
- REaueST )ouR AUTHORITY	 ,-. 
LEAVE BLANK 

DATE RECEIVED TO DISPOSE OF RECORDS JOB NO 

~ (See l nst ructron s 011 Rererse ) DEC 16 1975 

TO	 GENERAL SERVICES ADMINISTRATION, NCl ~5l - 76~ 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 NOTIFICATION TO AGENCY 

1 FROM (AGENCY OR ESTABLISHMENT) 
In accordance with the provtsron s of 44 usc 33030 the dISExecutive Office of the President posol request, me ludmg amendments, IS approved except for 
Items that may be stamped disposal not approved or with

2 MAJOR SUBDIVISION drown 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 o ~5 TEL EXT ecce Nell Doering/Charles Howton .,,'f. 103 ext. 3914 .:2-5-7~ /' I~Pf9'~u:n-	 Date cbrrrst of tbe United States6 CERTIFICATE OF AGENCY REPRESENTATIVE 

,	 attk~
'f-J 

I h!,"y certify that I am authorized to act for thrs agency In matters pertmnmq to the disposal of the agency 5 records, that the records proposed for disposal In thrs Request of 
__ 0_ page(s) are not now needed for the business of this agency or will not be needed after the retention periods specified 

December 12,
 
Record Officer
~~1~9~75~ __ ~~~~~~~~~_ 

(Date)	 (TItle) 

97	 8 DESCRIPTION OF ITEM 10SAMPLE ORITEM NO	 (WIth Inclusive Dates or Retention Periods) ACTION TAKENJOB	 NO 

See attached Record Schedule:
 
Record Schedule for the Budget Review Division,


Office of Management and Budget
 

STANDARD FORM 115 
Revised November 1970 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-114 
11~-IOo; 



The :Buclgetncvic"\'DJ_VlSlOllassasts Da.r-ec the Deputythe tor , and 

Director in the exercise oi the Offlce's respons~bilitlcs for the 

Federal buclgct. It coordln.s.testhe preparation of t.hebudget and. 

supplemental est unat.es , the revLev of and I'j.nanc pLans , pr of;raril au.L 

the apportionment system, the use of reports,flna.llCl2.1 ancl the 

structure, classiflcations, and methods of budget control and review. 

It prepares fiscal analyses, recommends budget guiaes, and plans 

improvements in the budget system. The Divislon maintalns close 

liaison ,-lith the Economic Policy Division. 



BRD - Division Office
 

: Loc2.t,-cn
Description Authorized disposit'o0: of Recor-d 

I ,I. ADHINISTRATIVE RECORDS I

I

, ,
,

, I 
I tlcorrespondence relating to the internal 'Division :,~emporary -

organization and management of the BRD Office ,I! to Record FoRetire Section,J,jlo~Jwhen 2 years old.Division Office. 
I ~eeoJ:d SEction w111 Ietaia 
I Mfttil 89 lSHger 89Qg~dAssignments and Organization i ~Q~ aQmiRist~aeive 8~Chronological File ArSieIC"ee ~H~~88e8~ 

Start new files every
2 years. I 

I onrecord -
Office reference copy.
Dispose when obsolete orr s'::lp~~seded~ 

..1; :aUDGETARY RECORDS 

Reference copies of budgetary ~ecords for Temporary -
the Budget Revie~ Division budget. Do not retire to Record 

I
I Section. 

Dispose when obsolete or 
no longer needed for 
current business, wh Lch-
ever is sooner. 

Start new files each 
fiscal year. 

, PROGRA:.'1RECORD S 

Reference copies of program-related memoranda, Temporary -
studies, letters, etc.; memoranda to the Do not retire to Record 
Director and others on individual programs or Section. 
issues; study reports. Dispose when obsolete or 

no longer needed for 
current business, which-
ever is sooner. 

Start new files every
2 years. 

http:budget.Do


BRn - Deputy Assistant Director for B·...!:le;etRev Lew --------------~-------------------------------Description 

~ADMINISTRATIVE RECORDS 

t( Correspondence relating to the internal 
organization and management of the office 
of the Deputy Assistant Director for 
Budget Review. 

Chronological file 

2 years. 

'~oncurrent record transfers (OMB Form 56) Nonrecord -
Office reference copy.
Dispose when obsolete 

or superseded. 

~PROGRA~ RECORDS 

The program records of the Deputy Assistant
 
Director for Budget Review reflect the
 
responsibility for aiding the Assistant
 
Director for Budget Review in the direction
 
and administration of the work of the Division
 
with particular attention to those activities
 
dealing with fiscal analysis.
 

