
REa"UEST, AUTHORITY 
TO DISP E OF RECORDS 

(See lnslruclions on Reverse) 

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

1. FROM (AGENCY OR ESTABLISHMENT) 
In accordance with the provisions of 44 U.S. C. 33030 the dis­
posal request, including amendments, 1s approved except for 
items that may be stamped "disposal not approved" or "with­2. MAJOR SUBDIVISION 
drawn" in column 10. 

Office of the Secreta 
3. MINOR SUBDIVISION 

Office of the Executive Secretariat 
4. NAME OF PERSON WITI-i WHOM TO CONFER 5. TEL. EXT. 

---=-Mr=s-'-.-=G=i=na=--=::P--=r=ic_;_e__________L...L._6_4_-2=-li:_,7__1_---1 /-7 -71 
Date6. CERTIFICATE OF AGENCY REPRESENTATIVE: 

LEAVE BLANK 

I he~by certify that I om authorized to act for this agency in matters pertaining to the disposal of the agency's records; that the recor s proposed for disposal in this Request of 
-----'-- page(s) are not now needed for the business of this agency or will not be needed after the retention periods specified. 

December 5, 197.1.....:':::::,.L..-4.~~~~~~_L.~~&::::~:'....._­
<DateJ 

7. 8. DESCRIPTION OF ITEM 
ITEM NO. ( With Inclusive Dates or Retention Periods) 

INTRODUCTION 

The Executive Secretariat was established by Treasury 
Department Order No. 170-6, January 23, 1961, as the centr 
coordinating staff of the Department, serving the Secrets 
and the Deputy Secretary. The Office is responsible for 
(1) processing and control of all incoming correspondence 
addressed to the Secretary or Deputy Secretary, (2) review 
of all material submitted by Bureau and Offices for the 
attention of the Secretary and Deputy Secretary to assure 
completeness and proper coordination, and (3) maintaining 
principal channel of liaison with the White House. The 
fi1es may be catalogued tz I :: s isz caps .~s t 

9. 
10.SAMPLE OR 

ACTION TAKENJOB NO. 

1 

1 

2 

Copies of correspondence, memoranda, and other mate 
receiving action by the Secretary or Deputy Secretary. 

ial 

Congressional - Correspondence from Congressmen 

DISPOSITION: PERMANENT - Cutoff annually, hold two years 
retire to WNRC 

DISPOSAL NOT 
APPROVED 

White House - Correspondence received from the White Rous 

DISPOSITION: PERMANENT - Cutoff annually, 
retire to WNRC 

hold two years DISPOSAL MOT 
APPROVED 

STANDARD FORM 115 
Revised November 1970 
Prescribed by General Services 

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



Standard Form.•No. 115-A.• • -Revised November 1951 
Prescribed by General Services Administration - Job"'No.--~---- Page 2 
OBA Reg. 3-IV-106 

116-202 of...2__pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

9.8. DESCRIPTION OF ITEM 
SAMPLE OR (WITH INCLUSIVE DATES OR RETENTION PERIODS) JOB NO. 

10. 
ACTION TAKEN 

3 The Secretary - Memoranda addressed to the Secretary by 
members of the staff 

DISPOSITION: PERMANENT - Cutoff annually, hold two years 
retire to WNRC 

.,JSPOSAL NOT 
APPROVED 

4 The Deputy Secretary - Memoranda addressed to the Deputy I 
Secretary by members of the staff 

DISPOSITION: PERMANENT - Cutoff annually, hold two years 
retire to WNRC 

DISPOSAL NOT 
APPROVED 

5 Departmental - Correspondence, memoranda, etc. from other 
Government agencies 

DISPOSITION: PERMANENT - Cutoff annually, hold two yearsJ 
retire to WNRC 

;:lSPOSA\. tlOT 
APPROVi.D 

6 Committees - Files on committees to which the Secretary 
is a member 

DISPOSITION: PERMANENT - Cutoff annually, hold two yearsJ 
retire to WNRC 

'".:POSAL 110T 
'.'>PROVED 

7 Alphabetical - Conmn1nications with the public and private 
industry 

DISPOSITION: PERMANENT - Cutoff annually, hold two yearsJ 
retire to WNRC 

DISPOSAL 110T 
APPROVED 

8 General Administrative Correspondence 

a. Referral notices requesting prompt responses to 
Secretary's queries, routine instructions re: 
briefings, etc. 

b. Miscellaneous material not falling into a specific 
category and which is considered ephemeral to 
office requirements. 

DISPOSITION: TEMPORARY - Dispose after one year 

Items 1 thru 7 are deemed to be of historical value. The1 efore 
it is believed the records should be transferred to the WE shing­
ton National Records Center and held for a period of 25 yEars 
from date of creation prior to an offer of transfer to thE 
National Archives. 

1'011• copies, incl11cling original, to be ■ 11bmilled to the National Aschives and Recosu lesvice 10-69428-3 GPO 


