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Pennie Edwards, Assistant Records Mgr. 647-6722 
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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 in this Request of 34 page(s) are not now needed for the business of this 
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C~HPREHE~SIVE ~EC~~~S C~~T~~~ SCHE~~~E F~~ THE 
U.S. ~RMS C~~T~~~ ~~~ ~IS~RMAME~T ~~E~C~ (~C~~) 

The records in this Comprehensive ~ecords Control 
Schedule date from ~Cl-383-84-1 and ~CI-383-85-1 
for the ~C~~. 

The ~eneral ~ecords Schedules will be applied
consistently throughout this schedule and do 
not appear as references. 

The majority of/ records proposed for permanent
retention are national security classified and 
are scheduled for transfer to the ~ational 
~rchives and ~ecords ~dministration when 30 
years old or when declassified, whichever is 
sooner. ~nclassified permanent records are to 
be offered for transfer the ~ational Archives 
and ~ecords ~dministration under the same time 
frame to ensure continuity of the records series. 
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Records Subject to destruction under the General Records 
Schedules and non-record material intermingled
throughout the permanent items should be screened therefrom 
and destroyed by the National Archives after the records are 
accessioned. 

This schedule will apply to records created by successor 
elements regardless of name or organizational'changes,
assuming essential functions of such elements remain the 
same. 
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COHPREHENSIVE RECORDS 
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9.7. 8. DESCRIPTION OF ITEM 10.SAMPLE OR
ITEM NO (WIth Inclusive Dates or Retenlton Periods) ACTION TAKENJOB NO 

u.s. ARMS mN'l'ROL AND DISARMAMENT AGENCY 

The purpose for which the united States Arms Cbntrol and
 
Disarmament Aqency exists is to nnprove the security of
 
the United States, and the worln at large, through
 
aqreements to control and reduce international competitior

in armaments ann to diminish the threat of nuclear war.
 

OFFICE OF THE DIRECTOR 
U. S. Aro1S COtlTROL ANn DISARMN1ENI' ACTIVITIES 

RECOROO OF THE OFFICE OF THE DIRECTOR 

The Director ann Deputy director advisA the President,

the National Security Council, the Secretary of State,

and other elements of the united States GoVArnment in the
 
pursuit of the Agency's goals. The Director controls the
 
negotiations, operations, and research activities of the
 
Arms Cbntrol and Disarmament ktency. The personnel of
 
the office of the Director support the Director and his
 
Deputy in these endeavors.
 

The major ohiectives of the Office of the Director are to 
support th8 Director as he carries out his responsibilitiEs: 

-- to advise the President, the National Security Council
 
the secretary of State and other senior government

officials on arms control and disarmament matters, and
 
their relationship to other aspects of overall national
 
security policy;
 

-- to prepare for and manaqe United States participation
in bilateral and multilateral neqotiations in arms contro 
and disarmament. These i.nc Iude such specific negotiatiom
as: the Nuclear and Space Talks (NST) and its associated 
negotiating qroups - the Defense and Space Talks (DST),
the Strategic Arms Heduction Talks (START), and the 
Intermediate Panqe Nuclear Forces Talks (INF); Mutual and 
Balanced Forces Fa:1uctions ~qotiations (HBFR); the 
Cbnference on Cbnfidence and Security Building Heasures 
and Disarmament in Europe (CnE); the C.onference on 
Disarmament (CD); the United Nations Gmeral Assenbly
(INCA) First Carmittee; and the US-USSR Standing Cbnsultat ives 
Oommission. Specific issues requirinq close and continuols 
attention include: analyses, formulation and negotiation
of arms control treaties, in NST and analyses of numerous 
issues that arise in such neqotiations; review of space
arms control issues and verification compliance aspects 

--------~-------------------------- ~~--~~~~~~~~------L--------L----------
115-203 Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 
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9.7. 8. DESCRIPTION OF ITEM SAMPLE OR 10. 
ITEM NO (WIth lnctusrve Dates or RetentIon Peroods) JOB NO ACTION TAKEN 

of all arms control treaties: analysis and negotiation of 
confidence building measures: implementation of the 
President's policies on nulcear non-proliferation,
incluninq his initiative on comprehensive safeguards: and 
continued work on arms transfer and technology transfer 
policies. 

-- to assure that the POlitic~l, military, intelligence,
scientific and technoloqical information essential for 
the formulation of national policies in arms control and 
disarmament is available to the decision~akers; 

-- to conduct, support, and coordinate research in arms 
control and disarmament issues, and defense systems, and 
to study confidence buildinq measures and verification 
techniques beyond national technical means. 

-- to prepare and disseminate public information concernirg
a~s control ann disarmament; to contribute to the 
education of the puhlic on arms control and disarmament 
throuqh public speaking ann conferences; to support the 
public diplomacy effort manaqed by the national security
interagency process; 

-- to continue to ensure a close liaison with the CbnqresE
on arms control and disarmament matters. 

-- The Director and Deputy Director advise the President,
the NatIonal securIty CbuncIl, the Secretary of state ann 
other senior l10vernment officials on arms control and 
disarmament matters, ann their relationship to other 
aspects of overall national security pol icy. The Director 
is responsible for all operations and activities of the 
Arms Cbntrol & Disarmament Jlqency. 

-- The Cbuncelor (D/C) assists the the Director and Deput)
Director and serves as a principal adviser on all aspects
of the Agency's operations and as a link between the 
Director and top decision-itlakers within the Aqency and in 
other agencies. 

-- The Executive Secretary of the Aqency (D/EX) directs 
and coordinates staff work for the Director; directs 
substantive issues, studies and assists the Director in 
keepinq policy and orqanizational and functional aspects
of arms control matters in phase. 

115-203 Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 
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GI'O 197:> () - 57<)-387 FPMR (41 CFR) 101-11 4 



-•• 
PAGE OFJOB NORequest for Records Disposition Authority - Continuation I 
q ()f' .A 

.~ ' 
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ITEM NO (With Inclusive Dates or Retention Penods) JOB NO ACTION TAKEN 

-- The special Representatlve for Arms Control anar--
Disarmament Negotiations (S/ARN, S/ART, appointed by the 
~sident wlth the advice and consent of the Senate 
with the rank of Ambassador; advises the president and 
the Secretary of State on international arms control 
neqotiations and related matters. 

-- The Office Arms Reduction Neqotiations in Geneva 
was establlshed by the State Department as a diplomatic
mission for the expan~ed neqotiations on defense and 
space weapons, strateqic nuclear weapons , ard intermed i.at.el-
ranqe nuclear weapons. Cons istent with ACrY\.I s statutory
authority, under the direction of the President and the 
Secretary of State, for mana~ement of the narticipation
of the united States in arms control neqotiations, the Agency 
manages the operation of these negotiations. for these 
purposes, personnel of said office are detailed by the Stalte 
Department to ACDA on a relinhursable hasis. 

-- The Executive Director of the General Advisory Committe~ 
(D/GAC) provides support; for the GAC, incl.udinq ~-mite 
House and CDnqressional liaison, in the GACls exercise of 
broad statutory responsibilities as a Presidential advisory
body on arms control siqnificance as requested by the Dir~~tor. 