The records include: 

~Program-related memoranda, studies, letters, Permanent -
etc.; memoranda to the Director and others on Close files at end of
 
programs or issues not handled at the Branch every second year.
 
level. Retire closed files to
 

Record Section every
second year.

Offer to NARS when 8 
years old. 

Start new files every
second year. 

k.Reference copies of program-related memoranda, Temporary -
stud1es, letters, etc.; memoranda to the Do not retire to Record 
Director and others on programs or issues Section. 
handled at the Branch level. Dispose when obsolete or 

no longer needed for 
current business, which-
ever is sooner. 

Start new files every 
2 years. 



, ·
 

BRD - Budget Preparation Branch 

Loc a t, r;n Authorized dispositlo~of /ccord
t. 

ADHINIS'-:::V-.rrm RECORDS 
I
I
I
I
I
I
I
I

Temporary
Dispose

Correspondence relating to the internal 
organization and management 

Budget -

when 2 years old 

longer 
of the Budget Preparat~on

Branch or 

• 
I

whenPreparation Branch. no 
needed for adIDlnistratiqe
purposes, whichever is 
sooner. 

~ Cnronological file 

start new files every
2 years. 

'. 

):.
Noncurrent record transfers (OBB Form 56) Nonrecord -

Branch reference copy.
Dispose when obsolete 

or superseded. 

"
 



---

ERD - Pr-e oar a't Br-anchB-u.dgeT, ton 
Locat i r.nDescripticn	 of R~cor\l l~uthorizecldisposition 

I 
I 
I7.PROGRAH RSCO::1DS I 
I 
I 

The program records of the Budget Preparation :Budget 
Branch reflect its responsibilities to schedule' Preparation
and review the operations involved in pre- Branch 
paration of the Federal budget. The records 
include program-related memoranda, studies, 
letters, etc.; memoranda to the Director and 
others. 

The records are maintained by function such as: 

Apportionment actions, review and summary 

Congressional action, effect on budget 

Controllability of funds, summary 

Expenditure estimates r ev.iew ofJ 

Offsetting receipts
 

Outlay ceiling and limitntions
 

Outlay estimates
 

Outlays, projections and analyses
 

Rescessions and deferrals (all agencies)
 

Reserves of budget funds
 

~ Reviews (all agencies)
Spring planning
Director's 
Nonoral 
Presidential 

c. upp.Leraerrt aL and amended budge t requests
and	 estimates (~ll oEencies) 

Agency s~bmlssions and just~fications
Claims and judgements 

Permanent -
Close files at end of 

every second fiscal 
year.

Retire closed files to 
Record Section every

second fiscal year. 
Offer to HARS when 8

years old. 
start new files every 

second fiscal year. 

Per nanerrt -
Clo=e files-at end of 

~~ch flsc21 year-
Lnvo.Lverl • 

nctire one fieoaJ. year to 
R'2co~~ S:>ctivn e(;i~-
year.

Offer to ~':.·~S when 
years o Ld , 

Sh:rt ne''; f'Ll.es for eac.: 
fiscal yeEr Lnvo Lvc ~. 

Permar..ent -
Close files at end of each 

session of Congress.
Retire one session each y~a~.
Offer to whe n yearsNA...'\S 8
 

old.
 
Start new files for each
 

session of Congress.
 



,. 

BRD - Budget Preparation Branch 

Description 

These records consist of routine inquiries,
repl~es ttereto, other correspondence in 
'Which no unusual ad~:linistrative decisions} 
policies, or efforts are involved, ~nd 
administrative background caterials for 
formal informational releases. 

'f.Cm;aiGSSIONAL HE:F'ZrtP..ALS 

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

/0. RIBLIe n;~lRY 

These records consist of routine inquiries}
replies theret;o} ether correspondence in 
vh i ch no ur:.usualac.rr.inistrativedecisions, 
polici2s, cr e:'~orts ar c LnvcLved, end 
administrative uackgrourxi mat.erLa'Ls for 
for:r:e.linformatione.l rele3.ses. 

Location Authorized dispositionof ?ecorc1 

,I
I 

Budget ~ Temporary -
Preparation' Retire to Record SectIon 

Branch for disposal 'When 2 
years old. 

Start new file every
2 years. 



