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" REQUEST *UR AUTHORITY

LEAVE BLANK
TO DISPOSE OF RECORDS DATE RECEIVED JoB NO
4 (See Instructions on Rererse) DEC 16 1975
TO GENERAL SERVICES ADMINISTRATION, NCi1r-51 - 76 {7
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, D C 20408 NOTIFICATION T AGENCY
1 FROM {AGENCY OR ESTABLISHMENT)
Executive Office of the President boval recuest, meludy amendmenta. 15 oporoved extent for

2 MAJOR SUBDIVISION items that may be stamped disposal not approved or with

drawn 1n column 10
Office of Management and Budget
3 MINOR SUBDIVISION
Office of the Director - Records Section

4 NAME OF PERSON WITH WHOM TO CONFER 5 L ext Code o/t
Nell Doering/Charles Howton (379:) 103 ext.3914} J.5-76 |y ‘. [9 4@(,&
6 CERTIFICATE OF AGENCY REPRESENTATIVE =7 Date gz 7ok chivsst of the United States

! hIgY cerhify that | am authorized to act for this agency in matters pertaining to the disposat of the agency s records, that the records proposed for disposal in this Request of
— +O_ page{s} are not now needed for the business of this agency or will not be needed after the retention periods specified

December 12,
TROBHBAX KKK 1975 ;

Record Officer

(Date) (Signature of Agency entative) (Ticle)
7 8 DESCRIPTION OF ITEM SAM:LE oR 10
ITEM NO {With Inclusive Dates or Retention Periods) JOB NO ACTION TAKEN

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

115-105

Coasgdo Mgy 24 e Y3 ,tens



Budget Review Diviszon

The Budget Reviev Davaisiou assists the Darector, and the Deputy
Director in the exercise ov the Office's responsibilitics for the
Federal budget. + coordinstes the preparation of the budget and
supplemental estiwmates, the reviev of program and [tanancial plans,
the epportionment system, the use of financial reports, and the
structure, classifications, and methods of vudget control and review.
It prepares fiscal analyses, recommends budget guices, and plans

improvements in the budget system. The Division maintains close

liaison with the Economic Policy Division.




BRD - Division Office

T - 1
Description ! ofLRzgs;gn ! Authorized disposit-on
yA E i
* ADMINISTRATIVE RECORDS i ;
1 ]
] l
6ZCorrespondence relating to the internal iDivision &emporary -
organization and management of the BRD Office I{ Retire to Record Section Fe

Division Office.

Assignments and Organization
Chronological File

/0;oncurrent Record Transfers (OMB Form- 56)—-—~l

;% BUDGETARY RECORDS

Reference copies of budgetary records for
the Budget Review Division budget.

|

1

yzo PROGRAM RECORDS

studies, letters, etc.; memoranda to the
Director and others on individual programs or
issues; study reports.

Reference copies of program-related memoranda,
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dlbfli“/ when 2 years old.
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wnti-l-po—longer~neadad
: i .

Start new files every
2 years.

Nonrecord -

Office reference copy.

Dispose when obsolete or
superseded.

Temporary -

Do not retire to Record
Section.

Dispose when obsolete or
no longer needed for
current business, which-
ever 1s sooner.

Start new files each
fiscal year.

Temporary -

Do not retire to Record
Section.

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

Start new files every
2 years.


http:budget.Do

BRD - Deputy Assistant Director {or Buidget Review

f ]
escription ) oeigsation 1 aythorized disposition
q L Lo . }
1
'ADMINISTRATIVE RECORDS i
1
1
‘m Correspondence relating to the internal Deputy } Temporary -
organization and management of the office Assistant ! Dispose when 2 years old
of the Deputy Assistant Director for Director for} oz when no longer
Budget Review. Budget needed for administra-
Review tive purposes, which-

ever is sooner,
Start new files every
2 years.

Chronological file

Nonrecord -
Office reference copy.
Dispose when obsolete
or superseded.

‘Noncurrent record transfers (OMB Form 56)

E{;ROGRAM 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:

Permanent -

Close files at end of
every second year,

Retire closed files to
Record Section every
second year.

