REQUEST humomv ' '

TO DISPOSE OF RECORDS .

(See Instructions on Reuerxe) AN

I3
. . A P
‘ ~ LEAVE BLANK

DATE RECEIVED JOB NO

MAR 18 1976

TO: GENERAL

SERVICES ADMINISTRATION,

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, D.C. 20408

- NC1-/51-76-20

NOTIFICATION TO AGENCY

1. FROM (AGENCY OR ESTABLISHMENT)
Executive Office of the President

In accordance with the provisions of 44 U S.C. 33030 the dis-
posal request, including amendments, 1s aopproved except for

2. MAJOR SUBDIVISION
Office of Management and Budget

tems thot moy be stomped * disposal not approved'’ or “'with-
drown’' in column 10

3 MINOR SUBDIVISION f/ 3936 4y /ﬂuowcez g{;‘/’

4. NAME OF PERSON WITH WHOM TO CONFER 5. 1eL. ex1. Code
Nell Doering/Charles Howton 103 ext. 391

41576

6. CERTIFICATE OF AGENCY REPRESENTATIVE:

Date

Archivist of the

| hereby certify that | om authorized to act for this agency in motters pertoining to the dispasal of the agency's records, that the records proposed far disposal in this Request of
page{s} are not now needed for the business of this agency or will not be needed ofter the retention periods specified

3/['/74 : Mu W&«%«w Record Officer
(bate) (Slgna(urc of (Age epresen(amc) (Title)
9.
7. 8. DESCRIPTION OF ITEM V0.
ITEM NO. (With Inclusive Dates or Retention Periods) SAMPLE OR

JOB NO.  |ACTION TAKEN

See attached Record Schedule:

Record Schedule for the Human Resources Division,

Office of Management and Budget

vl,]/ 4-49-"7 (]

14 ome

STANDARD FORM 118

Revised November 1970

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11.4

115-105



Human Resources Division

The Human Resources Division is responsible for the examination
of budget requests, programs, operating methods, and legislative
proposals of the Departments of Health, Education, and Welfare;
Labor; the Community Services Administration; as well as the food
and nutrition programs of the Department of Agriculture. In
addition, numerous smaller agencies with related functions are

also the responsibility of the Division.
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futhorized disposition

.

* ADMINISTRATIVE RECORDS

lCorrespondence relating to the internal
organization and management of the HRD -
Division Office.

Chronological File
Organilzation
Work Plans

v

Noncurrent Record Transfers (OMB Form 56)

'2 .

BUDGETARY RECORDS

Reference. copies of budgetary records for the

Human Resources Division budget.

2

PROGRAM RECORDS

Reference copies of program-related memoranda,
studies, letters, etc., to the Director and

others on individual programs or issues;
study reports.

O MD W e an o B0 w0 me W D D G D G P 0P TP O @e B 0 W G D Al WY ST S U G D S OV SV S O N OB Ot @ ew b op WD WP iTe G AP OB e @b S = - G S D ) D P UMD W U D A S G G D G P P Y ¢ OE S G GN S D b CD S UD e WD WP U e em P em e S ¢

[}
1
1
}
i
]
t
1

HRD - Division:Temporary - -

Office i Retire to Record Section
ﬁ, ﬂi:hen 2 years old.
Freeordubeetion—tiinlmdismon
RR1eT-3 M oTo Wl WU P U IR -PV=Y- -9 3

e SEE S5 VSVT
Start new files every

2 years.

]
Nonrecord -

Office reference copy.
Dispose when obsolete or
superseded.

HRD - DivisiodTemporary -

Office Do not retirz to Record
Section. o
Dispose at end of fiscal
year involved. :
Start new file each

_ fiscal year.

HRD - DivisiofTemporary -
Office Do not retire to Record
Section.

Dispose when 2 years old -
or no longer needed for
administrative purposes,

_whichever is sooner.

Start new files every

2 years.

-—---—-—-----—-—-———--—-a-—---—-—--------_--——-



Iocation

of Record futherized disposition
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IGISLATIVE RECQRIS 4| Lezislctive {See LRD Schedule.
. Reference |
legislztive clezrance items including printed Division }
meterizls and rzloted correspondence. '
,6. All Cther | Temporary -
Copies | Dispose at the end of
H ezch Congress.
! Start new file at the
5 H beginning of each Congres
. ]
)
EACUTIVE CRDER AND PROCL/MMATION RECORDS 4. legislative !See LRD Schedule.
Reference
Records on Executive Orders and Proclamations Division
incluce mstericls on clezrznce, preparation,
vrasentztion, and publication. All Other Temporary -
‘ Copies Dispose when 2 years old
or when no longer needed
. for administrative
; purpoces - whichever
ir sooner.
Start new file every
2 years.
NONCFFICIAL PAPERS MRD ~ DivisiohTemporary -
Office Review each year and dispos:
Payers of a private or nonofficial character of 211 materials that are
which pertain only tc an individual's personal obsolete or have been
affairs that are kept in the office of an OMB superseded.
enployee will bte clearly designated by him as
noncfficial and wiil at all times be filed

separately from the official records of his
office. In cases wihere ratters requiring the
transzction of official business are received
in private personal correspondence, the
rortions of such correspondence that pertain
to official tusiness will be extracted and
made a part of the official files. All extra
copies of documents vreserved only for
convenience of reference, and stocks of
publicaticns and processed documents.,
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IRD - Special Assistant for Budget

-0~ By . o PP
onggggfan futhorized disrositicn

<

Descripiion

.
ADMINISTRATTVE ECORDS

Correspondence releting to the internal Special Temporary - .
organization and management of the office of Assistant Dispose when 2 years old
the Special Assistant for Budget. for or when no longer .
’ Budget needed for adwinistrats
4, Chronological File purposes, whichever is
sooner,
Start new files every
2 years.

K

Nonrecord -
Branch reference cory.
Dispose when obsolete
or superseded.

é Noncurrent record transfers (OMB Form 55)
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HRD - Special Assistant for Budget

g.

BUDGETAERY RECCIDS

Location e o Ll
ol hocord Authorized disrosition

n. 3 1.0
eseripticn

-~

Budgetary records maintained oy the
Special-Assistant for Budget

reflect the budget process according
to the fiscal year involved.

~

1]
Budget Ferrulation and Preraration

D DR R et W R e e e an o
.

:? -~ - (q Special - 4 Permznent -

Ceiling Letter { Assistant Close files at end of
for - - -each fiscal year

~ Agency Estimete Subnmissions and Budget involved. '

Retire closed files to
Record Section every
second fiscal year.

Offer to NARS when 3
yecrs old.

Start new files for each
fiscal year involved.

Justifications "0fficial Set" (as
required by QMB Circular A-11)
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- Appeals o L

- Allowance lLetter

. Special Exercises (i.e. Cutbacks, H
Contingency Outlzy Plan to Further a)!All other Terporary -
- "Stimulate ihe Econory) . ! copies Do not retire to Record
Section.

- | s :
. Dispose vhen obsolete or
no lorger needsd for

current business,

waichever is sooner.

