
".REQUEt. AUTHORITY'",, .... 
TO DISPOSE OF RECORDS 

(See	 lnstructrons on Rererse ) 

TO	 GENERAL SERVICES ADMINISTRATION, 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 
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RECORDS OF THE	 NATIONAL SECURITY 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 flIes, 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 old. 

3.	 Legislative Information Records. The legislative clearance 
records conslst of coples of correspondence from Congress and 
other Government agencles, lncludlng prlnted materials. 

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

The Legislatlve Reference D1V1Slon malntains the permanent
records on all legislatlve clearance records. 

4.	 Executlve Order and Proclamation Information Records. The 
executlve order and proclamatlon records include copies of 
materials on clearance, preparation, presentatlon, and publlca-
tlon. 

':'EHPOPARY.	 Cut-off every 2 years.
Destroy when 2 years old. 

The General Counsel's Offlce malntalns the permanent records 
on all executlve orders and procla~atlons. 



•
 
5.	 General Accounting Office Reoo~ts Records. The GAO reports

records are extra coples reference purposes only and require fo::::

no action by the Divisl~n_
 

7EMPORARY.	 Cut-off every 2 yea~s_
Destroy when 2 years o Ld , 

GAO	 reports requiring actio~ b.! the Division are maintained 
in tbe Branches as part of the program records. 

A control set of GAO reports is malntained by the Director's 
Office Hail Unit. These records are disposable when 5 years
old. (NN 173 238) 

6.	 Program Reference Material. The program reference material 
consists of extra copies of record naterials retained solely
for convenience of reference; in=ormation and reference copies
of correspondence and other p2?erS on which no action is 
necessary; preliminary drafts cf-leLters, memoranda, reports,-
studies, preliminary worksheet3 ana informal notes that do not 
?dd si9nificant data or substan~e 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 oo zresporidance , route slips, and 
letters of transmittal that do not contain significant
information; stocks of publicaLlons and processed docu~ents 
maintained for distribution puc::poses;catalogues, trade 
journals, and other publications or printed material received 
from other Govern~ent agencies, co~~ercial £irms~ or private
institutions, which require no 2ct~on or supplem~nt the 
official record. 

T!::ivlPORMRY.	 Cut-o=f every 2 yea~s_
Destrov,.',hen2 y ears ois. 

7.	 Personal Papers. Papers of ~ ~~lva~e or nonofflcial characte~ 
whlch pertaln only to an lnd~v~dual's personal affairs that are 
kept lD the office of an OMS 2~?loyee wlll be clearly designated 
by him as no nof f i.craL and Tll~.l a c all t arnes be f aLe d separat.eLy 
f rom the of f aci.a L records 0:: o"=:.:.ce. 1"1 cases ers :t::.s where mat.r
requlrlng the transactlon a~ ~::=lclal·buslnes~ are reC21ved in 
prlvate personal correspo~Jc-~e, ~he ~o~tlons ~f such car~espo~de~~e 
that percain to offlclal bLs_~ess ·'::.ll·be excracted and ~ade a part
o£ the offlcial flIes. 

Dlspose when no l~~ger ~eeded. 

http:o"=:.:.ce


8.	 -Budgetary-Records. Budgetary records c0nsist of copies of 
budget materials recelved from assigned agencies relating
to the established budget process. The materials include 
items such as: 

Budget submissions, justifications and backup
material by appropriation title (except these 
agencies: Soldier's and Airmen's Home 

American Battle Monuments Commission 
National Security Council 
Defense Manpower Commission 
Selective Service System
Federal Preparedness Agency)

and any other such agencies
that may be established) 

Copies of Budget Execution reports 

Copies of statements of Financial Condition 

Copies of various other documents 

TEf.'lPORARY Cut-off each fiscal year.0 

Transfer to EOP Depository each fiscal year~

Transfer to FRC each fiscal year.

Destroy when 5 years old.
 



Divis~on Office Records 

9.	 Division Office Proqram 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). ./~J'~
 
PERMANENT.	 cut-off every 2 years. 

Transfer to EOP Depository when 2 yea;;.sold. rr-1? <!.-
Transfer to FRC when 2 years old. P. ~I c:.Art~) )/4.-, ...... 
Offer t;e Nl\RS	 1r::f~ 3D "'fU''$,.i'ae';f-l';~~Qtilif;4(LA

10.	 Division Office Budgetary Records. Budgetary records of the 
Division reflect its responsibility associated with the 
preparation, formulations, 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 

0alphabetically by subject thereunder) Ip/y. 
PE~~NENT.	 Cut-off each fiscal year.

