
,R~~U~S~ ·~.AUTHORITY
 

TO DISPOSE OF RECORDS
 
(See Instructions on Re rerse ) 

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

FROM (AGENCY OR ESTABLISHMENT) 
In accordance with the prcvurons of 44 U S.C 33030 the drs-Executive Office of the President posal request, IOC lud.ng amendments, IS approved except for 
Items that may be stamped "disposal not approved" or "With-2. drawn" m col umn 10. 

3. 

4. NAME OF PERSON TO CONFER 

Nell s Howton 1~-31-7 
6. CERTIFICATE OF AGENCY REPRESENTATIVE: Date 

I h.!t" certify that I am outhorrz ed to oct for this ogency In matten pertaining to the disposal of the agency's records, that the records proposed for duposcl In Hus Request of 
~ __ page(s) ore not now needed for the business of thiS agency or will not be needed after the retention penods specified

"7 

Record Officer 
(Title) 

9,7, 8. DESCRIPTION OF ITEM 
SAMPLE OR 10

ITEM NO. (With Inclusive Dates or Retention Perrods ) JOB NO ACTION TAKEN 

See attached Record Schedule: 
Record Schedule for the Science, Space, and Energy

Technology Division, Office of Management and Budget 

5(~ j7
STANDARD FORM 115 
Revi sed November 1970 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11,4 
lIS-lOS 
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Science, Space, and Ener~Y Technology Division 

The Science, Space, and Energy Technology. Division is 

responsible for review and alanysi5 of energy research and 

development and related programs, space research and technology, 

and general science. The Division is also responsible for making 

recommendations'on the programs of the National Aeronautics and 

Space Administration, the National Science Foundation, Energy 

Research and Development Administration, The National Science 

Foundation, Nuclear Regulatory Commission, and Smithsonian 

Institution. 
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COr:-2S!--'0::C:er.cerelati:1;;: to the intcrmil IISSEI'
~ org3nization ar.d car.~Secent of the SSET Division 
-, Division Office. Office 

Action Lists i:r'cr::porary-~ Briefings; Presidential, Director, Assoc. ! Re~ire to ~ecord Sectic~ 
Director, etc. fe., J(j~hen 2 ye ar a oLd . 

Chronological File <Hecold S@Rtieu ,.ill Y@t __F 
Organization MI'l~il RQ lGi'5i!3'ii1T "E@~~
Presidential Initiatives t:ex ad~Jiiii3 t_ at;i15@ ~ 
Presidential Transition 1efel e.,cc l'a± !)e3e~.. 
Work Plans Start r.cw file every

2 YC2:!:s. 

,(personr.el and Training :Terr.pora.ry
l..!rllveJ,. DiGPose ~hcn 2 years ol~ 

or vhen no lon~er 
needed for ndrrin i s cr a-
tive 1)'.l:r[)OS~·s.,.,It, .." .. v.r' 

1~, " , •• ", • v:Start ncw l~le every
2 years. 

,l:oncu.rre:lt Record Trans:'ers (O:.rD Form 5G) 

neference copies of budgetary records. SSET
 
Division
 

Office
 

• 

nefcr0~CC co pf.c s of proer:Jr,~-rcl~ted. r;:·c::;oror.dn. : SSET - 'l'Cli1lJO!'ru'y -
:.;tU(U·t::.;, Lc t.t.cr s , ct.c , , to the D.L=-ccto!' ;!r.~l . I Division ,.UsaJ·uiIl ... do not !~~":~(lto 

O'.:.i:Cl·:; O~1h1di.villu;11Fcof:rml!:" or iC!">u:;::.;; Office Record :)"C'lii/lr;'a tc:. tI'r' 
:.tudy r cpor ts •. 1J:t~;}lo:;(! \'J~I':1)?n~ .Irl,\:'t:r 

needr;;: i'or Ct'~T!:;!t 
, -Ir lCo" .. vc.~ 

:~ lmc.:ll1t'!:~;) I ~ ~tI.".'I(
r:t:lrt );'-",1j·i1.c I.·VI·:·:.' 

http:r;:�c::;oror.dn
http:Terr.pora.ry


LocationDescription ~uthorized dispositionof Record 

'1. LEGISLATIVE RECORDS te: 
I 

Legisl2.tive
I
 
I Reference See LRD Schedule.
I,Legislative clearance ite~s including printed Division
I materials and related correspondence. Ik,: All other Temporary -

Copies Dispose at the end of 
each Congress.

Start new file at the 
beginning of each Congrl 

~XECUTlVE ORDER PIWCL!J.'iAT~OH 4. Legislative!-lID RECORDS
 
Reference See LRD Schedule.
 

