
REQUEST" AUTHORi'TY
 

TO DISPOSE OF RECORDS
 
(See lnstructsons on Rererse ) 

TO GENERAL SERVICES ADMINISTRATION, 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 

I FROM (AGENCY OR ESTABLISHMENT) 
In accordance with the prcvurcns of 44 usc 33030 the disExecutive Office of the President	 posol request, Including amendments, IS approved except for 
Items that may be stomped disposal not approved or with2 drawn In column 10 

J 

I hereby certify that I om cutbenzed to oct for this agency In matters pertaining to the disposal of the agency 5 records, that the records proposed for disposal In this Request of 
~ pagels) are not now needed for the business of this agency or Will not be needed after the retention pen ods specified 

2/2/79	 Records Management Officer 
(Date) (Signature of A~(y Representanve )	 (Title) 

97	 8 DESCRIPTION OF ITEM 10SAMPLE ORITEM NO	 (With Inclusive Dates or Retention Perrods ) ACTION TAKENJOB NO 

See attached Record Schedule: 

Office of Management and Budget NG-f/-7IrlP
Records of the International 

Affairs Division 

STANDARD FORM 115J'~
Revised November 1970 
Prescrrbed by General Services 

Administration 
FPMR (41 CFR) 101-114 
115-105 

~ 



RECORDS OF THE	 INTERNATIONAL AFFAIRS DIVISION 

Records Common	 to the Division Office and Branches 

1.	 Administrative Records. The administrative records relate to 
the internal organization and management of the Division or 
Branch, including chronological files, work plansp and related 
.recoJ::ds_ 

TEMPORARY.	 Cut-off every 2 years.
Destroy when 2 years ol~. 

2.	 Correspondence Records. The correspondence records consist of 
routine inquiries (from the public, ~eferrals from the White 

"	 "-House, Congress, and other Government agencies), replies
thereto, background materials for formal informational releases 
and other correspondence in wh ich no unusual adnu.nLs trat i.ve 
decisions, policies, or efforts are involved~ 

TEMPORARY.	 Cut-off every 2 years.
Destroy when 2 ye2rs old. 

3.	 Legislative Information Records. The legislative clearance 
records con~ist of copies of correspondenG.e from Congress ~nd 
ot.her -Governmen"t a5Jenc~es, including printed materials. 

TEMPORARY.	 Cut-off at end of each Congress.
Destroy when 2 years old. 

The Legislative Reference Dlvision"paintains the permanent

records on all leglslatlve c:earance records.
 

4.	 EXeCULlve Order and ProclamatioJ Information Records. The 
exec uc i.ve order and procLamat a.on records include copies of 
materials on c Learance , pr-epara t i on ..prQSen1:dtiorl. o~1C. p'ubLi.c a 
tion. 

« 

Cut-off every 2 ye~rs.

Destroy \:hen 2 ye er s old.
 

The General Counsel's OtflCE: "a:'..:1-::2; is: the pE:.rr!1d[ ·2t":L- "c<'.-..:.or.:!s 
on all executive orders and proclamatlons. 

http:2t":L-"c<'.-..:.or


5.	 General Accounting Offlce ReDO~~S Records. The GAO reports
records are extra copies for reference purposes only and require 
no action by the Division. 

TE!vlPORARY.	 Cut-off eve~y 2 years.
Destroy when 2 years o!.d. 

GAO	 reports requiring action by the Division are maintained 
in the Branches as part of the program records. 

A control set of GAO reports is ~aintained by the Director's 
Office Mail unit. These z-ecords are disposable when 5 years
old. (NN 173 238) 

6.	 Program Reference Material. T~e program reference material 
consists of extra copies of record Daterials retained solely
for convenience of reference; in=ormation and reference copies
of correspondence and other papers on which no action is 
necessary; preliminary drafts c= letters, memoranda, reports,
studies, preliminary worksheets and informal notes that do not 
add significant data or substa~ce in the final steps of the 
preparation of an official record; shorthand notes, including
stenographic notebooks and stenot~?e tapesq that have been 
transcribed; abstracts of co=res~ondence, route slips. and 
letters of transmittal that do not co~tain significant
information; stocks of publica~ions and processed documents 
maintained for distribution purposes; catalogues, trade 
journals, and other publicatio~s or printed Material received 
from other Governillentagencies, co~~ercial firms: or private
institutions, which require no actio~ or supplement the 
officlal record. 

TEIJIPORARY.	 Cut-o=£ every 2 years.
Destrov whe n 2 years oLd . 

7.	 Perso~al Papers. Papers of 2 pr~va~e or nonofficlal character 
vzh i ch pertain only to an .indz.vi.duaI I s personal affairs that are 
kept In the office of an OMB e~?loyee will be clearly designated 
by h i.ri as riono f f i c.iaL and vii2.l2.': a Ll t.arae s be f i Led separately
fro~ the offlcial records of ~lS In cases whereo~f.::..ce. matters 
requlrlng the transaction of a~~.::..=:~~ b~slnes3 are received in 
prlvate personal corresponde~ce, ':~e ?artl0ns of such correspOnden2?
that pertain to offlcial -;:l~ be eXLracted and made a pa~tbus'::"~2ss

of the official flIes.
 

TENPOHARY. 

http:o~f.::..ce
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3.	 3c:Jc; ~ ::2. 'C'v' 

of periodic 
as; Budget 
Condition: 

TEHPORARY. 

Reco r ds , Tne bu,=:;2:'~ .::_- ~~:::'=' r dscans ist of copi.e s, 
reports froi7\ V2.:::' io-_:s_ ::..:. .:c: -:-nmE'r~.-: c:tgencies such
 

Execution reports 0_-:\.1 S~atE'r~ents of FinanciaL
 
an.d copies of var i.ous other docurnerrts ,
 

Cut-off each fisc=l ys=:.

