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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 management of the Division or
Branch, including chronologlcal files, work plans, and related
records.

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

2. Correspondence Records. The correspondence records consist of
routine inquiries (from the public, referrals from the White
House, Congress, and other Government agencies), 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 2 years. : -
. Destroy when 2 years 2ld.

3. Legislative Information Records. Thne legislative clearance
records consist of coples of correspondence from Congress and
other Government agencies, 1nclud1nj prlnted materials.

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

The Legislative Reference DlVTS1OH maintains the permanent
reccrds on all lef’Sldlee ciearance records.

4. Executive Order and Proclamaticon Infcrmation Records. The
executive order and proclamation records include copies of
materials on clearance, prepzraticon, nresentation, znd publica-
tion.

TEMPORART . Cut~off every I years.

Destroy when 2 years old.
The General Counsel's 0ffirce maintiins tha pormanent records
on all ewecutiwve orders ancé zTxoslamations.


http:c.isLat.Lv

5.

General Accounting Office Revorts Pacords. The GAO reports

records are extra copies for reference purposes only and require

no action by the bivision. -

TEMPORARY. Cut-off every 2 years.

TEMPORARY . Cut-ofi every 2

7.

TEMPORARY. Dispose whan n

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 records are disposable when 5 years
old. (NN 173 238)

Program Reference Material. Thzs program reference material
consists of extra copies of record materials retained solely

for convenience of reference; information and reference copies

of correspondence and other papers on which no action is

necessary; preliminary drarts cf letters, memoranda, reports,
studies, preliminary worksheets and informal notes that do not

add significant data or substarce in the final steps of the
preparation of an official record; shorthand notes, 1including
stenographic notebooks and stenotype tapss, that have been
transcribed; abstracts of correspondence, route slips, and
letters of transmittal that do not contain significant
information; stocks of publications and processed documents
maintained for distribution purposes; catalogues, trade
journals, and other publicatiocns ox printed material received
from other Government agencies, comrarcial firms, or private
institutions, which require no action or supplement the
official record. . - :
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3. Budgetorv Records. The budgeztar- zecords consist of copies
of periodic reports from various Goiwornme: © agencies such
as; Budget Execution reports and Statements of Financial

Condition; and copies of various other documents.

TEMPORARY. Cut-off each fiscal ye=ar. .
‘ Transfer to EOP D=2po orv when 2 years old.
Transfer to FRC when years old,
Destroy when 4 years cld



Division Office Rzcords

Division Office Program Records. The Division Office program
records consist of items that are handled at’ the Division
Office level and cover broad areas of responsibility not
covered at the branch level. (Arranged alphabetically by

subject). aI ‘)t/?j

PERMANENT. Cut-off every 2 years.

10.

Transfer to EOP Depository when 2 years old.
Transfer to FRC when 2 years old.

—offer—to—NARS—when-8—years—old
Trans fov o VACA \*’WSO‘SMR otd ﬁKI(’M) NIRC.
98y

Branch Records

Science and Space Program Branch Program Records. Program
records of the Science and Space Program 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 agency and alphabetically by
subject thereunder). 77ff/

PERMANENT. Cut-off every 2 years.

11.

Transfer to EOP Depository when 2 years old.
Transfer to FRC when 2 years old. -
f%ﬁﬁcwwnJWIKC

NELfAxr +o DMNARS <ahan 8 gggggg ol
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Tranclor 1o NRA Lower 30 years ctd—, afiz|sy
Science and Space Program Branch Budgetary Records. Budgetary
Tecords of the Sciernce and Space Program Branch reflect its
responsibility associated with the preparation{ formulatlgn,
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) . ¢‘afq7§;47

PERMAMENT. Cut-off each fiscal year.

Verbai
9 ofs.

Transfer to ENP Depository when_2 years old. )
Transfer to FRC when 2 years old. F{f?lchﬁkJ

when—8 years—otd MEIC
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12. Energy Technology Branch Program Records. Program records of the
Energy Technology Branch reflect its responsibility to review,
manage, or provide assistanc= 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

agency and alphabetically by subject thereunder). /‘/
[ “'/?‘f-

PERMANENT. Cut-off every 2 years.
Transfer to EOP Depository when 2 years old.

Transfer to FRShzgeg 3aZiiri1gld. fz?%ch¢h¢)/V1]fC¢
/r”lh‘gi—er 4o VARA wohen 30 gears o4d. 7//7'/“

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 tc the
established budget process. (Arranged by agency and

alphabetically by subject thereunder). / ,ﬁ é —
. -
’

PERMANENT. Cut-off each fiscal year.
Transfer to EOP Depository when 2 years old,
Transfer to FRC when 2 years old. P,R;(,p\‘]w‘ WMIK
OEfeir—to—IRS whan—8 YSRALS aold
Tranafbe o /A when30 fuacs Sd 7h2 vy
14. Energy Conservation and Regulation ranch Program Records.
Program records of the Energy Conservation and Regulation _
Branch reflect its responsibility to review, manage, OF 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 agency and alphabetically by

subject thereunder). , 6{/1‘

PERMANENT. '* Cut-cff every 2 years-
. Transfer to EOP Depository when 2 years old.
Transfer to FRC when 2 years old. A &, pby, pLRC
J

——gEfer—to-NARS—when—3—years old .
Transfec £ NARA wohen 30" gears sd - 7/1e(sy
15. Energy Conservation and Regulation Branch Budgetary Records.

Budgetary records of the Energy Conservation and Regulation
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. (Arran%;d bv agency and alphabetically by

subject thereunder). e f/’/},f,

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