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MEMORANDUM FOR:. Deputy Director for ‘Administration

FROM: Thomas H. White

Director of Information Services
SUBJECT: Headquarters Records Review -
Harry:

1. Attached is the proposed DDCI memorandum we have discussed which
formally initiates the headquarters records review. Also attached is a
memorandum for your signature forwarding the DDCI memorandum to Adm. Inman
for approval. After the DDCI memorandum is distributed, we will be preparing
for your signature an implementing memorandum to the other Deputy Directors
and Heads of Independent Offices, as well as to the DDA Office Directors.

In addition, we will be submlttmg for your signature a Headquarters Notice
informing Agency employees of the records review requirement. For your
background below is a run down of where DDA Offices stand vis-a-vis records
management. .

2. Within the DDA, the Office of Communications is furthest along on the .
work involved in the review. That office has been performing a records review
based on the current items in its 1977 records control schedule, and has
submitted to us for coordination and approval an overall revision to that
schedule. . OL accomplished a 10 percent. reduction in its headquarters holdings -

~ last year, ‘and we have been assisting them Jn.1pprov1nc some of their records
I lsystems: T ODP-is well-aleng in“setting up-a~full-scale records:management = i
" program for the first time and this process includes the actions necess&ry foraf__“--
“'the review. ~OF has submitted to us. 1nforma11y update> to several:of its-
schedule items.

3. 0IS still has much work to do to bring its records into alignment
with our structure as an Office, and we will be working on the ODDA
schedule to split off the records that were included when ISAS and IPD were
part of the DDA staff, as well as make updates necessary to reflect
other organizational cha.noes such as the transfer of History Staff and

" the merger of Budget Staff into the new Management Staff. Ve recently
have approved several updated items in the OS schedule, and we are just
beginning to work with them on reviewing records in preparation for the 0S
“move from Headquarters Building next year. We also need to begin working .
with OTE and OMS on updating thelr records schedules and with all offices
on tylng their filing %ysten'; in with the schedule:

/s/ Tnm
Thomas H. White

Attachment:
As stated
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MEMORANDUM FOR:  Deputy Director of Central Intelligence

FROM: Harry E. Fitzwater
Deputy Director for Administration

SUBJECT: ‘Headquarters Records Review

1. Action Requested: Approval of a memorandum to senior Agency officials,
initiating an Agency-wide project to review our headquarters area holdings of
- paper and other hard copy records and, where possible, to reduce them.

2. Background:

a. Records are taking wp too much headquarters office space.
Moreover, the Agency Archives and Records Center (AARC), to which
components retire records from headquarters, may run out of space
within the next five years to store these records at present rates
of accumulation. In additiom, to avoid excessive expenditures for
replacement of non-secure safes, we must reduce our records so
they will fit into existing secure safes. This is especially
: important as components contimue to move from Headauarters Building
STAT ‘ into outlying locations such as

~b.. The requirement to review headquarters records holdings

was oralnally established as part of a long-term records review
program by the Acting DDCI, John F. Blake, in his 29 July 1977

- memorandum to the Deputy Duec«.ors and Heads of Independent Offices - .

. (attached) This requirement should be given current policy
emphasis in view of the manpower resources invelved and the need -
for Agency managers to make time available to properly accomplish
the task. We must begin to take action now to ensure that Agency
recordkeeping practices remain in compliance with Federal laws
governing the maintenance and disposition of records and thus
avoid a more serious and labor-intensive effort in the future.

