
REQUEST •FOR AUTHORITY 

TO	 DISPOSE OF RECORDS 
(See Instructions on Reverse) 

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

1. FROM (AGENCY OR ESTABLISHMENT) 
In accordance with the provisions of 44 U.S.C. 3303a the dis-

__ '_FE D_iE_RP_-~_IL_E_LE_CI'ICN C_OMMIS_S_I_CN ----1 posal request, including amendments, is approved except__ __ __	 for 
items that may be stamped "disposal not approved" or "with-
drawn" in column 10. 

2. MAJOR SUBDIVISION 

ADMINISTRATIVE DIVISICN 
3. MINOR SUBDIVISION 

4. NAME OF PERSON WITH WHOM TO CONFER	 5. TEL. EXT. 8 MAR 1984 
523-4112 

6. CERTIFICATE OF AGENCY REPRESENTATIVE:	 (Date) 

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposal of the agency's records; that the records proposed for disposal in this Request of--1-3-- page(s) are not now needed for the business of this agency or will not be needed after the retention periods specified. 

2/3/84	 Dep. Asst. Staff Dir. for Admin. 
Date (Signature of Agency Representative{	 (Title) 

9.7, 8. DESCRIPTION OF ITEM	 10.SAMPLE ORITEM NO. (With Inclusive Dates or Retention Periods)	 ACTION TAKENJOB	 NO. 

1 See: Attached FEe Records Retention and Disposition
 
Schedule, Schedule #l, Revised 1984
 

-- - -- --.- ----- -
MJ'l.SS DATA CHANGE SHEET V1ILL BE
 
FORWARDED WITH PRINTED CHANGE 

I -
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COW~iSSi~ Disclosure, Audit and L~al Reports and Records 

DIS?Os;..1
ITEM DESCRIPTION OF RECORDS RETENTION PERIOD AOTEORI~ 

1.	 Reco:=ds, Lndexe s and material
 
relative to meetings of the
 
Commission. This includes
 
agenda, backup material and
 
minutes, of bo~~ public and
 
executive sessions. These
 
records provide doc~~entation
 
as to organization, f~~ction,

policies, procedures, per-
sonnel and essential transac-
tions of the Commissioners in
 
fulfilling their duties and
 
powers as specified in U.S.C.
 
chapter 14, Title 2 and chapters

95 and 96 of Title 26 of I.R.C.
 

a)	 Record copy of material in
 
hard copy format;

arranged chronologiaally by

date of meeting. Vol:-ji cf;
 
ann. acc s i -"'1cf. +I
 s	 1) Permanent reten~on. 
1) Public Sess ion Mat.er-LaL	 _ Cut off annually; offer to 

NARS in 5 year blocks when no longer
needed for admlnistrativ~ use or 
when 10 years old whichev~r is sooner. 

2) Executive Session Material 2)	 Permanent retention. 
Cut'off annually; offer to NARS 
in 5 year blocks when 30 years
old or by vote of the Commission,
whichever is sooner. 

b)	 All o~~e= copies of (b) Destroy 1 year To be 
material in hard copy after date of Ieq'.:testec
format meeting or when 

no longer needed 
for reference purposes
whichever is sooner. 

9
 



D!S?OS'; 
ITEM DESCRIPTION 0: RECOP~S	 P~TENTION PERIOD At; '..'.nOR: 

c )	 ~":,grletic ~aoe :r'~cord~jlt;S
 
of ~~~{)~"j1f~lis s lor: mee t :.rigS
 

and oub 1. .ic he,Vi:l.r illi~S.
 
