
REQLEST • AUTHO~ITY
 
TO DISPOSE OF RECORDS
 

(See Ins/rue/ions on Reverse) 

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

1.	 FROM (AGENCY OR ESTABLISHMENT) 
In accordance with the provurcn s of 44 U.S.C 33030 the dis-E~ecuUive	 Office of the President posal request, Including amendments, IS approved except for 
rtems that may be stomped "disposal not approved" or "with-2.	 MAJOR SUBDIVISION drawn" in column 10. 

Office of Management and et 
3.	 MINOR SUBDIVISION 

Office of the Director - Records Section 
4.	 NAME OF PERSON WITH WHOM TO CONFER 5. TEL. EXT. Code 

Nell Doering/Charles Howton 03 ext. 3914 
6.	 CERTIFICATE OF AGENCY REPRESENTATIVE: 

,
I hUWrf,fy that I am authorized to act for this ogency 10 matters pertmmnq to the disposal of the agency's records, that the records proposed for disposal In thiS Request of 10 nge(s) ore not now needed for the business of thiS agency or will not be needed after the retention penods specrfied 

Record Officer 
(Title) 

9.7.	 8. DESCRIPTION OF ITEM 10.SAMPLE ORITEM NO. (With Inclusive Dates or Retention Periods)	 ACTION TAKENJ08 NO. 

See attached Record Schedule: 
Record Schedule for the Office of Federal Procurement 

Policy (OFPP), Office of Management and Budget 

STANDARD FORM 115 
Revised November 1970 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 
115-105 



I· 

Office of Federal Procurement Policy 

The Office of Federal Procurement Policy was created by Public Law 93-400 

for the purpose of establishing an office within the Office of Management 

and Budget to provide overall direction of procurement policies, 

regulations, procedures, and forms for executive agencies. 

The pr imary functions are as follows: 

a. Act on all policy matters concerning procurement and related 

activities of the executive agencies, includL~g the procurement of 

personal property and real property (except for direct procureffient of 

real property in being); property management; supply, storage, and 

distribution; transportation and traffic' management, general services; 

and property maintenance, utilization,' and disposal. 

b. Provide overall direction 'of procurement policy for the 

executive agenCies and recipients of Federal assistance, and prescribe 

related procurement policies, .regulations, procedures, and forms. 

c. Establish a system of coordinated, and to the extent 

feasible, uniform procurement regulation's for the executive agencies. 

d. Establish criteria and procedures for an effective and timely 

method of soliciting the viewpoints of interested parties in the 

develop~ent of procur.effientpolicies, regulations, procedures and forms. 

e. l-kmitor and revise policies, r egu.Latdons , procedures, and 

forms relating to reliance by the Federal Government on the private 

sector to provide needed property and services. 

f. Promote and conduct research in procurement poliCies, 

regulations, procedu.t'esand forms. 
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g. Establish a system for collecting, developing, and disseminating 

procurement data which takes into account the needs of the Congress, the 

executive branch, and the private sector. 

h. Recommend and promote programs of the Civil Service Commission 

and the executive agencies for recruitment, training, career development, 

and performance evalu~tion of procurement personnel. 

i. Consult with affected Federal agenices, including the Small 

Business Administration, on maters regarding procurement policies, 

regulations, procedures, and forms. 

j. Keep the Congress and its duly authorized committees fully 

and currently informed of the major activities of the OFPP, including 

prior notification of matters of major policy. 

k. Advise agencies on, administer OMB policy directives concerning, 

coordinate executive agency action upon, and exercise genera~ oversight 

responsibility (including responsibility for the procurement and related 

activities addressed in Executive Or~er No. 11717, dated May 9, 1973, 

38 .F.R. 12315) over all matters concerning procurement and related 

activities. 

