
NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: NCl-051-79-08 

Some items in this schedule are either obsolete or have been superseded by new 

NARA approved records schedules. This information is accurate as of: 08/09/2022 

ACTIVE ITEMS 

These items, unless subsequently superseded, may be used by the agency to 

disposition records. It is the responsibility of the user to verify the items are still 

active. 

All other items remain active. 

SUPERSEDED AND OBSOLETE ITEMS 

The remaining items on this schedule may no longer be used to disposition records. 

They are superseded, obsolete, filing instructions, non-records, or were lined off and 

not approved at the time of scheduling. References to more recent schedules are 

provided below as a courtesy. Some items listed here may have been previously 

annotated on the schedule itself. 

Item 3 was superseded by DAA-0051-2015-0001-0001. 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 08/09/2022 NC1-051-79-08 



REQUE,. AUTHORITY, .. LEAVE BLANK..' 
DATE RECEIVED JOB NO TO DISPOSE OF RECORDS 

( See lnslruc1to11J on Renrse) FEB ,979 9 
TO GENERAL SERVICES ADMINISTRATION, 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, D C 20408 NOTIFICATION TO AGENCY 

FROM (AGENCY OR ESTABLISHMENT) 
In accordance with the prov1Stons of 44 USC 33030 the dis 
posol request 1nclud1ng amendments, 1s approved except forExecutive Office of the President 
rtems that may be stamped disposal n ot approved or with

2 MAJOR SUBDIVISION drawn 1n c olumn l 0 

3 

Div1.s1.o 
TEL EXT 

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposal of the agency s records, that the records proposed for disposal 1n this Request of
-----6---"- page(s) ore not now needed for the business of this agency or will not be needed ofter the retention periods specified 

2/2/79 Records Management Officer 
(Date) (Signature of Ag �y Representative) (Title) 
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ITEM NO 
8 DESCRIPTION OF ITEM 

(With Inclusive Dates or Retent10n Periods) SAMPLE OR 
JOB NO 

10 
ACTION TAKEN 

See attached Record Schedule: 

Off 1.ce of Management and Budget 
Records of the National Security Division 

J�te�d�jfe,, 
Pe.-r telC..OWI witt, 

wl.-'Jf-]lr/ 

STANDARD FORM 115 
Revised November 1970 

Prescribed by General Services 
Admm1strat1on 

FPMR (41 CFR) 101-11 4 
115-105 



h. NationaAl 
re tt)es - -- - ---- - - ------ ---- ----- ---- --

--

-� 

Wc1shmgton, DC .l0--1-08 
___j -, 

t,.,;_�l•../c.., C•·tc, 

i.,_,_ c;/1./Ff' .,
August 25, 1988I l,tlt: 

Reph t,, 
\!Ill uf NNFJ 

D1spos1t1on dates for 0MB schedules 

T<> 

NIR 

I recommend that the d1spos1t1on dates for all permanent items 
1n NCl-51-79-2 and NCl-51-79-8 (Office of Management and Budget)
be amended to read "Transfer to NARA when 30 years old." These 
schedules relate to records of the National Security and 
International Affairs D1v1s1ons. NCl-�l-79-2 provides that the 
records should be offered to NARA when the records are eight (8) 
years old. NCl-51-79-8 was amended 1n 1979 to 20 years. The 
records involve a significant amount of national security
class1f1ed 1nformat1on which will not be el1g1ble for systematic 
review until 30 years old. 

NIR should also examine the d1spos1t1on date of NCl-51-79-4,
records of the Energy and Science D1v1s1on, which covers records 
relating to nuclear and space programs. BOB/OMB records 
relating to these subJects accessioned 1n the past were often 
highly class1f1ed. These records should also be scheduled for 
transfer to NARA when 30 years old. 

NNFJ 1s holding three SF258's for records covered by the above 
schedules pending the resolution of the question of the 
d1spos1t1on dates. 

Please let me know 1f you have any questions. 

t/4�4�;
CLARENCE F. 'LYONS, JR. 
Chief 
Jud1c1al, Fiscal, and Social Branch 
c1v1l Archives D1v1s1on 

NIR (8-25-88): NNFJ's proposal to change the disposition (transfer) statement 
for the above cited Jobs appears reasonable to me. Please keep NNFJ informed 
of the progress on this re�uest. 

DT�t� 

Vm1011al A.1chtl'es and Record., A.d1111111strat1011 
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RECORDS OF THE NATIONAL SECURITY DIVISION 

Recoras Common to the Division Office ana Branches 

1. Administrative Records. The aaministrative records relate to 
the internal organization ana management of the Division or 
Branch, incluaing chronological files, work plans, ana related 
recoras. 

