
REQUEST L UTHORITY
 

TO DISPO~ RECORDS
 
(See Instructions on Reuerse } 

TO: GENERAL SERVICES ADMINISTRATION, 6 -7 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, D.C. 20408 

I. FROM (AGENCY OR ESTABLISHMENT) 
In accordance with the prcvurce s of 44 U.S.C. 33030 the dis-Executive Office of the President posal request, including amendments, IS approved except for 
Items that moy be stomped "dopcsc! not approved" or "With-

2. MAJOR SUBDIVISION drawn" In column 1 O. 

Office of Management and t 
3. MINOR SUBDIVISION 

Office of the Director - Records Section 

Date6. CERTIFICATE OF AGENCY REPRESENTATIVE: 

I hereby certify that I om authorized to act for thIS ogency In matterS pertaining to the disposal of the agency's records; that the records proposed for duposol in thiS Request of 
_ ~ pagels) ore not now needed for the bus.ness of thrs agency or Will not be needed ofter the retention penods 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 attached Record Schedule:
 
Record Schedule for the National Security and
 

International Affairs Management Division, Office
 
of Management and Budget
 

STANDARD 
Revised Novernber 1970 
Prescribed by General Services 

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



~ 'r: 

NATIONAL SEClJRITY AND f'.!.!l..NAGEMENTIIiTERNATION/,L AFFIlJRS DIVISION 

The National Security and International Affairs MBnagement Division is 

responsible for assistin8 the Departffient of Defense, the Department of 

State, the intelligence commun i t.y and other Federal agencies with on 

international or national security focus to improve the management 

of their operations end the efficiency of their Federal spending. This 

responsibility is carried out by assistinG these organizations in the 

installation of new management systems such as "Management by Objectives" 

and management studies of major policy issues and problem.~ areas. 

,
-' 

-;, 
"', 
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V. • 
NATIONAL SECURITY Al."ID INTERNATIONAL AFFAIRS MANAGEl·lENT DIVISION 

Description of~gg~i~n Authorized disro5itic~~------------------------------------r----------f--------------------
I 
I

I.DHIi;JSTrU·.TIVt: Rr.:CO~DS HD/NSIA at,T~mpor ary , 
: t1Ej.A)Gdl£,Rccord $"ction

orrespondence relating to the internal ."'..( 'VTi'en2 ye ar s old. 
organization and canageruent of the National -Ree61 e 6et.~i8!'1 pj 'U Fe we.-_ 

Securi ty and International Affairs. Nanagement. "'AU) no ) opr-cr !".~ 
Division. for ogm1n1~trDtjyc pp-
Chronological file . '!'€fep9QQQ pllrpose. 
Organization Start new file every]
Work Plans 2 years • 

ersonnel and Training . J4:(-~-----~fTemporary -
+ Trave~ ~ Dispose "..hen 2 YC:ll'S old 

: or when no 10n~0r 
: needed for adninlstra-
I tive purposes ~h'c."~Vt'~ 
t ~ I'> ..5l1ctJt c ~ • Start nov file evp.ry- ... 
: 2 years.•
 • 

loncurrent Record Transfers Form 56) J(OMS ~;-'-T------i:
C:

-JlQt8i:ft ~ 
PQr8iBfl~~ 

..~ 
reference' ('OJ'Y' 

ruIX}ETARY RECORDS .MD/NSIA 
:.~ L J~: (JUP«Se.. ".,be... dO.!,;,./C.~e. 
: d..... .5 tI~1! 11'~ @"I.c/. 

Reference copies of budgetary records. ITeE~a::.t 
~..,,-te-lO~i:l.A-R- - -a.onot send to 

Rccord Sect i-<;>Tle t-e.. 0 Y' 
Dispose w'nc(~{ffotll()!lger 

needed for curz-crrt . 
busine5~ ~11C:l7t2~~:r. 

. Start new file each fisco 
year. 

.
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J .j. Al'l	 ~1'\	 e· ~ J 
. ,s i NATIONAL SECURITY AND INTERNATIONAL AFFAIRS MANAGEMENT DIVISION ,~ ~~-------------------------------------------al--~~~~--'----------------------, Locct IonDescripticn	 

I of Record I Authorized disp~sitic..:
I	 Ii;l fIIIp/y:PROGRAM RECORDS 
I . 