3. Recommendation' ‘That you sign the attached memorandum, subject:
Headquarters Records Review.

STAT

H%}”ry E. Fitzwater

Attachments:
As stated
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29 JuL 1977,

Director for Intelligence

. Deputy Lirector for Operations
Acting Peputy Director for Administraticn
Neputy Director feor Science nd Technolegy
Acting Deputy to the DCI for the Intelligence

I

COthPlty : : P

Baputy to the LI for National Intelligence }
Office ov_General Counsel L
Office of Legislative Counsel : _ i
Office of Imspector Gemeral -
0ffice of the Cemptroller
FPROS: John F. Blzke
Actingz Deputy Dirsctor of
Central Intelligence
UBJECT: ’ Iinlenmentation of Records Ceontrol Schedules |
: - : !
REPEREHCE: Memo from DCI to DD's and Heads of Ind.
Qffices dtd. 20 April 76; subj: Disposition
of Agency Reccerds :

Ave ACV Ras complet

o
i

1. The e¢ updatins the 22 Directorate
2nd Component records ontrol schezdules and has svbaitted .
tem to the MNational Archives and Necords Ssrvice for _
anproval by the Archivist of the lUnited States. Thus far :
nine schedules have been appre ved, and the schedules of the
UDI and DDO are expescted to Treceive approy val in the next two -
weeks. Tha next step in the process of bringing Azency
rTecords practices into c,mylladc with renuirerents of the
law is the implementation of these approved schedules.
2. The new scnedu?os C183T1Y identify, for the {first
tire, permansnt Agency records and genexally yeduce retontion
periods for non-permanent records. These requirssents nust
now be applied to the 19,818 cubic fest of records in the
Agecacy Archives and the 29,454 cubic fget in the Agency
Records Center., Reviewing and screening, as well as docu-
nenting where necessary, the materials in the Agency Archives
and Records Conter will require the expenditure of time and
resources by offices throughout the Agency, lLut it is a job
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G- Iu.l permane? nt rTecords now depeosited in v
‘the Ramerds Canter must be reviewed, SCI‘C'P,:}ed, an
Apro_?efﬁg docunented. Where wwu:.red by the new
schedules, these yermanvn- records will be trans-
Ferred to the Agency Archives. :

. é. The 234,958 cubic feet of rcc»rés main-
tained in office areas must also be reviewsd 1o - _
<etermime which series must be ues?roy":‘ and which S
snst ke transferred to the Agency Archives axnc P
Records Conter in accordance with the approved '

-schedues. Additionally, :111 Agency ‘1105 must be

speci’fésally idei’ltifl"‘d with the iten in the )

recorde coentrol schedule € :n‘ provides instructions \
for tb:ir ultinate liS",’)GblLIO,.. This identification !
=ust be recorded Eircc._ly cn each file or arnotated ¢
on e.—;ck file 1“1dcx
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4. All records lidentified for destruction throuch the
efforts ¢f a., b., 2ad 4. above are subject to inspec%icn.by
ths Senate Select Committee on Intelligence before the
actual destruction occurs., . To this end a destruction holding
area has been identified at the Archives and Rocords Center !
vuilding whexe these records will be held pending inspection.

5. Procedural gunidelines for these disvositicn reviews
will be furnisked by the Records Administration Branch,
STAT ISAS/DPA] | Guidelines for the declassification review o
_ ¥ill be furnished by the Records Peview Branch, ISAS/DDA, . ‘ f
STAT [ | Questions cn implementing the disposition and deelas-

sification requirements should be addresssd to cither ¢§ P
these two offices as appropriate. o o L
=3 S

6. As all Agency components complete this process of
review, documentation, and declassification, Agency records %
will be brought into cempliance with current requiremants
established by law, Executive Order, and the Congress.
Properly documenting Agency recerds also will pay dividends . A
by facilitatipg information retrieval arnd aveiding future SR
"surprises™ such as the yecsnt surfocing of records that ' :
vere previously reported as being non-existent,

/s/Jchn F. Blaks '

I s b
John ¥. Blake
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g JUL 1981

MEMORANDUM FOR:  Dixcctor, Intelliger munity Staff
DerCL01, National Foreign N°<c,>mﬂxl Center
Deputy Director for AJWLhJs11ULJOJ

