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MAY -6 1955
Chief, Management Staff

Chief, O Staff (DD/S Area)

tecords liansgement [ivision, Management &taff.

1., -PROBLERMS

"To determine the propriety of the present organisational strueture ase
an effective element of the Management Staff,

2, TPAUTS BUARING ON THi PROBLu:

8. The divieion status of the element was established, originally, under
the concept of the former General Services Office. At that time, the
organizational structure thercof ecomprised the Records Management Braneh
including the Agency Courier Force of |:| employees and the Machine STAT
STAT Records Pranch, also, having[ |employees.

b. Vhen the Genersl Services Office was dissolved in February 1954, (1) the
Machine Records Branch was transferred in its entireiy to the Office of
the Comptroller where it was given division status, (2) the Courier
Foree was placed under the jurisdietion of the Direetor of Logistics,
also, in its entirety and (3) the remsinder of the element comprising
records management astivities was transferred to the Management Staff,

¢. The current organizationsl structure of the element comprises five
brenches in addition to the Office of the Chief, Annex I, Tab A., The
staffing pattern for this framework ineludes @ ceiling of [ |positions STAT
with a personnel complement of Demployees. Applicants are in process
for four of the five vacancies, Aimnex I, Tab B.

d. Tursuant to approved plans, the Hecords Cemtgr Pranch with ceiling allo-
STAT cation of | positions and funds therefo¥gis scheduled for transfer
to[ _ |jurisdaiction on or sbout 2l April 1955, Annex I, Tab C. (Com=
pleted on schedule)

e, Salaries paid to Records MNenagement Division personnel for Fiscal Year
1955 (as projected) approximate a grand totel of $170,359.35 in the
aggrecate, This amount ineludes (1) the sum of &19 5818443 paid to per-
sonnel who either resigned or transferred from the division during the
current fiscal year and (2) the sum of $26,921.2l for gi- S50
tions scheduled for transfer as provided in Parsgraph 2d above, HeB.
STAT The remainder of[ jositions will be filled by the applicante who are in
~ -process (see Peragraph 2¢ above) Annex I, Tab B.
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DISCUSS IONs

Authority « Annex I

Administrative - Staff Study, dated 22 Lecember 1953, Subjects Ageney
T.ousckeeping © ervices, approved by icting Deputy Director {(Administration)
provided for the transfer of recerds management activities from the for-
mer (eneral Services 0ffice to the Management Staff,

Legal - fdministration end control of /igency records is authorized by
Taw anc has the approval of the General Counsel., Tab D contains a list
of lepgislative and other suthorities affecting the records program.

The Hecords Froblem =

“he Agenoy's records! problem ie obvicusly complicated by & number of
contingenciese An efficient management system is essential for the eon-
trol of vital intelligence records. Seeurity requiremsnts tend 4o in-
crease the records volume and add to the cost of filing equipment and
supplies. The nature of intelligence activities entails long retention
periods for reeords, usually in costly space., Sterility measures and
cover dependency upon IAC and other agemcies result in conetant expansion
of the records volumes. Records having potential intelligense value are
obtained from other sgencies for review, svaluation and disposal or re-
tention, HRecords seised or obtained from foreign governments enlarge
the yrowlng volume, Lesential sdministrative paperwork for clearancis,
controls, authoriszations, approvals end coordination sugments the growth
of records. The disgpersal of buildings makes the effec¢tive administira-
tion of records more difficult. Indifference on the part of some ‘geney
officials to the requirements of rublic Lew 75k, the Federsl Records Act
of 1950, provides an unnecessary frustration to the overall problem.

The Fecords Management Program -

The Ageney program is based on the three-fold conespt of records meking,
records maintenance and records disposition. Records making entails con-
sideration of forms, reports and correspondence, The percentage ratios
thereof to total records volume are normally aceepted as 20, 20 and 60
respectively. Records maintenanee includas other aspects such as con-
trol of mail, the selection end installstion of standard file clessifi-
cation systems, file reference service and standardisation of filing
ecuipment end supplies. Records disposition covers the evaluatloen,
transfer, retirement, preservation and disposal of record material.

The basic plan of the program also places dependeney upon the collabors-
tion of approximately 23 area recorde officers for operating efficieney.
only six of such officers are on & full time basis, Thus, wiih solla-
teral duties imposed on most of these officers end in the absence of
administrative control over them, the records management program lacks
force gnd gffectivetiens as now constituted. .
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Parallel Records ¥enagement Propram -

The DD/P Aree maintaine a seperate records mansgement program in RI and

2 teparate archival center purportedly for record material of predecezsor
agenciess Tt is concelveble that the motivation therefor is based pri-
nerdly on security ressons, It is elso conceivable that closer coopera-
tion should obtain on certain recorde program phases for economic ressons
such as vital materials, file standards, forms management, reports con-~
trol and systems, i.e., with proper clsarances. It is understood that
there is no formal agrecment of understanding in existence that would
tend to establish 2 true delineation of responsibilities for records
administretion on an Area concept basis. Under these circumstances, s
separate study should be made to determine whether or not eloser coopera-
tion might be had for economic recasons on some program phases without
Jeopsrdizing security.

Records “anagement Iivision -

The distribution of work in the division discloses the administration of
eight separate programe within the framework of the four remaining
branches (Psragraph 2¢ and d). The Forms Management Branch is responsible
solely for effective administration of the forms' program. Similarly,
the Records Disposition Branch is acccuntable only for the disposition
program. Also, the Reports and Correspondencs Management Eranch admin-
isters two separste programe as implied. The System's Branch, however,
has the broad responasibility of administering four individual prograns
such ss microfilming, vital materlals, file stsndards and records! sjyse
tems., Thus, from the foregoing, it is aspparent that the distribution

of work responsibility is unbalanced organizationally on a program
basis, Tt 1s granted, however, that on a workload basis the responei-
bilitles of the Forms llenagement program snd the Hecords Disposition pro-
gram, respectively, are greater in proportion to those of zny other
single progranm, _ '

¥icrofilm Progrem -~ Systems Branch - Amnex I, Tab L

The progress made to date through this program has been substantial and
effective., ‘lowever, the placement of the mierofilming program organiza-
tionally in the field of recorde mapagement may be subjeet to question.
“hile iegnlation dated 8 January 1955, Subjeet:; pPrinting and
weproduetion, tends to rive official recognition to such placement, the
provisions of Regulation[ | dated 10 fugust 195L, Subject: Office
Busineso achines, should also receive considerstion.

ricrofilming should be constrved as within the intent of Regulation
[__Jwhick in effect concerns operctional systers through the vse of
office business machines if proof can be shown that (1) application of
its foll potentisl is limited by placement in the organizational concept
of the recorde management structurc and (2) the potential application
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thereof would be enlarged to its full secope within the meaning of opera-
tional systems, the basic plan of which entails the use of office busi-~
ness machines. Tab i reveals that microfilming has four potential

- applications only two of which pertain in some measure to records manage~
ment, i.e,, decrease of storage coste through redustion in space require-
ments ond & securlty aspect in recerd to vital materials. Construed in
the light of operational systems, the potential scope would cover not
only the two applications mentioned above but would be enlarged to in-
clude two additional applicetions, i.e., to provide savings in lsbor re~
quirements and multiple distribution as a method of reproduction.

LePe An exsrple of an operational eystem based on spase reduction is
Vetigils The epplication to some vital materials is similar, sxamples

- of labor savings may be found in private induetry, banks and municipal
governments where microfilming serves as an sceounting control device,
An example of distribution vis reproduction applies to the furnishing
of vital statistics such as copies of birth and death certificates, The
machine record aperture card used in (UL comprises en example of triple
application in this figency, i.e., space savings, vital materials protece~
tion and savings in time, lsbor and distribution.

. ¢ Other Systems! Braneb Programs - Aunex II, Tabs F, G and H.

