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OFFICE OF MINORITY BUSINESS ENTERPRISE 

Establishment. The Office of J:Vlinority Business Enterprise
(a.IBE) was established in the Department of Carrnerce by
Executive Order 11458 of March 5, 1969 to work with 
Federal goveITllTle..rit. age.'l.cies and with the private sector 
in helping to develop opp::>rtunities for minority businesse 
to more fully participate in the mainstream of America's 
econcmic system. 

Fran 1969 until 1971 it was provided with a small staff 
of approximately 30 persons arid with funding only for 
administration costs. Its initial efforts were directed 

- at piecing together the status of minority enterprise and 
determining possible actions to be taken to pranote its 
growth. 

By I:xecutive Order 11625, October 13, 1971, which super
seded ED 11458, the authority of tl-ie Secretary of Corrmerce 
in the minority enterprise field was strengthened and 
clarified to cover: 

(a) implementing Federal policy in support of the 
minority business enterprise program; 
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(b) providing additional technical and management assistance 
to disadvantaged businesses; 

(c) assisting in dem:mstration projects; and 

(d) coordinating the participation of all Federal Departrrents
and agencies in an increased minority effort. 

The Order continued the Advisory Council for Minority Business estab
lished under ED 11458, and composed of persons knowledgeable in the 
field, to be appointed by the President for 2 year terms. The Council 
was to be advisory to the Secretary of Canmerce on problems referred 
to it and to meet at the call of the Secretary. The Order also required
Heads of Departments and Agencies to cooperate with the Secretary of 
Ccrnmerce in furthering the program, and to designate Under Secretaries 
or similar level officials to be responsible for such cooperation in 
the agencies. 

After the issuance of the Order,in late 1971 the Congress authorized 
in a supplemental appropriation bill, the expenditure of program funds,
and allcwed a.113E to offer grants and enter into contracts with various 
types of national and local minority business developnent organizations, 
the purpose of which� to provide management and technical assistance 
to minority businesses. 

Responsibilities. The responsibilities assigned to OMBE by the Secreta:ry
of Corrmerce under EO 11625, as enunciated in the official statement of 
CMBE's mission, are as follcws: 

"To prorrote and assist the expansion of minority enterprise 
in the United States, both in the number of businesses and 
the size of businesses; by coordinating and encouraging
action by Federal, State and local goverrnnent agencies to 
assist minority businesses; by pranoting action by the pri
vate sector; by providing financial assistance to public
and private organizations which furnish management and 
technical assistance to minority business; by providing 
financial assistance for pilot or demonstration projects;
and by disseminating helpful information." 

Organization. From April 1, 19 69, when OMBE canmenced operations within 
the Department of Corrmerce, until October 1973, OMBE operated as a cen
tralized agency, with responsibility for its operating or line programs
being placed at the headquarters offices. By October 1973, one field 
representative had been assigned to each of 30 major U.S. cities to 
assist in implementing the program at the local level. 
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As of October 1973, in accordance with the President's "New Federalisn" 
program for decentralization of Federal functions, a major reorganiza
tion of CMBE was completed to decentralize responsibility for the line 
or operating programs to six Regional Offices, with headquarters at New 
York, Washington, Atlanta, Chicago, Dallas, and San Francisco. More 
than half of the 225 (1,1BE employees were transferred to tJ-1e Regions as 
part of this reorganization. OMBE Field Project Officers and clerical 
staff remain in Field Offices located at twelve major cities within 
the six Regions. 

Responsibility for national or multi-regional programs, contracts, 
grants, or CMBE funded organizations remains with the headquarters
office, while responsibility for such regional or local programs,
grants, contracts, or funded organizations was placed on the Regions. 

Under a reorganization directive effective May 9, 1976, the OMBE organi
zation in the headqua:...ters offices consisted of the Office of the Director 
and Deputy Director, the Chief Counsel's Office, the Congressional Affairs 
Office, the Information Center, the Administration Division, (fonnerly
Field Operations and Adrrd.nistration Division), the Program Resources 
Division, (fonnerly National Programs Division), and the Planning and 
Evaluation Division, (formerly Programs Research and Develop:nent Staff). 
The Regional Office organization included a Regional and Deputy Regional 
Director, the Government Program Coordinator, the Market Development 
Specialist, and the Business Developers. In addition, various optional
specialists such a.s Capital, Management, Agri-Business and Industrial 
Developnent Specialists, or an optional Planner and Evaluator and 
Administrative Officer are authorized. 

An Interagency Council for Minority Business Enterprise chaired by the 
Under Secretary of Commerce, and with membership consisting of the 
Under Secretary of the principal Federal Departrrrents and Agencies, or 
his equivalent, serves as a major vehicle for achieving the Federal 
government coordination responsibility of the Secretary of Crnmerce. 

Although ED 11458 in 1969 established an Advisory Council for Minority
Business and EO 11625 in 1971 reaffirmed and continued, this Advisory 
Council to the Secretary of Ccmnerce, the Secretary does not appear to 
have called for meetings of the Council during the past few years. 

The Director of aIBE is assisted in establishing policy and in coordi
nating and directing program and administrative matters by the Executive 
Staff. This group, w1der the 1976 organization, consists of the Director, 
the Deputy Director, the Chief CoW1Sel, the Assistant Director for Pro
gram Resources, ti11e Assistant Director for Planning and Evaluation, the 
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Assistant Director for Administration, the six Regional Directors, the 
Chief of Congressional Affairs, and the Chief of Infonnation. The 
Staff meets regularly as scheduled by the Director. The Director serves 
as Chairman, and attendance of all but the Regional Directors is 
required. 

Binder. This schedule is presented in a format reflecting the present
organization of CMBE as stated in CMBE Order 101-2, May 9, 1976. HCM
ever, a change of title or organizational location of any unit or any
reorganization shall have no effect on its provisions as long as the 
files described herein continue to accumulate and serve the same purpose. 

The provisions of the General Records Schedule issued by the General 
Services Adntinistration are hereby superseded, since this GIBE schedule 
includes all general and houskeeping records that are currently acCUIID.l
lating in OMBE and that are also documented by records of the Office 
of the Secretary. 

This Records Control Schedule is thus the sole authority for the legal
disposition of any and all CMBE records. 
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OFFICE OF MINORITY BUSINESS ENTERPRISE (OMBE) 

OFFICE OF THE DIRECI'OR 

The Office of the Director provides policy and overall direction to 
the programs and activities of OMBE. 

The office consists of a Director, who serves as the ranking official 
of the organization and is responsible for .executive direction in 
carrying out the OMBE mission to strengthen minority business enter
prise in the United States. Besides the Director, the .irnnediate 
Office of the Director includes the Deputy Director, who acts for 
the Director in his absence, serves as the senior specialist for 
black minority enterprise, and is responsible for solving major prob
lffilS as assigned, involved in carrying out the program. 

In addition, the Immediate Office of the Director includes five Special
Assistants, each serving the Director or Deputy Director as assigned.
These include the Confidential Assistant, who serves both the Director 
and Deputy Director on special problems; the Program Assistant, who 
coordinates and reviews program and funding matters for the Director;
the Executive Assistant who coordinates and reviavs administrative mat
ters for the Director; t11e Public Affairs Assistant, who handles 
speeches and arrangenents for appearances by the Director; and the 
Special Assistant to the Deputy Director, who handles special problems 
as assignc"'CI. for the Deputy Director. 

Se:p3.rate records collections are maintained by the Director, his three 
Special Assistants, and by the Confidential Assistant to the Director 
and Deputy Director. The files of the Deputy Director, however, in
clude the records of his Special Assistant as well. 

1. Program Subject File of tL2 Director - This rnjor file of the 
Director reflects his responsibility for the develoµnent, implementa
tion and direction of all OMBE programs and operations. It concerns 
his reporting on the progress of the program to the Secretary of 
Conlrerce and his recc:mmendations relating to the position of the 
Department on matters for which CMBE is responsible. The file contains 
record copies of papers generated or collected by the Director which 
document his program responsibilities. 

Notable headings in the file include; Briefing Papers, Budget, Secre
tarial Correspondence, Fact Sheets, Congressional Hearings, Goals and 
Objectives, Annual Reports, Organizations, Advisory Council and 
Interagency Council on Minority Business Enterprise"-U, Policy Meetings, 
Speeches, Task Forces, Financial Management, and Organization -
Reorganization. 

·-s-



This file consists of a copy of each outgoL�g
item prepared or signed by the Director. v,.D-:.. z. G. -,:--. � EAi/.:.. ; 'A , 

������m<:����tOO,g;?SQta'.m��� 

T'nese pc1.pers constitute a prime source of 8111 overall management and 
d,i.J;ect:i.pn of a-IBE programs and activities. �4:!"f'e...R � �,.. · 
//#P4U!- ¢.tb,re('vrb) £'f-z, C., F.; E.s.Tl W1l--tc.A�l'\l'\\l'"'V�lfl.C (€A'!) g'p,....d..c..,, 

Penranent. Start. a new file every 5 years. Retire to SHA 
1 year thereafter. Transfer to WNOC 2 years thereafter. 
Offer to National Archives 20 years thereafter. 

2. Administrative Subject File - These papers reflect typical house
keeping activities of the office, the documentation of which is avail
able within the Office of the Secretary of the Department as well as 
in the OMBE Administration Division, such as those relating to time 
and attendance, procurement requisitions, personnel matte..i::-s, travel 
and the like. 

Dispose when 2 years old. 

3. Chronological Fil� -

Permanent. Break file annually. Transfer to SHA 2 years thereafter. 
Transfer to WNRC. Offer to NARS when 20 years old. 

Deputy Director 

4. Program Subject File - The file reflects tbe basic responsibilities
assigned to the Deputy Director covering relations with the black com
munity; the handling of difficult administrative and program problems
of the a-IBE Program requiring high level attention; sei-ving as Director 
in that official's absence; pranotional responsibilities for -the program
relating to top level contacts with goverrunent agencies, high State and 
local government officials, and prominent officials of corporations and 
minority groups. It also reflects his close contacts with the Congress
in furthering minority business enterprises, and includes copies of the 
many speeches and addresses which the Deputy Director.gives in pranoting
the program. 

Subjects which reflect the scope and content of the file, covering the 
entire range of the U\1BE program, include: Delegations of authority, 
Staff meetings, Personnel matters, Business Management Fellowship Pro
gram, Budget, Legislative and legal, National Prasrarns, Minority Business 
Opportunity Committees, Federal Executive Develoµnent Organizations, 
Alaska Pipeline project, Contracting programs, Minority Enterprise Small 
Business Investment Corporations, India.11 program, Business Develoµnent
Centers, Regional. projects, and Speeches and addresses. 
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Special Assistant to the Director 
(Executive Assistant) 

8. Organization - Reorganization File - This file reflects the full
est documentation of various a-IBE reorganizations and functional 
reassignments such as the regional and field decentralization of a-IBE 
activities and other-functional realignments which were the resrx:msi
bility of the Special Assistant. The file includes in addition to the 
final reorganization plans, such papers as task force reports and con
sultant reports substantiating the reorganiations and records refl�iu,g. persoJ}I1el_,natters involved in the reorganizations. �4-nf't=-J 'f/�-v j

�K.L-e-V "-,y �,..,,_, /1',J)� /c:., ,:-. J G/h'"" /au 
Pennanent. Retire to SHA when no longer needed for current 
business. Transfer to WNRC 2 years thereafter. Offer to 
National Archives 20 years thereafter. 

9. Executive Staff Meetings Agendas and Minutes - The file contains 
the record copy of Executive Staff meetings agendas and minutes. The 
Executive Assistant is responsible for preparing the agenda and main
taining the minutes of all meetings of this policy making lxxly consist
ing of CMBE's top management officials and chaired by the Director. 
Meetings are r�larly scheduled and attendance by headquarters officals 
is r�red ��e,,/ 4 ,Ly/� ? �:hv..r / �v��.IV ��• �y, 
�/.J,):;::. 6 /Pl •; e-,<J-c/;;::. / 1 ;,fJ 

Permanent. Retire to SH/'>. when no longer needed for curi..:-ent 
business.Transfer to WNRC 2 years thereafter. Offer to 
National Archives 20 years thereafter. 

10. Administrative Management Subject File - This file covers various 
administrative management activities, the responsibility for which have 
been assigned to the Executive Assistant to the Director. This Assis
tant serves the Director as liaison with a.IBE Divisions and Offices on 
administrative matters as assigned, in a manner similar to that of the 
Program Assistant in dealing with program matters. Notable subjects
in the file include: Audit rer:orts, Congressional hearings, Personnel 
matters, Non-renewable contracts, Management studies, Task force on 
contracting policies and procedures, and Weekly reports. 

The Director's file (Item 1), and the files of the Executive Secretariat 
(Item 43) also contain documentation concerning the subject matter of 
this file. 

Start a nEcW file every 2 years. Move active files forward 
and retire to SHA.. Tran sf er to WNRC 1 year thereafter. 
Dispose when .10 years old . 



11. Chronological File - This file consists of a copy of each out
going itsn prepared in the office. 

Dispose when 2 years old. 

Special Assistant to Director 
(Public Affairs) 

12. Speech and Public Affairs File - This file reflects the speech
writing and other infonnation activities of the Special Assistant 
to the Director. It consists of incoming and outgoing correspond
ence relating to speeches and appearances of the OMBE Director. The 
corres1x:mdence mainly concerns invitations to speak, arrangements
regarding appearances, follow up corresp:mdence generated by the 
speeches, and personnel app:,inbnents to positions in which the public 
may be interested. 

Start a new file each year. Retire to SHA when 2 years old. 
Dispose of 3 years thereafter. 

13. Director's Speech and Appearance Log - This file serves as 
n1r,I1ing record of all speeches and appearances of the CMBE Director 
beginning in 1974. Arranged by rronths, it consists of a rronthly 
summary of all speeches and appearances, copies of the speeches,
copies of related correspondence, agendas of the meetings, related 
materials p.lblished by the group or organization involved, press
releases on the speeches, and newspaper or other articles generated
by the speeches. 

The file serves as an excellent documentation of the important prano
tional v.0rk carried out by the OMBE Director. vro-:. ""c.,E; GAv-:: �,n. 

Pe:rmanent. Retire to SHA when no longer needed for current 
business. Transfer to WNRC 2 years thereafter. Offer to 
National Archives 20 years thereafter. 

14. Speech Background File - The file consists of materials accumu
lated by the Special Assistant or organizations or cnrmrunities involved 
in the appearances of t.rie OMBE Director and serves as background for 
the preparation of speeches or arranging for appearances. Typical sub
jects include: League of La.tin .American Citizens, .American Association 
of Spanish-Speaking, Biographical, California State File, Indian Affairs,
Presidential Advisory Carmission, U.S. Conference of Mayors, Minority 
banksir and Handicapped. 
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Dispose of when superseded or no longer needed. 

15. Chronological File - The file consists of a copy of each piece of 
rorrespondence prepare<;J jn the off ice. 

Dispose of when 1 year old. 

Confidential Assistant to the 
Director and Deputy Director 

16. Program Subject File - The file reflects the activities of the 
Confidential Assistant in carrying out various assignments given him 
by the Director or Deputy Director. Representative subjects include: 
Trip reports, Proposals, Conferences - meetings, Surveys - evaluations, 
Colleges - universities, Speeches, and Weekly reports. 

Start a n5.7 file every 2 years. Move active files fo:rward 
and retire to SF.A. Transfer to WNRC 1 year thereafter. 
Dispose when 10 years. 
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COOGRESSION.AL AFFAIRS S'I'AFF 

Under the supervision of a Chief of Congressional Affairs, provides 
staff suprx,rt to the Director in his relations with the Congress; 
serves as focal rx,int within CMBE for handling matters in which 
Congress has an interest, e.,"{cept the preparation and analysis of 
legislation directly affecting CMBE's program; handles Congressional
inquiries and requests for infonuation or assjstance;"-Uand provides
guidance and suprx,rt t.o the Regional Offices and the rest of OMBE 
on matters of interest to the Congress and individual Congressmen. 

Prior to the 1976 reorganization of CT•lBE, this office was known as 
the Public and Congressional Affairs Staff. The reorganization sep
arated it fran public affairs, and established a separate office for 
the Infonna.tion Center to handle public affairs. 

While the files of t.l-ie 9)ngressional Affairs staff contain detailed 
materials on Congressional affairs pertaining to minority business 
enterprise matters, the files of the Office of Congressional Relations 
of the Office of the Secretary contain similar types of documentation 
on analysis of major legislation and other irnrx,rtant matters pertain
ing to Congressional liaison. Also, the files of the Q\IBE Legal Coun
sel contain documPJ1tation on legal analysis of OMBE-related legislation. 

17. �islative File - Bills - The file reflects the function of the 
office of providing information to top officials of OMBE on the exist
ence and content of various Congressional Bills or hearings which have 
a relationship to the minority business program or to OMBE. The file 
consists of copies of bills or Congressional hearing publications, 
copies of nonlegal analyses of such bills or hearings prepared in the 
office and distributed to C11BE officials, related correspondence, and 
(X)pies of legislative analyses or camnents prepared in othe:;: offices 
of Q\1BE or the Department. The file is arranged by bill number or by
hearing. The legislative files maintained by the Office of the Secre
tary, and files of the a,IJ:3E Legal Counsel also contain documentation 
concerning the subject matter of this file. 

Start a new file with the beginning of a new Congress.
Retire 2 years thereafter to SHA. Dispose of when 6 
years old. 

18. Congressional Relations File - The file reflects the liaison func
tion of the office with Senators and Congressmen concerned with the 
minority business enterprise program. The file consists of incar.ing
and outgoing (X)rrespc>ndence and other documentation involving relations 
with individual legislators or groups of legislators such as tl ,c t.lack 
caucus, as wel 1 as with their staffs. Arranged by State and a,·,, ,abeti
cally by name of legislator thereunder. 

-11-
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Start a ne,-, file at the beginning of a nerd Congress.
Retire 2 years thereafter to SHA. 'I'ransfer to WNRC 
2 years thereafter. Dispose of 4 years thereafter. 

19. Congressional Affairs Subject File - This program subject file 
reflects the work of the Congressional Affairs Office in keeping
abreast of pertine.."lt legislation and OMBE programs ana. maintainii1g
liaison with legislators and others interested in minority business 
enterprise. Representative subject headings illustrative of the 
smpe and contents of the file include: American Trucking Associ
ation, Airport Opportunities Program, Briefing reports, Construction 
contractors (minority),Institute for Econanic Research, Joint Econcmic 
Carmitt.ees, Memo to the file, National Minority Purchasing Council, 
Washington Urban League, Issue inserts, and Weekly reports of Con
gressional Affairs. 

Start a new file at the beginning of a new Congress.
Retire 2 years thereafter to SHA. Transfer to WNRC 
2 years thereafter. Dispose of 4 years thereafter. 

20. Administrative Subject File - The file contains office copies of 
papers on matters such as personnel, time and attendance, travel, bud
get, weekly reports and similar housekeeping matters. 

Dispose of in 2 years. 