!~r~ar: -e'J c;lr ~~. "::. d~~ of
~~H 

",;~ __ L. i:- -!-,,1 .~5·;~"~f'aannua l 
• ~ ..J	 _.>. • • v e. 4"-' ._, .""..1, a, 

ae :::\~~-:-~·:.ll..:. i	 )'1: $:-:. • '7 ~(~~ 

r:	 P~~rrl[:;tnen~ rete _ti.':>n; 
offer to NABS ~len no Lonr e: 
n!~~'j~rl. fo:r adn in i.st ra t.Ive 
use or ":!In.en10 ~l~a~""sold 
~~~~h~v-r ~s S0)n-r • 

..... 
2)	 r';~~'r'?~fll.r1t::-,ete~tion; 

'J r·:t!'!'!'''to'~NA..~1>J!:~n10 '"~ars 
')' -4	 "'"'~ "L-.,p" v·()~ ..-Jt-,,,o..(' +r18 
'- ~~ J	 '... t ~ .... v. .:-,_ ,/ 
~ l'"~·_."'11-_~.r.i0 Ion 1",j"h 1r l"1.-J'I%!Iy;! ·s c: ~,\, .......".r' _ _	 ! ' -..."'r.:.,'~ ''-'.' "J..L • 

... -.......... ~
........ ~-
'<. 

2.	 Correspondence and inte=nal
 
reports relative to contacts
 
between commission personnel

and the Congress and o~~er
 
agencies.
 

a) Record copy f ,I Permanent rete~~C?? ,. ':::0 be~ ~rt-"""'...·(Joffer to N.A.':\S~~nen'\n-..')frf' =~est: 
no longer needed for K.~·'4?J 

b) All other copies 

y-.S (l_
Vo!.', ~ c-r««: Ac.e..: j. 3 ~ 

3.	 Correspondence reports a~d 
other material including
indexes relative io infor-
mation distributed to Co~-
missioners for carrying 
out their duties and powers. 
This material includes com-
pliance, litigation, investi-
cration, and audit matters 
both under review and on 
action co~pleted cases. 
Material is maintained in 
numbered se=ies. 

10 

administrative use 
or ~hen 10 yea=s cld~ 
wk ,cJ...c.ve.r ~	 ~u: 
Destroy when 6 ~n-~s To be 
old or when no lon~er =~uestE 
needed for reference 
purposes whicheve= is 
sooner. 

http:cJ...c.ve
http:l'"~�_."'11-_~.r.i0


DISPOSAJ 
ITEM DESCRI?~:O~ OF ?~CO~S RETENTION PERIOD AUTEORI~ 

a) c....f-lf 
A ..,.~J I . $ A'j 1.;.. 

.s~~ ~~ ~uI 
y'~t:..;r d . A .......A.:.::.. -z. 5" eL 

-~J D 
b) All o~~er co:ies 

4. Office Administrative Files. 

Records accumulated by irdivicual offices 
that relate to the internal administraticn 
or housekeeping activities of the office 
rather than the functions for which the 
office exists. In general, these records 
relate to the office organization, staffing, 
procedures, and com rmntcattmsj the 
expenditure of funds, including budget 
papers; day-to-day administr ation of office 
personnel including training and travel; 
s~plies and office services and eq.Iipment 
requests and receipts; and the we of office 
space and utilities. They may include copies 
of internal activity and workload reports 
(including work progress, statistical, and 
narrative reports which are prepared in the 
office and fawarded to higher levels) and 
other materials that do not serve as official 
documentatim of the programs of the office. 

5.	 Reports, statements,
o"therdocuments and 
material submitted 
by candidates for 
President and Vice-
President and poli-
tical committees,
and other persons
operating on a 
"National-level" 
relative to the 
public disclosure 
provisions of U.S.C. 
2 chapter 14. This 
item includes the 
document and re-
trieval aids such 
as indexes, and 
examination material. 

Permanent retention. To be '--'~ -Offer to NARS~when- vv...,~'1': requeste
. no longer needed for i--L,-",,,", 

~~.administrative use 
or when 10 years old. 

I ~~ 
Destroy when~ To be 

f~~ I longer needea for requeste
I{/~r reference purposes.J~~~. 

