
JOB NUMBJJ l Lf ~ d--REQUEST FOR RECORDS DISPOSITION AUTHORITY -	 0 -10-
10 NA'IIONAL ARCHIVLS & RECORDS ADMINIS rRATION	 Date Received jO!q/078601 ADELPHI ROAD COLLEGE PARK. MD 20740-6001 

fROM (Agency or estabhshment) NOTIFICAllON [0 AGENt"!' 
Department of the Interior 

2 MAJOR SUBDIVISION	 Inaccordance with the P"" ISlOI" 0144 USC, 3303a, the 
drsposinon request, mcluding amcndmcntv, IS approved except forOffice of Budget 
Items that may be marked "disposrnon not approved or 
"withdrawn ' "' columnI() 3 MINOR SUI3DIVISION 

N/A 

4 NAMI- or PERSON wn H WHOM 10 CONFER 4 IEU:PHONE NUMBER DATE 
:~ATI:S 

John Peter Langsdorf 202-513-0804 (~lt 
5	 AGENCY INFORMA nON \ 

I hereby certify that I am authorized to act till"tlus agency In matters pertaining to the disposition of Its records and that the 
records proposed for disposal on the attached _5_ pagers) are not needed now tor the business 01 this agency or Will not he 
needed after the retention periods specified. and that written concurrence from the General Accounting Office. under the 
provrsions of Title R of the GAO Manual tor GUidance of Federal Agencies 

1Zl1~ not required	 DIS attached. or D has been requested 

DAn.	 SIGNATURE OF AGENCY REPRESENl A liVE llTLE 

September 2~.2009 ~fIA( I}. 7V1'-'~~	 Office of the Secretary Records Officer 

7 ITI:M NO 8 DFSCRIPTION OF ITEM AND PROPOSED DISPOSITION 9 GRS OR 10 ACTION TAKEN 
SlJPERSf:DED lOA (NARA USE ONt Y) 

CITATION 

720 I - Administrative Files (2 sub-Items) GRS (sec attached)
 
7202 - Budget Report Files (2 sub-Items) GRS (see attached)
 
7203 - Budget Apportionment Files GRS 5-4
 
7204 - Budget Technical GUidance N/A
 
7205 - Budget Publications and Public Releases (2 sub-Items) N/A
 
7206 - Budget Formulation Files N/A
 
7207 - Budget Presentation Files (2 sub-Items) N/A
 
7208 - Budget Execution FIles N/A
 
7209 - Congressional Correspondence Files N/A
 
7210- Budget Program Files (Subject Files) N/A
 
721 I - Budget Sigruficant Event Files N/A
 
7212 - IT Capital Investment Files (;jR~ ;P J
 
7213 - Appropnanons/Congressional Travel N/A
 
7214 - Payment In LIeu of Taxes payments (PIL T) (2 N/A
 
sub-Items)
 
725 I - Budget Electronic System N/A
 

[See Attached LIst of Record DeSCrIptIOn and Requested 
DISPOSItion Authority] 
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SF 115 Supplementary Cover Sheet 
Summary: 

This action establishes a new Office of the Secretary disposition schedule entitled: 

""7200Office of Budget (POB)" 

This schedule includes four items (some with sub-items) previously scheduled in the 
GRS and eleven items which are not otherwise covered by an existing schedule or by the 
GRS. The previously unscheduled Items are' 

7204 - Budget Technical Guidance 
7205 - Budget Publications and Public Releases (2 sub-items) 
7206 - Budget Formulation Files 
7207 - Budget Presentation Files (2 sub-items) 
7208 - Budget Execution Files 
7209 - Congressional Correspondence Files 
7210 - Budget Program Files (Subject Files) 
7211 - Budget Significant Event Files 
7213 - Appropriations/Congressional Travel 
7214 - Payment in Lieu of Taxes payments (PIL T) (2 sub-Items) 
7251 - Budget Electronic System 

The contact for this office is: Kai Newby, (202) 208-4825, Kai_NewbY@IOs.doi.gov 

Clarification of terms referenced in the dispositions: 
(a) The term "Fiscal Year" refers to any yearly accounting period, regardless of its 
relationship to a calendar year. The fiscal year for the federal government begins on 
October 1 of each year and ends on September 30 of the following year; it is designated 
hy the calendar year in which it ends. 
(b) The tern) ..Budget Year" refers to the fiscal year for which the budget is bemg 
considered, that is, with respect to a session of Congress, the fiscal year of the 
government that starts on October 1 of the calendar year in which that session of 
Congress begins. 
(c) The tern) "Current Year" refers to the fiscal year immediately preceding the 
budget year under consideration. 

