
  
 

 

  
   

 

  

  
 

 

 
 

 
 

 

 
 

  

   
 

 
 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: NC1-051-76-21 

Some items in this schedule are either obsolete or have been superseded by new 
NARA approved records schedules. This information is accurate as of: 4/22/2025 

ACTIVE ITEMS 
These items, unless subsequently superseded, may be used by the agency to 
disposition records. It is the responsibility of the user to verify the items are still 
active. 

Items 1 and 2 for records created before 1997. 

Items 3-10 

SUPERSEDED AND OBSOLETE ITEMS 
The remaining items on this schedule may no longer be used to disposition records. 
They are superseded, obsolete, filing instructions, non-records, or were lined off and 
not approved at the time of scheduling. References to more recent schedules are 
provided below as a courtesy. Some items listed here may have been previously 
annotated on the schedule itself. 

For records created after 1996 , item 1 is superseded by N1-051-02-001 items 1A and 1B as appropriate. 

For records created after 1996 , item 2 is superseded by N1-051-02-001 items 2A and 2B as appropriate. 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 4/22/2025 NC1-051-76-21 



'r REQUEST ~UTHORITY. LEAVE BLANK 

JOB NOTO DISPOSE OF RECORDS 
(See Instructions on Reverse) 

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

FROM (AGENCY OR ESTABLISHMENT) 

Executive Office of the President 
2. MAJOR SUBDIVISION 

Office of Mana ement and Bud et 

4. NAME OF PERSON WITH WHOM TO CONFER 

Nell Doering/Charles Howton 
6. CERTIFICATE OF AGENCY REPRESENTATIVE: 

APR l 1976 
NCl 51-76-21 

NOTIFICATION TO AGENCY 

In accordance with the prov1s1ons 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 "with­
drawn" 1n column 10 

Dace 

I her5'y certify that I om outhoriied to oct for this agency 1n matters perto1n1ng to the drsposol of the agency's records, that the records proposed for disposal 1n th,s Request of 
___ poge{s) ore not now needed for the business of this agency or wrll not be needed ofter the retention periods specified 

(Tide) 
.J/:1.,7/U Record Officer 

7. 
ITEM NO. 

8. DESCRIPTION OF ITEM 
(With InrluStve Dates or Retenuon Periods) 

9. 
SAMPLE OR 

JOB NO. 
10. 

ACTION TAKEN 

See attached Record Schedule: 
Record Schedule for the Legislative Reference Division, 

Office of Management and Budget 

STANDARD FORM 115 
Re,ised l\:ovember 1970 
Prescribed by General Services 

Adm1n1stration 
FPMR (41 CFR) 101-11.4 
115-105 



Legislative Reference Division 

The Division reviews the annual legislative programs of the agencies 

submitted with the budget estimates, and agency reconnnendations for the 

President's legislative program as it is expressed in the State of the 

Union Message, the Budget Message, the Economic Report, and special messages. 

The Division assists White House staff and the Director, the Deputy Director, 

and the Associate Directors on Presidential messages and statements relating 

to legislation. It maintains a continuing record of major legislative pro­

posals under consideration in the executive branch and Congress. 

The Division assists the Director, the Deputy Director, and the Asso­

ciate Directors in the exercise of the Office's responsibilities for clear­

ing and coordinating agency legislative proposals and reports on pending 

legislation and for reporting to the President on enrolled bills, except 

appropriation bills and reorganization plans. It acts primarily as a staff 

arm to the Director, the Deputy Director, and the Assistant and Associate 

Directors on such matters, developing policy alternatives where necessary, 

reviewing work performed by other divisions as part of the clearance pro­

cess, and coordinating their views. 

The Division maintains orderly and appropriate channels of communi­

cation to the agencies on legislation, except for appropriation bills and 

reorganization plans. 



Legislative Reference Division 
LOC3tionDescription Authorized dispositionof Recor·d. 

LEGISLATIVE RECORDS LRD 

These legislative records reflect OMB's 
responsibilities for clearing and coordinating 
agency legislative proposals and reports on 
pending legislation and for reports to the 
President on enrolled bills, except appropriatio!li 
and reorganization plans . :I - - ,_ 
' 1Pub1ic Legislation 

Records are maintained in dossier files 
arranged by f'unction-witnin the following 
major categories: 

- .. . - -
- U.S. Government and National Affairs 

in general 
- Institutional Administration . 
- Fiscal and Monetary .Administration 
- International. Affairs in ge~eral 

National Security and. Defense 
The Physical. Universe, Territory and 
-Natural Resources 

- Population and Social Welfare 
- Economic Enterprise 

;1., ---
Private Legislation 

Records are maintained in dossier files 
arranged alphabetically. -

ermanent - · -- --··· 
Close record series at end 

of each Presidential 
Administration. 