(2) -

’
]
3
1
i
{
'
‘
1
'
1
1
!
T Spring Planning Review q : dget Review 1 See BRD Schedule.
. ! Divisdicn
~ Director's Review e !
:
: 1
~ Presidential Review s
-— ._J : .
.8
]
:
)
Y
w: A1l other Temporary -
! copies Do not retire to Record

Section.

Dispose when obsolete or
no longer nseded Tor
current business,

wvhichever is socner,
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Deseriplion
BUDGETARY RECORDS (continued)
& .
Sueplevental and Amended Budget Requesis
and Estimates
U) Agency submission and justification

(laffesident's

approvzls to Congress of supple~
rental and amended budget requests
'
c') Claims sné judgerents
c.
Budpet Zxecution .
- SF 132 - f£pportionments and
&
Reapporlicnment Schedules
-

[~ SF 133 - Report con Budget Execution

R
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4 for
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Special
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for

]
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Sudget Review]
Division i

]

!

Dudget Review!

Special
Assistant
for
Budget

S daat U aayd A

a.
£

Permanent ~.
Close files at end of
each fiscal year

involved.

Retire closed files to
Record Sectica every
sccond figcal year.

Offer tc NARS when 8
years oid.

Start new files for each
fiscal year involved.

edule.

Lh

il2s at end of
eacn fiscel yesar
involved,

DPermanent
Fal
L

Retire closed files to
Record Section every
seccnd fisczl yesr.

Offer to N/RS when 8
years old. T

Svart new files ror ezc:
Tiscal year invsoivea.

Temporery - .

Closc files et end of

cech fiscal year

Retire closed files to
Record Scction
second fiscul

VeI

-
cld.
LA 4. - s et - - .
care new TLllos Jor ooen
[iscel yeur involwved.
Qs TN PR R VAT 1ry
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HRD - Special Assistant for Budget

Description

Location
of Record

Authorized dilsposition

BUDGETARY RECORDS

The Special Assistant for Budgetis responsible
for maintaining budgetary records for the
following agencies:

Department of Health, Educatjion, and Welfare
(except Work Incentive Program of the
Social and Rehabilitation Service)
- Ceiling Letter '
- = Appeals
~ Allowance Letter

(0Office of the Secretary) Departmental Manag

Office for Civil Rights
General Departmental Management
Policy Research

Independent Agencies -
Committee for Purchase from the Blind and
Other Severely Handicapped
Olympic Sports Commission
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HRD -~ Special Assistant for Budget

Description Ongggg%Sn hathorized disposition

PROGRAM RECORDS

- e 5w sl e o o

Permanent -

Close files at end of
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
second calendar year.

The programs of the Special Assistant for Budget | Special

are reflected ir the following records (which ¢  Assistant
includes pregram-related memoranda, studies, for Budge
letters, etc.; memoranda to the Dircctcr and
others on individual programs or issues;
study rcports)

Department of Health, Education, aﬁd Welfare
_(Office of the Secretary) Departmental Management

Office for Civil Rights

. General

General Departmental Management
- General

[ - - [ S

Tndependent Agencies
Committee for Purchase from the Blind and
Other Severely Handicapped
General
Olympic Sports Commission
General
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HRD - Special Assistant for Budget

oo 1 Location .
Description E of Record Authorized disposition
b -
/0.
WHITE HCUSGE RErERRALS Special Temporary -
Assistant Retire to Record Section
These records consist of routine inquiries, for for disposal when 2
replies thereto, other correspcndence in Budget years old.

which no unusual administrative decisions,
policies, or effortsz sre involved, and
administretive background materizls for
formal informational releases.

COGRESSICIAL REFERRALS

These records consist of routine inquiries,
replies thereto, other correspondence in
which no unusual administrative decisions,
policies, or eifforts are involved, and
administrative background materials for
formal informational releases.

BLIC INSUIRY

These records consist of routine inguiries,
replies thereto, cther corresponcdence in
vhich no unusual alministrative decisions,
policies, or efrorts are involved, and
edministrative beackgrount usterials for
formzl informationcl releases.
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Start new file every
2 years.
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HRD - Special Assistant for Budget

\

Descriptvion

1

Iocation
of Record

-

Luthorized disposition

9.

LEGISLATIVE RECORDS q

Legislztive clearance items including printed
meterizls and relazted correspondence.
4

M.

EXECUTIVE ORDER AKD PROCLAMATICII RECCRDS 4

Records on Executive Orders and Proclamations
incluce weterials on clezrance, prcparation,
presencation, and puovlication. )6-.

2 *

NONOFFICIAL PAPERS

Pavers of a private or nonofficial character
which pertain only to an individual's personal
affairs that are kept in the office of an OMB
employee will be clearly designated by him as
nonofficial and will at 211 times be filed
separately from the offici:z? records of his
office. In cases where mathzrs regquiring the
transaction of official business are received
in private personal correspondence, the
portions of such correspondence that pertzin
to officizal business will be extracted and
made a part of the official files. All extra
copies of documents preserved only for
convenience of reference, and stocks of
publications and processed documents.

legislative
Reference
Division

All Cther
Copies

Legislative
Reference
Division

All Other
Copies

Special
Assistant
for
Budget

See LRD Schedule.

-~

Temporary -
Dispose at the end of
ezch Congress.
Start new file at the
beginning of each Congres

See LRD Schedule.

Temporary -

Dispose when 2 years old
or vhen no longer needed
for administrative
purposes - whichever
is sooner.

Start new Tile every
2 years.

Tenporary -

Review each yezsr and dispecs
of 21l materials that are
obsolete or have been
superseded.
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HRD - Labor Branch

1
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futhorized disvositicn
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Description

(@]

T
.
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ADMINISTRATIVE RECORDS

Tewmporary - .

Dispose when 2 years old
or when no longer
needed for administratw
purposes, whichever is

Correspondence relating to the internal Labor Branch
organization and management of the Labor

Branch.

q’ Chronological File

Organization and Activities sooner.
Work Plan Start new files every
2 years.

Vi

Noncurrent record transfers (OMB Form 56) Nonrecord -

Branch reference copy.
Dispose when obsolete
or superseded.
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HRD - Labor Branch

gt Locaticn a4 aa
Dezeripticn or noeord futnorized disposition

i &
LA

UDGETARY RZCORDS

idpetery records maintained by the
.abor Branch

‘eflect the budget process according
0o the fiscel yezr involved.

d

dget Forrmalaticon and Preraration

--’-ﬂ-‘-------u—-.——-—«
.

1 . ) (q Labor Pernznent -
= Ceiling Letter. anch Copy Close files at end of
( -ecch fiscel yeear
Agency Estimate Submissions and H involved.
Justifications "Cificizl Set" (as i Retire closed files to
required by OMB Circular A-11) ‘ Record Section every
‘ . : second fisczl year.
Appeals : ’ r : Offer to IIZR3 when S
. H years old.
Allowance Letter . - Stert new files for ezch
: 1 fiscal yesr involved.
Speciel Exercises (i.e. Cutbacks, - H '
Contingency Outlzy Plan to Further ‘Aﬁ';All other Temporary - :
Stirulate the Zconory) . { copies Do not retire to Record
— ] ! Secticn., )
H Dispose at end of fiscal
! year involved.
i
1
: :
r- . . t
'-Spring Planning Réview ; dget Review 1 See BRD Schedule.
. Divisicn
Director's Reviev ‘
Presidential Review

-

cz), All other Tempcrary -
‘ copies Do not retire to Reccra
Section.

