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REQUEST .R AUTHORITY 
TO DISPOSE OF RECORDS 

(See Instructions on Re1·erse) 

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

1 . FROM (AGENCY OR ESTABLISHMENT) 

Executive Office of the President 
2. MAJOR SUBDIVISION 

4. NAME OF PER SON WITH WHOM TO CONFER 

Nell Doering 
6. CERTIFICATE OF AGENCY REPRESENTATIVE: 

LEAVE BLANK 
DATE RECEIVED JOB NO. 

8 FEB 1979 `C.\-6 l-'\'i-1 

NOTIFICATION TO AGENCY 

In accordance with the provisions of 44 U.S.C. 33030 the dis­
posal request, including amendments, is approved except for 
items that may be stomped "disposal not approved" or "with­
drawn" in c olumn 10. 

I hereby certify that I 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 --3----- page{s) ore not now needed for the business of this agency or will not be needed after the retention periods specified. 

2/2/79 
(Dale) 

7. 
ITEM NO. 

. 

Records Management Officer 

8. DESC RIPTION OF ITEM 
(With Inclusive Dales or Re1en1ion Periods) 

See attached Record Schedule: 

Of £ice of Management and Budget 
Records of the Labor, veterans, 

Education Division 
and 

(Title) 

9. 
SAMPLE OR 1 0. 

JOB NO. ACTION TAKEN 

I 

-).() 

STANDARD FORM 115 
Revised Aovcmber I 79 0 
Prescribed by General Services 

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



Correspondence 

• 

RECORDS OF THE 	 LABOR, VETERANS, AND EDUCATION DIVISION 

Records Common 	 tÞ the Division Office and Branches 

1. 	 Administrative Records. The administ rative records relate to 
the internal organization and manageßent of the Division or 

Branch, including chronclogical files, work plans, and related 
records. 

TEMPORARY. 	 Cut-off every 2 years. 

.Oestroy .when 2-years old. 

2. 	 Records. The correspondence records consist of 
routine inqu iries (from the public, refeàrals from t?e White 
House, Congress, and other Government agencies} 0 replies 
thereto, background materials for formal inf6rrnational releases 

and other correspondence in which no unusual administrative 

decisions, policies, or effor ts are involved. 

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

3. 	 Legislative Information Reco rds . The legislative clearance 
records _consist of. copies of correspondence from_ Cqngress and 
other Government agencies, including printed materials. 

TEMPORARY. 	 C ut-off at end of each Cong ress . 

Destroy wheh 2 years old: 
· 

The Legislative Reference Division caintains the permanent 
records on al l legislative c learan c e records. 

4. 	 Executive Order and Proclamation Infc::::-2ation Recor d s . . The 
exect.:tive order aild proclamation reco:>::"ds include copies of 

_ materials 	 on clearance, preparatior:, _?1'."esenta.tion, and 4mblica­
tion. 

Cut-off every _2 yec.rs. 
Destroy ,,;hen 2 yea:!'."s old. 

The General Counsel's Office ՙaintai՚s the permanent records 
on all executive orders and ՛rocla՜a՝ions. 

""·-· ... 
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5. 	 General AccountiD3 Office RsČo=ts Records. The GAO rep o r t s  
records are extra copie s for r2feՉcՊce purposes onby and require 
no action by the Division--

TEMPORARY. Cut-off.·every 2 •Je2:,:-s. 

Destroy. i.·fhen 2 years old. 

GAO 	 reports requiring action by the Division are maintained 
in the Branches as part of the prograr:i records-

A control set of GAO repor ts i.:; rBintained by the Director's 
Office Mail Unit. These records are aisposable when 5 years 
old. (:NN 173 .238) 

6. 	 Reference Material. TԵe program reference material 
consists of extra copies of recora Daterials retained solely 
for convenience of reference; information and reference copies . 
of corresoondence and other oaĊeċs on which no action is 
necess·a:::-y; preliminary drafts cf· letters, memoranda,. reports, .·· 

studies, preliminary ·works1;.s2ts and inforr:ial notes. that do not 

add significant. data or_ substc;ince. in t_he final s_teps of the 
prepara_tion o[ an official record: shorthand notes, including 
stenographic notebooks ana s՗e՘otype tapes, that have been 
transcribed; abstracts of co=res?ondence, route slips, and 
letters of transmittal that do not contain significant 
information: stocks of publications and processed.documenfs 
maintained for distribution purposes; catalogues, trade 
journals, and other publicatioŷs or printed material received 
from other Gover45ent agencies, co2ՋerciՌl firmsZ er private 
institutions, which require !!O actio!! or supplement the 
official record. 

Cut-oՂՃ every 2 ye2=s. 