Anslyses reveal that the vital materials' snd file standards' programs
are satisfactory and lend e¢ffective support to reeords management ace
tivitiess The systems program, however, is apparently ineffective due
primerily to lack of acequate administrative and operational plauning
anG an unfilled position slot. Actually, these programs are projects.

he Hheports and Correspondence ''2nsgement Branch frogrems - Annex III, Tab I

£tudy of the reports and correspondence programs diseloses that (1) an
honest efiort has been made to launch these constructive programs with
only partial success, (2) only four of nine potential projecte have

taken root, (3, the programs sre ineffeoctive due to lack of recognized
policy and regulations to provide smooth operating force and, alsc, due
to improper orgenizationel pienning, i.e., making a branch of two position
slots with no support personnel, (L) the braneh should be abolished as

8 separete entity and (5) the work should be continued on a project

basis.

4. Records Tispoeition Program - Annex TII, Tab J

An examination of this program tende to emphasise the importance of the
disposition control schedule ss the real essence of reeords mansgement
and the hub around which other program phases tend to rotate. It alseo
discloses that (1) substantial progress has been made, (2} some overlap-
ping is in evidence on responsibilities which normally would be dis-
charged under the file standards' and records! system programs, (3)
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difficulties have been experienced because the improvised method used has
been ineffective, and (L) a new spproach should be used through a regnla~
tory issuance placing full respensibility where it belongs as required
by law and, then, on .cach office hesd through delegated suthority. The

submisason of disposition eontrol schedules to the vsnagement Staff for

review and evaluation should then follow as normal procedures

The Forme Vanagement Program - Annex 11T s T K

This program reinstituted late in 1953 has been developed on a solid
foundation with effective operating practices for the control of forms,
preparation of indexes, procurement of forms and compilation of menthly

rveporte, Substantial progress has been made in (1) redueing the number

of reprints snd new forms, (Z) increasing revisions of 0ld forms, {3)
cencelling outrioded forms, (L) reduscing eopy produstion of forms and

(5) redesignsting forms from an organisational concept to & straight
nurericel sequence ss fegsible, To date, control has been established
on 1509 forms in all, including approximately 125L Agency forms, Te=
spite en increase of 52 percent in the nusber of active forms since
January 1953, the average annual usage of forms has been reduced frem &
total of 18,698 copies per form in 1953 to 11,878 copies in 195hs Thus,
this program has begun to pey returns and should receive full adminise
tretive support because, based on conservative estimates, there are sbout
26,000 hootler forms etill being used in the Agency on an uneonirolled
and wasteful basis. © pending backlog of 199 forms and other actions,
equivalent 40 1791 manhours or 1l.? work weeks confirme the existence
of an orerational burden which could be relieved by the addition of

(1) support personnel to maintsin typing and filing on a current basils
and (2) forms analysts to expedite design routines and the preparation
of f£inal type copy of new and revised forms. Tnformetion obtained from
the reproduction plant reveals that three employces spend approximately
four hours per day each on routines pertaining to forms such as prelimi-
nary layout, varityping, ruling, proofreading and maintenance of files
containing rough drafts, final type copy, negatlves, plates, ete,

CONGLUSIONS ¢

“he study reveals that, under ite present organizational concept, the
.ecords ‘anagement Division is not wholly an elfective element of the
tansgement Staff by reason of (1) misplaced dependency upon ares records
officers wno cannot meet their responsibvilities in records administra-
ticn, (2) thc limited aspplication of the microfilm program in its present
orgenizational placement, (3 the unbalenced sssignment of prograus to
branch subdivisions with resultant loss of administrative and operational
control over the records systeme progran, (L) the establishment of the

" Reports and Correspondence I‘aneginment Branch with inadequate staffing

and (5) the extended use of an improvised method to solve the Ageney

" record problem without the support of adequate regulatory procedure in

view of the provisions of law.
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RLCOMMAITDAT IONS ¢

Besed on thé substance of thig study the following resommencations sare
proposed for adoption and implementation as soon as fesaibles

The organizational concept of the recerds manegement structure be changed
from division status and identified as the Records Management Staff.

The Hecords Yenagement Staff comprise an 0ffice of Chief, a project
staff and two branches, i.e., Kecords Disposition Branch and Forms
¥enagement Braneh. Annex IV, Tab L.

The etaffing pattern of the Reeords :Hanagement Staff be apportioned as
reflected in Annex IV, Tab Y.

The area records officer concept of the records management program be
aboliched as ineffective,

New ragulatory issuances be prescribed as necesssry and feasible to give
force and effect to the overall rscords management program under the
proposed organizational concept and revised plan for administiration of
Agenoy records as provided in paragraph 3i. above. This is eonsidered
to be of suffieient importence to warrant & determined effort to iesue
new regulatory meterial as soon as possible.-

The microfilm program together with the funetion, position slot, funds
and incumbent be transferred to the jurisdietion of the Chief, Businese
Machines Service, Management Staff.

The lLeports and Correspondence Management Branch and the necords Systems
Eranch be abolished with the pertinent remsining programs, functions,
position slots, funds and incumbents merged as provided in Annex IV,
Tebs L and H.

A repregsentative of the Management Staff reinstitute and continue nego-
tietion with the Logisties Office for the tranefer of a cspable forms
analyst to facilitate the analysis and design of forms end expedite the
preparation of final type copy.

A separete study be made to determine on ¥hat basis by program phase the

IN/F Ares should eooperste for economic reasons in the authorized Ageney
records management program or with proper justification be granted an
exemption therefrom for security ressons.

S

I I
Chief, O4M Steff (ID/S Lres)
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ANNiXZ I -~ Current Irgenizational ©truoture
, and Avthority

ANNEX IX - Records Systems Dranch

- AeX IIT - Cther Branches

HGEY W = Proposed Crganizstion

CORCOLRNCLSy
Chiel, Tecords ; mnagement | ivision Tate
“Chist, Fusinees rechines & ervice T Late

ACTION BY AubniVING AUTHOLITYs

APVROVLL .

Chief, Vanagement :taff
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ANNEX I

Records Management I ivision

- Current Crganizationsl Structure

1. This annex contains eesential info
. 1tis mation on the prese
ggnj.za.tion of tke division ar follows: F e or

3. Tab A comprises an organizsational and functional chsrt,

he Tsb P reﬁect? e mteffine pettern and provides financisl
date on salories for the ensuing fiscal year.

8. Tab C revenls the details of & pendin change
organization via transfer. pendine ge in teble of

ds Tab D confirms that the r
quired by law, ecords management program is re-
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MANAGEMENT STAFF
RECORDS MANAGEMENT DIVISION
Sep&ei_ber 1954

RECORDS MANAGEMENT DIVISION

Directs an Agency-wide

of current business.

a. The creation of racarda.‘ .
b. Their maintenance, organization, and use in the conduct

¢. The transfer, preservation or destruction of those
records not currently required or seldom used.

d. The selection and maintenance of vital materials.

e. Liaison with other government dgencies.

t Program covering:

L

FORMS MANAGEMENT BRANCH

Directs a program écvaring:

S
8. The designgtutilization end—eupplying

REPORTS AND CORRESPONDENCE
MANAGEMENT BRANCH

Directs a program covering:

a.

of forms. a. The elimination and prevention of
b. Assignment qof form numbers. unnecessary reporting. b.
¢. Development, maintenance and distribu- b. Improved reporting. C.
tion of the agency forms index. ¢. Streamlining the preparation and d.
d. Surveys and special studies of forms processing of correspondence. e.
and related procedures, and the d. Improving the quality of correspond-
requirements of area programs. ence. f.

SYSTEMS BRANCH

Directs a program covering:

Systems for the maintenance of active

records.

Microfilm operations.

Written communications.

Filing equipment and filing supplies.

Selection, deposit and meintenance of

vital materials.

Surveys and analyses of active records
systems and filing equipment.

a.
b.
c.

d.
e.

RECORDS DISPOSITION BRANCH

Directs a program covering:

Records inventorying and appraisals.
Records control schedules.

Records disposition including Congres-
sional authorizations.

Surveys of area programs.

Liaison with other Federal agencies on
the destruction, preservation, loen
and transfer of records.

inactive records.

provides reference service.

schedules.

retention value.