.i 

I

I
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1. Provide for the effective conduct of administrative operations 

within the Office of Federal Procurement Policy. 

m. Delegate any such authority, function or power, other than the 

basic authority to provide overall direction of Federal procurement 

policy and to prescribe policies and regulations to carry out that policy. 

'.
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OFPP 

Loca t i.onDczcril?tion Authorized dizp~sitio~of Rcccr.I 

I AmrrnrSTMTIV'E RECORDS OFPP 

~ Correspondence relating to the internd 
: organization and raanagecerrt of the Office of 

Federal Procurement Policy. 

Administrative - General 
Applicants
Budget (OFPP)
Budget (ONB)
Consultants 
Director (8MB)
Director's Staff Meetings
Economic Policy (OMB)
Job Descriptions
Personnel 

&&'.remporary -
Df.spose when 2 ycnrs 01·3, 

or when no Lcnge.r 
needed for ac~ini~tra-
ti ve purposes./fr,c/'I2L£)'

Start new file ever~OO7te:Y'. 
2 years. 

Pe~sonnel Actions (SF-52)
Personnel" Notes (OMB)
Security Determinations (OFPP) 

l-

" 

<. I 
I 
I 
I 

II " 
I 
I 
I 
I 
I 

~ 

! 
Noncurrent Record Transfers 

BJOOETARY RECORDS 

(OJ.m li'orm56) 

",OFPP 

J~ _A/ __ -~.,tV" i~ta:i:n '/--', 
: ~l'rtte:f1e(rt r ef'er ence copy 

:IOI6:~~/~he." ob6p/5if1 OY 
T r Supel"sec{ecr,

I emporury - I ' 
I ~..,..t' ,-0"''' .I - (10 not send to" 

Reference copies of budgetary records. I Record Sect ionr"~ or 

I Die- • OJ)St' eLf:!. 0, 
I uposc wne~no enger 
I needed for current
I bus Lnes s ..l-Vh~~"e.ve r: 
• ~./ If, SlJ"""e r,I Stnrt new file each fiscl 
I 
I 

year. 

I"I
J

"
I 
I 
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OFPP~ffice of Federal Procurement Policy 

, LocationDc~criptiun	 I of Record huthorizcd disp:)sitic:1

! 'iiApt;y-
PRorKAH RECORDS	 :OFPP . : Permanent-


I I

I
3,	 , , 

I 

Close files every 2 
1	 The p rcgr ams of the Office of Federal Pr ocur emen t Policy I years. Retire to 

are reflected in the follo~in~ records (which Record Section 1 ~eaI 
Lnc l udc s p r og r ara-xe l a t cd mcmor and a , studies, after closing. ~~~ 
let t e r s , etc.; rron.o r and a to the Director and to NARS when CP 
o t ue r s on Lnd t v Ldua l programs or t s suc s ; years old. Start new 

. study reports) file every 2 years.
1 

~GErmRAL
 
AOJ,linistrator's Confirmation-follow up


, American Revolution Bicentennial
 
Administration (ARBA)


Annual Report to Congress (OFPP)

i Buy American
 
1 Environment
 
I Executive'Orders - Proposed

f GAO Reports (Control)

f GSA Federal Management Circulars

!. - Clearance
 
t GSA/OMB Relationships

L Legislation - Proposed


Meetir.gs With Agencies ,Presidential Initiatives I
 
Research - Procurement I

I
 
.
k.CONTRACT ADIlINISTRATION AND	 

,I
IHPLEHI:NTATIONl.,1. OF SOCIO-ECmml'1IC PROGR1\MS	 ,,~ ASPR Committee Fiinutes (DOD) I
 

~ Contract Administration I· 
I
 
I
 

!	 Contract Audit I 
I . .;~ Contract Pricing

., Contractor Managemen~ Data 
I Cost Allowabili ty

..	 Cost Reduction 
Environmental Controls 
Humah Resources - Civil Rights 

, Hanpower SurplusCOIi1ITlittee,
l.i	 (GSA Regulations)