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

2. Correspondence Recoras. The correspondence records consist of 
routine inquiries (from the public, referrals from the White 
House, Congress, and other Government agencies), replies 
thereto, backgrouna-rnaterials for formal informational releases 
and other corresponaence in which no unusual administrative 
decisions, policies, or efforts are involvea. 

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

3. Legislative Information Records. The legislative clearance 
records consist of copies of correspondence from Congress and 
other Government agencies, including printed materials. 

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

The Legislative Reference Division maintains the permanent
records on all legislative clearance records. 

4. Executive Order and Proclamation Information Records. The 
executive order and proclamation records include copies of 
materials on clearance, preparation, presentation, and publica­
tion. 

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

The General Counsel's Office maintains the permanent records 
on all executive orders and procla�ations. 



• 

5. General Accounting Office Reoorts Records. The GAO reports
records are extra copies fo::: reference purposes only and require 
no action by the Divisi-0n. 

'.i'EMPORARY. Cut-off every 2 yea�s.
Destroy ·when 2 years old. 

GAO reports requiring actio'1 b.f the Division are maintained 
in tbe Branches as part of the program records. 

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

6. Program Reference Material. The program reference material 
consists of extra copies of record naterials retained solely 
for convenience of reference; in�ormation and reference copies 
of correspondence and other p22ers on which no action is 
necessary; preliminary drafts cf-letters, memoranda, reports, -
studies, preliminary worksheet3 ano informal notes that do not 
9dd si9nificant data or substa��e in the final steps of the 
preparation of an official record: shorthand -notes, including
stenographic notebooks and ste�otype tapes, that have been 
transcribed; abstracts of co::::-res_pondence, route slips, and 
letters of transmittal that do not contain significant
information; stocks of publicacions and processed docu�ents 
maintained for distribution pu�oses; catalogues, trade 
journals, and other publications or printed material received 
fro@ other Govern�ent agencies, co��ercial firms� or private 
institutions, which require no act�on or supplem�nt the 
official record. 

Cut-o£f every 2 years.
Destrov ·wh2n 2 ye::irs o1s. 

7. Personal Papers. Papers ofn � ��iva�e or nonofficial characte� 
which pertain only to an ind�v::_dual's personal affairs that are 
kept in the office of an OMS 2�9loyee will be clearly designated
by him as nonof±:icial and Tll�.l ac all times be filed se:;,a.rately
fro:7 t:-1e officia1 records o:: '.-1::_s 0�:.:.ce. 1"1 cases whe�e mat-cers 
requiring the transaction o� �==icial ·busines� are received in 
private personal correspo�Jc-�e, �he �o�tions �f such cor�espo�de��e
that percain to official bLs_�ess ··::_ll-be exc�2cted and �ade a part
0£ the official files. 

Dispose when no l��ger �eeded. 

http:o"=:.:.ce


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

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

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

and any other such agencies 
that may be established) 

Copies of Budget Execution repo rts 

Copies of statements of Financial Condition 

Copies of various other documents 

TEMPORARY. Cut-off each fiscal year. 
Transfer to EOP Depository each fiscal year� 
Transfer to FRC each fiscal year. 
Destroy when 5 years old. 



� _ 

�-

Division Office Records 

9. Division Office Proqram Records. The Division Office program 
records consist of items that are handled at the Division 
Office level and cover broad areas of responsibility not 
covered at the branch level. (Arranged alphabetically by 
subject). ./µ/,y: 

PERMANENT. cut-off every 2 years.
Transfer to EOP Depository when 2 yea;;s old. rr-1? 

<!_Transfer to FRC when 2 years old. P. �I d,ffe .... i )14---,.._ 
o££er t;o NI\RS •,ib e",/9-/(;_ ��"t<l

i/
-/i(c,41tJ;'/:_, :':£1 -'f--'1,S,. 

10. Division Office Budgetary Records. Budgetary records of the 
Division reflect its responsibility associated with the 
preparation, formulations, and execution of the Federal 
budget of its assigned agencies. The records include those 
items prepared or received that are directly associated to 
the established budget process. (arranged by agency and 
alphabetically by subject thereunder) o / P/y. 

PER.i.'1ANENT. Cut-off each fiscal yeaar. 
Transfer to EOP Depository each fiscal year. 
Transfer to FRC each f isca.l year� f. 'K-1 0/\�aJJ I R_c___1 

'If1tll� rk NPrt?r � 30 �,�
Branch Records 

Offer t;g N.A�S w.beo)D yearc, aJ a 
q/12/w 

__) 

11. Special Project Program Records. Program records of Special 
Projects reflect its responsibility to review, manage or provide 
assistance to its assigned agencies and/or other maajor 
functional areas. The records include program-related 
memoranda, memoranda to and from the heads of agencies and 
other written communications pertinent to the activities, 
operations, and responsibilities of the unit. (Arranged by 
agency and alphabetically by subject thereunder). ,/p/� 

