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MEMORANDUM FOR: Chief, Records Services Division 4 %722/
' Chief, Space, Maintenance and Facilities Division
Chief, Printing and Reproduction Division

SUBJECT Distribution of Agency Regulations

1. The General Services Office is now receiving nine (9)
copies of all published Agency Regulatory Issuances. In connection
with the distribution and use of the Regulations, we are responsible
for sufficient distribution to insure that supervisors at all levels
are provided with such Regulatory materials as are useful and essen~
tial to the proper performance of their duties. However, distribu-
tion of sensitive and field Regulatory Issuances must be restricted
to those having an actual need to know. Further, Regulatory
Issuances which may be limited in their applicability and effect
shall be restricted to those officials and components having a need
to use them in the performance of their functions. This restriction
is intended only to aveid unnecessary study, handling, and filing of
Issuances which are of limited usefulness.

2. Most of the Regulations are distributed to all components
of the Agency through Divisions. Distribution to Branches and
Sections will be the responsibility of the Division Chief., Present
distribution in the General Services Office on all Agency Regulatory
Issuances is as follows:

Records Services Division - 3
1l -~ Division Chief
1 - Machine Records Branch
1 - Records Staff

Printing and Reproduction Division - 2
1 - Division Chief
1 -~ Printing and Reproduction Plant

Space, Maintenance and Facilities Division - 2
1 -~ Division Chief
1 - Division Staff and Telephone Branch

Office of the Chief, General Services - 2
1l - Office of the Chief
1l - For use of Administrative Officer, Security Officer,
Printing Advisory Staff
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3. There may be occasions when additional copies of a particular
Regulation are required. When this occurs, it is requested that you
inform the Office of the Chief, General Services, who will obtain the
required number of copies,

Deputy 1eI, General services Oifice

Distribution:
1 - Chf., Rec.Serv.Div.+v
1 - Chf., Sp.,Maint.& Fac,Div.
1 - Chf., Prtg.& Repro.Div.
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- pISHUBUIION TRANCE FOR FISCAL

BRCETVEDL BY THE FMUEBERNT RPCOHIS CEBRTER BE

CERT ThHE B IVAe
? 4&{3 *‘IL“ CARIHETS AT & COET OF §94,000,

By The volums of ¢ records reesived from the incention of the
Contey to &aﬁe is 3,200 oy, It, and m & mim?semt o 00
cabinots valued at §94,000,

b, The Lecords Conder rucelved @B appronimately 1,600 foet
‘of records during the past yuar, This is eguivalent 4o
the volumwe of 200 logal size safe cabinets ropresenting
847,000 vorth of equiment made avallslle to the Azonoy
during the past fiscal year,

¢. Arrangemenis wore made durdpg thin reriod to receive and
aters the mya mc@fdiug;s eregted by the FBEIS, Eﬁmmﬁ‘m,
these recordings hiad beon travsferred to the Hationsl '
- Archives, Yut it anpoars oore degivable to retaln such
matorial in our own sleconds Center,

e & total of “ﬂt} en, £t, of rocords were destroyed unded
suthority of apreoved dispossl schedulss,

&.' There ware 1,500 voference service regussts on recomis L
in custody and 8,900 record ftens were furnished in m&s»
ponge o these queries,

2, BXISTIRG ACERCY p3CORDS CEFTER PACILITING ARY FILLED TU GAFACTTY.

as For the paot several months 44 has bteon nocessary te miye ,
lesz ctive reocords to | | Reenlyn ix - 25X1

. prdet o make spece for files beling durrently transfevrred

i from operating wits,

\ . _
\\ . b, The storage of roeords | | 15 o bighly 25X1
unsatisfactory expedient, FNore than half tho rocoris ave .

‘ gtaeked In bomss gix high on the fleor, Amy weference to
o material stored In this faghlon 18 ap exvosnsive and ine \
. effictent opevation, At[_ | 1t has beon neow 25X1
'x\ epgary to uiilize gpece on Yop of dowble decked file cabile
\ nete for vecords storapge,
' RETURN TO RECORDS CENTER
\ IMMEDIATELY AFTER USE —
\ . MBSEZE BN /0
] 8113?010“ SERET - 2TagRH
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/
|
| 3, HE BEED PG ADEBURTE ACENCY AEDORIE CERUTIR FACILITING a8 SSTARLISHD
AED CLALE FOR SETTING Up SUCH PACILINIES ARE IE “%g{i"i%.
g, A Stalf study dated 29 December 1992 proposing the establishe
ment of a HeoOtn Center was soproved,
te There is w@wﬂy in wrocess, 3 Jteff ptudy reeormending ihe
. authorieation of siiber new comstruction or removation of the
D5X 1 | | forr voe as 2 lccords