'~l Records relating to the 1.m/NSIA's responsibility : MD/NSIA 
"i , to improve the management of its assigned agencies~ 
. J This respons ibili ty includes "Management; by Ob-: ; jectives" and Z,lanagement Studies of major policy 
i issues and problem areas."i 

: ~.an8£ement by Ob,jectives 
I 

, 
¥	 I

I Department Of Commerce 
!-; , Department of Defense . ,, General (overall)

General Services Administration 
Intelligence Community
National Security and International 
National Security Council 
Depar tmerrt of State 
Department of Transportation
Department of the Treasury 

}~nagement Studies 

All-Volunteer Force 
Contracting-Out

.Defense Budget Economic Impact
Defense Officer Personnel 1>~anagement System 

'Export Promot.Ion 
General 
Intelligence Fiscal Guid~ce 
Hili tary Health Care 
Military Housing
Overhead/Modernization
Program Objective 1>1emorandum Manpower 
Total Force 

Other 

General Accounting Office Reports 

I 

Affairs 

Data 

q Permanent -
: Close files at end of 
I every 2 years.I : Retire to Record 
~ ~~ months after 
~'~8fi8fQP to NABS 
: ~ years old. 
S Start new file every

2 years. 

I	 . 

h- Permanent -

I 
I 
I 
I 
I 
I 

Section 
cLos ins 
when 

I Close file when study is 
completed.

Retire completed studies 
I to Record Section 
10 Up ~ery 2 years.

"!I'P~f~ to NARS when.s. years old. 
Start new file for each 

new study. 

C Temporary -
Close files at end of 

every 2 years.
Retire to Record Sc~t1on 

6 months after· closing. 
Dispose reports when 5 

years old. ;
Start new file every

2 years. 

,
 



Description 
Location 
of Record Authorized disposition 

rt. 
w1fITE HOUSE 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. 

Temporary -
Retire to Record Section 

for disposal when 2 
years old. 

Start new file every
2 YC2TS. 

f"CONGRESSIONAL REFERRAlS 

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

~ 
>·PUBLIC INQUIRY 

These records consist of routine inquiries,
replies thereto, other correspondence in 
vh i ch no unusual administrative decisions,
policies, or efforts arc involved, and 
administrative backgroullu t1aterials for 
formal informational releases. 



Description 

7. LEGISLATIVE RECORDS q 
Legislative clearance items including printed 
materials and related correspondence. 

9.EXECUTIVE ORDER tJlIDPROCUJflAT:j;OHRECORDS Cf. 
Records on Executive Orders and Proclamations 
include mat.eri.aLs on clearance, preparation,
presentation, and publication. ~ 

~()NOFFIClAL PAPERS 

Papers of a private or nonofficial character 
which pertain only to an individual's personal
affairs that are kept in the office of an OMB 
employee will be clearly designated by him as 
nonofficial and will at all times be filed 
separately from the official records of his 
office. In cases where matters re~uiring the 
transaction of official business are received 
in private personal correspondence, the 
portions of such correspondence that pertains
t.o official business ,.Jillbe extracted and 
made a part of the official files. All extra 
copies of documents preserved only for 
convenience of reference, and stocks of 
publications and processed documents. 

Locationof Record 

Ao//VS/IJ
Legislative

Reference
 
Division
 

All other
 
Copies
 

Legislative

Reference
 
Division
 

All other
 
Copies
 

Authorized disposition 

,p~i!'fft8'H,;r;id. 
See LRD Schedule. 

Temporary -
Dispose at the end of 

each' Congress.
Start new file at the 

beginning of each Congre~ 

~en18B~Mr@ 

See LRD Schedule. 

Temporary -
Dispose when 2 years old 

or when no longer needed 
for administrative 
purposes - wh i.chever 
COr.lesearliest. 

Start nev file every

2 years.
 

Temporary -
Review each year and dispos 

of all materials no longe
needed for the transactio. 
of current business. 


