
REQUEST • AUTHO~ITY
 
TO DISPOSE OF RECORDS
 

(See Instructions on Reverse) 

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

1. FROM (AGENCY OR 

Executive 
ESTABLISHMENT)
Office of the President In accordance 

posal request, 
with the 

including 

provisions of 
amendments, 

44 U.S.c. 33030 the 

is approved except 
drs-
for 

Items that may be stamped "disposal not approved" or "WIth-
drawn" in column 10. 

I !)e.reby certify that I am cuthcnzed to oct for this agency in matters pertaming to the disposal of the agenc.y's records; that the records proposed for disposal in this Request of 
_:>__ poge(s) ore not now needed for the business of this agency or will not be needed ofter the retention periods specified. 

2/2/79 Records Management Officer 
(Date) (Signature of Agefrcy 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 Transportation, Commerce,

and Housing Division 

STANDARD FORM 115J'~
Revised November 1970 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 
115-105 



• I. .. -, • 
RECORDS OF THE TRANSPORTATION, CO~~ffiRCE,AND HOUSING
 

DIVISION
 

Records Common	 to the Division Office and Branches 

1.	 Administrative Records. The administrative, records'rela~e to 
the internal organization and management ,of the Division or 
Branch, including chronological files, work plans, and related 
r~cords. 

TEJ:..1PORARY.	 Cut:"'offevery 2 years. 
Destroy when 2 years old. 

2'. Correspondence Records. ' The coz-re spondenoe r.e,cordscon sLs c o,f",., 
routine inquiries (from the public, refer~als ~~o~.the White 

'H~:)Use',congre~s a'nd'other Government agencies) r~plies"I	 p 

thereto, background materials for formal informational releases 
and othe r correspondence in wh i.c'hno unu suaL admi.nistra'tLve 
decisions, policies, or efforts are involved. 

TEMPORARY.	 Cut-off every 2 years~ 
Destroy ~men 2 ye~rs oldo 

3.	 Legislative Information Records. The legislative clearance 
z'e co r-ds con si.st; of copies of. correspondence from C,ongress and 
other Government a~encies, including printed,materials. 

TEMPOR:1\RY.	 Cut-off at end of each Co~gress.
Destroy when 2 years old. 

The Legislative Reference Division maintains the permanent

r-e co rds on .a Ll, legislative c Le aran ce records.
 

4.	 Executive 'Order and Proclama~ion IniorGation Records. The 
execQ~ive order and proclama~io~ records include copies of 
materials on prepa::-a.::.ion,clearance, prese;;tatioIl" and publica-
tion. 

Cuf":'off,every 2 V22.rs.
 

De s t.r oy when 2 .l~ec..~~sGl~~..
 

The General Counsel's Office Diinta~~s the perm~nent records 
on all executive orders and ?::-oclamations. 
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5.	 General Accounting Office ReDo=ts Records.. The GAO reports
records are extra copies for reference purposes only and require 
no action by the Divisione' 

. " 
TEMPORARY.	 Cut-off every 2 years.


De.stroy 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 Director's 
Office Mail Unit. These recorcs are disposable when 5 years
old. (NN 173 238) 

6.	 Program Reference Material. rne program reference material 
consists of extra co~ies 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 'of'Le t t.ezs ...merno ran d a ; zepo r-ts.,-, 
studies, preliminary worksheets 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 stenotype tapes~ that have been 
transcribed; abstracts of correspondence~ route slips" and 
letters of transmittal that do not contain significant
il).formationj stocks of pub.l.d cat Lon s arid pz-ooe ss.ed oocumen-ts·.· 
maintained" for -distribution purposes;' catalog-u'es" trade: 
journalsl and other publicatio~s or printed material received 
from other Government agencies, com~ercial firms~ or private
institutions, which require no action or supplement the 
official recoro. 

TE£.lPORARY.	 cut-o=f every 2 yea~s.