Records on Executive Orders and Proc lar:lo.t Division I
ions
 
include rzteri~ls on clearance, preparation,

presentation, and publication. All other Temporary -.J.. Copies Dispose v.hen 2 years old 

: or .... longer'hen no needec 
/ for administrative 
1 purposes - vh i ch ever 

comes earliest. 
/ Start new file every

2 years.
6,' I 

NONOFFICIAL PP.PERS TJmporary -
(Review each year and dis pc:
IPapers of a private or nonofficial character of all rr~terials no lon~ 

which pertain only to an individual's personal needed for the transacti 
affairs that are kept in the office of an OMB of current business. 
employee ~ill 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 requiring the 
transaction of official business are received 
in private personal correspondence, the 
portions of such correspondence that pertains
to official business viII 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. 
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Locatj0nD~~cription	 of Lcccr I Authorized di~p~~itio~ 

AD!,'::mISTPJ"TIVE :<ECORDS.~~~------------------
Correspondence relating to the internal
 
organization and nanagecerrt of the ;:uclenr
 
?ro;;rcr;;s Branch,
 

Chron file 
Personnel 
Receipts (classified)
Travel 
Work program 

Record Transfers (OJ.1BForm 56) 

,
~Nuclear 

Pr ogr ams 
. Brunch 

Tempore..r:r-
Dispose when 2 yeRrG old 

or when ~o lO~Ger 
needed for o.cr:ini~tr8-
ti ve TJU~DOSes ·hu.4 • .,c.

• ""1 } I 5 SHit	 ••St ar t new 11 e every
2 years • 

., 
. I

I
,
I 
I, 
I, 
I 
I 
I 

,,	 ~I' li.cuc Irt reference copy, off/&-&-,.


",, f),j~dj e ~~ ......
11 ~ "'-,
].	 tJb7()/e t: e. .".- S ~",et"-

S e<lf!t/. 

, 
I,. 
1 ,,1
,1,, 
,1·,
1 

•11 
1 
1 
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Loc2ticnof ;';(:ccru
8. 

rurx;ETARY RECO::lDS 

Budeetery records ma~ntain~d by the 
€OIillJlWilLy Eft 811Chftllc../-e-aY ty()%-y2.m!:J 6,. JJ4{.,? 

reflect the budget process according
to the fiscal year involved.~. 
Budget For~lation and Pre~aration 

ss er: 1 Permanent -
~Ceiling Letter anch Copy Close files at end of 

·e2ch fiscal year
Agency Estimate ~Jb~issi~ns and involved. 

Justifications "Of'f'Lc i aL Set" (as Retire closed files to 
required by <A.m Circular A-II) Record Section every 

L 

second fiscal year.
Appeals Offer to NI,RS'when 8 

yec.rsold.
Allawance Letter Start new files for eac 

fiscal year involvej, 
Special Exercises (i.e. Cutbacks, . 

ContinGency OJtl8Y Plan to Further ~) All other Temporary -
Stimulate the Econo~) copies Do not retire to Recore 

Section. 
Dispose ~hen obsolete c ,, no longer needed fer 

I current business,, 
I ~nichever is sooner. 
I 
I 
I 
I 
I 

(lsprir,g Planning Review	 ~~Jdget Review1 See R~D Schedule. 
'	 ID" I Lvd s Lon . I 

Director I B Rev i ev / I
I	 

I
I
 

I
 

o I1- Presidential Review I

I 

~ ••I 

~J1Ail ~ther Teillporary-
, copae s Do not retire to necord 

Section. 
Dispose ~hen obsolete ill 

no longer needed for 
current business,
'Whicteyer is sooner. 



--

------------~~~"tJ------------·~----~·~~'--~~~--~-------
•Des~ri~ n 10coti~of Rec~ Authorlzed dispositior. 

BUDGETt~Y PSCOKDS (continu~d) 

~!-n' c:-C!:1t2.:!. and k::cnc.'2::! Euci.::~t Rcoue s t s 
-: n:' :::::;~ iroa:L·~s 

r:- Aeency subruissicn end justi~icction II ~B'.l~g:t_Review 
Dav i s i on~ I

See BRD Scheq~le.
]
 1 

Clairr~ and judge~ents 

~7: All other Temporary -
copies Do not 

I
I
1

:
 retire to Record 
1
1 
1
1 

.1•
Section. 

Dispose wnen obsolete a 
no longer needed for 

1
I
I
I
I
I 
1 

~"c..led" /frJ/. 
PerlL2.nent-J1Brancn 

current tasiness,
whichever is soone,. 

~
 
"" Buor,et Execution 

SF 132 - Apportio~~ents ~nd 

ReapportiG~~ent 

-
 Copy Close files at end of Scbedules each fiscal year
involved. 

Retire closed files to 
Record Section every 

I
I
I
I 
I second. fiscal year.

Offer to NP.RSwhen 8 

r, } ft-Vc../fIfi ~- #d/133 - Report on Budges Execution !rBrsnCh CopY 

220, 22l. 222 - Statel:1en~s 
Fin~ncial Condition 

years old. 
Start new :::'orfiles eacr 

fiscal yenr involveC. 

1 Temporary _ 
Close files at end of 

each fiscal year
- involved.." I

I
I
1
I 
1,
I
I 

1
I
I
I,
1 

Retire closed files to 
Record Section every
second fiscal year.

will 
- ]~atcrial for" special me ssage on 

deferrals and rescissions Record Section 
dispose when 4 years
old. 