Dispose at end of fiscal
year involved.
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HRD - Labor Branch
Desceriphion O;ngggﬁin
BUDGETARY RECCORDS (continucd)
*Supplemental and Amended Budget Requests
and Fstimates
Labor

O) Agency submission and justification

’})Iresident's approvals to Corgress
\'" mental and arsnded budget reguests

(?)Claims and judgerents i

[ ad
-y !

Tudget Executicn .

ortionments zand
nrent Schedules

- SF 132 - 4fp
Reapportic

r’SF l33 - Report on Bud et Execution
- 8F 220, 221, 222 -~ Statements of
Finoncial (eondition
. . «
- latericl for speciel mesigge O \\
L; deferrals and resciesions “J

of supple-~

Branch Copy

Budget Revievs
Divigion

£ Review
gion.

L.

idze
[ag
Divis

Labor

Yranch Copyr

Labor
Branch Copy
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fathoriced disposition

ER

Permanent -

Close files at end of
each fiscal year
involved.

Retire closed files to
Record Section every
second figcal year.

Offer to IARS when &
years old.

tart new files for each
fiscal year involved.

See BRD Schedule.

See BRD Schedule.

Permwonent -

Close files at end of
cach Tisgcal year
involved.

Retire closgsed files ¢
Reccrd Section evary
second fiscal year.

Offer to MNLRS when 8
years old.
tort new files for cceon

Fal

Tiscal yeuxr involved.

cech {isc al yeor
involved.

Retvire closed files to
Record Secction cvery
seacond i'iscal year.

Record Scction will
disposc waen b years
old.

Stuxt now files Joo coel
fiscal yeor dinvolivel.
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HRD - Labor Branch

. i i

Dascription of Redsraht E Authorized disposition
i
BUDGETARY RECORDS :
> ]
- - ]
The Labor Branch = l is responsible :
for maintaining budgetary records for the H
following agencies: :
[}
]
Department of Labor H
Administration:

Manpower AdministrationjE lo ient_and Trainin
iabgr—Management Servfggsyidmlnlstragiog

Employment Standards Administration

Occupational Safety and Health
Administration

Bureau of Labor Statistics
Departmental Management

Office of the Secretary .
Pension Benefit Guaranty Corporation

Department of Health, Education, and
Welfare
Social and Rehabilitation Service
Work Incentive Program (WIN)

Independent Agencies

Federal Mediation and Conciliation
Service

National Commission for Manpower Policy
(out FY 1975)

National Labor Relations Board

National Mediation Board

Occupational Safety and Health Review
Commission . ) .

President's Committee on Employment of
the Handicapped (out FY 1975)
Commission on Population Growth and the
American Future (out FY 1975)

President's Council on Youth Opportunity
(out FY 1975)
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HRD - Labor Bfapch

Description

Location
of Record

Authorized dispositicn

18-

PROGRAM RECORDS

The programs of the Labor Branch ]
are reflected in the following records (which
inciude program-related memoranda, studies,
letters, etc.; memoranda to the Director and
others on individual pregrams or lssues;
study reports). Records are maintained by
agency-related programs or categories such as:

Labor Branch - overall .- craeln |
Economic Issues T T
Job Location- Programs

National Growth Report

New Coalition .

New Federalism Studies

-

Department of Labor - overall.
Joint Ooperation Commissions
Personnel Programs

Public Relations Programs
Presidential Management Objectives
Program Fact Sheets and Reviews
Rental Costs

{Manpower Administration) Employment and Tra1n1n

T Yy i S

abor Branch
I

i

Administratio

Bureau of Apprenticeship and Training

Programs
Cooperative Area Manpower Planning

System

Comprehensive Employment and Tralnlng Ac

Emergency Employment Act

FEconomic Opportunity Act
Employment Service Programs
Evaluation

Immigration

Indians

Job Corps

lManpower Policy

Manpower Development and Training Act
Migrants and Seasonal Farmworkers
Oifenders

Older Workers

Organization and staffing

Public Service Careers

Public Service Employment
Scientists and Englneers

Urban Employment

Unenployment Insurance

Veterans

Work Incentive Program (WIN)

Welfare Reform
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Permanent -

Close files at end of
every second calendar
year.

Retire cloged files to
Record Section every
second calendar year.

Offer to NARS when 8§
years old.

Start new files every
second calendar year.



HRD - Labor Branch - - _ : S

Locaticn

of Record Authorized disposition

Description

Labor-Management Services Administration

Collective Bargaining Committee in

Construction

Construction Industry Collective
Bargaining Committee

Construction Industry Stabilization

Committee

Federal Labor Management Relations

Labor Management Relations Ser- ‘ce Progra

National Commission for Industrial Peace

Office of Employee Benefit Security

Programs

President's Labor Management Committee

Veterans Reemployment Rights

S

Employment Standards Administration
Office of Federal Contract Compliance
Programs
Office of Workers Compensation Programs
Womens Bureau Programs
Wage Hour Division Programs -

Office of Government Contract Wage

. Standards Programs

--------------—-—--a—---—-----;—-n-

Occupational Safety and Health Administrakion

Economic Incentives Study

Evaluatiar

Federal Safety Program

Inspections

Jurisdiction

Maritime Safety -

Mine Safety .

National Institute of Occupational
Safety and Health

Standards

State Programs

Bureau of. Labor Statistics
Consumer Price Index
Employment Cost Index
Employment and Wages
Family Budget

Internal Management
Wholesale Price -Index

Deparﬁmental Management
Administration and Management

Bureau of International Labor Affairs
Programs
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HRD - Labor Branch |

Description

Location
of Record

futhorized disposition

Departmental Management - continued

Policy Development, Evaluation, and
Research

Solicitor of: Labor

Pension Benefit Guaranty Corporation

Department of Health, Education; ad
Welfare
Social and Rehabilitation Service
Work Incentive Program (WIN)

Independent Agencies

Commission on Population Growth and the

American Future

Federal Mediation and Conciliation Servic

w.-----—-—---—------n--——r--

National Commission for Manpower Policy

National Labor Relations Board
Arbitration

Case Handling Programs
Discrimination and Labor Relations
Legal Services

Racial and Ethnic Data

Voter Behavior Study

Work Measures

National Mediation Board

Emergency Boards

National Railroad Adjustment Board
Programs

Railway Labor Act

Occuvational Safety and Health Review
Commission

Appellate Review

Caseloads

Cammission Review

Management

Fresident's Committee on Employment of
the Handicapped

President's Council on Youth Opportunity
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HRD - Labor Branch

e
L4

IZA

20 -

3/

Description

Location
of Record

Authorized disposition‘

WHITE HOUSE REFERRALS

These records consist of routine inquiries,
replies thereto, cther correspcndence in
vhich no unusuzl administrative decisions,
policies, or efforts are involved, and
administrative background materials for
formal informational releases.

CONGRESSIONAL REFERRALS

These records consist of routine inquirles,
replies thereto, other correspondence in
which no unusual administrative decisions,
policies, or efforts are involved, and
administrative background materials for
formal informational releases.

