsel for ~iinority Business Enterprise, Transalaska Oil Pipeline, 
Federal Assisted Projects-State CMBE's,Construction, and FYAgency 
Goals. 

Set up a newfile ever] 3 years. Bring forward active 
materials and retire to SHA3 years there..after. Trans-
fer to WNRC later.2 years Dispose of 5 years there-
after.
 

120. Minority Business Opportunity Committee (MBC:X:) File. The 
file reflects the programof Ct1BEto use some35 of these inter-
agency standing committees of the Federal Executive Boards or 
Federal Executive Associations in principal metropolitan areas of 
the USto identify, pronote, and coordinate the use of Federal 
resources to assist minority business at the local level. These 
canmittees stimulate public sector procuresnent.s, minority business 
concessions, deposits in minority financial institutions, and 
minority business education and training. They offer minority 
firms direct access to the Federal sector "throughOMBEfunded 
organizations. 
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The file covers the Federal Executive Boards or Associations, re-
lations with the Office of Jv1anagementand Budget, the Canmittee 
(MB02)handbookand work plan guidelines National Conferences f 

of MB02's fran 1971 to date, Reports, the HBCX::training program, 
and individual files, arranged by metropolitan areas 99vering ~ 
evaluatio~~rernrts~d .:~~~ons ~~with each ~1BOC.
a..e~~.e:n'-'~ =r ~~7~ 

/ Permanent. Set up a newfile eve:ry 3 years. Bring
 
.11/') 6c.I.forward active mate..rials and retire to SHA3 years
 

• V V~ . thereafter. Transfer to I'vNRC later.2 years Offer 
el'r,j., 6,"v... for transfer to the National Archives 20 years 

thereafter. 

'121. Education and Training ProgramSubject File. The file 
reflects the activities of the Branch in promoting business 
managementdevelopment for individual minority enterpreneurs 
through education and training programs. 'I'hi.s f i.Le covers the 
IDrk of the Task Force on Education and Training in which OMBE 
workedwith the Department;of Health, Education and Welfare and 
the Labor Deparbnent; contract projects on developing guidelines 
for Minority Business education and training the like; a file on 
various college and university business raanage~nt programs avail-
able; OMBE-SBA education work, and relations training with the 
State OHBEprograms, including training work. 

Set l.1[J o. ne1.4 file e\''2.!.j'3 years. Bring forward 
active materials and retire to t.he SEAevery 3 
years , Transfer 2 years later. to ~Yl\1RC Dispose
of 5 years thereafter. 

122. Environmental Impact Statement ReviewFile. The file reflects 
the review of environmental irrpact at.at.ernent.s involving minority 
businesses. The Office of the Secretary maintains the DeparbnentI s 
documentation on all environn-mte.L impact matters. 

Dispose of when2 years old. 

123. Administrative Subject File. The file consists of Office 
copies of time and at.tiendance , travel, requisition, and other 
administrative housekeeping materials. 'lbe record copies of 
administrative materials are maintained in the Office of the 
Secretary and the OMBEA&Rinistration Division. 

Dispose of when2 years old. 
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124. Chronologica.l Files Branch. Extra copies of items prepared 
in the Branch retained for" convenience of reference. 

Dispose of when3 years old. 

Office of the Indian Advisor 

The Indian Advisor provides special a.ssistance to the Director and 
Assistant Director because of the un.iquecomplexities associated 
with Indian business development. Because of the importance of 
bringing all possible governmentresources to bear on Indian 
business developnent, the day-by-day Indian effort is coordinated 
with other efforts Resources Branch. of the Gove:rn:ment

Because the Indian Advisor works closely with the GoverrmentBranch, 
at present he reports to that Branch Chief. 

125. Indian ProgramSubject File. The file consists of correspond-
ence al1dother papers such as copies of bills, pertinent press re-
leases, reports, and the like reflecting the activities of the 
Indian Advisor in fur therinq Indian business enterprises. The file 
includes papers relating to regional involving the 0Iv1BE activities 
Indian program. 