Destroy when 2 years old or when t_. '~~-'J 

no lcnger needed, whichever is ! :<. / ! 
sooner. 

11
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ITEM DESCRIPTION OF RECORDS 

The records are maintained 
in alphabetical sequence
by candidate, candidate 
committee, party committees 
and National-level commit-
te~s supporting more than 
one candidate for Federal 
office, and other persons 
supporting similar candi-
dates. 

Original or record 
copy of document 
s itted to the 
CO~LI~"'~ 

M" 

b)	 copies other than 
those in item 7 
below, both hard 
copy and micro-
graphic: 

'c) Finding aids and 
indexes 

6.	 Copies of reports, statements, 
and other documents and material 
submitted to the Secretary of 
the Senate and Clerk of the House 
of Representatives by candidates
for Senator or Representative in, 
or Delegate or Resident Commis-
sioner to, the Congress of the 
United States, political commit-
tees and other persons supporting 
these candidates, relative to the 
public disclosure provisions of 
U:S.C. 2 chapter l4. This item 

12 

RETENTION PERIOD
 

Permanent retention. 
Transfer to Federal 
Record Center in 2 
year increments'4 
years from the end 
of the reporting
year for which the 
election takes place.
Offer to NABS in 2 
year increments 10 . 
years from the end . 

the reporting 
yea for which the .. 
elect~ takes' place. 

Destroy in ears 
increments when 0 
longer needed for. 
reference purposes. 

Destroy when super-
seded or obsolete. 

DISPOSAL
 
AUTHORITY
 

To be 
requested 

To be 
requested. 



It'Ol'l5.	 (con't) 

a) Records prior to 19?7-78 election cycle 

1) Original or s'..lbmittedrecord copy of doc'.l"'1ent
to the Con~ission. 

Arranged e~ron. by election cycle and t/u
by committee identification n~,ber. 

Vol.: Approx. JOO cf. 

2)	 Copies other than those in ite:'ll7 bel.ow, 

J)	 Finding aids and indexes. 

b)	 Records of 1977-78 election cycle ~~d 
thereafter 

1)	 Original or record co~y of docQ~ent
 
su~tted to the Comnission.
 

• 

2)	 Silver halide master and one silver or 
diazo copy of ~crofilrn docunents cite1 
in 5b)1). 

Arranged by reel n~~~er and t.u. ct~on. 
(filmed as received) Vol: I~cf; Ar:..;~cc.:3 

J) 80nies ot~er t~an those in itel'l? below 
or-in 5b)Z) above. 

.4) Finding aids and indexes. 

11 a.. 

cf'("cf/~~eb.)
Dest:-oy in 2 yr incre~ents 
when r-o longer needed for 

'refe~e~ce purposes. 

Pernanent., Offer to :1AP..5 
in accor-dance ,dth 50)2). 

Pernanent., Transfer 
to ?RG in 2-yr Lncrement,s
4yea~s after the end 
of ~~e reporting year
for ~:u.ch the election t.akes 
?la~e. Cffer to :'Ll;.?3 in 
2-~~ increments 10 years
a~t:~ t~e end of t~e 
reporting year for whic!!.t!: 
eleztion takes place. 

Destroy in 2 year
inc:-e=e!ltsw'hen no longer . 
needed for reference purpos 

Pe~anent. Offer to NF_qs
in accordance with 5a)1) 
abo...-e. 

!·ficro!'i~'"!l inrecords 
acco~ce ~~th 41 CFa 
101-11.5. After verificatio. 
of ~iL~. hold in agency 
space. Transfer to FRC 
in 2 yr. increMents 4 years
~ter the end of the 
reporti~~ year for whic~ th 
election takes place.
Destroy 10 years after the 
en1 of the reporting year 
for ~~ch the election ta~e_ 

Per-~nent. Offer to
:!_~_?.s 1.') :rears after the en:i 