ﬁUBLIC INCUIRY

These records cconsist of routine inguiries,
replies thereto, other correspondence in
vhich no unusual administrative decisions,
policies, or efforts are involved, and
administrative veckground materials for
formzl informationzl releases.

Labor Branch
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Temporary -

Retire to Record Section
for disposal when 2
years old.

Start new file every
2 years.
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HRD - Labor Branch

Description g?cﬁgéggd Authorized disposition
LEGISLATIVE RECCRDS q! legislative !See LRD Schedule. )
Reference L
Iegislative clearance items including printed Division o
materials and related correspondence.
,‘E All Cther Temporary -
Copies Dispose at the end of
each Congress.
- Start new file at the
beginning of each Congr
33, - . |
EXECUTIVE ORDER AND PROCLAMATICH RECORDS 41. Legislative !See LRD Schedule.
. . Reference ~ o
Records on Executive Orders and Proclamations Division T
include materizls on clearance, preparation,
presencation, and publication. A1l Other Temporary -
: ‘ Copies Dispose vhen 2 years old

or vhen no longer neecde

_ purposes - whichever
is sooner.

Start nev file every
2 years.

r/.‘

NOSOFTICIAL PAPERS Labor Branch ! Temporary -~
Review each year and disp
of all materials that a
aobsolete or has been

superseded.

Pzw:rs of a2 private or nonofficial character
wnicaa rertain only to an individual's personal
al:~irs that are kept in the office of an OMB
~employee will be clearly designated Y, him as
nonofficial and will a2t all times be Tiied
separetely from the official records of his
office. In cases where matters reguiring the
transsction of official business are received
in private personzl cerrespondence, the
portions of such ccrrespondence that pertein
to oificial business will be extiracted and
rade a part of the official files. All extra
coples of documents vreserved only for
convenience of reference, and stocks of
publications and processed documents.
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.HRD - Education Branch

-

Descripticn

Location
of Aecord

Authorized dispositieon

75.

ADMINISTRATIVE RECORDS

Correspondence relating to the internal
organization and management of the Education
Branch. -

7- Chronological File

N

4

Noncurrent record transfers (OB Form 56)

'R
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ducation
Branch
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Temporary - .

Dispose when 2 years old
or when no longer
needed for administrati
purposes, whichever is
sooner.

Start new files every
2 years.

Nonrecord -
Branch reference copy.
Dispose when obsolete
or superseded.
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HRD - Education Branch

Descripticn

Locaticn
ol .ccera

futhorized disposgition

77,

BUTGETARY RECORDS

Pudgetery records meaintazined by the
i‘ducation Branch

reflect the budget process according
50 the fiscal year involved.

judget Ferrulation and Pretraration

Ll . )
Ceiling Letter.

Agency Estimate Subnmissions and
Justifications "Official Set" (as
required by QB Circular A-11)

Appeals

Allowance lLetter

Special Exercises (i.e. Cutbacks, -
Contingency Cutlay Plan to Further

Stimulate the Economy)

2) | | -

= Spring Planning Review

Director's Review L

Presidential Review

N

@

@

N

" D D S B G D D W Ep 0P D Gt BO S i o ov sued

copies

Education
anch Copy

All other
copies

dgét Review
Division

All other

. .
.-n------—--—--—-n-~--------__./---------.-.-----‘---Q-ﬂ---p--n-------—d——u-

Permeznent -

Close files at ené of
.each Tfiscel year
involved.

Retire closed files to
Record Section every
second fiscal yecr.

Offer to NARS when 5
years old. —_———

Stert new files for ezch
fiscal year involved.

Temporary - :
Do not retire to Record
Section.
Dispose at end of fiscal
year involved.

See BRD Scnedule.

Terporery -
Do not retire to Reccrd
Section.

Dispose at end of fiscal
year involved.



HRD - Education Branch

1 N i
Desceription : OiIT:;;;&n 4 fathorined disposition
— - -
BUDGETARY RECORDS (coutinued) : !
ir. ‘ ;
Supplamental and 4mended Budget Reauesis : '
and Estimzteg : :
! 3 2
Q)Agcnc" submission aﬁd justification { Education iPermancnt ~.
! Branch Copy | Close files at end of
; ' each fiscal year
H H involved.
! - ! Retire closed files to
H H Recoxd Section every
: : second figcal year.
H ! Offer to NARS when 8
H : years old.
H ! Start new files for each
! : fiscal year involved.
i )
)Iﬁ051dmnt'v aprrovals to Congress ol sugpple- i Budget Recview! See BRD Schedule.
mensz2l and amended budgat regquests ! Division H
I 1
(} Claims and judgeumeuts i Budget Ro VJe\ESEG BPD Schedule.
! Division. H
! : -
o ! |
Pudget Execution - E Education iPerm:nent
anch C se i at
- SF 132 - Apportionrenvs znd EBrd‘ " Copy E ClZ;ihLiigza;uyzzi of
Reapporticnrment Schedules s i involved.
. ! i Retire cloced files to
i ' Record Section every
i ! second fiscal year,
! ! Offer to I/RS when _ 8
! ! years old.
! ! Start new files for esc:.
! § fiscel year involved.
! 1
: : { i
d h :
¢ ' : ! Education ! Temporery -
[~ 5F 133 - Report on Budges Execution Q) | Sranch Copy i Cigse ylles at end of
. _ g ' each £i § al year
S® 920, 221, 222 - Stotements of /i : involve.
- B 220, 2Ly <« . 3 e ! ! Retire closed files to
Finanelal Condition ( t £ Record Scction every
. . ?R E E . sc covg f?sc“T yf;r.
1 13
- Yaterial for SEUC*Q} 5?13650 on A i : cgiZ%a'cch”Z: L oanee
daferrals ant yosclissions ] ; E cld.
- - X booStart new files for cren
NS ! fiscal year involveu.
§ I
1‘ \]
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HRD - Education Branch

Location

of Record Authorized disposition

Description

—]-—-—

DUDGETARY RECORDS

The Education Branch is responsible
for maintaining budgetary records for the
following agencies:

Department of Health, Education, and
Welfare
Office of Education
National Institute of Education
Office of the Assistant Secretary for
Education :
Special Institutions
American Printing House for the Blind
National Technical Institute for the
Deaf
Gallaudet College, funds for
Howard University, funds for
Office of Child Development
Bureau of Libraries 4
Higher Education Facility and Insurance
Fund
Postsecondary Inovations Fund
Student Loan Insurance Fund
Student Loan Marketing Association
Assistaant Secretary for Human Development
Independent Agencies
Federal Interagency Committee on
Education (out FY 1975)
National Commission .on Libraries and
Information Science
National Foundation on the Arts and
the Humanities _
Harry S Truman Scholarship Foundation
(new FY 1976)

Tempcrary Study Commissions
National Commission on the Financing of
Postsecondary Education

, ~
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BRD - Education Branch

Lccation

of Record Authorized dispociticn

Description

27

PROGRAM RECORDS

Permanent -

Close files 3t end of
every second calendar
year.

Retire closed files to
Record Section évery
second calendar year.

Offer to NARS when 8
years old.