Eanier,

de Miﬁﬁmg‘ﬂuﬂﬁ}@ i% ""’?31[ mﬂ: é:;’% %‘%’i f«%f ’ﬁ?@? M }"" ‘

pgm
CRSTRIBEITON ﬁ’%ﬁﬁﬁ

411 offices have bosn Pequested to wetablish Ares hoceads
Ciffcer jobs vithin thelr present ceiling, Ton full-time
Area Kecords Officers and soven partetines iven Hecords
Officors have bean appointed kv offiees and divisione. Al
officsz appoar o recognise a meﬁ for the Frogram and have
meiwmﬁé willingmess to cooperate, Additional spuointoments
A _ _ are anbicipsted tut are bedng delayed by various wy&mw

P ‘ ational consideraticons sud changes,

5, & MEOURTR MATMGEMERT TRAINING FROGRAM WA CORDIOTEL POR AREA EACGUS
ETFICHES, ‘

In cooporetion with the Office of Truindng, o tveining woe

| grem was dovelopod npd condueted., It eonsioted of sintesn

! classvoom houwrs of lectures ot discussions by experis in
the Field from outside the Agoney end nmembers of cur oum
stalf, %he program was condueted owr o pericd of four ;@am
with two twowhour cosslons each week, The totel attendun
smpumted to 632 with an averags of 79 for ssoh sosgion,

Ge 4 CUNTINUING BECGUIS ORATEMINT ?ﬁi{;}ﬂw’%ﬁ% s 1B Oveita (Eiﬁ‘%

suggaent the Tralning Progren deeerited in Liew 4 =LoVEy
m mrﬁ.ma of mdieiing is telny losued contalniny suide m-n
gtzuctions ©o undorialking each phase of the mrogram:
special clagses te temch the muve teehmies) shases of the
progran are bedng held; and opetheejob training i belng
given the ‘wea Hecords Ufficsre,

A ONIE (FPICER MAS DEBI6H
i, QEHERAL SRIVIDER ;
s FRUBEESD , REFEREWCE SnE

Em A LIAISG CAPCITY
HVTTERS IVOIVING

20506900
8[1870.[008FCRET
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“his desigration wes made in conformance with regulations
isgued Yy the Comeral Jervicos Administration,

o BEEN REQURSTED FOR THO IRDIVIOUALS YROMINLNT
BENT FIELD WHOGE SHVICES UILL 18 NASDLD A v
25X1

9o A TEPUTY ARCHIVIST ON THE STARY (F THI WATIOMAL ARCHIVES OF Th%
e SERVICES ADMINIGIRATICN Wb GIVER AGYNCY CLUARANCE 70 WOEK
L5 (FFICE I PSTABLISHING DISPOSITION SCHEIULES FOR AGIRCY

.

%, This 20tdon vill normdt the Natlonal irehives remresontative
to cone into the Apomcy o reviow proposed dlsrosition :
pehedulen, samples of the related rocords and to wrapare hie
spadenl, Thie prossdure was clesred with the Gifice of
Inspection and Scourity sod w1l elininate the mosd £or sond-
ing samles of records out of the Sgensy in order to cbtain
the necosgary anproval of the diaposition schedunies,

b gm Wiﬁm of fﬁﬁﬁg&% is a rouulvenent of the lensrol
- Srvies Adminfstyation Hegulatdon, Title 3. covering
Federal records whieh mrevides %m% oach al ageney
shall complle & records comtywol sohedule for all wajor mwours
of reoords in its custody having Lnportance v terms of oome
tent, tulh of apsce syuiment seeupled; auch recerds sontyol
gchednles 40 b comploted by 30 Jupe 19954,

10, RESPOMSIPILITY JOH COLRIBPONUEMCE MAMACH
CTIOR ANL MENEOUS SELYIOES 7O TR
FUTIOR ERANDH, :

A

AT WAS TRANSFENELD PROM TH:
LEEE MABADEMENT AND DINTRI.

Thia action wes taen to bring together functions vhich ere
geperally reeognized ss being rolated to records mans serant,

DILITY FOR FOUE MARA T U i FRG THE QROANE
U METHOWS BIRVICES T THE @EOCIDE MMDCEMERT AVD DISTRIBUTION

=
Fust

HBPEBIBILITY FOR FOUE MABAGEMENT VAS TRANSDY
VLR
HRANCH,

ihda change was alse mede for the mwpose of bringing tow-
gether functions genorally consideved related to the records
masmsanent pogrem,

&

8,1

g1l avo ”?3‘. - «(S0000
| SECRET
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12,

e

A STANDARD FILING S¥UTEN PR THE ACEICY 1Al BREN DEVELGIRD,
ﬁ%ﬁ%&f%h&ﬁ?ﬁﬁkfwm filing ayﬁ%&mmuaﬁw
mmm@ for emmwnt throughout the ‘gerey, Yorkling lovel
learaness have boen obtained from most offiess and 30 is
ant;ei@at&@ that the Muual w111 be iseued shortly aftor
the begimning of the flseal year,

e

& STANDAKD CORRESPCRIENCE COUYROL SYSTIM LAS REEN TEVELOMED AND

‘""I{%’m.ﬁ‘ B VR CLEARANCE,

This gystem will be helpful in offices where a contval an
corregpendence is needed, Procedure for the &yam will be

