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NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 7/(1 Qm ey
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1. FROM (Agency or establishment)

U.S. ARMS CONTROL AND DISARMAMENT AGENCY (ACDA)

NO?‘WCATKNQTOAG%NCY v

2. MAJOR SUBDIVISION

In accordance with the prowisions of 44 U.S.C. 3303a
the disposal request, including amendments, is approved
except for items that may be marked ‘‘disposition not

_—B%"’&Tgfiﬁilg (‘nmpnnpnfq approved’ or ‘‘withdrawn’’ (n column 10. If no records
3. MINOR sU ] are proposed for disposal, the signature of the Archivist is
. not required.
4, NAME OF PERSON WITH WHOM TO CONFER 5. TELEPHONE EXT. [DATE ARCHIVIST OF THE UNITED STATES
. . 5'.;‘-(‘7
Pennie Edwards, Assistant Records Mgr. 647-6722

6. CERTIFICATE OF AGENCY REPRESENTATIVE

I hereby certify that | 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

page(s) are not now needed for the business of this

agency or will not be needed after the retention periods specified; and that written concurrence from the General
Accounting Office, if required under the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, is

attached.

A. GAO concurrence: [:I is attached; or @ is unnecessary.

8. DATE C.SIGNATURE OF AGENCY REPRESENTATIVE D. TITLE
11/5/86 M\ Chief, Communications and Services
} 9.GRSOR | 10. ACTION
|f€M 8. DESCRIPTION O/ATEM SUPERSEDED | TAKEN
NO (With Inclusive Dates or Retention Periods) JoB NARS USE
: CITATION ONLY)
COMPREHENSIVE RECORDS CONTROL SCHEDULE FOR THE
U.S. ARMS CONTROL AND DISARMAMENT AGENCY (ACDA)
The records in this Comprehensive Records Control
Schedule date from NC1-383-84-1 and NC1-383-85-1
for the ACDA.
The General Records 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 National
Archives and Records Administration when 30
years old or when declassified, whichever is
sooner. Unclassified permanent records are to
be offered for transfer the National Archives
and Records Administration under the same time
frame to ensure continuity of the records series.
2 a ) 4{,%5
Csres SO vacf:fprAJG:
s 2 (87
115-108 NSN 7540-00-634-4064 STANDARD FORM 115 (REV. 8-83)
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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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7.
ITEM NO

8. DESCRIPTION OF ITEM

9

PLE OR 10.
SRR | ACTION TAKEN

(With Inclusive Dates or Retention Periods)
COMPREHENSIVE RECORDS CONTROL SCHEDULE FOR THE
U.S. ARMS CONTROL AND DISARMAMENT AGENCY (ACDA)
TABLE OF CONTENTS
Page
1 Office of the Director 1
2 Office of Administration 5
3 Office of the General Counsel 7
4 Office of Congressional Affairs 10
5 Office of Public Affairs 12
6 Bureau of Strafegic Programs 14
7 Bureau of Nuclear and Weapons Control 17
8 Bureau of Verification and Intelligence 25
9 Bureau of Multilateral Affairs 28
10 Records Common to All Offices 33
Personal Papers
Program Reference Material
Correspondence Files
Budget Preparation, Presentation, and
Apportionment Files
Aministrative Management Subject Files
115-203 Four copies, Inclu&lng original, to be submitted to the National Archives STANDARD FORM 115-A
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9
7. . DESCRIPTION OF ITEM : 5
ITEM NO (With Ingluswe Da:es lor Retenltnon Periods) S/TJISFB’LEOOR ACTIOLOTAKEN
J.S. ARMS (NNTROL AND DISARMAMENT AGENCY
The purpose for which the United States Arms Control and
Disarmament Agency exists is to improve the security of
the United States, and the world at large, through
agreements to control and reduce international competition
in armaments and to diminish the threat of nuclear war.
OFFICE OF THE DIRECTOR
U.S. ARMS COMNTROI, AND DISARMAMENT ACTIVITIES
1 RECORDS OF THE OFFICE OF THE DIRECTOR

The Director and Deputy director advise the President,
the National Security Council, the Secretary of State,
and other elements of the United States Coverrment in the
pursuit of the Agency's goals. The Director controls the
negotiations, operations, and research activities of the
Arms Control and Disarmament Agency. The personnel of
the office of the Director support the Director and his
Deputy in these endeavors.

The major objectives of the Office of the Director are to
support the Director as he carries out his responsibilitig

— to advise the President, the National Security Council)
the Secretary of State and other senior govermment
officials on amms control and disarmament matters, and
their relationship to other aspects of overall national
security policy;

-- to prepare for and manage United States participation
in bilateral and multilateral neqgotiations in arms control
and disarmament. These include such specific negotiations
as: the Nuclear and Space Talks (NST) and its associated
negotiating groups - the Defense and Space Talks (DST),
the Strategic Arms Reduction Talks (START), and the
Intermediate Range Nuclear Forces Talks (INF); Mutual and
Ralanced Forces Reductions Negotiations (MBFR); the
Conference on Confidence and Security Building Measures
and Disarmament in Europe (CDE); the Conference on
Disarmament (CD); the United Mations General Assembly
(INRA) First Committee; and the US-USSR Standing Consultat
ommission. Specific issues requiring close and continuoy
attention include: analyses, formulation and neqgotiation
of arms control treaties, in NST and analyses of numerous
issues that arise in such negotiations; review of space
arms ocontrol issues and verification campliance aspects