RECORDS CENTER BRANCH

Formulates the standards and procedures
responsive to agency requirements for the
trensfer and servicing of semi-active and

Stores and protects inactive records and
Destroys records in accordance with approved '

Preserves records with permanent or long
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AVIEX I, TAB b

Reeords lMensgement Tivision

: Legi,slation' Affecting The liecords Hanagement Program
' (within the intent of P.L. 253 and 110)

The Federal Records Act of 1950 (Title S), P.L. 75L, prescribes in part
(Cection 50€b): "The heed of cech federal sgency shall establish end
maintoin en ectivity and continuing progrem for the economic and effie

cient management of the records of the ageney.® o

Cther législation affecting the rocerde program ie provicded es follows: -

2. Tho Feceral Prepirty and Ldministretive Service Act of 1949, Pele
152~-015% Congress.

" be To 8;60@6‘0

¢. Federal Reports Act, el 831.

de Administrative Procedure Act, P,L, koh,

©. The Records Disposel Act, PeLs 115 approved July 7, 1913 (57 Stat,
38@, hh‘ (152 366)’ &3_81?;5‘11(&3(3 July é’ 19215 (59 Stete 1131:)-

Administrative dircctives pertainine to records mensgement 2ctivities

are also listed:

8 Lurecn of the Budget, Bullctin 51l~1L, doted ey 22, 1951,

be General Services Administretion Regulation; |

llenorendum dated 2 Cctober 1950 from the Legal Staff to Chief, CIa
Library, GUD summarires am opinion on the disposal of Agency records as
foliowe:

2 Tho Certral Intelligence Agoncy must comply with the Records iise

osal fet, inscfar s it does not conflict with the provisione of
~ Public Law 253. ' :

be The Central Intelligence Ageney should comply with Public Law 152
- 2nd 75 whenever nossible, cven VYhough esch specifically exempts

CIA from 1%6 provisions, However, if such complliance would result

in the unsuthorised disclasupe of intelligence sourses and nethods,

Public Law 253 must be followed.

SECREL
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8+ The Central Intelligence Agency should comply with Ixecutive Order
, 78l whenever possible, although it does not require disclosure o
confidertisl, information which would endanger the nationel intersst
- or lives of individuals, Conscquently, no reliance upon Public Law -

253 seems necessery.

- Public Law 253 provides that the Tircctor of Central Intelligence .
‘Fshall be responsible for protecting intelligence sources and methods -
Lfrom unauthoriged disclosure,? If the Dircctor deems complisnce
¥ith any exiting law will result in such disclosure, no_compliance
5.3 RecesSsarv. - ' ~

. -2-» ’
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Records jlansgencnt Division

Records Systems Branch

An sxaminstion of the Tecords Systems Branch reveals thut the
work is divided into four major progron pheses, namely, vital ma=
terials, microfilming, file stenderds and systems, »ach program
phase is treated separately in an individual tab. The substance
of each tab includes s brief description of the program, the pro=-
gren objective, program requiremente, program statue, progrem
activity, progrem interest, pcrsounel assigred and a conclusion.
Eoeh conelusion is based on consideration of the effectiveness
diselosed and the placenent potential, organiza;%ny, for proper
application of the programe The tehs sre identi¥®ed by. progrem
es followns

Tsb L licrofilm Program
Teh ¥ Vitel i'aterials Progrenm
Teb ¢ File Stendards Progran

‘Fab £ Eystere Progrem

I {3 :\
BT

SECREL | ~
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ANN:X II, TAB &

Records ansgement Division

Hecords Systenms Branch

1 ¥icrofilm Propram

The microfilm progrem has two major phases, C(ne phase pertaing to records
management where it scrves to decressc storege costs by ensbling z ree
duetion in space reouiremente, The other phace rolates to cperational
gystems where it tends to (&) effeet savings in lobor rocuiremcnte, (b)
fecilitate rmltiple clstribution es a method of roproduction ond {e)
provide s distinet aspect of sccurity. 'The objective of the Frogram,

ite rcovirements and current status are steted bolow:

& (hjectlve « The object of the rrogram is to obtain cffective use of a
ricroflln and pertinent equipment on an Agenety wide basie.

b. Recuirements - Staff gompetenoy entails the discharge of brozd ree
: sponsibilities such as (1) sensing the potontisl uses of mierofilm
in its applisation to roocords managenent and to operational systems,
(2) determining the velidity of existing and proposed microfilming
projests as eonsistent with poliey, (3) ensuring proper selecction
and utilization of ecuipment and, also s assignment of prioritics
for use thereof, (i) establishing propriety of standards for photo=
graphie quality and ludexing of film, (5) reviewing and spproving
- requilsitions for microphotographic eguipment, supplies end scrvices,
(6) imspecting individual projects to ascertain purpose of filwming,
type of squipment employed, extent of ecuipment utilisation, methods
uged and quality of finished product, (7) developing end issuing
progrew information meterial and instructions on microfilming teche
niques such es whan to use microfilm and how to eelsct euuipmert,
1dentify snd index film, incrcese procduction and se¢hieve photographic
guality and (8) providing informstion cats end instructiors on
methods and systems to reduce etorage costs, save lebor, facilitate
distribution and provide security.

Line responsibhilities include (1) the maintenance of an gouipnent ine
ventory to fecilitate pooling, sharing and trarsferring of cameras
~8nc readers, cte., as feasible and precticel erd (2) the conduct of
spot eurveys where diffieulties are experienced on existing projects
to provide skill in the spplication of proper exposure techniques

in the various photegraphic processes znd recommsnd other changes

as apppopriete or necessary.
o SpTriste

R,
7 oda
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6. Status of Propram - Accomplishments since the institution of the pro-
~gram in August 195k comprise the following: '

(1) Formal arrengements were completed with the Logisties Office to
review all recuisitions for microfilming equipment elither to
ensure proper seclection for intended project or to substitute
gharing of available ccuipment where feasible.

(2) uffected a total sovings of {5,692 hy reviewing 32 requisitions
for mierofilm equipment and supplies.

(3) Issued iotice Yo dated 1) guly 1954, subject: "fgeney
Survey of Mierofilm Cperations® and complcted inventory of all
availeble ecuipment such as cameras, readers, etc, Determined
thet Ageney's investment therein approximates 1330,000.

(k) Conducted o comparative operstional test of two mew eaneres to
- provide assistance in the selection of cameras for field use.

(5) <ffected a procecural chenge in the Library filming project
. “which eliminates the need for one set of duplicate film rolls
and will result in amual savings of more than 5,000,

(6) Improved the quality of film producec on three projects. The
benefits resulting are for the most part intangible et this time,
at should it be necescary to reproduce the film 4n the future
for emergency use, the monetary eavings would be substantisl,

2. ?rogram setivity

Current sctivity enteils the conduct of an Agency-wide survey of microe
photographic ecuipment and projects, the purpose of which is to (e)
standardize procedures; (b) obtain more effective use of eonipment and
space and (¢} reduee the cost of mierofilming operations.

3, Program Irtorest

Eneouraging headwey in the development of interest in the Ageney iiicro-
£ilming program is beginning to be shown in several areces., (D, lLogie=
ties, Personnel and Commo have demonstrated a willingness to eooperate
with the lianagement Staeff to improve the quality of production and ser~
vices and to reduce costss 48 in other aspects of records managemsnt,
best results are ottained when the operating offices gein confidence in
the ebility of Menasgement personnel to aid them. This ability has been
demonstrated to the offices nemed akove by "pitehing in® to help them
overcoms simple but longstanding problems such a&s, getting machines
properly repaired, replaeing obsolete and insppropriate equipment, obe
~teining faster processing service, pointing out operational short cuts
- and obtaining facllities for sccomplishing rush jobs.
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Now that the Agenoy-wide survey of microfilming ecuipment and projects
is practically complete it is possible to dotermine most of the stepe

 vhich must be teken to improve cuality and reduce costs, One of these

steps will cover preventive maintenance and periodiec overhaul of ecuip=~

‘monte * This step will be taken first because of the good will which it
~ghould engender, thus, smoothing the way to procesd with other potential
‘measures to further the programe. ' . - '

' fsq_sonml Assigned

| Ohe employee only is assigned to give effect to the programi. ' ‘‘he position
recuires the sorvices of st least one full time cmployeec. ‘

conclnéiqn .