21. Chronological File - This file contains a copy of each outgoing 
item prepared in the office. 

Dispose when 2 years old. 
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OFFICE OF THE CHIEF COUNSEL 

The Chief CoW1sel and his legal staff provide legal support to the 
Director; provide legal services for all components of a.IBE; co
ordinate OMBE's legislative program, including the analysis of 
proposed legislation affecting the Federal Government's minority
rosiness enterprise program; and perfonn the alx>ve subject to the 
overall authority of the Office of the General CoW1sel as provided
in Departmental Organization Order 10-6. In addition, the Chief 
CoW1sel serves as Freedom of Inforrration and Privacy Act Officer 
for OMBE. 

While the files of the d1ief Counsel contain detailed materials on 
legal matters pertaining to minority business enterprise matters, 
the files of the Office of the General Cou..11sel of t.he Department 
contain similar types of documentation on major or important legal 
matters. 

22. Program Subject File - This file reflects the principal activi
ties of the Chief CoW1sel and manbers of his staff in providing 
legal advice and assistance to OMBE. It covers such matters as: 
review of proposed contracts, grants, and Q\ffiE directives; process
ing freedom of information requests; audits and investigations of 
contractors; legal opinions provided to 0..'1BE staff a.11d contractors ; 
relations with the Office of the Secretary arid the Department' s  
General Counsel; litigation involving OMBE; legislation, various 
� national and local programs; interagency and intergovernmental 
relations; and relations with proposed and ongoing contractors and 
grantees. 

Subject headings which depict the scope and conte.i."'lt of the file in
clude: Contract proposals, Contract, general tenns and concl_i_ tions, 
Black Businessmen's Associ ation of San Francisco, American Association 
of MESBIC's, Export Prarotion Licensing, Franchising, Interagency 
Council for Minority Business, Greater Horizons, National Minority 
Purchasing Coill1cil, Special Reports - cable TV - Trucking, Budget, 
Interagency Agreements, Women' s  Program, Freedom of Info:rrnation, Pri
vacy Act, Litigation, State Legislation, Conference - Meetings, Studies
Research. 

Ix::>cumentation on major issues is also available in the files of the 
Office of the General CoW1sel, Office of the Secretary. 

Start a new file evecy 2 years. Bring forward active 
material and·"-Uretire 2 years thereafter to SHA. Trans
fer to WNOC 2 years thereafter. Dispose of when 10 
years old. 
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23 . Legislative File - Bills - The file reflects the office activi
ties involved in providing legal analyses of proposed legislation or 
on matters involved in Congressional hearings or in CMBE officialr' s  
testimonies. Arranged by bill number or by hearing. 

'.rhe legislative files maintained within the Office of the Secretary
contain duplicate documentation on the principal matters covered by
this file. 

Start a new file with the beginning of a nE.W Congress. 
Bring active files forward and retire 2 years there
after to SHA. Dispose of when 6 years old. 

24 . Contracts and Grants .Monitor File - The file reflects the rroni
toring activities of officials of the office who serve as project 
officer for special assigned projects under grant or contract. It 
contains correspondence , copies of reports , contract evaluations , and 
other documentation involving the rronitoring of projects. 

Retire to SHA 3 years after the close of a project. 
Transfer to WNK: 1 year thereafter. Dispose of 6 
years thereafter. 

25 . Administrative Subj ect File - This file contains the usual admin
istrative housekeeping papers of the office covering such rr.atters as 
time and attendance , procurement , travel , personnel and the like. 

Dispose of when 2 years old. 

26. Security .File - The file consists of papers involving investigations 
and personnel security matters carried out by the Office of Investiga
tions and Security, Office of the Secretary , and also matters concerning
building security. COcurnentation of these matters is maintained by the 
Office of the Secretary. 

Dispose of when 6 years old . 

27 . Chronological File - The file consists of a copy of each outgoing 
itan prepared in the office. 

Retire to SHA when 2 years old. Dispose when 5 years old. 
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-
ADMINISTRATION DIVI SION 

The  Administration D ivision,  under t he s upervision of 
an Assistan t Director for Administration, provides 
admin istrative and logistic s upport to the Direc tor 
and all OMBE c omponen ts, inc luding administrative and 
proc urement servic es ,  progra m/manag emen t data and 
inf ormat ion, financ ial man agemen t, and secretariat 
services.  

From  the  time of the  Oc tober 1973  dec en tr alization of  
OMBE func tion s  un til the  May  1976  reorganization,  the 
Division was known as the Field Operations  and Adminis
tration Division.  During this time the F ie ld Coordina
tion B ranc h  of the Division was responsible for 
reviewin g proposals for c on tr ac ts, gran ts, or other 
funding sen t  in from Regions and whic h  the OMBE Direc tor 
was to sign .  

With the 1976 reorganization, the Field Coordination Branc h 
was abo lished, and responsibility for review of  the c ontrac t  
or gran t pr oposals was p lac ed on the Direc tor of eac h  of 
the six OMBE Regions.  The title of t he Division bec ame 
Administration Di vision, with responsibility for typic a l  
adm in istrative managemen t  func tions.  One spec ia l program 
esta bl ish ed within t he Divis ion b y  the 1 9 76 reorganiza-
tion was that provid ing for c entralized OMBE/SBA c oordi 
nation, under an OMBE/SBA Liaison Offic er. 

Assistan t  Direc tor for Admin i stration 

2 8 .  Adminstrative Management Fi le - The file reflec ts  
the  ac tivi ties of the  Assi stant Direc tor for  Admin istra
tion in super vising and administering the OMBE admin is
trative management  p ro gram c arried out  by his  Division 
and by his Admin istration Deputy under the previous
organ izational  str ucture  prior to  Jun e  1976.  Arran ged 
primarily by s ubjec ts, it c on sists of incoming and out
g oi ng c orrespondenc e and related ma teria ls c overin g  suc h  
subjec ts  a s :  A udit Reports, Contrac ts and Grants, 
Nationa l Ec onomic Deve lopment  Organ ization ,  Budget,
P ersonnel ,  Trip Reports, Offic e  Servic es ,  Organization,  
Reports and F orms, Communic ation s  S ys tem, Safety.  

Doc umentation on the subjec t matter of the file is 
availa b le in pertinen t  file s  of the Offic e  of the 
Secretary or ·"-Uin the OMBE Direc tor's Offic e or in  the 
OMBE program d ivisions.  The c omplete fi les on detailed 
admin istr ative matters are  maintain ed at the respec ti ve 
branc hes. 



Start a new file every 3 years.  Retir e  to 
SHA 1 year thereafter.  Transfer to WNRC 1 
year thereafter . Dispose of  when 10 years o ld .  

2 9 .  Chronologic a l  File - The file consists of  a copy
of  each item  of correspondence prepared in  the Office 
of  the Assistant Director for Administ ration.  Each 
B ra nch keeps its own chronologic a l  fil e , however, copie s  
of  key correspondence are sent to this office, where these 
copies are maintai ned in an inter-office chronologic a l  
f ile . 

Dispose of whe n 3 years o ld .  

OMB E - SBA Liaison Officer 

3 0 .  OMB E  - S BA Coord in ation File - The file reflects 
the acti vities c f  the OMB E- S BA Liai son O f f icer in  coord i 
nating the OMB E  and S BA programs, monitoring OMB E  per
formance in  joint activ ities, and serving a s  OM B E  
liaison with SBA on program matters involving the Program 
Resources and Planning  and Eva luation Divis ions.  Copies
of  documents generate d  by the Liaison Officer  are sent 
to the Chiefs of these two program d1visions.  

Typical subjects reflecting the scope of  the file are:  
Agr eeme nts -SBA/OMBE , Ob jectives-Non F ederal Init i�t ivc s, 
Task Force, Meet ings With the Unders ecretary, OMB E  Report 
on  Minor ity B usiness Deve lopment Progr am, OMB E  Orga n i za
tion-Functions, Week ly Activity Report.  

Ret ire to SHA every 5 years .  Tr ansfer to 
WNRC 1 year thereafter.  Dispose of  after 
25 years.  

3 1 . Chronological File - This file consists of copies  
of  documents prepared i n  the  office . 

Dispose of  when 2 ye ars old .  

Contract and Services B ranch 

The Contract  and Services Branch, u nde r t he supervision
of a B ranch Chie f, provides  guidance to  the rest of  OMB E  
o n  Commerce Departme nt a nd OMB E  policies a nd procedures 
gover ning contract a nd grant management; maintains a con
tinuing  review of co ntr ac t  and grant pr ocedures;  and  repre
sents OMB E  in negotiations with  the  Office of  Administrative 
Services and Proc u rement (OAS&P) on  Departmental r eq uire
ments governing contrac ting/procurement.  Coordinates 
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per sonnel and training service s, serve s a s  liai son with 
the Office of Person nei"t admini·ste rs e qual opportunity 
p rogram, and provide s staff support to  the Promotion s 
and Award s Committee ; assi st s employee s in the prepara
tion and proce s sing of travel document s ;  provides  hou se
keeping, space, comm unication s, vehicl es, printing , 
_pa yroll , and su ppl y se rvice s : provide s a s si stance 
and coordin ation in the de si qn and use of fo rm s  
and report s includ ing compl i ance with ou tside reporting 
requirement s ;  and maint ain s liai son with dAS&P on all  
admini strative service s. Admini ster s the OMBE Communi
cation s Sy stem and prov ide s a ssi stance and coo rdination 
in the preparation , c learance, and di s semination of 
directive s and manual s. 

The file s mai ntained by thi s branc h include remmant s 
of the file s of the forme r Fie ld Coordina ti on Branch 
and of the former Admini strative Ser vice s B ranch. The se 
file s are being merged together in the P rogram  Su b ject  
File of the  Branchi, Item  N o. 37. 

32 . OMBE  Personnel Folde rs - Information co pie s of 
docume nt s p rov id ing a ske leton OMBE  employee on -site 
folder for rapid reference pur po se s. Complete documen 
tation on employee hi sto ry i s  maintained by the Office 
of the Secret ary. 

Set up an i na ctive file for  separ ated employee s �  
D i spo se of 1 year afte r se para tion. 

3 3 . B ran ch Employ ee and Juni or Part Time St udent Fil es  
Copie s of cor re spondence , travel form s ,  and other  rela ted 
ma terial s pe rt aining to branch employee s  or junior  part 
time student s wo rking at OMBE. 

Set up an inactive fi le for sepa rated personnel. 
Di spo se of 1 year after separation. 

3 4. Field Employee Time a nd At tendance File s - Blue 
information copy of CD 2 3 8 i, '11 1me and Attendance Report 
on Regional and Field Office employee s sent fo r info rma
tion purpo se s .  Maintained in binder s, one per region . 

Set up new f ile each fi scal year. Di spo se when 
1 yea r old. 

3 5. Employ ee T raining File - Branch copie s of OMBE  
employee a p plic at ion s fo r t raining and other material s  
relating to attendance at training cou rse s. The main 
document on train ing i s  maint ained by the Office  of the 
Secretary. 
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Set up new fil e each fi sca l year . D ispose  
of  when  1 year old . 

36"-U. OMBE D irectiv es History File - Record cop y  of  
Orders  and. Bu lletins issued u ndsr  the OMBE Commu nications 
S��tem, i ncluding ,.p r inte� .Q..opy and bj1. ck ground materials.  
�,,-a,11,fe.,/ 4 tfVc.flAM- • Alnen,x ,, �K-�u.,,1 � .J:;,N/S,11'tA. J? vltiJ,-., . 

Permanent . Ret ire to  SHA whe n no longer  need ed r'r_p -;., Z C ,  f. tor current business ,  transfer to  vn�RC 2 years
f://r'V -::. 3 In , later.  Offer to  N ational A rchives 10 years  

the re after . 

37. Contract and Service s Subject Fil e - The file,
consisting of inc oming and outgoing yellow copies  of 
correspond ence and related materials, reflects the 
present subject matter coverage of  t he functions assigned 
t o  the Bra nch such a s  personnel , administrative services,
a nd co ntr act proced ures.  It conta ins p ert inent materials, 
d ated prior to  the reorganiz ation of  May 1976 , of the 
former Fiel d Coordination Division and of  the Ad ministra
tive Services Division.  Typical subject head ings 
r eflect ing the scope and content of the file  are : Accid ent 
Rep orts, A udits, Contract-Grant Training, Property Manage
ment, Meetings-Confer ences, Fund ed Program Manual, Parking, 
Regional Offices, Procurement, Grant T ask Force, Cop ier s, 
OMBE Telephone D irectory , Proced ures-Co ntracts , Travel,
T r.::d ning, Sar ety Officer, EEO Program,  Overt i m e .  

The files of  the Office of  t h e  Secretary and of  the OMBE 
Regional Of fices also contain doc umentation c overing 
the subject matter of this file . 

Set up a new fil e each fi scal ye ar  and bring
forward active materials.  D ispose o f  when 2 
years old , except ma.terials on imprest fund anc., j ob order 
\-Jhich shall be disposed of when 3 years old. 

38 . Pr ocurement Fil e s  - OMBE copies o f  purc hase ord ers  
a nd rel ated d ocuments including  Form CD-45, covering
headquarters and field office  p roc urements .  Arranged 
by purchase order number.  

C op ies  of pertinent form s are also maintained by O ffice 
of  the Sec retary . 

Set up a new file each fi scal year . D i sp ose 
of when 2 years old . . 

3 9 . Travel Files - OMBE copies  of t ravel d oc uments 
of head quarters and field employees arranged by  name of  
employee.  C op ies are  a l so mai ntai ned by  t he Office of  
the  Secretary. 
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Set up a new file e very 2 fi sc a l  year s .  
Di spo se of when 2 year s old . 

4 0 .  Funded  Program Prope r ty File - Ca se file s, arran 
ged alpha bet ically by name of fun ded organiza tion, cover
ing the accounting fo r real or per sonal property of OMBE  
maintained at  office s of  the various  contr actor s, grantee s, 
or other funded o rganization s. File contain s corre spon
d ence and copie s of annual inventory Form CD -2 8 1, "Report 
of Government Property,i" and of Form CD -50  "Per sonal 
Property Control,i" covering change s in the statu s of the 
pro perty. 

Set up inactive file for folder s of organization s 
funded by OMBE. Retire to SHA  1 year later. 
Di spo se of 3 year s after becoming ina ctive.  

4 1 .  Printing and Reproduction File  - 3inder s contain
ing the OMBE cop ie s  of Form CD -10 , "Requ i sition s for 
Printing or Reproduction.i" Copie s  are al so maintained 
by the Office of the Secretary. 

Set up a new file each fi scal  year. Di spo se 
when 2 year s old. 

Secretariat 

The Secretariat, under the supervi sion of a Chief, pro 
vide s secretariat service s t o  the Director and OMBE 
office s ;  control s act ion corre spondence ; a ssi st s and 
advi se s  OMBE employee s on corre spondence policie s and 
procedure s ;  train s cler ical  staf f  in corre spondence 
practice s ;  reviews corre spond ence prepared for the  sig
nature of White Hou se official s ,  Secretarial Officer s, 
or t he Directo r ;  an d m � intain s liai son with the Secre 
taryi' s  Executive Secretariati. 

The corre spond ence file s of the Secretariat mainly re sult 
from the mail cont rol activite s of the office involvi ng 
corre sp ondence addre s sed to  the Director, Deputy Di rector, 
or OMBE in general. Mail contro l slips  and photocopie s 
a r e  prepared for such incoming communication s. W hen 
replie s are p reparedi, a copy i s  attached to the incoming 
mai l  c ontrol quick c opy to complete the Secretariat 
general corre spondence file. 
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4 2 .  Mai l  Cont rol Card Fi les - Ma i l  control records 
typed on OMBE mu ltipart form MBE- 6 1 ,  indica ting a 
record of  rece ipt  a nd referra l of mai l  address ed to 
the D irector or Depu ty Directo r  or to OMBE a lone . No 
record is made of  routine re quests for information or 
publications . 

a .  Green n umerica l copy o f  MBE 61  filed by
assi gned doc ume nt number,  ind icating dat e  o f  
reply, i f  a ny .  Set u p  new file ea ch year .  
Dis pos e  of  when 2 yea rs old .  

b.  P ink a lphabetica l copy  of MBE 61  filed by 
na me of ind i vidua l  involved.  Set u p  new file 
every 3 years . Disp os e when 6 years old .  

4 3 .  Gene ra l  Corres pondence Rec ords - The file con
s is ts of photocopies of incoming letters a nd of  white 
carbon of outgoing le tters a n d  s ome re la te d  doc uments 
addressed to the Director, Deputy Dire ctor, or OMBE 
in  ge nera l, a nd placed under mai l  control by  the 
Sec retaria t. 

The file is a rra nged a lphabetica lly by  name o f  orga niza-· 
tion  o r  individ ua l  addres sed.  It  includes b reaks for 
White H ous e correspo ndence, Director's memora ndums, 
Regions , Cong ress ior:.a l  C orr.mi ttces an<l mul t:i. -a.dd res sed 
c orrespondenc e,  as well as the s ta ndard a lpha betic 
breakdowns .  

S e t  up  a new file eac h year.  Retire to SHA 
e very 2 years . Trans fer to  WNRC 3 y ears 
therea fter.  Dis p os e  of when 20 years old.  

4 4 . Chronologica l File - The file cons is ts of an 
e x tra green copy of letters prepared by the Secretariat . 

Dis pos e of  whe n 1 year old.  

Data Center 

The Data Ce nter, u nder t he s upervis ion of  a Center Chief, 
c ontracts f o r  a nd otherwis e procures mas s  data with which 
OMBE a nalyzes  the s ta tus of minor ity bus iness  enterpris e  
nation-wide a nd appra is es the progress  and  impact  o f  MBE 
progra ms ; des igns a nd imp leme nts c om prehe ns i ve da ta ma na ge
ment s ys tem (s ) ;  prepares specia l a nd recurring infor ma tion  
summa ries ahd reports ; does  in-hous e  computer p rogramming  
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and mai ntai ns liaison wi th comp uter faci lity ;  mai ntai ns  
liaison wi th data s ources such  as  Bureau of the"-U· Census; 
works  wi th OMBE users of i nf ormati on to d etermi ne thei r 
i nf ormati on requi reme nts , and desi gns f ormats and p ro
cedures to meet requirements ;  and generally procures 
and mai ntai ns data which  wi ll, on a s  current a basi s 
a s  p ossible ,  relate s tatus and p rogress of OMBE p rograms 
agai nst OMBE goals a nd objecti ves . 

The maj or files  mai ntai ned by  the Center p ertai n to the 
Busi ness Assistance Report system which  provides  d ata  
o n  the  perf orma nce of  all  OMBE funded organi z ations i n  
f ur ni shi ng servi ces to mi nori ty busi nesses wi thi n each 
r egi on or under head quarters moni tori ng.  These files 
i nclude  source data reports, magnetic tap es, machi ne  
p ri ntouts, and speci al stati sti cal hi ghli ght reports  
p eri odi cally summariz i ng the  funded  organiz ati on's and 
OMBE ' s  own pert orma nce i n  meeti ng establi shed OMBE goals.  