-- The U.S. Conmissioner of the US-USSR Standing
Consultative Gommission (D/SCC) is provided administrative 
and loqlstlcal support by the AqencYi under the direction 
of the President, throuqh the mechanism of the tational 
Security Council, represents the united States in the sec 
and heads the U.S. Component of the Commission. He holds 
the personal rank of Amhassador. 

-- The Senior Policy Advisor to the Director (D/SPA)
(formerly the Offlce of Strateqlc Assessnents), provides
the Director with assessments and other analyses that 
address lonqer-term issues relating to arms control and 
the responsibilities of ACDA. 

-- The Senior Military Advisor (O/l1) provides high-level
liaison wlth the Office of the Secretary of nefense and 
Joint Chiefs of Staff in PJlicy formulation, arms control 
neqotiations and ACnA operations. 

The Office of the Director provides policy guidance to 
all elements of the Pqency. The Director recieves report~
directly from the ambassadors and other senior officials 
on their activities. 

115-203 Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 
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TASKER FILES 

Ia The records are maintained by function and Lnunber ~tCO~~ o..~c...'f'.u_~f.~ coc--So ~c....~ ...c...\.~ ~"i "'"\~Q.~. 

~~,~d...<. d o.~ ~ 't.~<.A..'" ~ ,~ .....o..~ c..6. d..oc.." "'''M-' C't,..hC"'· "CI'..~"""\.- 'o,,\~	 ... .J~,~e~~PERHANENT: Close when Director departs or at 
(classified) the end of each Administration,

whichever is sooner. 
Transfer to WNRC. 
Transfer to NARA when 30 years old. 

Ib CHRON/WDRKIr~ FILES 

The records are maintained in chronological 
order. C~Ch o~ c!:)~~~b,","'~ QO~"~~(~c... oO~~ 

~,<~or" 

PERMANENT: Close when Director departs or at 
(classified) the end of each Administration,

whichever is sooner. 
Transfer to WNRC. 
Transfer to NARA when 30 years old. 

~~oc-<~c... 
SUBJECT FILES	 (DIRECTOR'S OFFICE) Ic 

The records are maintained by subject. """'-..J" CO"-'U •.\- scl<.\,,\,
t)t. ~~c.. c...~ ,<.. .. b~ ~~~,"""" O"oc.....,.-.c4r- ... \<~.\r~ t:.c~.'~c. 

TEHffiRARY: Close files at the end of each 0 ~Qt.~(""~' 
Pdministration. 

\ 

{Estroy on site when 5 years old 
or when no lonqer needed for 
administrative purposes,
whichever is sooner. 

Id SUBJECT FILES (arHER Cor1PONEJ\1TS) 

The records are maintained by function and
 
nunber.
 

PERMANErrr: Close when Director departs or at 
(classified)	 the end of each Administration,

whichever is sooner. 
Transfer to wtJRC. 
Transfer to NARA when 30 years old. 

_____________ ;=~~~~~~~~~~~---L~~---L---------
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9. 
SAMPLE OR 

JOB NO 
10. 

ACTION TAKEN 

u.S. ARMS 
OFFICE OF ADMINISTRATION 
CCNI'ROL AND DISARMAMENT AcrIVITIES 

2 RECORDS OF THE OFFICE OF ADMINISTRATION 

The qoal of the Office of Administration is to provide the 
administration support necessary to enable the bureaus and 
offices of the Aqency to carry out the programs directed by 
the President and mandated by the Congress as fully and as 
effectively as possible. 

Major Objectives: 

The major objective of the Office of Administration is to 
~eet all administrative requirements of ACDA as expediently,
thoroughly, and effectively as possible. This includes the 
support of the Agency' s operations in Washinqton, the 
administrative support for the START talks in Geneva and 
support of a number of other ACDA conferences and negotiat'pns
in various overseas locations. 

Current ~1ethod of Accomplishing Objectives: 

The Office of Administration accomplishes its major object'ves 
through its Budget and Pccounting, Travel, Security, Persorlnel,
Contract, Communications and General Services staffs. 

The Budget and Accounting Section is responsible for overa I 
agency financial operations. This includes the preparatior,
submission, and justification of the Aqency's budget propo~als 
to the Office of Management and Budget and Congress;
c<x>rdinating and controlling budget execution; monitorinq end 
controlling accounting systems; maintaining liaison with OJB, 
Congressional Oammittees, and other agencies on financial 
matters; maintaining Geneva financial control; preparing ard 
monitoring reimbursable agreements; financial reporting;
budget and accounting regulations; control of processing ard 
payment of all vouchers; control of the supplies and servi< es 
account; and forwarding of payroll to GSA for processing at d 
payment. Pccountinq computer services are maintained by tie 
General Services Administration. 

115-203 Four copies, Including onglnal, to be submitted to the National Archives STANDARD FORM 115-A 
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7, 9,8, DESCRIPTION OF ITEM SAMPLE OR 10,ITEM NO (With Inclusive Dates or Retention Penods) JOB NO ACTION TAKEN 

OFFICE OF THE GENERAL COUNSEL 
u. S. ARMS CONTroL AND DISARMN1ENI' ACTIVITIES 

3 RECORffi OF THE OFFICE OF THE GENERAL COUNSEL 

It is the responsibility of the General Counsel to serve
 
~he legal of the Agency, and to participate, in this contex ,
 
~n the talks on intermediate-range nuclear forces, strategi~

nuclear forces, and defense and space; nuclear nonprolifera~ion;

wearons and technoloqy transfer control; verification; or
 
whatever arms control negotiations and activities of the u.~.
 
Government that negotiations and activities of the u.S.
 
Government that may be onQoing in FY 1987.
 

~ajor Objectives: 

To perform effectively the following activities and
 
responsibilities for the Agency in support of arms control
 
and disarmament activities of the u.S. Government:
 

-- Responsible for all matters of domestic and internationa~
 
law relevant to the work of the Agency.
 

-- Provide advice and assistance in drafting and negotiatirg
treaties and international agreements relating to arms control,
and on questions reqarding their implementation, interpreta~ion,
and revision. This includes participation in interagency
workinq groups and backstopping committees prior to and durinq
arms control neqotiations, service as legal advisor in 
W:ishington, D.C. and overseas to various u.S. delegations at 
arms control negotiations, such as the talks on Intermediate-
Range ~ilclear Fbrces, Strategic Nuclear Forces, Dsfense anc 
Space, the Conference on Disarmament, negotiations in the 
nuclear non-proliferation field, and service on u.S. delegations
such as the delegations to Antarctic Treaty consultative mE~tings. 

--Responsible for the legal aspects of assuring compliance

with arms control aqreements, for example by providing a
 
legal advisor to the u.S. component of the Standing Consultative
 
Cbn1:nission and to an interagency group established by the ~ SC
 
to examine compliance with arms control agreements.
 