Reason for submission: 

(1) This action provides for the disposition of permanent and temporary records 
maintained in the Office of Budget that have been previously unscheduled. 

(2) This action incorporates the numbering pattern for the Office of the Secretary's 
new records schedule. 

mailto:Kai_NewbY@IOs.doi.gov


Office of Budget (POB) Schedule 

7200 Office of Budget (POB) 
POB IS responsible for directing and coordinating the development, presentation, 
execution and control of the budget of the Department of the Interior through the 
mdividual budget offices of ItS major bureaus and offices. 

01 - Administrative Files 

.1 Budget Correspondence. Correspondence files pertaimng to 
routm drmmstration, mternal procedures and other matters not covered 
elsewhere he schedule, excluding files related to agency pohcy and 
procedures. 

Disposition: Temporary. t off at end of current year. Destroy 2 years 
after cut-off. (GRS 5-1) 

7201.2 Budget Background Files. Co tatements, rough data and 
similar matenals accumulated in the prepar .on of annual budget 
estimates and justifications and related appropn on language sheets, 
narrative statements, and related schedules and ongi mg offices' copies 
of reports submitted to budget offices. 

Disposition: Temporary. Cut off at end of fiscal year. Destroy 1 y 
cut-off. (GRS 5-2) 

2 - Budget Report Files. Periodic reports on the status of appropnation ~ i2 s sf It of ~ ~ 

and apportionment. 

et Annual Reports. End of fiscal year reports maintained by 
the budget offic . 

Disposition: Temporary. Cu f at end of fiscal year. Destroy 5 years after 
cut-off. (GRS 5-3a) 

7202.2 Budget Report Files-Other. Budget 
reports. 

Disposition: Temporary. Cut off at end of fiscal year. Destroy 
cut-off. (GRS 5-3b) 

...u.:.....-;;;...uoudgetApportionment Files. Apportionment and re-apportionment "72.'5 S-/.rf 
schedules, propo . erl obligations under each authorized appropriation. 

Disposition: Temporary. Cut off at end of fiscal yearr.'1"lt~:gl~V--.L
 

off. (GRS 5-4)
 



-, 

7204 - Budget Technical Guidance. Files pertammg to Technical Budget 
Guidance, Effect Statement Guidance, and Capability Statement GUIdance for 
budget development and exercises throughout the year, excluding Policy guidance 
on budget development. 

Disposition: Temporary. Cut off at end of current year. Destroy 10 years after cut-
off. 

7205 - Budget Publications and Public Releases 

7205.1 Permanent. Green Books for each DOl component and the Budget 
in Brief, press conference documents, bnefing books for press 
conferences, for heanngs, Effect Statements, similar documents used in 
presentation of the President's budget requests to Congress. 

DIsposition: Permanent. Cut off at end of budget year. Transfer to NARA 
in 5 year blocks after a retention of 20 years. 

7205.2 Temporary. Drafts of Green Books for all bureaus, specified 
budget documents, , capabihty statements, hearing record development, 
question and answers, mserts, transcripts, tesnrnorues, Congressional 
action seminars, State and Congressional Reports, supplemental for 
Congress, mamtenance and construction 5 year plans, and SImilar 
documents used in presentation of the President's budget requests to 
Congress. 

DIsposition: Temporary. Cut off at end of budget year. Destroy 5 years 
after cut-off. 

7206 - Budget Formulation Files. Budget formulation guidance, bnefing 
materials, the Secretary's decisions, and formal submissions, mcluding: OMB's 
submission, bureau submissions to the Department, and to OMB, OMB's pass 
back, appeals, final settlement numbers. 

Disposition: Temporary. Cut off at end of budget year. Destroy 5 years after cut-
off. 



7207 - Budget Presentation Files. Records associated with development of 
formal budget requests to the Department, OMB and Congress of the semor 
executives in POB. These include DirectorlDeputy DIrector Budget formulation 
records and budget files of similar nature. 

7207.1 High Level Officials. Files belongmg to the DIrector, Deputy 
Director, and Division ChiefofBudget and Program Review (BPR). 