Certai n of  the ADP records i nv ol vi ng  the Bui ness Assi st
ance Rep ort are mai ntai ned i n  other offices than the 
Data Cen ter . The raw u nedi ted magnetic tapes  i nvolved 
in transc ri bi ng data from so urc e doc uments to machi ne 
l a nguage �re mai ntai ned by the contractor ( Dynamic Data) . 
The contractor prepares these t apes  whi ch must be edi ted 
and cor rected and r etap ed before the data can be i nputted 
into t he system . The edited inp u t  tape, the di sk data 
base and all  outp ut types are  mai ntai ned b y  the ADP 
Operati ons Di vi sion, Of fice  o f  the Secretary .  

The  temp orary edi t a nd upd ate prin touts used i n  edi ti ng  
the  raw .tra nscri bed data  are mai ntai ned i n  the Commerce 
Bui ldi ng by  a contractor ( Gi ll Associ ates) who performs 
t he i nput  edi t  fu� ction for  OMBE . The remai nder of the 
p ri ntouts are  mai ntai ned in the D at a  Center.  

45 . Program Sub je ct File - I ncomi ng and outg oi n g  
correspondence and relate d  docume nts ref lec ti ng  the 
acti vities of the Data Center in  operati ng  the automa
ted and ma nual performance reporti ng systems coveri ng  
the  ope rati ons of  OMBE fund ed organi z ati ons  a nd F ederal 
Government acti vi ti es in f urtheri n g  mi nori ty busi ness 
enterp ri ses.  

R ep resentati ve subject headi ngs  i l lustr ative of  the scope 
and content of  the file i nc lude : I ncomi ng C orresp ondence, 
Outgoing Cor respond ence, Eva l uati on  Technologi es, I nc . , 
OMBE F u nd ed Organi z ations, Overtime  Authoriz ati on, John 
Adams Questi onnnai re -St udy, Memo to  the Record,  Inter
agency S ubcommi ttee on Data,  Cons ulti ng Services Program, 
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Minority B u siness Performance File, Busines s Assistance 
Report , Cl ient Data Report , W. Gill and Associ. Contra ct, 
Federal Civil Rights Repor ts , Goals  vs . Performancei. 

Set up new file every 2 yearsi. Move active 
files forwardi. Dispose of all o thers when 
2 years oldi. 

4 6 .  Ad minist rative Subject File - The file consists 
of off ice  reference copies  of time and attendance reports, 
personnel material, trip reports , and travel d ocuments , 
and the likei. 

Dispose of when 2 years oldi. 

47 . Chronolog ical File - The f ile cons ists of an 
extra c opy of r.orrespondence prepa red in the Data Center . 

D ispose of when 2 years oldi. 

48 . Data Highl ight Summary F ile - This file consists 
of record cop ies of per iod ic h ighl ight OMB E  performance 
data s ummary reports reflecting the key c umulat ive d ata 
extracted from the Automated Bus iness Ass istance Repo rt
ing Sy st em ' s  compute r i zed monthly s ummary repo rtsi. It  
also  includes the period ic h igh light summary cumulative 
repo rts on Federal Government pe rfo rmance in further ing  
minority bus iness enterprise and the like . ./(J,,,YLK,;,e:.-,-1 il-r 

�1e-r. Y11) �  � c . F, ; t&Av' � / /n ,  
Permanent . Retire t o  S HA when 5 years old . 
Transfer to  WNRC 3 years therafteri. Offer 
-to National Arch ives 20 years thereafter . 

49 .  Backup Ed it Report s - Reports from Gill A ssoc ia
tes , ed it ing contractor, cover ing spec ial  edit  and other 
AD P operation s in connect ion with the Bu s iness Assis
tance Report sy stemi. 

Dispose of when 3 ye ar s oldi. 

50 . Sour ce Document s ,  M B E  1 15 , Bu sine ss As si stance 
Reports - Or iginal source docume nt reports, MB E 11 5,
and Batch Co ntrol Sheet s ,  M BE  1 21, sent in as  required 
in reporting on each service pe rfo rmed for m inor ity 
businesses by OMBE fund ed organ izat ions, such a s  con
tractor s or g ran teesi. The se reports are the source 
documents fTom wh ich magne t ic tapes are prepa red for 
mac h in ing of the Bus iness Ass is tance Reports . 
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The forms are arran ged by headq uarters contracts , 
a nd by regions , and by mont h th ere u nder.  

Set  up a new f ile each fiscal  year.  Retire 
to SHA 2 year s  later.  Dispose o f  1 year
later. 

5 1 .  B us iness As s is ta nce Report Logs - Seven 
vis i ble index books containing a s heet for e ach funded 
organization ,  for recording the receipt of each MBE 
1 15,  B us iness As s is ta nce Report received from the orga
nizations with one book per region and one for national 
funded organiz ations . 

Dis pos e of when 3 ye ars o ld .  

(Machine Pri nto uts of  Business As s istance  
Reporting S ys tem) 

52 . N ine B us iness Ass is tance I ndica tor Report -
Monthly printout provid ing  s ummar ies by contr actor, 
region , a nd national OMB E, of the nine major business 
ass is tance s erv ices provided minority bus iness by
OMB E funded organiza tions . 

Dispos e of  when 3 years old . ( See I tems 
60  and 61).  

5 3 .  Detailed Summary B us i nes s Ass is tance Re port -
Monthly s umma ry printout  p roviding detailed data by 
contr ac tor, region, or National OMBE,  of bus iness 
as s is tance s e rvices p rovided by OMB E funded organiz a
tions . 

Dis pos e of  whe n 1 year old.  ( See Item 62 ) . 

54 . Monthly Client Pe rformanc e Report - Monthly
pr int out providing detaile d  data on the t ype of 
as sis tance and des c riptive information on each minorit y 
bus i ness  client s er ved by OMBE fu nded organiz ations . 

D is pose of when 1 ye ar old .  ( See I tem 62 . ) 

55 . Edit and  Update Pri ntout - Printou t used to 
check ac curacy of t apin g  of s ource document busi ness 
assis tance"-U' reports"-U. 

Dispose of when 6 months old .  
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(Magnetic Disks and Tapes 

-

for the B usiness  
Assistance Report) 

5 6 .  E nd of Fisca l Y e ar C um ulative U pdated Data 
Base Disks - These disks  are retai ned to provide the 
capability of preparing a sta t us report on the data 
base at the end of the c urrent end previous f isc al 
years.  

Scratch disk file 1 year after close of  
fiscal year.  

57.  Ed ited Input  Tape for U pdating Disk D ata Base -
These ed ited tapes are inputted into the base approxi
mately once  a week . 

Scratch within 2 weeks.  

58 .  Weekly Disk D ump Tapes  - These  tapes serve  as  
a back- up to restore the disk file that has been updated 
each week . 

Sc ratch wi thin 2 week s.  

5 9 . E nd of Fiscal Yea r Disk D ump Tapes - These tapes 
are outputted to pro�ide the capabili ty of restoring 
the disk data bane as  of  the e nd of  f i scal year . a 

"' .__ .,, .... 

Monthly E x tract S u..'Tlffiary Tapes_60"-U. - These tapes, con-
taining"-U. selective c um ulative data about all the records 
in  the data base, are o utp utted for use in  p reparing  
s uch monthly  printouts  a s  the  Nine  Business A ssistance 
I ndic ator Report.  

Scratch after completion of printouts of  
req uired reports.  (See Item No.  52 ."-U) 

6 1 .  E nd of Fi scal Year  Ex tra.ct  Summary Tapes - These 
tap es are o ut p utted to provide the capability of pre
paring end of  t he fiscal year sta t us printouts for such 
reports a s  the Nine Business Assistance Indic ator Report.  

6 ._, s; t_fe v IJUi,4'\S QC::.\\.:t o.-, ,1!.1 .\: ..\ .. .  
- • (See It  em-.i N o  . 5 2 . )
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D eta iled Reports -

4 f4.x 

e .  Sc:.QA.n.\4- w·tH:iJ ciSCol\-:7"'G" o-n.:.. • �up  Hz. J..a1>e-p  . 1 , (' t\' �C ,-" � :@i ,  • 
Mon th ly Ex tract Tape s  for Clie nt-Edit  and Othe r 

These tapes containing all data on  
sel ecte d  reco rds  in  the  data  base are o utputted  f o r  use 
in preparing such  monthly pr intouts as the Detailed 
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Summary Business Assistance Re port,  the Monthly Client 
Performance  Report  or  o t he r detailed r eports .  The 
mont hly tapes contain only adds and chang e s, and are 
not  cumula tive . 

Scratc h  after  completion o f  r equired mont hly 
r eport s .  (S e e  Items 53  and 5 4 . }  

6 3 .  End o f  Fiscal Year Formatted Data Base Extract 
Tapes - These t ape s are outputted to  pro vide a c apabi
l ity for printing out all informa tion about all r ecords 
in the data base as of the end of  a fiscal ye ar . 

.Sc 1'2-A-n.. � tt;>lte,:) E;i 8s.c, u..--re o e.  .£u�61Ul'?l.>(5.l>, 

0 P?\ e, : 1c( � ::
ancial Management Branc h 

aet:etiR f@rtftB:ftCRre,i--y .. fU, 1 ,b c2t:l'k . ./A"' Jl . ..  , e  . .J- , _  1 ;- •c j 

The Financial Management Branch,  under  the super vision 
of a Branch Chie f ,  prepares  OMBE budget  propo sals and 
supports t he Director in his budge t  j usti fications 
before  the Secretary ' s  Office , 0MB , and the Congress ; 
prepares internal budg ets  and allocations o f  funds 
for th e ir management by indi vidual OMBE 

nd Pro ram 
an the  

n accounting �»m 1 ��roZA-Tic� 

offic e s ;  main-
tains liaison with the Office  of Budg et  --�oNc��r� 
Analysis on budge ta ry matters and wi th EDr. 1:>e:✓st..l) P,..,sl'J , 

O ffice o f  Financ ial Management Servic e s  
mat ters ;  prepare s  and monitors financ ial plans ; ccordi-
nates wi th other  ag encies on financial matters of mutual  
interest ; and pr ovides top  manag ement wit h r ecurring 
and special reports on obligations ag ainst allocations , 
and o ther financial status reports . 

The program expense printout r eports received in the  
branc h are prepared for OMBE by  the  Accounting Di vision 
o f  the  Economic De vel0pment Administration . The  Admin
istrative expense printout reports received in the 
Branch are prepared for OMBE by the Central Accounting 
Division of the Office  o f  the Secretary . The related  
magne tic tapes are available at the central Department 
ADP Operations Division and copie s  of the printouts 
are  also maintained in the preparing o f fices .  

Documentation on the de velopment o f  OMBE budg e t s  is also  
a vailable at the  Office of  Budget  and Pr ogram Analysis, 
Office of the  Secre tary . 

6 4 .  Budget  Sub j ect Files  - Files r e flecting the  OMBE 
futur e fiscal year budget  deve lopment activities by the  
Br anch and the  budg et execution activities for  the  
current fiscal ye ar . The  file is arranged  in accordance 
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with a coded sub jec t c lassification system .  Typical
subject head ings include: Revi ew Memorandum, B ud get 
Req uest to t he Secretary, OMB/P resident  B ud get, 
Congressional Justification/Bud get Request to  
Congress, Month ly and Qua rte rly P lans  to OBPA, 
Sa la ries and Equipment Obligati ons, I nquire s, 
B usi ness Development  Organi za tions, Business Resource 
Center, Expe riment and Demonstration, P ri nting and 
Rep roduction.  

Documentation covering the  overa ll  bud get i s  maintai ned 
i n  the Office of Bud get and Program Anal ysi s o f  the 
Office of the Secret a ry .  

S e t  up  a new file e ach  fi sc al year .  Retire 
to  SHA whe n 5 years old . Transfer to  WNRC 
3 years the reafte r.  Dis pose o f  10 y e ars 
the reafter . 

65 .  Chro nologic a l  Fi le - The file co nsists of an 
e xtra c op y  of each item p repa red in  the o ffice.  

Dispose o f  whe n 3 ye ars o ld .  

{P rintouts) 

6 6 .  Ac cou nting Records Suc p lied bv EDA on  P rogr am 
Expendi  tu. re s .  

a .  Cumulative P rog ram P r intout listings a s  
follows: 

AC 0 7  - Monthly report o f  p rogram funds 
by  locatio n .  P ro jects a re 
listed by State.  

AC 10A - Monthly re port  of rese rvations  not 
complete ly obligated; a yearly 
li sting  i nd i cati ng r ese rvations, 
by p roject,  for  which obligations 
are  not  on record .  

AC 12A Monthly report of obligations 
not comple te ly d isbu rsed , consist
ing  of  a cumulative listi ng, by
p roj e ct, o f  undisbur s ed balances .  

AC 17 - Week ly sub-number work list, com
prisi ng a r e fe rence list o f  all  
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b .  

proj ect identific ation numb ers  
stor ed in  the data base and 
cross refer ence to accounting
c odes . 

AC 2 6  - Monthly repor t  cr oss r e ference 
list of proj ect numb er s  com
pr is ing an  alphabetic l isting 
of  proj e cts in  the data  bas e  
cross refer enced to accou nti ng 
codes and pr oj ec t I . D . number s.  

AC 28 - Monthly repor t of accr ued 
expenses, b y  act ivity, appro
priat ion , and b y  proj ect .  

ED 7 4  - Weekly proj e ct accounting record , 
compr ising an  ind ividual cumula
tive record for each contract, 
gr ant, or  other funded or ganiz a
tion  showing all  accou nting 
tr ansactions.  

Dispose of  above pr intout rep or ts when  
s uperseded by  new pri ntouts.  

S tatus re port progr am pr intouts as  fol l ows : 

AC 0 8A - Weekly repor t  on pro gr am fu nds 
comprising  a cumulative s ummar y  
of ob ligations and outlays b y  
appropri ations a n d  activity. 

AC 08B - Monthly repor t  of  pr ogr am funds 
by  appropr iation and ac�ivity
showing a cumulative summar y 
of  ob ligations and outlays b y  
OMBE Region. 

AC 0 8F - Weekly repor t  of  program  funds 
b y  a ppropr iation and activity
showing monthly cumul ative data . 

AC 25 - Quarterly status of funds repor t  
showing allotments  versus ob li
gations . 

AC 25A - Quar ter ly code  error listing repor t  
on proj ects subj e ct to rec lassifi
cation .  
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- Monthl y re port • net d i sb u rse 
ments by ap propriation, activi
ty,  and subactivity.  

D ispose of above pr ogram printouts when 
3 year s old . 

6 7 .  Administrat ive Cost State ment Printouts 
Prepared by Central A ccounting D ivision, O ffice of 
t he Secretary.  

a .  Compl ete edition of fiscal  year e nd 
summary s tatements of all cost statemen t  
printouts coverin g  administrative ex pe nses .  

Dispose when 3 years old . 

b .  Month ly administrative cost stateme nts 
p rint0uts as  follows : 

# 33 - Consolidated expense report showing 
project,  locati on,  appropriati on, 
and object clas s.  

# 37 - Ex pense report by  project  showing 
object class . 

u 3 8  - Expe nse report by proj ect afld loc a 
t ion wit hout object class . 

# 3 9  - Expense report by project and loca
tion showing object class . 

Dispose of  above p rintouts whe n 3 years old.  

c .  Biweek l y  National and Regi onal Payroll Cost 
Statements Printouts  as  follows: 

Detailed statement on costs of pe rsonal 
services . 

Personal services statement by employee 
cost only.  

Personal services s tateme nt by  location 
only.  

Cumulative manhour repor t .  " 

Dispose o f  above printouts whe n 3 years  o ld .  
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d .  Monthly a ccountin g journal re cord print
o ut (Brid ge Report) showi ng  obl i gation s and 
p a ym ent s a gain st obli ga tion s to bri dge to  
co st s. 

D i spo se of when 3 year s old . 

Information Center 

The Information Center,  under t he supervi sio n  of a Chief 
of Information, provide s support to the Dire ctor in  p ubli c  
affair s ;  serve s a s  the focal po in t  within OMBE for provi 
d i n g  the ge neral p ubli c  with information regardiin g OM.BE  
pr ogram s and act ivitie s ;  handle s public  inquirie s and 
req ue st s for information ; pro vide s a s si stan ce and sup
port to the Re gional Offi ce s and t he re st of OMB E  in the 
p reparation and di stribution of publicatio ns, spee che s, 
d i splays, and pre sentation s ;  and mainta i n s  a center for 
the development, colle ction, surr.marization and d i s semina 
tion  of information and to  aid  per so n s  and organization s 
thro ugh o ut the Nati ona i n  the e stabli shment and opera
tion of minority  busine s s  enterpri se s. 

The d i ssemination a nd mailing of d i stribution copie s 
of OMB E p ubli cation s i s  handled for OMBE by  the Office  
of  Admini strati ve Servi ce s  and  Procurement. 

6 8 . P ubli c  Af fair s Program Subje ct File - The f i l e  
refle ct s  t h e  a cti vitie s o f  the Chief o f  Information 
and of the Information Cen ter (formerly the P ubli c  
Affair s and Congre ssi onal S taff) and i s  the ba si c sub
je ct f i le for the Center. It i s  mainta ined by  the 
Se cret ar y  to  the Chi ef, and con si st s of incomin g and 
o ut go i n g  corre sponden ce and rel ated material s. 

file of Albert Horton, who served 
to  the D ire ct or of  OMB E. 

Repre sentative subject s illustrative of the scope and 
content of the f ile incl ude : Football Pla yer s on OMBE 
Staff, Franchi ses,  In stitute for Minority Busine s s  
Ed ucati on, Minority  P opu lation,  Pre s s  Conference s, 
Spee che s  and Article s, Cit y  and State Mini p rofile s, 
F unded Orga z ati ons . Ba sic docume ntation on such infor 
mation ser vices matter s  i s  a l so ma inta ined in  the f ile s 
of the Office of the Director of OMBE. 

Included in the f i le is the 1971-1973 pro gram  subje ct 
a s  Special  A s si stant  
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S et up a new file every 2 year s .  Retire to 
SHA 2 years later.  Trans fer to WNRC 3 years
the rea fter . D ispose of  when 10 years old . 

6 9 .  Chron ological F ile - The file con s is ts of an 
e x tr a  copy of mater ia ls prepared in the In forma tion 
C en ter.  

D ispos e of  when 2 yea rs old.  

7 0 .  P ress Rele as e  File - T he file cons is t s  of a s e t  
of  OMBE p ress releases  mainta ine d in three r in g  binders . 
C op ies of the press releas es are also ma intained in the 
Office of the Secretary.  

D ispose  of  when 10  years old.  

7 1. Newspaper Clipp in g  File - T he file of c l ipp in gs 
of articles on or relating to OMB E and minority bus iness 
enterprise is arranged chron ologically"-U. 

D isp ose of when 1 yea r old.  