-- Responsible for the legal aspects of leqislative policy

including representing their Agency with respect to proposE~

and pending leqislation, actinq as the Administration's
 
principal staff in the ratification of arms control treaties,

and reviewing all Agency reports required by statute.
 

-11-5--2-03----"--------- Four ~OPles:-ln-cl-ud-l-ng-o-rl-g-l-na-I,-tO-b-e-.-ub-m-ltt-e-d-to-t-he-N::-:a:::,,'o:-n-a-:-IA-:-r~ch;-:-lv-e-S--'--S=--T-A-N--DA-R-DL-FO-R-M-11-5-_A--
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The Security section is responsible for all security and 
counterintelligence matters, including full-field in personnel 
security determination, liaison with the Federal Bureau of 
Investiqation and other law enforcement/intelligence agencies:
~nd all physical and procedural security, both in Washinqton 
and at the ACD..l\ in Geneva. site 

The Personnel section is responsible for staffinq and
 
recruitment, personnel processing, employee relations, posi~ion

classification, employee development, maintaining personnel

records, and liaison with the Office of Personnel Managemer~

and other aqencies on personnel matter.
 

The Contract section provides technical advice and guidancE

in the planning and development of requests for acquisiiticns:

prepares and solicits proposals and/or bids; participates i~
 
the evaluation and source selection processes: negotiates ard
 
awards acquisitions, including interaqency acquisitions und~r
 
the Economy Act: and performs pre- and post-award acoui s ition
 
functions for the acquisiton of research, development, stucies,

services and ADP from the private sector and other u.s.
 
government agencies in support of ACDA's mission and resporsibilities.
 

The Oommunications and General Services section purchases

supplies and equipment: arranges office renovations and spcce

acquisition; maintains the agency records center: and ensures
 
that the internal Local Area Network (LAN) and external
 
communication link-up systems are fully operational to meet
 
ACDA needs. Office renovations are underway to utilize fully

existing office space. Considerable proqress has been made
 
in programminq to automate the inventory
supplies and equipnent, here and abroad. 

of non-expendable 

GENERAL RECORDS SCHEDULES: 

The General Records Schedules will be applied
consistently throughout the Office of 
Administration and each schedule nuwber 
does not appear as a reference. 
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-- Responsible for drafting and reviewing legislation affec ing
~he Agency. This regularly includes the Agency's legislati~e
programs, central to which are periodic authorizations for 
!appropriations. 

-- On these and all ACDA legislative matters the Office is 
responsible for obtaining clearance from, and effecting oth~r 
necessary liaison with, the Legislative Reference Division,
Office of Management and Budget. 

-- Handle Agency reports and opinions on billing introduced 
in Congress and referred to ACDA by the Office of Managemen~
and Budget for comment. 

-- Support initiatives by the President, the Agency's Direc~or,
and the substantive bureaus by reviewing proposed position~
on arms control policies and neqotiations from legal and 
policy perspectives. This includes participation in workirp 
~eetings called by the NSC to write and review papers
establishinq u.S. options that are proposed to the NSC and 
the President. 

-- Responsible for legal aspects of Aqency policies and 
operations in the areas of personnel, security, patents,
procurement, fiscal, and administrative matters. 

Responsible for the operation of the Aqency's ethics prc~ram. 

-- Review for legality all proposed contracts, reimbursable 
agreements, and grants. 

-- Participate in the preparation of Aqency regulations. 

-- Assist in the preparation and review of arms control imract 
statements, reports on the verifiability of arms control 
proposals and agreements, and similar documents to be 
submitted to Executive Branch decision~akers and/or the 
Congress. 

------'----- ----- - _._--- ---------- ---------'-------'-------
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3a. SUBJECT FILES 
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PERMANENT: 
(classified) 

are maintained alphabetically by 

Close files at the end of each year
Transfer to WNRC when no longer

needed for administrative purpose
or at the end of each Administrat 
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Transfer to NARA when 30 years old. 
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OFFICE OF CONGRESSIONAL AFFAIRS 
U.S. ARMS CCNI'ROL AND DISAruW1ENT AcrIVITIES 

4 ~COR.C6 OF THE OFFICE OF CONGRESSIONAL AFFAIRS 

~ serve the Congressional relations needs of the Agency, tp
~eep Congress informed of united States arms control effort~ 
~nd to obtain for the Agency relevant Congressional insight~
~nd suggestions. 

Major Objectives: 

Tb perform effectively the followinq activities and 
~esponsibilities for the Agency in support of arms control 
and disarmament activities of the US government: 

-- Responsible for legislative policy and strategy includinp
~epresenting the Agency with respect to proposed and pendinp

egislation, acting as the Administration's principal staff 
in the ratification of arms control treaties; 

r- Responsible for Congressional liaison includinq setting Jp
~riefings, hearings, meetinqs, consultations, legislative
~nquiries in support of US qovernment arms control activiti~s; 

r- Responsible for helping to arrange visits by Members of 
Ponqress to negotiating fora and for preparing materials anj
~rranging briefings for Members prior to their visits; 

r- Interactinq with Congressional liaison offices of other 
~qencies and departments of the Executive Branch in support 
pf arms control activities and legislative objectives of th~ 
pS government; 

r- Prepare and review testimony for Agency officials before 
Oongressional Cbmmittees; 

-- Prepare and review information on US arms control policy
~equired by US Statute and Congressional mandate. 

_____ --J. ----, ----,-,-,--- '---- -'- _ 
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4a. SUBJECT FILES 

These files are amintained alphabetically by

subject.
 

PEID1ANENT: Close files at the end of each
 
(classified) Congress.


Transfer to WNRC when no longer
needed for administrative purpose~
or at the end of each Administrat on,
whichever is sooner. 

Transfer to NARA when 30 years old. 
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--------~------------------------------------------------------------+_------_1-----------
OFFICE OF PUBLIC AFFAIRS 

U.S. ARHS CON'IROL AND DISARMAMENT AGENCY 

5 RECORDS OF THE OFFICE OF PUBLIC AFFAIRS 

The goals of the Office of Public Affairs (PA) are twofold 
1) to keep the US public well informed on the issues and 
developments taking place in the field of arms control and 
disarmament that are of concern to the US Cbvernment and 2)
to ensure that ACDA personnel and other US Government officials 
engage in arms control negotiations are provided with essertial 
information. 

~~jor Objectives: 

The major PA objective of keeping the public and internal 
qovernment audience informed stems from the 1961 Act estab ishinq- the Agency. This Act makes the dissemination and coordination 
of information on arms control and disarmament one of the 
four primary functions of the Agency. Therefore, for FY 
1987, the major PA goal will be to conduct effective exterral 
and internal public information programs in a timely,
coordinated manner. 