of t!le reporting year for 
which the election takes 
place. 



ITEM
 

- "I 

DESCRIPTION OF RECORDS 

includes copies forwarded to 
the Commission of documents 
received by the Secretary of 
the Senate and Clerk of the 
House of Representatives
and·retreival aids such as 
indexes and examination 
material. The records are 
maintained in two series -
House and Senate - in' 
alphabetical sequence by 
state. and subsequently
by candidate, candidate )
committees, party commit-
tees" and "other committees 
party committees and 
candidates for Federal 
Office (other than those 
listed in item 5 above) 
and other persons
supporting similar 
candidates. These 
r-ecords occur in both 
hard copy and micro-
graphic forma t. 

record copy of document 
hard copy format; 

RETENTION PERIOD
 

Permanent retention 
1) Documents. relating

soley to candidates 
for the-Senate, " 
transfer to Federa1 
Records Center in.2 
year increments 4 
years from the end 
of the reporting
year for which the 
election takes place.
Offer to NABS in 2 

ear increments 10 
ye s from end of 
the orting year 
for whi the elec-
tion takes 

DISPOSAL
 
AUTHORITY
 

,; -

To be 
requested 

13
 



Item 6. (con't)
 

a) ~cords prior to 1977-78 electio~ cycle
 

1) Paper copies of docU!'1e!1ts	 Pe~anent. to FR: in 2-yr.suh!'1itted Tr~~sfer 
en behalf of candidates for Fede~al incre~ents 4 years after the end of 
office (other than those listed in the reporting yea~ for w~ch ~he 
item 5 above). election takes place. Offer to ~~;_1S 

in 2-~T.increments 10 years after 
lrr. chron. by election cycle and t.u. the end of the rep~rting vear for 
by cOMMittee ide!1tification nQ~ber. whi.ch t:'e election ta'-<es.place. 

Vol. : -}of) cf 

2) Copies other than ~hose in it~m ? helm'T.	 Destroy in 2 y,;;arLncr-ement.s I~ .. hen M 
needed for rerere~ce ~urr.~ses. 

3) Finding aids and indexes	 Per-nanent., Offer to ~~.~RSin
 
accordance h~th 6a)1).
 

b)	 Records of the 197?-78 election cycle and 
thereafter. 

1) Paper copies of docu~ents	 !:icr(:fil.~ i:l accordance "n.t~s~b~~ted r-ecords 
on behalf of can1idates for Federal J}! ':lIt 101-11.5. id'ter verificati~n 
office (other than those listed in of fil~. hold ir. agency space.
item 5 above). Tra:1sfer to F?": i!l 2-yr. Lncremerrt.s 

4 years after t~e end of t~e 
reporting yea::-fo::-,·r:-.ich the elec:'ic:l. 
ta~es place. Des:'roy 10 years af:'e::-
end of the rep::::-ti:lg foryear l':-:-.iC~ 
the election ta~es place. 

2)	 Silver halide :naster and one silver Permanent. Offer to :'IARS 10 year-s 
or diazo copy of ~crofiL~ed after the end of the reporting year 
docQ~ents cited in 6b)1) above. for 't·~hich t.akesthe election place • 

.hr~anged by reel nunb=r' and t.u, chron,
 
(filmed as received)

Vol.: /1,.. cf; A:,..n, ;.cc.:-3 cf. (, , / ~ ~)
 

or'~,..,3) Conies other t~a~ ~~ose i~ itc~ ?
 
/.)1--. \ v 

,,\ '-" ·~·DJ C ... 
~"'"'·r'"'

~.J _, \i
..1.11 ~ .&..' or • I 

\ "")' ~ c.;.I 

4) Finding aids an1 indexes.	 Pernanerrt •. Offer to 1JARSin accor-dance 
,.nth 6b)2). 

http:l':-:-.iC


---- -- -- -

DISPOSAL 
RETENTION PERIOD AOTRORIn ---~-~~~~~~~~~~-------------------------------------------------------------

2) Documents relating
solely to candi-
dates for the House 
