
'REQU,A:IR AUTHORITY·
 
TO Drs;"OSE OF RECORDS
 

(See	 Instructions on Reverse) 

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

1. FROM (AGENCY OR ESTABLISHMENT) 
In accordance with the provisions of 44 U.S.C. 33030 the dis-Executive Office of the President	 posal request, including amendments, IS approved except for 
Items thot may be stamped "disposal not approved" or "With-

2. MAJOR SUBDIVISION drawn" in column 10. Office of Administration 
3. 

r hereby certify that I am authorized to act for this agency In matters pertainmg to the disposal of the agency's records; that the records proposed for disposal in this Request of 
~ pagels) are not now needed for the business of this agency or will not be needed after the retention periods specrfled. 

2/2/79	 Records Management Officer 
(Date) (SIgnature of Agency Representative)	 (Title) 

9.7.	 8. DESCRIPTION OF ITEM 10.SAMPLE ORITEM NO.	 (With Inclusive Dates or Retention Periods) ACTION TAKENJOB	 NO. 

See attached Record Schedule: 

Office of Management 
,,? 

and Budget ~c. - t;1-7' 'I 
Records of the Jus-ci,ce Treasury andI I 

General Management 
"~ Division 

'f~"'Zi:..I ,,..~~z ,
STANDARD FORM 115 
Revised November 1970 
Prescribed by General Services 

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



e·
 
RECORDS OF THE JUSTICE TREASURY, A~TO GEJ:\i""ERALM..I\NAGEMENT I 

DIVISION 

R~cords 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 
records. 

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

2.	 Correspondence Records. The correspondence records cons~st of' 
.routin~	 Lnqu Lr Les (from the public, zef erra Ls, from ..,the .wl~ite. 
House, Congress, and other GovernT.ent agencies)~ replies
thereto, background materials for formal informational releases 
and other coz-r-e sponderice in which no unusual administrative' 
decisions, policies, or efforts are involved. 

TEMPORARY.	 Cut-off every 2 years.

Destroy wheri 2 years old
 e 

3.	 Legislative Information Records. The legislative clearance
 
,+~cord.s cons.i st .o f .copies 9.£ ,co.rresp.opdencetrpm Congress and
 
other' Go~ernment aqe nc i ea , including prin~ed. mater.i,als
<, 

TEMPORARY.	 Cut-off at end of each Congress.

Destroy when 2 years old.
 

The Legislative Reference Djvision maintains the permanent
records on all legislative clearance recards. 

4.	 Executive Order and Proclamation Information Records. The 
executive order and proclamation records include copies of 
materials on clearance, preparation, presentation, and publica-
t.Lon , 

TE.npORARY.	 Cut-o~f every 2 years.
 
De5tro~ Wh2~ 2 years o~6.
 / 

The General Counsel's Office ma i n t.a i ns the pe rrnan en t. records 
on all executive orders and procl~mations. 
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5.	 General Accounting Office Renoyts Re~ords. The GAO reports

records are extra copies for reference purposes only and require 
.no action by the Division. 

TE.HPORARY •	 Cut-off every 2 years.
pestroy 'when 2 ye3rs old. 

GAO reports requiring ao t i.on by the Division are maintained
 
-Ln 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. The program reference material 
consists of extra copies of record ~3terials retained solely
for convenience of reference; information and reference copies
of'correspondence and other papers on which no action is 
nece.ssaJ:Yi preliminary drafts or'letters, memoranda" repozcs ;" 
studies, preliminary wo.r k she e ts and informal notes that do not 
pdd 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
information; stocks of publi~Cltions and processed documents 
maintained. for distribution purposes; catalogues t.r adeG 

journals, and ot.h er pub Ld.ca t i.cns or printed material received 
from other Government agencies, co~~ercial firms: or private
institutions, which require ~o actio~ or supplement the 
official record. 

TENPORARY.	 Cut-off every 2 yea=s.
Destroy whe n 2 years old. 

7.	 Personal Paper's. Papers of 2. p ri.vat e or r.onofficial character 
which pertain only to an in~ividual's persoD2-1 affairs. that are 
kept in the office of an mm e:-<ployeevzi Ll, be clearly designated
by him as nonofficial and w i.Ll.at, all t.Lme s be filed separately
from the official records 0': h i s o f f i ce . In cases wh ere matters 
requiring the transaction 0': ::;==ici2~busines3 are received in 
private personal corresponde~=e, Lhe ?ortions of such correspondence
that pertain to officiRl bus~~ess ~l~~l be ext~acted and made a part
of th~ official files. 

TEMPORARY.	 Dispose when no l~~ger ne2~ed. 
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Budget2rv RttordS. 'I'h bucseta::::-y consist of copiese .ceclc1~ 
or per~odic reports from V2::::- 2-0'.15. (::--,',;C::U!"Tle;~ ' .. iJ9::-~nc.ic;:~SUC}) 

. .- ... - -" 1 ~ .t .. - L- _ ...... .- .1•• r- (0 'i::":- . ..",..... .,....." r 0- - \ -.as; Buaget ExeCUL~.on xeport:::> ':-".a__ .0> 0,- r ..!!<.,d· le .. r,Cl:1U 'c;,",,~n· ...

Corid i.t Lo n r and copies of various other documents. 

TEHPO~RY. Cut-off each fisc21 y2~~.
Transfer to EOP Deposi::o~~:'" t,-;.'1erl :~ \;c!.::}~_..s cl1-c}0-
T~ans[er to PRe ,·;i:.S!1 2 year::;.01:3 ,. 
Dest:roy '..;"h2ri4 years old. 

General Services Administration (GSA) projects. 'rhe 
GSA projects consist of copies of se s ot.herp ro spe ct.u <:tnt')
correspondence relating to the project. 

TEMPORARY. Retain in branch files until all activity has 
been completed.

Transfer to EOP Depository when inactiven 
Transfer to FRe when inactive ,. 
Destroy when 10 years old. 



Division Office Records 

/9,.	 Division Office Proaram Records. The Division Office program
records coniist of items that are handled at the Division 
Office level and cover broad areas of responsibility not 
covered at tqe branch level. (Arranged alphabetically by
subject). .11Ir.pr/~ . 

PERMANENT.	 Cut--co f f every 2 years.
Transfer to EOP Depository when 2 years old .. 
Transfer to FRC wh en 2 years oldo 
Offer to NARS when 8 years old. 

Branch Records 

" 1'.	 Treasury-Justice Branch Program Records. Program records of the
 
Preasury~Justice 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

arid other written communications pertinent to the activities,

operations, and responsibilities of the branch. (Arranged

by ag,erlcyand alphabetically by subject thereunder) u.» r-~
 

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

/ , 11. Treasury-Justice Branch Budgetary Records. Budgetary records ofI 
the Treasury-Justice 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 thereunder). ,) ,)." p'/-y- . 

PERMll.NENT.	 Cut-off each fiscal year.
Transfer to EOP Depository when 2 years old. 
Transfer to FRe when 2 years old. 
Offer to NARS when 8 years old. 

i~.	 General Management Branch Program. Records. Program records of 
the General Management 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 alphctbetically by subject thereunder). ~,S-~~~ 

pERMANENT.	 Cut-off every 2 years.
Transfer to EOP D~pository when 2 years old. 
Transfer to FRC when 2 years old. 
Offer to NARS when 8 years old. 
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If.	 General Management Branch Budgetary Records. Budgetary records 
of the General Management 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 thereunder). I,' ~;I~ 

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. 




