
'REQ~EST·. AUTHORITY 

TO DISPOSE OF RECORDS 
(See Ins/ructions on Reverse} 

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

1.	 FROM (AGENCY OR ESTABLISHMENT) 
In accordance with the pr cvurcn s of 44 USC. 33030 the du-Executive Office of the President posol request, including amendments, IS approved except for 
Items that may be stomped "disposal not approved" or "with-2. MAJOR SUBDIVISION 
drown" In column 10.Office of Management and Budget 

3. MINOR SUBDIVISION 

Office of the Director 
4. NAME OF PERSON WITH WHOM TO CONFER 

Nell Doering/Charles Howton 
6. CERTIFICATE Of AGENCY REPRESENTATIVE:	 Date Arcbii ist of tbr United States 

I hereby certify that I om authorized to oct for thrs agency In motters pertcmmq to the disposal of the agency's records, thot the records proposed for disposal In th,s Request of
---4&-- poge{s) ore not now needed for the bustness of th.s agency or will not be needed ofter the retention periods specified 

Record Officer 
(Signature of Agency Representative)	 (Title) 

9.7.	 8. DESCRIPTION OF ITEM SAMPLE OR 10.
ITEM NO.	 (With Inclusive Dares or Retention Periods) 

\	 JOB NO. ACTION TAKEN 

See attached Record Control Schedule for the Office of	 the 
Director, Office of Management and Budget:
 

Director's Office
 
Deputy Director's Office
 
Director's Office Records
 
Associate Director for Management and Operations
 
Associate Director for National Security and
 

International Affairs 
Associate Director for Human and Community Affairs 
Associate Director for Economics and Government 
Associate Director for Natural Resources, Energy 

and Science 
Assistant to the Director for Public Affairs 
General Counsel 
Assistant to the Director for Congressional Relations 
Administration 

Security

Budget and Management Office
 

Accounts and Audits
 
Accounting Unit
 
Payroll Unit
 
Travel unit
 

Management Services Unit
 
Procurement and Supply

Property Inventory


Personnel 
Administrative Services: Property Disposal; Motor 

Vehicle Operation; Space and Maintenance; Mail 
and Messenger; Duplicating; Graphics; Records 
Management and Disposition 

STANDARD FORM 115 
Revr sed November 1970 
Prescribed by General Services 

Adm rmstratron 
FPMR (41 CFR) 101-IIA 
115-105 



Office of the Director 

LocationDescription of' Record 

DIRECTOR'S OFFICE DO 

Director's Reading File 

Special Assistant to the Director . 

Chronological File 

Reference copies of Director's memoranda
 
to'the President
 

Office files consisting of memoranda re-
flecting the Director's responsibilities

for general direction and coordination of
 
Office activities and decisions; for main-
taining liaison with the President, Congres~
 
other Government agencies, and the public;
 
for the determination of Office policy and
 
programs; and defining of the Office's
 
organization. Records are maintained by

subject as related to the following major
 
categories:
 

- U.S. Government and National Affairs 
in general
 

- Institutional Administration
 
- Fiscal and Monetary Administration
 
- International Affairs in general
 
- ~ational Security and Defense
 

The Physical Universe, Territory and 
Natural Resources
 

- Population and Social Welfare
 
- Economic Enterprise
 

DEPUTY DIRECTOR'S OFFICE 

Chronological File 

Reference copies of program records reflect-
ing the responsibilities of the Deputy
 
Director as the Director's general deputy;
 
as Acting Director in the Director's
 
absence; and in overseeing the mana&e~ial
 

.and budgetary functions of the Office. 

- ~.~ •• - •• - -- --~ •• ,- _ •• _--_. _ •• -- •• -.~- •• --. - ••• ' -.- •• ,--~-.,---- •• - -.-,...- •• - ~-'--'-

Authorized disposition 

Nonrecord -
Office reference copy.
Dispose when obsolete. 

Temporary -
Close files every second 

year.
Retire to Record Section 

for disposal every
second year.

Start new files every
second year. 

Permanent -
Close files every second 

year.
Retire closed files to 

Record Section every
second year.

Offer to NARS when 8 
years old. 

Start new files every
second year. 

Temporary -
Close files every second 

year.
Retire to Record Section 

for disposal every
second year.

Start new files every
second year. 

- •• -.-...--. -""",-! ~----.-.,.......--- - .. ---~ -.
 



•T•

Office of the Director 
--D-C-.s-.c-r--i-p-t-i-o-n------------------.---o-f-I-1-)~-~-2o-t·r-t-~-n--:·----I-,u-t-·h-o-r--i-z-e-d--d-i-S-po--S-i-t-l-·O-~-~--

--------------------------------------~---------~ 

:Permanent 
: Close files 

I
I
I
I
I

DIRECTOR'S OFFICE RECORDS DO Records

Director's Records Correspondence
the Director's files reflecting

sibilities for 
every secondrespon-

direction andthe general 
coordination of Office activities and 

I year.
Retire closed files to 

deciSions; for maintaining liaison with 
the President, Congress, other Government 
agencies, and the public; for the deter-
mination of Office policy and programs; 
and the defining of the Office's organi-
zation. Records are maintained by function 
within the following major categories: 

- U.S. Government and National Affairs 
in general 

- Institutional Administration 
- Fiscal and Honetary Administration 
- International Affairs in general 
- National Security and Defense 
- The Physical Universe, Territory and 

Natural Resources 
- Population and Social Welfare 
- Economic Ent erprLse 

Record Section every
second year.

Offer to NARS when 8 
years old. 

Start new files every 
second year.' 

Freedom of Information Requests -
Records of requests for information under 

the Freedom of. Information Act (5 U.S.C. 
thereto 

I

II ' 
.1 \ 

'
 

552, as amended) and replies
 
signed by the .~sistant to 'the Director!
 j

I 
j 

1
 
for Administration. (Central control for 
reporting purposes.) , 

Privacy Act Requests -
Records of requests for information under 

the Privacy Act of 1974 (5 ~.S.C. 552a) 
and replies thereto signed by. the 
Assistant to the Director for Adminis-
tration. (Central
purposes. ) 

control for reporting 

General Accounting Office Reports - Temporary -
Retire to Record Section 

when 
Record 

when 

2 fiscal years old. 
Section will dispose
5 years old. 

(NN 173-238) 

I



Office of the Director 

Description Loc3tionof Hecord Authorized disposition 

I 
Congressional Inquiry -

Records of routine inquiries, replies 
thereto signed by the Assistant to the /
Director for Congressional Relations, 
and other correspondence in which no 
unusual administrative decisions, policies, 
or efforts are involved. 

White House Referrals and Public Inquiry -
Records of routine inquiries, replies 
thereto signed by the Assistant to the 
Director for Public Affairs, and other 
correspondence in which no unusual 
administrative decisions, policies, or 
efforts are involved. 

DO Records 'Temporary-
Close files every second 

year.
Retire to Record Section 

for disposal every
second year.

Start new files every 
second year. 

Director's Chronological File - Temporary -
Close file every second 

year.
Retire to Record Section 

every second year.
Offer to Presidential 

Library when 8 years old. 
Start new file every

second year. 



Associate Director for Management and Operations
----:-,---1/;c:: LiC:1 :

D·'::Gcd.ption , {'" " }\uthQrj zed d.i~posi tion C_. 1·.·2<:0j·tl -
--t,-----·--f---------·------.! 

I

ADMINISTRATIVE RECORDS ADIMO 
, 
I 

Chronological File 

I,,,Ten'poral:y 
I Close file at end of every 

second ca lend ar year or 
upon dc par t ur-e of 
hssocinte Director,
",hichcver i:-; soone r , 

Retire to Record Section 
for diHpo~al
evel~ second 
year or upon
of Associate 
whi.chcve r is 

~t end of 
calendar 
departure
Director, 
soonc r , 

I 
[
I 

Start new file every second 
c alend cr year or upon
arrivnl of n~Y Associate 

\ 
I 
i 

Director, 
~oon~r. 

wlu cheve r is I
I 

Noncurrent Record Transfers (OMB Form 56) Nonrccord -
Of f i ce re fcrc ncc copy.
DisjJc2e Fhcn o:;'solete or 

super.scdc:d. 

! 



Associate Director for Management and Opecations 

1 .:-,'~ '-, t .j I)l 1 : 
of 'l;~col'd'-+.I

PROGRA.'1 RECORDS AD/MO 

Records which reflect the respo~sibilities of 
the Associate Director for Management and 
Operations. Records include memoranda to 
the Director and others on individual pro-
grams or issues. 

Reference copies of program records reflect-
ing the functions of the Associate Director 
for Management and Operations carried out by 
the Evaluation and Program Implementation
Division, the Information Systems Division,
the Intergovernmental Relations and Regional
Operations Division, the Organization and 
Special Studies Division, and the Statistical 
Policy Division. 

I 
I 
I 
I 
I 
I 

:Pcrmflnc:nt 
I 
I Close [ilc~ at end of every
I 
I seconJ calendar year or 
I upon departure of 

Asscci~tc Director, 
vh Lchcvc r j s sooner. 

Retire to Record S2ction 
at end of every second 
calenrlar year or upon
departure of ASAocinte 
Director, whichever is 
soonCl-. 

Of f cr to l:h),S when 8 
yc:.:::rsold. 

Start: l:C~/ fi les every second 
calend~r year or upon
~rrival of new Associate 
Iri r ec t or , Hilich·~·.,,;;:r is 

TCi~:)Qra!.-y' -
Close [lIes at end of every

second c'1i.endc:r year or 
upon departure of 
tssocintc Director, 
dlichcvcr is soone r . 

