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Site-Specific Schedule for the Office of Executive Secretariat 

1. Office of the Secretary, White House Bulk Mail. 
The records consist of approximately 140 cubic feet dating from 1980 to the present, increasing at 
a rate of five to fifteen feet per year. The files consist of correspondence from the general public 
addressed to the President of the United States on a wide variety of topics either directly or 
peripherally related to energy. Correspondents include school children requesting information on 
energy policy, inventors of energy-saving devices, average citizens, lawyers, and businessmen 
commenting on or suggesting alternative energy policies and practices. The records are arranged 
under White House Bulk Mail within the Secretary's correspondence, thereunder alphabetically by 
last name of the correspondent. The records are unclassified and will not be sent to the 
Historian's Office with the Secretary's substantive correspondence. 
Disposition: Cut off files at the end of the calendar year. Destroy one year after cutoff. 

2. Office of the Secretary, General Public Mail. 
The records consist of approximately 750 cubic feet dating from 1977 to the present, increasing at 
a rate of about 45 feet per year. The files contain unsolicited correspondence from the general 
public. These records are very similar in content to the White House Bulk Mail, except that the 
correspondence is addressed to the Secretary of Energy instead of the President. The records are 
arranged under Public Mail within the Secretary's correspondence, thereunder by the year 
received, and thereunder alphabetically by last name of correspondent. There is no indexing 
system that allows for retrieval by subject, within the public mail nor any way to determine the 
percentage of mail on a particular subject. The records are unclassified and will not be sent to the 
Historian's Office with the Secretary's substantive correspondence. 
Note: Substantive correspondence (as determined by the Office of Exec. Sec.) is not included in 
this series of records. 

Disposition: Cut offfiles at the end of the calendar year. Destroy 5 years after cutoff. 
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3. Electronic Mail and Word Processing System Copies. 

Electronic copies of records that are created on electronic mail and word processing systems and 
used solely to generate a recordkeeping copy of the records covered by the other items in this 
schedule. Also includes electronic copies of records created on electronic mail and word 
processing systems that are maintained for updating, revision, or dissemination. 

a. Copies that have no further administrative value after the recordkeeping copy is made. 
1ncludes copies maintained by individuals in personal files, personal electronic mail directories, or 
other personal directories on hard disk or network drives, and copies on shared network drives 
that are used only to produce the recordkeeping copy. 

Destroy/delete within 180 days after the recordkeeping copy has been produced. 

b. Copies used for dissemination, revision, or updating that are maintained in addition to the 
record keeping copy. 

Destroy/delete when dissemination, revision, or updating is completed. 