S:

1S

ives

115-203

Four E;);Ies. including original, to be submitted to the National Archives

CPO 1975 O - 579-387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-114
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9
7. 8. DESCRIPTION OF ITEM : 10.
ITEM NO (With Inclusive Dates or Retention Periods) s/\\}ggLEOOR ACTION TAKEN

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

-— to assure that the political, military, intelligence,
scientific and technological information essential for
the formulation of national policies in arms control and
disarmament is available to the decision-makers;

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

—— to prepare and disseminate public information concernirg
arms control and disarmament; to contribute to the
education of the public on arms control and disarmament
through public speaking and conferences; to support the
public diplomacy effort managed by the national security
interagency process;

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

-- The Director and Deputy Director advise the President,
the National Security Council, the Secretary of State and
other senior qgoverrment officials on arms control and
disarmament matters, and their relationship to other
aspects of overall national security policy. The Director
is responsible for all operations and activities of the
Arms (ontrol & Disarmmament Agency.

—-— The Councelor (D/C) assists the the Director and Deputy
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-makers within the Agency and in
other agencies.

—- The Ixecutive Secretary of the Agency (D/EX) directs
and coordinates staff work for the Director; directs
substantive issues, studies and assists the Director in
keeping policy and organizational and functional aspects
of arms control matters in phase.

115-203 Four copies, including original, to be submitted to the Nationa!l Archives STANDARD FORM 115-A
Revised July 1974
Prescribed by General Services
Administration
GPO 1975 O - 579-387 FPMR (41 CFR) 101-114
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(With Inclusive Dates or Retention Penods)

SAMPLE OR

9
10.
JOB NO ACTION TAKEN

—- The Special Representative for Arms Control and
Nisarmament Negotiations (S/ARN, S/ART, appointed by the
President with the advice and consent of the Senate
with the rank of Ambassador; advises the president and
the Secretary of State on international arms control
negotiations and related matters.

-~ The Office Arms Reduction Negotiations in Geneva
was established Dy the State Department as a diplomatic
mission for the expanded neqotiations on defense and

space weapons, strategic nuclear weapons, and intermediater

range nuclear weapons. Consistent with ACDA's statutory
authority, under the direction of the President and the
Secretary of State, for mananement of the participation
of the United States in arms control negotiations, the Age
manages the operation of these negotiations. for these

purposes, personnel of said office are detailed by the State

Department to ACDA on a reimhursable hasis.

—- The Executive Director of the General Advisory Committe

ncy

(D/GAC) provides support for the GAC, including White
House and Congressional liaison, in the GAC's exercise of

broad statutory responsibilities as a Presidential advisory
ctor.

body on arms control significance as reguested by the Dire

—-— The U.S. Commissioner of the US-USSR Standing
Consultative Commission (D/SCC) is provided administrative
and logistical support by the Agency; under the direction
of the President, through the mechanism of the National
Security Oouncil, represents the United States in the SCC
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 Office of Strateqic Assessments), provides
the Director with assessments and other analyses that
address longer-term issues relating to ams control and
the responsibilities of ACDA.

—-- The Senior Military Advisor (D/M) provides high-level
liaison with the Office of the Secretary of Nefense and
Joint Chiefs of Staff in policy formulation, arms control
negotiations and ACMA operations.

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

115-203

Four copies, including original, to be submitted to the National Archives

GO 1975 O - 579-387

STANDARD FORM 115-A

Revised Juty 1974

Prescribed by General Services
Administration
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7. 8. DESCRIPTION OF ITEM 9.
ITEM NO (With Inclusive Dates or Retention Periods) S/‘\JISFB’LE‘OOR ACTIOglo‘TAKEN

la The records are maintained by function and
number, V¢cocdh s artnuabeced Cons ecuinuely ‘hﬁ <earx,
Tectuded ool buottas ovina A ouvnenis Sequreity
acihion o Hwe wee
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.
1b CHRON/WORKING FILES
The records are maintained in chronological
order. Cogen o2 ook QoY Qomsvuxa\w‘g_ ol ne
O wreHeor
PERMANENT: Close when Director departs or at
(classified) the end of each Administration,
whichever is sooner.
Transfer to WHNRC.
Transfer to NARA when 30 years old.
Reelecence
lc SUBJECT FILES (DNIRECTOR'S OFFICE)
The records are maintained by subject. “Yww, consied salely
o% il ra R tw O STlay OIS K;er%\' cane
TEMPORARY: Close files at the end of each FeXesinec -
Administration.
Destroy on site when 5 years old
or when no longer needed for
administrative purposes,
whichever is sooner.
1d SUBJECT FILES (OTHER COMPONENTS)
The records are maintained by function and
number.
PERMANENT: Close when Director departs or at
(classified) the end of each Administration,
whichever is sooner.
Transfer to WHRC.
Transfer to NARA when 30 years old.
115-203 Four copies, Including original, to be submitted to the National Archives

TASKER FILES

GPO 1375 O - 570-387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11 4



Request for Records Disposition Authority — Continuation JOB NO P§GEO%F 34
7. 8. DESCRIPTION OF ITEM 3. 10
ITEM NO (With Inclusive Dates or Retention Periods) sﬁgngooR ACTION 'TAKEN

OFFICE OF ADMINISTRATION
U.S. ARMS CONTROL AND DISARMAMENT ACTIVITIES

2 RECORDS OF THE OFFICE OF ADMINISTRATION

The goal of the Office of Administration is to provide the
administration support necessary to enable the bureaus and
offices of the Agency 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
meet all administrative requirements of ACDA as expediently,
thoroughly, and effectively as possible. This includes the
support of the Agency's operations in Washington, the

administrative support for the START talks in Geneva and
support of a number of other ACDA conferences and negotiations
in various overseas locations.

