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JOB NO

TO. GENERAL SERVICES ADMINISTRATION,
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTQN, DC 20408

NC1-56-80-3

DATE RECEIVED

1.

FROM (AGENCY OR ESTABLISHMENT)

Department of the Treasury

August 22, 1980
NOTIFICATION TO AGENCY

. MAJOR SUBDIVISION

Office of the Secretary

In accordance with the provisions of 44 US C 3303a the disposal re
quest. mcludmg amendments, 1S approved except for items that may

. MINOR SUBDIVISION

Executive Secretariat

be stamped "‘disposal not approved” or “withdrawn” in column 10,

. NAME OF PERSON WITH WHOM TO CONFER
Rita A. DeNagy

36672670

5. TEL EXT

26~ £3E)

q-11-3] W%%A/

Dute Archuvist of the United State

. CERTIFICATE OF AGENCY REPRESENTATIVE

{ hereby certify that | am authorized to act for this agency in matters pertaining to the dssposal of the agency’s records;
that the records proposed for disposal in this Request of __5__ page(s) are not now needed for the business of
this agency or will not be needed after the retention periods specified.

[JA

Request for immediate disposal.

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

retention.

. DATE

8/6/80

D. SIGNATURE OF AGEY&EPREZNTATNE

E. TITLE

Chief, Communications and
Records Management Branch

7.
ITEM NO

8. DESCRIPTION OF ITEM
(Wsth inclusive Dates or Retention Periods})

9.
SAMPLE OR

10.
JOB NO ACTION TAKEN

w

document :

correspondence addressed to the
Secretary,

(2) review of all
Offices for the gténtion of

and

(1) processing and control of 3
Secretgpy or Deputy -

cover correspondence and actions received in the /
Department of the Treasury Executive Secretariat ang

incoping

meferial syfiitted by Bureau and
e Secretary and Deputy
Secretary toeSsure complef€hess and proper coordination,

maintaining gfincipal channel of liaison with the

I WITHDRAWN

s

cover records received, created,

Secretary" of the Treasury.

Vel 1
{ -+

Additigrally, this schedule has been expanded to
and maintained in the
immediate offices of the "Secretary" and "Deputy

Q7U.
4

J 7

WITHDRAWN

115-107

;&’Q‘W"&
C/o:ﬁ/ a.xt: %2/6 £/

I

covpsvalion belioeow

Yascovod

s

et

STANDARD FORM 115

Revised April, 1975

Prescribed by General Services
Administration

FPMR (41 CFR) 101114

pg 6-25-F/



Executlve Secretary s office in the1r f11e for reference purpO'es. WITHDRAWN

DISPOSITION: Destroy when administrative use no longer
exists.

f. Gold copy is the daily log copy which is used to typ€ up a daily
log of correspondence received in the Executive Sgéretary.

DISPOSITION: Destroy when administrative use Mo longer
exists.

3. Briefing Books. Briefing books prepared for Ahe Secretary before his
meetings with high level officials here and ab/oad and before his appear-
ance to testify before House and Senate committees.

DISPOSITION: PERMANENT: Start new file every year. Hold in office
one year. Retire to Staging and S¥orage Area for two years. Transfer
to WNRC when 3 years old. Offer/to NARS when 20 years old.

4, General Administrative Corregépondence.

a. Referral notices rgfuesting prompt responses to Secretary's
queries, routine/Anstructions on briefings, meetings, et al.

DISPOSITION:/ Break files annually, hold one year, destroy on
site.

b. Miscelfaneous material not falling into a specific category and
whigh is considered ephemeral to office requirements.

ISPOSITION: Break files annually, hold one year, destroy on

oo
7 oy
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EXECUTIVE SECRETARIAT

, _ . S .
» vV iy ogram-op g nw, v O

photocoples of controlled incoming correspondence directed to the Secrefary

or Deputy Secretary and copies of replies thereto, documenting the inyolve-
ment of these top officials in various Departmental programs. The ffle
contains in one collection the Treasury Document Profile sheets. Jhe
original incoming letters and record copies of outgoing correspongence are
maintained in the action office that prepared them. The file infludes
alphabetically arranged correspondence with the White House; Cohgress, its
committees; govermment agencies arranged alphabetically by nafe of agency;
any special committees, councils and commissions and correspbdndence from
the private sector.

