
FUNCTIONS REASSIGNED TO ANOTHER AGENCY / DEPARTMENT 

Date Reported: 1/10/2022 

FUNCTIONS REASSIGNED TO ANOTHER AGENCY / DEPARTMENT 

Schedule Number: NC1-383-78-01 

When functions are reassigned to another agency or department, the gaining agency 
must schedule the records. 

Description: 

On April 1 1999, the US Arms Control and Disarmament Agency was incorporated into the 
Department of State. Subsequently, some of the records schedule items have been superseded 
by Department of State schedule N1-059-01-010  

https://history.state.gov/departmenthistory/timeline/1990-1999  

However, please note the following supersessions by other RG 383 schedules: 

Item 1 was superseded by NC1-383-84-01 items 41, 42, and 44 

Item 2a was superseded by N1-383-97-001, item 10a 

Item 4 was superseded by N1-383-97-001, item 15a 

Item 5 was superseded by NC1-383-84-01 item 44 and N1-383-97-001, item 11 

Item 14 was superseded by NC1-383-84-01 item 44 



\,. 

R~QUEST FOR RECOR .. SPOSITION AUTHORITY 
{S~e· lnstruZ; on reverse) 

TO: GENERAL SERVICES ADMINISTRATION, 

T 

__ H_AT_I0_N_A_L_A_R_CH_IV_E_S_A_N_D_R_E_C0_R_D_S_S_E_RV_IC_E_, _W_AS_H_IN_G_T_0N_,_D_C_2_04_0_8 __ ----1 DATE RECEIVED 

1. FROM (AGENCY OR ESTABLISHMENT) 

LEAVE BLAr;« 

Arms Control and Disarmdmen·t NOTIFICATION ro AGENCY 

2. MAJOR SUBDIVISION 

1 

Office O f Pub 1 i C Af fa"rs In accordance with the provisions o/ 44 U.S.C. 3303a the disposal re 
______________ .... ____________ --. quest including amendments. is approved except for items that,may 
3. MINOR SUBDIVISION be stamped "disposal not approved" or "withdrawn" in column I 0. 

4. NAME OF PERSON WITH WHOM TO CONFER 

Sidney D. Anderson 

5. TEL. EXT. 

632-3442 
6. CERTIFICATE OF AGENCY REPRESENTATIVE: 

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 1 tJr page(s) are not now needed for the business of 
this agency or will not be needed after the retention periods specified. 

D A Request for immediate disposal. 

~ B Request for disposal after a specified period of time or request for permanent 
retenti n. 

C. DATE 

7.,, 
ITEM NO. 

E. TITLE 

Deputy Administrative Director 

8. DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

9• 10. 
SAMPLE OR ACTION TAKEN 

JOB NO. 

The Office of Public Affairs, carries out the 
Agency's responsibility for the dissemination 
and coordination of public information concerning 
arms control matters. It also advises the 
Director, Deputy Director and other Agency offices 
on the public information aspects of such matters. 
In conjunction with other Agency components, the 
Office prepares for transmittal to the Congress a 
annual report of the Agency's activities, includi g 
a positive statement on the status and prospects 
of arms control and disarmament goals, negotia­
tions, and activities. Within the Office, the 
ACDA Historian is responsible for the preparatio 
of historical analyses on arms control topics 
and previous negotiations. Manages the Agency 
Library which processes unclassified requests 
under the Freedom of Information Act. 

Information Files 

Master set of press releases, press conference 
transcripts, publications, official speeches, an 
indexes thereto. (1961-present - 18 cu. ft.) 

Permanent Transfer 
2 y $, old. Offer 30 items 

115-107 10 ST~NDARD F~RM 115 

( 
. • • Revised April, 1975 

ACDA Ms Penny Davis )concurs 1n all changes_ ?1-adE: )iere1n. Prescribed by General services 

1 /30/80 RCT /NARS-NCD '2'/ ?o N/\J;::"/A/A.Jf//~'Y'NA/Nll-1' Administration 

t '-I/ £>8/ 8, . C ~ ti> 7a-quzaJ;#C~) 101-11.4 

A/ :._.;vtP- s-o (7' 



Standard Form. No, 116a. 
Promulgated 11--1-49 by • General Services A dmlnistratlon 
The National .Archives 

Job No . ...._ _ __;'-;.....__ 

7. 
ITEM NO. 

2. 

3. 

4. 

' 
REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

8. DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

Policy Subject Files 

a. Policy and procedural files documenting the de­
velopment and implementation of the ACDA Public 
Affairs Program. (1961-present - 4 cu. ft.) 

b. Information copies 
of subst4ntive ma• 
terial, such as, 
SALT and MBFR 
negotiations, used 
temporarily in pro­
viding information 
services. 