A ROTICE mROPBIE THY STAPDARDIAATION OF LATTER 83D LOGAL BLE
GAEIEETS WAS PHEPARED AND IS B0 FRLNG CIRCULATED FOR THE COMDURLEMCE
& ALl (BTICES,

This will provide an @pg@mmi%v for the Azeney to save a
considoratle mm of money in the future neoaurenent of
£1l4ng equippent because it elindrotes nomestandard {tems
and porndts the procurament of lzrpe avantitics of epuipm
ment ot subatential discounis,

, 100 FUNIRING ”’%ﬁ» THE STARDARDIEATION OF TETTER AND LEGAL SIER
EILISG SUPPLINS BAS TEBY PREPARED AND I8 BEING CIRCUIATED PR ‘IWE
CORMUERENCE OF m FFICES,

The gtandardizstion of swpslics is recupmended begavse it
zaemi%a %ﬂm@& in mosurensnt ol m cmant provedures
aimplifiss stockine and warehouse rroblens; assuwres uplforme
ity of ewprlies woed in the same flle, Wm%mg in & moch
noater and woTe mmsmii @ opusnranen; and eliminates e
use of eithor unpecossarily @mﬂﬁiﬁ% items or items too
chean and flirgy to aﬁ‘f‘wﬁ the scyviee desived. The retope
nonded slapdard sunplies wers golooted as ﬁ“& tant Tor eorrtoe
mm&a £iles by exports of & musber of Govermend ageneies
who have had nary years of w,%&**m in s Pleid,

G TRADVED AS MICROPHCTCORAPEASS AND SUMY ON A SYECIAL 5
THE PAR GAST FOE A PIRICD OF SIK NOWSTS,

This tees has returned to duty at hﬂa&"swwm and a letier
of commendation on the werk g@‘iﬁﬁ’ seotmplished has been
recoived,

N | &1 iaf 0100 5050008
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17, zzw%z SIOH SCHEWLES ¥R ALL (5 THR KECOUS (F T40 WJOR GFICES GAVE
M ?““"im* ﬁ*&g‘ag ﬂﬁg} WM & Iiﬁ 3‘%’&&{'&;&

s Disposition sehedules have been prepared end approved for
the Geneyal Sexvices Ofice and the loplstics OFf¥ice,

be & tentatlive disposition sehedule has been prepared on &ll
records of the Orfiece of the Comptroller exsept the Pinmes
Divigion and hss bsen fomerded fur tiv considerstion and
approval of that offise,

€. A dispoalition schedule hng boen prepred and aﬁgrm; for
the aﬁmﬁs&ﬂ&%&% records of i&z@ FEID £ie1¢ statl

4, The Cable Seerotarisl ves requosted sad ayreed to revise
thelr regulations to rrovide for the dlapseition of eoples

of catles 4n seccordanee with stasdard dlemosition 70«
eadurag,

18, RAOGUS MARACEMENT GtMVEYS Wik COMOLETSD IW SEVEBAL GIFICES

a, A Hecoyds Monagement murwey, limited to systous ond dise
wi‘%m:% wag ccmpleted in the logletlics Gifice and all
recommendations weve approved dod have Doen installed,

b, A Records Mamsgzement ourvey wes rade f‘m the Office of the
Divector, ﬁmmw, sporoval of the recommendations ds- gtill
pirnding although pard of $he r&awm%ﬁm heve boen sdovted
in the nffies of the L%&!A.

U e, Az & coporste project in the Offies of the Direetor, o -
vey was pade in the Office of the Hismtorieal Htaff, As &
mm&%;, 2 speodally adapted develommnt of the propesed

Agency £iling system wee installed with vrecommended contyrels

on news iteem received for elvenlating m fﬁ&%&

d, A survey covering eystoms sad dlsosition is ewrrently being
sonduntad in the &”ﬁm af @wmtim,

19, & NMEER OF ORVICES ARE JAKING PRCORVSS TR THE THSTALLATION OF THE
RECOATS MANAGEMBNT PROCHAM,

a, Qe etk yioes Uitlon - Dispogition schodule prepared and
appey >N ﬁmﬁfﬁﬁ‘ of imsctive material is bolng delayed
momdiog &swmmm of o nev Reoords Centey, anm&w%m&
of stondard £ilimg sveton and weil contwol is belng delayed

rending the reloestion snd congalidstion of the voricus

g FF@ ‘é&ﬁxf Wai‘:&m of the Uffics, i *&?iﬁ;f@f?@f} ]

