
R~QUEST '. AUTHORITY 
TO DISPOSE OF RECORDS 

(See Instructions on Re rerse } QCl Q 

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

FROM (AGENCY OR ESTABLISHMENT) 
In accordance with the provrstons of 44 U.S C 33030 the dis-Executive Office of the President posal request, Inc lud,ng amendments, IS approved except for 
items that may be stomped "disposal not approved" or "with-

2. MAJOR SUBDIVISION drown In column 10Office of Management and Budget 
3. MINOR SUBDIVISION 

Office of the Director - Records Section 
4. NAME OF PERSON WITH WHOM TO CONFER 
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6. CERTIFICATE OF AGENCY REPRESENTATIVE: Date 

I he5bY certify thot I om outhorrz ed to oct for this agency In matters pertaining to the disposal of the agency's records, that the records proposed for disposal in thiS Request of 
___ page(s) are not now needed for the bus-ness of thiS agency or will not be needed after the retention periods spec-fled 

Record Officer 
(Tide) 

7. 
ITEM NO. (With 
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Inclusive Dates or 

OF ITEM 
Retention Periods) 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

See attached Record Schedule: 
Record Schedule for the Organization and Special

Studies Division, Office of Management and Budget 
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The Organization Spe~~al Division is ,charged with.res).:.r:sibility :.::.nd Studies 

for the improvement 01' organization t:11'oughoutthe executive branch of the 

Federal government. Among the identifiable areas of staff effort are the 

following: (1) This Division identifies prGole~s in Executive Branch 

organization, and recomrr~nds co~rective actions to tile President or agency 

heads. This may r equ tre the conduct; of studies that anc Lyzc causes of 

difficulties and assess altern3.tives for their resolution, and propose 

courses of action with accompanying rationale and supporting materials. 

Typically, legislation emd background materials are developed for creation 

of new departments and independent agencies through selective consolidation 

of authorities and attendant resources. (2) Efforts will be continued 

to reorganize Federal domestic prograt~ by major purpose, with particular 

emphasis on leg~~f~tiQn to create an Energy Research.and Development 

Administration, an attendant Nuclear Energy Commission, a Department of 

Energy and Natural Resources, and a Federal Energy Administration. The 

Division is responsible for coordinating Executive Brrulch work in support 

of this legislation througn all stE.8CS of con;rcssional consideration 

and in the acth-ation of d.epartments 2nd Cll;enciescreated. In addition, 

Pr-esLderrt La L dep8rtr:-.cnt2.1proposals ~o the feasibility ofdctF::r:;:..Lne their 

c. nuz cex of spec i eL stur.i.esillFec..eralOl·b.J.~1izat..Lon unJ.er '.vay to C1SSeSSare 

tne need for Lcg i.s or re~li;n;:'<2ntof rc::q;:onsitilities. Lat Lve e.·:::'Li::nistrativ2
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Organization and Specinl Studies Division------I---~-----.~--------------------
of L0c;;ticnDescriptio:! l~:eC(ll·.d huthorized disFositio!1 --------------------~-----------------~------~--~--------I.ADMINISTRATIVE, RECORDS Organization

and Special

Correspondence relating to the internal Studies
 
organization and management of the Division
 
Organization and Special studies Division. 

GlChronological File Temporary -
Weekly Activity Reports Re~tiljeto Record Section 

~~ iii}P'~h~n 2 years old. 
Recura Section will rel;ai,.;; 

~Dt11 PO 19Rge~ R@eQe~ 
iGp 8slftltd:e t!z at 10 e Of 

rafgr&AQQ purposes 
_ Start new files eve;y

2 years. 

b:Noncurrent Record Transfers (OMB Form 56) Nonrecord -
Office reference copy.
Dispose when obsolete or 

superseded. 

2-BUDGETARY RECORDS, 
Reference copies of budgetary records. Temporary -

Do-not retire to Record 
Section. 

Dispose when obsolete or 
no lenger needed for 
current business -
whichever is sooner. 

Start new files each 
fiscal year. 
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OrC8!1izc.tion·and Speciel Studies Division 

Lccr.t i.cn Descripti':'n of L{(;COrc.L Aut~orized disposition 

Or gan.i.z.a't i.on Permanent -
ani Special-

The program records of the Organization and Studies 
Special S.tudies Division reflect it's Division 
responsibilities for the irr.provementof 
organization throughout the executive branch 
of the Federal government. The records 
include program-related memoranda, studies,
letters, etc.; memoranda to the Director and 
others on the forms and structure of govern-
ment organization; the authority to reorganize;
the allocation of functions; general organiza-
tion history, surveys, and plans for re-
organization; organization nonenclature. 