BRD - Budget Preparation Branch -----.--------------.------------------------
Loc"ltionDe sc r i.pt.Lon of rtecord 

IIi LEGISU.TIi.TZ R~CO~DS q)
I'.Legislative clearance ite~s including printed ••

~aterials and relcted correspo~dence. ••#.: 

I), E'AECUTIVE o:mErt MIT) ??.OCU1IL\TIOH REC03DS 

Records on Executive Orders and Proclar.:c.tions 
incluc:.er:zteri~ls on clee:c3.nce,preparation,
pr-eserrcat ton , and puc'LLcatrton , 

~ 

13,
NOIWFFICL4L PAPERS 

Papers of a private or nonofficial character 
wh Lch 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 wher-e matters requiring the 
transaction of official business are received 
in private personal correspondence, the 
portions of such correspondence that pertain
to official business will be extracted and 
made a part of the official files. All extra 
copies of docunerrts preserved only for 
convenience of reference) ani stocks of 
publications and processed documents. 

L.et:;islative 
Reference 
Division 

All ether
 
Copies
 

Legislative

Reference
 
Division
 

All other
 
Copies
 

Budget
Preparation

Branch 

See LRD Schedule. 

Temporary -
Dispose at the end of 

each Congress.
Start new file at the 

beginning of each Congress 

See LRD Schedule. 

•Temporary -
Dispose v.hen 2 years old 

or vrhen no longer needed. 
for administrative 
purp0se~ - "7hichever 
if- ~00nerl 

Start nev file every
2 years. 

'I'empor-ar y -
Revf.ev each year and dispose

of all materials no 10n;e=
needed for the transactiQ~
of current business. 

http:LEGISU.TIi.TZ


BRD - Fiscal Analysis.Branch 

: LClC2t~(,n
IDescripl.io:1 of'Heccrd J._ut~:)rizeddisI'0sitlon 

-------_}---, -l- _ 

1'1,PJJHINISTRATIVE RECORDS 

Correspondence relating to the internal Fiscal Temporary -
organization and management of the Fiscal Analysis Dispose when 2 years old 
Analysis Branch. Branch or when no longer . 

needed for administr2:b.it1 
~ Assignments and Objectives purposes, whichever is 

Chronological File sooner. 
Start new files every

2 years. 

): Noncurrent. transfers Form 56) Nonrecord -record (Ol'ill
Branch reference cOPJ. 
Dispose when obsolete 

or superseded. 



-- ---

BRD -
Fiscal Analvsis Branch 

: Locc:l:;icnDes cr Lpt.Lor. ______ IL of l;ecord i 
Authorized disposition 

_ 

" , PROOR..~MRECORDS Fiscal 
Analysis

The program records of the Fiscal Analysis Branch 
Branch reflect its responsibilities for the 
preparation of fiscal analyses projections and 
reviews, or the assignment of this preparation
to the specific program division involved, as 
well as the preparation of special analyses and 
proposals relating to fiscal policy for 
budgetary use. The records include program-
related memoranda, studies, letters, etc.;
memoranda to the Director and others. 

The records are maintained by function such as: 

Budget document preparation

Director's testimony relating to the Budget

Mid-sessions and overview sessions of
 

budget reviews 
General economic and budget policy
 

Budget outlook and policy

Economic outlook and policy

Restraint measures (reductions,


terminations, and reforms)

Measures to the economy
 stir:ru.late


(anti-recession planning)

Budget procedures and -conc-ept-s---------

Transition to the nelf fiscal year

Functional classification
 
Outlay ceilings

Budget tracking system (rolling budget)
 
Constant dollar data
 
Controllability

Offsetting receipts

Budget reform studies
 

Receipts, tax policy, and tax expenditures

Receipt estimates
 
Offshore oil receipts

Tax policy

Tax expenditures
 

Permanent-
Close files at end of 

every second fiscal 
year.

Recire closed files to 
Recora Section every

second fiscal year. 
Offer to iilillS when 8 

years old. 
Start ne...files every

second fiscal year. 



BRD -
Fi::3C&]- Ana.LvsLs Brunch 

De s cr Lpt.Lcn T-,~}~c!tLon 
of r.ecor d Authorized dispo~ition 

PROGRAM RECORDS (continued) 

Specific programs
Agricu1 ture
Credit programs and subsidies 
Energy
Federal employment
Health 
Income security
Interest estimates 
state and local 

Advisory Commission on Intergovernmental
Relations 

Catelog of Federal Domestic Assistance-
Circular A-89 

Grants-in-aid 
New Federalism 
Off-Budget Agencies
Outlays by geographic areas 
Public interest groups
Revenue sharing
State and local fiscal situation 

User charges - Circular A-25 



BRD - Fiscal Analysis Branch 

Locaticn 
Descr Lpt.Lon Authorized disposition0:' ?ccord 

I 
I 

These reco~ds consist of routine inquiries,
~eplies t~ereto, other correspondence in 
w~ich no ~usu~l adiliL~istrativedecisions, 
policies, or efforts are involved" and 
c::~inist:::-c.tive mat.er-LaLs for backgr-ound 
for-~l inform~tional releases. 