SEGRET
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e 28, 008 ice ~ An Avea Regords Offieer has leen agmmma,
X tendard mall contyrol mé f”ﬁing gyston has been adopted
ané &nsmna%é rm* all administrative £ilen and material, A
dispopition scheduwle for all W&i‘ﬂﬁ of the ¢ m‘ has been
nrepared,

¢’ the p:lz*gm The &; ﬁﬁ% fﬁ.‘&i&g ﬁ}“& em has heen ine
amiﬁﬁ in the DiTica of the mgm,y Mreotor

do Qifice of Repsgreh and feporis
teen appointed, The i &zm:y ﬁ“ﬁiw awaim hmg %ﬁm s:.nma‘?m
in the adeinistretive e"i‘i@%, A survsy of one divielon hes
beon conductsd ut the re erﬁmm@mﬁm ayre wtill nending,

Ce

e. Qifice of

¥
s

appeinted but no |

Te LALENOs
spoeinted ¢ e mmmxy ﬁwmri@y f;-}fz remwéa 8it1
ation tut hes w’% ot made any specific vecommndstions,
Za Somptreller - n ires i %wﬁa Wilcor has baon

mwiwaﬁ fzmi iﬁ zm'kmg wi%h the Reecords Mamagomsmt and Distivie
tution Fronch in shtaining the dleapanes and agm of tho
disposition sehedule prepaved by this off'les, (ur ptaff 1s
also assieting this Aven Records Officer to determine the reoo-
mendations 10 be made with respect ¢o installing the new f&‘iﬁ%
end mi} senirel systenm,

20, ALL GIFIUES ARE HOGJ PARTICIPATING IN AN ACTIVE VITAL MATURIALS PROGEHAM,

ALl effices have twen requestsd t0 veviow their provicus liste
ings of vital records to determine whether m&tﬁm or delow
tions ghould be mede, Several offices have completed thedr
review and o maber of changes hsve been mude,

LRTE ARE CONTINUINMG TO MAKE 'THE VITAL MATEHIALS *&&‘}Rﬁ Kibe
ATD FTYPICIERT,

AR A L

8, Tighter se etzr%y nessures have been egtablished in effecting
the trunsler of Vital Haterials tothe Hepositery, An ormod
courder now eseorts oach trip to the Repositor: snd cach item,
as recorded on the transfer slip, s checked und i‘e&%ﬁﬁ‘}%&d for
lmmadiately wpon arwival st the Repoaidery,

b, Oiflces depositing viial peterials on mioro®llm wore reguestod
lo deternine the feasibility of weducing the volume of microw
film alre Oy wmiraﬁ, and in the futurs o deposit eriginsle

grravoros 6Lx0009
SEGRET
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o paper cordes as exbtensively as peseticeble, This request
wisg wade becaupe of the slowness and diffioulty snticipated
in working vith mierofilm in the ovent of um ewmergevey, "o
date, the nesd for recwsrent mievofilming of thyes records
hae been eliminated and additlonal changes ave anticipated,

¢, Bome improvemont bas been effected Ip the proper identifi-
cation of vital meterials by contimmlly werking with the
office representatives to assure that adeguate deseriptions
- and references are given for material being deposited,

d, Thiz offies lo worklng with the irves Hecords O7fleers in oo

: taklishing eontrol schedules emmerating the £ile series,
wedis of deposit mnd fyequemey of doposit, of al} vitsl
materisls within the yeepective officvs, Thege achedules

- will be used by the Aros Fecords Officers amd tho Vital

Materials Cffieers to assure that deposits ave mads ewrently,
Ag of this thwe, ouch schedules hove boen commleted for thres
offices and the remainder are still in procvss,

22,  INPRONEMERTS ERE MALE IN THE BTOCEING AND SISVICING OF REQUSQYS FR
SUMPLEMERTAL DISTIRIBUTION,

2s The volume of materials carried ip ptoek for supplenentsl dlpe
- tritution nov amounts to appoximately 4,000 cw, £6, Cortedn

aetivities in this operation hove incveansed sfgnificantly in
the lagh fwo auarters over that of the firet half of the
fiocal year, 7The nupbor of informetion report master coplss
recedved for storage as stoch has {meroased 765 whils reuussts
for supnlemental distribution op the peporte ave wp 518,
About 903 of these requests sve perviced by fuwnishing pocvoe
ductions made Ly moans of an Conldd smehine o the Copy Flz
procuss, The method used is devendent nn the type of mstor
cony in owr files, :

b, ALl yequests for stoek supplemental distritution {tewms are
now being provessed within edght voriiing howrs, Previcusly,
there was o time lap of pevoral doys, pwrt of vhich was pude
necesgary by having ¢o formard used multdlith mats to the
Printing sod Geprofuction Mwislon in ovder to supply sovies
for supplemental distyributien,

