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e finlin—
"CHECK LIST" POR REVIEWING VITAL MATERIALS

Are 8’ materials considered Vital to your Office on deposit?

Are the VITAL MATERTALS current?

r—

Has Ohaslete material been withdrawn?

fetd che ¥ital Meteris s on deposit be put into two groups’

2. Tinse materials nesded for iomediate use.

b, Those meterials tha’ would not be needed Por immediate use
tut would be used to reconstitute the Agency?

In the event 1t i{s necessary to evscuste from present reloecation
what records would ve considered indiapznsedle and would require
eoving? Corsider avmilable, to sccowplish this move, only
rergonne] and vehiclee assigned to your office at relocetion.

Ave the purched card deposits presently on file in repository
arranged (n the most resdilly available form to provide the

reguired listings? -

Are there on file in repository current punch cerd mschine opersting
procedures and boards wired for reedy use?

i1s 1t Teasible to replace certain present punched card depoaits
with liatinge?

Are there listings that shouid be replaced with punched cards to
vrovide more fTlexibility?

-

o the reels of microfilm include adequate indexing?

Hov wany framee of microfiim would require prints in the initisl
emergency period? - '

How waoy frames of wicroflim would require prints for reconstruc-
tiont

Are the currvent Vital Materlals deposit schedules compiete?
Are you depositing any of the following:

a. Offieial Personnmel Feonrds? \

b. Officlel Piscel, Pinence «nd Budget Records?
¢. Offiecisl Security Recordse?

d. Official Training Resords?

e. Official Medical Records? ~

It 1s not necesssry for you to deposit the above as they are pilaced
iu the Repository by the respective office cresting the document.
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