
REQUEST • AUTHORITY
 

TO DISPOSE OF RECORDS
 
(See Instructtons on Rererse ) 

TO	 GENERAL SERVICES ADMINISTRA liON, 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, D C 20408 

FROM (AGENCY OR ESTABLISHMENT) 
In accordance with the provrstons of 44 USC 33030 the dis Executive Office of the President posol request, Including amendments, IS approved except for 
Items that may be stamped disposal not approved or with2 MAJOR SUBDIVISION drown In column 10 Office of Administration 

3 

6 CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorized to act for this agency In motters pertcmmq 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 busmess of this agency or Will not be needed after the retention periods specified 

2/2/79	 Records Management Officer 
(Date) 

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

See attached Record Schedule: 

~1.-51-7'- l-Office of Management and Budget
Records of the Energy and Science Division 

. 
II s 

STANDARD FORM 115 
•	 Revised November 1970 

Prescrs bed by General Services 
Co ~ --\u ON', 3-6~'IG1 ' §;;f.:A. 

Administration 
FPMR (41 CFR) 101-114 

er/)~lf-k ~ 
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RECORDS OF THE ENERGY AND SCIENCE DIVISION 

Records Common	 to the Division Office and Branches 

1.	 Administrative Records. The administrative records relate to 
the internal organization and manag~ment_ of_the Division or 
Branch, inclUding chr6nologi~al fil~s. work plans, a~d related 
records. 

TEr,lPORARY.	 Cut-off every 2 years.
Destroy when 2 years old.-

2.	 Correspondence Records. The correspondence record$ consist of 
routine inquiries (from the public, referrals from the_White 
House, Congress, and other Government agencies)c replies
thereto, background materials for formal informational releases 
and other correspondence in which. no unusual administrative 
decisions, policies, or efforts are involved. 

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

3.	 Legislative Information Records. The legislative clearance 
zecor-ds con si.st; of copies of co rresponde nce from Conqress and 
other Government agencies, including prlnted materials. 

TE.rvIPOR2\RY.	 Cut-off at end of each Congress.
Destroy when ~ yea=s old. 

The Le c.isLat.Lv e Reference D'i.vi s i.o n ma i nta i.ns the permanent
reccrd~ on all legislative c~ear~nce records. 

4.	 Executiv8 Order and Proclama~lon Inrcrrnation Records. The 
exec-c.::J.veorder and procLarna t; 10;1 ~ecords include -copj es of 
rnate~ials on cle2rance, prep~~ation, ?re3entAtion~ 2nd publicd-
t.Lo n , 

Cut-off every ~ ye2rs.
Destroy when 2 yea~s old. 

The	 G2::"I~~-3.1 Of;=~C2 tI12 p~r~f:1drlentCo un	 s e L'<s r~aJ....:!.~~~~r:s r cco r d s 

on all execut1vs orders and ~~o2!a~atl8~s. 

http:c.isLat.Lv


5.	 General Accounting Office ReDo~ts ?ecords. The GAO reports
records are extra copies [or reference purposes only and require 
no action by the Division. -

TEi-lPOR..'l\RY.	 Cut-off every 2 years.
Destroy when 2 years old. 

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 maintained by the Director's 
Office Mail unit. These z ecozds are disposable when 5 years
old. (NN 173 238) 

6.	 Program Reference Material. The program reference material 
consists of extra copies of record ~aterials retained solely
for convenience of reference~ info~mation and reference copies
of correspondence and other pa?ers on which no action is 
rre ce ssazy r preliminary dz arcs of letters, memoranda. -reports,
studies, preliminary worksheets ana 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 stenotype tapes, that have been 
transcribed~ abstracts of correspo~denceJ route slips. and 
letters of transmittal that do not contain significant
inforrnation~ stocks of public:ations aHO processed docwllents 
maintained for distribution pu~poses, catalogues, trade 
journals, and other pub Lf.cat Lons or printed mater-tal received 
froQ other GovernQent agencies, co~~ercial firms~ or private
institutions, which require no aCLio~ or supplement the 
official record. 

T:2:MPORARY.	 Cut-o~f every 2 vears. 
Des--!;:r-.::oywhen 2 years cLd-, 

7.	 Personal Papers. Papers of 2. prlval2 or nonofficial character 
which pertain only to an indlvldual's personal affairs that are 
kept in the office of an OMS e~p~oye2 will be clearly designated 
by hi2 as nonofflcial and ~i~l a~ a~~ time3 be filed separately
from the official records of hi s 0==:"C2. In cases where ma t.t ezs 
requirlng the transactlon of O==:Cl~~ husi~es3 are received in 
private personal corr~spondE~=2, thE ?~rt2.0n3 of such corres?~ndenc~ 
that pert.ai.nto o f f i ci.aL busi riess ,:.:~l be ex t racted and made a part
of the official ~iles. 

72:·iPOPARY .	 Dispose ~'.'hen 



8. Budget2rv
of periodic 
as; Budget 
Condition~ 

TEHPOrtARY. 

Records. The bud;2~a=~ =e=ords consist of copies
reports from v a r i.ous G:::;-,2rnmel -- <Jg2ncies such 

Execution reports and St-atements of Financia~ 
and copies of various other documents. 