¢, Sinee 1 Cotober 1952, servicing of veports has been improved
by securing an Osalid magter for cach igswance, In ¢ io
manner, a cwmpiete set of information reports ic belng devwele
opad Cras vhich conies ocan bo made hy the most effiecient
method of reproduction for this tyne of operation, This
parthod alse permite sotiafsctory comtroel over the continued

. . ﬁi&@@%%
8[;(3?0100 Socurity Informetion
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de

A ?ﬁ%@{&i

Dy

~to service B

by

Ce

de

Ge

Lo

expangion of information report distribution gmﬁz. This is
achleved by the substitution of the 0zalid magter for the
mlﬂ} ith mat and five ecoples that were ﬁmmwly mwi%ﬁ, -

Since lagt Decenber, space equivalent to nine logal size eabi-
nots hss m&&y beon agved,

In order %o mgwéim rofovence &Wea on 300 en, D4, of
mltilith coples of older rvepuris, the physienl rearyergte
ment of the £iles was set up 4 6 project and the task come
pleted dwrdng the thixd quartes This work involved putding
the paper in wroper mmoriexl ordey and the insertion of _
file dividers, The reporis ave nov filed woright in gtonds
ard squirment and we searehed with euse, As tims pavmile,

- the sane work 1 tedng done om 176 em, %, of oversised

wl%i14th pate that ﬁma boen detsriovating due to mw
handling in wndoraize equipment,

sngsplm*&i digtritution of the finlshed igzwmigwm reports

inereaged Wy 489 during the last quarter of tho yesy, In the

sane poried, additiomnl distrilution of regulations inercased
by ?% vhile indtiald dietrimtion vose 233,

ML), CONTROL

& ﬁ%ﬁ*“?@?&é‘ﬁ@%u WIHE MADE IN THE wAYS (F HARDLING AGENCY MAXL,

A gourisy post has Leen established fn Noom 1005 "X° Bullding
2 1ddngs *I9, 95”3 HEE el WIH

mmﬁng vlatfovps have ieon comstyucted ot both "IF end ”'-';;ﬁ
Paildings, .

A arivewsy has been mili at ”3?* m@m, adiecant o the
loading gamwm

The megsenger popt gt W avarters 19 Bullding has been converbsd
into a walt aven,

Twe speclally tuilt trucks bave been provided to facilitate
the handling of Agency nadl,

A conmecting ramp hag been ﬁmwmtw betwmen "Uuarters I
and "Roereation and ‘ervicos" Ny ilddngs, This enablos the
messengers vho ave stationzd at Wiwarbters I 4o service both
of thege Dulldings,

GIIGTOIGG

SEGRET ~ SIS000Y
m todormstiog
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ontrol. Bection in *Q7
by the addition of sy
1ot 13ghting and vindos afr conditionores

Gﬁi’%ﬁ‘ﬁl RERVICE BAS IEEN TMPROVED,

#a, & now gymtenm fop the delivery of mﬁl wimm wyn, agm, agm,
and 19 Puildings hne beon establish Hall ‘s}iﬂ{@% up from
and deatined for delivery within ﬁ‘wm baﬁl&mga is nov
sorted and dispatched In the new I8 E&&lﬁﬁ:&g Masl ﬁman At
gtead of In the Ceptral Hail Reow in % Bullding

- gpesded up the service eomsiderably fm' thege mmm.

¢, Ths gorvies fov reproduetion material to and frem the p‘iw&
&t | } w88 reovganized Yo movide gix &
trigs vhich are coordimated with the six dafly trips of the
reguler wadl truckes golng to a1l tmildings in this peneral
srea, Thle inoreased the mumber of trips from fouwr %0 aix
and pormits the same sevvice for roproduetion materisl that
iz bveing given to other ntraefgongy mail, The change also
regulted in reducing the musbor of wehicles used fyen four
to three and permitted resssipmment of man,

d, The offies of FI/MI/AD has tramsforred to the Mail Contwol
Section, two of thaly scheduled ecwrier runs, Theme rung cop-
sist of 20 early vorning plelup and delivery of pouch pulerial
from the RI Mﬂ:@.ﬁ Youch Roam to Comdr, émw of GHI and &
two terip per dey delivery féxm WP to the Mmintotwaiion Pudldm

%4

¢, Armed oo ss: servise for aftep-hours delivery of classified
material o t&@ repldences of key persommel 18 now m&nﬁg DEGn
vided, Twe cowrdiers sye avallable for tiis sorvics durdy
the tlme peeded, Ope of the comrlers is desigmated m the
T DUTY? courley with vorking howrs between 5 P, M, awd such
tine oo he is relessed from duty by the CIA MWakeh Officey;
the other ap "STAKD EY" coupler ot homs hotweon the howrs of
5P, Mo and 7 P, ¥,