Start new files every
second calendar year,

Education

The programs of the Education Branch
Branch

are reflected in the following records (which
includes program-related memoranda, studies,
letters, etc.; memoranda to the Directcr and
others on individual programs or issues;
study reports). Records are maintained by
agency-related programs or categories such as:

Department cf Health, Education, and Welfare
Education Division

Office of Education

Eleméntary and Secondary

Disadvantaged
Consolidation

Ethnic Heritage
Bilingual

Right to Read

Library Consolidation
Follow Through

Drug Abuse
Environmental
Education Broadcast Facilities
Ellender Fellowship

O D 40 08 P G P8 O O Gl R GY S S WP D Gt S S T D D P D G S AN G T D T G D W D wr WP P e B e BB A,
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Indian Education
Impact Aid
Emergency School Aid
(Civil Rights)
Education for the Handicapped )
Occupational, Vocational, and Adult Education|

s 4t wm 10 0 0 0> > 0 om 4

|

Higher Education

Basic Opportunity Grants
Supplemental Education Opportuni
College Work Study

Insured Loans

Direct Loans

State Student Incentive Grants
TRIO (Higher education programs for|t
Developing Institutions
Construction

Foreign Language Area Studies
University Community Services
Land Grant Colleges
Postsecondary Commissions
Veterans Cost of Instruction

4 Grants

.n;---_----

~

disadvantage
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HRD - Education Branch

Descripticn

Locetion
of Record

Authorized disposition

Cooperative Education

CLEO (Legal educational opportunilties)
Ellender Fellowships

College Teacher Fellowships'
Public Service Fellowships
Mining Fellowships |

Library Resources ~

. . ]
Innovative -~ Experimental Programs;

‘Metric Projects
Gifted/Talented

¢ Community Schools
Career Education
Consumer Education
Womens Equity
Art Education
Packaging
Education TV Programming
Parenting
Teacher Corps

Educatlonal Act1v1t1es Overseas

Salaries and Expenses
e e - . e - - \‘\\
Program Administration

Planning and Evaluation \
Dissemination \
Advisory Committees

Information Clearinghouses

\
\
\

Student Loan Insurance Fund
nlgher Education Facilities Loan

and Insurance Fundj .
.Consolidated Working Fund
Special Statistical Compilations)

National Institute of Education

Assistant Secretary for Education

Fund for Improvement of Postsecondary
Education )

Assistant Secretary for Education Salaries
and Expenses

National Center for Education Stati'stics
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HRD - Education Branch

Description

Lccation
of Record

-

Authorized dispositicn

Special Institutions

American Printing House for the Blind
National Technical Institute for the Deaf
‘Gallaudet College

Howard University

Assistant Secretary for Human Development

Child Development
Head Start
Research

Child Abuse

Independent Agencies

Harry S Truman Scholarship Foundation

National Commission on Libraries and
Information Science

MNational Foundation on the Arts and the
Humanities

National Commission on the Financing of
Postsecondary Education
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HRD - Education Branch

L Locaticn . . L
Description of Record Authorized disposition
V.
WHITE HCUSE RErZiRials Education Temporary -
Branch Retire to Record Section

These records consist of routine inquiries,

replies thereto, other correspondence in

which no unusual adu 1nlstrat1ve decisions,
policies, or efforts zre involved, and

aduinistrative 1*:—.crg;w"ound raterials for

forral informational releases.

37

CONGRESSICHAL REZFZRHALS

Taese records consist of routine inquiries,
replies thereto, other correspondence in
which no unusual adoinistrative decisions,
rolicies, or e"oﬁrts zre involved, and
edmiristrative tackground waterials for
fZ{ual informatlonal releases.

)

PUBLIC INUIRY

Tnese reccrds consist of routine inguiries,
replies thereto, cther ccrrespondence in
skieh no “r"eaﬂl 2rinistretive decisions,
or efforcs are 1nv0¢ved, and
pnaterisls for
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for disposal when 2
years old.

Start new file every
2 years.

...--....-..--...................-.._..-_.........-....-.._..._-..-......---..-.................'.......-..-.......-..-....-...-..................-.._----------------}.---_-



Location

of Record futhorized disposition

- P R

LECISTATIVE RECORDS d: Lezislotive !See LRD Schedule.
. Heference -
Iegisletive clearance 1ters including printed Divisicn
meterizls and relsted corresgondence.
"k All Cther Temporary -

Copies Dispose at the end of

ecch Congress.

tart new file at the
1%2 beginning of each Congre:
BAnCUTIVE ORDER AITD FROCLAMATICW RECCRDS q legisletive !See LRD Schedule.

Reference

Records on Executive Orcders and Proclametions Division )
include asterials con clearence, preparation,
presencavion, and puvlicavion. # All Other Temporary -

Copies Dispose vwhen 2 years old
or vhen no longer needed
for administrative
purposes - vhichever
irs sooner.

) Start nev file every
a,j} 2 years.
’
NCROFFICIAL PAPERS Education Tewporary -
Branch Review each year and dispos

Papers of a privaie or nonofficial cheracter
which pertain oniy to an individual's rpersonal
affairs that are kept in the office of an (OMB
employee will ve clearly designated by hinm as
nonofficial and will at all times be filed
separately from the official records of his
office. In cases where matters requiring the
transaction of oificial business are received
in private personszl correspondence, the
portions of such correspondence that pertzin
to official bhusiness will be extracted and
1zde a rart of the official files. All extra
zopies of documents preserved cnly for
onvenience of reference, and stocks of
publications and processed documents.

of 21l materials that are
obsolete or have been
superseded.
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'HRD - Income Maintenance Branch

Description

Joceticn
ol Hecocrd

futhorized dispositicn

o
1
ADMINISTRATIVE RECORDS

Correspondence relating to the internal
organization and management of the Income
Maintenaunce Branch. .

l Chronological File
ssue Papers

"

4.

Noncurrent record transfers (OMB Form 56)
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Income
Maintenance
Branch
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Temporary - .,

Dispose when 2 years old
or when no longer
needed for administrati
purposes, whichever is
sooner.,

Start new files every
2 years.

Nonrecord -
Branch reference copy.
Dispose when obsolete
or superseded.



HRP - Income HMaintenance Branch

Descriplicn

Locaticn
of iiccora

Authorived dispossition

5%,

PUDGETARY RECORDS

Budgetary records mzintained by the

Income Maintenance PBranch .
reflect the budget process according
to the fiscal year involvesd.

2. :
Budget Forrmulation and Prereration
[t

» Celling letter.

- Agency Estimate Submissions and
Justifications "Cfficial Set" (as
required by CMB Circular A-11)

Appeals

+ Allowance Letter

- Special Exercises (i.e. Cutbacks, -~
Contingency Cutlzy Plan to Further
L_ Stimulate the Econowy)

~ Spring Planning Review .

- Director's Review

- .Presidential Review
-

&
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Income ]
Maintenance -

anch Copy

Al1l other
copies

udget Review

‘/@‘/B Divisicn

@
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All other
copies
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t
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1
]
1
]
1
1
L]
1
t
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t
4
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1
!
[}
1
1
]
t
]
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Permznent -

Close files at end of
-ecch fiscal year
involved.

