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: REQUEST“ AUTHORITY
SRS TO DISPOSE OF RECORDS

(See Instructions on Reverse)
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LEAVE BLANK

TO GENERAL SERVICES ADMINISTRATION,

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408

DATE RECEIVED

JoB NO
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NOTIFICATION TO AGENCY

1 FROM (AGENCY OR ESTABLISHMENT)
Executive Office of the President

2 MAJOR SUBDIVISION
Office of Administration (IMB

3 MINOR SUBDIVISIONI emt"””‘
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4 NAME OF PERSON WITH WHOM TO CONFER
Nell Doering

5 TEL EXT

395-3914

In accordance with the provisions of 44 US C 33030 the dis
posal request, including amendments, s approved except for
tems that may be stomped disposal not approved or with
drawn in column 10

6 CERTIFICATE OF AGENCY REPRESENTATIVE

L= 1/-7F
Date ’ Archivest of the Unsted States

| hereby certify that | am authorized to act 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 business of this agency or will not be needed after the retention periods specified

2/2/79 . “5;, Records Management Officer
(Date) (Signature of Agfhcy Representative) (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:

Office of Management and Budget
Records of the International
Affairs Division
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STANDARD FORM 115
Revised November 1970
Prescribed by General Services
Admunistration
FPMR (41 CFR) 101-11 4
115-105
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RECORDS OF THE INTERNATIONAL AFFAIRS DIVISION

Records Common to the Division Office and Branches

1. Administrative Records. The administrative records relate to
the internal organization and management of the Division or
Branch, including chronological files, work plans, and related
recoxds.

TEMPORARY . Cut-off every 2 years.
Destroy when 2 years old. - L : -

2. Correspondence Records. The correspondence records consist of
routine inquiries (from the public, referrals from the White
House, Congress, and other Government agencies), replies
thereto, background materials for formal informational releases
and other correspondence in which no unusual administrative
decisions, policies, or efforts are involved.

TEMPORARY. Cut-off every 2 vyears.
Destroy when 2 yezrs old

3. Legislative Information Records. The legislative clearance
records consist of coples of correspondence from Congress and
other Government agenc1es, including printed materials.

——_—

TEMPORARY. Cut-off at end of each Congress.
Destroy when 2 years old.

The Legislative Reference Division ‘maintains the permanent
records on all legislative clearance records. '

4. Executrive Order and Proclamation Information Records. The
executive order and proclamation records include coples of
materials on clearzance, preparation, prasenntaticon, &ad publica-
tion.

TZMPORARY . Cut-off every 2 years
Destroy wvhan 2 years old.

The General Counsel's Cffa 1
on all executive orders and proc
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General Accounting Office Revcrts Rscords. The GAO reports
records are extra copies for reference purposes only and require
no action by the Division. -

TEMPORARY. Cut-off every 2 years.

Destroy when 2 years old. .

GAO reports requiring action by the Division are maintained
in the Branches as part of the program records.

A control set of GAO reports is maintained by the Directoxr's

Office Maill Unit. These recorcs are disposable when 5 years
old. (NN 173 238)

Program Reference Material. Thz program reference material
consists of extra copies of record materials retained solely
for convenience of reference; information and reference copies
of correspondence and other papers on which no action is
necessary; preliminary drafts cf letters, memoranda, reports,
studies, preliminary workshezsts and informal notes that do not

add significant data or substance in the final steps of the
preparation of an official record; shorthand notes, including
stenographic notebooks and stenotvpe tapes, that have been
transcribed; abstracts of correszorndence, route slips, and
letters of transmittal that <o not contain significant
information; stocks of publications and processed documents
maintained for distribution purposes; cataliogues, trade
journals, and other publications or printed material received
from other Government agencies, cor-ercial firms, or private
institutions, which require no action or supplement the
officral record.

TEMPORARY . Cut—-0Zi every 2 years.

Destrov when 2 years cid.

Personal Papers. Papers of z

vhich partain only to an ind-=v
kept 1n the office of an OMB =
by hin as nonofficial and will
from the official records of 7

or nonofficial character

personal affairs that are
will be clearly designated
tlnes be filed separately
In cases where matters
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regquiring the transaction of oZZ:ic:izl bas.neso are Vece;ved in
private personal correspondercs, the nortions of ¢h correspondenc?
that pert 1n to official businesss ;211 be entracLed and made a part

TEMPORARY. Dispose when no lonczr ne=ded.
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- - -=zords consist of copies

Records. “The bucozetal_

€ reports from variowus LI . oTnment agencies such

Execution reports aad Svatements of Financial

and copies of various other documents. . )

Cut—-off each fiscz2l ysar. .