Retire enacted records to 
Records Depository 4 
years after the end of 
each Presidential 
Administrati.on. 

Retire unenacted records 
to Records Depository 4 
years after the end of 
each Presidential 
Administration. 

Offe~_to NARS in s~ries 
corresponding to 
Presidential Adminis­
tration. 

Start new record series 
for each Presidential 
Administration. 

1 
I 
I 
I 
l 

http:1t-Administrati.on


Legislative Reference Division 

LocationDescription Authorized dispos.i'.::.ionof Record 

3. I 
Catalog Cards 

_/Catalog cards are maintained for the 
/£ublic legislation and are arranged by
l function to coincide with the dos8ier 
-files . 

.An appropriate finding aid will be made 
2· years aft·er the end of each administra­
tion. Make three (3) copies of the find­
ing aid for the following: 

1) Legislat1ve Information Center -
for reference('1•1t•rt••1') 

2) Record Section - for reference(11e11•,~c.oU) 
3) Record Section - to accompany dossier 

files when offered to NARS 

~n appropriate finding aid will also be 
·made £·or the private legislation.t/.

Bill Index Book 

- A bill index book is maintained for each 
Congress with identifying file codes next 
to each bill number (if there is a file) 
for· both public and private legislation. 
Public and Private Laws are also identi­
fied by law number with identifying file 
codes next to each law number. 

Two (2) copies of the billindex books for 
each Congress will be made for the follow­
ing: 

1) 'Legislative Information Center -
for reference 

2) Record Section - for reference 
,• 

Original will accompany dossier files 
when offered to NARS. 

ermanent -
Finding aids will be 

offered to NARS with 
legislative records 
in-series corresponding 
to Presidential 
Administration. 

https://reference(11e11�,~c.oU


Legislative Reference Division 
L::icationDescription Authorized disposition ,of Record 

s--. 
Chronological files -(all types of subjects) 

General 
- ._Legislative Reference Memos 

(. - Eri.rolled Bills 

Bill Control Care~- (all copies) 
1 

_ This is an_internal control ot all 
activit;y on legislation showing bill 
number, related bills, internal staff 
assignments, file code, sponsor, bill 
title, popular title (short title), 
date and description of each document 
received, date of O~ffi action, etc. 

1. 
Enrolled Bill Lists 

- Enrolled bill lists ore prepared daily. 
as necessary for information and 
statistical purposes. The lists include 
bill number, subject, which agencies 
-sent- views, st-af·f-~-ass.ignment, 1-ast--day - --i 

President may sign, date due at WH, date 
sent to WH, recommendation.

3. 
Sta~istical Reports 

Internal report prepared monthly for 
information and statistical'purposes 
showing the number of legislative items 
received, cleared, and pending, including, 
congressional, agency, drafts, etc., : 
both public and privat~. --- 1 

A final report.is compiled at the end 
of each Congress. 

.9. 
Legislative Coordination and Clearance 

Functions 

- Handbook of descriptive information 
and detailed instructions for 0MB 
staff use. 

onrecord 
... 

-
.Dispose when obsolete or 

no longer needed for 
administrative or 
reference purposes, 
whichever is sooner. 

Nonrecord -
Dispose when· obsolete­

(when final report is 
prepared at end of 
each C_ongress). 

Temporary -
,_ Retire to Record Se~tion 

I 
I at the end of every 
I 
I second Congress. 
I Record Section will dispos1I 
I 
I when no longer needed 

I 
I for administrative or 
I reference purposes.
I 
I 

: Temporary -
: Dispose when obsolete or 
: superseded. 
I 
I 
I 
I 
I 

. I 
I 

http:ac'tivf.ty
https://report.is
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Legislative Reference Division 

LocationDescription Authorized dispositionof Record 

/()_ ! 
Sou~ces of Information on Legislation Temporary -

1) Congressional Record - published daily Dispose when no longer 
when Congress is in session. needed for administra­

tive purposes. 

2); Calendars of the House and Senate Dispose when no longer 
prepared daily when Congress is in needed for administra- -. 
$ession showing bills await~ng tive purposes. 
floor action. Retain only final edition 

for reference. 

3) Digest of Public General Bills - pre­ Dispose when no longer 
pared six or eight times a session - needed for administra­
includes a brief synopsis of intro­ tive purposes . 
duced bills, etc. • Retain only final edition 

for reference. 

4) Congressional Index - loose-leaf service Dispose pages when 
published by the Commerce Clearing obsolete or super­
House - contains numerical listing seded. 
of bills, indexes, etc. 

t 