All other subject 
files concerning the 
day-to-day operations 
of the Public Affairs 
Office. 

Administrative Files 

Permanent Transfer to 
storage when 10 yrs. 
old. Offer to National 
Archives when 20 yrs. 
old. 

5 
Destroy when ~yrs. 
old. or when no longer 
needed for reference 
whichever is sooner. 

Destroy when 2 yrs. 
old. 

'9. 
SAMPLE OR 

JOB NO. 

Correspondence, memoranda, reports, forms, and 
other papers concerning personnel, budget, 
supplies, equipment, transportation and other routine 
administrative matters. 

Information Reports Files 

a. Annual Arms Control 
Report.-' to Congress 
fi leg by year. 
(1961-present -

2 cu. ft. ) 

1. Feeder reports. 

Destroy when 2 yrs. 
old. 

Permanent Transfer to 
storage when 10 yrs. 
old. Offer to Nationcl 
Archives when 20 yrs. 
old. 

Destroy when annual 
report printed. 

FOlllL' copies, induding o•iginal, to ho nibmiHetl to the National Archives 

Page_2 __ 
of .:7 :__ pages 

10. 
ACTION TAKEN 



Standard Fonn No. 115a 
Promulgated 9--1--49 by 
General Services Administration 
The National Archives Job No. -------'~'----

7. 
ITEM NO. 

5. 

6. 

7. 

8. 

9. 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

8. DESCRIPTION OF ITEM 9. 

(WITH INCLUSIVE DATES OR RETENTION PERIODS) SAMPLE OR 
JOB NO. 

Newspaper Clippings 

Condensed file of daily newspaper clippings on 
Arms Control and Disarmament matters filed 
chronologically. (1961-present - ~ cu. ft.) 

Mailing Lists 

Permanent. Offer to 
National Archives when 
20 yrs. old. 

Correspondence, request forms and other records 
relating to changes in mailing lists. 

Destroy after revisio 
of mailing list or after 
3 months, whichever is 
earlier.(GRS-13,ItemS) 

Statements by Key Officials 

Binders maintained for President and Director o 
ACDA containing speeches, ticker tapes, con­
firmation testimony, etc. pertaining to Arms 
Control and Disarmament ~atters. 

Chronological Files 

Destroy when 5 yrs. 
old or upon departure 
of individual, which­
ever is earlier. 

Copies of communications of all types, arranged 
chtonologically without regard to subject. 
These communications are copies of those filed 
elsewhere by subject or project. 

Information Requests Files 

Destroy when 2 yrs. 
old. 

Requests for information and copies of replies 
thereto, involving no administrative actions, n 
policy decisions, and no special compilations o 
rese~rch and reqljests for and tr~nsm1tt~ls of 
publications, artd other 1ntormat1onal l1teratur 

D:stroy 3 months after tra 

Page __ 3_ 
of 07/ pages 

10. 
ACTION TAKEN 

Four copies, incl11cling original, to bo mbmitted to the Na.tional Archives 16-69428-1 GPO 



eta.ndard Form No. 115a 
Promulgated 9--1-49 by 
General Services Administration 
The National Archives Job No.~----

7. 
ITEM NO. 

10. 

11. 

12. 

13. 

14. 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

8. DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

Acknowledgement Files 

Acknowledgement and transmittals of inquires and 
requests that have been referred elsewhere for 
reply. 

Press Service Files 

Destroy 3 months after 
acknowledgement and referra . 
(GRS-14, Item 4) 

Press service teletype news and similar material'. 

Destroy immediately except 
material filed in subject 
files. (GRS-14, Item 5) 

Information Project Files 

Information services project case files. 

Destroy 1 yr. after close 
of file or 1 yr. after com­
pletion of project. 
(GRS-14, Item 6) 

Commendation/Complaint Correspondence Files 

Anonymous letters, letters of commendation, 
complaint, criticism and suggestion, and replies 
thereto, excluding those on the basis of which 
investigations were made or administrative action 
taken and those incorporated into individual 
personnel records. 

Still Pictures Files 

Destroy when 6 months old. 
( G RS - 14 , I t em 7 ) 

a. Still photographs that provide documentation 
of the functions and essential transactions, 
such as, treaty signings involving the 
President and other key officials. (Volume 
insignificant) (1962-present) 

Fom copies, inclacling original, lo bo sabmiHed lo Ibo National Archives 

9. 
SAMPLE OR 

JOB NO. 

Page 4 
of_2_pages 

10. 
ACTION TAKEN 



l!ltandard Form. No. 111Sa 
Promulgated IH-49 by • General Services Administration 
The National Archives Job No.~----

7. 
ITEM NO. 

14. 
con't 

15. 

16. 