CUrrent Method of Accomplishing Objectives: 

CUrrently PA assumes responsibility for 1) providing infornation 
on arms control to the publ.ic e arranginq for ACDA speakers 
before public groups, arranging local, national and internctional 
interviews of ACDA officials by press, television and radic,
and responding to thousands of public and news media inquiries:
2) providinq guidance to State Department press spokesmen cn 
arms control matters; 3) providing assistance and informatjon
to USIA for use abroad; 4) conducting special proqrams and 
conferences for nongovernmental organizations and news medja;
and arranging and conducting briefings in Washington for 
students and visiting national and international citizens end 
scholars. PA responds to requests from ACDA and other US 
Cbvernment officials on arms control history, sane requirir g 
extensi ve in-depth research. In support of Agency prograrru
it conducts and extensive library program: maintaininq a 
collection of pertinent books, periodicals, regarding not 
only the available library materials, but also new books,
pamphlet and Congressional publications. PA monitors the 
news on a daily basis and publishes relevant news items in 
the daily "ACDA News 'Ibday." PA is also responsible for 
publishing the annual Documents on Disarmament, brief,
neqotiating histories of the pertinent resolutions and othEr 
decisions adopted by the UN General Assembly each year,
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updated bulletins on arms control issues and the bimonthly
Intercom internal information bulletin. PA also administers, 
coordinates and monitors the Hubert H. Humphrey scholarship 
program with the educational institutions, recipients and 
within ACIll\. 

Sa. SUBJECT FILES 

These files are maintained alphabetically by
subject. 

PERl'1ANENT: Close files at the end of each 
(classified) Administration. 

Transfer to WNRC when no longer
needed for administrative puroosep
or at the end of each Administrat on,
whichever is sooner. 

Transfer to NARA when 30 years old. 
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BUREAU OF STRATEGIC PR03RAMS 
U.S. ARt1S CONTROL AND DISARMN1ENT ACTIVITIES 

6 RECORffi OF THE BUREAU OF STRATEGIC PRC:X:;RAMS 

The Bureau of Strategic Proqrams has responsibility for the 
enhancement of U.S. security through negotiated aqreements
limited and reducinq stragtegic arms (START Negotiations), 
and military forces in Europe (INF Negotiations), through
reversing the erosion of the AB~1 Treaty, if strategic defertses 
prove feasible, negotiating the management of an orderly
transition to a defense daminent strategic situation, and 
preventing an arms race in space (Defense and Space Negotictions); 
and through ensuring the viability of and Soviet compliance
with existing agreements (SCC). Enhancement of U.S. security
through participation in the formulation of U.S. policy wit~ 
regard to the arms control considerations involved in potertial 
exploitation of new technologies for defense against nuclear 
ballistic missiles. Planning and coordinating a program cf 
external research directed toward supporting these various 
negotiations emphasizing, in particular, efforts to improve
U.S. capabilities to formulate verifiable measures for use 
in negotiations. 

Hajor Objectives:
 

-- Achievement of a START agreement to attain reductions ard
 
limitations in strategic arms.
 

-- Achievement of an agreement to attain limitations and
 
reductions of intermediate-range nuclear weapon systems.
 

-- Reversal of the erosion of the ABM Treaty and, if stratE~ic
 
defense proves feasible, negotiating an agreed plan to mancpe

a transition to a defense reliant strategic regime.
 

-- Achievement of equitable and verifiable agreements for
 
preventing an arms race in space and terminating it on earth,

including limits on, or regulation of, anti-satellite (ASA~)

activities by the U.S. and the USSR, compatible with U.S.
 
national security requirements.
 

-- Support of activities of the Standing Consultative Oomm'ssion
 
(SCC) implementing existing strategic arms agreements.

Support for periodic ABM Treaty reviews.
 

-- Support for U.S. consideration of arms control implicat'on

of SDI policy policy and technoloqy developments.
 

10.
 
ACTION TAKEN
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-- Provide a focus for interagency cooperation/coordination of 
R&D on control of u.s. and Soviet nuclear and space arms. 

-- Provide negotiating and backstopping management of arms 
~ontrol material in support of the national security decisiDn-
~aking process in the area of nuclear and space arms. 

Current Methods of Accomplishing Objectives: 

SP develops, for Presidential approval, arms control polic~,
strateqy, tactics, and lanquage for on-goinq arms limitatiohs 
talks with the Soviet Union, and Provides organizational
support and chairs Washington backstopping committees for the 
overall Geneva Talks and for the START, INF, and Defense and 
~ace (D&S) negotiating groups, and the semiannual SCC sess ions 
and for the periodic ABM Treaty review as well as the major
portion of the diplomatic, advisory and administrative 
personnel for those delegations. 

SP provides analysis and support for the Director of ACnn. cn 
all issues concerning those negotiations and on the u.S. 
Strategic Defensive Initiative, and participates in related 
interagency working groups. SP provides agency representatives
and advisors for delegations as follows: two for START, t~o 
for D&S, two for INF, and one for SCC; secretaries are ass'gned
to delegations as needed reSUlting on the average in the 
equi valent of two secretaries' time. Delegations are in 
Geneva a total of approximately six months of the year. 

SP is responsible for consulting with representatives all 
allies and other governments in Washington, New York, Geneva, 
Brussels (NATO), and other capitals, for preparing analyseE
of relevant technical and military systems and interqrati~
these into the planning process for neqotiations; for prov'ding
management direction and administrative support for negotictinq
backstopping records maintenance. SP works with other 
qovernment agencies to coordinate R& D and pol icy studies, a s 
appropriate, to evolve coherent arms control and national 
security policy. SP also conducts and external research 
program on technical and political issues bearing on currert and 
future START, INF, AND D&S neqotiations, compliance issues 
being discussed in the sec, and implementation and review of 
the ABM Treaty; this program includes research to improve
u.S. capabilities to formulate and present arms control 
measures in these areas. This research supports implementction
of existing agreements, on-going negotiations and planning
for future negotiations. TOtal current level costs are 
$8,663,000; personnel compensation $1,772,000, program

'ope ...~Hr>nc: C::h.,.l.91,_oo.o, and external research $700,000.
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6a. SUBJECT FILES 

These files are maintained by functional 
classification system 

PER"1ANENT: Close files at the end of each 
(classified) Administration. 

Transfer to T'lNRCwhen no rLoricre
needed for administrative purposes
or at the end of each Administrat'on,
whichever is sooner. 

Transfer to NARA when 30 years old. 
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BURFAU OF ~lUCLF'AR ANn WFAroNS CONTROL 
U. S. ARMS CONTROL AND DISARrW1ENT ACTIVITIES 

7 RECORffi OF THE BUREAU OF NUCLEAR AND WEAffiNS COI'ITROL 

The Nuclear and weapons Cbntrol (NWC) Bureau has a broad 
range of assiqned responsibilities. Dissuading anditiona 
countries from seekinq to acquire nuclear explosive
capabilities is a key foreiqn policy obiectives of the US 
-- an objective vital to US and international security.
Prudent, selective controls on transfers on conventional 
arms and technoloqy and of dual-use (civil/military)
contribution to foreiqn policy and national security
obiectives. In addition, analysis of defense programs
and of their relationship to arms control policy and 
negotiations contributes to the achievement of US national 
security objectives and meet the legislative requirement
for Arms Cbntrol Impact Statements. Furthermore, economic 
analyses of defense budgets, defense spend im and economic 
growth, and the international trade in arms and nuclear 
material, address ACDA statutory requirements. 