Negotiation Techniques
Small Business 
Socio-economic Progr~s 

http:Meetir.gs


-
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", 

,.e, 

OFPP - Office of Federal Procurement Policy
 
Location
~scription	 of Hecord P~thorized disposition 

•CONTRACT	 L1-,\W
Consol~dat~on of Procurement Acts 
Copyright Policy (See also Patent)
Legal and Administrative Remedies 

Bid Protest Procedures
 
COGP Recommendations - GI-GI2
 

Liability: Government Property and
 
Catastrophic Accidents
 

Patents and Proprietary Data
 
Patent Policy, Committee on Government
 
Patent Policy, Government
 
Technical Data, Rights in
 

Procurement Statutes - U. S. Co'de 
Renegotiation Act 
Rulemaking, Participation in 
Travel and Transportation, Employee 

J
I
I
I 

Claim~ 

LOGISTICS,. COHI1UNICATIONS AND GOVEHNr-mNT 
CONPETITION \'iITHBUSINESS 

COfi~un~cations ADP and Ut~lities 
ADPE, Acquisition
Utilities, Purchase 

GAO Reports
Hotor Vehicles 

Parking, Employee
National Supply System

Commercial Products, Acquisition
Drugs and Nonperishable subsistence 
Food, I

I
I
I 

Stu~y ,

Cornrnitt~e, 

Acquisition
Industrial Funding
Quality Control and Reliability

Interagency
Specifications

Property, Excess and Surplus
Machine Tools, Sale of Heavy
Surplus Property, National Assn. of 

State Agencies
Property, Real 

Construction Standards - A-18 
Rental Housing - A-45 _ 
Federal Property/Property Review Board 

Reliance on Private Sector - A-76 

I 
I
I
I
I
IAudia-Visual Study

Departments and Agericies (Circular 
Travel and Transportation 

A-76~
 

Air Carriers, US Flag
Air Shuttle Service, Chartered 
Airline Fares, Reduced 
Employee Transfer Allowance 
Quantity Purchases of' Passenger 

Transportation
Temporar~ Duty Travel (Per Diem, Mileag~) 
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__ -__ O_f_f_i_C_e__ O_f __F_e_d_e_ra__l_p_r_O_c_u_r_e_m_e_n_t__ p_O_l_i_C_y -. -",- __ 

D_e_3_c_r_i_p_t_i_o_n ~--o-f-L-R-~-g_~_~_J_n Authorized__,~ disFosition 

k. PROCUREHENT
 CAREER DEVELOPHENT AND

TRAINING
 

Federal Procurement Institute
 
Organization Placenent of Procurement
 
Personnel Management, Procurement Work
 

Force
 
Procurement Support, Adequacy

Training, Procurement
 

PROCUREHENT REGULATIONS, GRANTS AND
 
ASSISTANCE PROGRAHS, CONSTRUCTION AND
 
A&E CONTRACTING
 

A&E Services, Acquisition
Contracting Officer, Role 
Contracts, Types of 
Construction, Contracting
GAO Reports
Grants and Assistance Programs
Procurement, Commission on Government (COPP),
Procurement Data System
Procurement - Grant Relationships
Procurement Policy Committee, Interagency:
Procurement Statistics -'GSA 
Profit 
Purchasing and Contracting General 
Regulations, System
solicitation Methods 
Truth in Negotiations 

• SYSTEMS ACQUISITION AND RESEARCH AND 
DEVELOPHENT
 

MaJor Systems, Acquisition

Research and Development, Acquisition
., 

I 

t
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I
I
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Description 
.: 
I 

Location 
of Record Authorized disposition 

'f: w1flTE HOUSE REFERRALS 

These records consist of routine inquiries,
replies thereto, other correspondence in 
which no unusual adffiinistrativedecisions, 
policies, or efforts are- involved, and 
administrative background materials for 
formal informational releases. 