Consideration of the various aspecis of microfilming discloses that the
imrmediete program 48 primerily a staff responsibility with very good
initial sccemplishrents,  Applicetion of its full scope is limited at
present tn the organizational concept of the records management structure.
Tuo, however, to the overall operstiocral sspects of microfilming, the
function, position clot and incumbent should be transferred to the jurise
diction of the Rusiness “achines Service, Management Staff where the po-
tential epplication of the program will be enlarged,

wla
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ANNEX II, TAB F

| Records lanagement Division

Records Systemsv Bransh

ls Vital isterisls Program

Tasically, the vitel materiale program comprises an essentisl phase of
euergency long renge planning. The objeetive, requircments and gtatus
thereof ere provided briefly as follows:

2. Objective « The purpose of the program is to provide for the seleg-
tion, safe trensfer, storage, maintenance and ultimate clsposition
of mesterials essential to the Agency on 2 continuing beecis and whieh
in the event of destruction would comstitute en irreplaccable ilosse

b. Hecuirerents « Staff responsidbilities inelude (1, the prepsration
of guides for the selection (in hard or rcproduced copy), transfer
and meintenance of vital meterials in storage, (2) revicw of control
anc. disposition schecdules developed in collaboration with operating —~
officials for deposit of materials on both a long and short range
besis, (3) evaluation and review of recuisite materials of each
component to determine essentiality, scope and frecuency of material
flow 2nd assure that deposits are adequate to meet possible necds
for reestablishment of operations under emergency conditions and
() develop, prepare, coordinete snd issue a vital materials hand-
book to facilltate evaluation, selection and classification of
records and things as vitsal materisls, determinstion of methods and
frecucncies of deposits and implementation of deposit procedures to
nmeintain complete coverage, repgulate withdrowel of obsolete or super-
seded material and preclude unwarrented duplication of materials,

'Line responsibilities entail (1) receiving vital materials at o cen-
tral assembly point (2) picking up certain materials at designated
points and (3) transport thereof to the repository once each weeks

@+ Stetus of Program = Smooth working relations have been meintained
- with sll operating activities with excellent results as follows:

(1) 1.D/s Area « The program is fully implemented in all components
with the exeeption of the Offices of Training end Gommunications
which are believed to te using, at least in part, separate re~
location stations for deposit purposess “he Office of Communie
cations, however, hes recently requested spsce for 3 safe caebinets
in the Repository and present negotiations indieate that a com-
plete control and disposition schedule will be availeble within
& ressoneble period. '

IR iy . : - E -
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(2 »D/I Area - The progran is fully implemented in 0SI, 00I, 0O end

' Qlise Partial implementation has been obtained in OCD and ORH
where additional progress is currently being made,

{3) DD/ Area ~ Fased on the frequency and size of deposits, it is

assumed that the progrem is {ully implemented.
(k) WSC - 4 firm deposit schedule is maintained.

(5) DCI « p statement dated §; March 55 from the Administretive Nffi-

© oer reveals a debermination that all records with vital material

velus are being deposited from other sources. ‘Yhe last deposit
was made in ilarch 195k.

‘(6} Audit Gffice - Letter of cxception dated 5 Februery 1952 4n £ile,

" {7) Tlepository Files = The Mling gystem for each record scries group

is planned onc coordinated with tho inter:sted ozerating activity,
respectively. Come are identical with the cystems maintained
in heaﬁquarters. ‘

(8) Handbook =~ The vital materials hancbook is still in drzft stage
‘with completion approximating 25 percent. '

(9} An operating procedure for the control of the vital materials
program was issued originally on 19 June 1951 and has not been
superseded,

2, " Progrem Activity

hetivity for the UL/T and DD/3 Aress is detailed as follows:

B8e

Deposite = Calender yeer 195}

(1) Tccumente = 135 cubice fect, approximeting '237 ,000 sheets of papsr,
(2) “ebulating Cerde - 2,497,951

(3} 41 - 2,994 reels ecuivalent to €,257,000 sheets of paper,
Uithdreusls « Fiscal yeer 1955 (1 Jvly Sk to 12 varch 55

- (1) Documcnts = 36,55 cubic feot epproximating 63,8575 shects of paper.

(2) Tabuleting Cards = 1,334,948
{3) Pilm = 298 feele compereble to 570,000 sheets of papere
-2~

1 'r fu‘" gECRETi
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c. Improved Procedures = The inventory and accounting system for control
of vital materials wes revised and improved to provide:

(1) a more efficient aceounting control of deposits aad withdrawals.
(2) a reduction in the number of inventory pages.
(3) a prestamped security clessification on inventory forms.

(k) a decrcase in the size of the inventory form to facilitate
filingu : '

de Survey = A study io currently being mede in the Cffice of Commuri-
cations to determine the extent and proprietary of ceble reference
and disposition and, also, to estimate vital materlials reoulrements.

3¢ Frogram Inberest

Iaterest in the program is enccursged through invitations to division
heads, deputies, acsistants, aid administrative officers to visit the
repository. A number of represontatives have accepted and expressed
satisfaction with the program, some indicating dissppointment with their
own scope of participstior. Thus, the program hss prosperred. These
eircumstances give rise to the advisability of establishing direct
liaison with an eppropriate offieisl to recuest that the subject of
vital materials is placed on the agenda of meetings stiended by the
geveral ascistant directors.

Le Personnsl /ssioned

 Responsirility for the progrem is assijmed to & single employee. At least
one anployee i reguired for this full time position.

5. Conclusion

It is spparent from the foregoing that the vital materials prorran is
primerily a staff responsitility with substantial accomplishments and
should remein in the ecrganizationsl concept of the records managcment
structure.

wJe-
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ANNEX IT, TAB G -

Records Management Civision

- Lecords System Branch

1, File Standards Program

The developrment end installation of standard file clessificztion systems
for the contirol of record material sud the sdoption of stencards to
control the procurcment snd use of filing equipment and supplies com=
prisos the essence of this progrem. An examinstion of the objective,

- requircmonts and status of the progrem reveals that the substantial progress
"has becn made. B |
8, ubjecbive « The objective of the program is to stendardize (1) the

' :'C:i,%e classification systen of record materiel as feasible anc {2) the
procurement and use of filing equipment end supplies.

bs Requirements - Staff responsibilities include effective rcsearch and
plarming to (1) develop stenderd file .lassification systemc to meet
Agency needs, (2) standardize and eontrol the prosurement ané use of
filing equipment and supplies, (3) providec essential reguletory
lesuences to give force to the overall program snd (L) institute
effcetive controls to accomplish end maintain the planned objective.

Line responsibilities entail (1) reviewing the substance of records
content to estsblish definite categories, (2) examining the volume
and complexity of rccords in relation to the orgenization framewcrk
of the area scrvcd to determine the typcs of indexes and guides
needed, (3) developing essential forms and instructions to implenment

- -the system adopted for installation, (L) applying the stendsrd clase

- 8ification plans to all appropriate records and §5) eonducting sur-

veys, providing guides and estshlishing control messures to insure
thet filing equipment and supplies conform to prescribed Agency
standards.. S

6. Status of Progran - Frogress made in 195k :lnoludés the dovelopmen
ang c;ampietion of the following projects: :

(1) & stondard system for the classification and £iling of ’gency
correspondence was issued in handbook form as of 16 Dee. 195k,

(2) Arrangements were made with the 0ffice of Training to give ine
structions  to. new Agency persomnel in the classification and
- £i%ing ‘Btnievds adopted. On the job training will be scheduled
- fo¥ gther employees as sppropriate, ’

~CRET L
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(3) &n overall study including the prepsration of control and dige -
poeitions schedules, the installation of filing slassification
standards, the standardization of f£iling equipment and supplies
aad an initial study of forms wes made in FRID in August 195L.