Offer to NARS when 8
years old.

Start new files every
second year.

chrogram—related memoranda, studies, letters,
etc.; memoranda to the Director and others on
programs or issues not handled at the Branch
level.

|

Reference copies of program-related memoranda, Temporary -

studias, letters, etc.; memoranda to the Do not retire to Record
Director and others on programs or issues Section.

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

Start new files every
2 years.

handled at the Branch level.
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BRD -~ Budget Preparation Branch

Descripiicn futhorized disvositzien

é.

ADMINISTRATIVE RECORDS

Correspondence relating to the internal Budget Temporary -
crganization and management of the Budget Preparation Dispose when 2 years old
Branch or when no longer

Preparation Branch.
needed for administrative

purposes, whichever is
sooner.

Start new files every
2 years.

‘( Chronological file

Noncurrent record transfers (OMB Form 56) Nonrecord -

Branch reference copy.
Dispose when obsolete
or superseded.

a
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BRD - Pudget Prevaration Branch

-

atic . - . s
Locaticn futhorized disposition

of Reconli

oo - —

Desecription

;27PROGRAM RECORDS

L T I P JR s

The program records of the Budget Preparation iBudget Permanent -
Branch reflect its responsibilities to scheduler Preparation Close files at end of
and review the operations involved in pre- Branch every second fiscal

paration of the Federal budget. The records
include program-related memoranda, studies,
letters, etc.; memoranda to the Director and
others.

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.

The records are maintained by function such as:
4 B;portionment actions, review and summary

Congressional action, effect on budget
Controllability of funds, summary
Expenditure estimates, review of
Offsetting rec;ipts

Outlay ceiling and limitations

Outlay estimates

Cutlays, proJjections and analyses

Rescessions and deferrals (all agencies)

LEFserves of budget funds

l& {ﬁéviews (all agencies)
Spring planning

Director's

Nonoral

Presidential

Permsnent -

Cloze files-at end of
coeh Taiscel year-
involved.

Retire ong flecel year to
Recozd Soction euch:
year.

O0fTer to .13 when
years old.

Stert ney files for each

1 yee 2

fisca r involwvel

o

r
»

C

¢ pupplemental and amended budget requests
and estimates (all sgencies)
Agency subaissions and Justifications
Claims and Judgements

Permanent -

Close files at end of each
session of Congress.

Retire one session each year.

Offer to NARS when 8 years
old.

Start new files for each
session of Congress.
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BRD - Budget Preparation Branch

t

s

Location
of Record

Desc cicn Authorized disposition

g -HI-L._I I’LOU E LEE‘ER.R.:LS

Budget Temporary -~
Preparation Retire to Record Section
These records consist of routine inguiries, Branch for disposal when 2

replies thereto, cther correspondence in
which no unusual administrative decisions,
policies, or efforts are involved, and
adninistrative background materials for
formal informational releases.

years old.
Start new file every
2 years.

ﬁ’COHG AZ5SIONAL REFSABALS

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

/0

PUBLIC INSUIRY

These records consist of routine inguiries,
repliss thereto, cther correspondence in
vhich no urusual 9dn‘nistrative decisions,
policies, cr erforts ar2 involved, and
admninistrative u°ckoround materials 1or

-

formal informestionzl releases.
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BRD - Budget Preparation Branch

- s
Description g?cégggﬁd Authorized disposition
A P 59

A(IEGISLATIVE RZCORDS i Iezislative 'See LRD Schedule.
; "' Reference
legislative clearance items including printed Division
raterials and related correspoandence.
A}, All Cther Tenporary -
Copies Dispose at the end of
each Congress.
Start new file at the
beginning of each Congress
LlEmECUTIVE CRDER AlID PROCLIMATICH RECCIDS ! Legislative |See LRD Schedule.
Reference
Records on Executive COrders and Proclarctions Division o
include mzterisls on clezrance, preparation,
presentetion, and puvlication. All OCther Temporary -
’ Copies Dispose when 2 years old
or when no longer needed
for administrative
1 purposes - vhichever
is sooner,
Start new file every
/3 2 years.
.
NONOFTICIAL PAPERS Budget Temporary -
Preparation Review each year and dispcss
Papers of a private or nonofficial character Branch of all materials no longer

needed for the transacticn
of current business.

