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Chief, Records Services Nivision

Activity Report for Week Ending 22 January 1954

The Pollowing are the principsl items of interesat in the
Recorde Services Divieion for the week ending 22 Jenuery.

#. The Mschine Records Branch continues to have A1ffi-
oulty with slecirisel facilities. The fluctumition in voltage has
affecte? certain types of equipment sni unless this can be remedied,
we will continue to have Aifficulties. We heve celled in the
engineer from ITBM and discussed the problem with him 2ni sn
electrician from G8A. | [te now negotiating with GEA
for 2 sclution.

During the prat wveek. we lost snother tabulating
equipment operntor. This is the sixth person o separate from the
Mechine Records Branch in the past thirty daye. In earh came. the
geparation was due €0 circumstances over which we had no control.
In the last instance is leaving to enter esmnloy-
went with the Giant Fgool Btorer. His beginning sslary $: 1A0 per
year plus overtime &t the rate of $3.00 ner hour. excseds by
approxizately $500 hie present salsry. His begzinning salary in his
new position 1s equivalent to a GB-7.

b. Discugsion with Mr. Herbert Ancel, National Arahives
Records Service, iniicates that sowme government-wide action will be
taken with respect to mierofilming operations. Mr. Angel indi-
cated that, during the past year, over $600,000 4in new microfilm
equipment was purchased despite the fmot that thers was very poor
utilization of equipment already on hend.

Mr. Angel sgreed thet it would be 8 good ides to have
¥r. Herbert Leonard of his office, clearsd for discussion on prob-
lems pertaining to records wanagement, periicularly those having
to do with Tiling equipment, Tiling =upplies and flling systewms.
The necessary forms heve been sent to Mr. Angel Tor this purpose.

c¢. A reduction of 12.4% has been effected in overtime
in the courier and mail operations.

4. X handbook showlng the names and locations of all
Registrj ~ izes in the Agency has been compiled.

e. Additional coples of the Reports Managewment Program
Handboock for the Office of the Comptroller have been distributed
t0 that office. A4s soon s the Comptroller’s Office has indicated
their spproval, we will use the Hendbosk as & general guide and
distribute it to other offices for informationkl purposes.
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?. The Director of Training concurred im the staff
study on the Writer's Guide. It will now be aubnitted to the
Acting DD/A.

g+ The records management survey in the Medicsl Office,
Office of General Counsel anl! FBID, are continuing without any
d1fficulty. Sowe preliminary discussions have teken placs with
the recently eppointed Ares Records Offlcer from OSI apd tentative
plans are under wey for a records wansgewent survey in that office.
It will be necesesry to have gt least one wore analyst raceive

the gpecial clearsnce nssesmery,to work im 0SI.
h, The ata.ff;study for construetion of the proposed

Agency Records Center was discussed with the Acting DD/A during
the past week and approval was received to proceed with the f4mnal
eopy for presentation to the Project Review Committee by 27 January.

Inactive precords sre still being received regulerly
in the Records Center. During the past wesk, the Logilstlcs Office
forwarded nine safe cabinets of materisl. Since 1 Mareh 1953, the
Iogistics Office has forwarded the equivaelent of thirty cabinets of
inactive records to the Records Canter.

; 8ince 1t appears obvious thet the l-ase on the;l 25X1
25X |will be termineted by 30 June, preliminary plans are DR
- 25X e wizth| ko provide the minimum facilities for the Records
enter which may be effected by the cancellation of the lease.

1. comppleted 25X1
Manngewent C TR, O Tice Training. It ie
plammed thet each supervisory off'icial In Grades 10 through 13 ‘
in the Divisicn, wiil attend these courses.

J. Discussions were held with repregentatives o the
Logistics OfTice in connection with developing procsdures for the
procurement, stocking and distribution of Agency Porms.