I7.CC:;~'1.ESSIO:iJJ.,REFElL~ 

"_uese records consist of routine inquiries,
~eplies thereto, other correspondence in 
~bich no ULusu~l adrr.inistrativedecisions, 
?~licies, or effo=ts are in~~lved, and 
2c.c::.inistratiye backgr-ound n:aterials for 
:orcal i~~ormational releases. 

~ FU3LIC IN~lliY 

7~ese records consist of routine inquiries,
~e?lies thereto, ether correspond2nce in 
··;~ic!1 unusua L decisions,no aer..inis-:rAtive
~c::'ici2S,cr e:::fortsar-e involved, and 
2c70inistrc:rtive b2~kgroUJ1Q naterials for 
~~r=2l info~mational releases. 

IIFiscal Temporary -
Analysis Retire to Record Section 

Branch for disFosal when 2 
ye~rs old. 

Start nev file every 
2 years. 



BRD - Fiscal Analysis"Branch 

Location f.u"chcri"zccl pcc it Londi.sof Record 

IIf, II~GIS~TIVE R300~D3 /71 Le;;islr:ti':c2ce LRD Schedule."'1.1 Reference
 
Legislative clearance items including printed Division
 
materials and relateo corresp0~dence.
 

P-. All other Temporary -
Copies Dispose at the end of 

each Congress.
Start new file at the 

begir~ing cf each Conzress.).0,
HECO~DS Legislative

Reference
 
Records on Executive Orders and PrCc leIDations Division
 
i~cl~e ~£te=ials on cle~'ance) preparation,

pr'es errcat.Lon, and pub'Li catri.on, All other I Temporary -

K.(2CUTIVEORDER AHD PROCL!J-il\TIOIJ <:f. See LRD Schedule." 

~ Copies Dispose vhen 2 years old 
or when no longer need.ed 
for administrative 
purpase~ - whichever 
i~ saaner. 

Start neH file every
2 years.at, 

iWUOFFICIAL PAPERS Fiscal Temporary -
Analysis Review each year and dispose

Papers of a private or nonofficial character Branch of all mat.erLaLs no Longer
which pertG.in only to an individual's personal needed for the transaction 
affairs that are kept in the office of an ONB of current business. 
employee will be clearly designated by him as 
nonofficial and will at all times be filed 
separately 2:rom the official records of his 
office. In cases where matters requiring the 
transaction of official business are received 
in private personal correspo~dence} the 
portions of such correspondence tha"G pertain 
to official business 1.Jillbe extr-act.edand 
made a part of t.he official files. All ext.ra 
copies of d.ocumerrts preserved only for 
conven tence of reference} and stocks of 
publications &~d processed documents. 

http:pertG.in
http:catri.on


BRD - Resources Systems Branch 

~L9c2t:;_()!1
01 l{e("~.:)rd Authorized dispositic~

sx: 
ADl-m-rrSTFATIVE RECORDS 

I
I
I
I
I
I

I
I
i
I
I
I
I
I 

Correspondence relating to the internal 
organization and m~~agement 

(Resources
Systems

Branch 

Temporary
Dispose 

-

of the Resources when 2 years old 

longer
needed for administrati~ 

whenSystems Branch. or no 

cr. Chronological
Functions 

whichever isFile purposes,
sooner.and Organization 

Start neH files every
2 years. 

" 

~~oncurrent record transfers (OMB Form 56) Nonrecord -
Branch reference copy.
Dispose when obsolete 

or superseded • 

.'
 



... ~--.-~-

BRD - Resources Systems Branch 

Description Loc'"-tion
of rt'2cord 

;)3,
PROGRAM RECORDS 

The program records of the Resources Systems Resources 
Branch reflect its responsibilities for Systems
planning the improvement of the Federal Branch 
budget system and OMB's methods-for carrying
out its budget function. The records in-
clude program-related memoranda, studies,
letters, etc.; memoranda to the Director and 
others. 