£e & plokup apd delivery run proviously opsraled exciusively for
aed by the logisties Uffles wae resgaipgned to the Mall Gomtyoel
Hoopt ;ism. As o rvegult, 1t has been pogelble to mske botier
use of the vehiele ém{i driver by ﬁrmrm’mw other stons in
this rum,

611370100

E SECRET 60060
' ~ §$1500
s'wrﬁy Informesog |
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g, Posters depleting the ecorrect way in whkieh to addross madl
" have been diptriluted to Bramch legistries tiwoughout the

Ageneye

h, Three eouricrs have been asaigned to the Gri'm of Curpront
Intelligence to perform such courdor dutise o5 pay be
required,

25, AB. Xﬁﬁ‘mwﬁ ¥ POURYERR POSITIONE WITHIN THE o AMHOLTZED PRNSONNLT, CEllw
I was R&iﬁ&ﬁ‘ﬁ AND APFVED, _
STAT
I_|'I:| STAT

be The mail oporatiens ond the Records Management Progyen were
geriously handicapped not enly Ly an insdequate 17/0 tut also
vacause of inadequacies in the veerullwent progwes, This
aimma imas w:«: Yeon inproved wasm@mbly ksf & revised
?3.!} reoyuitoont,

Much of owr AifTiculty in recruitment hap been the axiended
time nooded for clearmnces, In many inmstencss, individuals
who have indiented a desive for @wﬂmt with the Agoney
have pubssyuently taken advantasze of othey oppertunitlios low
fore they could be regquested Yo emter on duty with CIA,

T B

6113501 O&GREI' 150900

“Security dnfs- a:ton
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MACHINE RECORDS BRANCH
ACCOMPLISHMENTS FOR FISCAL YEAR 1953

The following is a record of the principal accomplishments for
the fiscal year 1953t

1.  OBTAINED A MECHANICAL DEVICE (BURSTER-IMPRINTER) TO SEPARATE
CONTINUOUS FAN-FOLD TABULATING PAPER ARD IMPRINT THE REQUIRED
SECURITY CLASSIFICATION ON THE TABULATED REPORTS IN ONE OPERATION,

This eliminated spproximately L,680 msn hours of clerical work
at an estimated snnual savings of $£7,500, In addition it expedited
the release of reports, .

2. DEVELOPED A PROCEDURE WEEREBY THE PRINCIPAL QUALIFICATIONS OF APPLICANTS
FOR AGENCY POSITIONS CAN BE CODED AND LISTED FOR EVERY DAY REFERENCE
BY PERSONNEL PLACEMENT OFFICERS:

This procedure provided an estimated anmusl savings of £6,000,00
in clerical and mschine time formerly required by this Pranch to pre-
pare specisl and vepetitive reports for the Porsonnel Offices, These
registers are now prepared every two monthe instesd of daily ae previously
required,

3. TEVELOPED PROCEDURE SIMILAR TO THAT msenm&m IN 2 ABOVE POR EMPLOYEE
, SUALIFICATIONS,

Thie procedure provided en estimsted annusl savings of $7,500.00
in clericel and machine time to prepare specisl and repetitive reports
for the Persommel Office, These registers are now prepared every two
monthe instead of daily ss previocusly requirved,

L. TRANSFERRED THE KEY-PUNCHING OF CARDS FOK DAILY OBLYOATIORN AWD EXPENSE
VOUCHERS FROM THE FINARCE DIVISION T0 HACHINE RECCRDS BRANCH AND
THEREEY REDUCED THE ANNUAL BENWTAL OF EQUIPHENT $900,00 AND SAVED OHE
g’f;;ﬂﬁ;g OPERATOR POBITION FOR THE FINANCE DIVISION AT ANNUAL SAVINGS

o ’1 .09.

S, PROCURED SPECIAL CONTINUOUS TABULATING MACHINE PAPER WITH PRE-PUNCHED
BINDING zé?%m POR USE WITH SFECIAL BINDERS TO FILE REPORTS PREPARED
FOR OFFICES.

Thie will seve an estimated 12 man hours per week formerly ve-
gquired to separate continuous paper for binding. In addition we can
release reports quicker.

6. I‘mﬁ AED PUT IN PROCESE 104 APPLICATIONS FOR POSITIONS IN THIS

Lpanuti

erravoroo s
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7.

8.

2.

10.

11,

12,
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Due to inability to obtain the required personnel through
normal channele it was necesgary to perform this sdditiomal function
which required an estimated hO men days.

_ INSTITUTED A TRAINING PROGRAM FOR ALL TABULATING EQUIPMENT OPERATORS.