- {h) A safe file utilization chart which comprised a four color
poster project was completed 10 Ilarch 1955 after a period of
~ forty-five days of sustained effort., The purpose thereof is to
relieve recorde congestion in safe cabinets by suggesting dise~
tribution of contents to other housing facilities, as fcagible,
such o8 the ecords Conter, non-combination file cabinets,
supply cabinets ené bookcases. '

L methed which tends vo facilitate alpba filing was introduced
for hgency uses The basie plan ineludes 13 elphabetical sube -
¢ivisions plus nine cormmon names. Instellations have been made
in CCI end the Lomptrolier's Oifice. Samples hove heen furaished
to other organizationel elements. o

(6) A standard filing system, vith esscntial modifications to meet
imnediate needs, was installed in certain offices such as ©L/S,
Comptroller, General Counsel, Logistics, iedical, URk, F¥IL and
the (ffiee of Training,

The issuance of three procedural notices which prescrited stancards for
filing supplies and equipment ond, algo, the conditions under which the
Inglstice Sffice will mect proourcment needs helped to give smooth '
operating force to the progran.

Progren Activity
“rojocts now in the course of dovelopment include the following:

&, Portable dosk trays in the mumber of 1400 that will provide an cffi-
~ cient and ceonomicsl method for the overnight storage of day to day
work papers have hcen procured from the Zene Vieible kecords fira
at a cost of aboub (54,00 2 piece, lelivory is expected in ghout
ten deyse The metel trays which are of mehogany color and L inches
deep, will be available from stoek. The project is ninety-five pere

cent complete at this writing efter two ycars of effort.

bs Stendards perteining to the procurcment and utilizetion of filing
equipment and supplies have been devclopeds 2 repulation prescribing
the use of the stendurds hes buen prepared to replace current notices
and 1s pending clearance,

ce An fuventdéry’di §11iAgency filing equipment 1s being compiled to
provide-statistical and control data on the several classifications
thereof,

P
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, 3+ Program Interest

Kormally, the opersting personnel in each office have clear cut idecas
of vhat type of esuipment and supply items they recuire., Tt 1s there=
fore nccessery to review their problems, determins their requirements
and selcet the items actually necded to do the job. Tectors whieh re=
¢sive consideration include the use, the eppearance, the cost and evaila-
bility of the items scleeted, Ilecormendations are generally accepted
efter a danonstration, In FRID the stendard eguipment and supplies were
readily ccccpted end, also, passed on to the field for uses In OCI
standsrd file folders and standard alphabetical guldes were accepted -
efber demonstrating thelr usse 7The Supply Tivision of Logistics is very
ruch intorested in the prosrem due to the ssvings in procurement, ware=

“housing and use of & less wpansive product which fills the recuirocent

adecustely. The Tocurity Offlcc is intecrested in the safe cabinet: to
the extent of security.

Perconnel fesiznzd

Tuo erploracs are &ssijned ot pre sgont o administer the progreme. [ne
employee chould suffice now. Tn the past, empleyecs wers detailvd Srom
the Jisposition Nranch to completc ssveral projecte.

Conclusion

It is acporent Srom the forcpoing that the f£ile stendsvds program hus
been effsetive end has a definite place in the organizational concept of
the records management structure,
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ANNKX II, TABH

Records Management [ivision

Kecords Cystem Branch

1. Systems Jrogram ‘ ‘ :
This program sponsors the appiication of recognized systems to solve -
certain operating problems arising in records management activities and
therchy to facilitate the administrative control of records, Tt aims
to simplify and accelerate operations, reduce overhead in lsbor, space
and operating costs, and thus obtain efficiency with savings, The
operational scope of the program includes systems pertaining to filing,
processing of meil, reproduction of records s posting and recording
operations and communications. “he substance of the program including
the objective, recuirenents and stetus is explained telows

&s» Ubjcclive = The object of the progrem is to render technical ascige
tence in the selection and application of approved systems to colve
records problems,

be Heguirements < Staff responsibilities inelude (1) a specialized know~
lecge of standard systems and office squipment, (2) the dovelopment
anc issuence of a trochure end technieal rrocedures for the instgle
lation and operastion of approved systems and eovipment and, zleo, an

-acrinistrative notice that technical assistance is available, (3} the

sbility to sense potentisl application and use of standerd eystems
and equipment to solve records problems, (L) an sctive interest in
the potentials of various systems instelled in the Afrency or avsileble
in other povernment agencier and,; (5) the establishment of controls
for the administration sna eupport of the program,

Line responsibilities comprise (1) the meintensnce of a library of
useful reference materisl, (2) the etudy of record systems problems
to determine and recommend solutions therefor snd (3) the rendition
of assistance in preparing Justifications, obtaining concurrences
enc in making instslletions of aprroved cysteme and ecuipment.

8. Status of rogrem - A careful review of the pest activity of the
Records tystems Branch indicates that major emphesis to date has
been placed on the other program phases i.e., file standsrds, vital
materials and microfilming. To date action has been limited to ob=
served needs end recueste for assistance, There is, however, one
accomplishment which eomprised the installation of a mail control
systen in the Logistics Office., Observations indicate thet no action
has been initiated to issuve the brochure, technical instruetion or
the ad%;pagﬁrgtgyﬁ}notice. Further, the existence of controls ie

fiot’ apparent. -
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Progrem Activ;tx

The following projects reflect the current activity of the programs

8s The development of a revised courier receipt and logging system to
simplify procedure, increage effectiveness and reduce costs The
proposed basic plan of this worthwhile project is completed and hes
reccived clearance from the Security Office.

be 4 roview of ceble receipting procedures and recuirements to determine

applicstion of menual or mechine methods which will reduce the scope
of operstions in the present system. This projest is five percent
complete.

¢. “he preperation of a hanctook on meil operstions. This project is
seventy=five pereent complete. '

de -The éevelupmtsnt snd meintenance of a comprehensive index to refere
ence material gvellsble in the »amegement “teff,

€. The instelletion of & mail control system in the Cffice of the 5.

Progren Tnterest

Pendling the iesuence of a brochure to spread essential irformation end
thorcby attract interest in records' systems, the progrem ie dependert
for the present upon observations snd recorte made by inexperienced
arca records officers and records snalysts for opportunities to devclop
projects and show progress.

Personnel Assipgned

An svailebhle position- slot is unfilled., fFhe assipgnment of responsibility
for this program is now being delayed pending completion of this survey.

Goneclusion

b definite noed exists es a staff responsibility in the records manege-
ment structure for the basic objeetive of the program i.e, to render
technical assistance in the sclection and application of approved syse
tems to solve records problems. rurther, it is apparent thet the
immediate program has suffercd from inertness in the past. Adminis-
tretive responsibility for this lack of force is lightened materially
by virtue of the unfilled slot and by the substantiel pro:ress macde in
other progrem pheses, ~The difficulties experienced in lsunching the
systems progrem aspparently resulted from an improper distribution of
work assigmments that netted an operational burden to the responsible
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officer. Under these circumstanccs, a reedjustment is in order to slle-
viate the present burden and provide a new stimulus to the program. To
this end, the interest of the liecords Managcment Division should be :
lmited to furnishing the staff competency required such as policy, pro=
¢cedures and standards. The line responsililities should be discherged

by the ¢ end M Staff.
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ANNEX IXI

Reeords liansgement Division

Other FHranches

The work of three additional branches is explained in this
annex on a program basis, The branches are the Keports and Cor-
respendence vanagement Brenech, the Kecords iisposition Franch and
the Porms Manscement Branch., The substance of each program is
trested in a menner esimilar to the analyses provided in Annex TI
as follows: '