Current Method of Accamplishing Objectives:

The Office of Administration accomplishes its major objectives
through its Budget and Accounting, Travel, Security, Persornel,
Contract, Communications and General Services staffs.

The Budget and Accounting Section is responsible for overall
agency financial operations. This includes the preparation,
submission, and justification of the Agency's budget proposals
to the Office of Management and Budget and Congress;
coordinating and controlling budget execution; monitoring and
controlling accounting systems; maintaining liaison with OMB,
Congressional Camittees, and other agencies on financial
matters: maintaining Geneva financial control; preparing and
monitoring reimbursable agreements; financial reporting;
budget and accounting regulations; control of processing and
payment of all vouchers; control of the supplies and serviges
account ; and forwarding of payroll to GSA for processing and
payment. Accounting computer services are maintained by the
General Services Administration.

115-203 Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A
Revised July 1974
Prescribed by General Services
Administration
GO 1975 O - 574=387 FPMR (41 CFR) 101-11 4
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ITEM NO

8. DESCRIPTION OF ITEM

9

AMPLE OR 10.
SJOB NO ACTION TAKEN

(With Inclusive Dates or Retention Periods)
OFFICE OF THE GENERAL COUNSEL
U.S. ARMS CONTROL AND DISARMAMENT ACTIVITIES
3 RECORDS OF THE OFFICE OF THE GENERAL, COUNSEL

It is the responsibility of the General Counsel to serve
the legal of the Agency, and to participate, in this contexkt
in the talks on intemmediate-range nuclear forces, strateqif
nuclear forces, and defense and space; nuclear nonproliferat
weapons and technology transfer control; verification; or
whatever arms control negotiations and activities of the U.B
Government that negotiations and activities of the U.S.
Government that may be ongoing in FY 1987,

Major 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 damestic and internationall
law relevant to the work of the Agency.

-~ Provide advice and assistance in drafting and negotiating
treaties and international agreements relating to arms conﬁ:
and on questions regarding their implementation, interpreta

and revision. This includes participation in interagency
working groups and backstopping camittees prior to and duni
armms control negotiations, service as legal advisor in
Washington, D.C. and overseas to various U.S. delegations at
arms control negotiations, such as the talks on Intermediatie
Range Muclear Forces, Strategic Nuclear Forces, Defense and
Space, the Conference on Disarmament, negotiations in the

nuclear non-proliferation field, and service on U.S. delegat
such as the delegations to Antarctic Treaty consultative mee

~-Responsible for the legal aspects of assuring compliance
with arms control agreements, for example by providing a
legal advisor to the U.S. camponent of the Standing Consulta

to examine compliance with arms control agreements.

—-- Responsible for the legal aspects of legislative policy/
including representing their Agency with respect to proposed
and pending legislation, acting as the Administration's
principal staff in the ratification of arms control treatiegs
and reviewing all Agency reports required by statute.

115-203

Commission and to an interagency group established by the NSC
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Four copies, including original, to be submitted to the National Archives
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Revised July 1974
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7. 8. DESCRIPTION OF ITEM 3. 10
ITEM NO (With Inclusive Dates or Retention Penods) SﬁggLSOOR ACTION TAKEN

The Security section is responsible for all security and
counterintelligence matters, including full-field in personnel
security determination, liaison with the Federal Rureau of
Investigation and other law enforcement/intelligence agencips;
and all physical and procedural security, both in Washingtoh
and at the ACDA site in Geneva.

The Personnel section is responsible for staffing and
recruitment, personnel processing, employee relations, position
classification, employee develorment, maintaining personnel
records, and liaison with the Office of Personnel Manageme
and other agencies on personnel matter.

The Contract section provides technical advice and guidanc

in the planning and development of requests for acquisiitions;
prepares and solicits proposals and/or bids; participates

the evaluation and source selection processes; negotiates and
awards acquisitions, including interagency acaquisitions under
the Economy Act; and performs pre- and post-award acquisitibon
functions for the acquisiton of research, development, studies,
services and ADP from the private sector and other U.S.
government agencies in support of ACDA's mission and responsibilities.

The Canmmunications and General Services section purchases
supplies and equipment; arranges office renovations and space
acquisition; maintains the agency records center; and ensures
that the internal Local Area Network (LAN) and external
camunication link-up systems are fully operational to meet
ACDA needs. Office renovations are underway to utilize fully
existing office space. Considerable progress has been made
in prograrming to automate the inventory of non-expendable
supplies and equipment, here and abroad.

GENERAL RECORDS SCHEDULES:

The General Records Schedules will be avplied
consistently throughout the Office of
Administration and each schedule number
does not appear as a reference.

115-203 Four copies, including original, to be submitted to the National Archives STANDARD FORM 115-A
Revised July 1974
Prescribed by General Services
Administration
G 1975 O - $79-387 FPMR (41 CFR) 101-114
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8. DESCRIPTION OF ITEM
(With Inctusive Dates or Retention Periods)

9

AMPL 10.
AR | ACTION TAKEN

programs, central to which are periodic authorizations for
appropriations.