\ 
I
I 

•,

: Start ne~ files for eac~ 
; 

'See 

fiscal involved.year
1 

~, (2}1Bu~g~t .Revie-w 
Ddv.i s Lon 

BRD Schedule.I,\:::
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- , ssm - Huclear Programs Branch 

LocationDescription of Hccord Authorized dispo~iticn 

I 
IrNuclear Progra~s

Branch
 
Toe Nuclear Programs Branch is responsible
 
for ma mt.e lmr.g budget.ary records for the
 
followinG agencies:
 

, I .: Atomic Energy Commission (out FY 1976) 

Energy Research and De'veloprr.ent

Administration (new FY 19(0)
 

Nuclear Regulatory Commission 

-, 

.-"•



[:';;',4\1.(r".;~ , .W?\::iJIe 
.;. 5S ~f - !Y1A.c.le",r- f'rojr'C>.I.\ts 13¥'r::Wtc-~ 

LocQtionDCJcripticn of Hecord Authorized diz}!osition 

I
 
I
q PRCCTIiJ·j R:SCO!\DS
 r 

Permanent; - ~8H9Qpt 1'A8P@ The progG:::5 of t:le N(,I..c/eQ..r PrOgV'OMAS B'ro.Mc.~ 
Gt~e~Ji88 iR~i88~e~)are r-ei'Lect.edin the follc,:inc. r-ecor-ds (vh Icn Close files every 2 yearsincl~u.(12s pr-cgrum-r e Lct.cd r.-.c1'::cr~...r.da , s t.ud i c s , 

letters, etc.; to Director and Retire (£"/06.&/ Y~'*r:.e:::o!'£lndathe 
t<'6nQ '92j/ts HCCOidJfu(.~others on individual progrrms or issues; I /"2 /(J~t~n. 8fhp iV, v9t 7{:study reports) 
-'l'FSRfJ.m; to HlS{S when 

Ato:nic Energv COlT'.mission/:::n('rp.v 8' old.?}~search cnd years
Developnent Administration Start new files every
Adm., operations, prop. mgmt., and equipment 2 years. 
AEC/DOD relationships

'Atomic.power, general

Automatic data processing

Bechtel/Uraninum Enrichment Associates (VEA)
 

enrichment initiative
 
Biomedical and environmental research (BER)


program

Controlled Thermonuclear Fusion Research
 

(CTFR) program

Econol!lySpeedup

Energy policy

Energy Research and Development Administration
 

(E RDA) - :\e.V\ Co t'~\
 
Energy R&D 5 year plan
 
Enriched uranium production planning (EUPP)
 
Enrichment commitments
 
Environmental impact statements (EIS)

Environmental protection

Expediting nuclear power plants
 
Field trips

Foreign enrichment projects

Fuel Processing Plant Problems
 
SA9 £e~Q5t& (tQ~p85aFY)

High energy physics (I~P)

Hosmer enrichment proposal

International activities
 
International energy program

Isotopes development (including artificial hearq

Joint Committee problems
 I 

Laser applications I
I
 

Liquid Metal Fast Breeder Reactor (LMFBR) -Demo ~ 
I
 

Liquid Metal Fast Breeder Reactor ,(LHFBR) progran1
 
Long-term program projections

Management by Objectives (MBO)

Manpower studies
 
Naval reactor program

Nuclear Energy Commissi.on (NEC)
 
Non-nuclear energy R&D
 
Organization for uranium enrichment
 

http:Commissi.on
http:COlT'.mission/:::n('rp.v8


,~ "~p." o• 
LocationDescription of Record Authorized disposition 

Personnel and organization 
,- Physical research program

Plowshare 
Plutonium production planning 
Pollution abatement reports (EPA) 
Presidential Transition 
Private enrichment policy
Program support
elol~ H 88 t i: I?R!J (& ire tiltH"=/! 3) C+oocfc, =u ,1-
Rad-waste Nanagement

Reactor development program, misc.
 
Reactor safety

Regulatory program

Revenues program

Safeguards

Science po Hcy

Space applications

Supergrad~s AEC personnel

Transition to ERDA
 
Transition to NRC
 
Uranium resources
 
i.Jeapons pr-ogr-am 

Nuclear Regulatory Commission
 
D~tcrmination Orders
 
Environmental effects research
 
Energy center siting study
 
Expediting nuclear power plants
 
CAQ Fepert!!J (telhI'8!'8tFY)
International activities
 
Management by objectives (MBO)

Nuclear -materials fuel cycle facilities
 

regulation

Nuclear reactor regulation

Nuclear Regulatory Commission (NRC) establishm~t,
 

Energy Reorganization Act of 1974
 
Personnel and organization (incl. safeguards)
 
Program direction and administration
 
Regulatory fces and fines and indemnity


insurance
 
Safeguards research and analytical studies
 
Safety research
 
Security agency study

Standards
 



I, 
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LocationDescription of Record Authorized disposition 

,0.
wlHTE HOUSE HEFE...t:V1ALS Temporary -

Retire to Record Section 
These records consist of routine inquiries, for disposal when 2 
replies thereto, other correspondence in years old. (
~hich no unusunl administrative decisions, Start ne~ file every
policies, or efforts are-involved, anQ 2 years.
administrative background ~ateriels for 
formal inforrr.ationalreleases. 