Teb I “Reports and Correspondence
Vanagement Frogram

Tab J EKecords Disposition Program

Tab ¥ Forme Nenapement Program

B et : s
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i HECORDS CONTROL SCHEDULES COMPLETED OR IN PROCESS FOR COMPLETION ‘ 12 April 1955
: : ) .
‘ § ANNEX T,
- . . LIREAR TEMPORARY PERMANENT RETURN TO DOLLAR VALUE OF j DATE TAB J
OFFICE ITEUS _FEET MATERIAL ~ _MATERTAL LIBRARY FILING Egummgf COMFLETED Enclosur
£ DD/S Ares ' i
‘ *  Hunagement Staff 43 7% 45 2 :
Afim 16 & 29 35 $ 2,328.37 April 1954
Gensral Counsel | - 3. . 568 53 - 38 P& 4,396.50 - - December 1954
Logistics 18 2,000 1,500 150 350 i Ootober 1952
Kedical 49 470 260 210 } 10,886,02 ¢ May 1954
*#*  Seaurity 169 3,615 36 2,719 2,357.83 |
#x% General Services 127 563 507 56 . { ) Rovember 1953 .-
BD/T Area i
b B
*  ORR . 627 21,479 18,318 bt © 2,443 392,159.00 | i
ONE 32 322 219 46 57 13,497.28 Pebruary 1955
08I - 285 2,037 1,573 1 302 76,476.61 February 1955
00/Chisf 12 k13 6 bl : 1,281.49 | March 1955
FBID & 1,058 664, 3 83 17,705.00 : Aupust 1954
¥0D ' 74 2,479 555 20f 1,720 40,335.64 - C July 1954
Sovmat 14 ’ 27 20 3 1,3718.81 August 1954
Contacts ' ;
Headquartors - 16 1,075 723 352 § ¥ay 1954
Field ] - 1,500 1,500 i . 'f April 1954
ok DD/P pran ' 113 21,450 12,870 8,580 764,802,00 | November' 1954
1 .
TOTALS - 1,699 58,812 39,578 . 13,69T 5,443 $1,407,40L4.55 {
. : P
& ' In process for complo'tion,— L )
e In process for completion. ‘rixe amount; or pemanent material includes dver 2,500 ft. of material not comideréd permm‘,&ent. but will
S be retained indefinitely. :
R Schedules furnished galning offices when Gemeral Services was abolished.
W InventSries end schedules prepared by Area Records Officers. Only the|disposals requested were revliewed by Rdcords Diaposition
Branch. The aiount of teimporary and permanent material is an estimate furni'?hed by the Area Records Ofﬁ.qar.
: : \ T L
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Records Management Division

Reports and Correspondence Management Branch

1. Reports and Correspondence Prograns

This twofold program aims to establish effeective controls on paper work
management with respect te correspendence and reporta. A statement ex-
"plaining the ocbjecting recuirements and present status reflects the sub-

stance of the program as follows:

8. Objective - The objective of the program is to apply effective stan-
dards to the quelity snd production of correspondence and reperts,

b. Requirements ~ Staff requirements include (1) an edministrative and
technical knowledge of reporting systems and correspondence prastices,
(2) the development of policy, procedures guides and standards for
reporting and correspondence mapagement and (3) the ability to evale
uate Agency and srea needs, sense the potential application of cor-
respondenee and reports' management techniques and esteblish effective
sontrols therefor.

Line responsibilities entail (1) the conduct of studies to plan and
facilitate the application of reports amd correspondmce management
programs end (2) researeh for the development of handbooks, guides
and essential by~products such as glossariss, correspondex, etc.

¢, Status of Program - An examination of the program status indicates
~ that an honest effort has been made to launch the program without
proper supporte In the absence of policy and procedure, the program
has remained in a promotional stege as dormant as 3 newly proposed
project at least in part. Only four of nine projects appear to have
taken root, The projects are listed as follows:

(1) Developed and issued the following general guides to stimulate
interest in reports wmanagement:

An Intreduction to Report Management - Pamphlet.

BSample Office notice inaugurating a reports menagement pro-
gram.

Sample Office regulation for operating a reports management
program.

Guide for dotgmi% report requirements - Pamphlﬂ.
\.vltirﬁ,ﬁéﬁ‘j&?:‘
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(2) Provided speeific guides and promoted s reports management pro-
grsm in the Cffice of the Cemptroller. This office level pro-
grem was initisted 1 March 1955.

(3) Held two mectings with she UD/I for the purpose of stimulating
interest in reports msnagement on either an ares or office level

basis.

(L) Developed and issued the following general guides to stimulate
interest in Correspendence Management:

Correspondence hanagement - Brochure
Modern Writing Styles

that is seadability - pxiract
Signature vab

writer Guides = 2, Sections in draft stage held in pending
status.

25X1 (5) Developed Handbook [ |dated 25 March 1955, Subject “Cerres-
pondence Styls and Procedures*s 7This is scheduled for early
release after two years of effort.

(6) Conducted a correspondence survey in Logistics Offiee. Implemen~
tation is being held in abeyance due to assigmment of an empleyee
on detail,

(7) Teveloped a preposed Correspondex to facilitate preparation and
processing of routine administrative actions.

 (8) Revisions resommended in content of psttern lstiers used in
Personnel Office were adopted.

(9) Lstsblished Letterex as a stock item and promoted its use through-
out headquarters. Over 2 million shesta were used in nine months
of 1954 at an estimated savings of $9,000,00.

2, Program Activity

Projects now in the sourse of development or nearing sompletion include
& reports mansgement progrem for the Logistics Office, the headquarters
correspondex, a glossary of administrative terms, the preparstion of
writing improvement guides, a reports management guide and planning of
program promotion.

-20
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3+ Program Interest

h.

5.

The branch chief reports _aa‘ follows:

The I'T/S has recently expressed concern over the net worth of weekly
activity reports and the volume of reporiing necessary to support ad-
ministrative activities. The Specisl Asst. to the DD/I has now under
consideration the advisability of establishing an area wide reports
management progrsm. The interest of the ID/P ie unknown, The Direstor
of Treining has recognized the need of a writing improvement pregram.
The reaction"to the Correspondencs Handbook was generally favorable.
Enthusiassm for the proposed correspondex has been manifasted by all
offices of primary concern. ,

Personnel Assigned

Two employces were assigned on a full time basis until reecently when one
was detailed to the Regulations Control Staff. The branch chief advises
that three employees in all comprise minimum personnel requirements, The
branch chief's time has been subject to the performance of collateral
duties on the division level,

Conslusion

The progrem is apparently ine{feetive due to (1) lask of recognised poliey
and 2 reguletion to provide smooth operating foree and (2) improper or-
ganicational planning which tends te spread the structural framework of
the Lecords Management Division beyond the limits of its trus foundation.
Thus, a branch with two positions slots obviously eould not be altogether
effective for the administration of an Aganey-wide progras om sny eom~
temploted basis., The purpose of the program is eonstructive and sooner
or lster the need therefor will be recognised. Perhaps only the timing
thercof hag been inopportune, A retrenchment is therefore in order and
the branch should be sbolished as a separate entity. The positien of
the present branch chief should be construed as s recerds management
officer and the work continued on a project basis. '

......
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ANNEX IXI, TAB J

Resords Management Division
Records Disposition Branch

1. Resords Disposition

Records disposition entails an examination and appraisal of record ma-
terial to determine its classifieation for control purposes, Record ma-
terial is normally controlled according to feur gensral classifications
such as record or nonracord material and eurrent or noncurrent record
material, :

8.

b,

d,

Record Meterial - Record material may be permanent or nonpersanent
In value, Pursuant to estsblished procedure, the destruction and
disposal of nonpermanent record material must be based on the ex-
piration dates established within an kgeney in previously adopted
disposition control schedules, Eome noppermanent record material
may be destroyed pursuant to General Tisposal Schedules approved by
the Congress for the purpose of granting blanket disposal authority,
Standard Form No. 115, "Request for Authority to Dispose of Records*
nust be prepared and submitted through the Nationmal Archives to the
Congress to obtain authorization fer the di sposal of record material
not ineiuded in general schedules,

Cerrent Lecord Material - The retention of eurrent record material

1e essential for the condwet of official busimess. Sush material
therefore is not subjest to destruetion wntil after it has served its
purpose and the status thereof is determiped pursuant to an estab~
lished disposition control schedule. '

Noncurrent Record Material « This material comprises those records
which are no longer referred to frequently by the activities which
accumulated them in the eonduct of official business but which must
ke retained permanently or for a speeific peried before disposition
thereof may be suthorised.

Nonrecord Material « Blanket administrative authority exists under
present procedure (Nationsl Archives Manual - Disposition of Federal
Records) to facilitate the immediate disposal of nonrecord material
which obviously has only temporary value, Thus, it is apparent that
this classification of material comprises the bulk of classified
waste accruing in the Ageney on a daily basis.

oo 130 SECRET
PR R 3 SEC

Approved For Release 2006/04/13 : CIA-RDP70-00211R000900020002-7




Approved For Release 2006/04/13 : CIA-RDP70-00211R000900020002-7
STORT

2. Agenoy Disposition Program ’

The zubstsnce of the Agency sn is provided by an explanation of its
objective, requirements and status. :

t

be

L

Obiggtivc - The objective of the program is to facilitate an economie
and systematic disposition of record material, including the sppraisal,
classification, transfer, retiyement, preservation anc destruetion

_thereof, according to Federal statutes and regulations and, also,

nmitat;om imposed for Agency security ressons.

