


EXECUTI VE COFFI CE OF THE PRESI DENT

OFFI CE OF ADM NI STRATI ON

The O fice of Adm nistration was established within the Executive
Ofice of the President by Reorgani zation Plan No. 1 of 1977 (42 FR
5601). The Ofice was activated, effective Decenber 4, 1977, by
Executive Order 12028 of Decenber 12, 1977 (42 FR 62895).

The O fice of Adm nistration, headed by the Director, provides
adm ni strative support services to all units within the Executive

Ofice of the President, including those services which are in
direct support of the President. The services provided by the
Ofice of Admnistration include information, personnel, and

financi al managenent, and general office operations, such as mail,
nmessenger, printing, procurenent, and supply services.









Ofice of Audit and Assessnent

The Ofice of Audit and Assessnent assesses overall systens
performance versus established goals, and recomends i nproved,
sinmplified systens and associ ated procedures. The records of this
O fice are covered under itens 1, 2, and 3 of this schedule and the
General Records Schedul es (FPMR 101-11. 4).

Ofice of the General Counsel

The O fice of the general Counsel advises the Director and his
staff regarding substantive assac4hhe Oislation 2, angntihis

The O fice ofdm nistpationes. The records of thie OficO(ahe)]TJ



Adm ni strative Services DivVvision

The Administrative Services Division is responsible for the
managenent and direction of Goo7curagenent anconistrecngle f