-— On these and all ACDA legislative matters the Office is

necessary liaison with, the Legislative Reference Division,
Office of Management and Budget.

— Handle 2gency reports and opinions on billing introduced
in Congress and referred to ACDA by the Office of Management
and Budget for comment.

and the substantive bureaus by reviewing proposed positions
on arms control policies and negotiations from legal and
policy perspectives. This includes participation in working
meetings called by the NSC to write and review papers
establishing U.S. options that are proposed to the NSC and
the President.

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

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

-- Participate in the preparation of Agency regulations.

statements, reports on the verifiability of arms control
proposals and agreements, and similar documents to be
submitted to Executive Branch decision-makers and/or the
Congress.

— Responsible for drafting and reviewing legislation affecting
the Agency. This reqularly includes the Agency's legislatiye

responsible for obtaining clearance from, and effecting other

-— Support initiatives by the President, the Agency's Director,

-— Responsible for the operation of the 2Agency's ethics program.

—- Assist in the preparation and review of arms control impact

115-203

Four copies, Including original, to be submitted to the Nﬁona! Archives

GO 1975 O - 579-387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11 4
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ITEM NO (With Inclusive Dates or Retention Periods) JOB NO ACTION TAKEN
3a. SUBJECT FILES

These files are maintained alphabetically by
subject.

PERMANENT :

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

needed for administrative purnoses
or at the end of each Administrati

Lon,
whichever is sooner.

Transfer to NARA when 30 years old.

Four coples, including original, to be submitted to the Nationa! Archives

Revised July 1974

Prescribed by General Services
Administration
GIPO 1975 O - 579-387

FPMR (41 CFR) 101-11 4
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A p ) 10-
SAMELECT | ACTION TAKEN

ITEM'NO {(With Inclusive Dates or Retention Periods)
OFFICE OF CONGRESSIONAL AFFAIRS
U.S. ARMS CONTROL AND DISARMAMENT ACTIVITIES
4 RECORDS OF THE OFFICE OF CONGRESSIONAI, AFFAIRS

To serve the Congressional relations needs of the Agency, t
keep Congress informed of United States arms control effort
and to obtain for the Agency relevant Congressional insight
and suggestions.

Major Objectives:

To perform effectively the following activities and
responsibilities for the Agency in support of amms control
and disarmament activities of the US goverrment:

~— Responsible for legislative policy and strategy includin
representing the Agency with respect to proposed and pendin
legislation, acting as the Administration's principal staff
in the ratification of arms control treaties;

-- Responsible for Congressional liaison including setting
briefings, hearings, meetings, consultations, legislative
inquiries in support of US govermment arms control activiti

-— Responsible for helping to arrange visits by Members of
Congress to negotiating fora and for preparing materials an
arranging briefings for Members prior to their visits;

~- Interacting with Congressional liaison offices of other
agencies and departments of the Executive Branch in support
bf arms control activities and legislative objectives of th
US govermment ;

~- Prepare and review testimony for Agency officials before
Congressional Committees;

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

1) O Y]

[{w]
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115-203

Four coples, Inclt«ﬁrig original, to be submitted to the National Archlves—
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ITEM NO (With Inclusive Dates or Retention Periods) JOB NO ACTION TAKEN
4a. SUBJECT FILES

These files are amintained alphabetically by
subject.

PERMANENT :

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
whichever is sooner.

Transfer to NARA when 30 years old.

by

pon,

Four copies, including original, to be submitted to the National Archives
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ITEM NO

8. DESCRIPTION OF ITEM

SAMPLE OR

9
10.
108 NO | ACTION TAKEN

(With Inclusive Dates or Retention Periods)
OFFICE OF PUBLIC AFFAIRS
U.S. ARMS CONTROL 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 Government and 2)

to ensure that ACDA personnel and other US Government offidials
engage in arms control negotiations are provided with essertial

information.

Major Qbjectives:

The major PA objective of keeping the public and internal
govermment audience informed stems fram the 1961 Act establ
the Agency. This Act makes the dissemination and coordinaf
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 extern
and internal public information programs in a timely,
coordinated manrer.

Current Method of Accomplishing Objectives:

Currently PA assumes responsibility for 1) providing information

on arms control to the public: arranging for ACDA speakers
before public groups, arranging local, national and interng
interviews of ACDA officials by press, television and radig
and responding to thousands of public and news media inquin
2) providing guidance to State Department press spokesmen g
arms control matters; 3) providing assistance and informati
to USIA for use abroad; 4) conducting special programs and
conferences for nongovernmental organizations and news medi
and arranging and conducting briefings in Washington for

students and visiting national and international citizens gnd

scholars. PA responds to requests from ACDA and other US
Government officials on arms control history, same requirin
extensive in~depth research. 1In support of Agency programs
it conducts and extensive library program: maintaining 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 Today." PA is also responsible for
publishing the annual Documents on Disarmament, brief,
negotiating histories of the pertinent resolutions and othg
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decisions adopted by the UN General Assembly each year,
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Sa.

lcoordinates and monitors the Hubert H. Humphrey scholarship

updated bulletins on arms control issues and the bimonthly
Intercan internal information bulletin. PA also administer

program with the educational institutions, recipients and
within ACDA.

SUBJECT FILES

These files are maintained alphabetically by
subject.