Retire closed files to
Record Section every
second fiscal year.

Offer to NARS when 8
years old. T

Stert new files for ezc:
fiscal yeer involved.

Temporary - .
Do not retire to Record
Section. .
Dispose at end of fiscal
year involved.

See BRD Scnedule.

Temporery -
Do not retire to Record
" "Section.
Dispose at end of fiscal
year involved.



HRD - Income Maintenance Branch

i s
Doseriphion ' OfLSEggfan Juthorized disvosition
- ! oo . —_—
i
BURGETARY RECORBS {conti 4) '
I ]
Supplemental and Amended Budgev Requests H
and Fstimates :
i Income
q; Agency submission and justification Maintenance Permanent -
Branch Copy Close fiies at end of

to Congress

4

(5]

)) President's approvals
mental and amended budget regues

ﬁ’)Claims and judgements
N
»
..
Pudnet Txecution .
- S 132 -~ Apportionments 2nd

t
Reapporticnment Schedules

f-,-, -:‘ - \.

- S¥ 133 = Report con Budget Erecuvtion
_— M

- SF 220, 221, 222 - Statements of

Financial, Condition

. | L

fTor cspec:

}—-

i

-« Material 2l
uL;crr&¢s and resCclsSsionNs

g

of supple-

-

¢{
>

\

N\t

]
]
!
]
1
1
1
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f
1
]
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!
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t
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]
!
i
t
]
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)
]
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1
]
]
)
1
H
]
i
]
1
i
]
]
]
!
4
1
t
1
]
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1}
{
}
t
J

F
1
s
!
t
t
1
t
i
!
i
1
!
1
I
t
t
!
!

sion.

Income
Maintenance
Branchi Copy

Income
Maintenance

MSranch Copy

/

Reviey

3
i
{
[}
t
1
]
]
1
]
)
1
1
1
!
1
3
4
]
]
1
!
t
[}
]
]
'
!
1}
]
]
[}
i
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t
t
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I
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1
]
i
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1
1]
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1
!
H
3
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]
1
1
1
]
1
{
t
t
1
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1
{
t

each fiscal year
involved.

Retire closed files to
Record Section every
second [iscal year.

Offer to NARS when 8
years old.

Start new files for each
fiscal year involved.

See BRD Schedule.

See BRD Schzdule.

Permznent -~

Close files at end
each fiscal year
involved.

Retire closed files %
Record Section cver
second fiscal yecar.

Offer to MN/RS when

of

Y
38

Temporery -
Close {iles at end of
cech fiscal year

involved.

Retire closed files to
Record Seclion every
sccond fiscal

yea

ar.

Recorda Section will
tispose when b yeers
old.

Svart pev files for sach
Tiscal yenr involwvel.



HRD - Income Maintenance Branch

Description

Location
of Record

Authorized disposition

BUDGETARY RECORDS

The Income Maintenance Branch 18 responsible
for maintaining budgetary records for the
following agencies:

Department of Health, Education, and
Welfare .
Aging Administration
Cuban Refugee Program
Developmental Disabilities Program
Social and Rehabilitation Service
(except WIN and Medicaid)
Social Security Administration
(except Medicare)
Supplemental Security Income
Assistant Secretary for Human Developme
Office of Human Development
President's Commlttee on Mental
Retardation
Office of Native Americans Programs
_Office of Rural Development
Welfare Reform Programs '
(HEW and Government-wide)

Funds Appropriated to the President
Office of Economic Opportunity
(out FY 1975)

Department of Agriculture
Food and Nutrition Service
Food Stamp Program
Commodity Distribution Programs
Special Milk Program
Child Nutrition and School Lunch
Programs .

Independent Agencies

Community Services Administration
(new FY 1976)

Legal Services Corporation (new
FY 1976)

Railroad Retirement Board

- e ardes cw o w
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HRD - Income Maintenance Branch

Description

Location
of Record

Authorized disposition

36,

PROGRAT RECORDS

The prozrams cf the Income Maintenance Branch
are reflacted in the followingz records (which
includes program-related memoranda, studies,
letters, etc.; memoranda to the Director and
others con individual programs or issues;
study reports). Records are maintained by

agency-related programs or categories such as:

Incone Malntenance Branch - overall

‘General . |

"Interdepartmental Worklng Group on Aging

‘Management by Objectives (MBO) _

Department of Human Resources

Social Research and Development Studies

Economic Policy Working Group

Department of Health, Education, and
Weifare
Social Security Administration (and
related programs)
Income Maintenance
General
Social Security Benefits

0ld Age Survivors Insurance Programs

- Income

Payroll Taxes

Investment

General Fund Revenues

Qutgo

Computation of Benefits
Eligibility and Entitlement
Oifset of Benefits

Disability Programs
Supplemental Security Income (SSI)

-.-..--.;-..-.-.-._..—---—-...-....--....-.-.----—---.-------------------{----

Supplemental Security Income (Benefitis

Payments)

Interagency Relatloﬁshlps
Civil Service
Railroad Retirement
Workmen's Compensation
Veterans Administration
Medicare/ledicaid

" Private Pension !
General

Administration
General/Organization

Automatic Data Processing (ADP)

- - - S o oo P AP S b P Y B Gy Y

Income
Maintenance
Branch

Valuation of the Social Security Sysﬂem
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Permanent -
Close files at end of

every second calendar

year.

Retire closed files to
Record Section every

second calendar year.
8

Offer to NARS when
years old.

Start new files every
second calendar year.

|

\
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HRD - Income Mailntenance Branch

Descriphion

Location
of Record

Auothorized dispositic

“

Construction
Research and Statistics

Workload Measurenent and Productlv

Payment Centep QOporations
Coal. Mine Health and Safety
General

Suoplemental Security Income (651

Advisory Council
cost Reduction Reports'

Social and Rehabilitation Service (ax-.d

e el Ty (VY
<

t

~

related programs)
General
Public Assistance
General
Quality Control
Social Services Regulations
Special Revenue Sharing
Vocational Rehabilitation
General

MNational Deaf-Bli:d Center -

Developmental Disa® ilities
General
Data (analysis)

Research and Training
General

Cuban Refugees -
General

Salaries and Expenses
General

Aging
General

Native Americans
General

Office of Human Development

General

Led Services
lied Services Message
w Federalismn

'N
}—J

W "q
M

4

r

Devartment of Agriculture
Food and Nutrition Service
rood Stamp Program

General
Background
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HRD - Income Maintenance Branch

Description

Location
of Record

Authorized disposition

Administration Statements and
Congressional Hearings

-—..Administration and Court Decisions

.- - Family Feeding Programs
Welfare Reform and Food Stanps
Cash-out
Transfer to HEW

Acts and Regulations
Amendments
Regulations

New and 01d
Work Requirements

Work Incentive Program (WIN)

Aid to families with Dependent
Children (AFDC)

Supplemental Security Income (S

I)

Analysis

Eligibility Standards
Quality Control

Cost of Living - Adjustments

Approval - Evaluation (Disaster

Emergency)

Basis Issuance Tables - Coupon

Allotment
Nutritionally Adequate Diet
Outreach
Strikers
Proposed Legislation
. Analytical Data
Income Profile