Iff COl'lGRESSIONALREFEnRALS 

Ynese records consist of routine inquiries,

replies thereto, other correspondence in
 
which no unusual ad~inistrative decisions,

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

IJ.FuBLIC INQUlliY 

These records consist of routine inquiries,

replies thereto, other corre3pondence in
 
vh i ch no unusuaL ac.ministrative decisions,

policies, or e1"forts are involved, and
 
edrr.inistrativeoackgroUDu wzterials for
 
form81 informational rele3ses.
 



Description 

IJ· . 
IEGISLt.TIVE RECORDS C7, 

Le~islative clearance ite~s including printed 
ffiaterialsand related correspondence. 

It{.
EXECUTIVE ORDEn Nm PTIOCLlJ:l.4.T:j;OiJRECORDS 

Records on Executive Oruers and Proclamo.tions 
include terLaLs on arancc , preparation,r.a c Le 

presentation, and publication. 
~ 

Iff; 
NONOFFICIAL 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 ~ill 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 requiring the 
transaction of official business are received 
in private personal correspondence, the 
portions of such correspondence that pertains
to official business ~.;illbe exbr act.ed 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 do~uments. 

Locationof Record 

Leg Ls Lat ive 
Reference
 
Division
 

All other 
Copies 

Legisl2.tive
Reference 
Division 

All Other 
Copies 

f.uthorized disposition 

See LRD Schedule. 

Temporary -
Dispose at the end of 

each Congress.
Start new file at the 

beginning of each Congre 

See LRD Schedule. 

Temporary -
,Dispose when 2 years old.'• , or when no longer needed•• for administrative 

I• purposes - "hieh ever•I
I comes earliest. 
I I Start nev file everyI I 2 years. 

TJmpOrary -
\Review each year. and dispo
: of all rr~terials no lonb 

needed for the transacti 
of current business. 



IJ:!i&.. ~) ~. 

SSE! - Sc Ience and ·Energy.ehnOlOgy Branch 

Loc a t jr.. nDc~cription of Hccol'.l Authorized di:;p:J::;itio:1 

I 
I 
r 

Correspondence relating to the internal ~cience and
 
organization and oanaGe~ent of the Science Energy


Technology
and Energy Technology Branch_ Branch 
Tempore.ry

Dispose when 2 ~e~rs ol~Branch Assignments & Manpower Requirements or when no lcn;erChron. file needed for ad~iniftra-Personnel ti ve purpos es ~"'C"t~·ravel - c ., ~ ,s-"t.1IStart new file every
2 years. 

J 
) 
.1 
» 

jJ:,Noncuxrcnt Record Transfers (mill Form 56) Relle.!:R ~,,- yet-.';, 
~8~8I1eli'" reference copy 
a ff. '-.. 

Ajl'D..se tJf 
1 "bfJtJ Ie -t; e. 

se,Je,t/. 

,.,
 
I•I . 
I 
t 
I 

http:Tempore.ry
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LocC"!tiGnof ;·,(:ccru. 

BUOCE'rP.RY RECO~DS 

Bud~etery records maintained by the 
-Gel.i11lctldi;y Rra:AehS,- /e » c e. cr Energy reGh~ 
reflect t~e budget process according
to the fiscal year involved. 

~ Budget For~lntion and Pre~aration 
f) :, .sSE:.1v . l Permanent -
~Ceiling Letter f!I J I anch Copy Close files at end of 

e2ch fisc2.1 year
Agency Estimate Sub~issi~ns and involved.. 

Justifications "Of'f Lc i a L Set" (as Retire closed. files to 
required by OlIDCircular A-ll) Record Section every

second fisccl year.
Appeals Offer to NIBS when 8 

years o Ld , 
Allowance Letter Start new files for eae 

fiscal year involvej. 
Special Exercises (i.e. Cutbacks, . I 

ContinGency OJt12Y Pl~n to Further ~All ~ther Temporary -
~ Stimulate the Economy) . I coples Do not retire to Record 

Section. 
Dispose when obsolete 0 

no longer needed for 
current business,
wnichever is sooner. 