PERMANENT : Close files at the end of each
{classified) Administration.
Transfer to WNRC when no longer

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

needed for administrative purvoses
or at the end of each Administratjon,

115-203

Four coples, including original, to be submitted to the National Archives

GPO 1975 O - 579-387

STANDARD FORM 115-A

Revised July 1974

Prescribed by Genera! Services
Administration
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S J'(';BLSOOR ACTION TAKEN

(With Inclusive Dates or Retention Periods)
BUREAU OF STRATEGIC PROGRAMS
U.S. ARMS CONTROL AND DISARMAMENT ACTIVITIES
6 RECORDS OF THE BUREAU OF STRATEGIC PROGRAMS

The Bureau of Strategic Programs has responsibility for thé
enhancement of U.S. security through negotiated agreements
limited and reducing stragtegic arms (START Negotiations),
and military forces in Europe (INF Negotiations), through
reversing the erosion of the ABM Treaty, if strategic defen
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 NegotiQq
and through ensuring the viability of and Soviet compliance
with existing agreements (SCC). Enhancement of U.S. securi
through participation in the formulation of U.S. policy wit]
regard to the arms control considerations involved in poten
exploitation of new technologies for defense against nuclea
ballistic missiles. Planning and coordinating a program a
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.

Major Objectives:

-- Achievement of a START agreement to attain reductions an
limitations in strategic amms.

-- 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 strategic

defense proves feasible, negotiating an agreed plan to mana
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 eart
including limits on, or regulation of, anti-satellite (ASAT
activities by the U.S. and the USSR, compatible with U.S.
national security requirements.

—— Support of activities of the Standing Consultative Commi
(SCC) implementing existing strategic arms agreements.
Support for periodic ABM Treaty reviews.

-~ Support for U.S. consideration of arms control implicati
of SDI policy policy and technology developments.
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115-203

—— Provide a focus for interagency cooperation/coordination
R&D on control of U.S. and Soviet nuclear and space arms.

— Provide negotiating and backstopping management of arms
control material in support of the national security decisip
making process in the area of nuclear and space arms.

Current Methods of Accamplishing Objectives:

SP develops, for Presidential approval, arms control policy,
strateqgy, tactics, and language for on—going arms limitation
talks with the Soviet Union, and Provides organizational
support and chairs Washington backstopping camittees for th
overall Geneva Talks and for the START, INF, and Defense and
Space (D&S) negotiating groups, and the semiannual SCC sessii
and for the periodic ABM Treaty review as well as the major
portion of the diplomatic, advisory and administrative
personnel for those delegations.

all issues concerning those negotiations and on the U.S.
Strategic Defensive Initiative, and participates in related
interagency working groups. SP provides agency representat]i

for D&S, two for INF, and one for SCC; secretaries are assiy
to delegations as needed resulting on the average in the
equivalent 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 govermments in Washington, New York, Geneva
Brussels (NATO), and other capitals, for preparing analyses
of relevant technical and military systems and intergrating

management direction and administrative support for negotidgt
backstopping records maintenance. SP works with other
government agencies to coordinate R&D and policy studies, as
appropriate, to evolve coherent arms control and national
security policy. SP also conducts and external research
program on technical and political issues bearing on current
future START, INF, AND D&S neqgotiations, compliance issues
being discussed in the SCC, 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 implementat
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

Qme:atlons_SE,lgl 000, _and external research $700,000._

SP provides analysis and support for the Director of ACDA gn

and advisors for delegations as follows: two for START, tﬁo
iigned

these into the planning process for negotiations; for providing
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115-203

These files are maintained by functional
classification system

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

Transfer to WNRC when no longer

needed for administrative purposes

or at the end of each Administrat
whichever is sooner.

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

7 RECORDS OF THE BUREAU OF NUCLEAR AND WEAPONS CONTROL

The Nuclear and Weapons Control (NWC) Bureau has a broad
range of assigned responsibilities. Dissuading additional
countries from seeking to acquire nuclear explosive
capabilities is a key foreign policy objectives 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 foreign policy and national security
objectives. 1In 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 Control Impact Statements. Furthermore, economig
analyses of defense budgets, defense spending and economig
growth, and the international trade in arms and nuclear
material, address ACDA statutory requirements,

The Muclear and Weapons Control 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 Atamic Fnerqy Agency (IAEA),
and foster improved international cooperation in achieving
nonproliferation goals;

~- Fnsure 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 |of
US policies on dual-use (civil/military) technology
transfers to other countries; and

-~ Serve to improve consideration and coordination of
arms control and national security policies, and to
increase understanding of worldwide armament spending.
(classified)

115-203 Four copies, including original, to be submitted to the National Archives STANDARD FORM 115-A
Rewvised July 1974
Prescribed by General Services
Administration
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Major objectives:

Nonproliferation

-- Pursue policies, in concert with other agencies,
designed to reduce risks of nuclear proliferation.

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

—— Develop measures, in concert with the Mepartments of
State, Energv and Defense, to improve the security of
countries that might otherwise seek nuclear explosive
capahilities.

—— 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 Director
of ACTA is reaquired to submit to the President for new or
amended US civil nuclear cooperation aqgreements pursuant
to Section 123 of the Atomic Energy Act.

—- Strengthen international safequards on peaceful
nuclear activities by encouraging acceptance of
comprehensive safeguards in Non-NPT countries and by
providing technical advice and support to the Internationap
Atomic Energy Agency (IAEA).

— Seek to improve international cooperation among 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 technology, such as uranium enrichment, spent fuel
reprocessing, and heavy water production plants.