7 2  . B iography and P e r s onnel P hotograp h  File - The 
file con s is ts of  record and dis tribu tion c opies  of 
b iog raphies and ph otographs of the OMB E D irector , 

IA ,I� 1 _Q_eputv D irector G. nci six Reg ional D i rectoE s .  _ ------�� � 
· 

}, j..t")/"<" Arranged alphabetically by surname . Volume to date 1 c .  f ;  EAV 2 in . Black & 
white photos-original negative & cap�i one d pr;nt .( i f  �vai lab�e )  ; color �hoto�-

color negative , captione d print , & inter-negative ( i f  
_(!P.'o) 
'< 

ori�inal transparency or, ,.��v f Break file every five years . Offer to NARS whenavailable )  . Permanent . not,, 
.�.9nP::e:r nee dedJor_ admin�s_t;-ati_ve _ty.J �?\t,:-1 ./.'i"1 , "" ,:1 OMBE Publications  Record Copy File

0.lr�o' 
�s� gr when 10 years_ o�_d . . 

T he fi le 7 3 . 
cons is ts of record copies  of th e OMBE per iodical "Acces s "  
and its p redeces s or " Out look , "-U" as well as collected 
cop ies of oc.,c as i onal  OM.BE gublica ti_ons . ��.,� ���...dy
��u�"-U'-ifl�' tlt"'i> = '/-c,  F. €/ff::: 4c, ,,e.  

1/. P ermanent.  Retire to  SHA when 1 0  ye ars o ld . 
Trans fer to WNRC 1 year the reafter . Offer for 
trans fer to  N ationa l Archives 20 years there
a fter. 

7 4  . Promotional Photograph  File - The f ile cons i s ts 
of  photographs of events of a promotion al n ature s uch 
as  contract s ign in gs of bus in ess  development  or gan iza
t ions , p romotional  award s for f1.1 therin g  minority bus i
nes s en terpr-is e and confer ences and  meetin gs , and als o 
phot.ograhs us ed  in t he per iodic al  "Acces s . "-U" 

Arranged alphabetically by promotional event title . Volume to date 6 c . f ; EAV 
10 in . Black & white photos-original negative & captioned print (•if  available )  : 
color photos-original transpa,rency or color negative , captioned print , & inter
negative ( i f  available )  . Permanent . Break file every five years . Offer to 
NARS when no longer needed for administrative use or when 10 years old . 
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Set up a new fi le every - 2  yearsi. Re tire to 
SHA 2 years later . Trans fer to WNRC 3 years 
therea fteri. Dispose o f  whe n  10 years o ld .  

6 9 .  Chrono logica l Fi le - The fi le consists o f  a n  
extra copy o f  materia ls prepar ed i n  the Informatio n 
Centeri. 

Dispose o f  when  2 years o ld .  

70 . P ress Re lease Fi le - The fi le consists o f  a set 
o f  OMBE press re leases ma intaine d  i n  three ring bindersi. 
Copies o f  the press re leases are a lso maintaine d  in the 

, O f fice o f  the Secretar y .  

Dispose o f  when 10 years o ld .  

71 . Newspaper Clipping Fi le - The file o f  c lippi ngs 
o f  artic les on  or re lating to OMBE a nd minority busi ness 
enterprise is arranged  chrono lo gica lly . 

Dispose o f  when 1 year o ld .  

7 2 . · o graphy a nd Personne l Photo graph Fi le - The 
fi le consis record a nd distribution copies o f  
biographies a nd p raphs o f  the OMBE Director , 
Deputy Director a nd six ·ona l  Directorsi. 

Retain recor d  copy perma nent 
every 10 yearsi. Trans fer to 
O ffer to Nationa l Archives 20 

73 . OMBE Pub lications Recor d  Copy Fi le - The fi le 
consists o f  record copies o f  the OMBE perio dica l "Accessi" 
and its predecessor "Out look , "  as  we l l  a s  co llected 
copies o f  occasio na l  OMBE pu b licationsi. 

P erma nent . Retire to SHA when  10 years o ld .  
Trans fer to WNRC 1 year therea fteri. Offer for 
trans fer to Nationa l Archives 20 years  there 
a fteri. 

7 4 .  Promotiona l Photograph Fi le - The fi le co nsists 
such 

tionsi, promotiona��ds for futhering minority busi
ness enterpr�se and co nf�ences a nd meetingsi, a nd a lso 
photograhs use d in the peri�l "Access . "  

o f  photo hs o f  events o f  a promotionail nature 
as contract s 1  : ngs o f  business deve lopme nt orga ni za 
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7 5 .  Backgrou nd Material for "Acces s "  - The file con-
s i s t s  of back ground material s  on articles ,  drafts,  and 
t he like on is sues of the periodic al "Ac ces s "  and i t s  
precedes s or " Out look . "-U" 

Dispose  of individual docume n t s  or contents  
of file  folders  when  they  have served thei r 
purpo s e .  

7 6 .  Ex hibit Pla nning File - T h e  file c o n s i s t s  o f  
papers per taining to planning f o r  dis plays a nd appear
a nces at  various exhibitio ns . The folders contain 
copies of contrac ts , purchase orders , agendas  of  meetings
s hipments  papers, a nd the lik e .  

Dis pose  o f  when 6 years old . 

7 7 .  Routine Reques ts  for Informa tion  or  Public a tions -
The file cons is ts  of r eques ts  forms or corres pondence 
per tai ning to  routine reque s ts f or infoma tio n or pub li
ca tion s  perta ining to  minority busine s s  enterpr is e .  

Dispose  o f  when 6 months old.  

78 . Dis s emination of OMBE-Re lated Med ia Art icles 
File - The f il e  cons is ts  of  tr ans mit tal memos and copies
of various media  articles  or othe r publi s hed material s 
on  minority  enterprises  that  were diss eminated throughout 
OMBE head quarters  or r egiona l offices to  keep  them i nfo rmed 
of s uch publicity.  

Dis pose  of  when  1 year  old . 

7 9 .  Adminis trative Subje c t  File - Contains office 
copies of  papers relating to s uch housekeeping activitie s  
a s  time a nd a ttendanc e ,  requis i tions  f o r  procurement, 
travel or pers onnel ma t ters . OMBE d ocumenta tion on s uch  
matters is maintained within the  Admini s t r a tion Division.  

Dispose  of when  2 ye ars old . 
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PL.ING AND EVALU ATION DIVI S II 

The Pla nning a nd Evaluation Divi sion , under the supe rvi
sion of an A s si stant Director for Planning and Evalua
tion, analyze s and advi se s  the Director on international 
and national condition s and trend s that bear on O M B E' s  
mi s sion and g oal s ;  pro vide s economic analy se s in  rupport 
of ongoing program s and activitie s ;  advi se s  the Dire ctor 
on  long range goal s ;  coordina te s developme nt _  of annual 
ob jective s ;  conduct s special planning studie s ;  de sign s 
overall sy stem s for monitoring, tracking, and reporting 
program progre s s ; make s continuing and special e valua
tion s of the  i mpact of  M B E  program s nationally,  monitor s 
overall M B E  program performance ; re commend s policy
governing OMBE ' s  r e search /demon stration effort s ;  in 
con j unction with Regional Direc tor s, de sign s pilot  and 
demon str ation pro ject s ;  develop s standard s and g uidel ine s 
for use in moni toring and e val uating pil ot and demon str a
tion pro ject s. 

The Di vi sional organi zation, in  addition to t he Office 
of the A s si stant Director for Planning and Evaluation , 
co n si st s  of a Planning Branch, an  Eva l uation Branch and 
a Re search Staffi. The Planning Branch a s si st s and advi se s  
the OMBE  Director a nd the Executive Staff in the sett ing 
of ob jecti ve s  and goal s  and in funding and implementing 
approv ed cxpcndi turGs for car ryin9 ou  l� the OMB E program .  
In  addit ion, amon g it s d utie s, it  cond uc ts d emon stration 
pro ject s which, after they have been te sted and e valuated ,  
m a y  be spun off a s  ope rational program s or pro ject s .  

The Evaluation Branch de sign s a nd admin ster s sy ste m s  for 
monitoring and tracking the progre ss  of the total minority 
busine ss  development effort. I t  evaluate s the re sult s 
of OMBE  programs and p �:o j ect s again st e sta bli shed goal s 
and ob jective s and for their imp act on the growth of 
minority busine ss. 

In  addition, among it s d uties , it  de sign s reporting 
requirement s to be levied on  contractor s  a nd grante e s  
b y  which their impact and progre ss  can b e  mea sured. 

The Re search Staff pro vide s o verall direction to  re se arch 
performed by  contr actor s, con sultan t s, or OMBE  staff to  
te st new  way s to a s si st minor ity  busine s se s  or  to  ove r c ome 
the special problem s of min ori ty busine sse s. It  develop s 
and maintain.s use ful data on the sc ope, character i stic s, 
and other facet s cf minority b u sine s se s  which may have 
applicabili tyi to OMBE  p rogr am s. _i
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P rior to the&. ne 19 7 6  OMB E reorganizat .li, the prede
cessor orga niza tions i n volved in  such activities 
included the Program Resea rch a nd D evelopme nt S ta f f  
and  the Pla nning a n d  F valua tion Branch o f  the former 
Fie ld Operations and Administration  Divisio ns.  These 
predecessor orga ni za tio ns were e stabli shed by  Depart
ment Organiza tion Order 25- 4B, A�g ust  3 0 ,  1973, under 
which the OMBE regi onal  decentra lization program wa s 
esta blished.  

While the Division ha s a B ra nch a nd Resea rc h Sta ff  
organiza tiona l  s tr ucture, the  record s ha ve been  cen
tral i zed a nd ma inta ined a t  the Divis iona l level .  
Th ere fore, this sc hedule ca nnot reflect the B ra nch 
structur e .  

80 . Central Division Subject F i le - Thi s file 
consists of subj ectivel y file d mat e ria ls, other tha n  
proj ect materialn ,  reflec ting the pla nning, evalua tion, 
a nd research fun ctions of the Prog ram Pla nning and 
Eva lua tion Di vision or its predecessors such as  those 
of the forme r Program Resea rch a nd Development Sta ff  
or the  Program Pla nning a nd Evalua tion B ra nch  of the  
fo rmer F ield O pe ra tions a nd Administration Division.  
The file is  centra lly maintained by  the Assista n t  
Direc tor 's O f fice a nd should conta i n  the program a nd 
administ ra tive s ub jec t files of all three of  the Division 
bra nches as well as  tho s e  of  the A s s i s tan t Director for 
Pla nning a nd Eva l uatio n .  A numerical d ec imal type
classif i cation system ha s been a p plied . 

Set up  a new fi le every 2 years  a nd bring
forward ac tive ma terials into the new file 
a s · "-Uneeded. 

Dispositi on of  the file sha ll be as  follows: 

A. Admini stra ti ve Subjects 

( 1) S uc h  p rima r y  administra tive subject
mater ials  a s: Admi nistrative Mana ge
ment ,  F ina ncial Manag ement  a nd Per
sonnel  Mana gement .  

Dispose o f  when  2 yea rs old . 

( 2 )  Such primar y  administrative subject
ma te rials  a s :  Orga niza tion a nd Public 
and  Congressiona l  Affa irs, and Ex terna l  
Communication s .  

3 3 , 
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Retire to SHA every 2 years, Tra nsfer to 
WNRC 2 yea. rs  therea fter . Dispose of  6 
yea r s  thereafter.  

B .  Progra m  S ubjects - Such  program subject 
materia ls as B usiness Development a nd 
Support f Information Ma na gement, a nd 
I mprovement Ma nagement, except for those 
s ubordi nate subject materials  listed 
under Pa rt C below of  th is item "Perma nent 
Subjects," a nd the  materials  under  Item 81 
" Fund i ng a nd Imp lementation  File", a nd 
Item 82 " Ma nagement by Objectives File, 
whi ch a re l isted separately from"-Uthis 
subject.  

Retire to SHA every 2 years .  Transfer 
to WNRC 2 years therea fter.  Di spose of  
6 years therea fter.  

C .  Permanent Subjects - Such  selected subordi 
na te subJ ects from the Central D iv is ional 
subject file a s :  Cri teria for OMB E  Experi 
ment and Demonstrati o n  Projects, General 
I nd us try/E co nomi c Data , Talki ng a nd Position 
Papers ( Ge nera l ) "-U, Eva lua t i on P rogram Po lic ies 
a nd Procedure s ,  P la nnl ng B ra nch  Program Plan s ,  
Research Sta ff Program Pla ns. #YY��f'4"-U�,1.t..6,...J,,�/?, 
VIP -=- f">-'- · �- ;  �nit..,, / , n ,  

Per ma nent.  Retire to SHA every  4 yea r s. 
Tra ns fer to WNRC 2 years  thereafter.  
Offer to Nationa l Archives 20  yea rs  
thereafter.  

81 . Fundin g  a nd I mplementation File - The fi le con-
sists of  a nnual s ubmi ssions of p roposed funding  plan s 
for gra nts, contracts, a nd other proj ects from both 
headqua rter s ,  Divisions a nd offic es  a nd Regi ona l offi ces 
t hat  are  app roved by the Director.  Also included are 
proposed modi fica tions  or fu ndi ng cha nges requ iring 
Di rector ' s  approva l i nvolved in i mplementing the pla n ,  
a nd justifi ca tion sta tements to gu ide t h e  OMB E  t o p  offi 
c ials  in  determining  expenditures.  

T his file provid es  a basic overa ll summa ry of a n nua l OMB E 
proj ects,  contracts,  gra nts,  a nd othe r funded a cti vities 
whi ch together  comp rise the tota l  fu nded OMB E  program ."-U�Y4pf-c.ci 
o/ dJe.. . YT"-P - /c, F. ;  e:,4-v=.. , , ..., ,  

Perma ne n t o  Retai n in  office for 4 yea rs.  Reti re 
to SHA a nd tra nsfer to WNRC 5 yea rs the rea fter.  
Offer for tra nsf er to Nati onal Archives 20 yea rs 
thereafter.  
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�0� 82 . Manag eme nt by Object ives File - The file cons ists 

of papers conc er ned wi th manageme nt  by o b jectives , •.,r�6 v. ,ti'"-U. Secretarial obje ct ives, annual objecti ves by fiscal  year
£,,z�l �/ and joint  OMBE/ SBA activities . ;:;,;,,;cWfu:f 4,.,.�✓� ,4,�e-cr:

IIT9 � l),, C, F:. � G'"A-V :::- / f 11 'ti'� ,""'_):
�
,v P ermanent.  Retain  in o f f ice for 4 years . �" efafll"_ I Retire t o  SHA and trans fer t o  WNRC 5 years&t thereafter.  Of fer t o  N a t i onal A rchives 20 

years therea fter .  

83 .  Pro jec ts - Proposals Cas e  Folders - Case folders 
o n  projects of  the Progr am Planning and E valuation Divi
s ion or its  p recedes s or organiz a t ions carried out  by 
contr ac t ors,  grantees , or i n ternally within  the D ivis ion 
reflec t i ng its plann ing ,  evaluati on, res earch, demons tra
t ion activit ies . Thes e cas e folders s erve as  the o f f i 
cial records o f  Divis ional proj ects carried o u t  ei ther 
internally within the Divis ion or by OMB3 grantees . For 
con tracted projects , the contract  files of  the Contrac t 
ing Off icer, maint ained b y  the O f f ice o f  Admi nis t ra t ive 
Services a nd Procuremen t of the Of fice of the Secretary 
s erve as t he off icial files cover ing any of  the con
trac ting as pec ts of thes e D iv is i8 nal projects . The 
D ivision ' s  contract  project cas e fold ers , however, are 
n eeded to  document the relationship  of  OMBE to  the con
trac t or o n  s uch matters as con tractor  performance in  
mee t i ng the terms  of  the  c on tra c t , and the D iv is ion ' s  
rel a t ionsh ip prior t o  formally entering into  the con
t ractual  rel a tions hip.  

The Departmen t ' s  Contrac ting Officer  relies  on OMBE to  
furnish  him needed documen tation  for  contrac tor cla ims 
or l itiga t io n  conc e rning nonpaymen t  because of non
perf ormance by the contrac tor to  mee t the s p ecificat ions 
of  work to  be  perf orm�d . 

The project case folders contain  s uch  records as :  
incoming and outg oing cor res pondenc e  relating t o  the  
project;  papers refl ect ing Di vis ion liaison  with  con
trac tors or grantees ; cop ies of  d ocuments reflect ing 
con t rac tual Divis ional - contractor/g ra ntee rel a tionships , 
s uch  as proposals ,  interim reports , cop ies of  contracts  
or  grants , and s ta tements  of  project  method ology;  final 
s ummaries of  data  e s sential to  the prepara tion o f  the 
f i nal report  or subsequ e n tl y  p re pared OMBE analys is ;  
a nd draf ts and f inal re ports  reflecting the  res ults  of  
the p rojec t .  
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Upon complet ion of a proje ct, assemble all  papers 
necessary f or i nclusio n  in  the pr oject case f o lder 
and f ile them within the DiviE i on central f ile.  

Retire  to  SHA every  2 years.  Transf er  to  
WNRC 2 years thereaf ter .  D ispose of 6 
years thereafter.  

84 .  Project Q uestionnnaires and Preliminary
Tabulat ions File - The fi le consists of q uesti o nnaires 
othe r survey collec tion papers and preliminary tabula
tion  materials of  pr ojects carried out  internally by
the Division or by contractom"-Uor grantees but  does not 
inc lude f inal  summaries or othe r analytical data  
necessary to doc ument the  f inal  report submitted.  

Dispose 1 year af ter ess ential  inf ormation 
has been ta bu lated . 

85 . Proposed Projects - Pro posals File - This f ile 
consists of proposa ls and rela ted materials f or p roj ects  
generated internally in  the  Division or received f rom 
potential contractors or gra ntees and mai ntained until 
the pro ject is f ormally a uthorized or it  is decided not 
to a uthorize the p roject and it is  denied or w ithdr awn.  
The f ile is  only temporary and for  preauthorization
materials for  authori zed projects.  

A.  A uthorized  Projects - Bring f orward 
preauthori zation  materia ls to the 
case f older for an  autho rized proj ect 
after it is  set up.  

B.  Denied , withdrawn, or nonacted upon p ro-
posals. D ispose of  when 2 years old . 

86 . Final Pro jec t Reports and Divisio nally Pre-
Pared Analytical Pa pe rs File - This is a collected set 
of f inal proj ect report s ref le cting  the resul ts  of 
D i visional proj ects carri ed out inte rnally or by
contract ors  or gr antees, and also for"-Ua ny internally 
prepared Divisi ona l analytical papers that are based on 
the project f inal reports.  Such  a collection of results 
of proje cts may dupl icate information ma intained in  p ro-
ject case folders, but a re of  va lue in  that they p rovide 
off icials or othe rs with a convenient  source of summary 
materi al s on minority business plannin g ,  � l ua tion , 
re search, or demonstra tion activit ies.  ���'4 �11. "#'IL 

vr.v-- 7C. �) e-A-v -=- 7 tllL ,  
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P erm an ent. R etir e to S HA when no  long er 
n eed ed for curr ent bu sin e s s. Tran s f er to  
WNRC  2 y ear s lat er . Off er for t ran sfer 
to  t he Nation al Arc hiv�s  20 y ear s ther ea ft eri. 