Dsstroy when 2 ye2rs cJ.c}_ 


7. 	 PersoՄal Papers. Papers of Ą pr6vate or nonofficial character 
Ֆhich.pertain only to an inՏiviՐՑՒl's personal affairs that are 

ke?t in the office of an OME eՀ?lojeՁ will be Լlearly designated 
by hin as nonofficial and wi:l aĆ Ĉĉl tԺԻes be filed sՍparaՎely 
froD the official =ecorՕs of Խis aԾԿ'ce. In c2ses wher2 matters 
recJi::i_ -::g tf'_2 -t..::.:-c.:--LS3ct_i.o:L c:-= \·=-=:-=-]-^ . .- Բ ԹDu_s _:;?.:-::_: a.-r�e ՓEՔc2i_-'-.-2cl J_:;. 

pr 2.. •./.2. t e 
_ 

p 2 r 30::2 l cor re SI_:'()n::.-:.c=: .-. = 7_ , :-. :·_ -ć ·:·1-:; ą:: t r.)!J s ,--:.._' f su c·11 co.!·-"e.spo#.1dc$--%::--._ 

that peԳԴain to official tus:Ն?ss XY - be 0xtrՇՈtcd and ԶԷde a part 
of the cfՅicial files. 

. -- - ... ,,. ·-Dispos?- when :n.o - -..I • •  :::-=-
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s.· 	 B԰dget2rv Records. Thԭ buԮ;sta=ԯ ԫs=ordԬ consist of mpies 

of. p2rtodic reports froul v2-::i..o:...:.s_ C:::;;.·2:-nmenă: agencies .. such 

as; Budget Execution recort:; a:cd :3t:?J!:°.21-rt·2Ets of rinc:incial.


;__ 

Condition! and 	 COQies of variԱus ether docriments. 

TEHPO.FU:\.RY. 	 Cut-off each fisc2l ye2r. W 

Transfer to EOP Dԩp·::s :_::orԪ' "t·:hcn 2 yea:cs old_ 
T"an·sfer to. FRC ;... -ԧԨ2:-i 2 ye2rs .old .. 

Destroy •.-;h8ri 4 y22rs 01-d. 
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PERMJl . ...L'JENT. 
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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

' 

-Y-

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

Branch Records 

Labor/Manpower Branch Program Records. Program records of the
Labor/Manpower Branch reflect its responsibility to review, 

11. Labor/Manpower Branch Budgetary Records. 
the Labor/Manpower Branch reflect its 

Division Office Records 

9. Division Office RecoǮas. 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. (Arr ange d alphabetically by 
subject) • 

• /�..,,,r. 
2 years old. 

10. 

agency and alphabetically by subject thereunder) • .)..,).�� 
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. 

Budgetary records of 
responsibility associated 

with the preparation, formulation, and execution of the Federal 
budcret of its assigned agencies. The records include those 
iteYs prepared or received that are directly associated to the 
established budget process. (Arranged by agency and 
alphabetically by ·subject thereunder) 

Cut-off every 2 years. 

Transfer to EOP De?ository when 2 years old. 

Transfer to FRC when 2 years old. 

Offer to NARS when 8 years olǰ. 




Veterans Affa1rsBranch refieCl.------rEs 

by
_ j

ge�7 X. d 
'1 µ-/')"'f ... 

(Arran9ea by •b
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PERJ'-1lu'JENT. Cut-off every 2 years. 

12. Veterans Affairs Branch-Program Records. Program records of the 
··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). - 7;-�� 

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. 

13. 	 Veterans Affairs Branch Budgetary Records. Budgetary records of 
the Veterans 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 
alphabetically by subject thereunder). _ 

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. 

14. 	 Education Branch Program Records. Program records of the 
Education 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). • W�
� 

2
Transfer to EOP Depository when years old. 
Transfer to FRC when 2 years old. 
0£fer to NARS when 8 years old. 

15. Education Branch Budgetary Records. Budgetary records of the
Education Branch reflect its responsibility associated with the
pre?aratǱoǲ, .  formulatVon, and execution of th e Federal budget
of its ǳss1gned agencies. The records include those items prepared
or received that are directly associated to the established budget 
process. agency and alphabetically by subJ"ectthereunder) . 

PERMA..""IENT. 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. 
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Conversion Sheet 

NCl-51-79-7 Supersedes NC-51-76-8 Supersedes NC-51-76-20 

Item 1 

Item 2 

Item 3 

Item 4 

Item 5 

Item 6 

Item h 

Item 8 

Item 9 

Item 10 

Item 11 

Item 12 


Item(s) 25 

Items 28-30 

Item 31 

Item 32 

(NN-173-231') 

Item 2 

Item 33 

Item 26 {P q(JJQR '1(J J, 

Item 27 


Item(s) 16,25 

Items 12-21, 28-30 

Items 
 22, 31 

Items 23, 32 

(NN-173-238) 

Item 2 

Items.24,33 

Items 17, 26 �eWJ{l11.ltQS GJ 

Item 18 

Items 17a(l) (4), 17b(l), 17c 


Item Items 26a(l)(a), 26b(l), 26c(l) 
Item 14 Item 27 

Item 15 Items 26a(l)(a), 26b(l), 26c 