Retire to Record Section 
for dispoGa]. at end of 
every spcond calendar 
yc~~ or upea dcp~rturc
of Associ2t2 Dircc~or, 
\,'hici;cvcr i!; s corie r . 

St.a r t; neLl fi l e s ev e r y sc(:.o,d 
c a l c-nd a r year 1r upon 

nrriv2J of new AEsociute 
Director, u:lichcver is 
sooner. 



1 
-1 

Associate Director for National Security and International Affairs
,----------------.------:---------"- -1 

Description OfL~~g~~~n Authorized disposition 1 
-- I 

ADMINISTRATIVE RECORDS AD/NSIA

1
i 

I
I
I
I 
I 

Chronological File 

Noncurrent Record Transfers (OMB Form 56) 

:-remporary-
Close file at end of every

second calendar year or 
upon departure of 
Associate Director,
whichever is sooner. 

Retire to Record Section 
for disposal at end of 
every second calendar 
year or upon departure
of Associate Director,
whichever is sooner. 

Start new file every second 
calendar year or upon
arrival of new Associate 
Director, whichever is 
sooner. 

Nonrecord -
Office reference copy.
Dispose when obsolete or 

superseded. 

I
 



Associate Director for National Security and International Affairs 

LocntionDescription of Record Authorized disposition 

r: 
PROGRAM RECORDS AD/NSIA 

[' 

Records which reflect the responsibilities of Permanent -
the Associate Director for National Security Close files at end of every 
and International Affairs. Records include second calendar year or 
memoranda to the Director and others on upon departure of 
individual programs or issues. Associate Director,

whichever is sooner. 
Retire to Record Section 

at end of every second 
calendar year or upon
departure of Associate 
Director, whichever is 
sooner. 

Offer to NARS when 8 
years old. 

Start new files every second 
calendar year or upon
arrival of new Associate 
Director, whichever is 
sooner. 

Reference copies of program records reflecting Temporary -
the functions of the Associate Director for Close files at end of every
National Security and International Affairs second calendar year or 
carried out by the National Security Division, upon departure of 
the International Affairs Division, and the Associate Director,
National Security and International Affairs whichever is sooner. 
Management Division. Retire to Record Section I 

for disposal at end of I 
every second calendar i 
year or upon departure ,I 

of Associate Director,
whichever is sooner. I 

Start new files every second: 
calendar year or upon 1 

arrival of new Associate ! 
Director, whichever is I 
sooner. 



Associate Director for Human and Community Affairs 
L8C':-1 t lr.nDc~cripti()n of hCCOi'\l 

ADML"IISTRATIVE RECORDS AD/HCA 

Chronological File ITer'~ror.i1r.y-
: C'lose file at end of 

I
I 
I
I
I
I

every
I
I second calenda~ year or 

ofupon dc pc r tur c 
ASGoci~le Director,
 
vh Lchcve r in soone r ,
 

Reti~e to Record Section 
for diuposal at end of 
every second calendar 
year or upon dcpnrture
of As~ocidtc Director, 
~;hichevcr is sooner. ,

Start new file every second! 
calen~ar. I year or upon

of n~u Associate 
:
 

arrival 
Director, v;hichever is 
~ooner. 

Noncurrent Record Transfers (OMB Form 56) l\onrecord -
Of [ice refcre~cc copy.
Df.s pcse vher: ob sol.et e or 

superseded. 

http:obsol.et


Associate Director for Human and Community Affairs-----~-------------------=------,-- ----~----------
: 1:)2:1t-iml I
 
I of l~c:cord : 1\ui:.~10:i~cd. dj:_;l'03it:Lc.~
--+-- ---t-----------
I
 
I
 

PROGRA:.'1 RECORDS	 :AD/HCA
I 

Records which reflect the responsibilities of Pc 1:01"n en t -
the Associate Director for Human and Community Close files at end of every I 

Affairs. Records include memoranda to the second calendar year or
 
Director and others on individual programs or upon departure of
 
issues. Associate Director,
 

l::) -lchever j S soone r , 
R0tire to Record Section 

at end of every second 
calendar year or upon
departure of Associate 
Di.rector, whi.chcve r is 
i;ooncr.. 

Of f c r to O,1\S Hh(;,\ 8 
y co r s old. 

SI:Jrt lIe'" files eve ry s ccoud I 

calendar year O~ upon 
ar rlvn l of new As scc i a t e 
D.Lrector, uhicheve:r is 
Sooner. 

Reference copies of program records reflecting ITc.:';lO(nry -
the functions of the Associate Director for Close f!lcs at end of every

Human and Community Affairs carried out by the second calendar year or
 
Human Resources Division, the Community and upon c1epartt!(,c of
 
Veterans Affairs Division, and the Human and Associ~tc Director,

Community Affairs Mana8ement Division. whichever is sooner.
 

Retire to Record Saction 
fo~ disposal at end of 
every seconu ca10ndar 
yca~ or upon departure
of As~oci~t~ Dir~ctor,

I . \'-:-lich(;"llCr is s ccric r . 
St,n-t	 n2" fi l c a cv<'ry s ccon d 

ca10nJar year Jr up0n 
arrival of nc~ Associate 
Director) wh ich c.. isrc r 
~ooner. 



,. 

Associate Director for Economics and Government 

Dc~ccipLion Loc.: ~i(,n 
of i{2C('l'Li J\utho;.':i.zcd dbl;,:)sition 

------------------------------- I 

ADMINISTRATIVE 

Chronological 

RECORDS 

File 

AD/EG 
I 
I 
I 
I 
I 
II'er.~rorilry

Close file at end of every
second cnlcndar year or 
upon d epn rt ure of 
Associate Director,
\-;hichevcr in sooner. 

Retire to R~cord Section 
for disposal Rt end of 
every secon~ celendar 
year or upon dcp~rture 
of Associate Director, 
,·:11Lchcv er is sooner. 

Start new file every second 
calend2r year or upon . 
arrival of n~w ~ssociate 
Director, whichever is 
sooner. 

Noncurrent Record Transfers (OMB Form 56) l;onrccord -
Office reference copy.
Dispose vhcn obsolete 

superseded. 
or 



Associate Director for Economics and Government 
1 '''''1 t i '''1Dcc cr Lpt Ion of 'l'':':cni<f 

I
I
I 

PROGRJu~ RECORDS :AD/EG

Records which reflect the responsibilities of ~	 Pc rrnancnc -
the Associate Director for Economics and Govern~	 Close files at end of every
mente Records include memoranda to the Directo~ second calendar year or 
and others on individual programs or issues. ' upon departure of 

A~scci~te Director, 
,-:h Lch ever j s sooner. 

Retire to Record Section 
at end of every second 
calendar year or upon
departure of AS90ciate 
Dirc~tor, llh:i.chevE>ris 
~ooner. 

Offer to t;/,RS when 8 

I
I 

ye:ars old.
Start netz ii les every s econd 

calendar year or upon
arrival of new Associate 
Director, ;'Jhichl:v(::'_-is 
SOOl1(;.'l- • 

Te;,,;}()rar)r
the functions of the Associate Director for	 Close flIes at End of every
~conomics and Goverp~ent carried out by the	 second calendar year or 
~conomics and Government Division and the	 upon ccparture of 
~conomics and Government Management Division.	 Associate Director,


vmichever is sooner.
 
Retire to Record S2ction 

fo~ disposal at end of 
every second cal0ndar 
year or upon dcp~rture
of Associate Di=cctor,
whf.chevo r is sooner. 

Starz n~',!files every second 
ca10nJ~r year )r upon 
arrival of new Associate 
Director, vhichevcr is 
soonel.-

~eference copies of'program records reflecting	 -

. 

r
I,
I 
I 
I,
I,,
I
I 
I,
I 
I,
I 



·.i 
Associate Director for Natural 

D·.:::;Ci'iption 

ADMINISTRATIVE RECORDS 

Resources, Energy and Science-------
.rL:;c:: L:i.c;n : 

OJ. l\ccora I 
-1 

1 
, ----f 

I 

: AD/NRES 

, 
I 
I 
I 
I 

Chronological File 
I'I'crupo ratry -

Close file at end of every
second cnlcndar year or 
upon d cpcrt ur-c of 
A~Gociate Director,
,,;hi.chcverin sooner. 

Retire to Record Section 
for disposal at end of 
every second calendar 
year or upon dcp~rture
of Associate Director, 
wh Lchcv er is sooner. 

Start new file every second: 
c~lend~r year or upon I 

I
I arrival of n0W Associate 
I 
I Director, ~hichever is 
I, sooner. 
I 
I 

:l,(ltl1:~cord-Noncurrent Record Transfers (OMB Form 56) I . 
I Offlce reference copy. 
I
I Disp028 'i·.'lwn ob solete or 

supe ..:sedcd • 

• 



Associate Director for Natural Resources, Energy and Science'-----,-------
J,:"c:', t-,j (~n IDC:.Jcript.i.on of h':cOl'd I 1.ul::l::1:.'i:.:cd disp)sitic.1 

-----------------;_. /---------------

PROGRA..'1 RECORDS AD/NRES 

Records which reflect the responsibilities of Pc rrnan cn t; -
the Associate Director for Natural Resources, C'losc files at; end of every .
 