Disposition: Temporary. Cut off at end of budget year. Destroy 8 years 
after cut-off. 

7207.2 Other Office Staff. Files belonging to the Chief, Deputy Chief 
and Budget Analysts. 

Disposition: Temporary. Cut off at end of budget year. Destroy 3 years 
after cut-off. 

7208 - Budget Execution Files. Records directmg bureau and office budget 
execution, such as quarterly programmmg reports to Congress, contmumg 
resolution guidance, calculations, apportionments and Impact statements, and DS 
520s. Also included are files pertaming to Reimbursable Support Agreements 
(RSAs), projections, Workman's Compensation, and FEAR (whistleblowing). 

Dispositron: Temporary. Cut off at end of budget year. Destroy 3 years after cut-
off or when no longer needed for agency busmess, whichever is later. 

7209 - Congressional Correspondence Files. Copies of incoming and outgomg 
congressional correspondence of a substantive nature, reflecting policy issues and 
program functions, but excludmg transmittal of documents to appropnations 
committee staff. 

Disposition: Temporary. Cut off at end of current year. Destroy 5 years after cut-
off. 

7210 - Budget Program Files (Subject Files). Documents that are program 
specific in nature generated by other offices or bureaus. These mclude documents 
associated with PART evaluations, reprogrammmg requests requmng 
congressional approval, reorgamzations, bureau specific issues, and budget 
admimstration team files on specific IT investments. They are mamtamed to 
enhance program knowledge and assist m response to enquiries. 

Also included are files pertaming to budget technical, process, system or 
management issues that have broader budgetary or management policy 
implications, These include budget formulation and execution line of bus mess, 
Fmancial and Business Management System (FBMS), and Appropriation 
Language issues. 



Disposition: Temporary. Cut off when program IS initiated, or if not nutiated, 
when It is cancelled. Destroy 8 years after cut-off or when no longer needed, 
whichever is later. 

7211 - Budget Significant Event Files. Subject files that mvolve a significant 
budgetary event that has an immediate Impact upon the budget (such as a national 
emergency, natural disaster, etc.), for which a special stipulation of funds IS 
required. Some files may start out as program files or budget and management 
policy files, but the subject matter and/or task evolves to a significant nature, 
warrantmg placement m this item. Files include budgeting sconng/laws and 
government shut down guidance. 

DIsposition: Temporary. Cut off at end of budget year when final funds are 
assigned m response to the event. Destroy 10 years after cut -off or when no 
longer needed, whichever is later. 

7212 - IT Capital Investment Files. Records mamtained by office related to the 
decision-making process needed to approve and/or authorize fundmg for IT 
Capital Investments. Records mclude routme and periodic reports on IT capital 
investments; capital asset plans; busmess cases for major mvestments, systems, 
acquisitions, or operational assets identified m the agency's capital mvestment 
portfolio; and clearance and review records. 

Drsposition: Temporary. Cut off at end of budget year. Destroy 7 years after cut-
off. (GRS 27 3) 

7213 - Appropriations/Congressional Travel. Documents that pertam to travel 
of Appropriations committee staff coordmated and/or funded by the Office of 
Budget. 

Disposition: Temporary. Cut off when elected officials are no longer in office. For 
committee staff, cut-off when no longer on Appropriations committee. Destroy 2 
years after cut-off. 

7214 - Payment in Lieu of Taxes (PILT) Files. Compensation for county 
governments whose jurisdiction contains tax-exempt federal lands. 

7214.1 Annual Payment Book. 

Disposition: Permanent. Cut off at end of fiscal year. Transfer to NARA 6 
years after cut off or when no longer needed for agency busmess, 
whichever is later. 

7214.2 Supporting Documents. Records used to generate Payment In 
Lieu of Taxes for vanous programs. 



Disposition: Temporary. Cut off at end of fiscal year. Destroy 6 years after 
cut-off. 

7251 - Budget Electronic System. These files mcorporate the Budget Electronic 
System, which provides automation support for the budget formulation and 
execution processes of the Office of the Secretary. The system supports the 
development of budget estimates, allocation of resources by fund, program and 
office and assists m tracking resource use. The outcome of the process IS the 
Office of the Secretary Green Book, also known as the President's Budget. 

Disposition: Temporary. Cut off at end of budget year. Destroy 3 years after cut-
off or when no longer needed for agency business, whichever is later. 




