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shald the spency Records Center be assigned organizotionally to the
Masgement Tmprovement & taff?

PATS FEARTNG ON THE PROBLLM:

nestahlishment (via new constructicn) of an Agency kecords Center at
to replace the interim facllity now in operation

ct Hosblyn,
¥iinie has been approved by the Projeet Revlew Cormittee and by the
I (ANNEX I)

Thestablishment of a permanent Center [ i1, due to the locstion
tleof, entail the retention in the capital area of certain services

sx as the limited storage and supplemental distribution of published
iftligence reports, the storepe (mester coples), reproduction and
sicing of supplemental coples of ¢TI} procueed intelligence informa-
tiextracts and reports and ¢

he initial and supplemental distribution
ofency rcgulations, notices, and miscellaneous issuances.

DPIBEION:

Airity

aistretive - Staff Study, dated 22 T:ecember 1953, approved by the

' teputy "irector {(Admi nistration) provided for the transfer te ™IS
gie Records 'Tanagement Pranch, including the Records Center. The
mﬂalso , stated in effect that a determination should be made whether

tunctions of the center teing operational 1

n ccops could best ha per-
#i elsewhere than in ¥IT.

L - Federal Records Act - Public Taw 75h.

of Public Law 75, - The intemt of the Federszl Hecords ict places
p head of each Federal lgency 2 definite responsibility for the con-
{£ records and, thus, tends te establish a special program, scparate,

3@‘!& and in sddition to other assigned respomsibilities.
, Paragraphs 2a and 3a)

{Cece LNNEX I,
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¢. The Eecords Center

(1) The work of the Records Center proceeds according to the specifica=-

tions cited in each disposition schedule approved for the retirement
of records. Thus the disposition schedule serves as a key itc confine
records selected for retention and to relsase records euthorized for
disposal, i.c. according to a definite timetable. The lock the key
fits is in the door of the Records Center whieh also houses other
valuebles such a5 savings in space and equipment ¢osis and inereased
efficiency in the administration and control of records. Thus, the
work of the Recorcs Center enahles the removal of inactive records
from office files, tends to reclaim expensive file epace and reduces
finding time for both active records in file end non-current records
retired for disposition. 2lso, the Records Center provides a definite
system to curtail, on = continuous basis, the volume of records re-
talined.

(?) Space-wise the cost of an efficient center approximates 1/6 that of

office space. [avings realized through the release of filing ecuip-
ment ageinst additional purchases thereof comprise a definite fac-
tor of economy recognized in govermment and industry alike,

(3) In the past, the Records Center along with the entire records pro-

gram has had an unpopular carser and the work therecf has suffered
from various orgsnizational changes (See AWHzX TI T4B A), lack of
proper physical requirements such as a sultable building with appro-
priate and adequate equipment, lack of trained records analysts end
area recorcds officers to inventory and evaluate records and prepere
control and disposition schedules thereon, lack of knowledge, sppre-
ciation, interest on the part of certain components of ihe specifie
intent of Publie Law 75k, and finally lack of sufficient and favorable
internal publicity such as through formal notificstion of the records

v’ program, meetings with area records officers and administrative

officials, invitations to visit the interim records center and the
spoken word at every opportunivy.

(L) Under present administration the [ecords Center along with the Records

Program has tsken rapid strides forward. It is g going business with
real esccomplishments (ANKEX iI TiB B)e It bas & master plan of ob-
jectives and methods of accomplishment (al¥EX II T2 C). It has an
administrative program for the current fiscal year (AnNEX II TAB U},
1t has sponsored a succestful training program. It has an orgenize-
tionsl structure and definite functions with modest staffing (ANNIX
IIf TAB z). It has known requirements (SNEEX III T4B P}, It has
sequired some approved equipment (ANKAX TII TAB G). It has firm
operating procedures {(ANN:X TII T&B H). Its production statistics
sre factuasl (ANNIX III TAR I). It has control records (ANNLX TIT
TAR J). Finally, it also hes a few problems (ANEEX IIT T4R K),
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(5) It Btill lacks, however, a suitsble building, inereased appreciation
and interest of certain components, and more interng% publicity.

i A il e W O

Lie COMCLUSIONS:
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Logical proof of speeific findings is detsiled in Annex IV. A summary
is provided as follows:

The Records Center is operationel in character, thus should not be plsced
orgenizationally in MIS which administers functions of a managerial staeff
nature,

The functions and activiiies of the Hecords Center entall the performence
of repeated routines &nd rendition of services such ss sccessioning, stor-
sge, sorvicing, proceseing and dispossl of records. Thus, the Center is
operational in character. The Center should not he placed organizationally
in MIS beceuse its rission is only 2 minor phase of the wholc mission of
CIA and it is the latter which occupies the primary interest of MIS.