Energy and Science. Records include memorand~ second calendar year or
 
to the Director and others on individual pro- upen departure of
 
grams or issues. Assccinte Director, 

,:h Lch ev e r j s soone r • 
R0tire to Record Section 

at end of every second 
calendar year or u~on 
departure of AS30ciate 
Dirqctor, whichcvpr is 
~OO!lC:C • 

Offer to t7ARS ulretl 8 
ye:ars old. 

Start new files every s econd 
cnlend~r year O~ ~oon 
arrival of new Associate 
Director, which~ver is 
sCJoner. 

Reference copies of program records reflecting : 'rCl!i:)o("~ry' -
the functions of the Associate Director for : Clos0 [LIes at cnl of every
Natural Resources, Energy and Science carried. I second cRlendar Y2ar or 
out by the Natural Resources Division, the • upon ~ep3rturc of 
Energy and Food Division, and the Science, Associate Director, 
Space, and Energy Technology Division. uhichever is S00nCl.". 

Retire to Record Section 
fo~ dispos31 at end of 
every second calc~dar 
YChr or u?cn d~p~rture
o[ Associ~t~ Dircccor, 
\ '.11-li.c:j~~)~\lcr i s SOl)n(~L. 

Start t!'~:'T fi Les 0.'1('17 second 
ca10nJar year )~ upon 
Drri~al of new Assocint~ 
Ddr c c to r , ,·..h i chcvo r is 
~(,\Ol!.:.)r • 

I 

http:DC:.Jcript.i.on


Assistant to the Director for Public 

Description 

Affairs 
Locationof Hecord Authorized disposition 

ADMINISTRATIVE RECORDS PA 

Chronological File Temporary -
Close file every second 

cale~dar year.
Retire to Record Section 

for disposal every
second calendar year.

Start new file every 
second calendar year. 

Noncurrent Record Transfers (OMB Form 56)
I
I

I
I

, Nonrecord 
Office reference copy. 

, Dispose when obsolete or 
superseded. 

-


I 

I
I
I
I
I
I

INFORMATIONAL RELEASES AND PUBLICATIONS PA
 Permanent -
Close files every secondI ,

I
I
I
I
I,
I
I
I
I 
f
I 

I

I
l
I 
I
I
I
I 
I 

Formal informational releases and publications,:
Isuch as press releases, press conference 

official speeches, graphic progress

calendar year.
Retire closed filestran- to 

scripts,
presentations, 

Record Section every
and indexes thereto. second calendar year.

Offer to NARS when 8 
years old. 

Start new files every
second calendar year. 

WHITE HOUSE REFERRALS AND PUBLIC INQUIRY PA Temporary -
Close files every second 

Reference copies of routine inquiries, calendar year.
replies thereto, other correspondence in Retire to Record Section 
which no unusual administrative decisions, for disposal every
policies, or efforts are involved, and second calendar year.
ad~i~istrativ2 background materials for Start new files every 
formal informational releases. second calendar year. 



General Counsel 

Loco.tionD~scription of Recor d Authorized dispositioll 

ADMINISTRATIVE RECORDS GC 

Chronological File 

I,
I 

b:tempor -ary
Close file every

calendar year.
Dispose when 2 years old 

or when obsolete, which-
ever is sooner. 

Start new file every
calendar year. 

Noncurrent Record Transfers (OMB Form 56) 

SUBJECT RECORDS ,GC 

Records reflecting the General Counsel's 
responsibilities to provide legal advice to 
the Director and the Divisions. 

Nonrecord -
Office reference copy.
Dispose when obsolete or 

superseded. 

Permanent -
Close files every second 

calendar year.
Retire closed files to 

Record Section every
second calendar year.

Offer to NARS when 8 
years old. 

Start new files every
calendar year.secondI

I 
I
I,Reference copies of program-related records 

the functions of the Office I
ITemporary

Close files every second 
-
reflecting

out by the Associate 
carried 

IDirectors and Divisions. calendar:
 

I
I

year.
: Dispose closed files every
: second calendar year or 
~ when no longer needed for 
: administrative purposes.
: Start new files every
: second calendar year. 

I 
I 
I 
I 
I,
I
I 
I 

LITIGATION RECORDS IGC : Tempor ary -
Close individual file upon 

of Lf.t.Lgat.Lon , ] 
I
I 
IRecords reflecting le8al advice and infor-

furnished to 
termination 

mation the Justice Department
including inter-

Retire closed files,
I,
I
l
I 
I 
I 
I 
I .I

: to ;
for prosecut.Lcn of 

intra-agency correspondence 
Records SectionLcvsu its j every

and and related calender year.
Record Section will disposema'be'r i.a Ls • 

"hen 5 years old. 
Start new file for each 

litigation • 



v 

General Counsel 
LocG.tionDescription of Record Au·;:;horizeddisposition----------------------------------------------------+--------------7------------------------------- I! 

EXECuLIVE ORDER &~D PROCLAMATION RECORDS GC I
I
I 

Records reflecting the clearance process, 'Permanent -
preparation, presentation, and publication Close individual file after
of Executive Orders and Proclamations. publication in the 

Register.

I 
Federali 

Reference copies of Executive Orders and 
Proclamations filed by subject. 

Retire closed file to
 
Record Section.
 

Offer to NARS three years
after the end of each 
Administration. 

Start new file for each 
individual Executive 
Order or Proclamation. 

Temporary -
Close files every second 

calendar year.
Dispose closed files every

second calendar year or 
when no longer needed for 
administrative purposes.

start new files every
second calendar year • 

. . 

I 
I 
I,
I,
I 
I 
I 
I~ 



Assistant to the Director for Congressional Relations 

Loca tLonDescription of Hecord Authorized disposition 
I
I 

CONGRESSIONAL INQUIRY AND REFERRALS
 ICR
 Temporary
Close files 

-

I
I
I 

at the end of 
Reference copies of routine inquiries and 
referrals, replies signed by 
Assistant to the Director for Congressional 
Relations, and other correspondence in which 
no unusual administrative decisions, policies, 
or efforts are involved. Copies are maintained 
alphabetically by Senator, Representative, or 
Committee involved. 

SUBJECT FILES CR 

Information and reference copies of materials 
prepared within OMB or obtained from various 
other sources; such as the Hhite House and 

,other government agencies. These materials 
are maintained by subject. 

HOUSE AND SENATE FLOOR SCHEDULES CR 

Prepared weekly when Congress is in session. 
Lists current legislation pending before 
Congress and the Administration's position;
circulated to key OMB and WH officials and 
members of Congress. 

ADMINISTRATIVE RECORDS CR 

Noncurrent Record Transfers (OMB Form 56)
I
I

each Congress.
closed filesthereto the Retire to 

Record Section at the 
end of every second 
Congress.

Record Section will dispose
when 4 years old. 

Start new files for each 
Congress. 

,
I 
I 
I 
I 
I 

Nonrecord -
Office reference 

!

I
I

I 
I
I 

copy.
obsoleteDispose when 

superseded. 
or 



,, 

Security 

LocationDescription	 of Record Authorized disposition 

SECURITY RECORDS 

Records relating to the administration and	 Permanent -
direction of the OMB security program.	 Close files every second 

calendar year, or after 
Nanuals, directives, and related reports each revision, whichever 
and correspondence reflecting policies and is sooner. 
procedures Retire to Record Section 

- Emergency planning records, plans and every second calendar 
directives issued, and related reports and year, or after each 
correspondence revision, whichever is 

sooner. 
Offer to NARS when 8 years

old. 
Start new files every second 

calendar year or afte-r-
each revision. 

Records relating to classified information 
accounting and control. 

Classified document receipts and destructio* I Temporary
certificates (OMB Form 87) Dispose when 2 years old. 
Classified document inventory files 

- Top Secret document accounting and control	 Temporary -
registers Dispose 5 years after 

documents listed are 
downgraded, transferred, 
or destroyed. 

Top Secret access record and cover sheet	 Temp,orary -
(OMB Form 70) Dispose when related 

document is downgraded, : 
transferred, or destroyed.:

! 
Classifed document container security Temporary -
files listing safe combinations and Dispose when superseded by 
custodians new listing, or upon

turn-in of containers. 

Records relating to facilities security and	 Temporary -
related correspondence pertaining to tne	 Dispose when 2 years old, 

'New Executive Office Building	 or when no longer needed
for administrative pur-
poses, whichever is 
sooner. 

Start new file every 2 
years. 

__ ._~ ... , •••••• #. __ ....... _.~. -. .. _ •• ~_ • .-- ....... - ...... _,_ ••• , .... t· - ..,~~,~·· .... "
........ ·-··~ .......~.•.•• ".':.'
 



Security 
LocationDescription of Record Authorized disposition 

Recorns L~lating to reports submitted to the 
Interagency.Classification Review Committee 
as required by National Security Council 
Directive, and related correspondence 

- Listings by name of all OMB officials Temporary -
designated in writing by the Director to Update listing every i 
have original classification authority calendar quarter. iI 

Dispose of previous 1istingi 
when new listing prepare~i 

- Quarterly reports of Office Review Temporary -
Committee actions on classification review, Close files every second
 
requests, classification abuses, and calendar year.

unauthorized disclosures Retire closed files to
 

- Data Index System records on CllEsified Record Section every
information produced within OMB and second calendar year.
progress reports as required by NSC Record Section will dispose
Directive, and related correspondence when 12 years old. I 

Start new files every ;
second calendar year. 