Cut-off each fiscal ye?r.
Transfer to EOP Ii-2poS=-- ::o:c:;' when 2 years old .. 
Transfer to FRe ";2e:1 2 years 01~ 0 

Destroy ...·;hen 4 years old. 

.: 

.' 

, . .
 



Division Offlce	 R2cords 

9.	 Division Office Program Records. The Division Office program
records consist of items that are handled at- the Division 
Office level and cover broad areas or responsibility not 
covered at the branch level. (~rrang~d alphabetically by 

subject). -I p!."r. 
PERMANENT.	 cut-off every 2 years_

Transfer to EOP Depository when 2 years old. 
Transfer to PRC when 2 years old. 
ottCOf' t.o NARS ';'Hcn B years oloiil' 

--I~C.\.V"\<;: {~'r ~ NM~w~ 30 J-'1.tJ.\.~ o-U, r,f)iL~~ ;VTRe.! 
Branch Records	 1/1'2..'( g~ I 

I 
I 10.	 Science and Space Program Branch Program Records. Program

records of the Science and Space Program Branch reflect its I 
Iresponsibility to review, manage, or provide assistance to its Iassigned agencies and/or other major functional areas. The 

records include program-related memoranda, memoranda to and Ifrom the heads of agencies and other written communications !, 
pertinent to the activities, operations, and responsibilities I 

I 
of the branch. (Arranged by a1e~ and alphabetically by i 

subject thereunder). ~ 1?~/"., I
I 

1 

PE~~NENT.	 Cut-off every 2 years.
Transfer to EOP Depository when 2 years old. 
Transfer to FRC when 2 years old. f, f() LVJ~ pac
OffSr }9 ~lAR£ \lhOH a yearS sla. ~J alIL/~\/ J

-r\o..\"'\<;~, -\D NKF\ \.,0~ 30 ~r~	 G(j"<..O-,1 

11.	 Science and Space Program Branch Budgetary Records. Budgetary

records of the Science and Space Program Branch reflect its
 
responsibility associated with the preparation, formulation,
 

,	 arid exec utLon of the Federal budget..of ·its -a ssi.qriedagencies. 
The records include those items prepared or received that are 
directly associated to the est~blished budget process. (Arra~ged
by agency and alphabetically _by subject thereunder). #6~¥ 

PEP~1A~lENT.	 cut-oIf each fisc-al year.
 
Transfer to E0P Depository when 2 years

Transfer to FRC when 2 years old.
 
Offer t.9 WAR~ ohon g yoa);c 91d.
 

\"'d~~~ -\0 NMI\ w~ )0 ~~ ~, 



' .. 

12.	 Energy Technology Branch Program Records. Program records of the 
Energy Technology Branch reflect its responsibility to review, 
manage, or provide assistance to j.ts assigned agencies and/or
other major functional areas. The records include program-
related memo~anda, memoranda to and from the heads o[ agencies 
and other wrltten communications pertinent to the activities,
operations, and responsibilities of the branch. (Arranged by 
agency and alphabetically by subject thereunder). /./ ~~ .	 ~y.

PERMANENT.	 Cut-off every 2 years.
Transfer to EOP Depository when 2 years old. 
Transfer to FRC whe~ 2 years old. f, cf?i 0ViW AIIf(C-

...-1""': O;:5for tQ :NA~a UFHsJ:;l S yQ~r5 01 c;;l 
r rGthSt.:ey- -+0 tfMJi when 30 ~n~, 1/rdrt 

13.	 Energy Technology Branch Budgetary Records. Budgetary records of 
the Energy Technology 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). /. I~~ 

PERMANENT.	 cut-off each fiscal year.
Transfer to EOP Depository when 2 years old. 
Transfer to FRC when 2 years old. f(~'6h~ A/IX~ 

-T~~esrtQ ;1l;~(Gn~n!f12;~r5 thL 1/r2,/~Y 
J0;5d

14.	 Energy Conservation and Regulatlon ~nch Program Reco~ds. 
Program records of the Energy Conservatlon and Regulatlon . 
Branch reflect its responsibility to review, manage, or provloe
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 ~aJ~n~ and alphabetically by
subject thereunder). _ 6p/,?", 

PER1IJANENT.'.	 Cui-eff every 2 yearsr
Transfer to EOP Depository when 2 years old. 
Transfei to FRC when ~ 'years old. ~ R h.h 10r, /lIR c. 
Offer '1::0 ~tAR£Tdhon g y9a'''~ old 1/1z..1-t--YIrahsfe< /0 !'Iftf(/J U-Jnopn 5D ~Y-3 M, 

15.	 Energy Conservation and Regulation Branch Budgetary Records. 
Budgetary records of the Energy Conservation and Regulation
Branch reflect its responsibillty 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. (Arran~Jd by agency and alphabetically by 

subject thereunder). - 7~~~ 

PERMANENT. Cut-off each fiscal year.
Transfer to EOP Depository when 2 years old.

'V ~ '( bJl <..aY\ u..uv ~e V1~ 'b Transfer to FRC <•.;hen 2 years old. p, If;ch~ ,A/Lt\C.
'LN.QJJ }»etr\~1	 &~ /¥:aO~+~~ ~~~~173~O~;s~( W~R~tr~~n	 1i/~/W
6kf\,J/f J 1b~J (.ecet~
 
~rlP \ ~'i 9:..----