—- Cooperate with the Department of Fnergy 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 ACMA's views and recommendations on US nuclear
exports pursuant to Section 57(b), 109, 126, and 131 of
the Atomic Energy Act and Section 309 (c) of the 1978
Nuclear Mon-Proliferation Act,

—— Reduce the likelihood of a nuclear terrorist incident
by encouraging adeauate physical security measures in the
use, transport and storage of weapons-usable material in
civil nuclear programs, by promoting ratification of the
pPhysical Protection convention, by encouraging conversion
of research reactors from high to low enriched conversion
by developing institutional and technological 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 convention
arms and associated military technolony, as required by
Sections 38 and 42 of the Arms Export Control Act and
Section 511 of the Foreign Assistance Act of 1961, as
amended.

—- Participate with other concerned agencies in the
development of US policies on transfers on conventional
armms and associated technology and in the encouragement
and support of balanced and verifiable reaional arms
control arrangements among developing nations.

—— Prepare arms control evaluations of proposed arms
sales for the Congress 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 included 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 establishi
policy quidelines and criteria for assessing the impact
of US technology transfer on arms control and national
security policies.

—— Work with other concerned agencies to implement
appropriate policies to minimize any neqgative effects on
US security and regional stability from the transfer of
civilian/military technology.

ng
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Defense Programs and Analysis

—— Nevelop arms control analyses and policy recommendations
for the President, the National Security Council, and the
Secretary of State as required by the Arms Control and
Disarmament Act, evaluating the national security
implications of arms control proposals and assessing the
relationship between military strategies/force postures
and arms control policies, proposals and agreements.

— Continue to respond fully to Section 36 of the Arms
Control and Disarmament Act (P.L. 878-297, as amended)
which requires the Administration to submit annual
statements to the Congress on the arms control impact of
certain defense programs.

-~ Participate with other concerned agencies in the
development of US policies on space issues.

— Conduct research on the Soviet economy and Soviet
military spending.

—- Investigate the implications of amms spending, military
budgets, and the economics of arms control.

—- Publish the annual World Military Expenditures and
Arms Transfer (WMEAT) report, which includes data on
global military spending and arms transfers.

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

Current method of accomplishing objectives

A small highly capable staff working directly with other
US agencies, international organizations, and other
nations accomplishes the Bureau's objectives. Policy
initiatives based on internal staff studies and on external
research support are develoned.

The external research program is vital to achieving the
objective of the Rureau. Implemented through the use of
government laboratories, private contractors, universities
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 equipment
directly useful in international safequards and other

Ur
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nonproliferation areas as well as economics programs and
the implementation of conventional arms and technology
policies. Oraanizationally, the Bureau consists of the
Office of Assistant Director, who heads the Bureau, and
four divisions:

(1) The International Nuclear Affairs Division (INA),
staffed primarily by international relations professionals,
provides advice, assessments and policy recommendations
on the international relations aspects of nonproliferation
and has line responsibility for reviewing nuclear

cooperation agreements and nuclear exports. Staff

specialists also provide BRureau interaction with the

intelligence community on nuclear proliferation intelligence.

(2) The Nuclear Safequards and Technology Division (NST),
staffed with scientific professionals, deals with the
safequards 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 regiongl

and functional specialists, assesses the arms control
implications of pronosed amns transfers, represent ACDA

in interagency arms transfer policy studies, and participates

in interaaency fora to formulate and recommend US policy
on arms and technology transfers.

(4) The Defense Programs and Analysis Division (DPA),
staffed with technical analysts, weapons experts and
economists, drafts Arms Control Impact Statements and
quides them through the interagency review process,
performs ecomic analysis in support of arms control
initiatives and proposals, provides expert assistance to
other hureaus, composes and publishes World Military
Expenditures and Arms Transfer (WMEAT), coordlnates

preparation of the Agenys's Annual Report, provides
experts and backstopping for US participation in certain
UN and NATO disarmament and econcmic activities, and
handles Agency responsibilities for inspections to assure

compliance with the Antartic Treaty. Antarctica inspectigns

are normally conducted every three years. Special
attention is given to increased ACDA responsibilities
involving detailed aspects of space systems and related
technologies.

115-203

Four copies, including original, to be submitted to the National Archives

GPO 1975 O - 579-387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11 4



: - . . JOB NO PAGE OF
Request for Records Disposition Authority — Continuation 22 of 34
9.
7. 8. DESCRIPTION OF ITEM SAMPLE OR 10.
ITEM NO (With Inclusive Dates or Retention Periods) JOB NO ACTION TAKEN

7a. SUBJECT FILES

These files are amintained alvhabetically.

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

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

Transfer to NARA when 30 years old.

7b. ARMS TRANSFER CASE FILES

These files are maintained chronologically by
month/year.

PERMANENT : 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 Administration,
whichever is sooner.

Transfer to NARA when 30 years old.

1c. COUNTRY FILES

These files are maintained chronologically.
Thes contain individual country files, briefing
pavers, cables, intelligence assessments of a
particular country's nuclear policy, nuclear
programs, etc.

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

Transfer to WMRC when no longer
needed for administrative purposes
or at the end of each Administration,
whichever is sooner.

Transfer to NARA when 30 years old.

115-203 Four copies, including original, to be submitted to the National Archives STANDARD FORM 115-A
’ Revised July 1974
Prescribed by General Services
Admnistration
GO 1973 O - 579-387 FPMR (41 CFR) 101-11 4



i ... . JOB NO PAGE OF
Request for Records Disposition Authority — Continuation 23 of 34
7. 8. DESCRIPTION OF ITEM sAMng'E OR 10.