vhich pertain only to an individual's personal
affairs that are kept in the office of an OMB
employee will be clearly designeted by him as
nonofficizl and will at all times be filed
separately from the official records of his
office., In cases where matters reguiring 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
coplies of docurnients preserved only for
convenience of reference, and stocks of
publications and processed documents.
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BRD - Fiscal Analysis-Branch

Locaticn
ol Hecord

Descripticn futhorized dispositaen

I7£UEHWESTRATIVE RECCRDS

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

needed for administrauit
purposes, whichever is
sooner.

Stert new files every
2 years.

4{ Assignments and Objectives
Chronological File

Nonrecord -
Branch reference copy.
Dispose when obsolete
or superseded.

ANoncurrent record transfers (OMB Form 56)

e £ e e e e e e e e e e



BRD -
Fiscal Analysis Branch

Descripticrn ofLSggg%Sn futhorized disposition
/9 PROGRAM RECORDS Fiscal
L .
Analysis
The program records of the Fiscal Analysis Branch Permanent-

Close files at end of
every second fiscal
year.

Retire closed filles to
Record Section every

second Tiscal year.

Offer to 1iARS when 8
years old,

Start new files every
second fiscal year.

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.

ot > e e e e

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 peclicy
Restraint measures (reductions,
terminations, and reforms)

Measures to stirmlate theeconomy
(anti-recession planning)
Budget procedures and concépts

Transition to the new fiscal year
Funetional classification

Outlay ceillings

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
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BRD - '
Tgcel Analysis Branch

Lonation

. thor i . sitior
oF necord Authorized disposition

Description

FROGRAM RECORDS (continued)

Specific programs
Agriculture
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
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[ e

Locaticn
of Fecord

Authorized disposition

/6,

WHITE HOUSZT REFERRALS

These records consist of routine inguiries,
replies thereto, other correspondence in
wnich no unusual administrative decisions,
pclicies, or efforts are involved, and
3ministretive background materials for
ormal informational releases.

Hy

17,

CCI.GRESSICIIAL REFERRAIS

“hese records consist of routine inquiries,
replies thereto, other correspondence in
walecn no urusual administrative decisions,
oolicies, or efforts are involved, and
zérinistrative background waterials for
Zforeal informational releases.

3; PUBLIC INGUIRY

Trese records consist of routine inguiries,
zolies theretc, cther correspondence in
hich no urusual =2dministrative decisions,

3

13

[

cclicies, cr efforts are involved, and
sCrinistrative background meterials for
Torzz2l informetionsl releases.

Fiscal
Analysis
Branch
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Temporary -

Retire to Record Section
for disrosal when 2
years old.

Start new file every
2 years.



BRD - Fiscal Analysis- Branch

Description g%cﬁgéggd futherized dispesition
A
IZGISLATIVE RECORD3 cz Lezislative '2ee LRD Schedule.
Reference -
legislative clearance items including printed Division
materials and related correspondence.
,J'. All Cther Temporary -
Copies Dispose at the end of
each Congress.,
Start new file at the
20 beginning of each Congress.
[ 4
EXECUTIVE QRDER AlD PROCLAMATICH RECCRDS d | Legislative }See LRD Schedule.
Reference
Records on Executive Orders and Proclzmations Division
include meterials on clearaance, preparation,
presenvation, and publication. All Other Temporary -
) Copies Dispose when 2 years o0l4d
or when no longer needed
for administrative
purposes - whichever
is gooner.
Start new file every
;2/ 2 years.
’
SOUOFFICTIAL PAPERS Fiscal Tenporary -
Analysis Review each year and dispose
Papers of a private or nonofficial character Branch of all materials ro loncer

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
seperately Trom the official records of his
office. 1In cases where matters requiring the
transaction of official business are received
in private personal correspondence, the
rortions of such correspondence that pertain
to official business will be extracted and
rade a part of the official files. All extra
copies of documents preserved only for
convenience of referesnce, and stocks of
publicatiors and processed documents.

needed for the transaction
of current business.
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BRD - Resources Systems Branch

i i
e o o 3 Location . . .

