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TITLE OF ASSIGIMOND ASSIGNED TO T STATUS AND RESULTS C&/? 7?/?77234 fnts Hoy
25X1 1. Vital Records a8, Approved a revision in the vital Rmorda Deposit

Schedule for TSD/vOP.

b. Presented enother Vital Records Workshop at the
CGSA Records Monsgesent Seminar conducted for
representatives of all government sgencies,

c. Assioted| YIDP in developing 25X1
a2 ¥ital Records Deposit Schedule.

d. Assisted Requiremeuts Coordinmting Staff/OCR
in developing Vital Records Deposit Schedule.

e. Asblsted representatives from the Bureau of
Intersnl Revenue in organising their vital
25X1 Records

1I. Records Coutrol &. Approved a revision in the OFR Records Control

&. Approved revision of one ifem in Records Control
Schedule, Comptroller.

b. Approved regueat for transfer of certain Card Piles
!'m| |GER to Eastern 25X1
Anis ision, AUBI.

o. Approved revision of ope item in Reeords Control
Schedule, Office of Security.

d. Rewrote dispoaition instructanls for cue item
in Records Contrel Schedule RID/TDP to provide
for txansfer of records to Center.
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TITLE OF ASSIGNMERT

25X1 III. Forms Menagement |:|

25X1 1]

25X1 IV. Survey of Organmization, [ |
: Functions and Procedures
of Signal Center Archives
Brench, COMMO.

2.
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STATUS AND RESULTS

Completed 35 vew and 18 revised forws; eliminated 7
existing forus.

Completéd3 new specisl forws for Comeo concerning
Cryptographic Operations.

Complatsd 3 pew forme for use on Unvouchered

Payroll procedures in conversion frow mamual to
ADP wethods.

Completed 1 new forw for|  |whiclP§Ximinates 4
existing forws.

Completed 2 nev forms for Supply activities to be
used in confunction with Computer wethods.

Cowpleted 1 new fore for the Special Clesrance Ctir.

On hand at end of month requests for O new epd &
revised forws.

Prepared new fors for OTR which reduced the printing
requirements from 2 sides to 1 side.

Arranged for another office to use forus mo longer
nesded by ORR, thereby seving approxiwately $500.

e
The Survey has been completed, the report has been
prepared and 1t will be delivered to Chief, Sigmel
Center when he returns frow sick lesve. The report
contsins a musber of sccowplishments wade during
the Survey end proposes sowe signifiicant changes in
policies, procedures snd organization.
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. satus AND mEsULTS

25X1 V. Shelf Piling a. Cancelled Regn, 961-2150-63 submitted by TSD and
:l zr:pmd the m’abntttm'iea of equipment which saved
1203.

oo

Voling iy

TITLE OF ASSIGRMENT ASSTGNED TO

b. Arranged for the Gecgraphic Division, ORR, to use
20 sactions of shelving from surplus, saving
spproximately $1200.

¢. Arrvanged for Peyroll Section to use 3 sections of
shelving from sarplus ssving $180.

a. Arranged for FI Staff to use 4 sections of shelving
frow surplus saving $2h5,

e¢. Recommenied the approwal of o secure area for
Engimeering Division, Coswunications, and the use
of shelf Piling. This will provide for 50%
expansion in the existing file sres snd reduce
floor srece requirements by Mk aq. ft. By using
shelving frow surplus in lieu of safes there is »
saving of $6175,.

25X1 VI. Requisitions for §
Special Pile Equipment 2. Cancellsd Reqn. 6054-93-63 subwitted by DIR for
ard Supplies 2 Sorters and used surplus equipment,
saving $72. '

b. Proposed the substitution of more suitable filing
sguipment requeated by Medical Staff.

¢. Approved = requisition for Special Card Csbinet

for Communications. 25X1

4. Assisted Contact Division
in comple r 11¢ instellation.
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TITLE OF ASSIGNMENT ASSIGNED 70 -

Survey of DIR Begletry

25X1 Operations a.
VIII. Opesrstion of Becords a.

Center ard Vital Records

Repository

b.
cﬂ
d‘
e.
€.
8.
25X1 IX. Correspondence mmunt: a.
b.
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. STATUS AND RESULTS

Began Survey to deterwipe proper weil routing,
procedures for logging and control of mall and

- proper orgsnizatiomal location for these fupetions.

Received 1069 cu. ft. snd eliminated by destruction
or trapsfer 1952 cu. £t. The eliwmination of records
inclnded the return of 685 cu. ft. to DOP.

Purnished 15,604 references.

DD/P/CI submitted by telephone O urgest requests
for the imssdiste return of meeled reports. This
vas accowplished by 3 people frow Cenmter working
through theiy lunch hour so that the reports could
be returned to thewm on the pext regular courier
mp-

At 11:30 p.u. a wember of Records Center Staff
was alerted 1o go to the Center and get records
urgently needed for a mesber of the Headquarters
Security Steff.

25X1
A pew Courier, [ | ‘mﬁw&l&ﬂ 25X1
| P transferred to gommo. 25X1
[ |cowpleted a Tour
of Security Records Division.
[ | 1s on tewporsry detail to 25X1
Headyuarters Records Mamgement Staff.
Started vorking on revision of thé Morrespondence 25X1

Handbook,

[ |
[ [who have been desiguated as

representatives for their organizations on ccrrespondeme
procedures .
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TITLE OF ASSIGHMENT

%, Miscellaneous a. | [and T attended the GSA Roundtable
on Forws Msnsgewent. The cbjective fs to develop 25X1
standards for Agency Forme Mansgement Progruws.

b. The ressining Motorized Shelf Units for the Medicel
Staff have been inpstalled. The result .- an incresse
of approximately 26% in filing capmeity.

¢. Records Managewent Staff participated 100% in the
25X1 Batlorel Health Agencies and Joint Crusade Campaign.

d. | !begnn Maternity leave st close of 25X1
usiness, Teh 1963.

ChieT, Hecords Menagement Staff

Wa=Z it
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* CENTRAL INTELLIGENCE AGENCY
OFFICIAL ROUTING SLIP

Bob . Here is the report on Records Mgt.
Steff sctivities for the mwonth of March. I
would like to point out particularly the use of

surplus shelf filing equipwent, thereby seving

that destruction and transfer of records from

the Center exceeded by 883 cu. ft. the volume

o

TO NAME AND ADDRESS DATE INITIALS
' |
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ACTION DIRECT REPLY PREPARE_REPLY
APPROVAL DISPATCH RECOMMENDATION
COMMENT FILE RETURN
CONCURRENCE INFORMATION SIGNATURE
Remarks:

| 274
the agency $3i:ge'. Also noteworthy is the fact
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