Performénqe Measurement System

. (PMS)
Commodity Reversion
Child Nutrition Programs

General

Background

Program Evaluation

Data (analysis)
School Lunch

Background

Program Analysis

Program Evaluation
School Breakfast

Background

Program Analysis

Program Evaluation
Supplemental Food Program

General

Commodity Distribution

Food Certificate

Women, Infants, and Children
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HRD - Income Maintenance Branch
i ;
Descripticn i ofLﬁggé;gn Authorized disposition
:
TV gpecial Food Service Programs '
General !
Summer H -
Year-round !
Non-Food Assistance !
General :
Equipment Survey !
Special Milk !
General v
Research o3
‘General . ¢\
Family Food Assistance ~ Food Stamps

Child Nutrition
Nutrition
Conierence Reports

Funds Appropriated to the President

‘Qffice of Economic Opportunity

General '

Independent Agency

' Railroad Retirement Board (and re}ated

programs)
Administration
General
Benefits and Taxes
Reports
Financial Interchange (with Social
" Security)
‘Service and Taxable Compensation of
Railrc«Z Employees
General
PReform of the System
Commission on Railroad Retirement
Pollow-up on Railroad Retirement
Commission

. i
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HRD - Income Maintenance Branch

L Leceation i
Description of Record i Authorized disposition
| -
WHITE BCUSE REFERRALS Income Temporary -
Maintenance Retire to Recérd Section
These records consist of routine inguiries, Branch for disposal when 2

replies thereto, other correspondence in
which no unusuzal administrative decisions,
policies, or erforts are involved, and
aduinistretive beckground rmaterials for
formal informational releases.

,EOHGRESSIOHAL REFERRALS

These records consist of routine inquiries,
replies thereto, other correspondzsnce in
which no unusuel administrative decisions,
rolicies, or efforts are involved, and
administrative bvackground raterials for
formal inforrmational releases.

PUBLIC INGUIRY

Tese records ccnsist of rcutine inguiries,
replies thereto, cther ccrrespondence in
vhiez no unusual administrative decisions,

rolicies, or efforts are invoelved, and
edministr

tive veckground weteriels for
ormationzl relecses.

- - e 00 s v e wn P T T W e S RO S T G S D T G0 S M P = E D S Gn % e G e R R R B B G S o PR 0P W ER U 4 Gy G5 G5 S G5 G5 W G5 GF SP 06 @N ES ED S8 G0 SR G &5 G0 HS 0 6P SPGB ) G0 S W WD 0L 4 o G S W S WP S W oy b -

years old.
Start new file every
2 yeers.



HRD - Income Maintenance Branch

Lescripcion

Iocztion
of Record

Autherized disposition

§O

IEGISLAYIVE RECQRDS

O‘

legislaetive cleerance items including printed
raterizls and related corresponience.

»

Jl

EXECUTIVE ORLCER AND PROCLIAMATICN RECORDS

ecords on Cxe ive Orciers and clemztions
Record Zxecut Oréers and Proclemation
include meterials on clezrance, preparation,
presentetion, and pudblication.

*

.
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4).

NCHOFFICIAL PAPERS

Papers of a private or nonofficial character
whnich pertain only to an individual's personal
affairs that are kept in the office of an OMB
emplcyee will be clearly designated by him as
nonofficizal and will at all times be filed
separately from the official records of his
office. 1In cases where matters requiring the
transaction of official business are received
in private personzl correspondence, the
portions of such corresponcence that pertain
to officizl tusinsss will be extracted and
rade a part of the official files. All extra
copies of docuzients preserved only for
convenience of reference, and stccks of
publications and processed documents.

T

iegislative
Reference
Division

Al3 Qther
Copies

Legislative
Reference
Division

All COther
Copies

- O et o e T D e om S D 0 P N YD D T RS T G v TS G om e O e G G S D Y P W e D G T I G G S G D G P e S P G R G om e S U e G N G e G U GR GB el B G N G S G e SR O GO D P R T R E B G D WP NS P LR SR D T A WD M o = o e e e oy

See IRD Schedile.

Temporary -
Dispose at the end of
each Congress.
Start new file at the
beginning of each Congres:

/

See IRD Schedule.

Temporary -

Dispose vhen 2 years old
or vhnen no longer neeaed
for administrative
purposes - wnich ever

is sooner.: . . k
Start new Tile every
2 yeers.

Temporary -

Reviev eech year and dispose
of all materials that are
obsolete or have been
superseded.
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HRD - Health Branch

Locaticn

of Record futhorized dispositicn

===

Description

q.

ADMITTISTRATIVE RECORDS

Health
Branch

Temporary -
Dispose when 2 years old
or when no longer
needed for eduninistratiwve
purposes, whichever is

Correspondence relating to the internal
organization and management of the Health
Branch.

Biweekly Questions and Answers

Chronological File sooner.
Issues and Talking Points Stert new files every
Major Program Fact Sheets 2 years.

Organizational Issues

4.

Noncurrent record transfers (OMB Form 56) Nonrecord -

Branch reference copy.
Dispose when obsolete
or superseded.

-—---—-.-.-'--‘--—----—-----------‘-—-‘-ﬂ----.ﬁd -i--h-.---.----------- - oy - as eny
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HRD - Health Branch

-

PUDGE

. I - T
Descripticn E ofL?SZErgq E Autnorised disposition
ETARY RECORDS ! !
5 [}
Budgetzary records malntaﬂnpd by the 5 S -
Health Branch . ' ]
reflect the budget rrocess zccording ! !
to the fiscal year involved. ! !
- | [}
,Budget Forrulation and Preraration E i
- (4): Health { Permznent -
Ceiling Letter. anch Copy 1 Close files at end of
! ezch fiscal year
Agency Estimate Submissions and i involved.
Justifications "Official Set" (as { Retire closed files to
required by OMB Circular A-11) H Record Section every
' : . H second fisecal year.
Appeals { .1 Offer to RS when _ 8§
. 1 yecrs old.
Allowance Letter Start new files for each
4 fiscal year involved.
Special Exercises (i.e. Cutbacks, ~ e :
Contingency Outley Plan to Further (2%) Piibgzzer Te B§o§;€yr;t1re o Record

L—- Stimulate the Econory’)

(2)

Spring Planning Review
Director's Review

Presidential Review

a

dget Review
Division . '

@

0 g Y 5 G0 WP € B8 s D v B s e B0 S s 0 D O 0 Y OO e B D G 4 D O 0 Ot b o)

Section. .
.Dispose at end of fiscal
year involved.

See BRD Schedule.

ppw L L Y T T T XYY ---;-.--t‘-

All other Temporary -
_copies Do not retire to Record
Section,

Dispose at end of fiscal
year involved.



. ] ®
HRD - Health Branch
. . O2n Loy . -
Deseription oljﬁiggv&] fathorized dispesition
BUDGETARY RaACORDS (continuzd)
(.
Supolemental and fmended Budpet Recuasis
ard Estimates
(‘)Agency sibmission and justification Health Permanent =-
Branch Copy Close files at end of

]
1
i
1+
.
]
]
§
i
)
3
5
1
]
]
!
]
1
{
L]
1
]
3
!
[}
§
[}
J
)
!
]
]
]
{
!
1
1
3
1
]
t
1
1
L
i
1]
3
!
4
1
I
]
1
]
1
1
i
}
{
!
t
]
]
]
1
1
]
t
i
t
!
]
1]
i
]
1
t
'
t
t
1
]

each fiscal year
involved.