of Representatives,
transfer to Federal 
Records Center in 2 
year increments 4 
years from the end 
of the reporting
year for which 
the election takes 
place. Offter to 
NABS in 2 year in-
crements 10 years
from the end of 
the reporting year

which the elec-
takes place. 

To be 
incremen requested
longer nee 
reference p 

Destroy when super- To be 
seded or obso1ete. requested

--.	 -. ---. --.- :._. - ---"",., 
a)	 GJ 1f ~ ~~d-.; To be -

~--~ ~ ~ ; requested 

___~~1~ _•. J.I-. 
----'-

_"	 _ 

... ___ _ _ 
. 

b) ~ 1f ~ ~ u.r&..; .. 
~ (0 ~ ~ ~~ f ~ ?~ 

.------~"--------- --- -,,_-,....t " .-
~ e..J-~ ., ~ ~; !
 

.~ 2 F. .
~tr 

~:~ 'i- c...a..a: f. err '
 
~ .,.,...~~ ~Ul..,J {yy
 
~~:,.,t....~	 \... ~ 

ITEM DESCRIPTION OF RECORDS
 

b)	 copies other than 
those in item 7 
below, both hard 
copy and micro-
graphic; 

c)	 finding aids and-
indexes. 

7•	 rie Reports of audits conducted 
~~ Uftaer 2 U.S.C. -14 and 26 U.S.C. 

~ 95 and 96 and related case files.v! .j \ 'Tliismaterial includes the 
:;0-- d\~A \i; audit-report, wri tten ~um-

.... maries findings,\!f.", of audit ,.	 administrative documents 
relating to specific audits
exception schedules, infor-
mation work papers, copies
of the disclosure statements,
written presentations of con-
ferences held with committee 
officials and other persons and any documents filed with 
the Commission as a result 
of the audit pro~ess. ,
(1) R«~ ~~ 1-. ~ r~~~ 
• -IP c~uI6t;, ~ ~ Ifez-c. f1 • 

i,) RLfU..,.d ~ f ..n.. ~ ~. 
c,) tJCI).'fic.~~. 

14 
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DISPOSAL 
ITEM DESCRIPTION OF RECORDS RETENTION PERIOD AUTHORI~ 

8.	 Case files consisting of 
correspondence, statements,
and documents submitted by
political committees rel-
ative to chapters 95 and 96 
of I.R.C. 26. This material 
includes lists of contribu-
tions, copies of casnre-
ceipts and checks, certifi-
cation statements furnished 
to the candidate, debit 
memorandums, copies of con-
firmation letters sent to 
contributors, and certifi-
cation reports prepared for 
the Commission. 

9.	 Case files for Advisory
Opinion Requests, Advisory
Opinions, Opinion of 
Counsel Requests and 
Opinions of Counsel con-
cerning the application
of general rule of law 
stated in U.S.C. 2 
chapter 14 or I.R.C. 
chapter 95 and 96. 
Material includes 
original request, copy
of opinion issued, back-
ground information and 
correspondence related 
to the opinion. 

Destroy 10 years To be
 
from the date of requeste"

the last material
 
in the case file.
 

C<M-1i-	 III I' t '76A'-

Permanent retention~ To be 
..	 Offer to NARS~, request~

years from date t..rv5~ ~ 
Opinion was issued • 

..	 ~f1io~~i To be 
years old, super- requested
seded, obsolete 
or no longer
needed for re-
ference purposes
whichever occures 
first. 

15
 



ITEM DESCRIPTION OF RECORDS 

10.	 Case files for opinion

or replies to requesters

where formal advisory

opinion is ihappropriate
 
or defective with regard

to 2 u.s.c. 437(f)

Material includes items
 
similar to item 9 above.
 

a) Record copy 

b) Other copies 

11.	 File of Federal Register

Notices together with
 
printed copy.
 

a) commission Record Copy 

. b) Other copies 

12.	 File comments on notices of 