Personnel security clearance case files Temporary -
containing Close file upon separation 

- Requests for background investigations of employee.
and National Agency checks Forward investigative
Reports of investigations conducted by reports and related 
the Civil Service Commission - correspondence to CSC 
OMB Security Determination (OMB Form 45) for disposition.
Requests for official passes and Dispose closed files every
credentials . 2 years.
Reports of security violations Start new file for every 
Subject intervie~and related reports 'new employee. 
as required
Employee Departure Clearance and Security
Termination 'Statement (OMB Form 80) 

- Security Co:!trol Card (OMB Form 67) Temporary -
Remove card from closed
 

>, • personnel security case 
f LLe , 

Dispose 5 years after 
separation of employee. 

, 
,I
I
 
I
 

__ •__ ft .• ~_"", __ • •..- ~-_.-_~..--'"" ..... 
_____ # _ ....... _ ............ w _. • .. - • __ ... -- •• -' -. ...... •• -,.. • --.---~ ..... -~-.--



Budget and ManaG:enent Office 
Locc t IcnDc-s cr'.l.ption oj" Hccord. J.ut.horizeddisposition 

: Budget 

1
I
I

I
I
I
I
I
I
I
I
I 
r,
I
I
I
I
I
I
I
I
I
I
I
I 
r
I. 

BUOCETt-BY RECORDS Permanent -
and 
,l-ianagen:ent

Office of each fiscal year. 
to Record Section 

Close files at the end 
Budgetary records include the various files 
accu~lated in the course of formulating the 

Office 
Retire 

budget for submission to the 
ment and Budget (exa~ining 

of ~~nage-
Division -'Economics 

at the end of every 
fiscalsecond year.

Offer to NARS when and Government) and to the Congress for the 
f'ol.kowing : 

8
 
years old.
 

Start new files for each
 
fiscal year.Office of Management; and Budget

Procurement PolicyOffice of Federal 

Budgetary records are ~aintained by fiscal 
year in the Budget and Mariagemerrt Office and 
include materials such as: 

Allowance Memorandum 
Appea l,s 

Budget Estimates ~!d Justifications 
Budget Hearings (T~stimony)
Ceiling Hemorandum 
Supplementals and pnendments 

Hork papers, cost state:1ents, and rough data 
accuwulated in preparation of annual budget 

Temporary -

Dispose

estimates including duplicates of papers fiscal year involved. 
included in file copies of budget es t irnat.es , 

SF 132 - Apportionrrent and Reapportionment Temporary -
Schedules Dispose 2 years after 

close of fiscal year
SF 133 - Reports on 3'LlG.§;et involved.Execution 

SF 220;221;222 - StateDents of Financial 
C.):-;eiition 

at end of each 

http:tirnat.es


Bud~et and Mana6ement Office 
LocationD.::s:::ription Authorized dispositionof Recor-d 

STJBJECT FILES 

Records relating to toe internal rr:ana6ement 
policies and procedures of tile Office of 
~mnagerr:entand Budget. 

Internal directives issued by or for the head 
of the Office of Manage~ent and Budget or any
office or division thereof: 

- .Memorandum to Heads of Departments and
 
Agencies (filed cr~onologically)
 - o~mBulletins (filed numerically by

fiscal year)

- O~ffiBulletins - proposed (filed by subject) 
- 01'J3Circulars (filed numerically by

calendar year) : 
- O~ Circulars - rescinded (filed numericall~ 

by calendar year)
- O~ Circulars - proposed (filed by subject) 

Study of OMD Circulars
 
- ONB Office Memorandum
 
- O!·1BManual
 

Internal Administration 

- Certifying Officer
 
- Claims against ore
 
- D.~legation of Aut~ority


Director's ~e~bersDip on various 
Boards, Cor~:issions) and Cow~Littees
 

- Interagency reporti~D
 
- Legal Authori t~r
 

Cl,I3 /~dministY8.tion StU.~-l 
- OIIU3Chartered teesCO"I.:!i""(;
- C:·:3I!1tern.el Or62::1z2tic~i 

C?{3 Special Issues
 
Fair Labor Standa:'ds
 
Freedoillof Infor~ation Act
 
Privacy Act
 

- Trar.sfer of Func t Lons to ot\.leragencies 

Budget and Permanent -
HanageT.e~lt Close files every second 
Office calendar year.

Retire to Record Section 
at the end of every 
second calendar year.

Offer to NARS when 8 
years old. 

Start new files every
second calendar year. 

I' 
I
 
I
 

I. 
I 

http:C:�:3I!1tern.el


·e
 
Budget and Management Office 

Description 

CO)'"TRACTFILES 

Corrtr-e ct , requd sLt i.on, pur-chase order, and 
lease records, including correspondence 
pertaining to avar d , administration) receipt,
inspection, and payment. (Filed by contract 
nUUlber) 

Bidders files 

Locationof Record 

Budget and 
Manageuerrt 
Office 

Authorized disposition 

Tempor2.TY -
Close file after Defense 

Contract Audit Agency
has audited and pay~ent
hss been made (place

.in Lnac ttve file)
Retire inactive files to 

Record Section at end 
of each fisealyyear. ~ 

Record Section will disposE
dispose 6 years after .~I 
final payment.

Start new file for each I!, 

new contract. 

Temporary -
Close files at end of-

every second calendar 
year.

Dispose of closed files 
when 2 years old. 

Start new files every
second calendar year. 

-, 
I,,,
I 
I 
I 
I 
I 
I,
I,
I 
I 
I 

,.
 
I 
I, 
l\ 



• ....:.t: •• 

/I. 
LocationDescription Authorized	 dispositionof Record 

I 

Accounting Reports	 ITemporary -

1) SF 224 - State~ent of Trans8ctlons	 Accounting retains for 3 
a. Copy to Treasury	 fiscal years after period
D.	 Copy to Accounting records covered by current account 

and sends to ~ecords. .!
 
Record Section will dispose I,' 

after audit. 

2) SF 225 - Report on Obligations
a. Copy to Treasury
D. COVJ to Accounting records 

3) B!tR 2103 - Appropriation Balance 
(year end report) 

2.. Copy to 'Pr easury
b. Copy to Accounting records 

4) SF 133 - Report on Budget Execution 
c. OMB Budget Examiner 
b. Olffi Budget Officer 
c.	 Co~~ittee on Appropriations

(Congress - quarterly)
d. Copy to Acco~~ting records 

Payment SC!1edules 

,
i,
I 
I

Accounting will dispose
when 2 years old. 

Accounting will dispose
when 5 years old. 

Accounting will dispose
when 3 years old. 

Temporary -

1) .SF 1166 - Vouc.ie.r and Sc.iedu Le of Payments 
appropriate invoices. 

Accounting retains paid
for 3 years and 

I
•I
•I
I
I 
I 

and copies

sends to records.
COVJ to Treasury

ACcolliltingcruonological
2. 

D. Copy
~·~.Y::1e:1t 

to Record Section will dispose
~"~le '~fter aud Lt.1CoPY from Payroll (with Division 

includ~d in b, above 
cost 

I 

•I
I
I
I
••

~ata)
1

c. 
not d. Copy to SF 

S? 1000 -
I

••224 reportfor Transfers 2)
 Between Voucher' 
.I

'Accounting
for 

retains paid
3 years andAp:;orcp2:'ie.tions Funds.und/or

Voucne r end Scriedu Le of 
caples

sends to records.
 

f
I 
ISF 1061
 

iIit_:dre» 81s and Credits. :Record Section will disposeI
I
•I 
I

••I 
•I 
I 

a. Copy to Treesury
o , Copy Accounting 

after audit.chronologicalto 
paymel'!tfEe 

Copy to SF 22u report 
Copy 

c. 
d. to ct.cer agency paid or bi LLed 

I. 
I 
I

•I 
1 
I
I
I
I
I

•I
I
I

•I 
I 



___________________________________________________

JI.CCOUDt Unit-;:-:g
I
I	 Loc a t+cn I

I 
Il	 I Authorized disrositionof Heconl 1--------------------------------

I 
IOther Docurr.ents	 ITemporary -

1) Journal Voucher (Stock Form 1017-G)	 Accounting retains paid
·s and 

file sends to records. 
a. Copy in Accountine; chz-ono'Logi caI	 copies for 3 yea...

b.	 Copy attached to SF 224 report Record Section will dispose
after audit. 

2) Transaction Coding \.Jorksheet	 Accounting retains until 
a. COFJ to machine operator for posting	 end of fiscal year or 

{internnl OlVIB)	 until final BAR 2108 
is prepared. (year end rpt) 

3)	 SF 147-- Order for Supplies or Services Accounting sorts obligation

SF 148 - Order - Invoice - Voucher file into payment file
 

a. Piruc cOPJ filed numerically	 numerically.
b.	 Yellow copy filed in obligation file Accounting disposes at.end 

by object class of 3 fiscal years.
c.	 All other copies to procurement file 

4) Government Printing Office Printing and Accounting sorts obligation

Binding Requisition - SF 1 file into paynent file
 
a. Copy filed in o~ligation file.	 numeriCally.
b.	 Copy to procure:-:!ent J..ccountingsend; to records 
c. Copy to Budget Reviev for information	 ",nen 3 ye2.rs old. 

Record	 Section disposes
when 4 years old. 

5) Purchase Order ;'10rksi1eetof Obligations Accounting will retain for 
and Payments the years prior to the full; 
a. One COVy attached to each purchase I

I operation of'the mach Lne , 
order to record history of I Accountin~ will disposeI 

obligations) cancellntions and I 8.fter audit. I 
pavrcent (.L..c.:. .......,......'""\~0 ....... '~ J:.("' ............ ur.t i'	 , .
 