Arrangemente were made with the local offiece of IBM through
Office of Training to provide techmigel training in all types of tebe
ulating equipment for our persomnel. This was dome at no cost to the
Agency. To date 6 persons hm completed these courses,

INSTITUTED A m@m&‘&l@ﬁ’f MM&G PROGRAM FOR SUPERVISORY mscﬁm.

Made arrangements with the IBM Co, and the Offiece Treining
whereby supervisory personnel are given a special course in the manage-
ment of & tabulating machine installation. This course is conducted
at Endicott, Hew York and the only cost to the Agency is for trans-
portation. To date 8 persons have completed this course.

THE UTILIZATION OF ALL E@Imm BAS BEEN INCREASED FROM L5E OB
July 1, 1952 to 53% as of 1 June 1953. UTILIZATION OF SPECIAL AND
HIGH COST EQUIPMENT HAS INCREASED FROM &% to 7hf.

This has been accomplished by close supervision, better planning
of work, rearrangement of physical layout, and discontinuence of
equipnent,

REDUCED THE AMNUAL RENTAL OF ALL TABULATING EQUIPMERT BY $13,75L.00.

' This was possible through the release of eguipment which was
capabls of doing limited work and obtaining more modern and flexible
equipment which became available for the first time during this fiscal
year and by discontinuing eguipment cbtained for special pmjenta vhich
did not materiglisge.

DEVELOPED REQUIREMENTS FOR AN ELECTRICAL ACCOUNTIEG M&Cﬂm INSTALLATION
AT AN OVER SEAS BASE IN FAR EAST &W HATE | '»‘"t“f"”h*“‘ TO OBTAIN THE
NECESSARY EQUIW :

Due to the wmiﬁ&ve nature of thia pmjaet it was necessary to
make special arrangements with the IBM Co. for the procurement of the
equipment. ‘his required the establishment of the highest priority
with the 1B Co. and arvangements whereby newly manufactured equipment
was taken off the assembly line and specially packed and shipped.

RECRUITED ARD FUBNISHED SIX TRAINED TABULATING EQUIPMENT OPERATORS

. ARD SUPERVISORS FOR SPECIAL ELECTRICAL ACCOUNTING MACHINE INSTALLATION

IR PAR EAST,

11870100
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13.

15.

16,

17.
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At the request of FPE we recruited, trained and furnished the
persomsel necessary for this installation,

COMPLETED 7THE COXVERSION OF VOUCHERED PAY Rﬂm;. PROCEDURES FROM MANUAL
TO MECHARICAL WETHODS.

In sddition to providing sn estimated anmual savings of &31,2@0.&0
in the preparation of pay rolle aleme, it is now possible to prepare
meny statistical and analytiocal reports from the basic payroll records,
which was not possible under the former manusl method.

PREPARE TIME AND ATTENDANCE REPORT AND PAYROLL CHANOE SLIP. FORM 3h-42
MECHANICALLY. -

~ Marmummnmdmcmmmmmue payrall
punched cards. =By this method these forms are mow prepared in 6 hours
mrmwﬁﬁmmmdtommundermmnmtmam
anmual estimated savings of $13,000,00.

REVISION oF EEIﬁ'HEG ARD ADDITION {)? ﬁm# WE& REPORTS Aﬁﬁ
PROCEDURES,

All mnﬂ.ng pereonnel tapo@ta have been revised to include more
pert.imnt mfamtion than previously shown,

Row Persml Reports are as follows: New Monthly Strength Report;
Agency Gains and Losses Reports; Hoanthly Promotion Studys Ageney
Crade metrihmiam 8Belected Deferment File.

CONVERSION OF sm CONTROL AND FINANCIAL AWD ACCOUNTING CONTROL OF

PROPERTY RECORDS FROM MANUAL 70 MACHINE METHODS, -

. Stock Control Reports include: Stock on Hand; Stock Due Inj
Stock Due Ouby Stock in Transit; Stock Received; Stock Issued:
Inventory Adjustments; -Unit Prices; Property ea Loan to other Agencies;
Issues Analysis; Catalog Listings.

Financial and Aeceuntmg Control of Property Accounting reports

include: Receipts Register; Issues Register; Stock Status-Financialj

Property on Loan;

NEW mmam AIH PROGRESS 1@93 THE ﬂmﬁ‘r ARD OBLIGATION SEGTIDH ARE:

rpcde¥e(adiiPdof processing and liquidating Obligaum
by tm- tmnfar ef certain manusl operationsto

erLavoLo0
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The machine spplication to siat‘amta of Advances of Unvouchered
Funds t:uggehﬁyﬁrsmilga: resulted in 2 considerable man hour
saving o greatly facilitated the prepara P daily
statements for the Accounts Seation, proparation of ’