25X1

Attachuents
GS0/BSD/1.60 1o
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AEPORT FOR WEEK WOTHG 2L JANUARY 195
A PONES EANACTIONT BRANCH

Nacussions continuad betweoy on 25X1

of duplicats functic £iles nalntained igy Gk rublication of &
provosed nems, Filsl; and rovision of the Forms Husbering ysten,
Pinal deterinations have not yet bom concladed, pending wideh all
aoction on these projecis will contime to be suspendad, )

Ty

_Art work for dlides depicting the Azoney semant

Progorsa has bess apovoved by and las 25X1
boen tranzmiiled te twe Prindng end leproducion Plmtb Lo prepa-
ration of both Vaelraph and wn slddes, Project iz scheduled for
zomplotion on 17 Pobruaer 98,

25X1 Aoz Deen scheduled by Rezulebtions Contyel

25X

W B 6700 W e Y4 for suthentication on 21 Juwmary
4o ‘

Printed coplos of the UAF Uenagement Dwaesry Sheet and the OORUS
Fanagesent Balletin conlaining information an inoieliation, sprldcation
and resulis of Torms Mansoewoent Procrams of the Alr Force have boon pow
eolved, Tlotdaiion to fros Hocorde Officors will eormence this week,

A printed proof copy of the I Information Report Tomm is belng
obtodned for Linal coordination prior to tesing, I o 7, Securlty
Df™Mos has concarred In dlstritubion laddors sppearing on vevort foms
prevared in e fleld for Vashingion conmuwtion,

Teviglon of Torm o, 30w11. #Dmtoead 2 Forw® has
teen completed and spproved by Coordie 25X1
vigion W1l be sbiained prior % publication,

25X1 eontdnuod on jury duty,

e graten of stock replenisimont of forms in the mupply systen

1. A meellng sdin the Dulldlng upply Gfflcers will bo set up
to discuss problens of stock replenisivent, stook lewels, e,

2 Tontly ussge Digures will be included on reguisttions
sumltted to 30 by loglsties,

Approved For Release 2005/1 1IE1D: 1A- 70-00211R000300270017-0
CONFIDENTTAL



Approved For Releaseeemme70-00.2_11 R000300270017-0

3, An spency notice on conservation of suwpplies of forms will
be prepaved by 030, Initial draft o Conser=
vation of Supplies of Blank Forms" haS PTep , 5 now

being coordinated,

A Yist of civiliso econtractors {Business Forms and Systems
Byuipnent) and thelr empl s who have been cleared for discussions
with the Agency has besn obtained and placed on file in this branch,
Request will be made to the Security 0ffice to clear additdonal indi-
viduals and firms z9 neaded,

Completed roview and submitted recommendations on ¥mployee
Buguestion #6950 and

. Current requests for spproval of new, revised and reprinted
Grisg,

No. of Requesls Ho. of Coples
Rew 3= 3200
Hevision 3 10,200

#Includes 1 reactivation,

25X1
TH 8 —ormsrommmen b liranch

e
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REPORT FOR WEEK SNDING 21 JANUARY 195L
FROM RECORDS DISPOSITION BRANCH

Office of Sclentific Intelligence

Plans for the development of a records scheduling progran
for this Office has been inltialed, Discussions and training
in the techrmiques of itenm descripiion, evaluastion snd procedural
detail have boon held with interested 0SI persomnel, The pro-
posed egency disposition handbook has been used effectively in
developing the office disposition place,

Hedical Office

Al Officlal file stations have beon established and are
now in operation, The training of persomnel is essentially com~
plete, however, an oxtensive period of time will be necessary for
followup purposes to assure that systems developed and installed
are operating efficiently., In additlon, a coasiderable volume of
material needs o be retired to the Records Center before ihe
initial phase of this project is complete,

General Councel
The detailes of a file plen for mainiaining lezel records has

been completed, The development of necessary operating procedures
and the adoption of the Agency File Manual will follow,

25X ‘
ChYeY, Heco: 12 aon ,

-
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Report for week ending 20 Janvary 195L f{rom
RPPORTS AND CORRESPONLENCE MANAGRMPNT BRANCH

1, Writers' Guide

"2y Completed sectlons:
fLette Pruns Our Correspondencel®
#Can Our Rsgulations Be Improved?®

*letts Take a look At Zvr Reporisil®
t¥our Reference Litrary"

be Worked on ths section, "iriting Clearly," and imuroved the
section, "Staff Ctudies Should Be Scrutinized,™

¢, Revised the staff study, "Improving the ¥riting Abiiity of Agemey
I_mmMngh Published Guides,® and resubmitted the paper to Mr,
25X1