87 . Divi sion or B r anc h C hrono logical File - Thi s  
file con si st s o f  copies  o f  items p r ep ar ed by the As si st
ant  Dir ector fo r Planning and Eva l uation, o r  by the 
Planning Branc h, the Evaluation Branc h, or t he R e searc h  
Sta f f, and main tain ed i n  c hro nological ord er for ea s e  
o f  r e f erence. 

Di spo se o f  when 2 y ear s old. 
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PROGRAM RE SOURC E S  DIVI SION 

T he Program Resources  Di vi si on, u nder the super vision  of  
a n  A ssi stant  Director for  Program Resources, mobi li z es 
a nd generates public and private sector resources (money,  
mar ekts,  management) on be ha lf of mi nori ty busi n ess 
dev e lopment; develops policies and systems to a ssure 
t hat  these resources a re deliverable and are  d e li vered 
loca lly t hrough  the Regi onal Offices a nd t heir  funded 
organiz ati ons; provides tec hni cal support to the Regi onal  
Off i ces  i n  market deve lopment a nd capi tal  development a nd 
ot her speci a liz ed area s ;  mai ntains  li ai son  wi t h  nati ona l 
organi z ations to obtai n or continue t heir  co ntri bution to 
t he development of minority busi ness; manages resource 
development projects whi c h  are nati onal  or mu lti -regi onal 
in scope; likewise develops a nd admi ni ster s  working 
relati onshi ps  a nd agreements with  private a nd government 
orga nizations on a nati onal basi s; develops poli cies a nd 
systems for providi ng minority entrep reneurs  wi t h  manage 
m e n t  education  and trai ni ng ;  evalua tes t he specia l  problems 
of India n entr epr eneurs and busi ness enterpri ses ,  and 
develops policies and strategi es  to overcome  them; 
supports t he Director and t he Sec retary of C ommerce i n  t heir  
Feder a l  coordi nation responsi bilities; develops working  
rel ationships and agr eements with other F ederal  departments 
and agencies  coveri ng t hei r mi nor i ty busi ness a cti viti es; 
eva luates t he mi nori ty bus i ness  development progr ams a nd 
acti v i ties  of i ndividual  departments and agencies; and 
supports the Undersecretary a nd t he Di rector in t he work 
of the  Interagency C ou nci l for MBE and i ts co��i ttees.  

T he Di vi sion is one of t he basi c OMBE organiz ations a s  i t  
or its  predecessors have been responsi ble for  v a ,· i ous  aspects
of  the total OMBE"-Up rogra m or segments of the  program .  It  .
has  been reorganiz ed many  ti mes d uring  the  bri e f  hi story 
of OMBE . 

F rom Apri l 1969  when  OMBE was estab li s hed unti l October 
197 3 when t he Regi onal decentrali z ation o f  OMBE took p lace, 
t he key person ne l  in t he present divisi on were prima ri ly 
c onc erned wi t h  promoti ng mi nority b usinesses i n  t he private 
or non profi t i nstitutional sector of our economy.  From 
April  1969  to September 1969  the predecessor divi sio n was 
k nown a s  t he Business and Professi on a l  Divi si on.  From 
t hen  unti l mid 1970  i t  wa s t he Genera l  Services Di visi o n. 
From then to mid 197 1 it was the Busi ness Opportuni ti e s
Development Division.  F rom then to  the  October 1 9 7 3.dec entrali z a tion  rea li gnment, i t  wa s known a s  the  Pri vate
Programs Di vi sion .  
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With the decentra liz ation of OMB E programs in October 
19 73 ,  responsibility for National or interregional pro 
grams covering a combina tion of th e private a nd govern
ment  sectors wa s placed on  a newly established Na tional 
Programs Divisio n. I n  June 1976 with a shift in  empha sis, 
respo nsib ility for a l l  program r esources available to 
further minority businesses wa s placed"-U."-Uo n  the newly 
esta b lished Program Resources Divisio n. In  additio n ,  the 
Branch structure of the former N ational Programs Division 
was somewhat cha nged  by the reorganiz a tion.  

The Division  organiz ation a t  the time of  this  writing 
. inc ludes the followi ng  or ga niz atio na l unit s  und e r  the 

Assistant Director for Program Resources in  charge  of  
the Division  - a Deputy Assista nt Director for  P rogram 
Reso urces a nd a Specia l Assistant  to  the Deputy Director;  
a National Gover nment Coordinator and Executive Director 
of the Interagency Cou ncil  for Minority Business E nter
prise , an Indian Advisor ; and four Branches ;  namely , 
the National Projects Bra nch , the Market Develo pment 
Bra nch, the Government Resources Branch, and the Capital Development 
Branch. 
Each of  these above listed segments of  the Division main
tains i ts own records ,  with centra liz ed bra nch files  in  
the four branches being attempted.  

Office of  the Assist a nt Director for 
Program Reso ur ces 

8 8 . Director ' s  Program Subj ect File - The file cons ists  
of policy and other paper s the Di rector has ma intained 
reflecting the work of  the Divis ion and its predece ssors 
i n  promoting and dev el opi ng governmen t ,  industry and 
non-profit independent resources to aid and assist 
minority businesses in  achieving the lo ng r a ng e  goa l 
of  parity with a ll other business enterprises.  I nc luded 
are a selection of po licy documents and position statements 
on various types of  financial  management  and mar keting 
r esources availa b le to assist minority bus iness.  

Typi cal subj ects reflecting th e sco pe and contents of  the 
file i nc lude: Greater Horiz ons, Bank of  America Breakfa st  
Meeting, Functional · Statements, OMBE Polic y  Papers (Divi
sional Papers ),  Policy Statements , Program  Initiatives,
Proj ect Fund ing - Responsibili ties, Multi-National Agri 
busines� ,  Minority  Business Purcha sing Counci l, Missour i  
Governor ' s  Conference , I nter- OMBE Memorandums.  

-3 9 -
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Basically the li e  reflects the ac tive inti.est  of  the 
Assistant Director in charge of  the  D ivision from the 
i nception of  OMBE in  pr om� ti ng the  v arious  methog;:; a nd 
resourp ep neeg ed to assist  minor ity bu siness.  Prv�nre,.,:l 

d/�le-ltt,Li-l' ""f�c..r.. V'T!>"-U,:,. le, F,) e�,1"-U-:. / ,;,i . 
P ermane nt.  Set  up a new fi le every 2 years a nd 
bring forward ac tive materi als to the new file.  
Retire to SHA every 4 years .  Tr ansfer to WNRC 
2 years there after .  Offer t o  the National 
Archives 20  years ther eafter . 

8 9 .  Administrative Subj ect  F i le - The file consists of 
office cop ies  of administrative p apers of  the Office of 
the Assis tant Dire ctor for Program Resources c overing  such 
h ousekeeping matters as time a nd attendance , pers onne l,  
administrative matters i n  g e ne r a l ,  and travel.  D ocume n
tation on these m atters is  av ailab le  from the Office of  
the  Secretary and  the Admi nis tr a tion  D ivision of  OMBE . 

D isp ose of whe n 2 years o ld .  

90 . Chronological F ile o f  Assis tant Di re ctor - The file 
consis ts of  an  extra  copy of items prepared i n  the D ivision 
a nd its predecessors kep t  for c o nve nience  of reference.  

Dispose  of when 5 y e ar s  o ld .  

Office of the D eputy Assistant 
Director for Progr am Resource s ,  
including the Special  Assista nt 

9 1 .  Program Subject File - The fi le re flects the re spon-
sibi lities,  as assigned , o f  the D eputy Assistant Director 
a nd his Spe cial  Assistant,  c oncer ning OM.BE progr am_ involving 
b oth the governme ntal and priv ate se ctor s for furthering 
minority business enterprise s .  Included are records 
ref lecting such  programs as th ose  c over i n g  i ntern a l  training  
of OM.BE , Federa l  emp loyee s ;  educatio n  and  training of  fu nded 
organiz ation emp loyees;  re lations with colleges ,  u niver
sit ies, and schoo ls ;  and promotional  pr ograms involving
private sector associ ations a nd organiz ations assisting 
minority bu siness enterprises.  In  add i tion ,  the f i le 
includes copies  of speeches a nd artic les ,  contr ac ts , and 
also  correspondence with various or ga niz ations and persons
i nvolved in  furthering minority busi ne sses.  

Se t up a new file every 3 y e ars.  Re tire to SHA 
3 years  the re after . Transfer to  WNRC 2 years
thereafter .  Disp ose of 5 year s  therea fter .  
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9 2 .  Administrative S ubject File - Office c opies of 
papers relating to time and attendance, budget, proc ure
ment, travel, newsclippings  a nd per sonnel matters .  
Documentation  is  available from  the  Office of the 
Secretary a nd the OMBE  Administrati o n  Division.  

Dispose of when 2 year s  old. 

9 3 .  Special Program F ile - The file reflects the work 
of the Special Assistant to the D e p uty who has been 
a ss igned program responsibility for the Retail Clothing 
Program work ing with the Menswear Retailers Association  
of America,  the  National  Shoe  Retailing  P rogram work ing  

' with the  National Shoe  Retailer s Association, the  OMBE 
Franc hising Program, and the OMBE  Academy Program. 

The first two programs concer n  efforts to i urther the 
entrance of  minori ty businesses in pre ferred locations 
in  the menswear and shoe retailing business, while the 
franchise program c overs the expansion of franc his i ng 
opportunities for minority businesses working with the 
maj"-Uor franc hising organiz ations .  The Special Assistant 
has the most complete file o n  such OMBE programs as  well 
a s  the file on  the OMBE Academy whic h is  assig ned to 
further the business managewent skill7 of Federal pro_fc sa io nal OMBE emplor�e s .  #Y-ra;t,f,4 �A-�.:.o-1/f 4�� 
" 'T'.9 � ;;:c; ,  F. � f;/W :. g ' "'  L 

Permanent.  Retire to SHA every 3 years.  Trans
fer to WNRC 2 year s thereafter.  Offer  for 
transfer to t he National Archives 20 years  
thereafter. 

N ational Government Coord inator a nd 
Executive Direc tor, I nter agenc y  Cou ncil 
f or Mi nority B usi ness Enterprise  

The O ffice of  the National  Government Coord ina tor and 
Executive D irector of  the Interagency Council f or Mino
rity B usine ss Enter p rise reflects the overall coord ination 
effort of  the Commerce D e par tment a nd OMBE in  pr omoting 
the g overnme nt  sector program to fur ther mi nority bu siness 
e nterprise. Prior to the reorganiz ation  o f  J une 1976 , 
the Nationa l  Government Coord ina tor was a Deputy Assista nt  
D irector for National Programs covering intergovernmental 
activities.  

The I nteragenc y  Co unc il for  Minority B usi ness Enterprise 
( f ormerly I nteragency Committee for Minority B usiness  
Enterprise)  is  the major mechani sm of the  Secretar y  of 
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Commerce a nd OMBE for coordinating the gover nment's 
efforts in furthering minor ity businesses.  It  is  
chair ed by the Under S ecretary of Commerce, and mem
ber ship consists of officials of equivalent rank  
r epr e senting the  pr incipal Feder a l  gover nment depart
ments and agencies.  It  meet s two to four t imes a year 
at t he call of the Under Secr etary.  Pr ior t o  Mar ch 
1 976 it had Task For ces  t o  d o  its detai led work . Since 
March  1976, its detailed work  has been carr ied o ut by
Committees. 

These Committees cover G over nment Procur ement, Minor ity 
• Business Opportunities, I ndian Affair s, Business  Mana ge

ment, Special Programs, a nd Data  Ser vices.  The result s  
o f  the  C ommittees, which have OMBE per sonnel t o  ser ve as 
Execut ive D ir ector , ar e inc luded in the minutes  of the 
I nteragency Council  Meet ings.  In addition, copies  of  
pertinent c orrespondence of t he Committee Execut ive  
D ir ector s  are forwarded to  t he Council's Executi ve 
D ir ect or for i nc lusion in  the  council  corr esp ondence 
rec ords .  

94 . Minutes of the  Meet ings of  the I nteragency  Council 
(Comm ittee) for Minority Business Enter prise - Binder s, 
one t o  a meeti ng ; con tai n ing t he bas ic reco rd s r efl ecting  
t he activities of the Council that s er ve a s  t he p ri ncip a l  
means for coord inat ing t h e  Federal  Gover nment's pr ogram 
for furt her ing minor it y  b usinesses . The Council is 
chaired  by the Under Secr etar y  of Corn...'Tterce and meets two 
t o  f our ti mes a year at the call of the Under Secretar y. 
Ty p ic a l  of the r ecords  included are : the meet ing  agenda ; 
a listing of pr oposed and act ual attendees ;  t he act ua l 
min utes as  prepar ed by  t he Executive  D ir ector ; c0 p ies  of 
r eports or recommendat ions forwaTded for act ion by t he 
Council , inc luding  those generated b y  O.MBE or thos e  gene
rated by the Committee s of the Council;  var ious d ata  or 
s ummar ies on minor ity b usiness submitted  to the Counci l ;  
and transmittal corr espondence o f  minutes .  

These r ecords  are the  pr incipal documentation  p ertaining 
t o  t he policy actions taken  by the Council in c oordinating 
tl}e Federal G2,;7er nment' s m_i..nor i tv business ict ions.  A.,,..x.r�� 

d;JtU--ld-rL,M/y 4 7 ff>'- f 111-e-<.Jh.v;, _; �.ed"-..,/ �-.J-, .- ,  ... ---, ay �. 
Permanent!.' Ret ir e t o  SHA every 2 year s. Tr ansfer 

Offer for transfer V TJ> �- / 77,,e,,.f, t o  WNRC 3 years ther eafter . 
, I .. t o  the- Nation a l  Ar chives 20 years t her eaft er .  
...-- t,11\. • 

-4 2� 



Y 

, 

9 5 .  Council Execu tive Director Correspondence F ile -
The file consists of inc omi ng a nd outgoing correspond ence 
of the Executiv e  Dire ctor of the I nteragency Council for 
Minority B usiness En te� prise refl ecting activities involved 
in  coordi nating the wo rk of the various C ommittees of 
the Council and in  managing the Cou nci l's operations.  

dftn,.c� 
tb-.A.eh"-U�,,,,aCopies of per tinent Council Committee� c orres�?(�or mer ly task for ces.t.ar e  i ncLud�d . �l'?t-Hj'e--1' 

tl<-y !rt/, �tP/ntm Ul'I I  �"' ) �VM�N -� �, . 

Permanent. Retire to SHA ever y 2 years .  /,VTJ) ::.  J-z, c, f, to  WNRC 3 ye ars thereafter.  Of fer for transfer 
Transfer 

to  the National Archives 20 years thereafter.I 'I ll'-{E�u. Gv"-U'#. 

9 6 .  F ederal Government Agency R elations  File - The file 
con sists of record copi es  of OMBE - F ed eral  agency agree
ments relating to agency actions promised to further 
mi nority businesses in carry ing out agency programs and 
corr espondence  with Federal  agencies concerning the agree
ments or other rela ti ons OMBE has with the agencies r egard
ing the program.  A ls o  inc lud ed is material  on  p rop ossd 
methods  for boosting the min orit y business percentage of 
par ticipation in  g over nme nt  action s .  

The f i le reflects the nat i onal  coo rd i nation ef forts o f  the 
office in p romoting minority busi ness programs involving
Feceru l Government. a�if!Ticy ef  [oi: ts such a s  thos e  c o ncern
ing govern� nt procurement  an?"-Ucontracti� using minori ty ""-U
business.  �e-i( � dfe;,."r/' �u4'���/<� r. 
v'f".O � I c. f'.: ; e1t✓ -:- I " ''" .  

Permane nt.  S et u p  new fj_ les every 2 years .  
Retir e to  SHA 2 years l a ter. Transfer to 
WNRC 3 year s thereafter . Off e r  for transfer 
to  the N ationa l Archive s  2 0  years thereafter.  

9 7. N ational Goverruae nt Coordi nator Subject F i le - The 
file cover s  admini strative and some program activities 
of  the National Governme n t  Coordi nator i n  promoting 
goverrnnent pa rticipation i n  the program .  Prior to the 
reorg aniz ation of J une 1 9 76 ,  it cover s  his actions as  
Dep uty Assistan t D ir ector for Na tiona l  P rograms ( Government )  

Ty p ic al subje cts of the file include : Biographies , B ud gets, 
Contractor Relation s ,  Fact Sheets , Fr eed om of Informa tion 
Act,  Institute for Minori ty Busi ness Ed ucation , J oint  
F unding Simp lification Act ,  SBA S ubcontracting Prog r am ,  
Self Protectio n  Organiz ati on, S outh F lorid a Economic 
Development Center, Personnel ,  Privacy Act of 19 7 4 , 
Travel - Trip  Reports,  Weekly Activity Repor t .  
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Thi s file d oe s  not  include the b asic agency agreement s  
or the agency - OMBE corre spondence.  In addi tion to 
covering office adm i.n istrative m atter s, it appear s 
large ly to ser ve as a p rogram information file for the 
coordinator. 

Set up a new file e very 2 year s. Retire  to  
SHA 2 year s thereafter. Di spo se of 4 year s 
thereafter. 

National Project s Branch 

The National Project s Branch, under the super vi sion of 
a Branch Chief, manage s minority b u sine s s  deve lopment 

· contrac t s  and gran t s  which are  national or m ul ti -regional 
in  scope ; ba sed on  broad requiremen t s  laid down by the 
program branche s ;  negotiate s gran t s  thr o ugh  the entire 
proc e s s  and simi larly coordinate s with th� Office of 
Ad m ini strative Service s and Procurement in  the negotia
tion o f  contract s ;  monitor s grantee and contractor 
performancei, initiating corre ctive action and following 
thr o ugh  when nece s sary ; and keep s the A s si stant Director 
and the Director informed of the general q uality and 
quantity of national /grantee contractor per formancei. 

The file s of the National Pro ject s Branch cover OMBE 
r el ati o!lships w it h  fun ded crg0.n i :;:c1t i 011 s  t.h;:, t ;:;_re OMBE 
contractor s a r.d grantee s .  The broad program sco pe of 
suc h  contracto rn cr grantee s is national or inte rregional 
in character, and of such  a general nature that the con
tr act s or grant s cannot b e  fitted into the subject 
matter are a s  of any of the branche s of the Di vi sion , 
such a s  the Market  or Capital Development or Government 
Br anche s .  

Prior to the June 1976 reorganization of OMBE and going 
bac k to the Octobe r 1973 decentralization of OMBE wor k ,  
the Branch wa s known a s  the Contr act Management a nd 
Admini str ation Branch of the National Progr am s  Divi s ion.  

During the  1 973  - 1 976 period, the Branch was  re spon sible 
for all national o r  inter regional contract s of OMBE. The 
other Bra nche s of the National Pr ogr a m s  Divi sion did not 
have re spon sibility for tho se of the se national contract s 
that fit  their subject matter area s,ia s  i s  the way the 
c ontract and grant r e spon sibil ity ha s been decentralized 
in  the pre sent Program Re so urce s Divi sion.  
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98. National  Contra ct - Grant Proje ct s Fi le - The 
fi le ref le ct s the a ctivitie s o f  the Bran ch in de ve lop
ing and monitoring contra ct s  or grant s for nationa l 
proje ct s  to further minority bu sine s s  enterpri se .  
The se nationa l proje ct s  are tho se that are nationa l 
or inter regiona l in chara cter and that do  not f a l l  
under the scope o f  any one OMBE region or �nder any
of the Bran che s of the Program Re sour ce s  Divi sion. 