;.; .JI!.	 ~..~. ve .. ::.J~J_( .....r...J .1..",,_ • u.•• v._ 

I 
I 

macn~ tne_ -i s -1-'" i 1·· '-'. (••• ~'lJ...L-. e ) I 
l:.1. ••• __ -L .................. : "'1)"'~'0
__ .L. I 

I 
I 

6 ) Expenditure Records - (Stock Forms 101J.~-15} J\ccounting v i LL retain 4 
General Ledger and Allot:nent Ledger years 8nd send to records. 
8. General Ledger files are in Record Section will dispose

numerical page se1uence after audit. 
b. Allotment Ledger files are by object 

class and f'isc21 year.
 
(These records w i.Ll,be discontinued 

I
 
I 

I 
I 
I 

vhen	 macn lne becomes fully operahle) 
I 

7) .f.lacf:inePrintouts and tapes	 :AccourrtLng Hill 
I 

retain print- : .a. Filed chronoligically by ~onth of : outs for 4 years and send 
fiscal years. (Machine printouts : to records. 
~ill be used in lieu of General :Record Section will dispose
Ledger and Allotwent Ledger in "6" : nfter aud Lt . 
above 83 soon as macu Ine is fully : Ac courrt i.ng w.i Ll. r-e t c i n t.ape s 
oper-ao Le . I urrt i L current norrch :135 : B511~,lTIc'2dith 'Treasury TYisl ,.;

~ .:-1 ance ana r evz se c.~snl:"~eQed; 



A 

Th:!scription 

GeneT21 Accounting Office Reports
2nd. Exceptions
a. Filed in general accounts and 

audits files. 

Locationof Record Authorized disposition 

Temporary -
Accourrt.Lng'Iill retain

for 5 years or dispose
after audit vht chever- is 
sooner. 

Treasury Trial Balances Statements of 
Differences and Account Settlements 
q. One copy filed in accounting records 

by fiscal year 

Accounting vfill retain 
3 years and send to 
records. 

Record Section vrill dispose 
after audit. 

• Of 

i 
I 

SF 219 - Certificate of Deposit 
a. 1\'0 copies to Treasury
b. One copy attached to SF 224 report
c. One copy in Accounting records by

fiscal year 

Admir-istrative correspondence, reports and 
data relating to voucher preparation,
ad:ninistrative audit, and othf!r accounting 
and disbursing operations. 
a. Filed by fiscal year. 

Surety Bond Files 
a. Filed chronologically 

Accounting 'Hill retain 
3 years and send to 
records. 

Record Section ,dll dispose 
after audit. 

Accounting Vlill retain 
3 years and send to 
records. 

Record Section will dispose
after audit. 

Accounting will retain 
indefinitely pending
Treasury Regulations. 



Payroll Unit 

Description 

ADP PAYROLL RECORDS 

Individual Earnings and Service 

Comprehensive Personnel Data Listing
(OMB identification number 1103) 

Treasury maintains only year-end copy.
(Same information that formerly appeared
on the SF 1127) Treasury also maintains 
a security copy at their relocation site. 

NOTE:	 Treasury maintains payroll folders for 
every employee at their I{ashington
Disbursing Center located at the 
General Accounting Office. The disposal
of these files is not authorized. Files 
of separated employees are placed in 
an inactive file. (Tne individual 
payroll folders represent the input data 
for the Comprehensive Listing) 

Locationof Hecord Authorized disposition 

I 
I 
I 
I 
I 
I 
I 
I 
I 

nreasury - Temporary -
Main Treasurr Treasury maintains until 
Vault • GAO audit and sends to 

: National Personnel 
: Records Center. 
: NPRC will dispose when 
: 56 years old. 
•I 

OMB Copy Temporary -
Payroll maintains for 3 

years and sends to_ 
Record Section. 

Record Section will dispose I 
when obsolete or no I 
longer needed for I' 

r~ference purposes,
whichever is sooner. 

I
 
I
 
I, 

_ ... , ._'" • , ."' __ • • ..... _. __ , ...... ~. ~.-.-, .... _-._ .... -._._ •• 1 - - .~- _J', 



Payroll Unit 

Description 

MANUAL PAYROLL RECORDS 

Individual Earnings and Service 

1) Stock Form 1127 - Individual Pay Card 
(only for the Director and 3 or 4 other 
individuals). The information on these 
few cards is not on the Comprehensive
Listing. 

2)	 BE 15 - Certificate of Duty (used only 
for consultants). The information on 
these cards .is on the Comprehensive
Listing. 

Correspondence Files 

1) Intergovernmental Personnel Act - filed 
by individual employee contract 

a.	 Copy to Personnel for Official 
Personnel Folder. 

b.	 Copy maintained by payroll. 

2)	 Death cases (includes copy of death 
certificate, application for compensation
due, and supporti~g documents). 

a.	 Copies to Civil Service Commission. 
b.	 Copies ma~n~ined by payroll. 

3)	 General correspondence - including leave 
restoration memoranda sent to Treasury. 

Locationof Record Authorized disposition 

I
 
I
 
I
 
I
 

I
I 
Temporary- i 

Payroll retains SF 1127's i 
for 3 years and sends to II 

Records. 
Record Section will transfer i 

SF 1127 I s to the National ~ 
Personnel Records Center I 

after audit.	 I 
NPRC will dispose when 56 

I,I 
years old. 

I 
Temporary-

Payroll retains for 3 I 
I 

years and sends to Records. I 
Record Section will dispose ,

after audit. I 
I 

rTemporary-
Payroll retains until
 

contract ends and sends
 
to records when 3 years

old.
 

Record Section will dispose
after audit or when 3 years
old, whichever is sooner. 

i Temparary-

Payroll d Lspoae s when 3
 

years old.
 

Temporary-
~ayrol~ retains for 3 years


and sends to records.
 
Record Section will dispose

after audit or when 3 years
old, whichever is sooner. 



1 

Payroll Unit 

Loc'ltionDescription	 of Hecord Authorized disposition 

I 

Timo and attendance reports - by pay period 1	 ~Temporary -
1) TuS-430 - Time & Attendance Report(Treasu~) INo copy maintained 

I by

a) Original to ADP Treasury payroll.

b) Copy to individual employee


2) SF 71 - Application for Leave - Original'	 No copy maintained by
'( I	 Ito ADP Treasury - :with appropriate' payro 11~ r- - • ! 

TUS-430 for unsigned leave) 

3) Stock Form 1130 - Time and Attendance No copy maintained by

Report (or Stock Form 1127) - by pay payroll.

period (for employees detailed to OMB)
 

- Original to pay:ing agency 

I 
I 
I 
I 
I 
I 

Individual authorization cards and record •
I

I 

payroll allotments : Temporary -
1) SF 1192 - US Savings Bonds Authorization I ~No copy maintained by

for Purchase and Request for Change (orig.;to ADP Treas.)' payroll.
2) SF 1189 - Request by Employee for Paymenb 

J No copy maintained by

of Salaries or Wages by Credit to Accound payroll.

at a Financial Organization :
 
a) Original to ADP Treasury :
 
b) Copy to employee :
 
c) Copy to financial organization listed:
 

3) SF 1198 - Request by Employee for Allot- I	 No copy maintained byI 

ment of Pay for Credit to Savings Accound payroll.

with a Financial Organization :
 
a) Original to AD? Treasury :
 
b) Copy to employee :
 
c) Copy to financial organization listed:
 

I
 
I
 

4) OF 19 - Request for Disposition of Check: Payroll retains until last 
and/or Savings Bond - by pay period I check is maile~ and/or
a) Original mailed to employee with .employee acknowledges -i 

check or bond receipt of check/bond, and l 
b) Copy to Payroll disposes. 

I5)	 o~m Form 47 - Redelegation of Authority Payroll retains until super=1
to Authorize and Approve Overtime - by seded by new redelegation ! 
Division and disposes. i 

Temporary -	
I

IBond ·.listi:1.g(only totc.l arrourrt - by pay	 Payr-oLl. disposes when 3
 
per ioa ) • Bond .i.nf'or ..~,qtLon for each years old.
 
inc:.i\ri ::lual is Lnc Iuced on Conpr ehens ive
 
Li3~ i~~~.
 



Payroll Unit 

Location I 
Description of Record : Authorized	 disposition 

~emporary -
Record of leave data - separation of employee Payroll retains for 3 

SF 1150 - Record of Leave Data calendar years and sends 
a) Original to Official Personnel Folder to Record Section. 
b) Copy to Payroll Record Section will dispose

after audit.	 i,I
Notification of personnel action 

SF 50 - Notification of Personnel Action 
'a) Original to individual employee I 
b) Payroll copy to ADP Treasury 

c) Civil Service Commission copy

d) Official Personnel Folder copy

e) Chronological Journal File copy (Personne~
 

chronological file)
f) Utility copy to Payroll Payroll retains for 3 I 

calendar years and disposel 

Memorandum copies of payrolls,: check Hsts,

bond lists, and related certification sheets
 
1) SF 1166 - Voucher and Schedule of Paymenm
 

- by pay period

a) Original to ADP Treasurr
 

b) Copy to Accounting (with Division cost 
data)

c) Copy to Payroll Payroll retains for 3 fiscal 
years and disposes. -.. '.11 

2) Check listings - information also con-	 I Payroll retains for 3 
~ , 

! 

tained in Comprehensive Listing	 calendar years and disposes!
when Comprehensive listing . 
sent to Record Section. 