2. Program Promotion

a, Received coples of the 0ffice pf the Comptroller Reports Hana rement
Prooram Quide from Reproduction, Seven of these Jere furnished the

(s rolierts Office, Prompt review of these coples is assured, Iir,
S—
3

sacretary stated that & memorandum had already besn prepared to
bute them to the divisions,

be Completed the brechure "An Introduction to Reports Managenmeni" and
o5Xq submitted it tq | PFoliowing a discussion with
these officiale, re-examined the brochure for revision and further discussion.

ts Feuwrote the flier, "Your Correspondence Hanageuent “rogram--A Prevue
of Its Aiwms 2nd Procedures."

Program Statuz Report -~ Discussed the preposed questionnairs with Messrs.
25X | A revised guestionnaire was developed
which will request InTormaiion ong

5, The status and potsntial of the Area Records Officer positions,
b, Program progress or status,
t, Program arcas in which acbivily is desired or needed,

d, Aoditional informatien upon which we can base plans o incroase
program efTectivenass,

25X1

Thie?, Reporis abd Corresoncerce
Mansgement Branch
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Report for week ending 20 January 1954 from MACHINE RECORDS BRANCH

Administirative:

25X 1 A meeting to discuss the high voltage condition in| | 25X1
was attended by General Services; Mr. Hallard, General
Services Administratlon, Fr. narrison, Intsrnational Business Hachines
25X1 Corporation; and | Mashine Hecords Braneh. The purpose
of the meeting was to try o learn the eause of this sondition and
25X1 what was to be done to eliminmate the trouble. Mr, Ballard was unable
to give & definite cause of this kigh voltage condition or whether
or not it could be remedied, He aleo informed us that the matter of
shanging the woltage would mave to be handled by the Elestrieal Engl=-
nesring Division of GSA, Mr. will take the matter up with 25X
Electrical Engineering Division. In the meantime, Mr, Harrison has 1
advised us that the equipment in Machine Records Branch is going to
be sffected adverssly by the prevalling sondition, and we will not
get the maximum effigient operation until it is corrected.

A safety suggestion, "the installation of handles on windows as
an aid in opening and eslosing”, wae submitted by Machine Records Branch.
This came about as a result of & minor accldent to an employee. In
trying to open a window, her hand slipped and went through a window
pane, Fortunatsly, no gerious injuries wers sustazined, W¥e have been
advised that this suggestion cannot be somplied with because of the
lsek of funds,

Operational:

Spegial Projects Section - The first copies of quarterly positiom
control reports were subsitted to Personnel Dffice, Classifleation
and Wage Divlision as scheduled, The reaction and comments on the
appearance of the report and the information contained therein wers
very favorable.

Opsration in other sections within Machine Reeords Branch was
routine,

25X1
Chief, Machine Hecords branch

QI;IF'IDE’N tiak
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Report of the RECORDS CERTER LiiiCh for the week ending 20 January 1954

lc1aseification Control Officer, has advised the

25X1|

Center bhab authority to regrade classified materials in cus=
tody will be delegabed to @enter personnel Ly means of "o~
grading Fulleting,” The Dulletins will announce the revision
of classification of a document or series of documents, and
will be elted as the aubhority for any classification change,

¥ine legael sizo safe cabinets of records have been accessloe d
from logistics., The records will le toxed and labclled by
Center personnel with assistance of someone from the Logistics
Office, The catinebs will be released te the Bullding Supply
Offieer for ctoraze or relssue,.

Negotiations with the lational Archives regarding a long over-
due loan of their records to this Agency were corpleted to
the sabisfaction of both the Archives and the torrower. The
rocords concerned have beon on loan to an individual for worve
than two years, snd he insicts the meterisls are svill needed
in his operation, The Archives has agreed 4o eovtend the loan
fop one yeavrs

Notificetions concerning the destruction of telephonec dlrec-
tories are becining bo flow into the Center, 4 control gystem
covering the disposal of these publications is bveing established
in compliance with 25X

25X1 |
lel, tecorcs lenter Tyapch

GEHEBV!QEMHCEZ

OLEICE 0L 1yr CHIER

™3 03 by 4 F{QUNF!BENHM. |

BECEIAED
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for the Togistics Office met with
the status of ths Records

