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REQUESTf AUTHOglTY
 
TO DISPO OF RECORDS
 

(See Ins/ructions on Rererse } 

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

FROM (AGENCY OR ESTABLISHMENT) 
In accordance with the prcvmcns of 44 usc. 33030 the dis-Executive Office of the President	 posal request, including amendments, IS approved except for 
Items that may be stomped 'disposal not approved" or "wrth-2. MAJOR SUBDIVISION 
drown" m column 10 Office of Management and Budget 

4. 

Date6. CERTIFICATE OF AGENCY REPRESENTATIVE: 

r her¥y certify that I om outhon z ed to act for thiS agency In mctters pertmnmq to the disposal of the agency's records, thot the records proposed for disposal 10 thiS Request of 
~ poge{s) ore not now needed for the busmess of thiS agency or will not be needed otter the retention pen ods speofled 

December 12,
 

~ ~19~7~5 ~~~~~~~~~~ ___ Record Officer
 
(Date)	 ntarrve ) (Title) 

9.7.	 8. DESCRIPTION OF ITEM 
SAMPLE OR 10

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

See attached Record Schedule:
 
Record Schedule for the Information Systems Division,
 

Office of Management and Budget
 

-'I0 ct)	 Itc:WI ~ ----------~~~~~~~~~~~=7~~~~--	 STANDARD FORM 11S 
Revi sed November 1970 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 
115-IOS . 



Info:ctE8t.LonSysteno.EDivj.sion 

The Information Systems Division assists tile Director and other ONB 

officials in the exercise of the Office's responsibility for the 

improvement of executive branch management through the application 

of information technology. The Division develops Government-wide 

information systems.po~icy, exercises fiscal and policy oversight 

on the acquisition and use of ADP throughout the Government. It has 

lead in OMB for coordinating the development of Federal policies for 

the protection of an individualfs right to privacy. It also provides 
. 

leadership in meeting congressional information requirements as 

specified in Sections. 201-203 of the Legislative Reorganization Act 

of 1970 and Title VIII of the Congressional Budget Act of 1974. 

Additionally, it provides design and computer operational services 

in support of the Office's budgetary and -legislative reference 

processes. It also reviews agency budget proposals and program 

issues relating to the acquisition and operation of P~P as well as 

providing technical assistance to the management and program divisions. 



·e 
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Information Systems Division 

Description Location: Authorized dispositionof Record I------------------------------------------~I---------------·r__----------
I I,. 

·ADM~ISTRATIVE RECORDS 

r.correspondence relating to the 
organization and management of 
Syst~ms Division. 

Chronological File 
Organization and functions 
Work Program 

/r: .....------------ -~. -.-:-.. 
Noncurrent Record Transfers 

2, . 
BUDGET~~~YRECORDS 

.. 

utilizing,
investment 
activities. 

'f. Planning 

:: 
• I 
• I 

internal :Inforrnation :Temporary-
I •the Information 

(OMB Fo~.56) 

Reference copies of,budgetary records for
 
the Information Systems Division b~dget.
 

3. 
DATA AUTOMATION PROORAM 

Data automation planning and operational records~ 
are normally those created during the life cycle.
of individual computer installations. These : 
include planning, managing, procuring, selecting I 

feasibility studi~s with associated charts 
and diagrams, and supporting data that 
reflect on the characteristics of the data 
automation activity. 

~.Program management ~ include uevelopment or 
plans, policy, and procedures governing the 
conversion to electrical Eachine operations
and supervisiQn, control coordinetion, and 
operation of the mechun Lz.et Lon program , 

~.Standardization - data elements and codes 

and accounting for.physical facility • 
of the ADP installation and supportin~ 

I
•I 

documents - include master plan, : 

Systems~~A' Retire to Record Section 
Divisiodf/~,~when 2 years old. 

J3Q88P8 ~@et!ieil .,ill J!cti1".l 
wnt!il he lOZLo@P Reeded 

Fiel" 8t1m!:l!iel!li'fitijue Q& 

_e5eW8see ~~.~888Q •. 

Start new files every
.~¥.e~rs. 

Nonrecord -
Office reference copy.