Transfer to EOP Depossitory vwinaen 2 years old.
- A

Transfer to FRC wh=xn 2 yesars old. .
Pestroy when 4 yesar
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Division Office Records

9. Division Office Program Records. The Division Office program
records consist of items that are handled at the Division
Office level and cover broad areas of responsibility not
covered at the branch level. (Arranged alphabetically by

subject) . » a/ alﬂ/?'f

PERMANENT. Cut-off every 2 years.
Transfer to EOP Depository when 2 years cld.
Transfer to FRC when 2 years old. idehﬂ ﬂZ[KCi

-offer—to—NARS—wWhep-S—Foars—otar—
Vrans{for Yo NAERA Loken 30 ears Ny - ?//‘/?Y

Branch Records

10. BEconomic Affairs Branch Program Records. Program records of the
Economic Affairs Branch reflect its responsibility to review,
manage, or provide assistance to its assigned agencies and/or
other major functional areas. The records include program-—
related memoranda, memoranda to and from heads of agencies
and other written communications pertinent to the activities,
operations, and responsibilities of the branch. (Arranged by
agency and alphabetically by subject thereunder). o7% “‘W?«f

PERMANENT. Cut-off every 2 years.
Transfer to EOP Depository when 2 years old.
Transfer to FRC when 2 years old. f?,¢h4@r MIRC

DEfoxr-—to-NARS when—8 vears-old.—
Transfer 4o VARA ohon 30 ears sldl. 7/@/&

11. Economic Affairs Branch Budgetary Records. Budgetary records of
the Economic Affairs Branch reflect its responsibility associated
with the preparation, formulation, and execution of the Federal
budget of its assigned agencies. The records include those
items prepared or received that are directly associated to the
established budget process. (Arranged by agency and
alphabetically by subject thersunder). ,5'54%{%347

PERMANENT. Cut-off each fiscal year.
Transfer to £EOP Depository when 2 years old.

Transfer to FRC when 2 years old. zpﬁ,(,h@/y yndd

~offor-to NARS—wWhen—8-—vears—olds
Tvans v Ao FARK wohen 30 jecm d. glefsE
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12. 1International Security Assistance Branch Program Records.

Program records of the International Security Assistance

Branch reflect its respon51b111ty to review, manage, or provide
assistance to its assigned agencies and/or other major
functional areas. The records include program—related memoranda,
memoranda to and from the heads of agencies and other written
communications pertinent to the activities, operations, and

responsibilities of the branch. (Arranged by agency and
alphabetically by subject thereunder). 75 a{ﬂ
PERMANENT. Cut-off every 2 years.

Transfer to EOP Depository when 2 years old.
Transfer to FRC when 2 years old. P ﬁm\/ﬂ% /I/IEQ

Tyanslerto N 4//7//?3/

13. International Security A551stance Bran ﬁ udgetary Records.
Budgetary records of the International Security Assistance
Branch reflect its responsibility associated with the
preparation, formulation, and execution of the Federal budget
of its assigned agencies. The records include those items prepared
or received that are directly associated to the established
budget process. (Arranged by age and alphabetically by
subject thereunder). e 75 c¢lp4//y

PERMANENT. Cut~off each fiscal year.
Transfer to EOP Depository when 2 years old.

Transfer to FRC when 2 years old. P.K\3 w\/\\_@\ NIRC.
-Offer—to—NARS—when—8-—vears-old
TWQV\si{!w‘\‘D NM A wonen 30 seavs old, Q/IL/

14. State-ICA Branch Program Records. Program records of the
State-ICA Branch reflect its responsibility to review,
manage, or provide assistance to its assigned agencies and/or
other major functional areas. The records include program-
related memoranda, memoranda to and from the heads of agencies
and other written communications pertinent to the activities,
operations, and responsibilities of the branch. (Arranged by

agency and alphabetically by subject thereunder). /,15'“,%/7(

PERMANENT. Cut-off every 2 years.
Transfer toc EOP Depository when 2 years old.
Transfer to FRC when 2 year old. & K,C;,#,,V NIRC

GEfer—+to-NARS—when—8 vsars old.
/ﬁavxs\em—*o NAEH coen 5(9 L’.}KIIVS@M 4//2/8’5/
15. State-ICA Branch Budgetary Records. Budgetary records of the
State-ICA Branch reflect its responsiblllty associated with the
preparation, formulation, and execution of the Federal budget

of its assigned agencies. The records include those items
prepared or received that are directly associated to the
established budget process. (Arranged by agency and

alphabetically by subiject the d
P v by ject thereunder). '5-“'/'/7/,'

PERMANENT. Cut-off each fiscal year.
\IQ‘(\DG& (.Q\’\(,Luva\uL_ JE Transfer to EOP Depository when 2 years old.
NQ/U Do«”\ﬁ Transfer to FRC when 2 years old. 30 (Q M} ﬂf/ Z@_
Offer—toMNARS—when—3- OG-
o e Toans bor o NAA Lok 30 wavs old.