Memorandum copies of fiscal schedu~es - by

schedule identification number
 
a) Original to ADP Treasury
 

'b)'Paid copy to Accounting (with Division 
cost data)

c) Paid copy to Payroll Payroll retains for 3 fiscal 
years and dLspose s ~ 



Payroll Unit 

Locc..tionDescription Authorized dispositionof Record 

Payroll control register records
 
FS-495 - Payroll Documents Transmittal
 
(Treasury) Temporary -
a-) Original and copy (for receipt) to;I 

ADP Tr.easury i I, 

! 'I 
I, 

: 'j 
i 

b) Copy to Payroll Payroll retains until re- 'l 
ceipted copy received fram i 

ADP Treasury and disposes. 

c) Receipted copy from ADP Treasury Payroll retains until end I 
Ireturned ~o Payroll of cal.endar year and ' ' ... 1 disposes. 

Payroll change slips - by pay period , Temporary -
1) TUS 426 - Payroll Change ',slip(Treasury)
 

a) -A Employee copy (green)
 
b) -B File copy (yellow) ~ not used
 

(disposed upon receipt) 
c) -C Administrative copy to Payroll Payroll retains for 2 

(pink) calendar years and dispose~
d) -D Personnel Office copy (blue) 
- information also contained in Compre-

hensdve Listing .. 

, 2) SF 1126 - Pay~oll Change Slip (manual) 
a) Payroll copy - original (white) Payroll retains for 2 
b) -:-aEmployee copy (green) \. calendar years and disposes.:
c) -b; -c; -d Other copies - not used 
- information also contained on Stock 

Form 1127 - see above 



Payroll Unit 

LocationDescription	 Authorized dispositionof'Record 

Administrative reports and related data	 Temporary -
1) SF l13-A - Monthly Report of Federal 

Civilian Employment Short-Form 
a) Original to Civil Service Commission 
b) Copy to Payroll Payroll retains for 2 

calendar years and 
disposes. 

-2)	 State Income Tax Collections - monthly
a) Original to appropriate State 
b) Copy to Payroll Payroll retains for 2 

calendar years and 
disposes.

quarterly
I 
I 
I
I
I
I
I
I 

3)	 SF 941 - Federal Income Tax Collections -
a) Original to Internal Revenue Service 
b) Copy- to Payroll Payroll retains for 2 

calendar ye ars and -

4) US Government Payroll Savings Plan 
Consolidated Semi-Annual 

- :
 
disposes. 

IReport (Treasury) 
a) Original to ADP Treasury

b) Copy to Payroll
 

5)	 Division of Disbursement Form l664R -
Request to Remail Undeliverable Check 
and/or Bond (Treasury) 

-6)	 SF 2810 - Notice of Change in Health 
Benefits Enrollment 
a) .Original to individual employee
b) Copy to insurance carrier 
c) Copy to Payroll-

d) Copy to ADP Treasury
e) Official Personnel Folder copy 

7)	 SF 2809 - Health Benefits Registration
Form 
a) Original to Payroll 

b) Copy to ADP Treasury 
c) Copy to insurance carrier 
d) Of f Lci.aI Personnel Folder copy 

.8) .DUCB 90S - Report on Federal Employment
and Wages to the District of Columbia 

Payroll retains for 2 
calendar years and 
disposes. 

Payroll sends all copies
to Treasury as appropriate.;
No 'copy retained by OMB
Payroll Unit. 

Payroll reca~ns until 
separation of employee
and disposes. 

Payroll retains until 
separation of employee 
and disposes. 

' 

a)	 O,-iginal to DC Unemployment Com?en-s£:.t~on Board 
b) Copy to Payroll 

Payroll retains for. 2 
calendar years and d Lspo ses. 

I
I
I 
I
I
I~ 



Payroll Unit 

LocationDescription Authorized dispositionof Record 
I 

lTemporary -Withholding tax allowance certificate INo copy maintained by
Form W-4 - Employee's Withholding Al.Lowance payroll.
Certificate (Treasury)
- Original to ADP Treasury 

Repurns on income taxes 
-Form W-2 - Wage and Tax Statement (Treasury) ITemPoraryto Service 

-
a) Original 
b) Copy to 
c) Copy to Payroll 

Internal Revenue I
I 
I
I
I
I,
I
I
I,
I 
I
I 

appropriate State 
Payroll retains for 2 

calenda~.years and 
disposes.

d) All other copies to individual employee 

Retirement reports and registers
- Individual Retirement 

'Temporary -
~ Payroll SF 2806
 Record (card) retains until 

I
I 
I 
I
I
I
I
I
I
I 
I 
I 

individual employee is 
from'OMB 

~
 
I 
I
I 
I

removed payroll
and sends to Civil Service 
Commission for disposition. :
 ~ 

t
I
I
I

SF 2807 - Register of Separations and 
. I Transfers 

._

I

I

ITemporary
Payroll sends to Civil 

: Service 

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I 

I
I
I
I
I
I
I
I,

-~ 

-

a) Original to Civil Service Commission 

b) Copy to Payroll 

Commission with 

I 

i,
! 

" . 

.forappropriate SF 2806's 
disposition. 

I

.
 
Payroll retains for 2 

.calendar years and 
_ d Lapoee s , 

Report of withholdings and contributions 
SF 2812 - Report of Withholdings 

T'emporary -
and 

Contributions - Health Benefits, Croup Life 
Insurance, and Civil Service Retirement -
by pay period
a) Original to Civil Service Commission 
b) Copy to Payroll 

i·Payroll retains for 2 
calendar years and 
disposes. 

rTemporaryLevy and garnishment records 
a) Originals to ADP Treasury 

-


b) .CopLe s to Payroll 

,
I
I
I
I
I
I
I
I

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I 
1\ 

Payroll.retains until in-
debtedness involved is 
completely repaid and 
disposes. 

7 

.1 



Payroll Unit 

LocationDescription of Record Authorized disposition 

I
I
IWage survey files (OMB exempted indefinitely 

as of fiscal year 1972)
to Commerce 

:Temporary 

Accounting retains"last 
report for fiscal year
1971 until new require-
ments are received." 

I
I 

-

a) Originals 
b) Copy to Accounting 

Department 

i
I 

I 

L 
I 
I
I
I
I
I
I
I
I 

" 

·1 
\ 

,!

i.
 

I
I
I
I
I
I 
I
I~ 



- -- -- --

Payroll Unit 

Locatio~Description of Record Authoriz€d disposition 
I
I
IBudget authorizations to operating units and 

related ITemporary 

IAccount1ng prepares 
.

I of cards for each fiscal 

I

I

-
records 
OMB Form 22 - Employee Record (card)

employee (white) 
1)
 new set 

Permanent-

IExecutive level (blue)

(pink) 
year.-
 ,IAWage board
 

Part~tim~-&
 
"" ccount1ng 

(orange) ·seded 

. .reta1ns-

~
 

super-
for l"fiscal temporary set 

year and disposes.
-2) Financial Statement - object classification 

a) Original to Accounting Accounting retains for 2 
fiscal years and disposes. 

b) Copy to Budget and Management Officer 
c) Copy to Management Services Officer 
d) Copy to Assistant to the Director for 

Administration 

"3) Report on ·Operating Allowances (memo)
a) Original to appropriate OMB Division 

Chief 
b) Copy to Accounting Accounting retains for 1 

fiscal year and disposes. 
c) Copy to Budget and Management Officer 
d) Copy to Managfment Services Officer 
e) Copy to Assistant to the Director for 

Administration 

i 
I

i
I
j
I
i. , 



----

Travel Unit 

Description	 Location Authorized dispositl.·on of Hecord 
I
I
ITRAVEL RECORDS
 
.Temporary -

Freight records and supporting documents - by : Account1ng retains for 3 
trave Le'r (maintained by ·Accounting Unit) ; fiscal year s and sends to 

Records Section. 
Recoru Section will dispose

after audit. 

,
I

Passenger transportation records Temporary - .
1) SF 1171 - Public Voucher for Transpor-

tation of Passengers (pre-addressed by 
- numerical travel filecarrier)

a) Original to GSA Audit Division 
b) Copy to Travel Travel retains for 3 fiscal 
c) Copy to carrier (with SF 1166 - years and sends to Re~ord 

Voucher and Schedule of Payments) Section. 
Record Section will dispose

after audit. 

i
I
 

·1
 
I
i
I	 

iI..;.;

2)	 SF 1169 - US Government T.ransportation
Request - numerical travel file 
a) Original paid copy (blue) to carrier 

(with green ticket copy and TWA Form
 
A-55 - see below) for return to
 
Travel; forwarded to GSA Audit ·Divisiop
 

b)	 -a Memorandum copy (manila) to Travel retains until all
traveler (with ticket flight coupons) listed SF 1169a' s. are 
for return to Travel with SF 10l2-A -

I

accounted for on Stock , , 
Travel Voucher; posted to Stock Form Eorm Jl20 ..and sends ..to 
l120 (see below) 

j; 

Record Section every 3 
fiscal years.Record Section will disposeafter audit.3) SF 1186 - Transmittal	 for Transportation 

Basic:Documents -

Divisiqn

Schedules and Related 
I
numerical travel file t

I
I
I
I
I
I
I
I
I
I,
I
I 

a) Original a~d copy to GSA Audit 
b) Copy to Travel Travel retains for 3 fiscal 

years and sends to Record 
Section. 

Record Section will dispo~e
after audit. 