Set up a new file armual.Ly. Retire to 8HAevery 2 
years. Transfer to hNRC3 Y8afS thereafter. Dispose 
of 5 years thereafter. 

126. Administratjve Subject Chronological File. The file consists 
of office copies of adm.inisi:ra.tivemerror andums, travel documents, 
time and attendance and personnel papers, requisitions and the like 
reflectirlg administrative housekeeping mat+er s , The file also con-
tains extra copies of correspondence filed chronologically. Ade-
quate documentation exi st.s in the Office of the Secretary and the 
CMBEAdministration Division. 

Dispose of when2 years old. 

127. Routine Requests for I~1forrnationand Publications. Routine 
correspondence r'equest.inq .inf ormat.i.onconcerning the Indian program 
normally answered by t.ransmi.t.tn'lof publications or pattern letters. 

Dispose of when1year old. 
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128. Unsolicited Proposal File. The file consists of lli1solicited 
proposals for contracts involving the indian programthat have not 
been acted upon. 

Dispose of when2 years old. 

129. Regional ContractB File. The file consists of contracts, 
reports, and correspondence wJ..thregional offices involving Regional 
office contracts pertaining t.o furthering indian businesses. The 
OMBERe]ional Office contract file is considered the record copy 
of contracts with such O~EEfunded organizations, but the headquar-
ters file is mai.nta.inedfor coordination purposes. 

Dispose of 5 years after close of contract. 

130. Headquarters Contracts File. The file consists of copies of 
contracts, evaluation reports, interim contractor reports, and 
correspondence with contractors covering contracts for indian busi-
ness assistance for which the Indian Advisor monitors contract per-
formance, Docurrent.at.i.on is available from the on such contracts 
Office of U1eSecretary, Office of Administxative Services a~d 
Procurement., 

Retire to SHA2 years after formal.close of the contract. 
'l'ransfer to WNRC Dispose of 6 years there-2 years later.
 
after.
 

131. Interagency Counc.iL Conmittee on Indian Affairs File. The 
file is U1e~ffiErecord of participation on the Indian Business 
Committeeof the Interagexcy Council for Minority Business Enter-
prise. While the Interior Departme..~tchairs U1eCcmnittee, the 
Indian Advisor serves as a permanentmEmber,and maintains a 
ccmp.Let.efile recorrnnendatiC)l1sof ~n~~~_~,agffldas, reports, _and 
corresponde..'1ce.~~~qd~-,./ ~I'H,~ ~~rrv--; 

I!TJ) -s, Y-z- c., ~) ~A-../ -:;.II"¢;
Permanent. Reitre to SF..Aevery 5 years. Transfer to 
~\1NOC5 years later. Offer for transfer to the National 
Archives 20 years thereafter. 
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1tL OMBE REGIONAL OFFICES ~ 

The Regional Offices, each under the supervision of a
 
Regional Director, implement the OHBE policies, programs,

and projects designed to accomplish the basic OMBE mis-
sion. Specifically, the Regional Offices provide local
 
support of minority business development through the
 
identification of local sources of financial assistance,

the provision of management and technical assistance,

the development of markets, "the mobilization of private

sector support, the mobilization and coordination of
 
specific Federal support regionally, the mobilization of
 
State and local government support, and by carrying out
 

, special activities such as seminars and training.
Regional offices monitor contractors and grantees and 
administer contracts and grants designed to provide
specified assistance to minority businesspersons (except
those demonstration/research or national contracts and 
grants administered by the National Office). 

Each Regional Office is staffed by a Director and Deputy
Director who are provided planning, evaluation, and admin-
istrative support in their overall management responsibi-
lities. The Regional Staff is divided into program
generalists and technical specialists. Each generalist
is accountable for the accomplishment of overall goals
and objectives in a given segment of the Region. The 
technical specialists provide region-wide support to the 
Director, Deputy, and to the generalists in specialized
areas (capital development, government coordination, market 
development, etc.). 