Positive mdvantages will acc . plecing the Hecords Center under the
administretive juriediction snd in placing technical jurisdietion  25%1
thereof under MIS.

Advantages will accruc in plec e Center under {he administrstive

Jurisdietion ecouse (1) 1s 8 complete entity where all facili- 2541
ties exist for general administrestion, (2) the transfer will enable the 25%1
merger of the Vitals Materisls Repository with the fecords Center to

effect potentlsel savings and (3} the transfer will tenc to solve a func-
ticnsl problem of Jurlsdiction. Similerly, advantages will accrue in

placing the Center under the technical jurisdiction of MIE because &

direct relationship exists between the activities of resords anslysts in

MIE and the work of the Center, Ample precedent exists to support this
finding. ‘

Yhe Hecords Center should he retesined with the Records Management ¢ taff
in ¥IS on a temporary basis until the construction of the permanent

Center is completed, 25%1

The Center should be retained with Records Menegement Etaff in vIE on a
temporary basis becauss (1) there is no other loglcal place to asclgn it
organizationally, (2) the Itecords Kanagement { taff is its parent or-

ganization and (3) construction of the pirmanent Center[::f:::]should be 2541
completed within the perlod of a year.

When it is determined to place the Records Center under the sdministra-

tive jurisdiction[:::::::rthe functions, responsibility, operastions, 25x%1
duplicating equipment and three position slots (G&-5) pertaining to
supplementeal distribution should be treansferrc. to the juriscdiction of

0Ch on or before completion of the physical move.
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The end result of this finding places on OCD the responsibility of {1}
making supplemental distribution of all CI4 reports to I4C and non-IAC
sgencies on elther a loan or trensfer basis and (2) integreating the sub-~
stance of all CIA information reporte as necessary into the operating
system of the microfilm project to facilitate such distribution. The
responsibllity of maintalning 2 reserve supply of finished intelligence
reports in storage and of furnishing replenishmente thereof as needed to
0CD for supplemental distribution purposes remeins with the Hecords Center.

tive jurisdietion the function and responsibility of performing 25%1
essential opersting routines pertaining to initial distribution of regu-

latory and miscellaneous issuances should be trensferred to the Reproduc-

tion Plent, Printing and Reproduction Uivision, Logisties Nffice on or

before completion of the physicel move.

When it is determined to Flace the Records Center under the administrs-

Thiz finding tends to place on the Reproductlon Plant the responslbility
of performing ceritsin cperating routines such as addressing envelopes by
addressogreph equipment and sorting, counting and inserting regulatory
and miscellsncous issunances in the envelopes for initial distribution.

ACTION RECOMMINDED:

Rgzed on the substance of this study, it is recommended that:

The Hecords Center be placed under the administrative Jurisdiction of
[:::]as soon as construction of s completed. 25%1

Technical jurisdiction over the Hecords Center be placed in KIS.

The Records Center be retsined with the Records lManagement &teff in MIS
on & temporary basis until constructlon of the permenent Center[ | 2571
is completed.

The functions, responsibility, operations, duplicating equipment and
three position slots (4S-5) pertaining to supplementel distribution be
trensferred to the jurisdiction of CCL on or befors completion of the
physicel move of the Records Center.

The function and responsivility of porforming essential operating routines
pertaining to initial distribution of regulatory and miscellsnecous lssu~
ances be transferred to the Reproduction Plent, Printing esnd Reproduction
Division, Loglstics (ffice on or before completion of the physical move
of the fHecords Genter.

Further study be msde to deternmine the feasibllity of werging the Vital
¥aterisls Repository with hecords Center when the latter is moved[::::::] 25x1

25¥1

Leting Management Officer
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ANNEXES:

Annex T = Project Data

snnex II - Background Date

Annex IIT - Current Administrative Date
snnex IV - Finding lata

CONCURRENC £S5

Office of Collectlon & Idsseminstion Late

Togistics Office Tate
ACTTION BY AMPROVING AUTHOBRTTY:

APPROVED:

Acting Deputy lirector {4éministration)
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