Retire closed files to
Record Section every
second fiscal year.

Offer to NARS when 8
years old.
art new files for each
fiscal year involved.

’ . o 3 1 I ; 1
})Prec ident's approvals to Congress of supple- Budget Review! See IRD Schedale.
S “kental and amended budget requesis Division '
]
; 1
c? Claims 2rd judgements Budget Review! See BRD Sc hedule.
Divigion, :
]
[
-
C !
A + Thenn 1
Hudpet Bwecution . Health }Permanent -
~ S¥ 132 - Apportionmeats and Branch Copy i Close files at end of
by s L ¢ & i
| cach fiscal vear
Reuwnor51onMﬁnt Scheaules : i 3 v
! involved.
. ! Retire closed files to
! Record Section evary
! second fiscal year.
t Offer to N/RS when 8
! years old.
{ Stoxrt nev files for ezcr
: {iscel year involvod.
t
. . 4
t
. 1
. . i
= ) Health 1 Temporery -
- SI' 132 - Report on Budget Brecution o .
53 - kep g rxecusion { l/brancn Copy 1 Closc files at end of
. — 1 | cach fiscal yeer
.- o £ l involved.
- SF 220, 221, 222 - Statcements OL 7t ! it e .
St 220, ’ vL Coriitio . ' ' Retire ¢losed files to
Finzoe RIS R : ¢ Record Section every
. . }“ : ! sccond fiscal ycar.
: t it Recora Section will
ot 3 Y] £l meszage on N\ ! t - S
- Material Tor specl L omes : ! dispose wien b years
b deferrals and rescissions : : o,
' - NS ! ¢ Sturd new Tiles for enc
\\\g ! iiscad year involved.
t t
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HRD - Health Branch

Desceripltion

Location
of Record

Authorized disposition

BUDGETARY RECORDS

The Health Branch is responsible
for maintaining budgetary records for the
following agencies: :

Department of Health, Education, and
Welfare

Food and Drug Administration

Health Services Administration
Center for Disease Control

National Institutes of Health

National ‘Library of Medicine

National Institute for Occupational
Safety and Health (out FY 1975)

Professional Standards Review
Organizations

Alcohol, Drug Abuse, and Mental Health
Admlnlstratlon

Health Resources Administration

Assistant Secretary for Health

Social and Rehabilitation Service

Medicaid

Social Security Admlnlstratlon

~__ Medicare

(Office of the Secretary) Departmental Manageme

Office of Consumer Affairs

Executive Office of the President
Special Action Office for Drug Abuse
Prevention (out FY 1976)

Independent Agencies '

Consumer Product Safety Commission

President's Council on Physical Fitness
and Sports (out FY 1975)
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HRD - Health Branch

-

Description

Location
of Record

Authorized dispositicn

L}
PROGRAM RECORDS

The programs of the Health Branch

are reflectaed in-the following records (which
includes program-related memoranda, studies,
letters, etc.; memoranda to the Director and
others on individual programs or issues;

study reports). Records are maintained by
agency-related programs or categories such as:

Department of Health, Education, and Welfare -

Health Programs - overall -

General
Alcohol, Drug Abuse, and Mental Health
Administration

‘Assistant Secretary for Health
Center for Disease Control
Food and Drug Administration
Health Resources Administration
-Health Services Administration
Medicaid
Medicare
NHational Institutes of Health
Determination Orders
Field Trip Reports
National Health Insurance
General
Comprehensive Health Insurance Proposal
(CHIP)
Regulations
" Legislative Issues
League of Cities/Conference of Mayors
Physician Bonus Payments )
Presidential Schedule Proposals
(Pres1dential Events and Participation)

President's Science Advisory Committee (PSAC)

_. Panel on Biological and Medical Science

Real Property Transfers

Reimbursement Rates (for Medical Care in
Federal Facilities)

Social Indicators .

(foiée of the Secretary) Departmental Manage

- - vaben we @0 o
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Health Branch

3
re

Office of Consumer Affairs
General

(Proposed) Consumer Protection Agency
General .

Legislative Issues :
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Permaneat -

Close files 2t end of
"every second calendar
year.

. Retire elosed files to .
Record Section évery
second calendar year,

Offer to NARS when 8

years old.
Start new files every
-second calendar year.



HRD - Eealth Branch

Location

of Record Authorized disposition

-

Description

Executive Office of the President
Special Action Office for Drug Abusge
Prevention (SAODAP) -
General
Transfers (function and program)

Independent Agency
Consumer Product Safety Commission
Determination Orders
General
Legislative Issues
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HRD - Health Branch

. Location . .
Description o Record Authorized disposition
78 -
WHITE HOUSZ RETrERRALS L. Health Tewporary - -
Branch Retire to Record Section

These records consist of routine inguiries,
replies thereto, other correspcndence in
which no unusual administrative decisicns,
policies, or efforts are involved, and
adnministrative background waterials for
f%;mal informetional releases’.

L
CCIGRESSIONAL REFERRALS

These records consist of routine inguiries,
replies thereto, other correspcndence in
which no unusuel adrinistrative cdecisions,
policies, or efforts are involved, and
administrative background waterials for
formal infermational releasses.

&ééLIC INJUIRY

These records consist of routine inguiries,
replies thereto, ctaer ccrrespondence in
vhich no unusual adrinistrative dscisions,
policies, or efforts are involved, and
administrative vackgroung rweterials for
forzzl informetionzl relesses.

3
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for disvosal when 2
yeérs old.

Start new file every
2.yecers, . .



- HRD - Health Branch

Lescription é?cggéggd Authorized disposition
74
IECISLATIVE RECORDS q Legislative i3ee LRD Schedule.
. Reference -
legislative clearance items including printed Division -
meterizls and related correspcendence.
i. A1l Cther Temporary -
Copies Dispose at the end of
each Congress.
Start new file at the
510 beginning of each Congress
[}
EXECUTIVE ORDER AND PROCLAMATICI] RECCRDS q} legislative }See LRD Schedule.
i Reference
Records on Executive Orders and Proclametions Division
incluie nsteriels on clearsnce, preparation, '
presentation, and publication. 4} All Cther Temporary -
" Copies Dispose when 2 years old
: or vhen no longer neesded
for administrative
purposes - whichever
i is sooner.
Start new file every
61' 2 years.
4
WCIOFFICIAL PAPERS Health Temporary -
Branch Review each year and dispose

Papers of a private or nonofficial character
which pertein only to an individual's personal
affairs that are kept in the office of an CMB
enployee will te clearly designated by him as
nonofficial and will at all times be filed
separately from.the official records of his
office. In cases where matters requiring the
transaction of official business are received
in private yersonal correspondence, the
portions of such correspondence that perteain
to official business will be extracted and
made a part of the official files. All extra
coplies of documents preserved only for
convenience of reference, and stocks of
publications and processed documents.
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of all materials that are
obsolete or have been
superseded.
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