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SO0ME PRINCIPAL BECORDS ADMINISTRATION ACTIVIZTES DURING MAY 1962
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Survey of Case Processing
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25X1
STATUS AND RESULPS

<

Condneted 3 Work Shops ~ attendance 89.
Two (2) additional ones scheduled foug
20 June and 12 July 1962

Completeds Will release 27 file cab-
inete and provide sn additional 25%
filing capacity in same space.

Retired 11 cu. ft. of records to the
Center; released 2 safes. EBEsteblished
new files., Preparing new Records
Control Schedule.

Retired 5 cu. f£t. of records to the
Center.

Cozpileted fact finding phase of survey.
Freparing report.

Approved 5 requisitions. Disapproved
2 requisitions for equipment costing
$3500.

Conpleted review and/or design of 18
new forms spd 14 existing forms.
Flimingted 13 existing forms.

Completed fact finding phases of
survey. Preparing report.
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25X1
TTAE OF ASSIGNMENT ASSIGHED TO STATUS AND RESULTS b,
.
9. Filing and Disposition @8-13 Prepared end sent to S8A/IDS Guide
Standards for Records for the Uniform FPiling and disposition
of C8 Bugport Staffs of records of C3 Support Staffs ss &
requested on 20 March 1962 by SSA/IDS.
25X1
10. Gperwtion of Agency Records | | G8-13 Cenber received 973 cu. 4. of records;
Center and Vital Records disposed of 608 cu. ft. of records
Regpository and furnished LOT36 references to
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During the nomth, warious Staff nembers attendsd appropriate Comferences much as the Ipter-Agency
Marmgenent Aoalyst Conference and the Inmber-Agency Records Adminigtration Conference. In
addition, I sttended the Yedersl Records Mamegement Officers Conference sponsored by GSA af the
Washingtonisn Motel, Calthersburg, Meryland, April 30 - & May 1962, and the Amvaal Conference
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CENTRAL INTELLIGENCE AGENCY
OFFICIAL ROUTING SLIP

TO NAME AND ADDRESS INITIALS DATE
1
25X1 |
\ =24, Headquerters
3
4
5
6
ACTION DIRECT REPLY PREPARE REPLY
APPROVAL DISPATCH RECOMMENDATION
COMMENT FILE RETURN
CONCURRENCGE X INFORMATION SIGNATURE
Remarks:
Bob1

In accordance with our conversation
pacently about giving you and Qol. White a
picture of vhat we are doing, I lskve prepered
the attached as & trial to see if this is
helpfl. May I have your ideas.

25X1
FOLD HERH RN TO SENDER
H, Né NO. DATE
25X1 rds Admin. Off1

/a1 /62

WOMENFRIARBDR7 010021 TRUORE90390027-7

FORM NO. 03 Replaces Form 30-4 (40)
| APR 55 which may be used. U. 5. GOVERNMENT PRINTING OFFICE : 1955—0~342531