Requirements - Staff responsibilities include (1) the plarming and
development of program essentials swch es policy, proeedures, training
guides, standerds, frequensies of schedule spplication and review,
effect of legal aspects, and ocontrols to measure the effectiveness

of the program and (2) review and evaluation of disposition schedules
submitted, : .

Operating requirements enteil (1) research to determine organisational
espects such as framework, functions and work flow, (2) rendering
assistance in the conduct of records survey for the compilatiem of
control schedules and in obtaining sdministrative approvals on such
schedules, (3) processing dispositien schedules to the National
Archives to obtain Congressional approvals for dispossl purposes and
(L) maXing periodic checks to determine sdhervnee to schedwled dis-
position and compliasnce with program requisitoss.

ctatus of Program - The following progress has been mades

(1) DD/S Area = Records surveys have been made and disposition
schedules have been completed and installed with follow up action
being taken in Medical, General Counsel, Logistics Offices and
the Machine Records Division of the Comptroller's Office.

f disposition plan has deen developed and is now being coordinated
in the Security Offiece,

A recorde survey 1s being made for the development of a revised
disposition plan in the Rescords Management Division of the
Management Staff, Permission to ineclude the remainder of the
Manapgement Staff will de recuested.

(2) DD/I Area ~ Disposition plans heve developed and activated in
ONE and 08T,

A disposition plan has been develcped and approved in the Office
of Operations. Sehedules pertaining to Contacts Division in the
field are included.

D
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A dispositien plan is in prosess ef being developed in ORR.
Estinated sompletion is seventy pewcem,

(3) DD/P Area - Disposition control schedules have been reviewed snd
spproved with appropriate adjustments. Tetal records volums and
equipment ware furnished. Ststistiocs are available in Enclesure 1.

(L) Disposition Handbook = This handbook, cemprising an operating
procedure, is in process of beiag ¢oordinated throughout the
Agency, Some differences of opinion have been experiensed.

(5) Brochure = An illustrated brochure on the records disposition
program &8 in course of preparation, The sketches have been
approved for final copy., The target date is X May 1955.

{(6) Training - Much time and effort have been spent in training ares
records officers and records snalysts in the past. The training
programs were excellent and well attended.

3. Difficulties Experienced

Several difficulties which have had an adverse effect on the program are
stated as follows:

8. Lack of a regulatory issuance clbarly defining the authority and re«
sponsibilities of the records management program in the Agenty. A
revised regulation has been prerared but net issued.

be The long coordinating process which tends to retard publication of
the proposed handbook. The handbook ties in with and supplementis
the revised regulation.

¢. Lack of well trained, full time, area reccords officers necessary to
ecarry out the program in operating activities, The area records
officers are required to perform collateral duties and have little
or no time to work on records,

ds The refusal of some offices in the past to conform to the present
standards for (1) the preparation of records control schedules and
{2) reporting statistical information and other data essential for
an effective records management program., The reasons given are
®operational security¥, "need to know basis®, ete.

ke Program Interest

The braneh chief reports that the interest of most administrative offieials
in the DD/ and DD/T areas is favorable. A hands off policy is maintained
by officials of the DD/P area. '

] L ';“ & 'a \ 4 ir
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Personnel Asslgned

[ lposition slots are allotted to the bransh at pressnt. All are
filled save that one employes is detailed to the Forms Management Braneh,
The branch chief advises that the prepent complement of persennel would
be required to (1) review disposition eontrol schedules submitied hy
operating activities, (2) prepare dispossl schedules for stdmission
through the National Archives to the Congress, (3) complete the geordi-
nation process and (L) follow up to determine adheremcs to the disposition
schedules approved, He advises further that to continue operations as
at present 1,8, (1) conducting record's survey, (2) preparing control

~schedules and obtaining spprovals therson, (3) preparing and submitting
disposal schedules through the National Archives, (L) completing the
coordination process and (5) maintaining follow up procedure would re-
quire a minimum of 12 smployees to complete the initial Agency records
survey within the period of one year.

Conclusion

The disposition phase of records management ecnstitutes the real essenos
of an overall records managcmend program, Vithout approved disposition
control schedules there would be no basis on whiech to evaluate and con=
trol records by classification i.e. for ultimate disposition such as '
retention, retirement, disposal, etc. Also, the operations of & records
center sre dependent wpon properly prepared disposition schedules for
systematic retirement and disposal of records. Further, competent
analysis of disposition schedules enables the discovery of unnecessary
records creation and maintenance, The need for a records disposition
program is therefore spparent, What has been accomplished thus far has
been effective, What hes been ineffective is the method used. A new
epproach is therefore in order i.e., to issue a regulation requiring
opersting activities to prepare and sutmit their disposition control
schedules respectively to the Management Staff for review snd evaluation.
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Records Mansgement Divigion

Forms anagement Branch

1. Forms Management Program

Forms management comprises a number of varying phases such as consoli~
dating forms that perform the same function, voiding non essential forms,
integrating forms, procedures and directives s #implifying and standare
dising the size and design of forms, uging forms prescribed by an authore
ized governmeni agency or higher headquarters, informing users of availe
able forms, discontinuing wasteful methods of printing and duplicating
forms, eentralizing, when most practicable, the procurement, storage and
distribution of forms, reviewing all forms to determine their adaptasbility
to satisfy functional, organizational and operational needs and advising
on unsatisfactory conditions, potential improvements and wider spplication
of forms. Further insight to forms management is revealed in the objec-
tive, requirements and status of the Agency's program.

8. Objective - The objective of the progrem is to obtain more efficient
operations at less cost in the use of forms.

be Hequirements - Staff responsibilities inelude (1) the planning and
development of program essentials such as policy, procedures, traine
ing guides, standerds, control system to be used and methods and
procedures for procurement, storage and distribution of ferme and (2)
the pursuit of a continuing study to conserve all possible resources
such as manpower, money, time, supplies, space, snd ecuipment as
applied to the operational phases of an effective forms' management
program.

Line essentials entail (1) the maintenance of reference and control
media such as & numerical file, a functional file and a control file
of forms (2) the review, analysis and design and identification of
forms, (3) simplification, standardisation, conselidation and can-
cellation of forms, (L) integration of forme with procedure, (%)
proper application and use of authorized forms available from other
sources such as standard forms and the preparation of requisitions
and technical specifications for reproduction of forms.

¢e Status of Program = An examination of the procedures and operations
of the branch reveals the program status o be as follows;

(1) Referenmgm Paktirad ERN (31 Mareh 1955) | -

(a) The functional file contains Tifty categories of farms.
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(b) The mumerical file reveals 582 redesignations and mew forms
from 1 July 1954,

(c) The control file accounts for approximately 1586 forms of
all categories used by the Ageney.

(d) Aotivity for the first quarter of 1955 includes 10k new
forms and 98 redesignations. .

(2) Control Procedure - Form No. 2, "Form fecord and Index Centrol"
iz used as a bDasic record., This form has two parts, one a
visible index card reflecting essential control data and the
other a perforated supplement contsining data necessary for a
published index., The supplemental part is referred to Machine
idecords DPivision as basic card punch medis.

(3) Published Index of Forms = The index is arranged to provide
numerical, alphabetical and functional lists of forms, Infor=
mation reflected for each form includes the form number, date,
title, type, stocked or not stocked, related procedure referense,
functioral cede and office of primary interest, Machine records
cards facilitate compilation of the index which is then repro-
duced at the reproduction plant and issued in the form of a
Agency notice, v

(4) Procurement Procedure - Form Nos 30, "Request for Approval of
Form® is submitted aleng with a recuisition for reproduetion,
Form No, 36-2 (36-125 for external purposes). A sample copy of
the form, i.e. new, revised or reprint is also included.