. ‘ Deputy Director for Cperations

' Deputy Director for Science and Technology :
Comptroller : J

 General Counsel | o :

‘Inspector General _
Director of Personnel : : . )
Dircctor of Policy and Planning ‘
Dircctor, Lqual }mﬂlnympnt Oppg tunity
Executive Secreta: ry

FROM: : Peputy Director of Centralllntell1”ejc

SUBJECT: HeadthJtczx ?cg01ds Review

1. This wermorandwn sets forth TCQUiTOmTPtS for reviewing. our holdings

{ paper and other hard copy records in headquarters avea vu;‘dlngs, and

estabiishes a schedule for carrying out this review

2. ‘The Agency began a long-term program-in 1976 to disx
records, . improve the retrieval of those rotaine xd, and gene
records more usnhjo fh!OWOhAtﬁe offorts of rncojda-mana
and many other personnel, - the: :1,»L stages of this program -
records control schedules and applying tho »cnkdalce at 1ne Ag

- Archives -and Records Center (AARC)--are-essentially compléted.: <A
result, our rccords holdings at AARC are 25 percent be Tow the 1977 ]ev
and computer systems are now aiding ip retrieving the records that fcrnln
there. '

1t is now time to cowplete this prooram with the 225,000 cubic
feet of records in headquarters arca buildings. This headguarters records
review will involve updating the records conLLo] schedules, as required
STAT amually in any csse by | lwith a view to farther reducing
: the reténtion time of temporary records. It also will involve destroying
many of these records, or in some cases transferring them to AARC, in
accordance with the reduced retention periods.. 1t will include erovinﬂ
Agency filing systems and tying the filing systems divectly to the .schec ulcs
thus avoiding the nced for large-scale review in the future. It also will
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, : .
include reviewing our large collections of permanent records and asking the
National Archives and Records Service (NARS) to reappraise them in order
to reduce permanent holdmgs vhere appropriate, through sampling or other
means.

4. ‘The headquarters records review is a major undertaking, requiring !
the efforts of many people to perform the surveys and make the necessary '
decisions. It will require Agency employees to make time available so that
component and directorate records management officers can work with those
most knowledgeable of the information needs work flow, and records content ' 2
of each office. - The benefits in terms of space savings and improved access
to information will be well worth the effort. :

B e

- 5. Please initiate action to conduct the headquarters records review in
accordance mth the following schedule:

.t e

a. By 31 August 1981 develop detalled component plans,
down to the branch level, for carrying out the review.

N o

b. By 28 February 1982 update the records control schedules,
including reappraisal of permanent records and of the retention
periods for temporary records. '

IR R

€. By 31 May 1982 destroy temporary records due for disposal ' -
under the updated records control schedules, and transfer to AARC '
the records scheduled for retention there.

S d. By 30 1982 establish new f111ng systems in
STAT accordance with Files Management (now in prelmmaxy

S coordination). The filing systems uill identify each file with *©
o ‘the records control schedule instructions govermno its ultlmate
T co ‘dlsposn:lon

: 6. In conJunctlon wrch the develop"lent of dlrectorate and component

‘plans the Deputy Director for Administration (DDA) will. provide, by

. separate memorandum, detailed instructions for conducting the review. In
addition, a Headquarters Notice will be published informing Agency employees
of the records review requirement. Deputy Directors and Heads of Independent
Offices may request exception to the above deadlines, where necessitated by

special circumstances in a partlcular component by memor andum addressed to
the DDA.

7. Monthly progress reports from each directorate and from the DCI Ok
Area are to be submitted to the DDA beginning with the month of August 1981. -
Questions or requests for assistance may be directed to the Agency Records

‘Management Officer, Records Management D1\flsly_ommmm1mnfn
STAT Services, DDA, 1236 Ames Bulldmo extension

sl B. R Inman h
~ B. R. INMAN |

okl Tat YAk

Admiral, U.S. Navy

LTI BT
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