'ilieNuclear and weapons Cbntrol Bureau develops
helps to implement policies that: 

-- Seek to reduce the motivations that cause states to 
seek a nuclear capability, support measures designed to 
promote confidence that nuclear programs are dedicated to 
peaceful nonexplosive purposes, strengthen the safequards
system of the International Atomic Enerqy Agency (IAEA),
and foster ilnproved international cooperation in achievinc 
nonproliferation qoals: 

-- Ensure that arms control considerations are fully
taken into account in the formulation of policies on the 
transfer of conventional arms and associated military
technology: 

-- Provide an arms control perspective in the formulation 
US policies on dual-use (civil/military) technology
transfers to other countries: and 

-- Serve to improve consideration and coordination of 
anns control and national security policies, and to 
increase understanding of worldwide armament spending.
(classified) 
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Major objectives: 

Nonproliferation 

-- PUrsue policies, in concert with other aqencies,
designed to reduce risks of nuclear proliferation. 

-- Seek wider adherence to the ~bnproliferation Treaty
(NPT), promote full entry into force of the Treaty of 
Tlatelolco, and develop other national nonproliferation
measures which would reinforce these treaties or he useful 
in the cases of countries which will not be party to 
these treaties. 

-- Develop measures, in concert with the Departments of 
State, Energv and Defense, to improve the security of 
countries that miqht otherwise seek nuclear explosive
capabilities. 

-- Encourage and assist developing countries which 
support nonproliferation goals to acquire and develop non-
sensitive, peaceful nuclear technology commensurate with 
their national needs and capabilities. 

-- Prepare Nuclear Proliferation Assessment Statements 
(NPAS) and Views and Recommendations which the Inrector 
of ACJ)\ is required to sutmit to the President for new or 
amended US civil nuclear cooperation aqreements pursuant
to Section 123 of the Atonic Energy Act. 

-- Strenqthen international safeguards on peaceful
nuclear activities by encouraqinq acceptance of 
conprehensive safeguards in tbn-NPT countries and hy
providinq technical advice and support to the Internationa~ 
Atonic Energy PQency (IAEA). 

-- Seek to improve international cooperation amonq supplier
countries ensuring the hest possible controls on exports
of significant nuclear materials, equipment and technoloqy
and by seeking to limit sales of new sensitive facilities 
and technoloqy, such as uranium enrichment, spent fuel 
reprocessinq, and heavy water production plants. 

-- Cooperate with the rEpartment of Enerqy in the 
development and demonstration of the technology needed to 
convert foreign research and test reactors to use low-
enriched uranium fuels. 
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-- Provide ACDz\'s views and recanmendations on US nuclear 
exports pursuant to Section 57(b), 109, l26, and 131 of 
the Atomic Energy !let and Section 309 (c) of the 1978 
t~clear NOn-Proliferation !let. 

-- Reduce the likelihood of a nuclear terrorist incident 
by encouraginq adequate physical security measures in the 
use, transport and storage of weapons-usable material in 
civil nuclear programs, by promotinq ratification of the 
Physical Protection convention, by encouraqing conversion 
of research reactors from hiqh to low enriched conversion 
by developing institutional and technoloqical norms for 
the controlled use of separated plutonium. 

Arms and Technology Transfer 

-- Prepare ACDA advice to the President, Secretary of 
State, and the National Security Council on the arms 
control implications of proposed US transfer of conventional 
arms and associated military technol00Y, as required by
sect ions 38 and 42 of the Arms Export Control !let and 
Section 511 of the Roreign Assistance Act of 1961, as 
amended. 

-- Participate with other concerned agencies in the 
developnent of US policies on transfers on conventional 
arms and associated technology and in the encouraqement
and support of balanced and verifiable reqional arms 
control arranQements among developinq nations. 

-- Prepare arms control evaluations of proposed arms 
sales for the Conqress when so requested under Section 
36 (b) (1) of the Arms Export Control Act. 

-- Prepare arms control evaluations of arms transfer 
program for each country include~ in the Administration's 
annual request for security assistance, as required by 
Section 25 of the Arms Export Control Act. 

-- Participate with other concerned agencies in establish'nq 
policy quidelines and criteria for assessinq the impact
of us technology transfer on arms control and national 
security policies. 

-- \'Jorkwith other concerned aqencies to implement
appropriate policies to minimize any neqative effects on 
us security and reqional stability fran the transfer of 
civilian/military technology. 
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l)3fense proqrams and Analysis 

-- Develop arms control analyses and policy recommendatiors 
for the President, the r~tional Security Cbuncil, and the 
Secretary of State as required by the Arms Control and 
Disarmament Act, evaluatinq the national security
implications of arms control proposals and assessing the 
relationship between military strategies/force postures
and arms control policies, proposals and agreements. 

-- Oontinue to respond fully to Section 36 of the Arms 
Oontrol and Disarmament Act (?L. R78-2Q7, as amended)
which requires the Administration to submit annual 
statements to the Cbnqress on the arms control impact of 
certain defense programs. 

-- Participate
developnent of 

with other us policies 
concerned 

on space 
aqencies
issues. 

in the 

-- Conduct research 
military spending. 

on the Soviet economy and Soviet 

-- Investigate the implications of 
budgets, and the economics of arms 

arms spending,
control. 

militar' 

-- Publish the annual Wbrld Military Expenditures
Arms Transfer (WMEAT) report, which includes data 
qlobal military spending and arms transfers. 

and 
on 

-- Initiate, orqanize, and support periodic inspection
trips to Antarctica in order to assess other nation's 
compliance with the Antarctic Treaty. 

Current method of accomplishinq objectives 

A small highly capable staff working directly with other 
US aqencies, international orqanizations, and other 
nations accomplishes the Bureau's objectives. Policy
initiatives based on internal staff studies and on extern I 
research support are developed. 

The external research proqram is vital to achieving the 
objective of the Rureau. Implemented throuqh the use of 
government laboratories, private contractors, universitiep
and consultants, the research program provides a valuable 
means of identifying and/or developing new policy
initiatives, concepts and technological approaches.
External research also provides reports and ~lipment
directly useful in international safequards and other 
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nonproliferation areas as well as economics programs and 
the implementation of conventional arms and technoloqy
policies. OrQanizationally, the Bureau consists of the 
Office of Assistant Director, who heads the Bureau, and 
four divisions: 

(1) The International Nuclear Affairs Division (INA),

staffed orbnarily hy internationnl relations professionalE ,

provides advice, assessments and policy recommendations
 
on the international relations aspects of nonproliferatior

and has line responsibility for reviewing nucle~
 
cooperation agreements and nuclear exports. staff
 
specialists also provide Bureau interaction with the
 
intelligence community on nuclear proliferation intelligerce.
 

(2) The Nuclear Safequards and Technol.cqy Division (NST),

staffed with scientific professionals, deals with the
 
safeouards system and fuel cycle-related functions of the
 
IAEA, international aspects of nuclear fuel cycles, and
 
the nonproliferation aspects of nuclear technology.
 