R'.eQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continua.lion Sheet 

8. DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

(1) Still photographs 

(a) Black and white photography - the 
or~ginal negative and a captioned 
print. 

9. 
SAMPLE OR 

JOB NO. 

(b) Color photography - the original ca11>tioned 
aelew transparency or color negati,e 

(c) 

and a captioned print. 
5 yr accum ttlations 

Permanent. Offer/to Nation~ 1 
Archives when 10 yrs. old. 
(GRS-21, Item la) 

Pictures of ACDA officials that arE 
not permanent records as described 
above. These pictures are used in 
publications, reports, and infor­
mational releases. 

Destroy when no longer needEd 
for administrative use. 
(GRS-21, Item le) 

Video Recordings Files 

Three recordings maintained on the following 
subjects: Director's (Warnke) Senate Confirmation 
Hearings; Warnke's appearance on "Agronsky at 
Large Program"; and SALT II Verification film. 

PERMANENT. O{fa:r to NARS when no longer needed 
x~~xJMb.xK~x~x~:klx 

for administrative use or when 10 years old. 
Historical Projects File 

Master set of historical research studies preparEid 
in ACDA and in its predecessor, the US Disarmament 
Administration filed by subject title of project 
(1959-present - 20 cu. ft.) 

Permanent. Transfer to 
storage when 10 yrs. old. 
Offer to National Archives 
when 20 yrs. old. 

Page_S __ 

of.::l_pages 

10. 
ACTION TAKEN 

Four copies, including original, to be submitted to the National Archives ll!--69428-1 GPO 



Standard Form No. 115a 
Promulgated 9-1-49 by • Page 6 

of_2_pages 

General Services Administration 
The N atlonal Archives Job No.~----

7. 
ITEM NO. 

17. 

18. 

19. 

20. 

21. 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continua.lion Sheet 

8. DESCRIPTION OF ITEM 9. 10. 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) SAMPLE OR 

JOB NO. ACTION TAKEN 

Historian's Working File 

• • Copies of correspondence, reports, teleg~ams, 
memoranda, and other background material for 
writing historical papers. 

5 

Des troy when ..,Q.. yrs. o.ld, or '!',hen no 

Subject Files 
longer needed for reference whicnever is sboner. 

Subject files of the Historian's Offic~ not 
covered elsewhere in this schedule. 

¥~ . 
Destroy when ~<Y~X»k&; no longernee,tied 

J!~::fooxx:i'O©tXiX~~ £o reierenc e. 
~x~:kk 

5 
Library Accessions List 

Weekly accessions list of new periodicals and 
books. 

1 
Destroy when• yrs. old. 

Library Correspondence Files 

General correspondence, reports, forms, and othe: 
material accumulated in administering the Librarx· 
program. 

1 
Destroy when• yrs. old. 

Freedom of Information Request Files 

Files created in response to requests for infor­
mation under the Freedom of Information Act 
consisting of the original request, copy of replJ, 
and related supporting files. 

a. Granting access to all the requested reccrds. 

Destroy 2 yrs. after date 
of reply. (GRS-14, Item 16a) 

b. Denying access tq_all or part of the 
records request'ea'; but not appealed. 

Destroy 5 yrs. after date oj 
reply. (GRS-14, Item 16a(3) ~)) 

Four copies, inclmf.ing original, to be submitted to the National Archives 16-69428-1 GPO 



Standard Form No. 115a 
Promulgated ll-1--49 by 
General Services Administration 
The National Archives • • Job No. ____ _ 

7. 
ITEM NO. 

22. 

23. 

24. 

25. 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

8. DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

F.O~I.A. Control Files 

Files maintained for control purposes in respond 
ing to requests. 

F.O.IkA. Report Files 

Destroy 5 yrs. after date oj 
last entry. (GRS-14, Item ll) 

Feeder reports submitted to higher level for 
annual report to Congress and other required 
reports. 

Destroy when 2 yrs. old. 
(GRS-14, Item 19b) 

F.O.I.A. Administrative Files~ 

Records relating to the general agency implemen­
tation of the FOIA, including notices, memoranda 
routine correspondence, and related records. 

Motion Picture Files 

2 
Destroy when+ yrs. old. 
(GRS-14, Item 20) 

Motion picture films acquired from private or other 
public sources that document the organization, functions, 
policies, procedures, and essential transactions of ACDA 
or which promote the substantive mission of ACDA. 

Two prints if they exist, otherwise 
one print. Permanent. Offer to 
NARS when 5 years old. 

9. 
SAMPLE OR 

JOB NO. 

Page 7 
of_Lpages 

10. 
ACTION TAKEN 

FolU' copies, inc:lucling original, to be submitted to the National Archives 16-59428-1 GPO 