Destroy when 2 years oLd,
 

7.	 Personal Papers. Papers of a private or nonofficial character 
which pertain onlY,to an ·individual's personal affairs that'are 
kept in the office of an OMB er;--.;?loyee be clearly designatedw i.Ll,
by hie as nonofficial and will at all times be filed separately
from the official records or his office. In cases where matters 
reauirina the transaction or o:£icial business are received in 
private personal corresponde~ce, ~he ?ortions of such correspondence
that pertain to official bus~~ess w~ll be extracted and ~ade a part-
of the official files. . 

TEt1PORARY.	 Dispose when no loncer needed •. 



~4' , ·e (, 
8. PROJECT RECORDS. 

Civil Aeronautics Board (CAB) International Air Cases. The 
CAB International Air Cases consist of copies of t.he air cases 
from CAB and correspondence relating to the clearance process. 

Close files when Presidential decisions are made. 
Transfer to EOP	 Depository when 2 years Old. 
Transfer to FRC	 when 2 years old. 
Destroy when 4 years Old. 

9- BUdgetarv Records. The budgetary records consist of ~pies
of.periodic reports from various Government agencies such 
as; Budge t E:>:ecution repor ts and S-::a f'inaYlcialteElenb:;of 
Condition; and copies of various other documents. 

TEr1PO?-ARY.	 Cut-off each fiscal yea~.
Transfer to EOP Deposito~y \-lhen2 y e ars o1;} •. 

.-nenTransfer t;o FRC -:;.. 2 years o Ld , 
Destroy when: 4 years oLd , 
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Division Office Records 

10.	 Division Officeo Program Records. The Division Office program
oro:records consist of items that are handled at; 'the Division 0 

Of~ice level and cover broad areas of responsibility not 
covered at the branch level. (Arranged alphabetically by
subject)" ,:1.. {.It/~ 0 -	 , 

PERMANENT. Cut-ofof eve_fY ~ years"
0/	 Tran'sfer to EOP be"pository when- 2 years o Ld , 

Transf~r to FRC when 2 ye.ars oldo 
Offer to NARS when 8 years old. 

~ __ _	 _ ,,..----. "_ (0;,...._ , 

Branch Records 

I; 11.	 Transportation Branch Program Records. Program records of the 
Transportation 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.) I.~ ~~ 

PERMANENT.	 Cut-off every 2 years. 
Transfer to EOP Depository when 2 years old. 
Transfer to FRC when 2 years old. 
Offer to NARS when 8 years old. 

12.	 Transportation Branch Budgetary Records. Budgetary records 
of the Transportation 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~cJ and alpha-
betically by subject thereunder) '. )..J" p-/y-

PERMANENT. '	 Cut-off each fiscal year.
Tran~fer to EOP Depo~ito~y when 2 years old. 
Transfer to FRC when 2 years old. 
Offer to'NARS when 8 years old. 

13.	 Co~~erce Branch Program Records. Program records of the 
Com.llerceBranch reflect its responsibility to review, 
manaqe, 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 aLphabe t i.caTl.y by subject thereunder.) / ~/y , 

PERMANENT.	 Cut-off every 2 years.
Transfer to EOP Depository when 2 years old. 
Transfer to FRC when 2 years old. 
Offer to NARS when 8 years old. 
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14.	 Commerce" Branch Budgetary Records. Budgetary records of the 

Commerce 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 alpha.-
betically by subject thereunder) '. l, l'p-/y, 

PERMANENT.	 Cut-off each fiscal year.
Transfer to EOP Depository when 2 years old. 
Transfer to FRC when 2 years old. 
Offer to NARS when 8 years old. 

15.	 EUD Branch Program Records. Program records of the HUD 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). ;2 •" rr/~ 
PEID1ANENT.	 Cut-off every 2 years.

Transfer to EOP Depository when 2 years old. 
Transfer to FRC when 2 years old. 
Offer to NARS when 8 years old. 

16.	 HUD Branch Budgetary Records. Budgetary records of the HUD 
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 assoicated to the established budget process.

'(Arranged by agency and alphabetically by subject thereunder). 

PERMANENT.	 Cut-offceach fiscal yea~. "?J,)~
Transfer to EOP Depository when 2 years old. 
Transfer to FRC when 2 years, old. 
Offer to NARS when 8 years 01d. 


