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" REQUEST AUTHORITY . TEAVE BLANK
TO DISPOSE OF RECORDS DATE RECEIVED 108 NO.
(See Instructions on Reverse) 00“ 1Y \915
TO: GENERAL SERVICES ADMINISTRATION, NC-151-76 -14

NOTIFICATION TO AGENCY

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, D.C. 20408
1 FROM (AGENCY OR ESTABLISHMENT) !

In accordonce with the provisions of 44 U.S C 33030 the dis-
Executive office Of the PreSident posal request, including amendments, 1s opproved except for
2. MAJOR SUBDIVISION tems that moy be stamped ''disposol not opproved’* or ""with

drawn in column 10

Office of Management and Budget
3. MINOR SUBDIVISION
Office of the Director =~ Records Section

4. NAME OF PERSON WITH WHOM TO CONFER s. teL. ext. Code
Nell Doering/Charles Howton 103 ext. 3914{ /o -2/-75
6. CERTIFICATE OF AGENCY REPRESENTATIVE: Date Archriist of the United States

| hen’ay cerhify that | om outhoriced to act for this agency in matters pertaining to the disposol of the agency's records, that the records proposed for disposal in this Request of
page(s) ore not now needed for the business of this ogency or will not be needed after the retention periods specified

October 2, 1975 51 Record Officer

(Date) (Signacure of Agency Hepresentative) (Title)
9.
7. 8. DESCRIPTION OF ITEM 10.
ITEM NO. (With Inclusive Dates or Retention Periods) SAMPLE OR

JOB NO.  |ACTION TAKEN

See attached Record Schedule:
Record Schedule for the Organization and Special
Studies Division, Office of Management and Budget

0 _ J-22- (I Mean,

STANDARD FORM 1135

Revised November 1970

Prescribed by General Services
Administratuon

FPMR (41 CFR) 101-11.4

115-105
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- Crooonization ond.Scecial Slusizg Division

al Studies Division is.charged with responsivility

b

The (rgenization =nd Spen
for the improvement of organization tliroughout the executive branch of the
Federal government. Among the identifiable areas of staff effort are the
following: (1) This Division identifies prcoblems in Executive Branch
organization, and recommends corrective actions to the President or agency
heads. This may reaguire the éonduct of studies that anclyzc causes of
difficulties &nd assess alternavives for their resolution, and propose
courses of action with accompanying raticnale and suppcrting materisls.
Typically, legislation and background materials are developed for creation
of new departdents and independent agencies through selective consolidation
of authorities and sttendant resources. (2) Efforts will be continued

to reorganize Federal dcmestic progratms by major purpose, with particular
emphasis on legislation to éreate an Energy Research.and Development
Adrinistration, an attendant Muclear Energy Cormission, & Department of
Energy and Natural Resources, and a Federal Energy Administration. The
Division is responsible for coordinating Executive Branch work in support
of this legislation thrcugn zll steges of congressional consideration

and in the zctivation of departments and agencies created. In addition,
substanticl effcert will Le devoved to resceessing the lemzining tnree major
rasuimiscion wo whe lonaregs aiter cnrorevviotn o GTlinctica. Sllitilanily
e murcer of speciel stuclies in Federsl orgonization ere under way to assess

tane need for legislative or alministrative reclicninent of responsitilities.
© oy B
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Organization and Specisl Studies Division

incaticn

Description of fecord Authorized disrosition

Organization
and Special
Studies
Division

/ ADMINISTRATIVE- RECORDS

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

--——-—-va—--‘q—o - -

Temporary -

Retire to Record Secticen
15004} .n 2 years old.
Record-Sectiomrwiti-—eetais

Antil o no lonses—neaded
for—adninisprative—or—

c(Chronological File
Weekly Activity Reports

’??
‘xr-

Start new files every
2 years.

Nonrecord -
Office reference copy.
Dispose when obsolete or

A:Noncurrent Record Transfers (OMB Form 56)

superseded.
2. BUDGETARY RECORDS
Reference copies of budgetary records. Temporary -
Do. not retire to Record
Section.

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

Start new files each
fiscal year.
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Creanization- and Special Studies Division

" ! 4 o N .
Descripticn i;,Ofdjéééfan Authorized disposition
3. PROGR~M RECORDS Organization Permanent -
, and Special Close files at end of
The program records of the Organization and Studies every sacond calendar
Special Studies Division reflect it's Division year,

responsibilities for the improvement of
organizetion 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 functiocns; general organiza-
tion history, surveys, and plans for re-
organization; organization nonenclature.

Retire closed files to
Record Section every
second calendar year.

Offer to NARS when 8
years old,

Start new files every
second calendar year.

The records are maintained by subjects such as:

Government organizativon:
Government organization in general
Economic affairs
Environmental quality programs
Energy research and development
Executive Cffice of the President
Naturel resources
‘Regilstory agencies _
Reorganization in general
Science, and Technology
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. Loeation
Description of Record Authorized disposition
q'
WHITE NCUSEZ REr=ianls Orgenization | Temporary -
’ and Special Retire to Record Section
These records consist of rcutine inguiries, Studies for disposal vwhen 2
replies thereto, other corresgcrcence in Division yeers old.

which no unusual administrative decisions,
pclicies, or efferts are involved, and
gdninistrative background rcaterials for
forral informational relecses.

Start nev file every
2 years.

L4
CONGRISSIO!LL REFZZRALS

These records consist of routine inguiries,
replies thereto, other corresrondence in
which no unusuzl administretive decisicns,
policies, or efforts 2re involved, and
edministrative vackground aterials for
formal inforumational releases.

6.
PUBLIC INSUIRY

These records consist of routine inguiries,
replies theretc, cther correspondaonce in
ihick no uruzuel z2duihistrative decisions,
policies, or elforts are involved, =nd
administrative ceckgrouwnd wecterials ror
forxzzl informetionzl relcuases.
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Grganization ond Specicl Liudiecs Division
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7.

E/ZCUTIVE CRDZZ A0 PROCLAMATICI EETCIDS C’
.

Records cn Dxecutive Orders and Proclzmcitions
incluce rzterials cn clesrcnce, preparation
presentation, ard puvlication,

‘f}_

ez.

NONOFFICIAL PAPERS

Papers of a private or nonofficial character |
which pertain only to an individual's perscnal |
affairs that are kept in the c¢ffice of an Gi3
employee will be clearly desicnated by him as
nonofficizl and will at all tinmes be filed
separatelyy from the oificial records ol his
office. 1In cases wvhere matters requiring the
transacticn of officiesl business are received
in private personzl ccrrestonicnce, tre
portions of such corresroncence that partain
to -officizl tusiness will ve extracted an
zade a part of the official files. All extra
ropies of docunents vreserved only for
Nmr]-—-av\ﬂ p- e~ O: -y—“— -v-‘ ~-,\q v X sl e e o

Lives =T -~ w ] LIL LNZlClis -

puvlicaticns and processed documents.,

Lez
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iglative

Referance
D1vis¢cn

Alx

Ctner

Copies

legislative

Reference
Division

All Other
Copies
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See ILPRD Schedule,

M

Tenporary -

Dispose’at the erd of
ezch Congress.

Stert new file &t the

ceginuing of each Congre:

See LRD Schedule.

Temporary -
Dispose when 2 yeers old

or vhen no longer needel

for administrative

purposes - whichever
i's sooner.

Start nev Tile every
2. yesrs.

Temporary -

Review eeach year and dis
of 211 materials no 1lc
needed for the transac
of current tusiness.
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