4)	 SF 1170 - Redemption of Unused Tickets -
by carrier 
a) Original and copy to carrier (with Accounting retains returned 

unused carrier for 3 fiscal tickets) for of copy 
to Accounting with check years and 

Section. 

return copy
sends to Record 

Record Section will. dispose 
after audit. 



- - - -

Travel Unit 

LocationDescription Authorized dispositionof Record 

SF 1170 - continued 
b) Copy to Travel 

c) Copy to Accounting 

5) Stock Form 1120 - Transportation Request 
Accountability Record - numerical travel 

-file (lists complete book of ten SF 1169'4 
issued) 

9) Commercial Airline Ticket (TWA)
a) Original copy (pink) 

b) Copy 2 to carrier (green)
c) Copies 3-5 to traveler (flight coupons~ 

for return of 1 copy (passenger stub) 
to Travel with SF ll69a and SF 10l2-A 
- by traveler 

•
 

I
~ 

.Temporary -
Travel retains until
 

carrier copy received by

Accounting and check
 
recorded, and disposes.
 

Accounting retains until 
carrier copy received and 
check recorded, and 
disposes. 

Travel retains until all 
listed SF 1169's are 
accounted for and sends to 
Record Section every 3 
fiscal·years.

Record Section will dispose
after audit. 

I
•
•1 
I,
r
I 
I
I

I
6) SF 1098 - Schedule of Canceled Checks 

a) Original and copy to ~reasury for 
returp of st~ed copy to Accounting ---- --.-.- "' -------------- --------

- --- -.-Accounting retains 
stamped copy for 3 fiscal 
years and disposes. 

b) Copy to Travel Travel retains until stamped
Treasury copy received by
Accounting and disposes. 

7) SF 1166 - Voucher and Schedule of : Travel retains for 3 fiscal 
Payments - travel file 

returned 

chronological
to Accounting) 

and disposes.copy ~ ~ears 
. 

I
I
I,(paid copy 

8) OXE ro~ 89 - Airline Ticket Request
(prepared by appropriate Division and 

: Ticket Agent retains for 3 
fiscal years and disposes. 

I 
I
I
I
I
I 

sent to OMB Airline Ticket Agent -
attached to Ticket Agent copy of O}ffi 

below 
!Form 12) - see 

Ticket Agent retains for 3 
fiscal years and disposes. 

Travel retains for 3 fiscal 
years and sends to Record 
Section. 

Record Section will dispose
after audit . 



Travel Unit 

Description Locationof' Record Authorized disposition 

10) TWA Form A-SIB - Sales Agent Stock 
Waybill (pre·addressed by carrier and 
forwarded with blank tickets)
a) Original to carrier 
b) Copy to Ticket Agent 

-Temporary -

Ticket Agent retains for 3 
fiscal years and disposes •.: 

11) TWA Form A-55 - Commercial Ticket Plan 
Report

1

I 
.. ·f
a) Original 

b) Copy to Ticket Agent Ticket Agent retains for 3 .1 
fiscal years and disposes~

to carrier !.

f,

i 
,!

12) TWA Form A·69·C - Application for 
Refund or Replacement of Lost Ticket 
a) Original copy (white) to carrier 
b) Copy 2 (yellow) to Ticket Agent 

c) Copy 3 (blue) to traveler 

13) OMB Form 12 - Request for and 
Authorization of Official Travel 
(prepared by appropriate Division and 
sent to Travel) - by traveler 
a) Original to traveler for return 

to Travel with SF l012-A - Travel 
Voucher (see below) 

J

Ticket Agent retains for 3 
fiscal years and disposes. 

Travel retains for 3 fiscal 
years and sends to Record 
Section. 

Record Section-will dispose
after audit. 

b) Copy to Travel - chronological Travel retains until trip has 
obligation file by Division been recorded and traveler 

reimbursed and disposes. 
retains for 3c) Copy to Ticket Agent ~icket Agent


fiscal years and disposes ~ ::
 
i 

- I .

14) Register of Travel Orders (card) -
numerical card file 

15) SF 1012-A Travel Voucher -·by traveler 
(with supporting hotel bills, trip 
record ticket, parking stubs, etc.)
a) Original to Travel 

I 
1
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I 

I 

Travel retains for 2 fiscal 
years and disposes. 

Travel retains for 3 fiscal 
years and sends to Record 
Section. 

Record Section will dispose
after audit. 

b) Copy to traveler 

Travel retains for 3 fiscal16) SF 1038 - Application and Account for
of Funds - advanceAdvance file pending: years

transfer to : Section. 
and sends to Record 

accountability of 
traveler file

amount -

I 
I
I,
I 

Record Section will dispose
after audit. 



I 

Travel Unit 
LocationDescription of Record : Authorized disposition 

~empore.ry -
17) SF 1164 - Claim for Reimbursement for :Travel retains for 3 fiscal 

Expenditures on Official Business years and sends to Record 
by traveler Sectio~. 

Record Section will dispose
after audit. 

• J 

18)	 Passport Request Memorandum
 
(original and 4 copies)
 

Traveler correspondence and related records -
by traveler 

Pr~posed travel orders received - weekly
report
a) Original to Travel - chronological report

file
 
b) All other copies
 

Travel sends to OMB Security
Officer. No copy retained 
by.OMB Travel Unit. 

h-emporary -Travel retains for 3 fiscal 
years and sends to Record 
Section. 

Record Section will dispose
. after audit. 

&Temporary -
Travel retains for 2 fiscal 

years and disposes.
Nonrecord 

I 

"} 

I
I
I
I
I
I
I 
a 

http:empore.ry


Management Services Unit 

Locatio!}Description	 of'Record Authorized disposition 

PROCUREtffi~~AND SUPPLY RECORDS 

Procurement files and related records 
1)	 SF 147 - Order for Supplies or Services
 

SF 148 - Order-Invoice-Voucher
 
(Continuation Sheet)

a) Original Order-Invoice -(white) and
 

Vendor's Copy of Order (blue) to 
vendor _ _ 

b) Procurement Office Copy (blue) filed Temporary -
chronologically Close file each fiscal 

c) Copies to AccotL~ting Unit (yellow year.
and pink) Retire to Record Section 

every second fiscal year.
Record Section will dispose:

when 4 years old. I 
Start new file each fiscal 

year. 

2)	 Bills of Lading - filed chronologically Temporary -
Dispose when 3 years old 

or when no longer need~d 
as proof of receipt. 

Records relating to requisitions on the 
Public Printer 
SF 1 - Printing and Binding Requisition - Temporary - i 
filed with procurement records Close file each fiscal I 

1 year. II 
Retire to Record Section -I 

every second fiscal year.!
Record Section will dispose'

when 4 years old. : 
Start new file each fiscal.: 

. fye'lr. 

Requisitions

OMB Form 1 - Requisition for Supplies, Temporary -
Equipment or Services - Dispose 2 years after
 

completion or cancel-
lation of request.PROPERTY DNENTORY 

Inventory files 
1) OMS Form 5 - Equipment Record Card - Temporary - _

filed by type; and serial number for Dispose individual card 
machines and composite grouping for of item excessed during
furniture annual inventory.

Prepare new card for each 
item procured. 



Nanagement Services Unit 

Description Locationof Record Authorized disposition 

Inventory files - continued 
2) Inventory Tally Sheets - prepared

annually 

3) Comprehensive Computer Listing of OMB 
property inventory - prepared quarterly 

Temporary -
Dispose after completion

of annual 
inventory. 

Temporary -
Dispose quarterly listings

after completion of 
annual inventory. 

t
I
I
I
I
I 



Personnel 

Descdpt:i.on 

Personnel Records 

Office of }~nagement and Budget civilian 
personnel records relating to the supervision
over 2~d ~anagement of Federal Civilian 
Er.:!plo:,:ees. 

Official Personnel Folders 

All cc~ies of correspondence and forrr£ main-
tai:-'.ed.c s te::-i:porary on the leftrecords t12:1d 

side O~' t ..:: Cl.'f .ici.aL Personnel Folder in 
ncco~d'S.Ylce with t:!8 F2deral Personnel ~anucl; 
Chapter 2;'3, and Suppler;;ent293-31. 

Service Record Card (Stardard Form 7) 

IJOC~l1.1.~)n :of Recor-d Authorized dispo~itic~1--------t-----------------
Personnel 
Office 

, 
Imaintained ~emporary-

[aLphabet.Lce Ll.y] (See Chapter 293, Subchapter!
Iby name 2, Federal Personnel Manua L . 

for instructions relating td 
folders of employees trans-
ferred to another agency)
Transfer folders of 

separated employees to 
inactive file on 
separation in accordance 
with the Federal Personnel. 
Manual. 

Transfer folder to r~RC,
(CPR), St. Louis,
Missouri, 30 days after 
separation.

I ~WRC will dispose 75 yearsI 
I after birth of employee ,I

or 60 y.ears after date ofI 

I,I earliest document in the 
1 folder if date of birth 
,I cannot be ascertained,I

I provided employee has 
I been separated or retiredI

I 
I 
I 

, for at least 5 years. 

: rcairrtaIned on : Temporary -
lleft hand sid.~ Dispose on transfer to 
:of folder. : another agency (except in 
I 'I tr&:->.sfer f'unc t Lons ), 1 chr ono Log i ca Ljiy a of 
I , 
I " separation of the eu.ploye~I .
 