~~pri"g Planning Review --BudgetReview 1 See R~D Schedule. 
D" • ILv Ls Lon , I 

. IDirector's Rev i ev I,,,Presidential Review 
,

I ,I
I 

(t)1Ail ~ther Temporary -
. ,coples Do not retire to necord 

·Section. 
Dispose when obsolete 01 

no longer needed for 
current business,
whichever is sooner. 

http:BUOCE'rP.RY


)-----------------------~~~----~----------------
Deseri lA>cati Authorized oispositior.of Rec 

BUDGSTt~Y P~COKDS (continu~d)
~-
.bu~.nlc::.'2;)-:'2.::!.. a nd !,;;:cnC'2:3. Rc ouest.s :Bud:-~t
-r.rr; ::::;:.irca. t.:? z 

r=- Asency sub~issicn Dnd j~sti:icction (/~»J~g~t.Review See BRD Scheq~le.
~: Dlvlslon 

]Claius and jUQbe~ents 
I 
1 

.I
1 

~): All other Tel!!porary-
: copies Do not retire to Record 
I 
1
I
I 

Section. 
Dispose ~hen obsolete

no longer needed for 
current eusiness,
whichever is soone,. 

0 

- .Buor,et Exe~ution sse r
CopyJ1BTancn Permanent -

Close files at end of 
- SF 132 - Apportionnents ~nd 

Reapportic~~ent Scbedules each fiscal year
involved. 

Retire closed files to 
I
I
I Record Section1 every
I secont].fiscal year.

Offer to NP~S when 8 

J,
133 Report on Budget Execution(SF ~BTanCh5·..5 e r: 

Copy 

r- SF 220, 22l. 222 - Statel:1en"LS 
Fin~ncial Condition -I 

1 
1 

years old. 
Start ne•.;files for eacr 

fiscal year involve~. 

Temporary -
Close files at end of 

each fiscal year
involved.•._._ 

Retire closed files to 
Record Section every
second fiscal year. 

I
I 
1 - l~atcrial f'or special me ssage on 

deferrals and rescissions 
1 
1 Record Section will 
1

1
I
I 
1
1 

-
 dispose ~hen 4 years
old. 

Start new files for e2C3 

fiscal year involved.1 
1 

~)IBudget Review See BRD Schedule. 
~, Division 

http:cnC'2:3.Rc
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1 S<;;£T~ ~c"e~c.e.... ~d £"l-1eY'SY TechiAo /tJ'jy 13.,..~c..l...j----~--~---------------------------~------------7_------------._-------------------------•	 Location'i	 Description of ltccord Authorized dispo::;Hic::l
,----------------------------------------------------+-------------~---------------------------r
j: BUD::;El'!...:lY	 •r

I

iECOitDS	 I-
S"C I'e.\l\.C e, """ cL.	 I

1.	 The ckersy Te(.l.. ...otogy 8'rQ....d,.is responsible 
I.
 

for If,QintaininG bc:c1c;ctc.ry for
r-ecords thei· followinG Dgeccics:l' 
Deu2rtr"ent of the Interior (out IT 19(5).J: 

!: Energy 2nd Hicerols
 
.j~ Office of Assistant Secretary ..

1 Office .of Research and Dcvelopwent

1 Office of Coal Research 
1: Undergroung And other Electric'Power
 
"1 Transmission Research .
 

j Enert-'"Research and Developncnt Adrtinistration (nf'~ FY 19(5)
 
Research and Development cnly) I
 

Ii	 •

I
1	 I

I 

Independent Agencies	 
I 
I. 

National Science Foundation 
Smithsonian Institution 

Kational Gallery of Art 

1 Woodrow Hilson International Center 
for Scholars

1 



I 
j 

-l 
tj SSET -	 Science and Energy Technology Branchf-------------------~~------~--~~---.----------r---------------------

-4 Dcscr Lpt.Lon	 Locat iori I ! th i d di 't-1	 of Recor-d 1m' or z e spos r ion 

'b~.wF-R-O-G-R-~-\1--R-E-C-O-~-D-S--------------------------------4-------------_-!~---

i Science and Energy 
I The. progr2ms of the Technology Branch 
J &re reflected in the following records (whichI inc Iudcs p rogram-vc lat ed memoranda, stud ies, 
i letters, etc.; meIToorandato the Director and 

'J others on individual programs or issues; 
j study reports) 

1
~ Department of The Interior
 
4 Energy and Minerals
 
J 
! Office of Coal Research (Interior)

i Basic Research & Manpower Development
 
~ Conservation (Plus Control) -- Automotive
 

R&D1 Energy R&D Ad Hoc Group 
Conservation -- Transmission/Storage
Environmental Research Effects 
ERDAl 
ERDO 

~M) RepoFts (TQ~f!eFal)"1 Energy R&D (General)"1 Geothermal Energy 

.lj
J Nuclear Fission 

Solar Energyj 
Oil, Gas & Shale
 
Project Independence
'1 Science Advice1

'j Energy Research and Development Administration,
Research and Development
1 Antarctic Logistic Study
:i Conservation
 

General ~ .Coal
 
.~ ERDA
..,~	 FEA 
~ Geothermal 

, }~	 

Oil, Gas and Shale 
Solar 
Synthetic Fuels 
~t\g R9POt't& (*~j~e'ffu')') 

" .	 Patent Policy 

I Per.manent	 - (Qi(@C!''t; \,~@l!@Science and 
Energy -otbQwdee indica eea). 
Technology Close fil~z every 2 YCQrs, 

