
REQUEST A.... UTHORITY
 

TO DISPO~ RECORDS
 
(See Instructions on Reverse} 

TO: GENERAL SERVICES ADMINISTRATION, 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, D.C. 20408 

1. FROM (AGENCY OR ESTABLISHMENT) 
In accordance with the prcvmcn s of 44 U.S.C 33030 the drs-Executive Office of the President posal request, inCludlng amendments, rs approved except for 
Items thot may be stamped "dupcsc! not approved" or "With-2. MAJOR SUBDIVISION drawn" .n column 10. 

Office of 
3. MINOR SUBDIVISION 

Office of the Director - Records 
4. NAME OF PERSON WITH WHOM TO CONFER TEL. EXT. Code 

Nell ICharles Howton ext. 391 
6. CERTIFICATE OF AGENCY REPRESENTATIVE: 

I hl!eby certify that I om authorized to act for this ogency motters pertommq to the disposal of the agency's records, thot the records proposed for disposal In this Request of In 

~ __ page(s) are not now needed for the bustneas of thIS agency or will not be needed after the retention periods specified. 

Record Officer 
(Title) 

9.7. 8. DESCRIPTION OF ITEM SAMPLE OR 10.ITEM NO. (WIth Inclusive Dates or Retention Periods) JOB NO. ACTION TAKEN 

See attacDed Record Schedule:
 
Record Schedule for the Human and Community Affairs
 

Management DiviSion, Office of Management and Budget
 

STANDARD FORM 115 
Revised November 1970 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 
115-105 
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RUloWf AND Cm:HtnHTY AFFAIHS HANAGEHEilTnrvrsloN 

The Human and Comr.unity Affairs Manabem~nt Division is responsible for 

conducting high priority management stu~ies and for working on a 

continfJing b~sis, with several agencies to develop and monitor goals 

and objectives that emphasize end results. 
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lnJHAN AIm CO!·~·:UNITY AFFAIRS r·1ANAGU1EHT DIVISION,"' A

LocntionDescription	 of Record Authorized disposition 

I 
I

11)!.nr:ISTn.fI.TIVE RECO~DS : HD/HCA ~mpora.ry -
}~e1;1.re Sectionto jccord 

Correspondence relatine to the internal ~ ~{~~~yetrs old. 
organization ond canage~ent of the Hu~n and ~eepe e@Ati:9R pj J J F@\ir;ci .. 
CO:r.r.lunity ganB8er.;ent "pt; J PO lSti.JCIAffairs Division.	 d_e~~ 

.' ] rep Q9~tRiB~I~~i\e 6F jChronological file. ~Qf9P9R~Q ~~~ese8. 
Organization - Start new file every

, Work PIons 2 years • 

and Training . J~(-~----+-.Ii.Ir"~emporary -
~ Dispose when 2 YCQrs old 

or when no lonGer 
needed for ndninistra-
tlve purposes.l .......'c.It~ve.,. 

Start new file evt~y~··~~ 
2 years. . 

Record Transfers Form 56) J~:-·-i------,K:I(---;~etahr -,NA7I-~(OMB
~ I Pel 6lbliel!;" reference eopy.

: t1Jffl,"" 

rtID/HCA	 I
I 
I 
I

Reference copies of budgetary records.	 
I
I Te~rnrv. - I "..". ~... ,..'"

tli". - do not send to 
Record Sect.:pn.~ ~ y

Dispose wi1e~~c!101i~tr IJ 

needed for current 
bus Incas ...hlc.he ....er' 

~... 7 I~ 7.- "e.r..start nev file each fisen 
year. 

http:mpora.ry


.-......... ·iW_?¥llJ~"""'-"' __ ~_"-' __ • ·_ .-
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HUMAN AND COMMUNITY AFFAIRS MANAGEMENT DIVISION)1
j i:---------------------------------------------------r--~I~Jo-c-n~t~i~o-n--.--------------------------
.:: J Description of Hccord Authorized ti()~dis;--::>si
: ~·~-PR-OG--RAM----RE-OO--RDS--------------------------------i:------------+-----------------------

•• .' l Records relating to the MD/HCA's responsibility : MD/HCA 
" \ to improve the manageme~t of its assigned agencies~· 
~I This responsibility includes "HaI1B£ernentby Ob- : 
.. jecti ves It and Hanagement Studies of major policy :
.!
-; 

issues and problem areas. : 