The six OHBE regional offices covering the united States 
are located in New York, New Yorki Washington, D. C.i 
Atlanta, Georgiai Dallas, Texas; Chicago, Illinoisi and 
San Francisco, California. At present, there are 12 field 
offices located in particular cities within each region
where it is desireable to have OHBE program personnel
serving as an extension of a regional office in proximity
to particular funded organizations. Such field offices 
are small and the basic documentation of their records can 
be obtained from the files of the regional offices. 

The Regional Offices have similar types of programs genera-
lists and technical specialists in each of them, although
not all of the various categories of specialists such as 
capital devel-Opment, government coordination, or market 
development specialists are in each office. For this reason, 
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no Organizatio~ subdivisions have been ~icated on
 
the schedule. The items listed will be applicable as
 
appropriate to any of the files of the type described
 
that are maintained within a regional office.
 

132. OMBE Contract - Grant Files - The files consist of 
materials relating to contracts and grants made with OMBE 
funded organizations by the OMBE regional offices. These 
official OMBE contract and grant records reflect the OMBE 
funding of such organizations as State OMBE, business 
development organizations, construction contract assist-
ance corporations, regional consulting contractors (call
contractors), business research centers and the like 
through which various management and technical assistance 
services are furnished by OMBE to minority businesses. 
The files include copies of the contractor or grantee pro-
posals, the contracts or grants and any modifications, the 
quarterly and other reports furnished by the grantees or 
contractors, and correspondence between the Regional Offices 
monitoring the contracts or grants and the contractors or 
grantees, evaluations, audit reports and any indexes to 
contract/grant files, and the like. 

Not included in this item are contract files maintained at 
Regional Offices by the Administrative Contracting Officer 
(ACO) of the Office of Administrative Services and Procure-

ment, which are records of the Office of the Secretary, and 
as such are required to be sent to the headquarters offices 
of the Department after closure. 

a.	 Washington Regional Office - Consolidate any
related field office files and retire to SHA 
1 year after final closeout by ACO of the con-
tract or grant. Transfer to WNRC 3 years
thereafter. Dispose of 6 years thereafter. 

b.	 Other OMBE Regional Offices - Consolidate any
related field office files and transfer to the 
servicing Federal Archives and Records Center 
1 year after final closeout by ACO of the con-
tract or grant. Dispose of 9 years thereafter. 

133. Contract-Grant Proposals Not Awarded - Proposals for 
contracts or grants received in Regional Offices and not 
awarded or otherwise acted upon by the Regional Office. 

Dispose 1 year after being place on file, if not 
returned to the originator of the proposal. 

134. Program Subject Files - These files include those 
maintained by the Regional Director or Deputy Regional
Director or others reflecting the various OMBE program
activities such as education and training, relations with 
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OMI3E headquarters, volunteer organization programs, con-
sultant contractor program, call contractor program,
rural cable TV program, and various other general materials 
on OMBE programs not covered by individual contract or 
grant files or files on other Federal government agencies
than OMBE. Typical of subject headings found in these 
files are: 

Incoming and Outgoing Correspondence
Business Assistance Report (BAR)
Staff Assignments
Training and Education 
Project Review Committee 
Team Monitoring Reports
Rural Cable TV 
Delegations of Authority
Intra Regional Correspondence
Grant-Contract Procedures 
Contract Modifications 
Minority Trucking Program
Call Contractors Program
Funding Plans 
Internal Memorandums 

The archival documentation -of papers pertainj,ng to these 
programs for furthering minority businesses is maintained 
in the headquarters offices of OMBE. 

Set up a new file every 2 years and bring forward 
active material. Transfer to WNRC or servicing
Federal Archives and Records Center as appropriate
4 years thereafter. Dispose of 4 years thereafter. 