Branch Retire ~@c6 ~iffl-
EUlEi /~?I/1;'e Record 

~~~n,,>@f'be! ~ /70 /~t
1;P¥e:Hefer to IlARS ,..hen

R years old. 
Start new files every

2 years. 



A	 ,<s	 o
SSET - Science and Energy Technology Branch 

L~c~tL;lDescription	 of' l..ccor d 

Independent Agencies

National Science Foundation
 

. I	 Annual Reports
Assistant Director for Research 
Education 
General 

.G!\Q Ref9rtli (Tefllt'lersJ:;t) 
High Energy Physics (HEP)

National Science Board
 
Periodicals (Circular A-3)
 
RANN Strategy and Future Programs


(Research Applied to National Needs)
R&D and General Science Issues 

Smithsonian Institution
 
General
 
National Gallery of Art - general

Woodrow Wilson International Center for
 

Scholars - general 

-. 
I, 
I,,., 
I
 
I
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Description 

/et,
w~ITE HOUSE REFRqnALS 

These records consist of routine inquiries,
replies thereto, other correspondence in 
which no unusual administrative decisions,
pelicies, or effort~ are" involved, and 
administrative background materials for 
for~al inforffiationalreleases. 

~O " 
C~)':GRESSIONALREFERRAIS 

Tnese records consist of routine inquiries,
replies thereto, other correspondence in 
which no unusual adrr.inistrativedecisions, 
poliCies, or efforts nre involved, and 
administrative background ~ateTials fof 
formal informational releases. -,.,.
FUBLIC INQUIRY 

These records consist of routine inquiries,
replies thereto, ether ccrre3pondence in 
vhich no unusua L ac.rr.inistrativedecisions,
policies, or e:fforts are involved, and 
adn:inistrative background Gater ials for 
formsl informational releases. 

Location 
of Record Authorized disposition 

Temporary -
Retire to Record Section 

for disposal when 2 
years old. 

Start ne~ file every
2 years. 



-e 

LocationDescription Aut.horLz.ed dispositionof Record 

I:J)"
LEGISLt.TIVE RECORDS ct.: Legislative


I Reference See LRD Schedule.
I
 
I
Legisletive cleerance itens including printed Division
I materials and related correspondence. I 

h All other Temporary -
Copies Dispose at the end of 

each Congress.
Start new file at the 

beginning of each Congre
~3. 

EXECUTIVE ORDER f.J'ID ?~OCL!J;IAT:J;OH RECORDS Q. Legislative
Reference See LRD Schedule.
 

Records on Executive Orders and Proclamations Division
 
include z.at.er-La Ls on clearance) preparation)

presentation) and publication. J.: All other Temporary -

Copies ,Dispose when 2 years old 
or when no longer needed 
for administrative 
purposes - vh i ch ever 

I comes earliest. 
'Start nell file every

2 years.
L '-I, I 

NONOFFICIAL PAPERS TJmporm:y -
! Review each year- and dispo 

Papers of a private or nonofficial character I of all rr~terials no long
which pertain only to an individual's personal needed for the transactio 
affairs that are kept in the office of an OMB of current business. 
employee will be clearly designated by him as 
nonofficial and will at all times be filed 
separately iTom 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 1.;illbe ext.ract.ed 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 do~uments. 

http:ext.ract.ed
http:Aut.horLz.ed


o . -~'. 
- ~ 

SSET - Snace FTOI.'Ter.1S Br anch 

D~~cription 

RECORDS 

Corresnol!dence relating to the internal 
orGani~ation and managercerrt of the Space Programs 
Branch. 

'.
. i 

kl:oncurrent Record Tra.nsfers (oxs Form·56) 

I 

'" 

Loca t f on 
of' l\cCOl'.! 

Space Progrtlld 
Brunch 

1· 
1 
1
I . 
1 
I 
1 
1 
I 

,I 

~uthorized di~PJGitio~ 

1 
1 
1 
1 
1 

Terr:por9.ry -
Dispose ~he~ 2 )CfirS 013 

or when no lon3cr 
needed for QdQini~tr&-
tive T)U'-r,O~ e s "",""beve")'- -.t"" ',5 .5oiP'IO)"Start new file: every • 
2 years. 

1\9 t.ei R tY; '"- ".e'u ,J. 
..t'~wlile:IK!M't r ercrence copy 

(J f- f,I c.. t.-

O,j(hS~ cJ f- W I, -& '" 

olJftl/ete, d"'- S"tJ t:Je~-
s ",Jeri, 

f 
.1 
1 

., •. 
...
 
·~~·?3"·r.;;:'·~:;\:.~"~<:1!,'·~"'r:R.'$t!o'*:'i"~,";..!,~.L:'f :'~•"-~~''''~~~~'~~:''"''"'':.'''''' ':-:!'~1y5.~": "": .~ "¥-;{..'}.' :~".\.~ '0; ~":I'!;>i;-!..'ft}.i\ 0_:
w.o. ':'" *'y.'r.;:1;~--::"=r=» .~":,,,