The records are maintained by subjects such as: 
Government organizatiun:


Government organization in general
 
Economic affairs
 
Environmental quality programs

Energy research and development

Executive Office of the President
 
NatllrSl resources
 

'RegUlatory agencies

Reorganization in general
 
Science:snd Technology
 

Close files ~t end of 
every second calendar 
year.

Retire closed files to 
Record Section every
second calendar year.

Offer to NARS when --=..8_ 
years old. 

Start new files every
second calendar year. 
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.Lccat tcn Description Authorized dispositionof -Record 

These records 'consist of routine inquiries,
replies thereto, other corresp~cdEnce in 
which no unusual nd~inistrative decisions,
pclicies, or efforts are involved, GnQ
aQl:.inistrative backgr ound cat.eri.al,sfor 
for~al infor~ntionnl releases. 
If,
CO:·;GR3SSIO:L':.L RE?::::;?.?.ALS 

These records consist of routine inquiries,
replies thereto, other corresFond.ence in 
which no w!~sual a~~inistTative decisions,
policies, or e':f0rts ar e Lnvo Lved , ani 
sdministrati ve uackground trcat.er forLa.Ls 
formal infor::lational·r-eIeases • 
6. 
RIBLlC n:~:U:D1Y 

These records consist of routL~e in~uiries,
repries tliercto, other ccr rec poudcnce in 
"\'hic::no decisions,uzusua L !'!:::'r:.ihis-:r2ti've
policies, or e:'forts a1'C Lnvo.l.ved , end 
ad.i1:ir:istra"~ive L::.aterialsfor cackgr ounc 
for~al inforwationc.l relc~ses. 

nr,yOr[;2nizaticn Te:::-.por _. 
and Special Retire to Record Section 
Studies for disposal vhen 2 
Division year s old. 

Start new file every
2 years. 

I~ 



Gr'gt~niz2til)n Divisim 

l/:-c::tiG:1 i.utrlcl~izecl c:.is~)c:Jiti:·nof 'l{eco.::d 

LEGI3Lf..TIVErcc:c::ms Lei;:'sl:::ti'/2 ~ee LP~ Schedule. 
P.e:Cer2nce 

Legislative clear~nce ite~s includinG ?rinted Division 
materi2.1s and related co:-re3:::;C:l-lence. 

All ether Ter::.porary -
Copies Dispose'at the e~d of 

each Congr-e ss , 
Start new file at the 

oec;in.:1inS of each Con.jrez, 
~. 
E".!.ZCl.:""Tr~ c:::::c=.?, :'..:.:7.) PrtOC:L··]·~'·,'=IO:; E~~c::m3 /7 Legislative I See LRD Schedule."'f. 

Reference 
Records cn Exect:.tive Orllers and Froc lc:n:c.tioas : Division 
inel'.lC:e cGt~ricls en c Leru-r ncc , pr c par a ·t·acn , I

pr-eserrt.at.Icn , and FUQlic2t·:i.:)~. All other Temporary -k.1 
I 

Copies Dispose vhen 2 years old. 
or 'Then no longer neec.ec 
for a~inistr~tive 

purp0se~ - whichever 
{' t: sooner-. 

start nev file every 
~J- year-s ... 

NONOFFICL~L PP.PE:<S Organization TeI:1porary -
and Special RevLev each year and dLspc s : 

Papers o~ a private or nonofficial character Studies of all materials no lC~Gs: 
IIhieh perta in only to an individual's per'sona.L Division needed for the transact~:: 
affairs t:-.at are }..ept in the office of .an O~B of current business. 
emp~oyee ·...'ill De clearly desiGnated by him as 
nonof'ficisl and ","ill at all tines be filed 
separatel:r from the official records c: his 
office. In cases wher-e catters requiring the 
transacticn of o~~icial business are received 
in private pcr conaL ccr-r es ccnlence , t.r.e 
portions of such corre3';:Dn~ence ~hat p~rtain 
to -ot'f'LcLcL business ...,ill 'oe ext.r act.cd and 
nade a part of the official files. All extra 
~opi-es of docut.errt s ~re::;er'/ed cnLy for 

publicaticns and processed doc~ents. 

http:materi2.1s