I or wnen 1 year old" wh Lc.r-:
 ,, ever is earlier. , 
Temporary -

Dispose JD years after year
of employee's separation
or transfer to another 
agency. 

http:Descdpt:i.on


Personnel 
lJOCo. LionDescript.ion of Hecord Authorized disposition 

I
I 

Personnel Records (continued) :
 
I
I 

Correspondence and subject files reluting : 
to administrative and policy decisions affectinl 
tt.e adr:linistrationof the ONB personnel system. I 

Correspondence and subject files relating to 
t~e administration and operation of personnel 
f'unct.Lons , 

Perrnanerrt -
Close files every second 

calendar year.
Retire closed files to 

Record Section every
second calendar year.

Offer to ~IARSwhen 8 years
old. 

Start neH files every
second calendar year. 

Temporary -
Close files every second 

calendar year.
Retire closed files to 

Record Section every
second calendar year. . 

Record Section will dispose!
when 6 years old.

Start new files every
second calendar year. 

Correspondence, letters; and telegrams Temporary -
offering appointments to potential employees. If appointment is accepted;

destroy i~~ediately.
If appoint~ent is declined: 

Return to CSC with reply
and application, if name 
was received from 

i 

certificate of eligibles. ~ 

Certificate files consisting of: Temporary -
1) Requests for certificates of eligibles. File by Dispose 2 years after dute 
2) Certificates of eligibles. certificate of certificates. 

number 

Position descriptions File in Dispose of 811 copies butaccordance one Hhen position iswith FP~l abolished or descriptionSupplement is superseded.293-31 Dispose of remaining copy
5 yeQrs 2fter p03iticn is 

I 
I 
I 
I~ 

abolished of description
is superseded. 



D8scription 

Perso~nel Records (continued) 

lTotifications of personnel action, exclusive 
of those in Official Personnel Folders -
Journal Copy 

Applications for emploJl.hentand related 
pc.pers.

a.	 Applicants not considered as 
viable ca~dates. 

b.	 Applicants considered as viable 
cand~tes and the files contain 
evaluative information. 

Personnel Evaluations 

Authorized di::;pGsitio:1 

Temporary -
Dispose when 2 years old. 

Temporary -
Close files at end of 

every second calendar 
year.

Dispose of closed files 
c.t the end of every
second calendar year.

start	 new files every
second calendar year. 

Temporary -
Close files at end of 

every second calendar 
year.

Retire closed files to 
Record Section 'evero.l 
second calendar'year.

Record Section will retain' 
for t~1ree years and 
dispose.

Start new flles every
second calendar year. 

Temp orar:!
Dispose Hhen 2 years old. 

3t::.:ffFinancial State:r.2nts- (GS 15 and above) .'·\d::ui~'!is-crC!':d:vc 
T:les~ oni!:for:;;atior: the 

, "I'empor ar-y 
5 year::;after

of employee. 
records corrt aLn Dispose

separation 
As s i at.nrrt : 

individual's employment or financial interests, to the 
trusteeships, in real 

:
 
creditors, and interest Director :
 

I 
I 
I
I
I
I
I
I 
I 
I
I
I 
I 
I
I
I 

proper-ty other 
res idence 

t!:18nthe individual's personal
reQ.uired by E.O. 11222 of Mo.;/8,

6469, 3 CFn, 1965 Supp; 
as 

1965, 30 F.R.
 
5 CFR 735.104,
 401-412.
 

o 



Administrative Services 
Locn c.ion Dcscr:'ption , ci' i-:·_~c:;)rd , Authorized dif;position 

--",----------+.-------------
I	 , 

ADMINISTRATIVE RECORDS	 :Administrative:Temporary -
: Services : Close files at fue end of 

Chronological file	 : Office : every second year. 
: : Dispose closed files 

Correspondence and report files reflecting the : : every second year. 
functions of the Administrative Services Office : : Start new files every
carried out by the following subordinate office~1 : second year.

- Duplicating :
 
- Graphics I
 

- Records 
I
I
 

- Service Group I
I
 

- Moving and Maintenance I•

- Mail and Messenger and Transportation I

I
 

I 
I I 
I I 
I I 

PROPERTY DISPOSAL RECORDS .AdminstrativeI I
I Temporary -

: Services : Close files at the end of 
Reports of"excess personal property (SF 120); 

I Office 
, every second year.I	 I 

I	 ITransfer orders of exceSS personal property	 
I I Dispose closed files when 
I	 I(SF 122); and related correspondence pertaining	 
I I 3 years old. 

to the operation and administration of property I
I I

I Start new files every
disposal filed by fiscal year. I 

I I second year.I 
I I 
I I 
I I 
I I 
I I . -MOTOR VEHICLE OPERATION RECORDS I Administrative Temporary -
: Services : . 

Motor vehicle operating records filed by fiscal: Office : Close files at the end of 
year. I I every year.I	 I 

I
I ,

I Dispose closed files when
 
I I I year old.
I I
 
I
I 

I
I Start new files every year.
 

I , 
I I 

Reports of motor vehicle data (SF 82) and	 I I Close files at the end ofI I 

related correspondence filed by fisc31 year. I I every second year.I	 • 
I	 I Dispose closed f i Le a whenI	 I 
I	 t 3 years old.I .• Start new files every
I second year. 

Records relating to motor vehicle accidents Close file upon completion: 
and related correspondence filed by individual of each case. \ 
case. Dispose closed file when 

- Operator's report of motor-vehicle 6 years old. 
accident (SF 91) Start new file for each 

- Investigation report of motor vehicle case. 
accident (SF 91-A) 



Administrative Services 

Loca t:~_G.n.Description Author:Lzed d Lspos I ticn of' Recor o 

I 
I
I

SPACE A.NDMAINTENANCE RECORDS ~dministrative:Temporary
IS. 'te rv i.ce s I

Records relating to the allocation, utilization,: Office 
and release of space under OMB control and 
related correspondence pertaining to space
and maintenance matters filed by fiscal year. 
Records include: 

- Building plan files and related records
 
utilized in space planning, assignment,
 
and adjustment.
 

- OMB reports to GSA regarding space occupied
 
and related
 papers.

Close fi13s at the end10f 
every second year. 

Dispose closed files when 
all plans therein are 
superseded or obsolete. 

Start new files every 
second year. 

Dispose closed files when 
2 years old. 

Start new files every
second year. 

I
I
I
I
I 
t
I 

l
Requests for building and equipment maintenance: 
services (work orders GSA) and related

Close files at the end' of 
to every year.

closedcorrespondence filed by fiscal year. Dispose
year after_ all work ,has I 

_been perf'crmed or re- ' 
quisition cancelled. 

Start new files every year. 

files 1:
 
I
I
I
I
I
I
I
I 

I
I
I
I
I 
t
I
I
I
I
I 
t
I
I
I
I
I 
t 

Locator file - directory cards filed alpha- Dispose individual card 
betically by employee name. upon separation of 

employee.
Prepare new card for each 

employee as appropriate. 

Identification credentials and related papers: Dispose individual cre-
Identification cards dential 3 months after 
Parking permits 
Notor vehicle operator permits 

issuing
credential 

return to o f f Lc er ; 
' 

-

- Prepare

appropriate. 
new as 

Receipt~ indices, listings, and related 
papers 

Dispose after all listed 
credentials are accounted i
 
for. 

Prepare new listings as 
appropriate.

t
I
I Temporary

Close files 
MAIL A~D MESSENGER RECORDS :Mail and -


at the end of: Messenger
: OfficesOperational management records: 

- Messenger service 
every year.

Dispose closeddata - including logs,
etc. 

files when t
I
I
I
I
I
I
I
I
I
I 

dispatch records, receipts, schedules, 
Postal forms and supporting papers 

records and supporting papers 

1 year old. 
Start new files-
 every year. 

Mail control-


1 



I 
-I 

• .. ... •
•
,
 
, I

Administrative S2rvices 

LocationDescription of Hecord Authorized disposition 

Administrativet 

I
I 
I
I,

DUPLICATING RECORDS
 Temporary -


Close files at the end ofReports to the Joint Committee on Printing
and related ofregarding operation 
the OMB Duplicating Office; including inven- Office
tories of printing, binding, and related 

records Services every second year. 
Dispose closed files when 

I
I 
I,
I
I

3 years old. 
Start newequipment. files every

second year. 

Duplicating Office copy of each publication, Duplicating Close files at the end of 
poster, chart, directive, regulation, booklet, Office every year.
speech, form, press release, and similar item - Retire closed files to 
filed by fiscal year. Record Section for 

disposal every year.
Start new files every year. 

I
I
I 

Close files at the end ofJob or project records:

Papers and data
 pertaining to the execution 

and 
-
 , every year.

: closed I
of printing, binding, 
Control registers pertaining to requisitions: 

,
I
I 

duplicating jobs 

:

Dispose
I year old. 

Start new 

files when
-


and work orders files every year. I 

GP~HICS RECORDS 

Graphics project records: 
- Graphics Office copy of each graphic

presentation, chart, form, and similar item 
- Papers and data pertaining to the execution 

of graphics projects; control registers 

Graphics
Office 

Nonrecord -
Office reference copies.
Dispose when obsolete or 

superseded. 

RECORDS MANAGEMENT AND DISPOSITION RECORDS 

Correspondence and report files pertaining to 
the administration and operation of OMB's 
records management program and related papers. 

Records 
Office 

Permanent -
Retain in Records Office 

as permanent reference. 

Records disposition files - including inven-
tories, disposal authorizations, retirement 
schedules, locator files, etc. 

Forms management file - containing data on in-
ception and scope, program or administrative 
purposes, and revision, supersession, a~d 
cancellation procedures. 

Statistical reports of records holdings. 

,,,
I 
I 
R 