Hanagewant Progrem in her offiee, A review of the program recently

saide inticated that considereble attention wes mended if the program

we 40 operate mmﬂm.mm'mmmm. 25X 1
other adsirdstrative dut not had Sime o SUCCesEe
conduct the progran, ted, that following & recent 25X1

dipcuepion of the various s ase, it had been determined

mmamammmwmammmmmmﬁm

she will now be able to devote more time 1o ibe progras, She had

alveady teken stepe widch will correct the mmicr complaint made within

m@muewwu&mwmmw@rm
mmwmfﬁeammwaefrmmmmeegfm,m
logging porposes; & NARO WAS recently addresced to the Securily office
W&Wmﬁmﬁ-lmm‘msmﬁ The
Sevurity Office hap row indicated thelr concurrence,

ware Deld with Mas varicus brameh  O5X1
and staff chiefs regarding the proposed HeC mnazenent recomnersige
tien, In these initial discussions there appeared to be substantial

YL gl nenasill & JRTVeyY 91 LOP S & ). QEET NG TIT T — -
the ob uﬁumﬂmemﬂmmwamzmamm
@ of theps filen, Tt wes t 5 draft of the scope of
the project would be prepared fo who will then ¢lear it 25X1
with ths Agsistant Direchor,

&Mmkﬁ&umﬁmwlﬁmmmm%mmm
: g of the f1ling system propossd for adoption by the Agerey wes
Wuamﬂnaﬁmmammuemmmm
mawmafmw. Similar sessions are 0 de held for

PRAR LHEEEh WA 8 b Sk RS

A1l of the Oreds L courlers were contacted regarding a transfer to the
¥aw Records Breneh, Only two (2) couriers have indicated any
regt and intervisws have besen arranged with| | 25X1
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25X1 v interviewed ome (1) mﬁm
Besoie Cosery - oals B i ik e st & St Lo Jeke
has .
2o gg;ﬁmt:;%x S5t S Orads L level before making a selection.

» axy pr the 1%il Control
the report period (U Jamuary - wﬁm) e
m wecaiped Lecnty-threc (23) calls from Machne “eronts and
Payroll requosting 'Special’ courier ssrvicea.

pifteean (15) waire handled so speclulag no delay in pick
un and delivery.

me (1) was incorpormied on suother gpecial rus.

Seqven % jelea
. were delayed because ihere wers m vahde
mzéﬁ - dvorage celay = L) mimtes.

4 further reduyction in ihe overtime requiresants for the Iall Control

ol hesn accomplished, mmmwmmh@sm
img g"mw-ﬁ?g (18) haursy & 12.LF raduction in th: previous
; : 12 7

Tital tarials
25X1] the Training Office visited the
repogitory on Thursdsy ik aqu >

: : pot sude a deposit of Vital vaierial
25X1 mmﬁfmﬁ:cﬂmg m”;% Crw PeYSOn responsitle for
ms.%y P10 Msterials in the OFfie of Gunoral Counscl s costacted
p * 288 2

regard rriously the Gemarnl Counsel dapcsited material

% mtﬁ;ﬁ atatg that the type mt&r&a& t}m: m}r hig.

25X1 been depnpiting weekly, nas not boan prepared by the Senersl Counseld
office since the lazt deposit,

ThIer, Trcoras Sysiers Tranch

MAL
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Appendix B week ending 21 Japusry 1954

Average Week
This Week Iast Fiscal Year

1. Microfilsing o 18
g2 imed - Botary Casers L6597
: s Fi Flat-gea Caumera 2,318 9;%
2, ¥eil Activitles

a. Post Office Mall

omin h 21T 5,064
éﬁmé ,3?2 6,537
b. Postage expended $ 815.% % 800.12
¢. Bchefuled courler trips 315 20
d. Bpecisl courler trips 91 £5.3
- 41 by courler
* m?a?oi?ig“y i 1,038 956
Outgoing 1,132 1,313
£, Persommel scilons: X )
Recrui tments : -
Bepyarations

g. Use of Motor Pool Vehlcles: 5 )
Availsble
Available but delayed
Bot avallsble

o &
'
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