Transfer to E0P 1>2?~s:,,-:o:c:==- \.J1!.en 2 years oLd;
 
T~ansfer to FRe ;;::'S:l. 2 y ear s 01:3.
 
Destroy when 4 ye=rs ol.d ,
 

http:1>2?~s:,,-:o:c:==-\.J1!.en


Division Offlce Records 

9.	 Division Office Program Records~ The Division Office program

records consist of items th3~ are handled at the Division
 
Office level and cover broad areas of responsibility not
 
covered at the branch level. (~rranged alphabetically by


subject). - til GIIrt/"7'-
PER.J."'1ANENT Cut-off 2 years.•	 every

Transfer to EOP Depository when 2 years old. 
Transfer to FRC \'i~en2 years old. P ~ j 0h~ jt1Lk.<::?.
Offer to f:rARS \;rhen B years old. " --1 Cf /1' lou30	 ~~ &'<-V--- /1 '1~5 

Branch	 Records 

10.	 Economic Affairs Branch Program Records~ Program records of the 
Economic Affairs Branch reflect its responsibility to review, 
manage, or provide assistance to its assigned agencies and/or
other major functional areas. The records include program-
related memoranda, memoranda to and from heads of agencies
and other written communications pertinent to the activities,
operations, and responsibilities of the branch. (Arranged by 
agency and alphabetically by subject thereunder) •• 7r,q~~ 

PERMANENT.	 Cut-off every 2 years.
Transfer to EOP Depository when 2 years old. 
Transfer to FRC when 2 years old. ? 15,-ch~ )/ILl( c. 
-rt~~~t:~Nif('jtr:l~~a3~ ~',s tWJ/, 'J/(2)r& 

11.	 Economic Affairs Branch Budgetary Records. Budgetary records of 
the Economic Affairs Branch reflect its responsibility associated 
with the preparation, formulation, and execution of the Federal 
budget of its assigned agencies. The records include those 
items prepared or received that are directly associated to the 
established budget process. (Arranged by agency and 
alphabetically by subject thereunder) ~ #~~~~ 

PERMANENT.	 Cut-off each fiscal year.

Transfer to EOP Deposltory when 2 years old.
 
Transfer ::0 PRe when 2 years old. f Ri c...h~ 

)
~~:~n:~:";M<~ ~~~:l~OJ~V> eM· 

~ .IL\ Xl aL CW'- UA.r .. "UL- ~ rr~ Jhe V"I "'Zj' ~ Ul'<- &n Oft '-"('I 'fOf'; re c. -e.i ~ 

'q\\o\~~I 
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12.	 International Security A$sistance Branch Program Records. 

Program records of the International Security Assistance 
Branch reflect its responsibility to review, manage, or provide
assistance to its assigned agencies and/or other major
functional areas. The records include program-related memoranda,
memoranda to and from the heads of agencies and other written 
communications pertinent to the activities, operations, and 
responsibilities of the branch. (Arranged by age~cy and 
alphabetically by subject thereunder). • 7~ tAI.p/~ 

PERMANENT.	 Cut-off every 2 years.
Transfer to EOP Depository when 2 years old. 
Transfer to FRC when 2 years old. Po i;',( ~ /111 RC. 

-4-~flle:b~t;R~~fr ~~:39001el. ~ ~., q/IJw
13.	 International Securlty Assistance Bran~Budgetary Records. 

Budgetary records of the Interna~ional Security Assistance 
Branch reflect its responsibility associated with the 
preparation, formulation, and execution of the Federal budget
of its assigned agencies. The records include those items prepared
or received that are directly associated to the established 
budget process. (Arranged by agen~ and alphabetically by
subject thereunder). ~ 7~ tAl-p./ Y. 

PERMANENT.	 Cut-off each fiscal year.
Transfer to EOP Depository when 2 years old. 
Transfer to FRe when 2 years old. f.R '\Jvv~ N-re~
-T-~~~:ro~~mNkv~he~tl:3~~v~ cAJj, q/I1-/WI 

14.	 Sta te-ICA BranClf'Program Records. Program records of the 
State-ICA Branch reflect its responsibility to review, 
manage, or provide assistance to its assigned agencies and/or
other major functional areas. The records include program-
related memoranda, memoranda to and from the heads of agencies
and other written corrIDunications pertinent to the activities,
operations, and responsibilities of the branch. (Arranged by 
agency and alphabetically by subject thereunder). /.).; "'.PI1"l 

PERM&~ENT.	 Cut-off every 2 years.
Transfer to EOP Depository when 2 years old. 
Transfer to FRC when 2 year o:!.d. p. -I); c ~ JVL«C. 
~;:~s~J~£NYt~Of\R~::~r3;1~v~~, cr/u-/W

15.	 State-ICA Branch Budgetary Recorcs. BUJsetary records of the 
State-ICA Branch r€flect i~s responsibllity associated with the 
preparation, formulation, and execution of the Federal budget
of its assigned agencies. The records include those items 
prepared or received that are directly associated to the 
established budget process. (Arranged by agency and 
alphabetically by subject thereunder). I. S- eA.t'P/y, 

Cut-off each fiscal year.

'{I.ransferto EOP Depository when 2 years old.
 
Transfer to FRC when 2 years old. f. ~i c~ /If I e~
 
Off~r -eo NARS ',;Ren B years old. 1/I2/W J
 

'1,'1lV">S {u --Iv N kA ~ ~0 ~ o.RiI, 