, Dispose when obsolete or 
I superseded.•
•
I

•••I :Tempor:ary -
: Do not retire 
t Section.•

to Record 

, Dispose when obsol~te or•• no longer needed for•I current business '-•I whichever is sooner.' 
I
I Start new•• fiscal•I 

files each 
year. 

Permanent -
Close files every second 

calendar year. . 
. Retire to Record Section 

every
year.

Offer to 
old. 

second calendar 

NARS when 8 year 

Start new f'iles every ,
second calendar year. 
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Information Systems Division 
LocationDescription of Record Authorized disposition 

I 
I
I
I 

I 
I,
I,, DATA AUTOMATION PROGRAM - continued 

'Temporary
Clnse filesd.
 -
Contract Files - '\: upon termin-

completionReference copies of NSF and GSA contracts, : ationrelated paper]:' 
oforrequisitions, etc.,

and correspondence pertaining to ADP work
performed fQr ISD and kept Qn 

and other -cont race activity.
closed filesI Retire to a component : Record Section everybasis for administrative purposes. (Officiall: 

records maintained. by"appropriate NSF and - : 
offtce with responsibility 

second calendar year.
*Dispose when 6 years old. 

Start new files forGSA
 contracting

for such work performed for OMB.)
 

:
 each ,, : new contract or renewal 

*(Actual disposal of these 
records cannot be made 
pending the disposition 0 

the case of U.S.A. VB. 
IBM Corp. 69 Clv. 200,
filed March 17, 1972. 
Record Section will retail 
until no longer needed fo,
legal purposes.) 

,-



Information Systems Division '~--_._.__.---:------------
Description )J,)(~o.tion: Authorized <.lispo:;ition 

. -4-__ of Hccol'd -t'----------------
C3;'C( RECC?DS J 

T:'18 pr-ogr-am recor~s of the In~~?~r;.~tio:sYS~2rr:""1 Permanent -Division reflect It IS res,t:on,3lolllt:r tne Systems Close files at end oflor 
Irapr ovemerrt of executive br cnch rr.[!n,~~~er::cnt Division every second calendart~rough t~e applic&tion of infor~ation year. . 
tecilr..o10w. 'L-_8 r eccr ds i!':~2:\..i:':"e J:.)rubY2!:-- Retire closed files to 
relc:.te~ ~1·~e:-!~Qr(lr..=-2.,~rojcc~s) s tud i.c s , Lec t cr-s , Record Sec~ion every
etc.; ncncr anda to t-:-J.c:Vir-ector and ot::c:!:""s second calendar year.on GcverlliLent-~ide infor~~ticn sys~e~s p8licy; Offer to NARS when 8fiscal and policy oversiGht OD acC!.uisit:i.on years old.and use of AD? throughout Goverr&ent. Start new files every

second calendar year.
The records are maintained by categories \ 

such as the following: 

Automatic Data ProceSSing 
/ 

DQq~menta~ion required for servic1ng
machine readab~~records is defined as 
organized!series of descriptive documents 
required to initiate, develop, operate, and 
maintain specific applications of ADP syste~~

"These include project documentation, system!

specifications, test data and procedures,

file and user do current ation , and the var Lousi
 
installation procedures and standards used r
 
in daily operations.
 

-Federal Policy /
 
-.V,anagement Information Systems I
 

- Responsibilities for the administration
 
and management of automatic data pro-
cessing activities (Circular A-7l)
 

- Cooperation with State and local
 
goverDffientsto·coordinate and improve
 

;information systems (Circular A-90) 

Federal ADP reporting/statistics I 
JulP A-Pplicatio.nsProjects --.~:I 

In~egrated budget - PPB subsystem (program,~

planning, ~udge~ing) I
 
- EcKiYls2::rStu-:::'y, pr Itcary SOUTCe I
 

Progr2.rr:. (6.evelopme!1tpr ogress reporting

of sys-:;eu:


Per-f'or raance tr.e asur-emerrt sya't em 
(mc.nc:gewentby oc ject Lve s) 
Deve Lop.nerrt 
Imple·~.ento.tion
Ocer at.Lons 