(3) The Arms Transfer Division (ATD), staffed with reg Ions 1
 
and functional specialists, assesses the arms control
 
implications of proposed arms transfers, represent ACDA
 
in interagency arms transfer policy stud ies , and participc tes
 
in interaQency fora to formulate and recommend US policy

on arms and technolcqy transfers.
 

(4) The Defense Proqrams and Analysis Division (DPA),

staffed with technical analysts, weapons experts and
 
economists, drafts Arms Cbntrol Impact Statements and
 
quides them through the interagency review process,

performs ecanic analysis in support of arms control
 
initiatives and proposals, provides expert assistance to
 
other hureaus, composes and publishes vlorld r1ilitary

Expenditures and Arms Transfer (~T), coorrhnates
 
nreparation of the Agenys's Annual Heport, provides
 
experts ann backstoppinq for US participation in certain
 
UN and NATO disarmament and economic activities, and
 
handles Agency responsibilities for inspections to assure
 
compliance with the Antartic Treaty. Antarctica inspecti<ns

are normally conducted every three years. Special

attention is qiven to increased ACDA responsibilities

involvinq detailed aspects of space systems and related
 
technoloqies.
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SAMPLE OR 
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7a. SUBJECT FILES 

These files are amintained alphabetically. 

PEID1ANENT: Close files at the end of each
 
(classified) Administration.
 

Transfer to T'JNRCwhen no longer
needed for administrative purpose
or at the end of each Ad~inistrat on,
whichever is sooner. 

Transfer to NARA when 30 years old. 

7b. ARMS TRANSFER CASE FILES 

These files are maintained chronoloqically by

month/year.
 

PERMANENT: Close files at the end of each
 
(classified) Adrrtinistration.
 

Transfer to TWRC when no longer
needed for administrative pur~ose~
or at the end of each Administrat'on,
whichever is sooner. 

Transfer to NARA when 30 years old. 

7c. COUNTRY FILES 

These files are maintained chronologically.

Thes contain individual country files, briefin~
 
papers, cables, intelligenci assessments of a
 
particular country's nuclear policy, nuclear
 
programs, etc.
 

PEID1ANENT: Close files at the end of each
 
(classified) Administration.
 

Transfer to hTNRC when no longer
needed for administrative purpose~
or at the end of each Administrat~on,
whichever is sooner. 

Transfer to NARA when 30 years old. 
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7d. EXTERNAL RESEARCH PROJECT FILES 

These files are maintained by subject of project 

PERMANENT: Close files at the end of each 
(classified) Administration. 

Transfer to ~mRC when no longer
needed for administrative ~urpose1
or at the end of each Administrat on,
whichever is sooner. 

Transfer to NARA when 30 years old. 

7e. INTERAGENCY NUCLEAR COHMITTEES 

These files are maintained chronologically. 

PERHANENT: Close files at the end of each 
(classified) Administration. 

Transfer to WNRC when no longer
needed for administrative purpose
or at the end of each Administrat on,
whichever is sooner. 

Transfer to NARA when 30 years old. 

7f. DEFENSE PROGRAM FILES 

These files are maintained chronologically by
year and alphabetically within the year. They
contain budgetary, defense policy, weapons
assessment and intelligence inforamtion used 
the preparation of defense program and economi~ 
analyses. 

PERT>.1ANENT Clmse the end of 'three~ : 'files at
 
(classified) years.


Transfer to WNRC at the end of threE 
years or when no longer needed fo 
administrative purposes, whicheve 
is sooner. 

Transfer to NARA when 30 years old. 
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7g. ARMS CONTROL IMPACT STATEMENT FILES 

These files are maintained chronologically. The 
contain the original copies of Arms Control 
Impact Statements (ACIS) submitted to Congress
and supporting material. Defense Program
Analysis Division is the orginator of ACIS 
and is the repository for the original docurnen s. 

PERMANENT: Close files at the end of three 
(classified) years.

Transfer to ~mRC at the end of thre 
years or when no longer needed fo 
administrative purposes, whicheve 
is sooner. 

Transfer to NARA when 30 years old. 

7h. WORLD MILITARY EXPENDITURES AND ARMS TRANSFER 
nvHEAT) FILES 

These files are maintained chronologically by
year and alphabetically within the year. They
contain the original copies of the y.vHEATand 
the statistical information supporting the 
published document. Defense Program Analysis 
Division is the repository for the oriqinal
docUMents. 

PER"1ENENT: Close files at the end of twelve 
(classified) years.

Transfer to WNRC at the end of twel,e 
years or when no longer needed fo]
administrative purposes, wh i chever 
is sooner. 

Transfer to NARA when 30 years old. 
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BUREAU OF VERIFICATION AND INTELLIGENCE 
U.S. ARMS CONTROL AND DISARMAMENT ACTIVITIES 

8 RECORDS OF THE BUREAU OF VERIFICATION AND INTELLIGENCE 

The Bureau of Verification and Intelligence has principal
responsibility for all of the Agency's verification, oompli~nce,
intelligence and quantitative analysis issues dealing with ~ll 
current treaties and all arms control negotiations current]y
in progress. Verification, compliance and careful analysi~
are central features of our arms control policy. These 
features will become increasingly more important as we see~ 
further arms control limits and reduce a larger variety of ~eapon 
systems to a greater extent. The long-range goal of the 
Bureau is to provide the Aqency with the capabilities to 
properly address verification, compliance and analytical i~sues. 

Major Objectives: 

-- Assure that verifiability considerations are given proper
weiqht early in the formulation of negotiation positions fer 
all arms control neqotiations; 

-- Assure that possible non-compliance activities for all 
existinq arms control agreements are identified and documerted 
on a timely basis for the decisionmakers to judqe whether c 
violation has occurred; 

-- Develop possible U.S. actions in cases of noncompliance 

--Assure that improvements in current and future verificat on 
systems are given full consideration in the budgeting and 
implementing process; 

-- Provide the Agency with the capability of performing
independent assessments of all arms control positions and 
policies and of U.S. and Soviet weapon systems programs to 
assure that their arms control and national security impli ations 
are fully understood and incorporated in arms control deci ions; 

-- Assure that the Agency has adequate computer support to 
perform its mission; and 

-- Assure that the necessary intelligence and data are 
available on a timely basis 

10.
 
ACTION TAKEN
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Current r1ethod of Accomnlishinq (j}i ecti ves: 

The functions of the Bureau of Verification and Intelliqence are: 

-- Perform verification analyses of all arms control neqot at ions 
(Defense & Space, START, INF, Test Ban, CW, ~1BFR, A..C,A.T, 
etc ••• ) and evaluate from a verification point of view, thE 
acceptahility of or the modifications renuired in specific
negotiation positions; 

-- Perform analyses of compliance with existing arms contr(l
treaties (SALT, ABMT, Test Ban, BW, etc ••• ) and identifyard
document all possible cases of non-compliance; 

-- l=erfonn studies of poss ible U.S. actions with reqard to 
such compliance issues, including those involvinq the Stanc ing 
Cbnsultative Oommission; 

-- Provide assessments of and requirements for current and 
future verification and intelliqence systems; 

--Perform intelligence analyses; provide intelligence
info~ation; acquire and maintain compartmented intelliqen(e
library and control all intelliqence security matters requ red 
by the Jlgency; 

-- Provide independent QUantitative analyses on defense anc 
arms control issues which impact on the mission of the Aqercy;
and 

-- ~rovide the Agency with computer support,. includinq the 
development and maintenance of data bases and information 
retrieval systems. 