ITEM NO (With Inclusive Dates or Retention Perods) JO8 NO ACTION TAKEN

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

Transfer to NARA when 30 years old.

Te. INTERAGENCY NUCLEAR COMMITTEES

These files are maintained chronologically.

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

Transfer to WNRC when no longer
needed for administrative purposes
or at the end of each Administration,
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 economic¢
analyses.

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

Transfer to WNRC at the end of thred
years or when no longer needed forx
administrative purposes, whichever
is sooner.

Transfer to NARA when 30 years old.

N4
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7g.

7h.

ARMS CONTROL IMPACT STATEMENT FILES

<

These files are maintained chronologically. They
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 documents.

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

Transfer to WNRC at the end of three
years or when no longer needed fo3
administrative purposes, whichever
is sooner.

Transfer to NARA when 30 years old.

WORLD MILITARY EXPENDITURES AND ARMS TRANSFER
(WMEAT) FILES

These files are maintained chronologically by
vear and alphabetically within the year. They
contain the original copies of the WMEAT and
the statistical information supmporting the
published document. Defense Program Analysis
Division is the repository for the original
documents.

PERMENENT : Close files at the end of twelve
(classified) years.

Transfer to WNRC at the end of twelve

years or when no longer needed fon
administrative purposes, whicheven
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, complilance,
all

current treaties and all arms control negotiations currently

intelligence and guantitative analysis issues dealing with

in progress. Verification, compliance and careful analysig
are central features of our arms control policy. These
features will become increasingly more important as we seek
further arms control limits and reduce a larger variety of
systems to a greater extent. The long-range goal of the
Bureau is to provide the Agency with the capabilities to

properly address verification, compliance and analytical igsues.

Major Objectives:

-- Assure that verifiability considerations are given proper
weight early in the formulation of negotiation positions far

all arms control negotiations;

-- Assure that possible non-compliance activities for all

existing arms control agreements are identified and documented

on a timely basis for the decisionmakers to judge whether 3
violation has occurred;

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

--Assure that improvements in current and future verification

—+

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 impliIations
ions;

are fully understood and incorporated in arms control deci

-- 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

weapon
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Current Method of Accomnlishing Ohjectives:

The functions of the Bureau of Verification and Intelligend

— Perform verification analyses of all arms control negoti
(Defense & Space, START, INF, Test Ban, CW, MBFR, ASAT,

etc...) and evaluate from a verification point of view, the

acceptability of or the modifications reauired in specific
negotiation positions;

—-— Perform analyses of compliance with existing amms contrgl

treaties (SALT, ABMT, Test Ban, BW, etc...) and identify ar
document all possible cases of non-compliance;

-- Perform studies of possihle U.S. actions with regard to

such compliance issues, including those involving the Standing

(onsultative Commission;

—— Provide assessments of and requirements for current and
future verification and intelligence systems;

——Perform intelligence analyses; provide intelligence

information; acquire and maintain compartmented intelligeng
library and control all intelligence security matters requi
by the Agency;

—- Provide independent quantitative analyses on defense ang

arms control issues which impact on the mission of the Agency;

and

—— Provide the Agency with computer support, including the
development and maintenance of data bases and information
retrieval systems.

-_—— - . —————— -
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TEMPORARY :
Tc-
TEMPORARY :
is sooner.
115-203

L.

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 yvears old.

Files containing other Government Agency
Documents.

Close files at the end of each
Administration.

Destroy on site when 5 years old
or when no longer needed for

administrative purposes, whichever
is sooner.

2]

Files containing State Devartment Cables.

Close files at the end of each
Administration.

Destroy on site when 5 years old
or when no longer needed for
administrative purposes, whichevetl

¥
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RUREAU OF MUTILATERAL AFFAIRS
U.S. ARMS CONTROL AND DISARMAMENT ACTIVITIES

RECORD OF RUREAU NOF MULTILATERAL AFFAIRS

Organization and coordiation of political, diplomatic,

and technical efforts to provide effective support for US
participation in the Conference on Disarmament (CD) in
Geneva, and in arms control activities of the United
Nations General Assembly (UNGA) and its subsidiary bodies,
including the United Nations Disarmament Commission

(UNDC), in New York., Also responsible for the Mutual and
Balanced Force Reductions (MBFR) negotiations in Vienna,
the Conference for Security and Cooperation in BEurope
(CSCE), the Conference on nfidence and Security Building
Measures and Disarmament in Europe (CDE), in Stockholm,
and ad hoc international conference in the field of
mutilateral arms control. Planning of strategy and

tatics for best advancing US interests in these multilaterpl

bodies and related sub-groups.

Formulation, coordination and implementation of US policy
on a variety of arms control measures, including nuclear

testing issues (such as CTB, TTBT, PMNET), chemical weapons
(CW), bioligical weapons (BW), radioligical weapons (RW),
military forces in Europe (through MBFR Negotiations and

CSCE/CSE discussions), and multilateral aspects of outer

space arms control.

Enhancement of US security through CSCE/CDE confidence
building measures, the applications of stabilizing measurels
and neqotiated agreement limiting and reducing military
forces in Burope through MBFR negotiations,

Planning and coordination of a program external research
directed toward supporting these various negotiations and
other mulitateral arms chemical activities, with particular
emphasis on limiting chemical and biological weapons
activities.