The y  include nationa l contr a ct s  or grant s with such O M BE 
funded organization s a s  the Nationa l Economi c Deve lopment 
A sso ciation ( NEDA ) ,  whi ch ha s office s in more than 20 
lo cation s, the Internationa l Cou nci l for Bu sine s s  Oppor -

, tunity ( I CBO ) ,  the Nationa l Urgan League, the Nationa l 
A s so ciation of Bla ck Manufacturer s (NABM ) ,  the Greater 
Hor izon s, the Booker T. Wa shington Foundation, the 
Opportunity Deve lopment Asso ciation  ( O DA ) i, and the  
like. 

The contra ct -grant proje ct fi le s  include copie s of the 
contract s-grant s cor re sponden ce, quarter ly report s, 
renewa l or modifi cat ion paper s, a nd other materi als  
pertaining to  OMBE relation ship s with the se funded o r ga
ni zation s .  

Ret ire to SHA 2 year s aft er forma l  closure  of 
the contra ct -gr ant. Tran sfer to  WNR C 2 year s 
thereafteri. Di spo se of 6 year s thereafter. 

99.  Admini strativ e Subje ct Fi le - The fi le con si st s of 
offi ce copie s of adm in i strat ive hou sekeep ing a ctivitie s 
su ch a s  funding, week ly r eport s ,  time and attendan ce,  
tr ave l, per sonnel, bu sine s s  a s si sta nce report s, and un
so li cited contr a ct prop 0sa ls not a cted upon and the like 
Adequate do cumentation on the se matter s e xi st in the Office 
of the S e cretary  or the OMBE Admi ni stration Divi sion. 

Di spo se of when 2 year s o ld. 

100.  Branch Chronologica l Fi le - The fi le con si st s of 
a copy of e a ch item prepared in the Bran ch and kept for 
conveni en ce of r eferencei. 

D ispo se of when 2 year s o ld. 
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Capital Developmen t Branch 

The Ca pital Development Br a nch, under the super v ision  of 
a Br anch Chi e f, devel ops and .impl ements policies and pro 
gr ams designed to pr ovid e  r el iab le sour ces o f  cap i tal  
r esources ,  both  public and pr ivate, to suppor t  the 
establishment and operat ion of minor ity busine sses.  
These policies and pr ogr ams ar e spec ifica lly designed to 
1)  e nsure t he availability of  equity and loan cap ital , 
2 )  a ssist i n  the e stabl ishment  and gr owth of minor ity
owned financial inst itutions, 3) increa se the number, 
strength and approp-riate use of MESBICs, 4 )  provide

' ass istance in the solution of  financial pr oblem s ex per
ie nced by minority-owned businesses, and 5)  provide  
contin uous manag ement an d tech n ical as sistance, i n  the  
areas of capital a nd finan ce to  minority b usinesspersons . 
Advis es and assists the Regional Offices i n  the develop
ment of capital programs and strategies.  

The f iles of  th is bran. ch have been centraliz ed at  the 
Br anch level and r eflect the work o f  the br anch in  making  
government and pr ivate venture c apital available to fur
ther minority busi nesses . 

The :E iles docume!"l t S8\reral or-1BE p1:-ogi-ams of ]1i s  L<)L'" lcal 
s ign ificanc e  such as the M i nor ity E nterpr ise Small 
Bus iness Investment Cor pora.tion (MESBIC) pro gr am ,  the 
new te chnologies  util iz ation program, a nd the program
cover i ng OMBE relations h ips  with minority financial 
inst itutions and OMBE funded nat i onal financial associa
tions . 

10 1. Financial I nstitut ions - Na� ional Associa ti on File -
The file consists of correspondenc e  and related mat erials,
o ther than contracts, with the OMB E funded mi nor ity 
national associations r epr esenti ng financial institutions, 
such as  th e National Bank ers  As sociation , the Amer ica n 
Savin gs and L oan League, and the Life Insur ance Assoc i ation  
of America. The files for banks and for savings and loans 
also inc lude corr espondenc e and other paper s  r eflecting  
OMBE r elationships  with the  indi vid ual minor ity b ank ing 
and s avings a nd loan i.n sti  tu tions that  pr ovide cap iJ:2,l _ �� _
t.J>_"-Ufurtp e,r m inority business enter prises . �11rAM,,L o/���"-U'f 
Pf_ /Jt,J ./-, /-,.,'hVI" CH" &l,� J£J,,:, k-L. Jlt. C.. , 

P erm anent.  Ret ire to SHA af ter 6 y ears f or 
transfer to  WNRC . Offer to National Archives 

-JT!> -:;. gc., f. 20 years thereaft er . 

�e-J ::- ) G,� 
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10 2 .  National Finan cial Association Co ntract File -
The file  c ontains the p� econtract relationship papers 
and OMB E  documentation on contract rel ationships with 
fu nd ed Na tional  Min ority Financial Assoc iations that 
further the development of  minority businesses.  The 
Office of the Secretary maintains the official Department 
record copy of contracts"-U. 

Retire to SHA when 4 years  old for transfer to 
the WNRC . Dispose of  6 y ears  thereafter . • 

10 3 .  Licensed MES B IC H istory File - C ase history files 
on the more than 80 Minority Enter prise Small B usiness 

, Investment Corporations (MESB ICs)  established to prov ide 
loan or other investment. capital for minority business 
e nterprises.  These papers documen t the wo rk of OMB E  in 
promo ting the estab lishment  and o peration of these special 
investment organiz ations for meeting the - capital requi re
ments of minority  busine sses. Documentation on regula tion 
and licensing of these orga niz atio n s  is  availa b le in the 
Small B usiness Administr atio n .  The  OMB E  files,  however,  
reflect various p robl ems and develo�1ental  work in pro
moting th e esta b lishment of these v en ture capital inst itu
tion s ,  and provide a basic record of  thJ, Federal"-U_"-UJ? ��e 
,e n�r s  invobrement in  such a program. #fl"'�� .c:-y 1 

Fermaifent . Ret ire to  SHA af ter 6 years f or � 711;, transfer�-l'.c.to WNRC . , Offe r for  transfer t o  theyiJ) � .:!c.,,
; National Archives 2 0  y ears thereafter .  ..,_tifA-<f � 71 

10 4 .  M E S B IC App lic ation and  Pre-licensing File - The 
file conta ins corre spondence and re lated mate ria ls 
arran ged by Stat e and by name thereunder on ind ividuals 
and cor pc rations who are prospects for  estab li shing a 
ME SB IC, prior to actual licensing by  S BA .  If  the pros pect 
is  su cces f u l  in licensing the MES B IC , these preliminary 
p�p ers  are brought forward to the case history folde r .  

Denie d ,  withdrawn , o r  not acted u pon  requests -
Dispose of when 3 y ears old . 

10 5 .  New Technology Commerci alization Progr am History 
File - The f ile consists o f  briefing papers and backup 
inater ials covering agreem ents ,  ·understand ings, . a nd other 
relati onships of OMB E  with Federal . Government agencies and 
pr ivate cor porations.  The papers are  concer ned with the 
private sect oi commercia liz ation and marketing by mino rity 
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businesses of  product s based on  new technologies such as 
th ose developed by NA SA in  its space program or by Defense 
Department in its research and development work . 

The first  such produc t, for example, a hydrotoo l ,  has been 
l icensed for manufacture and sale b y  a minority firm.  Such 
history documentation covers one of  the s uccessful and 
original ap proach es of OM B E  in aiding m i nority bus inesses 
tS,?�stabl i_s� ,themseLves. a� d evelop as via.ble  enterp r ises.  

�>tt;..��tU1.fc4' ��.e,..t, v� -Kr 7�/' �"-U
Permanent . R etire to SHA af�er 6 years for transfer 

t/ fJ) ;;..  / c, R.  to WNRC. Offer for tr ansfer to National Archives
<3;+v� I '"· 20 years thereafter . 

· 10 6.  N ew Technology Commercialization Program Oper ational 
Files - The file contains  papers of a routine nat ure cover
ing  the day to day  activ ities i n  promoting the commercializa
tion of new tech�o logies and development"-U."-Uof products using 
su ch technologies to be  manufactured and m arketed by mino
rity businesses . 

Retire  to SHA when 3 years old.  Dispose of 2 years
thereafter.  

107.  I nterag ency Council for Minority B us i ness E nterprise 
Comm ittee Files - The file r eflects activities of  B ranch 
person11 el in ser1..1 ir1 g as  Exec uti·"v:re Dire cter of such Corn...�ti ttee s 
(former task for ces) of the I nteragency Council  as  the 
Special Programs Committee,  Technolog y  Comm ercialization 
Committee, or  the R ural Cable TV Comm it tee . The file con
sists of  minutes and agendas of meetings, committee reports
and recommendation s ,  and related _;; orresponjien,9� of  tb ese #po),. icy d eveJy pment Committees. �..,_,�� �- ,-Y/'<- 2 C;;,;,e,,,, ,. � � 

c:fCi7c..U"d..(.A) -«,y L�.1N, ff�,._ �µ,,,,i... / 

Permane nt.  R etire to  SHA after 5 years for  trans

r3"k✓"-U-;. 

\/TD :. I e,, Q, fer to WNRC. O ffer for tra nsfer  to National 
J 111\. . Archives 2 0 years thereafter.  

108 .  Special Projects Files - T he file consists of m ate
rials on  such special projects of the B ranch as  promoting
the development of m inority bus inesses in  the trucking and 
tr ansp ortation field, the rural  cable TV m arket, or in 
various corporate acquisition or  merger activit ies, and 
also includes the Greater Horizon Program materials . The 
records consist of corresponden ce and other papers relating 
to  the OMB E  activit ies with fu nded organ izations and other 
org anizationsM in thes e special programs for further mino
rity businesses.  
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• 
Retir e to SHA when 4 year s. old for tr ansfer to 
WNRCi. Di spose of 6 y e ars  there after. 

1 09i. Ventu re Capital  Miscellaneous  Org ani z atio n  File -
The file consists of p apers pert aining to OMB E  relations 
w ith v arious found at ions , relig ious  org aniz atio ns , com
merci al credit f irms , and other lesser impor t an t  prospective 
sourc e s  of c apital for minority businessesi. I t  also includes 
m ater ials collected on t he OMBE franchising prog r am and 
other OMB E  programs t hat the b r anch does not  h ave immedi ate 
responsibility fori. 

Set up a new file every 3 y e ars.  D ispose of  
when 6 y e ars oldi. 

110. Br anch Chronolo gi c al Fi les  - The file consists of 
an e xtr a copy o f  items prep ared  in the B r anch retained for 
convenience of re ference . 

Dispose of w hen 3 y e ars  oldi. 

111 . Admini str ative Sub j ect File - The file cons ists of  
o ffice copies of p ap ers rel ating to time and atte ndancei, 
bud get , personnel , tr avel , tr aining and workshops , con
gr essional relations cop ies,  and the like . Document ation 
on administr ative m at ter s is  av ail able in  the office of 
tr.e Secret ary a nd the OMBB Adm in istr at ion Divi si on .  

Dispose of when 2 y e ars old. 
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Mark.et :'Jevelopnent Branc..l-i 

'I'he Market Developnent Branch , under the supervision of a Branch 
Chief, develops market or m-.J.rketing opportt.mities for the products 
and services produced by nuJ1ority enterprises ; collarorates with 
other Federal departrrents and agencies in establishing policies , 
procedures , and programs for Government procuranent fran minority 
businesses ;  rrobilizes private sector support for corporate procure
me..'1.t fran minority bus inesses; coordinates the activities of the 
National Minority Purchasing Council; advises and assists the 
Regional Offices in the develop:nent of Regional marketing/procure
rrent programs and strategies; organizes serninars and other activi
ties to provide special marketing trajning to employees of Federal 

· agencies , O.\ffiE funded organizations, corporations, and State and 
local governments. This Branch also has responsibility for 
construction activities. 

T'ne files of this Branch document such important GIBE programs as 
those for assisting minority const...ruction contractors to obta.in 
government and private construction contracts through a network 
of O;JJBE funded Construction Contractor Assistance Corporations 
(CCAC)"-U; assisting minority firms to obtain Federal governrne.'l.t con
tracts through the ,;.IX)rk of the Procure:nent Comnittee of the· Inter
agency Council for Minority Business Enterprise, particularly the 
use of Section BA contractjng procedures by the Small R.1siness 
Administration:  nnd assj sting m.inori.ty businesses i:n tl-:.2 private 
sector through the National Minority Purchasing Council, an OMBE 
funded organization. 

112. Subj ect File on Minority Construction Program. The file 
reflects the �ork of the Branch in prorroting the access of minority
business firms to construction industry business covering activities 
of  both the govenlffient and private sect.ors. It includes basic 
agreanents between CTvIBE and s-cc:h Federa l agencies as Federal High
way Jl,dministration, National Aeronautics and Space Administration, 
Interior Department , Small Business Administration , and the 
Maritime Administration. These cover such Q\filE activities as 
promotion by these agencies of minority business firms in building 
highways , airport facilities construction, using nc�r space tech
nology, obtaining concessions at government locations , and in 
shipbuilding. In addition"-U, the file reflects the work of OMBE 
contractors , such as F. W. Dodge and the National Minority Con
tracting Assistance Proj ect, and the like in providing training 
and technical assistance to the network of OMBE funded Construction 
Contractor Assistance Corporations (CCAC). The assistance covers 
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training in construction job estimating, scheduling and supervision 
and providi.�g weekly current infonnation on availability of con
struction contracts to improve the canpetence and usefulness of 
these 0'1BE funded organi zations in assisting minority construction 
contractors. 

Typical subjects reflecting U1e soope and content of this file are: 
Agreements, Al yeska Pipeline, Arizona Contractors Service Center,
Associated Builders and Contractors, Inc. , Central Contractors 
Assistance Center, Construction Contractors Assistance Program, 
F'ederal Highway Administration, Interagency Council for Minority 
Business Enterprise, Interior Deparbnent, NASA Space Shuttle, SBA, 
Survey on Airport/Highway Construction and Housing and Urban 

·Developnent, Deparbnent of. 

The file is of great value in that it documents fran the beginning 
of 0.'1.ffiE both the centralized and decentralized appnaches of CMBE 
prograrrts to furtl1er participation of minority contractin9, fi:nns 
in p�jvc;�e"-Ubusiness and (J.C!ilernrnent construction work. pr'V4,,V-f'?£

.1...aR/�c..� �,Y �� YTJ) � I g' c..,. #. teA-v - -z.. c.. �-
Permanent. Break file every 2 years. Bring forward 
active material. Retire to SHA every 2 years. Trans
fer to WNRC 2 years thereafter. Offer for transfer to 
the National Archives 20 years thereafter. 

113. Administrative Sub"i ect File , Construction Program. The file 
consists of office copies of papers covering such housekeeping 
activities as ge....�eral adrninistration, bidders mailing lists,
Employee retireme.�t, correspondence controls, parking, freedom 
of information, personnel,"-Urequests for supplies, and travel. 
Complete documentation exists in the Office of the Secretary and 
tl1e CT'1BE Administration Division. 

DisJ_:Ose of when 2 years Jld. 

114. Market Developnent Branch Prag-ram Subject File. The file is 
the Branch prog ram subject file covering the overall market devel
Opll""Jlt activities to further minority business in both the govern
ment and private sector. It includes the records of the Procureme,'1.t 
Corrmittee (fo:nnerly task force) of the Interagency Council for 
Minority Business Enterprise and its five subcamri.ttees. These 
ccrrmittees are the principal rrechanism for furthering minority 
business procursnent contracts, including Section 8a SBA contracts, 
throughout the Federal government. 

The file also includes OMBE agreements with various Federal agencies
to further minority enterprises and material on such new a-1BE initia
tives as the minority trucking p1.ugram and the NASA ne.,..r technology
utilization program. 
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Typical subjects reflecting the scope and content of the file are : 
Agreements, American Indian Develop:nent Association, Business 
.Management Fellawship Program,  Contract Review, Section 8a Program, 
Federal Procurement, NASA-0.MBE Agreement, a1BE/DOD Agreement, Presi
dent '-s Advisory Council , Procurement Comnittee (Task Force) Minutes 
and Subcarmittee Reoords , Sales Training Program, Technology Trans
fer Prograin, Speeches, Private Sector-Programs and Proj ects and 
CT'1BE/SBA Coordinationr. 

The file reflects the basic OMBE governrr1ent procurement work through
the Procurement Carmittee of the Interagency Council and provides 

· an overall coverage of the other OMBE National Government and pri
vate sector programs to further minority business that are the���������12;���A and its predecessorsr. 

Permanent . Set up a nE.W file every 2 years . Retire 
tffj) 4' fu 

/
c.f. every 2 years to the SI-lll... Trans£ er to the WNRC 2 

&'AAr,, 'l /. years thereaft.:er. Of fer for transfer to the National 
if:�" /�• • Archives 20 years thereafter. 

115 . National Minority Purchasing Council File. The file reflects 
the Q.'VJBE relationship with the National Minority Purchasing Council, 
the principal nation..al mechanism through which 0.:-IBE promotes greater 
procu.re:rnent of busir1ess by mincri ty ents.....-rprises in the private sec
tor. It includes materials on membership , speeches, the autanated 
data bank listing lX)tential opportunities for minority enterprises, 
and correspondence with the net.VvDrk of 34 Regional Minority Purchasing 
Cormcils through which the National Council works . Included in the 
file also are folders for correspondence with each of the Regional 
Councils. 

The file also contains corres;:ondence with other OMBE funded minority 
national associations that provide minority businesses access to 
procurement in the private sector . These include the National Asso
ciation of Purchasing Management, National Association of Black 
.Manufacturers, National Puerto Rica,.� Business and Marketing Associa
tion, National Economic Develop:ne.rit Association , National Association 
of Minority Consultants, and the National Minority Business campaign . 

'l'his file is i.rnpJrtant in that it is the most complete in CMBE cover
ing this OMBE funded national and regional network of_,J:ouncils to 
prcmo-i;.e �-JJOrity b�iness�s in the private sector. ���t!� 

ai/��7 ��7�Permanent . Set up a new file every 2 years . Retire 
, H""k L:" I to SHA 2 years later . Transfer to Wr-..1RC 2 years there-
v I.Y� 7r?. · after. Offer for transfer to National Archives 20 

years thereafter.€IJ{';.. � ,'rt , 



116. National Minority Purcha.sing Council Contract File. The file 
consists of copies of Ue contract witJ1 this Council which is re1 

newed annually, ill1lendmer1ts, related correspondei.'1ce ,  background 
materials, and the like covering the letting and monitoring of the 
oontract for funding tho Council. Docurnei1tation on the contract 
also exists i.11 the Off ice of the Secretary. 

Retire to SHA every 2 years. Transfer to Wl'ffi'.: 2 years
thereafter. Dispose of 6 years thereafter. 