proposed rulemaking created 
in accordance with the Ad-
ministrative Procedures Act. 
Material includes written 
comments from interested 
persons and acknowledge-
ments thereof. 

16 

RETENTION PERIOD
 

~:tfty~04~~~. 
from date of the 
last material..in 
the case	 file. 
t!.u.JI. ~ ca- -~ --"4--Destroy when.... 12 
years old or when 
no longer needed 
for reference 
purposes which 
ever is sooner. 

~t1f;y ":he~i 
years old'or when no 
longer needed for 
reference purposes
whichever is sooner. 

~a--.,,~.Destroy when 2 ~ears 
old or when no l.onger
needed for reference 
purposes whichever is 
sooner. 

DISPOSAL
AUmenn 

, 
To be 
request 

To be 
requested 

To be 
requested 

To be 
requested 



DrSPOSAL 
ITEM DESCRIPTION OF RECORDS RETENTION PERIOD AUTHORITI 

a) Record copy	 Permanent Retention. ' To be 
W. 11-~j Offer to NARSJ'.'"when ~ request

10 years old. 

b) Other copies	 Destroy when 2 years To' be 
old or when no 10nqer request
needed for reference 
purposes whichever is 
sooner. 

13.	 Case files and indexes
 
relating to investiga-
tory matters pertinent

to chapter 14 U.S.C. 2
 
and chapter 95 and 96
 
of I.R.C.. Material con-
tains the complaint or
 
staff referral, corre-
spondence, reports of .
 
investigation or finding,

certi·fication·of Commis-
sion action.
 

. 
a) Re~_~rd copy .f .~.~ t:te:Jia~-;:t;}::fJ~ -re be 

·to eandidaees $0= requested""kf~ .u.{~ -k,. CL....tu<~ P:esideft~ and Vice-
, ~ i~~ ~cf J~-(,~ President and poli-

t;,j.galeemmit:tees 
a~d ether perS9ftS~\/~~'~~ operatiage eft a--' ~ '~ ~~ fIl.-. ,4- nNatieRa~ le~e1ft, 

4, ,J~J .£.-vJ" '--C( .....~~ a~a maeeria1 Leiat-
i~g sele~y to candi-~ ~ -k ~tL..J..,.1;:. dates fQ= ~e SeBa~e-: 
destroy. 10' years after ~ J~ ~	 ~d::.. 
~e rlate	 of t::te last ~. D 
ma~eEial i~ ~~e filas. 

,) (Lt.wrl ~ 1~,.~ ~ ~ .-u. ~ 'f.~.Haeerl:al'; ~ql
sel~y eo	 candida~es~ ~-h~~~d~ fer Heese of aepre~ ~ 1~.t.,,;f..,..:+~	 sentative&~destroy
5 years ~rem eke 
date sf the last 
mate~ial is ~~Q file.
t;~~1~· 
~d ::z. ~·f ~ f	 ..... .re...vlew.~ e;J'j ....,.,JJ;' 

.	 vr\\f>l~7 
\\ 



DISPOSAL 
ITEM DESCRIPTION OF RECORDS RETENTION PERl:OD AOTHORIT' 

14.	 Work papers of case 
material described 
in item 13. Files 
contain material 
similar to that in 
case files as well 
as report draft,
notes to attorney, 
etc. 

15.	 Litigation case file
 
relative to material
 
concerning court cases
 
filed by or against

the Commission.
 

~~ b., ~ 4- +."'-.
Av.~W.~~~ 
~~ 1 ~~ur 
~~~~~ . . 
U~~· 

\3 
'N~: .:#" cf 
Avw... ~~ 'l.S-1-

16.	 Financial Disclosure Reports
filed by Presidential and 
V ice Pres iden t ial cand idates 
in accordance with P.L. 95-521. 
"'Ethics in Government," Act 

a)	 Reports filed by successful 
candidates 

b)	 Reports filed by unsuccessful 
candidates 

Destroy upon comparing To be 
to case file when case requestec
is closed. 

Permanent Retention. To be I 
Gffar to NnRS' lQ request~4~ar. from the date
 
of the last ma~8rial
 
J.~ tile file.
 

01f =t=e ~s	 . 
~~~.	 ~ ~-6~~ 

NAf?.5 10 ~ ~ 

~'~i~-

Destroy 6 years after the date 
the individual is nO'longer a candidate. 

Destroy 1 year after the date the 
individual is no longer a candidate. 
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