Major Objectives

—- to ensure that US participation in multilateral
institutions serves immediate US arms control objectives
and increases international acceptance and approval of
longer ranqge qoals;
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— 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
remqiirements;

—-- To acheive effective international restraints on
radiological weapons, consistent with US national security
requirements:

-- to achieve an MBFR agreement hetween NATO and the
Warsaw Pact establishing limits on forces confronting each
other in Central Europe;

-- to provide negotiating and backstopping records
management in support of the national security decision
making process.

Current methods of accomplishing the major cbjectives:

The multilateral Affairs Bureau develops for Presidential
approval arms control policy, strateqy, tactics, and
lanquage for ongoing arms limitations negotions, and
provides organizational support, delegation staffing, and
Washington backstopping for the CD, UNGA, UNDC, MBFR,
CSCE, CDE, and notential TTBT verification improvement
discussions.

The Bureau has resonsibility for advising and briefing

the Director 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 neqgotiatiof
mentioned above.

The Bureau is comprised of two divisions: International
Security Policy (ISP) and European Security MNeqotiations
(ESN). The TSP and FSN divisions are staffed principally
with political officers (both foreign and civil service)
and provide the bulk of ACDA's support to the CD, UNGA,
UNDC, MBFR, and CSCE/CDE, as well as for a major portion
of our consultations with allies. The ISP division cheif
is responsible for backstopping the CD, UNGA, and the
UNNC, and provides delegation members to these sessions.
International Security Policy provides support to
International non-proliferation activities, working

hs

closely with the Bureau of Muclear and Weapons Control
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T

(NWC) and also provides bureau continuity for the Indian
Ocean Zone of Peace (IOZP) talks. The European Security
division chief is responsible for backstopping MBFR and
the CDE, as well as security aspects of CSCE. This
section 1s 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 bod

-- developing for USG approval tactics, policy and language
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 service
on US multilateral arms control delegations to the CD,
United Nations, MBFR, CDE, and related bodies; taking the

Tand in harbretrAanning thnap Aolpaatrinna:

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

—- 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 monitbring 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.
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UNITED NATIONS FILES

These files are maintained alphabetically.

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

Transfer to WNRC when no longer neeq
for administrative purposes or at
the end of each Administration,
whichever is sooner.

Transfer to NARA when 30 years old.

CONFERENCE ON DISARMAMENT FILES

These files are maintained alphabetically.

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

for administrative purposes or at
the end of each Administration,
whichever is sooner.

Transfer to NARA when 30 years old.

BILATERAL AND TRILATERAL NEGOTIATION FILES

These files are maintained alphabetically.

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

for administrative purposes or at
the end of each Administration,
whichever is sooner.

Transfer to NARA when 30 years old.

MAJOR SUBJECT FILES

These fiels are maintained by subject
classification system.

PERMANENT: Close files at the end of each
Administration.

Transfer to WNRC when no longer neede
for administrative purposes or at
the end of each Administration,
whichever is sooner.

Transfer to NARA when 30 years old.

Transfer to WNRC when no longer needed

Transfer to WNRC when no longer needed

led
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These files are maintained by geograpvhic
location.

PERMANENT :

Close files :at the end of each
(classified)

Administration.

Transfer to WNRC when no longer nee
for administrative purposes or at

the end of each Administration,
whichever is sooner.

Transfer to NARA when 30 years old.
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10a. { PERSONAL PAPERS
Pavers of a private or nonofficial character ig¢ o s e
pertain only to an individual's personal airs e = e
that are kept in the office of an ACDA _efivloyee Congyvriatc
will be clearly designated as nono cial and will &43;9

10b.

at all times be filed separatels
records of the office. 1In Ses where matters
requiring the transacti of official business
are received in priyate personal correspondence,
the portions of correspondence that pertain
to official business will be extracted and made
a part of e official files.

RARY: Destroy on site when no longer
needed.

PROGRAM REFERENCE MATERIAL

The program reference material consists of extra
conies of record material retained solely for
convenience of reference; information and

reference copies of correspondence and other pavers

on which no action is necessary:; preliminary dra
of letters, memoranda, reports, studies,
preliminary worksheets and informal notes that
do not add significant data or substance in the
final steos of the vreparation 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
and processed documents maintained for distribut
purposes; catalogues, trade journals, and other
publications or printed material received from
other Government agencies, commerical 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
is sooner.

rom the official
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CORRESPONDENCE FILES

The correspondence files contain copies of routine
inquiries (from the public, referrals from the White

House, Congress. and other Government aaencies),
replies thereto, background materials for formal
informational releases and other corresvondence
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.

BUDGET PREPARATION, PRESENTATION, AND
APPORTIONMENT FILES

Budget preparation, presentation, and apportionment

files consist of budgets for ACDA. Included in
these files are hearings, Statements of Financial
Condition (SF 220); Report on Budget Execution
(SF 133; Apportionment and Reapoortionment (SF132
budget amendments and supplementals; policy and
allowance letters from OMB; and various other

subject files on the formulation of these budgets

TEMPORARY: Close files every fiscal year.
Destroy on site when 4 years old or
when no longer needed for
administrative purposes, whichever
is sooner.

ADMINISTRATIVE MANAGEMENT SUBJECT FILES

) ;

Administrative management files consist of internal
directives, organizational charts, and various other
subject files relating to administrative management.

The files are arranged alphabetically by subject

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