117. Market Developnent Branch Administrative Subject File. The 
file oonsists of office copies of papers covering administrative 

. housekeeping activities such as general adininistration, tiine and 
attendance, personnel, travel, trip refX)rts, bidders mailing lists,
and the like. Documentation also exlsts in the Office of the 
Secretary and the OMBE Adrninistration Division. 

Dispose of when 2 ye.ars old. 

118 . Branch Chronological File. The file consists of an extra 
copy of items prepared i n  the Branch maintained for cx:mveniE..."D.ce 
of ref ere.i.rce. 

Dispose when 3 years old. 

Government Resour:ces Branch 

The Government Resources Bra.'1ch under -::he supervisi on of a Branch 
Chief, supports t.l:e Director illld the Secretary of Carmerce in the 
coordination .of programs and activities of the Federal Goverr1ment 
which affect the establishment, preservation, and growth of minor
ity business enterprises. Establishes formal agreements and 
arrangements with Federal departments and agencies for t...11e.'1l to 
provide support to the overall MBE effort and specific services 
to IT.inority businesses; evaluates the scope and effectiveness of 
MBE activities of individual Federal deparbnents and agencies; and 
provides assistance and support to Regional Directors in the mobi
lization of government sup:r::ort and assistance at all levels. 
D2velops and coordinates the :implementation of special efforts and 
projects to assist business develop.t1ent arrong Native Americans. 
Identifies those Indian tribes f reservations and urban groups which 
can benefit from management, technical, marketing, and financial 
assistance, and detenni nes the unique needs of each major group. 
Works with other agencies ,vhich have Indian responsibilities in 
order to assure a coordinated delivery of assistance to the Indian 
bus.iness canmunity. Mobilizes assistan;:::e and support fran the 
private sector for Indian business devclop.nent. 
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The major prograrn for furthering minority business reflected by
the records of the br;m.ch as presently org&nized involves activi
ties of the sane 35 Minority Business Opportunity C0t71llittees of 
the Federal Executive Boards or Associations whicJ-1 seive as the 
mechanism for pranoting the use of Federal government resources 
at the local metrop::)litan areas in which these canmittees have 
been established. 

Prior to the 1976 CMBE reorganization , this branch was known as 
the Government Programs Branch of the National Programs Division, 
going back to the Octobei· 1973 decentralization realignment of 
GIBE. At present the Office of the Indian Advisor , reports to 
·the Branch Chief, although in earlier OMBE organizational align
ments , it was a separate office. 

119. Interagency Aff.:urs Prograi'Tl Subject File . T'ne file reflects 
the activities ofr. the Branch in pranoting the involvernent of 
Federal government agencies in furthering minority business enter
prise. Such activities reflect the overall national coordination 
of the work of the O..'v!BE regions as well as national level programs
themselves. Files on certain of the programs are maintained sep
arately fran this general overall program subject file. Typical
subjects reflecting the sa.1pe and content of the file are : Annual 
Rep::)rts, Federal Agency Participation in Minority Business Enter
priser� C'..cntracts r Asi.an-;:._r11eric:a.n Busi:ness Develor:rne:r'!.t , Irrl:.erage:1cy 
Counsel for �tinority Business Enterprise , Transalaska Oil Pipeline , 
Federal Assisted Projects-State G1BE' s , Construction , and FY Agency
Goals. 

Set up a new file ever.1 3 years. Bring forward active 
materials and retire to SHA 3 years there..after. Trans
fer to WNRC 2 years later. Dispose of 5 years there
after. 

120r. Minority Business Opportunity Committee (MBCY2) File. The 
file reflects the program of CT1BE to use some 35 of these inter
agency standing committees of the Federal Executive Boards or 
Federal Executive Associations in principal metropolitan areas of 
the US to identify, pranote , and CCX)rdinate the use of Federal 
resources to assist minority business at the local level. These 
canmittees stimulate public sector procurErne..nts, minority business 
a::mcessions , deposits in minority financial institutions , and 
minority business education and trainir1g. They offer minority
firms direct access to the Federal sector through CXVlBE funded 
organizations. 
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The file covers the Federal Executive Boards or Associations, re
lations with the Office of Management and Budget, the Canmittee 
(MB02) handbook and work plan guidelines, National Conferences 
of MB02' s fran 1971 to date, Reports, the MBCX:: training program,
and individual files, arranged by metropolitan areas 99vering �evaluaµo�� rernrts�d .:E:.�ons with each MBOC. ��-

Bring / Permanent. Set up a new file every 3 years. 

. !ff) bC. / forward active mate.rials and retire to SHA 3 years 
. V V� · thereafter. Transfer to h�C 2 years later. Offer 

el'rJ., 6/v,,_ for transfer to the National Archives 20 years 
thereafter. 

' 121. F.ducation and Training Program Subj ect File. The file 
reflects the activities of the Branch in promoting business 
management develop:nent for individual minority enterpreneurs 
through education and training programs. '111is file covers the 
v.0rk of the Task Force on F.ducation and Training in which OMBE 
v.0rked with the Department of Health, Education and Welfare and 
the Lal:x:)r Department; contract projects on developing guidelines
for Minority Business education and training the like; a file on 
various college and university business rnanage.'llent programs avail
abl e; a.IBE-SBA training education v.iork, and relations with the 
State OMBE programs, including training work. 

Set 11r1 a. ne1.,v file e\''2.!.j_' 3 years. Bring forvvcu:-d 
active materials and retire to t11e SHA every 3 
ye.a.rs. Trans£ er to Wl\1RC 2 years later. Dispose 
of 5 years thereafter. 

122. Environmental Imp.:i.ct Statement Review File. The file reflects 
the review of environmental impact statements involving minority 
businesses. The Office of the Secretary maintains the Department ' s  
documentation on all environrr·•.mtal impact matters. 

Dispose of when 2 years old. 

123. Administrative Subject File. The file consists of Office 
copies of time and attendar1ce, travel, requisition, and other 
administrative housekeeping materials. 'l'he record copies of 
administrative materials are maintained in the Office of the 
Secretary and the OMBE Administration Division. 

Dispose of when 2 years old. 
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124. Chronological Files Branch. Extra copies of itcrns prepared
in the Branch retained for convenience of reference. 

Dispose of when 3 yc-'.ars old. 

Office of the Indian Advisor 

The Indian Advisor provides special assistance to the Director and 
Assistant Director ber-....ause of the uniquc.: complexities associated 
with Indian business develoµ:nent. Bee.a.use of the imp'.)rtance of 
bringing all possible government resources to bear on Indian 
business developnent, the day-by-day India11 effort is ccordinated 
with other efforts of the Goverrrrnent Resources Branch. 

Because the Indian Advisor v,,orks closely with the Goverrnnent Branch, 
at present he rep'.)rts to that Branch Chief. 

125. Indian Prcx,:rr:am Subject File. The file consists of correspond
ence a11d other papers such as copies of bills , pertinent press re
leases, rerorts, and the like reflectin g the activities of the 
Indian Advisor in further:.n.g Indian business enterprises. The file 
includes papers relating to OMBE regional activities involving the 
Indian program. 

Set up a na-1 file an.11.ually. Retire to SHA every 2 
yea.rs. TLansfer to hNRC 3 yE:!ars thereafter. Dispose
of 5 years thereafter. 

126. Administrative Subject Chronological File. The file consists 
of office copies of administrative merrora!ldums , travel documents, 
time and attendance and personnel papers , requisitions and the like 
reflecting administrative housekeeping w.atters. The file also con
tains extra copies of correspondence filed chronologically. Ade
quate documentation ens-cs in the Off ice of the Secretary and the 
(l\1BE Administration Division. 

Dispose of when 2 years old. 

127. Routine Requests for Iaformation and Publications. Routine 
correspondence requesting inf ormation concerning the Indian program
normally ai1s-werB:! by transmittal of publications or pattern letters . 

Disp'.)se of when 1 year old. 
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128. Unsolicited Pro;;::osal File. The file consists of unsolicited 
proposals for contracts invol-11ing the indiar. program that have not 
been acted upon. 

Dispose of when 2 years old. 

129. Regional Contracts File. The file consists of contracts, 
reports, and corresµ:mdence with regional offices involving Regional 
office contracts pertaining to furthering indian businesses. The 
a-IBE ReJional Office contract file is considered the record copy
of contracts with such O�J.BE funded organizations, but the headquar
ters file is mai11tained for coordination purposes. 

Dispose of 5 years after close of contract. 

130. Headquarters Contracts File. The file consists of copies of 
contracts, evaluation reports, interim contractor reports, and 
correspondence with contractors covering contracts for indian busi
ness assistance for which the Indian Advisor monitors contract per
forn0nce. Doc.,1.JIDentation on such contracts is available from the 
Office of the Secretary, Office of Administrative Services a.1d 
Procurement. 

Retire to SHA 2 years after fomtal close of the contract. 
'l'ransf er to WNRC 2 years later. Dispose of 6 years there
after. 

131. Interagency Council Conmittee on Indian Affairs File. The 
file is t11e ClvlBE record of participation on the Indian Business 
Ccrrmittee of the Interagency Council for Minority Business Enter
prise. While the Interior Departme..1t chairs the Ccmn.ittee, the 
Indian Advisor serves as a pennanent manber, and maintains a 
complete file of �n����, agff1das, reports, recormnendatigns and _"-U-corresrx:mde..1ce. ����a"�-,.I �l'H,.,ck.::_ ��rrv, 

i/TJ) � Y-z- c., � ) 'i2A-✓ -:;.. I ,...,,✓• 
Permanent. Reitre to SF..A ever:y 5 years. Transfer to 
WNRC 5 years later. Offer for transfer to the National 
Archives 20 years thereafter. 
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'L OMBE R EGIONAL OFFICE S  

The R egional Offices,  each und2r the super vision of a 
Regional Dir ector , impl ement the OMBE policies,  programs,  
and projects designed to a ccomplish the basic OMBE mis
sion.  Specifically,  the  R egional Off ices  provide l ocal 
suppor t  of mi nor ity bus iness development thr ough the 
identification of local sour ces  of fina nc ia l  assista nce, 
the provision of ma nagement a nd tech nical a ssista nce, 
the development of markets,  · the m obilization of  pr ivate 
sector suppor t , the mobilization a nd coordina tion of 
specific Federal suppor t  regionally, the mobilization of 
State and local gover nment support ,  a nd by carrying out 

, special activitie s such as seminar s a nd training.  
Regional  offices monitor c ontractor s  and gr antees and 
a dminister contracts and grants designed to provide
specified assistance to minority businessper sons (except 
those demonstr ation/r esear c h  or national contra cts a nd 
gr ants administered by the National Office).  

Each R egional Office is  staffed by  a Director and Dep uty 
D ir ector who ar e prov ided planning,  evaluation, and admin
istrative sup por t  in their over all mana gement r esponsibi
l ities.  The R e gional S taff  is divided into progr am 
gener alists and technic al specialists.  Each  gener alist 
is  accountable for the accomplishment of overall goals
a nd obj ectives in a given segm ent of the R egion.  The 
technical specialists pr ovide  region-wide suppor t  to the 
Dir ector ,  Deputy,  and to the generalists in special i zed 
ar eas  (capital devel opment,  gover nment  coordi natio n ,  market 
developmen t ,  etc."-U).  

The six OMBE r egional offices  cover ing the U nited States 
are l oc ated in  N ew York , N ew York;  Washington,  D .  C . ; 
A tlanta , Geor gia ; Dallas ,  Texas ;  Chicago, Illinois;  and 
San Fr ancisc o ,  California . At  pr esent, there are 12 field 
offices located in  par ticular cities within each r eg ion 
wher e it is desireable to have OMB E pr ogr am perso nnel 
ser ving  as  an  ex tension of a regional o ffice i n  proximity 
to par tic ular fu nded orga nizations.  Such  field offices 
ar e small and t he basic documentation of  their records  c a n  
be  obtained from t h e  fi les of  t h e  r egi onal offices.  

The R egional Offices have similar types of progr am s  genera
lists and technical specialists in each of  them,  al though 
not all of t he various c ate gor ies of  specialists such as 
capital devel.o pment ,  gover nment coord ina tion,  or market 
devel opment speciali sts ar e in  each offic e .  For this r eason,  
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no org anizatioil::. subdivisions h ave b e e n  .Aic ated on 
the schedule .  The items listed will be app licab le as  
approp riate to  any o f  the files of  the type described  
th at  a re maintained with in a regional  offic e .  

132 . OMBE Contract - Grant  F iles - The f i le s  c ons ist of 
mate rials re lating to cont racts and gr ants made with OMBE 
f unded orga nizations by the OMBE regional  offices . These 
official OMBE contract and grant records reflect  the OMBE 
funding of  such organizations as State OMBE , b usiness 
deve lopment org anizations , construction  c on tract assist
ance corpor ations , regional consulting  contrac tors  (call
cont ractors )"-U, b us iness rese arch centers and th e like 
through wh ich various manageme nt  a nd tech nical  assistance 
ser vices are furnished by OMBE to minority b usinesses.  
The files include copies of the contractor or  grantee pro
p os al s ,  the cont racts or grants and a ny modific ations , the 
quarterly and other rep orts furnished  by the gr antees or 
cont ractors , a nd correspondence  b e tween  the Regional Offices 
monitoring the contracts or  g rants and the contrac tors or 
grantee s ,  e valuations , audit  rep orts and a ny i ndexes  to 
contract/grant  files , and the like . 

Not included in  th is item are c o ntrac t files  maintained a t  
Regional Offices by the Administra tive Contracting  Officer 
(ACO) of the Office of Administrative Services and P rocure-
me nt , wh ich are reco rds of the Office of the Sec re tary ,  and 
as s uch are required to be sen t  to  the h e adq uarte rs offices 
of th e Depa rtment afte r  c losure . 

a .  Wash ington Regional Office - Consolid ate any 
re lated field office files and  retire to SHA 
1 year  after final  c loseout by ACO of  the con
tract or grant.  T r ansfe r to WNRC 3 years
there af te r. Dispose o f  6 years  th e re after.  

b .  Other OMBE Regional  Offices - Consolidate any 
re lated fie ld office files and t ra ns fe r  to the 
servici ng Federal Arch ives and  Records Center  
1 year after  final  c lose out by ACO o f  the con
t r ac t  or  grant.  D ispose of  9 years  the re after.  

133.  Contract-Grant  Propos a ls Not Awarded - Propos als for  
c ontracts o r  grants received i n  Regional  Offices  and not  
aw arded or  otherwise acted  up on  by th e Regional Office .  

Dispose 1 year  afte r being  p lace on  file , if not  
returned to the originator  of th e prop osa l. 

134 . P rogram Sub ject  File s  - These files inc l ud e  th ose 
maintained by the Regional D i re ctor or Dep u ty Regional
Director  or  others refle cting  the various OMB E program 
activi ties such as education  and training , re lations with 
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OM13 E headquart ers,  volunteer  organization p rograms, con
sul ta nt contractor p rog ram, call contra ctor p rog ram, 
r ural cable TV pr og ram, and vario us oth e r  general materials 
on OMB E  p rog r ams not cove red by individ ual contrac t or  
g ra nt files or  f i l es on  othe r Federal g overnment agencies 
than  OMB E .  Typical o f  subject heading s  f ound in  these 
f il es  are : 

I n comi ng a nd O u tgoing Cor respondence 
B usin ess Assi sta nce Repo rt  ( BAR) 
Staff Assignments 
Training and Ed ucation 
P roject Review Committee 
Team Monitoring Repor ts 
Rural  C able TV 
De legations of A uthority 
I ntra  Reg i onal Correspond ence 
Grant-Con tra c t  P r oced ure s 
Contract Mod ifications 
Mi nority T ru ck i ng Prog r am 
C al l  Contractors P rog ram 
Funding P lans 
I nternal Memorandums 

The archival documen tation"-U- of pape rs  perta inj _ ng to these 
p r ogr ams f or f u r ther i ng mi nor ity bu s inesse s  is main tained 
in the headqua rter s offices  of OMBE . 

Set up  a new f ile every  2 years a nd bring f o rward 
active material.  Transf e r  to WNRC or  servi cing 
Federal  A rchives and Records Center  as  ap p ro p r iate  
4 years  thereaf ter.  Dispose of  4 years  the reaf te r .  

135 . F ederal  Governml=! nt  Relati ons Files - The f iles 
reflect the R-eg J_o nal O f i i ce activi ti es  invo lving agree
men ts with ot he r F ederal  ag encie s, r elati ons wit h  Federal  
age nc ies  not  involv ing agr eements, rel ations wi th Federal  
Executiv e  B oards  or  Assoc iations, and with  Minor ity 
B usiness Opportunity  Commi ttees (MBOC's), any relations 
with the I nteragency Council f or Mi nority B usines s E nter
prise and its  Committees or  f orme r task f orces , and papers  
on  any  other  of  the  F ederal  Governme nt  sector  p rog rams 
to f urther minority bu si nesse s .  

The archival documenta ti on o f  papers  p ertai ning t o  Federal 
Gover nment p rog rams is maintained by the headquarters  
offic es of  OMBE . 
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b.  

a. 
termina tion.  
Ag reement Files.  Dispose of  2 years af ter 

b .  All other record s. Trans fer to WNRC or 
servicing Federal Archives and Record s 
Center as  appropriate every 4 years.  Dispose 
of  4 year s thereafter. 

1 36 .  Administrative Subject Files - These files reflect 
adminis trative housekeeping activities at  the region such 
a s  office copies of mater ials pertaining to time and 
attenda nce , travel, trip repor t s ,  employee sugg estions, 
personnel, motor pool ,  bond s ,  budget , proc urement, space , 

. mail a nd comm unications, records management and the like.  
Documentation on these administrative matters is maintai ned 
in the Office of the Secretar y, and in the OMBE Administr a 
tive D ivision.  

a .  Records  pertaining to employment of  ind ivid uals -
Dispose of  6 months after separati on. 

Imprest fund acco unting r ecord s - Dispose of 
when 3 years old .  

c .  A l l  other admini strative record s  - Dispose of 
when 2 years old . 

137.  Chronologica l Files - Thes e files con sist of ex tr a 
copies of i tems p repared in the Regional Offices maintained 
chronolog ically  for convenience of  reference .  

Dispose of whe n 2 years old .  

138. P ublic I nformation Subject Files - The files con
sist of press rele as es, correspondence , information on 
med ia sources, news items on contractors, and papers  on 
appearances and speeches, and the like reflecting p ublic 
i nformation activities of regional offices.  

Set up a new file every 2 years.  Dispose of 2 
years thereafter.  
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ALL OMBE FIELD OFFICES 

139 . OMBE Cont rac t-Grant Files - The  file consists  of 
office copies of materia ls pertaining to c ontrac ts and 
grants made  w i th OMBE funded organiz ations by the OMBE 
Region a l  Offices.  Doc ume ntation on  OMBE r e lations with 
these  contr ac tors and grantees is maintained in  the 
Regional  Office s , while these records are k e p t  at field 
offices to faci li tate operations c overing the office ' s  
dealings with the funded organiz ations . 