Description i of Record i Authorized dispositicn
[ 4
ADMINISTRATIVE RECCRDS
Correspondence relating to the internal Resources Temporary -
organization and management of the Resources Systems Dispose when 2 years old

Branch or when no longer

Systems Branch.

‘K Chronological File
Functions and Organization

-

‘Noncurrent record transfers (OMB Form 56)
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-

needed for administrative
purposes, whichever is
sooner,

Start new files every
2 years.

Nonrecord -
Branch reference copy.
Dispose when obsolete
or superseded.



BRD - Resources Systems Branch - -

Lecation

of Record Authorized disposition

Description

23,

PROGRAM RECORDS

The program records of the Resources Systems Resources Permanent -
Branch reflect its responsibilities for Systems Close files at end of
planning the improvement of the Federal Branch 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.

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-31
Concepts of
Contract authority (Backdoor financing)
Loan authority

Budget design/format

Budget execution
Circular A-34

Budget improvement
Rolling budget

Budget instructions
Circular A-11 .
Exceptions to Circular A-11

hadadel o Sutmindadudededaiadebeiededodedaiediadedededed f nadade el e D R D L T ¥ TR R
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BRD - Resources Systems Branch

e ot .. - -

H

Description

_Location
of Record

Authorized disposition

Budget projections
Budget reform

Budget, responsibilities with respect to -
Circular A-10

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
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BRD - Resources Systems Branch

Authorized disposition

_Location
of Record

-t ap omf

Description
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BRD - Resources Systems Branch

. L i Location .
Description ! of Recora Authorized disposition
i
249
WHITZ HCUSE REFERRALS Resources Terporary -
Systems Retire to Record Section
These records consist of routine inguiries, Branch for disposal when 2

replies thereto, other correspondence in
which no unusual administrative Iscisions,
policies, or efforts are involved, and
administretive background materisls for
formal informetional releases.

29,

-

COHGRESSIONAL REFERRALS

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

2¢,

PUBLIC IIQUIRY

These records consist of routine inguiries,
replies thereto, other ccrrespondence in
vhich no unusual administrative decisions,
policizs, or efforts are involved, and
administrative vackground waterials for
formel informetionzl releases.
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years ola.
tert new file every
2 years,



BRD - Resources Systems. Branch

Iiceca
of

St ion
Descripbtion cord

ST

2/

ICISLATIVE RTCCRD3 q Le;ws19u¢"c See LRD Schedule.
Neferance -
legislative clearance items including printed DlVlSlon
reterials and related corresgoniznce.
/&1 Al Cther Temporary
Copies Dispose at the end of
each Congress.
Start new file ezt the
;2é? beginning of each Congress
[ ]
EZECUTIVE CRDER AYD PROCLAMATICII RECCRDS g, lLegislative }See LRD Schedule.
Reference
Records on Bxecutive Orders and Proclamations Division )
include nzterials on clesrance, preparation
presencetion, and publicatvion. ,4- All Other Temporary -
Copies Dispose when 2 years old
or when no longer needed
for administrative
purposes - whichever
; ir sooner.
i \ tart new Tile every
2267 2 years.
*
SCHOFFICIAL PAPERS Resources Temporary
Systems Review each year and dispose
Papers of a private or nonofficial character Branch of all materials ro lenger

needed for the transaction
of current business.

which pertain conly to an individual's personal
affairs that are kept in the office of an (OMB
employee will be clearly designated by him as
ronofficial end will at all times be filed
separately Irom the official records of his
office. In cases where matters requiring the
transaction of official business are recelved
in private personal ccrrespondence, the
portions of such correspondence that pertain
to officiel tusiness will be extracted and
zade a part of the official Tfiles. All extra
coples of dccuments preserved only for

convenience of reference, end stocks of
puolications and processed documents.
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