DISPOSITION: PERMANENT - Start new file every year/ Hold in
office one year. Retire to Staging and Storage Arfda for two
years. Transfer to WNRC when 3 years old. Offer/ to NARS when
20 years old.

2. Treasury Document Profile Sheet, TDF 10-01.F is used to log in all
correspondence addressed to the Secretary and Députy Secretary. The
profile sheet remains with each document as iy is routed through channels,
arnd in the process a history of the document/is recorded on the profile
sheet .

a. White copy is the original copy/of the form filed with the
incaning and outgoing letters/if the Secretary or Deputy
Secretary signs the correspofdence.

DISPOSITION: This will b filed with Item 1 and be disposed
of accordingly.

b. Blue copy is filed ir/numerical order and is replaced with the
white copy if signegd by other than the Secretary or Deputy

Secretary.
DISPOSITION: PZRMANENT: Same as Item 1 to be used as a
reference.

C. Green copy As the suspense (due date) copy used to make a listing

of corresgondence that is overdue.

DISPOSYTION: Destroy when administrative use no longer
exist#.

d. YeXlow copy is the White House copy used to alert program office
at the incamning is from the Executive Branch.

» s a » ) I PP XYoo
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IMMEDIATE OFFICE OF THE SECRETARY

As a major policy advisor to the President, the Secretary has primary
responsibility for formulating and recommending domestic and international
financial policy and tax policy: participating in the formulation of broad
fiscal policies that have general significance for the economy; and
managing the public debt. The Secretary also oversees the activities of
the Department in carrying out its major law enforcement responsibility; in
serving as the financial agent for the U.S. Govermment; and in
manufacturing coins, currency, and other products for customs agencies.

In addition, the Secretary has many responsibilities stemming from his
position as chief financial officer of the Government. The Secretary
serves as Chaimman of the Cabinet-level Econanic Policy Group and as U.S.
Governor of the International Monetary Fund, the International Bank for
Reconstruction & Development, the Inter-American Development Bank, and the
African Development Bank.

1. Subject Files. Non-record documentation of memoranda addressed to the
Secretary by members of his staff on matters requiring his attention,
committee files to which the Secretary serves as a member. Correspondence,
memoranda and reports on matters requiring Treasury attention from other
Government agencies. Filed alphabetically. Record copies of this material
are retained in Executive Secretariat.

DISPOSITION: Break files annually. Hold in Records Staging and
Holding Facility during current administration. Files may be taken
with incumbent when there is a change of administration. If not taken,
destroy when 2 years old.
Mo~ recov
2. Chronological File. 4 Copies of all outgoing correspondence gathered in
the performance of day-to-day functions.

DISPOSITION: Break file annually. Hold in office during current
adninistration. Files may be taken with incumbent when there is a
change of administration. If not taken, destroy when 2 years old.

3. Administrative File. Facilitiative or "housekeeping" records,
including budget submissions (or reports), personnel actions, time and
attendance material, travel and procurenent requisitions, et al.

DISPOSITION: Records for which explicit provision for destruction is
made; destroy in accordance with GSA General Records Schedules or the
Treasury equivalent.

S2 A can Soear
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IMMEDIATE OFFICE OF THE DEPUTY SECRETARY

The Deputy Secretary assists the Secretary in the supervision and
direction of the Department and is assigned programs, such as Financial
Reform, New York City (Seasonal Financing), Small Business Advisory
Committee and Urban Finance et al. Acts for the Secretary in his absence,
sickness, or unavailability.

1. Subject Files. Non-record documentation of memoranda addressed to the
Deputy Secretary by members of the staff. Consisting of Financial Reform,
New York City (Seasonal Financing), Small Business Advisory Committee and

Urban Finance et al; filed alphabetically. Record copies of this material
are retained in Executive Secretariat.

DISPOSITION: Break files every U years. Hold in Records Staging
and Holding Facility for 1 year. Transfer to WNRC when 1 year old.
Destroy 5 years fran date of transfer.
Non-Frecord
2. Chronological Files. 4Copies of all outgoing correspondence gathered in
the performance of day to day functions.

DISPOSITION: Break files annually. Hold in office during current
adninistration. Files may be taken with incumbent when there is a
change of administration. If not taken, destroy when 2 years old.
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