
Request for Records Disposition Authority	 Leave Blank (NARA Use Only) 
(See lnstrucnons on reverse) 

- 16To National Archives and Records Administration (NIR) 
Washmgton, DC 20408	 Date Received 

From (Agency or establishment) 

De artment of State	 Agency 

2 Major Subdivrsion	 In accordance With the provisions of 44 
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Bureau of Political-Military Affairs
 
Office of Weapons Removal and Abatement
 

RECORDS DISPOSITION SCHEDULE
 

Item 1 Subject Files 

Description:	 Arranged by subject FIles contam information on a variety of tOpICSpertammg to 
conventional weapons destruction Records mclude copies of correspondence, 
memoranda, ernails, telegrams, background materials, and reports 

Disposition:	 Temporary Cut off file at end of calendar year Destroy when 7 years old or when no 
longer needed, whichever IS later. 

DispAuthNo:	 Pendmg (new) 

Item 2	 Policy Files 

Description:	 Arranged by subject Files mamtamed at the office level relatmg to the Department's 
participation m multi-lateral and bilateral negotrations and agreements related to 
small arms and light weapons (SAjLW), landrmnes, and other conventional weapons 
Files also document the development and implernentatron of policies designed to curb 
the destabihzmg effects of Man Portable Air Defense Systems (MANPADS), 
Abandoned Ordnance (OA), and other conventional munitions Includes 
correspondence, memoranda, ernails, telegrams, talkmg points, bnefing papers, 
Bnefing Checklists, notes, notebooks, drafts showmg substantive comments, position 
papers, analytical workmg papers, speeches, delegation lists, reports, meetmg 
agendas, meetmg mmutes, and other substantive records Note the signed original 
text of Treaties and Agreements, along with all accompanymg papers such as agreed 
rrunutes, exchanges of notes, plans, etc, must be transmitted to the Assistant Legal 
Advisor for Treaty Affairs per 11 FAM 7257 (treaties) or 11 FAM 726 (agreements) 

Disposition:	 PERMANENT. Cut off records at the end ofthe calendar year Retire to the Records 
Service Center (RSC) when 5 years old or sooner If needed. Transfer to the National 
Archives 25 years after cutoff m a medium and format acceptable to NARA m 
accordance With NARA regulations and guidance m effect at the time of transfer 

DispAuthNo:	 Supersedes NARAJob No Nl-59-01-1B, Item 5 & NARAJob No. Nl-59-01-20, Item 6 
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Item 3	 Program/Project Files 

Description:	 Arranged by country, program or project Files include matenal related to the 
planmng, implementation, operation, and completion of bilateral and multilateral U S 
programs and projects for conventional weapons destruction, including humamtanan 
dermmng, munitions and stockpile destruction, stockpile management and secunty 
and pohcies related to these programs Records include country plans, 
correspondence, memoranda, ernails, telegrams, talking points, bnefmg papers, 
reports, and other matenals related to specific programs and projects 

Disposition:	 PERMANENT Cut off records at the end of the calendar year Retire to the Records 
Service Center (RSC) when 5 years old or sooner If needed. Transfer to the National 
Archives 25 years after cutoff in a medium and format acceptable to NARA in 
accordance with NARA regulations and guidance m effect at the time of transfer 

DispAuthNo:	 Supersedes NARAJob No Nl-59-01-20, Item 5 

Item 4	 Outreach Materials 

Description:	 Publications and audio-visual matenals that are designed to expand the awareness of, 
and support for, U S efforts to reduce the Impacts of unexploded conventional 
weapons on CIVIlians Covers the penod 1999 to present 

Volume on hand 1 cubic foot 
Annual Growth less than one cubic foot annually 

Disposition:	 PERMANENT Cut off at the end of the calendar year m which the publication was 
produced Retire to the Records Service Center m 5-year blocks,S years after last 
cutoff (i.e , 2001-2005 transferred in 2010, 2006-2010 transferred in 2015, etc) 
Transfer to the National Archives 25 years after cutoff 

DispAuthNo:	 Supersedes NARAJob No Nl-59-01-20, Item 13 
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Item 5	 Reference Files 

Description:	 Consists of copies of publications not developed with assistance from the Department 
and used for reference purposes only Includes CDs, DVDs, Videotapes (10 both VHS 
and beta formats), and public service messages, produced through grants and 
cooperative or mteragency agreements for land mme risk education and outreach 
Examples mclude "Landrmne Project" and "Landmmes: Cleanng the Way" These 
matenals are used to mform the public about these Issues and international efforts to 
address the Issues FIles also mclude educational matenals given to the office by the 
mdividual or organization that produced them 

Disposition:	 TEMPORARY Destroy when no longer needed for educational or reference purposes 

DispAuthNo:	 Pending (new) 

Item 6	 Allocation Memoranda and Congressional Notifications 

Description:	 File contams memoranda, copies of Congressional Notifications, and related 
correspondence regard 109 requests for approval to use funds for conventional 
weapons destruction programs. 

Disposition:	 TEM PORARY. Cut off at the end of the fiscal year Destroy 3 years after cutoff, or 
when no longer needed for reference purposes, whichever IS later 

DispAuthNo:	 Supersedes NARAJob No Nl-59-01-20, Item 12 

Item 7	 Grant Files 

Description:	 FIles document grants 10 support of hum amta nan assistance efforts In the area of 
conventional weapons destruction, filed by year and grant number. Include grantee's 
proposal, Application for Federal ASSistance (SF-424), other information submitted 
by grantee, Statement of Work, grantee requests for changes to grant, grant and 
amendments Also mcludes correspondence regard 109 grant processmg, Grants 
Officer Representation (GOR) Delegation, Starter Memo, signed agency payment 
approval, other financial status reports/correspondence, payment trackmg 
spreadsheet, grantee financial report (SF-42S), grantee reports, and close-out Cover 
Sheet. 

Disposition:	 TEMPORARY Cut off at end of fiscal year 10 which grant IS termmated or final 
payment ISmade Destroy 3 years after cutoff or when no longer needed for audit 
purposes, whichever IS later 

DispAuthNo:	 Pendmg (new) 
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Item 8	 Interagency Working Group Files 

Description:	 The Department of State, through PMjWRA, IS the lead agency in coordmatmg 
various mteragency workmg groups (IWGs) dealmg with conventional weapons 
destruction IWGs files con tam meetmg announcements, agenda, mmutes, proposals 
submitted for review, background mforrnation, and recommendations for action 
FIles are arranged chronologically by date of meetmgs Covers the period 1999 to 
present 

Volume on hand 2 CUbICfeet 
Annual Growth: less than one CUbICfoot annually 

Disposition:	 PERMANENT. Cut off records at the end of the calendar year. Retire to the Records 
Service Center (RSC) when 5 years old or sooner If needed Transfer to the National 
Archives 25 years after cutoff in a medium and format acceptable to NARA in 
accordance WIth NARA regulations and guidance in effect at the time of transfer 

DispAuthNo:	 Supersedes NARAJob No Nl-59-01-20, Item 7 
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