Transfer to EOP Depository each fiscal year. 

Transfer to FRC each fiscal ye ar , f'R-1 ~~I jJ I R~ 
Offer tg m~s wben)D years oJ d 

-	 q/f2/W'I( 

\ tQ~ rfo NPrtPr ~ 30 ~('::> ~_ 

Branch Records J 

11.	 Special Project Program Records. Program records of Special
Projects reflect its responsibility to review, manage or provide
assistance to its assigned agencles 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 responsibillties of the unit. (Arranged by 
agency and alphabetically by subject thereunder). ',,~~~ 

PE?":vlAt.!LNT.	 cut-off every 2 years. 
Transfer to EOP Depo sitory when 2 years o Ld , 
Transfer to FRC when 2 vears old. f?fficJ,..Jryj /If I RC-
Offer t;"	 ole,N1\RS -.iRe,: YOH9	 q/rJ'i« 

--\'Kt~<;;;iL--\0 N~~A Y ~~ ~, u..)~"'V\ 

~~'f\j)J u!''''cu.n-e VltJL-- 'b rrL/J Doe r Ina I &uran c(yf';"} 8z!P 
(eL-.QA~ q\LO\~, ~-



12.	 Special Projects Budgetary Records. Budgetary records of 
Special ProJects reflect its responsibility associated with 
the preparation, formulations, 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 Depository each fisca~ year. 71?, 

- - - - Transfer to FRC each fiscal year 0 -P.-f\ \ c..¥\.~ )J J-"-c:....-

Offer Ioe NIloRS'ihe"':-rl-'::'~ 1-0C(~~ vA...- ",6 

13.	 Arm~ Branch Program Records. Program records of the Army ~ 
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). 

PERMANENT.	 Cut-off every 2 years 0	 • 7"~/K
Transfer to EOP Depository when 2 years old. 
Transfer to FRC when 2 years old. -r.~-~ fJ-r:R-~<-.N\.'-\-v.-
Offer to UAHoS ,;THen_ years old.. q \l~~ 

~ \" rCl~s~ -t> N -f\R \\ ~~ jo ~y~ ~. 

14.	 Navy Branch Program Records. Program records of the Navy
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 commu?ications pertinent to the activities, 
operations, and responsibilities of the branch. (Arranged
by agency and alphabetically by subject thereunder) .;L~~~0 

PE~ANENT.	 Cut-off every 2 years. 
Transfer to EOP Depository when 2 years old. 
Transfer to PRe '.-Then2 years old. f~lch~
OEEe! 1::0 NARD ,tlftCfilt9 yeal'?s old 0 

If(	 q/t2-/gy 
r\'('(lV'S~ fo	 NA-K. A Wh~h )0 't'"" ~, 

J Q'{ 'DJ LOY\~v ...-+>Vl UL- b f'/.LP-fl JPY'?f I ~ 

DW~\ i-OP	 q/~J~IV.eLeA~ 
1 



15.	 Air Force Br3nch Program Records. Program records of the 
Air Force Branch reflect its responsibility to review, 
manase, or provide assistance to its assigned agencies and/ 
or other major functLonal 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) •• 7'-~~ 

PERMANENT.	 Cut-off every 2 years.
Transfer to EOP Depository when 2 yea~s old. 
Trans fer to FRC when 2 years old 0 f.-R I L \r\.~ }II R. t. 
O££er 'to nARC T.ifie~ years old. qll2-l~~'~u.~+	 ~Y";, cW.J.~I¥ {\{tit \..0lt-, 30 

16.	 Personnel Policy Branch Program Records. Programs records 
of the Personnel Policy 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). .). ,~¥ 

PERMANENT.	 Cut-off every 2 years. 
Transfer to EOP Depository when 2 years old. 
Transfer to FRC when 2 years old. r..e.-\ JA.~ 

'Offer to N}'lRS 'dBeR;w1years old. q{n-Iw
~ 

--G--a\f'\~~ -\0 iII l\~~ ~ ~O ~V~ oW. 

VQ {Dol ~\.M ,; QVl "'- b j'/.ii1 j)ot'ria I ~(ffrb 

ortiWvj ~ v-eeeAV..u./ qM~t 