, [ [ 
I
: 

~------ --------- -----
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7. 8. DESCRIPTION OF ITEM 10.SAMPLE OR 
ITEM NO (WIth Inclusive Dates or Retention Periods) ACTION TAKENJOB NO--------~------------------------------------------------------------1_--------r_----------

8a. SUBJECT FILES 

These files are maintained alphabetically by
subject and chronologically within each file. 
The files contain ACDA documents,. including 
reports, memos, position papers, etc. 

PERMANENT: Close files at the end of each 
(classified) Administration. 

Transfer to WNRC when 30 years old 
or when no longer needed for 
administrative purposes, whicheve 
is sooner. 

Transfer to NARA when 35 years old. 

Files containing other Government Agency
Documents. 

TEMPORARY~ Close files at the end of each 
Administration. 

Destroy on site when 5 years old 
or when no longer needed for 
administrative purposes, whicheve 
is sooner. 

~ Files containinq_ State Department Cables.oC· 

TENPORARY: Close files at the end of each 
Admi.n.i.s t.r-a t i on • 

Destroy on site when 5 years old 
or when no longer needed for 
administrative purposes, whicheve 
is sooner. 
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9.7. 8. DESCRIPTION OF ITEM SAMPLE OR 10. 

ITEM NO (With Inclusive Dates or Retention Periods) JOB NO ACTION TAKEN 

RUREAU OF rmI'UATERAL AFFAIRS 
U. S. ARMS CONTROL AND DISARM.Ar1ENTACT IVITIES 

RECORD OF BUREAU ()F t1ULTHATERAL AFI"AIRS9 

~ganization and coordiation of political, dipl~atic,
ann technical efforts to provide effective support for US 
participation in the Gonference on Disarmament (Cn) in 
Geneva, and in arms control activities of the United 
Nations General AssembJy (UNGA) ann its subsidiary bonies,
includlnq the Unlted Natlons Dlsarmament Carnmisslon 
(UNIX:), In New York. Also respons ible for the ~1utual ann 
Balanced Fbrce Jeductions UffiFR) neqotiations in Vienna, 
the COnference for Security and Gooperation in Europe
(CSCE) , the Cbnference on Gonfidence and Security Buildinq 
r~asures and Disarmament in Europe (CDE) , in Stockholm,
and ad hoc international conference in the field of 
mutilateral arms control. Planninq of strateqy and 
tatics for best advancing us interests in these multilateral 
bodies and related sub-qroups. 

Formulation, coordination and implementation of us policy

on a variety of arms control measures, includinq nuclear
 
testinq issues (such as CTB, TTBT, PtlliT), chemical weapons

(OW), bioliqical weapons (BW), ranioligical weapons (RW) ,
 
military forces in Europe (throuqh MBFR Negotiations and
 
CSCE/CSE discussions), ann multilateral aspects of outer
 
space arms control.
 

Enhancement of us security throuqh CSCE/CDE confidence 
huilninq measures, the applications of stabilizing measure~ 
ann neqotiated aqreement limiting and reducing military 
forces in Europe through r1BFR neqotiations. 

Planninq and coordination of a proqram external research 
nirected toward supporting these various neqotiations and 
other mulitateral arms chemical activities, with particula~
emphasis on limiting chemical and biological weapons
activities. 

r1a;or Ob;ectives 

-- to ensure that us participation in multilateral
 
institutions serves irrrnecUateus arms control objectives

and increases international acceptance and approval of
 
longer ranqe qoals:
 

_____________ . -'- __ .__ -1... _ 
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9.7. 8. DESCRIPTION OF ITEM SAMPLE OR 10. 

ITEM NO (With Inclusive Dates or Retention Periods) JOB NO ACTION TAKEN 

-- to achieve international restraints on 
chemical weapons, consistent with us national security
requirements: 

-- to achieve effective international restraints on 
nuclear testing, consistent with US national security
requirements: 

-- TO acheive effective international restraints on 
radioloqical weapons, consistent with US national security
requirements: 

-- to achieve an ~1BFR agreement between NATO and the 
\'varsawPact establishinq limits on forces confronting each 
other in Central Europe: 

-- to provide negotiatinn and backstopping records 
manaqement in support of the national security decisi.on 
making process. 

Current methods of accomplishing the major objectives: 

The multilateral Affairs Bureau develops for Presidential 
approval arms control policy, strateqy, tactics, and 
languagp. for ongoing arms limitations neqotions, and 
provides orqanizational support, deleqation staffing, and 
Washington backat.oppinq for the cn, UNGA., UNCC, t1BFR, 
CSCE, CDE, and potential TTBT verification improvement
discussions. 

The Bureau has resonsibility for advising and briefinq
the nirector and Deputy Director for their meeting with 
foreign leaders. It also takes the lead regarding a 
variety of arms control objectives. This function invlove 
consultations with foreign officals in capital and at 
NATO in addition to the reqular contacts at the neqotiatiops
mentioned above. 

The Bureau is comprised of two divisions: International 
Security Policy (ISP) and European Security ~€qotlations
(ESN) • The tSP and F.SNdivisions are staffed principally
with political officers (both foreign and civil service)
and provide the bulk of ACDA's support to the CD, f~,
UNDC, MBFR, and CSCE/CDE, as well as for a maior portion
of our consultations with allies. The ISP division cheif 
is responsible for hacks topping the CD, UNGA, and the 
UNOC, and provides delegation members to these sessions. 
International Security Policy provides support to 
International non-proliferation activities, working 1 
closely with the Bureau of Nuclear and Weapons Contro ~~~-~~~-.-~~~-.-~~~-~~~~~~----
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9.7. 8. DESCRIPTION OF ITEM SAMPLE OR 10. 
ITEM NO (Wllh Inclusive Oates or Hetention Periods) JOB NO ACTION TAKEN 

(NWC) and also provides bureau continuity for the Indian 
n Zone of Peace (IOZP) talks. The European Security 

ivision chief is responsible for backstopping MBFR and 
he CDE, as well as security aspects of CSCE. This 

section is a general description of the two divisions. 

The bureau accomplishes its major objectives by: 

-- coordinating internal US Government efforts to ensure 
the most effective US role in multilateral arms control 

-- developing for USG approval tactics, policy and 
for multilateral arms control negotiations; 

-- preparing analyses of relevant technical and military
factors, and integrating these into the planning process 
for negotiations; 

-- providing diplomatic and technical personnel for servi 
on US multilateral arms control delegations to the CD,
United Nations, MBFR, CDE, and related bodies; taking the'n~~~" h~~~a~n"~i"cr ~h~qp ~o'p"~~innq~ 

-- consulting with Allies and other governments in 
Washington, New York, Geneva, Burssels (NATO) and capitals· 

-- preparing briefing papers for the Director and other 
principals (e.g., the Secretary of State and the President 
for their discussions with representatives of foreign 
governments; 

, 
-- developing improved methods for monitoring limitations 
on nuclear and chemical weapons activities; proposing
and managing external research projects on nuclear test 
limitations, a chemical weapons ban, MBFR, CSCE/CDE and 
other technical and political issues bearing on arms 
control negotiations. 