The records are maintained by subjects such as: 

Accounting

Accrual
 

Allowance letter 

Annexed Budget 

Anti-deficiency Act
 
Violations
 

Apportionments 

Balances
 
Analysis of
 
Balance of payments

Rescission
 

Budget authority

Circular A-3l
 
Concepts of
 
Contract authority (Backdoor financing)
 
Loan authority
 

Budget design/format 

Budget execution
 
Circular A-34
 

Budget improvement

Rolling budget
 

Budget instructions
 
Circular A-ll
 
Exceptions to Circular A-II
 

Authorized disposition 

Permanent -
Close files at end of 

every second fiscal 
year.

Retire closed files to 
Record Section every 
second fiscal year. 

Offer to NARS when 8 
years old. 

Start new files every 
second fiscal year. 

" 



~... -"--

,. 

BRD - Resources Systems Branch 

LocationDescription o.fRecord Authorized dispositibn 

Budget projections 

Budget reform 

Budget, responsibilities with respect to -
Circular A-IO 

Classification 
Object - Circular A-12 
Character 
Functional 

Congressional budget interests 
Annual budget letter 
Problems with the budget 
Review of the budget 

Director's review 

Employment
Ceilings/average grade
Personnel/expenditure cutback 
Hiring and promotion freeze 

Entertainment allowances 

Examiner's Handbook 

Financial management improvement 

Fiscal periods 

Foreign currency - Circular A-20 

Funds 
Deposit
Federal 
Revolving
Special
Special funding arrangements
Trust funds 

Outlays, control 

Planning, programming, budgeting 



,. 

BRD - Resources Systems Branch 

Description Location 
o.f Record Authorized disposition 

Policy letter 

Presidential 
Review of the Budget 

Receipts
General 
Governmental 
Proprietary 

Reserves 

Spring planning review 



, , 

" 

BRD - Resources Systems Branch 

LocationDescription Authorized dispositionof Record 

I,2'1. , 
~iHlTE HeGSE RE:rERRALS 

I 

'Resources 'I'e::porary-
Systems Retire to Record Section 

These records consist of routine inquiries, Branch for disposal when 2 
replies thereto, other correspondence in years old. 
~hic~ no unusucl ad~inistrGt~ve :c~icions, Start new file every
policies, or efforts are involved, and 2 years.
administrative background materials for 
formal ip~ormational releases.

,S', 
CQIIGRESSIOR4L REFERRALS 

These records consist of routine inquiries,

replies thereto, other correspondence in
 
yrhich no unusual administrative decisions,

policies, or efforts are involved, and "
 

administrative background materials for
 
formal informational releases.
,.~.
FUBLIC nr~mY 

These records consist of routine inquiries,

replies tl'..ereto,other correspondence in
 
uhich no unusual adrr.inistrative deciSions,
 
po Lf.c Les , or e:'forts are Lnvo'l.ved , end
 
aclminist:::-ative fuaterials for
 background 
for~al infor~ationel rele~ses. 



" 

BRD -	 Resources Systems. Branch 

Lcca t Icn J.u~vhorizecldLspoc i t.Lonof ,qecord 

I 
I 

L'SGISL".:.'nVI: ~'SCO~DS	 q,: LeCisl:::.tiv2See LIlli Schedule. 
Ref'er ence
 

Legislative cl.ear-anceiteJ:1sincludlng printed Division
 
~2teri8.1s an:i related correspo:l(;''2nce.
 P.	 All G'c::er 'I'erapor-ar'y -

Copies Dispose at the end of 
each Congress.

St8.Tt new file at the 
oegir~ing of each Congre3£ 

d Legislative See LRD Schedule.-" Reference
 
Records on Executive Orders PrOc l8.E2.t Division
ar...d ions
 
inclu~e ~t2ri~ls on cle2Iance, preparation, h
 
presentation, and publicat'ion. All other Temporary -. Copies Dispose vhen 2 years old 

or vhen no longer needed 
for administrative 
purpo~e~ - whichever 
i, ~O':lner. 

Start nev file every
2 years.).1-

:'iC~rOFFICIAL PAPZRS	 Resources Tenporrrry -
Systems Review each year and dispose

Papers of a private or nonofficial character Branch of all taat.er LaLs no lc..r.be::c 
~hich pertain only to an individual's personal I needed for the trnnsacti':lr. 
affairs that are kept in the office of an O~ffi of current business. 
enployee will be clearly designated by him as 
r.onofficial and will at all times be filed 
separately ~:rom 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 pertain
to official bus tness llill be extracted and 
u:ade a part of the official files. All extra 
co:t:'iesof documents preserved only for 
converrLence of reference, end stocks of 
publications and processed documents. 

http:2teri8.1s