One year after fina l c loseout  by the ACO of  the 
contr ac t  or grant , send to a p propriate r e gion a l  
office  for  consolidation prior to tr ansfer to the 
Records Center by the regional office.  

140 .  Program Subject  Files  - The f i le c onsists of  
office c opies  of  general  materi als on OMB E programs to  
fur ther minority b usi nesses relating to the  priv ate sec
tor , the n onprofit institutions , and the gover nment sector , 
not c overed by individual contract or grant  fi les.  Such 
progr ams inc lude re gional  consultant  contrac tor (call  c on
tractor)  programs , Minority Business Opport uni ty Committee 
(MBOC) program , contract-gr ant progr ams for funded  organi
z ations , volunteer  organi z a tion progr ams , Business  Assist
ance Rep orting  p rogram (BAR)"-U, and the like.  

Doc umentation of  s uch programs is m aintained at the  OMB E 
he adq uarters offices as we ll as a t  OMBE regiona l  offices.  
These files a re maintained to facilitate o f fice operations 
in  d e aling with c lients of  the field offices.  

Disp ose  of  when 5 ye ars o ld .  

14 1 .  Ad minis tr ative Sub je ct Files - These files  consist 
o f  office c opies of  papers pert aining  to such ad ministr ative 
h ousekeeping  activities of  the offices as trave l ,  trip
reports , time and atte ndance and p ay r o l l ,  space , supplies 
and eq uipmen t  procureme n t ,  and the lik e. Documentation on 
these administr ative matters is maintained in  the Office 
of  the Secretary and i n  the OMB E  Administratio n Division.  

Disp ose of  when  2 years  old .  

142 .  Chron ologic al Files  - These file s  consis t of  e xtra  
copies  o f  items prepare d  i n  the  fie ld offices  maintained 
chronologic ally for  convenie nce of  reference.  

Dis p ose o f  when 2 ye ars old.  
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ADVISORY COUNCIL FOR MINORITY ENTERPRISE 

Establishment.  The  Advisory C ouncil for Minority E nter
prise was estab lis hed pu rs uant to Exe cutive Order 1145 8 
of March 5 ,  1 9 6 9 ,  and c onti n ued under Exe cutive Order 
11625 of O ctober 1 3 ,  1971 .  I ni ti ally ch ar tered under 
the Federal Advisory Committee Ac t in  Ja n u ar y  1 973 , the 
Counci l was contin ued t o  be re- chartered  under the s ame 
A ct .  On De cember 20 , 1976 , by E xec utive Order 11948 , the 
Pres ident authoriz ed the contin uation of the Council until 
De cerr�er  3 1 , 1978.  

Obje cti ves and D uties.  

1.  The Council advises the Secretary  of Commer ce 
on the devel opment and implementat i on of policies in  
s up port of the  minority b usi nes s e n terprise p rogr am with 
s pecific emphasis o n  mobi liz ing  and applying  the suppor t 
of  the private se ctor of the economy.  

2 .  The Council ' s  activities i nclude serving  as a 
s ource of knowle dge and informati on on developments in  
different fields and segments of  our  economic and  s ocial 
life which affect minority b usi ness enterprise;  keeping
abre as t cf pl ar.8 , progru.ms , o_nd ac tivi tiE:s :i.n i.:.he pul.>lic  
and private sect ors wh ich relate t o  mi nority b usiness 
enterprise, and advi sing  on any meas ures to better 
ach ieve the objectives of Executiv e  O r der 1 1625 ; and 
considerin g ,  and advising  the Secretary , and s uch offi
cials as he  may designate , on problems an d matters 
ref erre d to  the Co uncil.  

3 .  The Council f uncti ons s olely as an advis ory b ody.  

4 .  The C ouncil or  its  Chairman may  est ablish s uch 
s ub or din ate cornmi ttees , consisting· of selected memb ers of 
the Counci l ,  as may be deemed appr opri ate to  advise and 
assist  the Council i n  th e p erfo�mance of its functi ons"-U, 
s ub ject  to  the approv al of th e Se cr e t ary of Commerce. 
Each such c om...t1l.ttee shall in  its meetings and other pro
ced ures c omply with  the  appl icabl e  p rovisi ons of P ublic  
L aw 92- 4 6 3 .  When  the Council w as f ully operative , it  
h ad s uch committees (e arlier called task forces) as  an  
Exec uti ve Commi ttee , a P ur ch asing  C ommittee, an Ed uca
tion Committe e ,  a C apital Developme nt  Committee , a Bus i
ness Opportuni ties Committe e ,  and  a Training  Committee.  
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Member s  a nd Chai rme n. The Cou nc il i s  compo sed o f  memb e r s  
appoi nted b y  the Pre sident from a mo ng p er so ns, i ncludi ng 
me mber s o f  minority group s a nd r epre se nta tives  from 
mi nori ty b u si ne s s  e nterpri se s, who are knowled geable i n  
th i s  field a nd ded ic ated t o  t he p u rpo se s  o f  Executive  
Order  116 2 5. Membe rs serve for a term of  two year s a nd 
may be re appoi nted . The Preside nt de si g nate s o ne o f  the 
member s o f  th e Cou ncil a s  the Ch air ma n  o f  th e Cou ncil ,  
a nd may al so d e si g nate a Vice-Chairma n. I nitially 6 3  per
so ns compri sed the Cou nci l ,  a nd a t  the hei ght  o f  i ts a cti v 
i tie s more th a n  80 per so ns were named  t o  i t . 

Admi ni str ative  Pr ovi si ons. 

1 .  The Cou nci l repor t s  to  th e Secretary o f  Comme r ce .  
It s commi ttee s report to  the Cou ncil.  

2 .  The Counci l nor mally mee t s  twice e ach year,  a nd 
e a ch o f  i t s  commi ttee s normally mee t s  o n  a quarterly b a si s. 

3 .  The Secreta ry o f  Com.�erce a r r a nge s for a dmini s
t rative suppor t  of  the Cou ncil a nd its committee s to  the 
e xte nt nece s sary. 

4. The e sti�ated a nnu a l  oper a ti ng cost of the Cou n
ci l a nd it s comrn.i t tee s is $ 2 5 0 ir 0 0 0  a nd 5 rna ny e ar s  o f  sta f f  
su ppo rt. 

Hi story. The Counc i l  w a s  i nit ially chai red by Sam Wy ly , 
Chairma n  o f  the Board, U ni ve r si ty Computi ng Comp a ny ,  with  
Ber keley Bur re ll a s Vi ce-Chairma n  a nd Al a n  S t eelma n a s  
the Exe cutive  D ir �c to r. Soon  a f ter  i t s  e st abli shme nt the 
Cou ncil  began  to con s tru ct a b lueprint f or nati onal goa ls 
a nd strate g ie s  for mi nori ty e nterpri se over the ne xt 
decade.  The maj or f ocus of  the Cou ncil ' s  e f fort w a s  t o  
i nsure delivery at the local  communi ty level o f  t he 
re source s ne ce s sary t �  generate v i ab le mi nority b u sine s se s . 

S i nce the Cou ncil  me t a t  the call  o f  the Secretary  o f  Com
merce ,  normally, only· tvli ce a year,  much o f  i t s  wor k  w a s 
carried cu� by it s small sta f f  he aded by a n  Executive 
D irect or, a nd by the v ariou s c ommittee s or t a sk force s 
wh i ch met a nd prepa red recoITu�e nd a ti ons. It  a l so e mploy e d  
contractor s o r  consul ta nt s  to a s si st i n  i ts work. 

By 1 9 73 the a ctiviti e s  o f  the Cou ncil be g a n  to  taper  o f f  a s  
the OM B E  pr ogram it sel f b ecame more sel f - su f ficient. By
October 1 97 4 , a side f rom it s l a st Chairma n, Charl s E. W a l ker � 
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and its Executive Direc tor , W .  V.  Wis h ard , und  a small 
s taff , the terms of all but f our of the Council members 
h ad exp ired arid no nsw nominati ons were b e ing mad e .  

While the Council h as been inacti v e  s ince 1975 it is s till 
legally in ex is ten ce.  On Janu ary 2 ,  1975 the Director of  
the Dep artment Of f ice of Org an iz ation and  M an agement  
S ystems approved a renewed Advi s ory Committee ch arter 
for the Council f or two years under the F eder al Advis ory 
Committee Act of 1972 , s ub ject to the is s uance of  an 
Exe cutive Ord e r  continuing the Council. On December  20"-U, 
1976 by E xecutive Order 119 4 8 , the Pres iden t  authoriz ed 
the continuat ion of the Council u n ti l  December 3 1 ,  1978 .. 
'rhe w ay is th us le gally open to re act ivate the Council 
if  s u ch a s tep is des ired. 

The exis ting f iles of the Council - ar e  l ar gely thos e  of 
the f ull-t.ime ExE- cutive D irector and of h is s taf f , alth ou gh 
in the l ater years , they include f iles o f  th e las t Ch airman , 
Charls E .  Walk er ,  who  maintained an  o f f i ce at the Was hi ngt on 
he adq uarters of the Council.  S ome fi l es of the f irs t Ch air
ma n ,  S am Wyly , are inters pers ed in the e arl ier recor ds , 
al though he appears to h'ave mai n tained his off  ices at 
D all as , Texas at his U n ivers i ty Computing Comp any.  

.._;....,..  .,. ..::;;  � l- - . _ .- •- }_ 1 a_ _i r-m;.Ll a1•,l4. r1...,...,_ ...... .._ --:-- ...., • r , C,,...C.-t...1\..��=.,! .J.. J. .1..1...:J 
file of the l as t Chair man , alphab etically arrangGd by s ub
j e ct , covers the l ater more inactive  period of  th e Coun c il , 
and the Chairman's uns u cces s f ul attempts to  reactivate 
the Coun cil after mos t members"-U1 ter ms h ad expired i n  
October 1974 .  Typical s ub ject he adings incl ude :  E xe cut ive 
Committee ·Meetings , As s is tant Se cretary for Adminis tr ation , 
Budge t ,  I nterage ncy T ask  Force o n  Minor ity Bus iness , Con
gress io n al BlaSf9 Caucus ,1, �r3Yl, l' as,k..,!??5£e p� E conomic _"-U

tlrJ> � 'Z e,., �. ; �Prv -:- -z... ,�  . 
Permanent.  Trans fe r . "-Uto  WNRC wh e n  no  longer needed 
for current bus ines s .  Of fer  f or trans fer to the 
National Archives wh en 20 years old . 

144 .  Ch ronological F iles of the Council - This f ile ·"-Ucon
s is ts of  copies of  d ocu ments prepared in the headq uarters 
o f f ices of the Cou n cil , t ogeth er with s ome in coming  docu
ments , fi led chr onologi c ally b y  months"-U. Th e f ile is com
p lete with a few gaps c overi n g  th e major p ort ion of th e 
life s pan o f  j:he Counci l from December 19 6 9  thr ough 
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--
October  19 75 . I t  can provide conti nuity in  d ocumentin_,£ 
the activities of the Coun cil ."-U��,...<, c;M;n-e��� .  

,IT]) �  2 c. ,  � _; €/hf� -z.. ,�. 
Permanent.  Tr ans f er t o  WNRC when  n o  lon ger  
needed for  current b us ines s . Offer for  trans 
fer to th e National Arch i ves when 20  y e ars old . 

145 . Counci l P rogram Sub ject F i le - Th is fi le , m ain
t ained by th e Director of  the Counci l and h is s taff ,  
b as ically covers the period 19 69 - 19 73 .  It is an alph a
betic  s ub je ct file concerned with th e progr ams , tas k  
forces , mis s i ons , organiz ation , and operat i ons o f  th e 
Counci l.  

Typ ical s ub je ct head ings in clude :  Advis ory Coun cil I n for
mation , Bud ge t ,  Advis ory Co uncil Ch arter , Executive 
O rders , Advis ory Committee Reportin g Sys tem ,  B ank Pr ogram,  
Andrew B rimmer Black Capitalism P r ogram , Bus i nes s  O p p ortu
n ities"-U, Ch amb er of Commerce , Community Devel opment , Corre
s p ondence , D octors , Indi ans , MESBICs , Mexican-Americans , 
Nati onal Str ategies and G oals , Priv ate Se ctor Involvement , 
SBA,  Urb an E con omic  Development Cor p or ati on P r opos al , and 
Y outh O rganiz ati ons . 

Included in th e file is corres pondence with and.,,.p y- ,,,,<_...i"-U of th e Council.  ��-
�

1;��"-U}4,��n

r� Permanent . rl'r ans fer to  WNRC wh en n o  longe r  needed 
i/TP� 17' C. �. for curre nt bus iness . O ffer for tr ans fer to th e 

National Ar ch ives when  20  years old . 
� f 1-vt. . 

l!f' 

1 4 6 .  Coun cil Reports and Meetings F i le - Th is f i le is 
a collection of reports of v ar i oµs task  forces , s ub c om
mittees"-U, and commi ttees of th e Council  and of r ecords 
pertaining  to meetings and acti viti es"-U� s uch s ub or=--

. d i n ate 0�1� iz ati ons 9f the Counci l .  �""""'1� ,4 /�. . 
ef,-ve,,e /. ��.t(.-.1 4 rr11< j'��r �h,I�� r 

� - /I Permanent.  Trans fE/ t6 WNRC wh en n o  longer needed 
c/rj -:-- /C,r, f or curr ent b us ines s . Offer  for tr ans fer to the e,HJ� / /Ill .  N ation al Ar ch i ves wh en 20  years old.  , 

1 4 7 .  Council Ph otogr aph F ile - Th is file is a collecti on 
of ph ot ogr aphs of v ari ous pers ons conne cted with the 
Advis ory Committee for Minor i ty B us ines s Enterpris e .  
Mos t ph otographs are unmarked , but  s ome p res s rele as es 
are in cluded.  

,. \ 
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ship and re ap» ointments . ��"-U�-7, ,e,rr.___7"-U� ����� .  

--... _ 
5
f:!:.� es 1;;,He when  ! longe r needed 

current bus iness . OffoN fer transfer te t�o
1,.,�.,,... .. �
f or 
�Ja:tioRal AKsh.ivo1s u¥10r1 �Q ye1a1o;i;:. gl-J 

1 4 8. Cou ncil  Memb ership F i les  - The f i le consists of 
al ph ab etic  name folders , one f or e ach memb e r ,  and 
i n clude s app oi ntment p apers and corres p ondence with the 
apJ? oi nte e .  Als o in cluded we"-Ugener��e�_;3� 1Wrnb er-:_ 

EA- v' � t/7:f> -=.. 7- C, � ; � , �'- · 
Permanent . Tr ans fe r to  WNRC whe n  n o  longer needed 
for current b usine ss.  Off er  f or tr ans fer to  the 
N ational Archives v1hen  20 ye ars old. 

1 4 9 .  Coun cil Organiz ati on ,  P r ogramming ,  and T ask F or ce 
Files - The file consists of a collection of mate r i als 
on the org anization of the Council and i ts s ub ordin ate 
t ask forces or committees , correspondence ,  task force 
reports, meeting records , Council re commend ati ons , the 
Urb an Rep ort,  staf f  mee ting re cords , and s tandard oper
ati ng proced ures ·AI� d ocuments the b as i c functioning 
o� ,,.the Cound. l . ��-e.., ���� o/��r.v7J) � -z,. c, � .,1 e'i(f,f � -z- , fl'\.  , 

Permanent.  Tr ans fer to  WNRC when  n o  long e r  needed 
for current b us iness.  Offer  f or trans fer  to the 
N ati on al Archives when 20  years old . 

150 . Adminis trative Sub ject  F i l e  - The fi le  reflects the  
- adminis trative h ousekeeping acti vities of the headquar ters 

offices of  the Co uncil from 19 6 9 - 19 75 .  The b u lk of the 
file consi s ts of individu a l  name folders covering tr ave l , 
time and attendance , and occasion al personnel acti ons 
i nvolv i ng C ou n ci l s t aff  and members . Als o i n cluded are 
mate r i als on cont r ac ts an d procu reme nts , s pace, tele
phone , iinpres t vouche rs , and the l ik e .  

Adequate document ation o n  these administr ative act ivities 
exi s ts in the Offi ce of the Secre t ary of the De p artme nt.  

Disp os e  when 3 years old . 

6 7  

http:Sh!:.::1.ln


ALL UNITS 

• 

Certain temp orary rec ords are common to all or mos t of 
the offi ces of OMBE whether  in headquarte rs or the fie ld .  
This section of the  S ch ed ule is  p rovided to  ins ure th at 
all offices h ave s ome disp os al auth ority for these com
mon records.  Whe re any of s uch re cords listed b elow are 
des crib ed elsewhere in  this S ched ule among thos e  of a 
p articular organiz ational unit of OMBE , the retention 
periods p rovided for  th at unit shall  p re vail,  if diffe rent.  
Otherwise ,  the retention periods f or common records 
des crib ed hereunder  sh al l  app ly wherever they are 
found i n  OMBE. 

15 1.  Technical Reference M ateri als - These files con
sis t  of copies of pub lic ations and other �ccumulated 
m ateri als received in an o ffice and maintained b ecause 
of th eir perti nence to the ass ign ed t asks of an office . 

Disp os e when obs oleted or revis ed.  

152 . Routine Requests for  I nf ormation or Pub li c ations -
This fi le consists of corresp ondence and other materials 
rep lying to reques ts fo r information or p ub lications not 
involvi ng any ex tens i ve res earch to  answer or any adminis
t r ative de cis ions . 

Disp ose of any materials invo lving s u ch requests 
not returned with the reply when they are 
6 months old. 

153 .  " Ch ronological," " Reading ," " Ti ck le r , "-U" or  " Suspe nse"  
Files - These are ext r a  c opies of corresp ondence maint ained 
f or convenien ce of reference er to flag a due d ate f or an 
action. In some cases,  the ext r a  copies are removed fr om 
s u ch files and used for  cr oss- re fer ence and other p urp oses 
in s ub ject files . This action , of course , liquid ates the 
extra  copy file .  

Disp os e o f  resid u al copies whe n  1 y e a r  old . 

154 .  Rep r od uc ib les File - This f ile includes manus crip ts 
( camer a  copy ) and p aper  o r  ph otogr aphic or othe r  types of  
p lates or medi a used to reprodu ce multip l e  copies of  d ocu
ments for distrib ution.  
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• •  
Dispose of whe n no  l onger needed f or repr i nt in g .  

· 1 s s . Dire ctive s  F iles - The se are work copies of printed 
and pr oce ssed Departmental Orders , OMBE issuance s ,  and 
various i nt r agovernmental staff office authorit ative 
issuance s ,  su ch as th ose from 0MB , GSA, CSC ,  or GAO1
gove r ning  curre nt operati ons . 

• Dispose of i ndi vidual dbcume nts whe n revoked ,  
s upe rseded ,  or no l onge r  appli cable t o  the 
office or unit conce r ned .  ,., 

156 . S horth and N ote books and Dictati on Tapes , Belt s ,  
or Dis cs - These mate rials ge nerally  contain  l angu age 
f or tr ans cr iption or instr uctions req u iring  spe cific 
act ions.  

Dispose of 3 months after  t r anscripti on or 
completion o f  the subje ct tra ns actions . 
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