135. Federal Governm~nt Relations Files - The files 
reflect the R-eg:LonalOf1:lCe actlvltlesllwolving agree-
ments with other Federal agencies, relations with Federal 
agencies not involving agreements, relations with Federal 
Executive Boards or Associations, and with Minority
Business Opportunity Committees (MBOC's), any relations 
with the Interagency Council for Minority Business Enter-
prise and its Committees or former task forces, and papers
on any other of the Federal Government sector programs
to further minority businesses. 

The archival documentation of papers pertaining to Federal 
Government programs is maintained by the headquarters
offices of OHBE. 
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a.	 Agreement Files. Dispose of 2 years after 
termination. 

b.	 All other records. Transfer to WNRC or 
servicing Federal Archives and Records 
Center as appropriate every 4 years. Dispose
of 4 years thereafter. 

136. Administrative Subject Files - These files reflect
 
a.dministrative housekeeping activities at the region such
 
as office copies of materials pertaining to time and
 
attendance, travel, trip reports, employee suggestions,

personnel, motor pool, bonds, budget, procurement, space,


. mail	 and communications, records management and the like. 
Documentation on these adm.i.n i.ve matters is maintainedLat.ra't
in the Office of the Secretary, and in the OMBE Administra-
tive Division. 

a.	 Records pertaining to employment of individuals -
Dispose of 6 months after separation. 

b.	 Imprest fund accounting records - Dispose of 
when 3 years old. 

c.	 All other administrative records - Dispose of 
when 2 years old. 

137. Chronological Files - These files consist of extra 
copies of ltems prepared in the Regional Offices maintained 
chronologically for convenience of reference. 

Dispose of when 2 years old. 

138. Public Information Subject Files - The files con-
sist of press releases, corres~ondence, information on
 
media sources, news items on contractors, and papers on
 
appearances and speeches, and the like reflecting public

information activities of regional offices.
 

Set up a new file every 2 years. Dispose of 2 
years thereafter. 
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ALL OMBE FIELD OFFICES
 

139. OMBE Contract-Grant Files - The file consists of 
office copies of materials pertaining to contracts and 
grants made with OMBE funded organizations by the OMBE 
Regional Offices. Documentation on OMBE relations with 
these contractors and grantees is maintained in the 
Regional Offices, while these records are kept at field 
offices to facilitate operations covering the office's 
dealings with the funded organizations. 

One year after final closeout by the ACO of the 
contract or grant, send to appropriate regional
office for consolidation prior to transfer to the 
Records Center by the regional office. 

140. Program Subject Files - The file consists of 
office copies of general materials on OMBE programs to 
further minority businesses relating to the private sec-
tor, the nonprofit institutions, and the government sector,
not covered by individual contract or grant files. Such 
programs include regional consultant contractor (call con-
tractor) programs, Minority Business opportunity Committee 
(MBOC) program, contract-grant programs for funded organi-
zations, volunteer organization programs, Business Assist-
ance Reporting program (BAR), and the like. 

Documentation of such programs is maintained at the OMBE 
headquarters offices as well as at OMBE regional offices. 
These files are maintained to facilitate office operations
in dealing with clients of the field offices. 

Dispose of when 5 years old. 

141. Administrative Subject Files - These files consist 
of office copies of papers pertaining to such administrative 
housekeeping activities of the offices as travel, trip
reports, time and attendance and payroll, space, supplies
and equipment procurement, and the like. Documentation on 
these administrative matters is maintained in the Office 
of the Secretary and in the OMBE Administration Division. 

Dispose of when 2 years old. 

142. Chronological Files - These files consist of extra 
copies of items prepared in the field offices maintained 
chronologically for convenience of reference. 

Dispose of when 2 years old. 
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ADVISORY COUNCIL FOR MINORITY ENTERPRISE
 

Establishment. The Advisory Council for Minority Enter-
prise was established pursuant to Executive Order 11458 
of March 5, 1969, and continued under Executive Order 
11625 of October 13, 1971. Initially chartered under 
the Federal Advisory Conunittee Act in January 1973, the 
Council was continued to be re-chartered under the same 
Act. On December 20, 1976, by Executive Order 11948, the 
President authorized the continuation of the Council until 
DeceIT~er 31, 1978. 

