NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

Schedule Number: NC1-383-81-01

Some items in this schedule are either obsolete or have been superseded by new
NARA approved records schedules. This information is accurate as of: 1/10/2022

ACTIVE ITEMS

These items, unless subsequently superseded, may be used by the agency to
disposition records. It is the responsibility of the user to verify the items are still
active.

All other items remain active.
Many permanent records were permanently withdrawn in 1997-98.

SUPERSEDED AND OBSOLETE ITEMS

The remaining items on this schedule may no longer be used to disposition records.
They are superseded, obsolete, filing instructions, non-records, or were lined off and
not approved at the time of scheduling. References to more recent schedules are
provided below as a courtesy. Some items listed here may have been previously
annotated on the schedule itself.

Item 12 was superseded by NC1-383-84-01 item 36; and NC1-383-85-01 items 55-64, 71, 73, 76-98, and
106

Item 15a was superseded by NC1-383-84-01 items 30 and 33

Item 15b was superseded by NC1-383-84-01 items 30 and 33; and NC1-383-85-01 items 10 and 11

Item 17 was superseded by N1-383-97-001, item 17

Item 19 was superseded by NC1-383-84-01 item 52
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LEAVE BLANK

(See Instructic®® on reverse) JOB NO.

TO: GENERAL SERVICES ADMINISTRATION,
' NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408

NY-2EZ-F 1]

~ 1. FROM (AGENCY OR ESTABLISHMENT)
Arms Control and Disarmament Agency

2, MAJOB SUBDIVISION
Office of Administration

DpdeRECEIVED
NOT|F|CleON TSAGENCY

3. MINOR SUBDIVISION

4. NAME OF PERSON WITH WHOM TO CONFER 5. TEL. EXT.

[O-15-§/

In accordance with the prdnons of 44 U.S.C. 3303a the disposal re-
quest, mcludmg amendments, is approved except for items that,may
be stamped “disposal not approved” or “withdrawn™ in columd 10.

John H. Murphy 632-3442 Date

Archivist of the United States

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

] A Request for immediate disposal.

[x] B Request for disposal after a specified period of time or request for permanent

retention. \

C. DATE

D. TJURE O AGE@ATIVE E. TITLE
- M/JQ Nepnty Administrati

- Directo;

7.

ITEM NO.

7 L.g Ry LA
DESCRIPTION\OF ITEM
7 } (With Inclusive Dates or Re¢tention Periods)

9.
SAMPLE OR

10.
JOB NO. ACTION TAKEN

115-107

THe Office of Administration is responsible for
administrative management of the Agency and for
providing support to all of its components. Thi
includes all personnel, budget, fiscal, supply,
security, communications and general administra-
tive activities. The Office advises the Directo
and other senior officials of the Agency on
these and other matters relating to the manage-

with the Department of State and other organiza-
tions providing services for the Agency.

ment of the agency, and maintains regular liaison
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STANDARD FORM 115

Revised April, 1975

Prescribed by General Serwces
Administration
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Request for Records Disposition Authority — Continuation JOB NO. PAGE OF
9.
7. 8. DESCRIPTION OF ITEM 10,
ITEM NO. {With tnclusive Dates or Retention Periods) S%SSLSOOR ACTION TAKEN
O ffice of the Administrative Director
1. Directive Case Files
Internal directives issued at the agency lgvel.
(1961 -present-2 cu ft) Estimated annual
accumulation- 1 inch,.
Record copy with Permanent. Transfer
supporting data of to WNRC when 1D yrs
important aspects old. Offer to Najtional
of the development Archives when 3? yearsk
of the issuance,. old in 10 year blocks.
z. Forms Files
One record copy of Temporary. Desjtroy (GRS
each form created 5 years after rejlated 16/4)
by the agency with form is discontinued,
related documentation superseded, or cianceled.
showing scope and
purpose of form.
3. | PBublications
ACDA Instructions,i.e., Temporary. Desjtroy
intra-office papers for when superseded|,
administrative control, obsolete, or no lpnger
such as travel, funding, needed.
formats, procurement,
printing, etc. Also sup-
plements of State publi-
cations, Joint regulations
and associated inputs.
4. Management Improvement Reports
Copies of reports submitted to the Office
of Management and Budget and related
analyses and feeder reports.
Temporary. Destroy when 5 years old.
115-203 Four“c_ep!et lncludln’g original, to be submitted to the National Archives STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR} 101-11.4

LD 19T O - $Fre387
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

pages

ITEM NO.

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

9,
SAMPLE OR
JOB NO.

10.

ACTION TAKEN

10.

Chronological Files

Copies of communications of all types, arranged
chronologically without regard to subject. The
communications in these files are copies of
those filed elsewhere by subject or case.
Destroy when 2 vears old.

Reference and Information Files

Consists of information copies of telegrams,
airgrams, correspondence, reports, nublications,
publicity material, etc.
Destroy when no longer needed
in current operations.

Nverseas Conference Files

Correspondence, memoranda, renorts and related
pavers relating to the administrative back-
stopning of conferences.

Destroy when 5 years old.