http:Terr:por9.ry
http:FTOI.'Ter.1S


"e 
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e 
v'U

Loc2tir..nof ;..cccru 

Ai;, 
BUIx;E1'P.RY P.ECO~DS 

Bud~etery records maintainhd bX the 
zeleSbilczh§:is &2.€l! 5f/rl. t.-e. ,-),ol/7'cZ7.lfJ 
reflect the budget process according
to the fiscal yecr involved. 

';f "Budget For~l3tion and Prelcration 
, 5ptJGe ~tlJ. ' l Permanent -

~Ceiling Letter «:I): anch Copy Close files at en~ of 
ee:ch fisc21 year

Agency Estimate Sub~issi~ns and involved.. 
Justifications "Official Set" (as Retire clo~ed. file5 to 
required by (11]3 Circular A-ll) Record Section every

second fiscal ye2r.
Appeals Offer to N.r>RSwhen 8 

years oLd , 
Allawance Letter Start new files for eac 

fiscal year involved, 
Special Exercises (i.e. Cutbacks, . 

Contin£ency OJtl8Y Plnn to Further 12.1, All ~ther 'I'enpor ary -
~ Stimulate the Economy) ~JI copa es Do not retire to Recore 

I Section. 
Dispose when obsolete c 

no longer needed fer 
current business,
whichever is sooner. 

~-Lspring Planning Review AUdget Review 1 See R~D Schedule. 
Division . : 

. IDirector's Rev i ew I 
I 
I 

Presidential Review 
.
I
I 

•I•
•I••r 

~}~ All other Temporary -
copies Do not retire to necorci 

Section. 
Dispose when obsolete 0) 

no longer needed for 
current business,
whicr.eyer is sooner. 

I 
I 
I 

.:I
•
I

I 
I 

http:BUIx;E1'P.RY


--------------~:tJ '" ~'--~~~----------
J.A)co-ciDes cr i Autnorized dispositior01' Bec 

BUDG~;~Y R~CO~DS (continu~d) 

':r~!-.rJlC:~~!1-:'2.land k;:cnc.~:: Eudr·~t Rcoue s t s 
. -r n ; ~:;:.irca~.~s 

r- Af,ency subruissicn 2nd j'.lsti:'ication See BRD Scheq~le. 

Q.) All other Temporary -
copies Do not retire to Record 

Section. 
Dispose wnen obsolete

no lonGer needed for 
current t~siness,
whichever is sooneT. 

" 
BudGet Exe~ution 

copy Permanent -- SF 132 - Apportionncnts ~nd 

",

J1Brancn Close files at end ofReapportic~~ent Scbedules each fiscal year
involved. 

0 

I
I
I
I 

Retire closed files to 
Record Section every

I second fiscal year.
Offer to NP.RS when 8 

years old. 
Start net files i'or e scr: 

fiscal year involve~. 

I
I
I 
I 
I 
I 
I 
I
I
I 
I 
I 
I

133 Report on Budget Execution Copy 1 Temporary _/tBronCh Close files at end of 
each fiscal year 

l
IF
 
- SF 220, 22l, 222 - St9.tel:!en"('s

Condition 
involved..Financial I 

I
I
I
I
I
I 

Retire closed files to 
Record Section every
second fiscal year.- Eatcria1 f'or special me s.sage on Record Section willdeferrals and rescissions dispose when 4 years
old. 

Start ne...... s for each
f'LLe

fiscal year involved.
 

See BRD Schedule.~),Budget Review 
~, Division 



--------------

I 
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~ 

t 
·~l_....:S::::.:S::::.:ET::.=..._--=s.£pa.::.::.c.:..e...:Pr~o~g;!.:;r...:a:.::rr::.::.s-...::.Br-an.:.;,c.:..h--- __ ,- ,- _ 

"t. Description " J' d : Authorized dispo~itic:1Loce t Ion
 

::----EU--DG--~-l-l-Y-.Y--R-~-C-O-rt-D-S--------------------------------i~-s-p-:-:-e-·-:.-c-:-:-r-e-ffi~sti----------------------------

"'~~,nc~ • 
., '. Toe Space Programs Branch is responsible :.1"-! ... to,. 

for r:o.intnining tuG.Getary records for the 
. I'o'Ll.ov in3 agency:

.j National Aeronautics and Space Adrr.inistrntion 1 

1 . 

". 

http:I'o'Ll.ov


()	 o.{ 
.~ 

Loc8ti.r.aof Hccord 

1 
1 
r . 

T:l~ pr ogr nms of t;:e SPa.~e..· IrDJI'AMAS 8I't\Ht:.l...
 
cr e r-cf'Lcct.cd in the foll.NinE;; r-ecords (vh ic.i
 
includes prosrc.::-relo.tcC: ::c;.:or::H:d~, studies,

letters, etc.; ~e=oronda to the Director and
 ,-- I .rl.{I,,,Tl ::Jl-,,! ('Iother s on in6.iviCiual pr ogr ams or issues; 

'1or("....':-",..Lstudy reports) 

National Aeronautics and Space Administration 
GPt8 [tepO! cs (Te ...poLaty)
 
P8f'i88ieel/Q~e8~i8AA?irg 'leot6fice (etrcalar Ii 3'
 
.~.hpolafY'

President's Annual Aeronautics & Space Report
 
Property Transfers
 

ttfsex Cbnges ~t!ent~ef'8FY) 

Manned space flight:
 
Manned space flight
 
Skylab

Space Shuttle
 
Apollo/Soyuz test program (ASTP)
 

Space Science:
 
Space science
 
Lunar and planetary
 

,. Viking

Physics & astronomy