; ~J!:lanagement by ObJecti~es i4ft J.U(ff~~~ermanent -
-1 • .!J Close files at end of .	 t" I .ACTION every 2 years. 
'.: General (overall) Retire to Record Section 
r.. : Department of Health, Education, and \.relfare of ,c:vonths after closing 
:~ I Department of Housing and Urban Development ~811"fQiF to NARS when 

Department of Labor -B- years old. 
Veterans Administration Start new file every

2 years • . 
)Management Stud~	 ~\'ermanent -

~~ Close file when study is 
Civil Rights Data : completed.
Department of Labor Work Incentive Program : Retire completed studie~ 
Guaranteed St.udent Loan Program : to Record Section 
Health Hanpower '6 f-~"t9'..y2 years ~ 
Higher Education ~Rit&~ to NARS when 
Housing Issues ....ll... years old. 

.National Health Insurance Start new file for each
 
.. Pension Benefit Guaranty Corporation new study.

.' Tax and Domestic Welfare Reform System

'.' TRIO (Talent Search, Upward Bound, and Special


Services .to Disadvantaged Students) Programs
 

General Accounting Office Reports	 ~Temporary -
~y Close files at end of 

every 2 years. 

I' Retire to Record Section 
I 6 months after closing.
•I	 Dispose reports when 5t 
I years old. 

Start new file every
2 years. 

: 
• e 

, 

"
 



: LocationDescription I of Record Authorized disposition
I 

q WHITE HOUSE REFERRPJB Temporary -
Retire to Record Section 

These records consist of routine inquiries, for disposal when 2 
replies thereto, other cor~espondence in years old. 
which no unusual administrative decisions, Start new file every
policies, or efforts are involved, and 2 year s , 
administrative background ffiaterialsfor 
formal informational releases. 

,. CONGRESSIONAL REFERRALS 

These records consist of routine inquiries,

replies thereto, other correspondence in
 
which no unusual administrative decisions,

policies, or efforts are involved, and
 
administrative background materials for
 
formal informational releases.
 

~ RJBLIC INQUIRY 

These records consist of routine inquiries,

replies thereto, other correspondence in
 
wh Lch no unusua L ad.ministrative decisions,

policies, or efforts are involved, and
 
administrative backgro~~Q materials for
 
formal informational releases.
 



Description : Location Authorized disposition: of Record 
I 

: j¥I PjI/ CIff LEGISLATIVE RECORDS ~ Legislative ~~"lOliilM@!"l"br -

Reference See LRD Schedule.I 
I
I 
I
I

Legislative clearance items including printed 
materials and related correspondence. 

Division 

ki All other Temporary -
Dispose
Copies at the end ofI 

I
I 
I
I 
I
I
I
I 

each Congress.
Start new file at the 

beginning of each Congres 

EXECUTIVE ORDE2 PROCLfJ!lAT~OHRECORDS .'\lID ill 
Records on Executive Orders and Proclamations 

I
I
I
I 

Legislative P@1."!!t8!kIl b ... 
Reference See LRD Schedule. 
Division ! 

include maber LaLs Oil cLearance , preparation, : 
publication.presentation, and ~:
 All other Temporary -


Copies I
I
'Dispose when 2 years 
, or when no longer needed 

administrative 

oldI,
I 
I
I 
I
I 
I
I
I 

for 
purposes - vh Lch ever 

J comes earliest. 
!Start new file every

2 years. I

Temporary

IReview each 

'(.. 
NONOFFICIAL PAPERS 

year. and dispos~
rr~terials no i
Papers of a private or nonofficial character 

which 
of all longeJ
needed for the transactio]

business.
pertain only 

affairs that are kept in the office of 
clearly designated 

to an individual's personal
an OMB of current 

employee will be 
nonofficial 

by him as 
filedand will at all times be 

separately from the official records of his 
office. In cases wher-e matters requdz-Ing the 
transaction of official business are received 
in private personal correspondence, the 
portions of such correspondence that pertains
to official business "'ill be extracted and 
made a part of the official fites. All extra 
copies of documents preserved only for 
convenience of reference, and stocks of 
publications and processed do~uments. 

mailto:LegislativeP@1."!!t8!kIl

