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NCl-204-82-1TO GENERAL SERVICES ADMINISTRATION, 
___ N_A_Tl._O_NA_l_AR_C_H._IV_E_S _A_N_D _R_E_CO_R_D_S_S_E_R_VI_C--,E,_W_A_S_H_IN_G_"fO_N.-:.., _D_C_2_0.4_O_8 __ -.4 DATE RECEIVED 

1 FROM (AGENCY	 OR ESTABLISHMENT) 

__ D_e-,-p	 0 Jus tic e TOa r tm e n t f	 AGENCYNOTIFICATION 

2 MAJOR SUBDIVISION 

fin accordance wl(h the orovrstcns 01 44 USC 33033 the disposal re __ O_f_f_i_c_e_ot_h_e -----1 quest, Including amendments. IS apprrved except 10' Items that may __	 __ P_a_r_d_o_n_A_t_t_o_r_n·_e-'--
3 MINOR	 SUBDIVISION be stamped "disposal not apprnved" or "withdrawn" In column 10 

5 TEL EXT 

492-5910 

I hereby certify that I am authonzed to act for this agency in matters pertaining to the disposal of the agency's records; 
that the records proposed for disposal In this Request of 2 page(s) are not now needed for the business of 
this agency or will not be needed after the retention periods specified 

o A	 Request for Immediate disposal. 

ga B Request for disposal after a specified period of time or request for permanent 
retention 

E TITLE D ire c tor, Lib r a r y S t a f f 
Office of Information Technology
Justice Mana ement Division 

97 8 DESCRIPTION OF ITEM	 10SAMPLE ORITEM NO (With Inclusive Dates or Retention Periods)	 ACTION TAKENJOB NO 

Files of the Office of the 
Pardon Attorney 

It Is the	 responsibllity of the Office of the Par 
don Attorney	 to receive and review all petitions
for Executive Clemency, and prepare the recommen-
dations of the ~ ·Attorney General to the 
President	 on all pardon matters. 

1.	 Cam ai n Corres ondence Files - consist of corr-
espondence, usually addressed to the President,

concerning an individual or group of individuals
 
who have not applied for or received Executive
 
clemency. When the subject of a campaign corres-
pondence fi Ie applies for or receIves Executive
 
clemency, the campaign fIle is Incorporated into
 
that individual's Executive clemency case file.
 
Arrangement: Alphabetical
 

DISPOSlTION:	 Do Not Transfer to the Washing-
ton National Records Center(WNRC). 

Destroy individual file two years
after the date of the most recen 
correspondence. 
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2.	 Subject/Reference Fi les - consist of documenta-
tion related to providing information and/or
making reference to the history, functions, pol-
icies and procedures of the Office of the Pardon 
Attorney COPA), individuals of historical ln+ e r e s t 
and legislation. 

DISPOSITION:	 PERMANENT. Offer to National 
ArchivesCNA) in cubic foot 
blocks when no longer needed for 
administrative reference. 

3.	 OPA Index/Docket Cards - These 3x5 cards are use(
as an index to the Executive Clemency Fi i e s Sv s t em , 
They constitute the only complete record of who 
has app lied for and/or rece ived Execut ive c Ieruen c y
under the various Presidential pardon procla-
mations. In addition, the cards contain the name 
of 1,523 World War I I era Selective Service vio-
lators who were specifically named in President 
Truman's proclamation dated December 23,1947.
Arrangement: Alphabetical 

DISPOSITION:	 PERMA~ENT. 9ffer to National 
Archives (NA) in CUblC foot 
blocks when no lonaer needed 
for refe:J;:'ence. 

4.	 Public Information Memoranda - Duplicate copies d f 
original memoranda that are maintained by the 
Department of Justice, Public Affairs Office per
taining to each grant of Executive clemency.Thes
dupl icates are NON-RECORD copies. 

DISPOSITION:	 Do Not Transfer to WNRC. Retain 
at OPA unt i I no longer needed 
for reference, then destroy. 
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