High energy astronomy obs~rvatory

Launch vehicles
 

App lications: '1 
1 

App lications 1
1 

Weather & climate 1 

Pollution monitoring satellite 
Earth resources survey program - (ERTS/EROS)
Interagency coordinating co~~ittee earth 

resources survey program (ICCERSP)

Communications/navigation satellites
 

.Earth & ocean physics
 

Space research & technol~
 
Space research & technology
 

Aeronautical research & t~chnology:

Aeronautical research & technology


".,	 Short take-off & landing aircraft (STOL)
Engine quieting
Supersonic cruise air~rift research (SCAR) 

Authorized di~position 

1 
1 
1 
1
 
1
 

lPermm1ent - ~€xe@~(; wlIc~ 
: -otbor. i"e liidit:d tea) 
1 Close files every 2 years 
1 
1

1 

Retire tE/~«~ fi,/..'f6, ~ 
1 t-C'pUej au: 1;e-r:eco!'d 

~ca?0n, Qfi;,~p ( 36 'B 
~~¥8~8.p~~P to lliillS when 

8 years old. 
Start new files every

2 years • 

. 1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 

http:r-cf'Lcct.cd
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SSET - Space Programs Branch 

DCGcription Locationof Hccord Authorized disposition 

Other pro?,!'ams:
Construction of facilities 
Energy R&D programs
International activities 
Technology utilization/university affairs! 

low cost payloads
Tracking & data relay satellites (TDRSS) 

NASA Organiz<ltion 
Personnel 

and }Ianagement 

Advisory Committees 
Organization & Management
Institutional Base 

(0 & M) 

Long Range Plan 

NASA Centers: 
Ames Research Center (ARC)
Flight Research Center (F1C)
Goddard Space Flight Center (GSFC)
NASA Headquarters (HDQ.)
Jet Propulsion Laboratory (JPL)
Johnson Space Center (JSC)
Kennedy Sp<lce Center (KSC)
Langley Research Center (LRC)
Lewis Research Center (LexC)
Marshall Space Flight Center (MSFC)
Michoud Assembly Facility (~\F)
National 'Space Technology Laboratories 
Wallops Flight Center (\vrC) 

(NSTL) 



, I " 

': LocationDescription of Record Authorized disposition 

'J)J.
'rll1ITE HOUSE REFR.'ffiALS Temporary -

Retire to Record Section 
These records consist of routine inquiries, for disposal when 2 
replies theret~, other correspondence in years old. 
vh i ch no unusual administrative decisions, Start nev file every
pclicies, or efforts are-involved, an~ 2 years.
administr2tive background materials for 
formal informetional releases.,-D!.
CO;~GRESSIONAL REFERRAlS 

Tnese records consist of routine inquiries,

replies thereto, other correspondence in
 
which no unusual ad~inistrative decisions,

policies, or efforts are involved, and
 
edministrative background materials fot
 
formal informational releases.
 

~a 
RJBLIC INQUmy 

These records consist of routine inquiries,
replies thereto, other corre3pondence in 
"hich no u~usu2l administrative decisions,
policies, or error-ts are involved, and
 
administrative backeround nzterials for
 
for~21 informa~ional rele3ses.
 



Description 

~. 
LEGISLATIVE RECORDS 

LeBislative clearance itens including printed 
~aterials and related correspondence. 

~). 
EXECUTIVE ORDER !.Jill PROCLlJ1AT:rOI~ RECORDS G( 

Records on Executive Orders and Proclamotions 
include n.at.e r LaLs on clearance, preparation,
presentation, and publication. A-: 

:7~ 
NONOFFICIAL 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 requiring the 
transaction of official business are received 
in private personal correspondence, the 
portions of such correspondence that pertains
to official business will be e~racted 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 do~uments. 

Locationof Record 

Legislative
Reference 
Division 

All other 
Copies 

Legislative
Reference 
Division 

All other 
Copies 

~uthorized disposition 

See LRD Schedule. 

Temporary -
Dispose at the end of 

each Congress.
Start new file at the 

beginning of each CongrE 

See LRD Schedule. 

Temporary -
,Dispose when 2 years oldi or when no longer needed 
I for administrative 

purposes - "hich ever 
comes earliest.IStart nev file every

2 years.


I 
TJmporary -

!Review each, year. and dis po 
I of all IT~terials no long
I needed for the transacti 

of current business. 