Information Systems Reports

Submission to GAO concerning information systems
data on fiscal, budgectary and program related
data

Destroy when 3 years old.

Working Papers

Correspondence, forms, reports, memoranda and
related paners concerning administrative functio
of ACDA.

Destroy when 3 years old.

SECURITY RECORDS

Security Policy Files (Estimated Annual accumul

Manuals, directives, plans, reports, and
correspondence reflecting policies and procedure
developed in the administration and direction of

security programs for the Agencv. (1961-present]

Temporary. SNmR. Transfer tO WNRC .]
when 10 years old 5

stion

Destroy

2cu. L.,

1 inch )

Four copies, including original, to be tubmi!t«! to the National Archives

15--50438-1
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

Page 4

of pages

7.

ITEM NO.

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

SAMPLE OR
JOB NO.

10.
ACTION TAKEN

11.

12.

13.

Budget Records

Budget Policy Files

Correspondence and records which documents the
ACDA budget policies and procedures and the
development, establishement and execution of
budget, plans programs and procedures. (1961 -
present - 3 cu. ft.) (Estimated annual accumulaj
tion %cu. t.

Central Policy Records

Central Policy File

Subject file containing documents of a substan-
tive nature, regardless of physical format, that
establish, discuss, or define arms control and
disarmament policy unless such records have been
authorized to be maintained on a decentralized
basis. (neriod covered 1961-preSent. XEEAEREGEXX
apesgk accumulation 19 cu. ft.).

A

Permanent. Transfer
to WNRC when 5 years old.
Nffer to National Archivg
when 30 vears old in
10 year blocks.

Document (Classifier Nata Index

This file is maintained on data index cards in
accordance with E.0. 12065. Contains names
listing of documents classified bv a particular
individual.
Nestrov 1 vear after
individual leave the
Agencv or no longer
has authoritv to
classifv documents
whichever 1s sooner.

S

0 yrs o'd,

Foux ies, including original, to be submitted to the National Archives

16504281 aro
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Request for Records Disposition Authority — Continuation

JOB NO.

PAGE OF
5

7.
ITEM NO.

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

9.
SAMPLE OR
JOB NO.

10.
ACTION TAKEN

14.

15,

16.

Non-SALT Files

Numerical file consisting of airgrams, telegrams, mem-
cons and related papers pertaining to the Mutual and
Balanced Force Reduction Talks(MBFR).

PERMANENT, Cut off every two years, retain in vault
two years, transfer to WNRC, Offer to NARS when 30 yrs

A. SALT Nurgerical File

Created principally from Helsinki and Geneva dealing
with Strategic ARms Limitations Talks. Arranged numer
ically by post and thereunder by calendar year. Volume
to date 198 cu ft. Estimated annual volume 4 cu ft. 1969-¢

SALT 1(69-72), SALT II(72-80), SALT IIl ). Transfer
to WNRC when no longer needed for current business.
Offer specific negotiations to NARS when most recent
records are 30 years old{ e.g. SALT I in003).

B. SALT Subject Files

Records created principally in the United States relating
to Strategic Arms Limitations Talks. Arranged by subjec
{e. g. MIRV, GRAY AREA, DISMANT LING). Volume to dat

165 cu ft. Estimated annual volume 10 cu ft. 1969-present.

PERMANENT, Cut off at end of specific negotiations, i. §.

SALT I(69-72), SALT I1(72-80)}, SALT III{ ). Transfer
to WNRC when no longer needed for current business,
Offer specific negotiations to NARS when most recent
records are 30 years old(e.g. SALT I in 3003).

In-House Transitory Procedures Files

Records having short-term administrative value such as
near term notices on personnel assignments, new phone

numbers, access to building, holiday hours, training courses.

TEMPORARY. Cut off yearly. Keep 6 months then destroy.

resent,

PERMANENT, Cut off at end of specific negotiations, i. €.

O

old in 10

4

yr blocks,

115-202

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

GHO 1395 £ - 5T4=387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101~11.4
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pages

7.
ITEM NO.

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

9

SAMPLE OR
0B NO.

10.

ACTION TAKEN

17.

18.

19.

20.

Sensitive Chronological File

Internal administrative, snecial distribution
captioned aivrgrams, telegrams, and memorandum
of conversations. These captions are used to
control distribution and access because of the
non-security sensitivity of the message,

Destroy when 5 years old

Washington Prepared (Agenda)- Memcon File

Memorandum of conversations maintained
chronologically
Cut off every 2 years and

transfer to WNRC. DNestrov

when 10 years old.

Nrganization and History File

Originals and copies of memoranda, letters,

reports, studies, orders, circulars, bills, acts

and other documents concerning the establish-

ment and historv of ACDA. (196l-vnresent 4 cu. ft

(Estimated Annual accumulation cu. ft.)
Permanent. AOffer to
National Archives
when 38 years old in
10 year blocks.

General Services Records

Motor Vehicle Policy and Precedent Files

Corresmondence, studies, reports, etc.,

documenting policies, procedures and precedents

concerning the use of official motor vehicles.
Nestroy when S5 vears old

Fonr copies, including eriginal, 1o bo submitted to the National Axchives

16—58428-1
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