


EXECUTIVE OFFICE OF THE PRESIDENT

OFFICE OF ADMINISTRATION

The Office of Administration was established within the Executive
Office of the President by Reorganization Plan No. 1 of 1977 (42 FR
5601).  The Office was activated, effective December 4, 1977, by
Executive Order 12028 of December 12, 1977 (42 FR 62895).

The Office of Administration, headed by the Director, provides
administrative support services to all units within the Executive
Office of the President, including those services which are in
direct support of the President.  The services provided by the
Office of Administration include information, personnel, and
financial management, and general office operations, such as mail,
messenger, printing, procurement, and supply services.
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Office of Audit and Assessment

The Office of Audit and Assessment assesses overall systems
performance versus established goals, and recommends improved,
simplified systems and associated procedures.  The records of this
Office are covered under items 1, 2, and 3 of this schedule and the
General Records Schedules (FPMR 101-11.4).

Office of the General Counsel

The Office of the general Counsel advises the Director and his
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Administrative Services Division

The Administrative Services Division is responsible for the
management and direction ofOoo7curagement anconistrecngle f