(5) Monthly R%grt of Forms ~ A monthly progress report on the aec-
ty of forms 1s submitted, This report serves a dual purpose
in that it also provides a control of actions processed for
procurement. Seven copies of each form reproduced at the plant
are returned to the Forms Wanagement Braneh for reference and
control purposes. One copy of cach new and revised form is de-

posited in the Vital Materials Repositery.

(6) Statistical lata = The following table is informative with re-
spect to the progress of the programs '

. Porms 1953 195L 1955
Reprints 884 481 92
New 369 301 10k
Revised 163 L7 115
Voided . . 87 129 17
Copy [Production 18,642,8L5 18,066,673 k,108,588%
Active CTA 715 997 1,254

-2q
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(7) Other Accomplishuments = Control established on 335 Standard and
other government agency forms for Agency supply purposes.

Control estsblished on 1589 forms in all including Agensy forms.

Heduced average anmal forms usage from 18,698 copies per form
in 1953 to 11,878 copies in 195l despite increasc of 53 pereoent
in number of active forms since January 1953.

(8) Program Needs ~ There are two apparent nesds which should be met
to facilitate operating requirements and enable effcctive admine
istration. They are as follows:

(8) Laek of support personnel to maintain typing and filing on
& eurrent basis (Sce Enelosure 1).

{(v) Lack of personnel for final oepy preparation. In some cases
- it has been necessary for the branch chief and his subordi-
nates to do paste up jobs menuslly to comply with requestis
from operating activities for new and revised forms.

(9) nvertime = Observations made by the examiner in the past prompted
a question on the extent of overtime put in by the branch chief.
He revealed with reluctence that he has eoniributed approximately
32 hours free time sinse 1 January 1955 to further the program
and approximately 225 hours in the past eighteen months,

2. Progrem Activity

Two things are significant in the present activity of the program. One
is the forced distribution of work and the other is the pending backleg
of whet should be current work,

a. Tistribution of Work = Iue primarily to leck of adequate staffing the
work distribetion is forced as follows:

(1) Pranch Chief - Planning, administretion, research, liaison,
anelysis, review and design of new and revised complex formsé and
forms systems and review of re:ulations, handbooks and manuals,

(?) Assistant - Analysis, review and design of new and revised com-
plex forms and review and coordination of regulations, handbooks
and manuals which prescribe the use of forms and forms systems.

(3) Analyst - ¥aintains identification and control of forms, prepares
index of forms, compiles statistical data and administrative re-
ports, processes reprints and revisions of forms and asszists in
the pursuit of research needs.

3w
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(4) Analyst - Processes reprints snd revisions of formss, assists in
the review, analysis and design of new and revised forns, sssists
in the maintenance of functional, numerical and control files.

Note; New snd revised forms require complete analysis and coor~
dination.

Reprints entail a check of the control card and folder,
calling the office of primary interest and other offices
as necessary, determiming proper prosurement and quan~
tities for stock condrol and BRSO, redesignating and re-
vising as essential and coordinating.

b. Pending Backlog - The backlog as of 13 April 1955 is disclosed as

- follows:

(1) Forms Volume
New : Lh
Revisions 23
Reprintsl/ 76
Overprint ' 1

(2) Actions
Other Agency Forma2/ 3
Employee Suggestions 7
Hegulations Review 5
Miscellaneous (Research and Administrative) _LO
TOTAL , 199

This backlog is ecuivalent to the work production of 1791 manhours
or 11,2 work weeks. '

3. Program Interest

Pleasant and favorable relations have been maintained with all operating
activities, Agency~wide, In this respect, it is significant that the
LD/P Area i obtaining inecreasing value from the forms program while, un-
fortunately, it still maintains a hands off policy on records maintenance,
systems and disposition. An examination of the index reveals spproxie-
mately 220 Agency forms pertinent to the ID/P Area.

1/ For stosk control as of 30 June 1955,
2/ For adaptability.

e ol-
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Peraounel.Altignnd

[::;::]positien slots are allosted to the branch at present. -All are
filled, An additional employee is assigned on detsil., The position
slot for this employce should be tramsferred from the Reeords Disposition
Branch to the Forms Management Branch. The Branch chief advises thet

the services of at least one additional employee woild be very helpful
at this time.

Conclusion
The progrem is definitely effective with substantial eccomplishments,
notwithstanding the existence of an spparent cperational burden due to

insufficient personnel., Thus, ne organizational change should be made
and the progrem chould remain as pert of the records management strueture,

as1av919°
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Enclosure 1

Resords Mansgement Division
Forms Management Branch

Baeklog Summsyy of Work Requiring
Clerical Support as of 11 April 1955

Aetion Volume Description of Work

Man Henr.

Type and File 25 - 30 Cards (peneil copy) on permanent
Kardex reeords

Type and File 300 = 375 Cards (o0ld 3x5 Kardex records
many with pencil notes on back)
on permanent Kardex records

File 75 = 100 Forms (now loose in front of
functional file felders) in
proper numerical sequenes in
folders, Break down folders
which are t$eo bulky to handle,

Pull from Pune- Loo Forms, numbered in old series,
tional File and now redesignated,

Destroy

Mark or Stamp 150 Obsolete forms filed in
funetional file which have
not been replaced

. Ceompare and 1500 Check availability of primary
Verify Availe- and cross reference functional
bility of Forms file copies, also offiecial end
: reference, numerical file coples
with forms listed in the forms
indexes and indicate on list by
check ( ) all missing forms

Prooure snd File ? Copies of forms missing from
numerical and functional files

a8, If available, pull sxtra
eopies from numerical file
to file in funetional file

e,

e 5 09 b. Submit 1ist of stocked
Byl LT forms to BSO :
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Action

Yeolume

Man Bours

Deseription of Work

Transfer and
Consolidate

Check and
Arrange

Post

Check and
Post to Kerdex
Records

Establish
Reference File

TOTAL

150

607

2-3
drevwers

¢. Where stosked forms are un-

obtainable from BSO requisi~
tion from warshouse

d. Call offices of primary
interest for copies of
Non Stocked Forms

Background material in old
folders to new redesignated
folders.

New forms! folders (contents) in
proper date order, filing all
loose material

Stook numbers on all stocked
forms to Kardex eards

References to FR's, FN's snd
FHR's which prescribe forms
for field use

Non=CIA reference material,
catalogues, manuals, pamphlets,
regulations, handbooks, eirculars,
bulletins, sample files, artieles,
etc. pertaining to forms manage-
ment, printing and dwplicating
machines, methods, processes,
systens, manufacturing methods
and related data. May inelude

" extra copies of handouts, posters,

pamphlets, eto, of CIA unclassi-
fied and non-CIA materials, Pre-
pare folders, guides, index, ets,
and integrate when pertinent with
Management Staff Reference Library.

25

50

20

"

3922/

_]:/ 60 hours would be required if an experienced records analyst were assigned to projest

2/ Equivalent to 56 man days of 7 hogrséi ‘qi:qc)‘; ¢
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ANNX Iv : -

hecords Veanerement Division

Proposed (rganization

This ‘nnex contains charts reflccting the organi=-
zational frarework snd staffing pattern of the proposed

Fecords ‘snagement Steff as follows:

TAT L = frgenizational and
Funetional Chert

TiR Y = Staffing Chart

. ¢
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Records Management Staff e

Organisationsl and S
Functional Chart -

0ffice of the Chief

Directs an Agency-wide Records
Management Program including
sssentizl program phases such as
vital materials, forms menagement,
reports control, correspondence,
managenent, file standards, records
systems, and racords disposition,

Project Staff

Reports and

: Correspondence
Vital Materials
File Standards
Record Systems

Forms Managewment Braneh - . , . Records Disposition Branch |
N !t
hdministers functions pertain-- Administers functions pertain.- i
ing {0 forms management including ing to records disposition in- |
the analysis, design, use and iden- cluding review and evaluation of
tification of forme for control . | disposition contrcl schedules and
purposes, Prepares Agency forms' "} the processing thersof for Con-
index; conducte surveys and gressional approvals, Conducts
special studies of forms, forms' stafl surveys to determine effec-
» #ystems and related procedures tivensss of program. Maintains |
)» and determine forma requirements liaison with other Federal agencies !
! of area programs, on matters pertaining to records !
administration. {
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