Temporary -
Retire to Record Section 

for disposal when 2 
years old. 

Start nev file every
2 yC2.rs. 

,CONGRESSIONAL REFERRAlS .. 
These records consist of routin-e inquiries, 
replies thereto, other correspondence in 
which no unusual administrative decisions,
policies, or efforts are involved, and 
administrative background materials for 
formal informational releases. 

~ 
• 

R]BLIC INQUIRY 

These records consist of routine inquiries,
replies thereto, other correspondence in 
vh f ch no ur...usual ac.rr.inistrativedecisions,
policies, or efforts are involved, and 
administrative background. materials for 
formal informational releases. 



LocationDescription Authorized dispositionof Record 

1LEGISLATIVE
 
I
I

(llRECORDS ,1 
Legislative

Reference
 

,4: All other Temporary -
Copies Dispose at the end of 

each Congress.
Start new file at the 

beginning of each Congre~ 

,.EXECUTIVE ORDER f.JIDPROCL!JllAT~OHRECORDS q Legislative .Pe!1!ft8D@nb • 

I
I 
I
I
I 
I

Reference See LRD Schedule.
 
Records on Executive Orders and Proclamations Division
 

See ulD Schedule. 
Legislative cle~ance items including printed 
materials and related correspondence. 

Division 

include matierLe Ls on clearance) preparation,
 
presentation, and puolication. ~I All other
 

Copies 

i 
Temporary -

iDispose when 2 years 
or when no longer needed 
for administrative 
purposes - vh i ch ever 
comes earliest. 

old 

r

!
j
!Start nevr file every

2 years. 

r.NONOFFICIAL PAPERS 1T mporary -
IReview each year. and dispos 

all wbterials noPapers of a private or nonofficial character 
which pertain only 

longe
to an individual's personal : needed for the transactio 

an OMB 

ofr

affairs that are kept in the office of of current business. 
employee will be 
nonofficial 

clearly designated by him 
and will at all times be filed 

as 

separately from the official records of his 
office. In cases where matters requiring the 
transaction of official business are received 
in private personal correspondence, the 
portions of such correspondence that pertains
to official business will be extracted and 
made a part of the official fiies. All extra 
copies of documents preserved only for 
convenience of reference, and stocks of 
publications and processed do~uments. 



c. . e 
PROCUREHENT POLICY DIVISION 

LocD-tionDescription	 of Hccord Authorized di3?O~itic: 

:OAD~.rrNISTRATIVE RECORDS .	 : L..;:vr~ Temporary -
•	 Do not retire.c	 •Correspondence and other merrDr~nda ~ellting to the :Procurement Dispose when 2 ::e,1Ts 01, 

Lnt.er neL org!nizttion and functions of the Pro- : Policy or when adninistrstiv 

cur emerrt Policy: ·Divislon (inch:des personnel, :. Division ~ l1e:d.,O".sr~n~er1IR~ 
travel, Iwd other r:ousekeeping mzt t.er-s I ~taru ..~ J. ,1_ EJ._!1 jf'<>}., •: i .	 I 

?	 "pr:O'o '~'.!"PEC()':)-:-\~J ppnr,~lp.:1t -. ~ _.' ",'f'.. •. \ .. ~.	 
••I 
I	 Close files ever~ 2 y0£ . ,

'CO Scr.t•	 ?eco:c(lsreflecti~~ the ?roc·.lre:nen"':.Policy Di v isi or: Is Re t i r e P.eco r d i 0 

r espo ns Lb lLi,ties for est abLi sh i ng R:1ci r.ii-ntainircg: ~fh~:leRr lifter c Los i nt~. 
an executive branch system for the development snd: ~nA8fep to IUJ,S when 

m2nagement of Federal Procurement Policy. I B- years old. 
St.rt	 new file every

2 years.Construction 

Personal Property 

Reltl Property 

Resetrch and Development 

Services 

\
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