Objectives and Duties. 

1. The Council advises the Secretary of Commerce 
on the development and implementation of policies in 
support of the minority business enterprise program with 
specific emphasis on mObilizing and applying the support
of the private sector of the economy. 

2. The Council's activities include serving as a 
source of knowledge and information on developments in 
different fields and segments of our economic and social 
life which affect minority business enterprise; keeping
alrr eas t, of pLaric , programs ciIH:I act i.v Ln pub Li cI i.t.i.es i.:.he
and private sectors which relate to minority business 
enterprise, and advising on any measures to better 
achieve the objectives of Executive Order 11625; and 
considering, and advising the Secretary, and such offi-
cials as he may designate, on problems and matters 
referred to the Council. 

3. The Council functions solely as an advisory body. 

4. The Councilor its Chairman may establish such 
subordinate committees, consisting- of selected members of 
the Council, as may be deemed appropriate to advise and 
assist the Council in the perfo~mance of its functions,
subject to the app rov aL of the Secretary of Commerce. 
Each such shall in its meetings and other pro-cOffiJlllttee
cedures comply with the applicable provisions of Public 
Law 92-463. vvhen the Council was fully operative, it 
had such committees (earlier called task forces) as an 
Executive Comnittee, a Purchasing Committee, an Educa-
tion Committee, a Capital Development Committee, a Busi-
ness Opportunities Cownittee, and a Training Committee. 
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Members and Chairmen. The Council is composed of members 
appointed by-the President from among persons, including
members of minority groups and representatives from 
minori ty business ent.erprises f who are knowledgeable in 
this field and dedicated to the purposes of Executive 
Order 11625. Members serve for a term of two years and 
may be reappointed. The President designates one of the 
members of the Council as the Chairman of the Council,
and may also designate a Vice-Chairman. Initially 63 per-
sons comprised the Council, and at the height of .its acti v-
ities more than 80 persons were named to it. 

Administrative Provisions. 

1. The Council reports to the Secretary of Commerce. 
Its commi-ttees report to the Council. 

2. The Council normally meets t'i'lice year,each and 
each of its conunittees normally meets on a quarterly basis. 

3. The Secretary of Co~~erce arranges for adminis-
trative support of the Council and its committees to the 
extent necessary. 

4. The esti~ated annual operating cost of the Coun-
cil and its comm.ittees is $250,000 and 5 manyears of staff 
support. 

History. The Council was initially chaired by Sam Wyly,
Chairman of the Board, University Computing Company, with 
Berkeley Burrell as Vice-Chairman and Alan Steelman as 
the Executive Dir~ctor. Soon after its establishment the 
Council began to construct a blueprint for national goals
and strategies for minority enterprise over the next 
decade. The major focus of the Council's effort was to 
insure delivery at the local community level of the 
resources necessary t~ generate viable minority businesses. 

Since the Council met at the call of the Secretary of Com-
merce, normally, only tv-licea year, much of its work was 
carried ou~ by its small staff headed by an Executive 
Director, and by the various committees or task forces 
which met and prepared reco~~endations. It also employed
contractors or consultants to assist in its work. 

By 1973 the activities of the Council began to taper off as 
the OMBE program itself became more self-sufficient. By
October 1974, aside from its last Chairman, Charls E. Walker~ 
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and its Executive Director, W. v. Wishard, ~nd a small 
staff, the terms of all but four of the Council members 
had expired arid no nsw nominations were being made. 

While the Council has been inactive since 1975 it is still 
legally in existence. On January 2, 1975 the Director of 
the Department Office of Organization and Management
Systems approved a renewed Advisory Committee charter 
for the Council for t.wo years under the Federal Advisory
Committee Act of 1972, subject to the issuance of an 
Executive Order continuing the Council. On December 20,
1976 by Executive Order 11948, the President authorized 
the continuation of the Council until December 31, 1978 .. 
'fhe way is thus legally open to reactiva·te the Council 
if such a step is desired. 