PE?:vlJ\�"ENT. Cut-off every 2 years. 
Transfer to EOP Depository when 2 years olcl. 
Trans fer to FRC when 2 vears old. f?-ffic.J,�J /V / RC-

q/n)'8J{ 
Oflicr t;e, l'o'IRS -,ibc;: yous old, 

�v-a�s:� -\o N��A u..)�-eV\ Y �� �. 
n\) � v-1/)J. U!'(\-u,n-e V\ UL-- 'b f{Lt) Doe r I a I &Urtin t/Jf .;,,I 8z!P 

( e c__..QA � q\w \ �, 



Transfer to EOP Depository each fiscal yearo
Transfer to FRC each fiscal year • 
Ofrer ;,e Na.HS ,ihea�-fr'::'� +c,"W� vA...,_ ", 

12. Special Projects Budgetary Records. Budgetary records of 
Special ProJects reflect its responsibility associatea with 
the preparation, formulations, and execution of-the Federal 
budget of its assigned agencieso The records include those 
items prepared or received that are directly associated to 
the established budget process. (Arranged by agency and 
alphabetically by subject thereunder). 3 �/Y, 

PERMANENT. Cut-off each fiscal year. 

.f .-f\-\ U{\.� )J IJc(_
0 

13. Arm� Branch Program Records. Program records of the Army � 
Branch reflect its responsibility to review, manage, or 
provide assistance to its assigned agencies and/or other 
major functional areas. The records include program-
related memoranda, memoranda to and from the heads of 
agencies and other written communications pertinent to the 
activities, operations, and responsibilities of the branch. 
(Arranged by agency and alphabetically by subject thereunder). 

• 7.f'�/KPERMANENT. Cut-off every 2 years.
Transfer to EOP Depository when 2 years old. 
Transfer to FRC when 2 years old. -r.�-� LN\....\-v.- JJ-r:R..� 
Offer -eo Ui\:R:S Wfl:en):!P years old a '1 \1�� o/ , rct�s� -t=- N -f\R \\ �� '.:)o �r� �. 

14. Navy Branch Program Records. Program records of the Navy
Branch reflect its responsibility to review, manage, or 
provide assistance to its assigned agencies and/or other 
major functional areas. The records include program-related 
memoranda, memoranda to and from the heads of agencies and 
other written commu?ications pertinent to the activities, 
operations, and responsibilities of the branch. (Arranged
by agency and alphabetically by subject thereunder) • .J-S-�y-o 

PEID'.iANENT. Cut-off every 2 years.
Transfer to EOP Depository when 2 years oldo 

Of £et: t:o NA.RS ovflC'flJil!J ycal'?S old O 

Transfer to PRC when 2 years old. f�1ch� 
q/12-/gy 

�'('llV'S� fo NA-KA wh�n )0 ry� �-

LOY\ u...t. V ., --P Vl UL­J Q yDJ.. t fV.LP-fl_ Jp y' ?f/ � 
DWU')\ i_oP v-e c�� 11�1�,

1 
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15. Air Force Br3nch Program Records. Program records of the 
Air Force Branch reflect its responsibility to review, 
manase, or provide assistance to its assigned agencies and/ 
or other major functional areas. The records include program­
related memoranda, memoranda to and from the heads of agencies 
and other written communications pertinent to the activities, 
operations, and responsibilities of the branch. (Arranged 
by agency and alphabetically by subaject thereunder). ,7,-fJ'",h-r-

PERMANENT. Cut-off every 2 years. 
Transfer to EO P Depository when 2 yea�s old. 
Trans fer to FRC when 2 years old. f.-R IL 'v\.{t,- )I IR. t. 
0£:eer :ee Ul\RG •..'flefi;;21Z years old. 9112-l�

�,�u.�+ h1 !'[ t\t.lt '-.0li-, jO oW.�Y":> 

16. Personnel Policy Branch Program Records. Programs records 
of the Personnel Policy Branch reflect its responsibility to 
review, manage, or provide assistance to its assigned agencies 
and/or other ma jor functional areas. The reco rds include 
program-related memoranda, memoranda to and from the heads 
of agencies and other written communications pertinent to 
the activities, operations, and responsibilities of the 
branch. (Arranged by agency and alphabetically by subaject 
thereunder}. • ).f,_r¥ 

PERMANENT. Cut-off every 2 years. 
Transfer to EOaP Depository when 2 years old. 
Transfer to FRC when 2 years old. µrvcc_

1 Offer to N.".RS T,.Tfl:OR,., years old. 
qf;2.-/ w 

�a\('\�� -\o N l\� � � � �o �v� oW. 

b JV.di j)o,> r \J , t(ff> b\) .Q. t D.1 UM 1.M , ; Q vi '-'-

O(tiWv � v-eee,vceJ./ q/1,Jt,
1 