Reports of Accrued Compensation (Regular and ¢ . vial Rolls
in tmb:lwmnmﬁon to General ledger Accounts bﬁp;Mw a mgn::l“;
trial ance,

rL9Y0L00 _

- o moa
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Vi : AMD ACCOMPLISTMENTS 70 2 DECEMBER 1954 ang T(‘?
OBJECTIVE corugmED I8 PROCESS .
1+ Tevelop Hendbooks of instructions a. Pad ‘ t ?11L 1. mmm Vital Meterials
motices, regulatioms, snd pubue:{,,— B Bab Jec "8 b, Hanibopk for Msil Control
saterial. Y. Operating Guim, Reports Mensge- e, Honloek for QW
25X1 went. A, Hedords Tisposition 4

¢. Analyeis Cuide, Reports Management @. Giosgerr of Adeinistrative
4. Introduetion tc Reports Mensgewent Tervinolemy
L *. Forms Msnapewent Nendbeok
Agency otices on Use of

PampilL } .
€. ggrres 2pdence “Lyle snd Procedures, 7+ Courier Receipt Proeedure
fis
. arnl_;_H chce Maragement pauphlet Standarl Folders

e

6,

25X1

Publish index ‘o0 Agenay forms.
Reviee forums numbering svsiem,

Install Vital
system.

Materials inveniory

Survey Agercy micrefiiming oper-
ations.

Conduct records nmanmgement surveye
and develop records conirol

schedules and Aisposition schedules.

Writing Improvewent Guides:
; “What is Readadility?”

2) "Moldern Writing Styles”
Foster on Utilization of Forms
Inforumetional pumphlet -~ Fores
Hanspement

Prelisivary review completed.
Nev systew installed,
Hew aystew ‘nstalled.

Equipzezt and curreut projects iaven-
tory completed.

LY
b,

c'
d‘
'.
T.
g
h.

373 1)

Signal Center - maintensnce of
cables {or Vita) ¥aterials

W !

o8y

OXE

Sovmat Staff

Audit Office

g0 0)

‘aticns,

1. Ageney YNotice on Utilization
of Corragpondence File Cabinets

3. Hevised Records Mapagement

: Regulation

%, Mspateh Procedure

1. T“Streaplining Your ¥riting”
{5 series of 25 inforeational
sheets, euch dealing vith s
nerticules atpct of‘ writing)

Approximately 60% eoyhte.
&y

o~
e

T

e

ot
Report of Cindings and,recommend-
=5

a. Office of Operatioms (Chief)
b. Security 3f7ice

e, Otfice of Lhe General Counsel
d, Offiece of Research & Reports
e. m

/P ares - MEA Div.; FE
Division; m 251
f. Cable Seere - le re-

ceipting sysies,
g. Reports Mgi. Programs - Ortice
of Comptroller and Logistics
h. Office of the Mrouer

SEC
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IX PROCESS

OBJECTIVE
ﬁv—v{

7. %epare procedures and plans for

9.

10.

i2.

13.

14,

155

transfer of Records Center.

Receive and service saditional in-
actlve recoris. -

Continue developwent of steel
covered desk trays t¢ reduce safe
file requirements.

Complete the standardization of
format and design of Forelgy Tntelli-
gence Reportlng form.

Develop correspondex showiap the ve-
petitive standard reporis and requests
required thvoughout Headquarters.

Deternine sivigohility of siocking only

unwaterrar-e’ {sterile) s*ationers
Review requests Yor ricrofilm equip-
went and new alorofiluing projects,

Develop and weintaln schedules ‘or
current deposits of Vitel Muteriale.

Procese reguests for new, rovised, —e
printed forgs.

a. Received to 1 Dec. 1954 -
2,699 cu. ft., equivalent of
337 cebinets valued at $80,206.

b. Requesis perviced to 1 Dec. -
h2,030. -

Sample trays tested on4 approved
Tor use,

Prelininary forr developed and ia-
stalled on trial basis. Savings to
date estizated et $8,120 annually.

Determiced annuel vequirements for
all types of Agency stationery.

Reviewed 21 requests jor equipment
and elfected savings of $1,500 by
changes,

Schedules reviewed and completed
where necessary.

&. Kew forws 107
b. Revised Torus 283
¢. Reprinted forms 102

d. Other actions on forms 535

L

8. Handbook for Center Operations

B, Courier Service Requivements

¢. Telecomwunications Service Re-
quirements,

d. Procurement of Hydraulic -
Forklift

e. Procurement of Shelving

£. Recruitment of Personnel

a. Inactive records currently re-
ceived at rate of approximately
2 Lh.drawer file cabinets each
working day.

b. References bheing made at rate
of 396 per working day.

Purchase of 1,200 for office use.

Further development to sccomplish
Tull odjective of improved procedurs
and s4ditional savings.D®

]
Approximately 60% cowplede.

P

Study st1ll in process t5 determine
Teasibility. Fomd
-3

Reviewlng current requesie.

Current deposits being wade by all
offices.

P

Aversge of { requests per day.
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