The existing files of the Council, are largely those of 
the full-tJme EXE-cutive Director and of his staff, although
in the later years, they include files of the last Chairman,
Charls E. Walker, who maintained an office at the Washington
headquarters of the Council. Some files of the first Chair-
man, Sam Wyly, are interspersed in the earlier records,
although he appears to have maintained his offices at 
Dallas, Texas at his University computing Company. 

143. S:J.bjcC!t pj le ';~!_Cl~airmar! ~llar~s E. ~'\'Cll]~~~~.. - '.L'his 
file of the last Chairman, alphabetically arranged by sub-
ject, covers the later more inactive period of the Council,
and the Chairman's unsuccessful attempts to reactivate 
the Council after most members I terms had expired in 
October 1974. Typical subject headings include: Executive 
Con~ittee 'Meetings, Assistant Secretary for Administration,
Budget, Interagency Task Force on Minority Business, Con-
gressional BlasJi9Caucus J. p~_Economic~r;yll'as--k""~95£e
Development. ~~ 7~~ =r:~e-e.--r:
/r» -::-'Z c-. ~. ; fC? PrV -s; -z..., ~ . 

Permanent. Transfer-to WNRC when no longer needed 
for current business. Offer for transfer to the 
National Archives when 20 years old. 

144. Chronological Files of the Council - This file'con-
sists of copies of documents prepared i~ the headquarters
offices of the Council, together with some incoming docu-
ments, filed chronologically by months. The file is com-
plete with a few gaps covering the major portion of the 
life span of j:he Council from December 1969 through 
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October 1975. It can provide continuity in documentin.,£
the activities of the council.~~'~ ~~~~~~,

VT]) ~ 2 c. ~ J ~,4,r ~ -z.. t~. 
Permanent. Transfer to WNRC when no longer
needed for current business. Offer for trans-
fer to the National Archives when 20 years old. 

145. Council Program Subject File - This file, main-
tained by the Director of the Council and his staff,
basically covers the period 1969-1973. It is an alpha-
betic subject file concerned with the programs, task 
forces, missions, organization, and operations of the 
Council. 

Typical subject headings include: Advisory Council Infor-
mation, Budget, Advisory Council Charter, Executive 
Orders, Advisory Committee Reporting System, Bank Program,
Andrew Brimmer Black Capitalism Program, Business Opportu-
nities, Chanilierof Commerce, Community Development, Corre-
spondence, Doctors, Indians, ~mSBICs, Mexican-Americans,
National Strategies and Goals, Private Sector Involvement,
SBA, Urban Economic Development Corporation Proposal, and 
Youth Organizations. 

Included in the file is correspondence with and~y~ ~ 

~1;~::a;i/?~~n of the Council. ~~-r~ 'l'ransferto ~'JNH.C no longer neededPermanent. whentts-: 17 Ct~, for current business. Offer for transfer to the ~~ R Iv... National Archives when 20 years old. 

146. Council Reports and Meetings File - This file is 
a collection of reports of variops task forces, subcom-
mittees, and conunittees of the Council and of records 
pertaining to meetings and activities ~ such subor=---

-dinate o~l~izations 9f the Council. ~4M-f~ -4 /~ 
if;-VG<:/' ~~tf.-.l 4 rrl'< j' ~~r ~ hA~~ r --to _/I Permanent. TransfE/ t6 vJNRC when no longer needed

1~~/clr. for current business. Offer for transfer to the
eJ1J ~ I ,'vt. National Archives when 20 years old. 

147. Council Photograph File - This file is a collection 
of photographs of varlOUS persons connected with the 
Advisory Committee for Minority Business Enterprise.
Most photographs are unmarked, but some press releases 
are included. 