9a. GENERAL SUBJECT FILES 

These files are maintained by subject ~ 
clas~fiFati0f!,~xstem._ \\.,.,-:,~~~(.'C~\'',s \ _~c..V<..~~
(~'" ~ \....(........~ DVT">""'_-'r\...c...~uor(.A."'~ ~~~'~' ,-~~s..
 

Close files at the end of each 
(classified) Administration. 
, ~~ T£ans fer La M'MHCwhen flO lOllg'er
'(',.0 \~'\ M~(.& nJa.ee1edEot: adtllihia t:r: a ti"e 
itoorG~('"~ pnrpO~QS at. the efH~ of eachQX-

~(.~(~(.. Aowin.is trat..ioR, '",,'hiehe isVEL 

115-203 50onor. 
T.ransf'ir ':9 ~IZ'-RA\fhl~11 30 years oHI.· 

STANDARD FORM 11S-A 
Hevised July t974 
Prescrobed by General Services 

A. .4.-.. ~ , ........... '
 

http:Aowin.is


• • • • PAGE OFJOB NORequest for Records Disposition Authority - Continuation I 
31 of 34 

9.
7. 8. DESCRIPTION OF ITEM 10.SAMPLE OR 

ITEM NO (With Inclusive Dates or Retention Periods) ACTION TAKENJOB NO--------~-------------------------------------------------------------4---------~----------
9b. UNITED NATIONS FILES 

These files are maintained alphabetically. 

PERMANENT: Close files at the end of each 
(classified) Administration. 

Transfer to f1JNRCwhen no longer nee ed 
for administrative purposes or at 
the end of each Administration,
whichever is sooner. 

Transfer to NARA when 30 years old. 

Bc. CONFERENCE ON DISAR~1ENT FILES 

These files are maintained alphabetically. 

PERMANENT: Close files at the end of each 
(classified) Administration. 

Transfer to h'NRC when no longer nee ed 
for administrative purposes or at 
the end of each Administration,
whichever is sooner. 

Transfer to NARA when 30 years old. 

9d. BILATEP~L AND TRILATERAL NEGOTIATION FILES 

These files are naintained alphabetically. 

PERMANENT: Close files at the end of each 
(classified) Administration. 

Transfer to when no longer nee ed~·.JNRC
for administrative purposes or at 
the end of each Administration,
whichever is sooner. 

Transfer to NARA when 30 years old. 

ge. MAJOR SUBJECT FILES 

These fiels are maintained by subject
 
classification system.
 

PERMANENT: Close files at the end of each 
Administration. 

Trans fer to T'JNRCwhen no longer rieede d 
for administrative purposes or at 
the end of each Administration,
whichever is sooner. 

Transfer to NARA when 30 years old. 
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7. 8. DESCRIPTION OF ITEM 
ITEM NO (WIth Inclusive Dates or Retention Periods) 

9f. COUNTRY FILES 

9. 
10.SAMPLE OR 

ACTION TAKENJOB NO 

These files 
location. 

PERMANENT: 
(classified) 

are maintained by geographic 

Close files 'at the end of each 
Adrrlinistration. 

Transfer to h'NRC when no longer nee ed 
for acministrative pu~poses or at 
the end of each Administration,
whichever is sooner. 

Transfer to NARA when 30 years old. 
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7.	 S. DESCRIPTION OF ITEM SAMPLE OR 10. 
ITEM NO (WIth Inclusive Oates or Retention Penods) JOB NO ACTION TAKEN 

10 RECORDS COHMON TO ALL OFFICES 

lOa. PERSONAL PAPERS 

Papers of a private or nonofficial character i h 
pertain only to an individual's personal airs 
that are kept in the office of an ACDA ,~loyee
will be clearly designated as nono cial and wi 1 
at all times be filed separate rom the offici 1 
records of the office. In ses where matters 
requiring the transacti of official business 
are received in priv e personal correspondence,
the portions of correspondence that pertain
to official b lness will be extracted and made 
a part of e official files. 

Destroy on site when no longer
needed. 

lOb. PROGRN1 REFERENCE MATERIAL 

The program reference material consists of extra 
copies of record material retained solely for 
convenience of reference; information and 
reference copies of correspondence and other pap rs 
on which no action is necessary; preliminary dra ts 
of letters, memoranda, reports, studies,
preliminary worksheets and informal notes that 
do not add significant data or substance in the 
final steps of the ~reparation of an official 
record; shorthand notes, including stenographic
notebooks and stenotype tapes, that have been 
transcribed; abstracts of correspondence, route 
slips, and letters of transmittal that do not 
contain significant information; stocks of publi ations 
and processed documents maintained for distribut'on 
purposes; catalogues, trade journals, and other 
publications or printed material received from 
other Government agencies, comrnerical firms, or 
private institutions which require no action or 
supplement the official record. 

TEMPORARY: Close files every 2 years. 
Destroy on site when 2 years old 

or when no longer needed, whichev r 
is sooner. 

_________ -L 
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7. 8. DESCRIPTION OF ITEM 
ITEM NO (WIth Inclusive Dates or Retention Periods) 

lOco CORRESPONDENCE FILES 

The correspondence files contain copies of routi 
inquiries (from the public, referrals fron the 
House, Congress, and other Government agencies),
replies thereto, background materials for formal 
informational releases and other correspondence
in which no unusual administrative decisions,
policies, or efforts are involved. 

TEMPORARY:	 Close files every 2 years. 
Destroy on site when 2 years old or 

when no longer needed, whichever 
is sooner. 

lOde BUDGET PREPARATION, PRESENTATION, AND
 
APPORTIOm1ENT FILES
 

Budget preparation, presentation, and apporti
files consist of budgets for ACDA. Included in 
these files are hearings, Statements of Financia 
Condition (SF 220); Report on Budget Execution 
(SF 133; Apportionment and Reapportionment (SF13
budget amendments and supplementals; policy and 
allowance letters from OMB; and various other 
subject files on the formulation of these budget 

TEMPORARY:	 Close files every fiscal year.
Destroy on site when 4 years old or 

when no longer needed for 
administrative purposes, whichever 
is sooner. 

IDe. ADMINISTRATIVE MANAGEMENT SUBJECT FILES 

Administrative management files consist of inter 
directives, organizational charts, and various 0 

subject files relating to administrative manag
The files are arranged alphabetically by subject 

PERMANENT:	 Close files every 4 years. 
Transfer to WNRC every 4 years. 
Transfer to NARA when 10 years old. 

9. 
10.SAMPLE OR 

ACTION TAKENJOB NO 

ite 

nt 

. 
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