- Spe~i2.l Geoi:~ro.pn.i.c S·c.uui.csIr;'l)(~ct
Lc~:iS1.c.tivc riT(::.cl~in0 SystC.1 (dcve Loped 

":'~lru '''',",~r~'''s''".......J.:.!5..l. 1 I'or Ilous................. c )
 v_.. ....... -"'" ;··----lite

"..!..~ ~ ., , L 

http:Geoi:~ro.pn.i.cS�c.uui.cs
http:acC!.uisit:i.on
http:relc:.te


,_ • 

Description Authorized disposition 

BOCR:'loi R:2:CO::mS - continued 

C-f::Jgraphicdistribution of' Peder eL outlays
(Circular 11.-84) 

Legislative Reorganizo.tion Act of 1970 
Sections 201-203 - congressional information 

Congressional Budget Act of 1974 - Title VIII 

Privacy
Responsibilities for the maintenance of 
records about individuals by Federal agencies
(Circular A-108)
Privacy Act (PL 93-571~) - implementation
Vice President's Committee on Right of Privacy 

<, 
\ 

; 

I
I 
I,,
I 
I,
I..
 
I,
I
I 
t
I
I
I, 

I
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Information Systems Division 

Description 

These records consist of routine inquiries,
replies thereto, other correspondence in 
which no unusual aQ~inistrative decisions,
policies, or efforts are involved, and 
administ!'ative "::lackgroundr.:aterialsfor 
formal informational releases. 

'Cm~GRESSlmmL REFEM.ALS 

These records consist of routine inquiries,
replies thereto, other correspondence in 
which no unus~2l adrr.inistrative decisions, 
policies, or efforts ~re involved, and 
adr4inistrative background nat.erLa.Ls for 
formal infornational releases. 

1.
RJBLIC DnDITIY 

T'nese records consist of rou'tine inquiries 1 

replies thereto, ot~er cor~e3yJr.d2nce in
 
'lhic~ no unusua L ac.r:.inistrr..tivE'
decisions,
policies, or e:'forts ar o i:wc:'ved, and 
ad!!.ir:istrD:~i o2ckgrc~~l. L8.tc:r forve ials
 
for~21 ir.roruational rele~3es.
 

·e 

Location 
of Record Authorized disposition 

Information Temporary -
Systems Retire to Record Section 

Division for disposal when 2 
years old. 

Start new file every
2 YC2.rs. 

http:nat.erLa.Ls


•
 
Information Systems Division -------"--------------------------

'7.: :Sce LRD Schedule. 

I
I 

k.l
 

I
I

I
I
I
I
I
I

Locationof :i1ecordDescription !.uthorized.d i.spc s LtLcn 
I
I
I
I
I 

LEGISUrrrl2 RECO~DS Legis12tive

Eeference
 :
 

Legislative clearance itens including printed 
ffiaterialsand correspondence. 

Division : 
trel~tc~ 

All ether ':i'emporary-
Copies Dispose a·t the end of 

each Congress.
Start new file ~t the 

beginning of each CO~3I'e: 

I
•I
•I,
I,
I1-

E"JCECUTrlE ORD:E8 film PROCLf'1·I,.'\.TIOH RECO~DS 

Records on Executive Orders and PrOcla~ations 

Legislative See LRD Schedule. 
Reference 
Division~ ~-l 

C(.:
I
• 

LncLude r,,zterialson c Lear ance , preparation,
presentation, and r-ublicnt'ion. 8;. All other Temporary -

Copies Dispose vhen 2 years old 
or whep no longer needed_ 
for administrative 
purp0se:::- ,-rhichever
i~ F,00ner.

Start nev :file eve:rJ 
2 years./0.: 

I'IOHOFFICIAL PAPERS Information Temporary

Review
 

-

Systems

Division 
each year and dispos

~£terials lcn;cPapers of a private or nonofficial character 
which 

of all no 
pertain only 

affairs that are kept in the office of 
to an individual's personal needed ~or the transacti~ 

an OHB of current business. 
employee ,;ill be clearly designated 
nonofficial and will at all times be

by him as 
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 pertain
to official business 1./illbe extr-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 documents. 

http:extr-act.ed