\
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1I..~....... ~Sh!:.:: 1.ln." "'hen! longer needed
 ""
for current business. OffeN fer ~raR8fer ~e t~o 
Na:~ioRal AJf9Ai:vog U110Fl :iQ ygaJfb '811" 

148. Council MeITlbershipFiles - The file consists of 
alphabetic name folders, one for each member, and 
includes appointment papers and correspondence with the 
aPl?ointee. Also included »». gener~~e~3~ rwmber-:-
ShlP and reapxointments'~~~-7' ~~-/7~~v~~~,
!Ii:!> -=- 7. c. ~ ; EA-v' ~ ~ t~'\.· . 

Permanent. Transfer to h1NRC when no longer needed 
for current business. Offer for transfer to the 
National Archives wh en 20 years old. 

149. Council Organization, Programming, and Task Force 
Files - The file consists of a collection of materials 
on the organization of the Council and its subordinate 
task forces or committees, correspondence, task force 
reports, meeting records, Council recoIT@endations, the 
Urban Report, staff meeting records, and standard oper-
ating procedures 'AI~ documents the basic functioning
o~/.the Cound_l.~~"", ~~~~ ~~~r.
v7j) ~ -z.-C1 ~ / e~ ~ -Z-, fA.. . 

Permanent. Transfer to WNRC when no longer needed 
for current business. Offer for transfer to the 
National Archives when 20 years old. 

150. Administrative Subject File - The file reflects the 
-	 administrative housekeeping activities of the headquarters

offices of the Council from 1969-1975. The bulk of the 
file consists of individual name folders covering travel,
time and attendance, and occasional personnel actions 
involving Council staff and members. Also lncluded are 
materials on contracts and procurements, space, tele-
phone, iinprest vouchers, and the like. 

Adequate documentation on these administrative activities 
exists in the Office of the Secretary of the Department. 

Dispose when 3 years old. 
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ALL UNITS
 

Certain temporary records are common to all or most of 
the offices of OMBE whether in headquarters or the field. 
This section of the Schedule is provided to insure that 
all offices have some disposal authority for these com-
mon records. Where any of such records listed below are 
described elsewhere in this Schedule among those of a 
particular organizational unit of OMBE, the retention 
periods provided for that unit shall prevail, if different. 
Otherwise, the retention periods for common records 
described hereunder shall apply wherever they are 
found in OMBE. 

151. Technical Reference Materials - These files con-
sist of copies of publications and other ~ccumulated 
materials received in an office and maintained because 
of their pertinence to the assigned tasks of an office. 

Dispose when obsoleted or revised. 

152. Routine Requests for Information or Publications -
This f1le cons1sts of correspondence and other materials 
replying to requests for information or publications not 
involving any extensive research to answer or any adminis-
trative decisions. 

Dispose of any materials involving such requests
not returned with the reply when they are 
6 months old. 

153. "Chronological," "Reading," "Tickler," or "Suspense"
Files - These are extra copies of correspondence maintained 
for convenience of reference or to flag a due date for an 
action. In some cases, the extra copies are removed from 
such files and used for cross-reference and other purposes
in subject files. This action, of course, liquidates the 

• extra copy file. 

Dispose of residual copies when 1 year old. 

154. Reproducibles File - This file includes manuscripts
(camera copy) and paper or photographic or other types of 
plates or media used to reproduce multiple copies of docu-
ments for distribution. 
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Dispose of when no longer needed for ·'reprinting. 

'ISS. Directives Files - These are work copies of printed
and processed Departnlental Orders, OMBE issuances, and 
various intragovernmenta1 staff office authoritative 
issuances, such as those from OMB, GSA, CSC, or GAO)
governing current operations. 

•	 Dispose of individual dbcuments when revoked,
superseded, or no longer applicable to the 
office or unit concerned. 

156. Shorthand Notebooks and Dictation Tapes, Belts, 
or Discs - These materials generally contain language
for transcription or instructions requiring specific
actions. 

Dispose of 3 months after transcription or 
completion of the subject transactions. 
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