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Weekly Report for Week Ending 24 June 1959

from
25X1
1., Contributions
None
2. Assignments - Active
i//,af/ Revision and Reorder of Overnight Storage Boxes.
b. Records Disposition Workshop - The slides wade by the Reproduction
Plent were faulty. Arranged to have another set wade by OCR Graphics
Register Division. Delivery is promised by the middle of next week.
25X1 c. DD/P Trainee Program - [::::::::::]accompanied me during coordination

of the Courier Receipt and Log Record, described in paragraph d below.
d}/%quisjgn_gf_Cpur;gg Recelpt and Log Record,fForm 240 - Revised the

désign and constructich features of Form 2%0 and obtained concurrences

in the changes from personnel of primary concern in OSI, ONE, 00,

Commo, and Logisties Mail and Courier Service. Will complete

coordination by a discussion of all findings with | | 25X1

Légge‘for Logistics.

e.Y Agency Chain Envelope - Developed a flier which will encourage
users of chain envelopes to return excess accumulations of the
envelopes to supply rooms. Arranged for distributing the flier
through BSO's.,

!

25X1
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Report for Week Ending 22 June 1959
FROM
RECORDS CENTER

During the week the following accessions were made:

DICI 4 cu £t
OCR lo n "
PIC 83 noou
OCI 8 " 1"
ORR 3 n 1
DD/P L "o
COMPTROLLER 33 " "
MEDICAL 5 " v
SECURITY 3 "o
PERSONNEL ) R
LOGISTICS 3 "
GENERAL COUNSEL 3 * "
MANAGEMENT STAFF
Sub-Total: 273 cu £t
Finished Intelligence 195 " "
Total : L68 cu ft
Map Negatives 1, 544 cu £t
Records Holdings 31, 583 " "
Distribution Material Holdings . 13, 972 " "
Total : L7, 098 cu ft
Distribution Material Disposed of at Center 98 cu ft
Distribution Material Transferred from Center 63 " "
Records Disposed of at Center "
Records Transferred from Center 68 " "
Total : 240 cu £t
Accessioning and Disposal
The seventh shipment of CRR maps from| |was received on 25X1

10 June. This shipment consisted of 179 maps and utilized 85 cubic feet.
To date the Records Center has received 1,264 maps which utilize 708 cubic

feet.

During the week 53 cubic feet were destroyed leaving an accumulation of
686 cubic feet.

Reference

The following outstanding reference services were provided during the week:

élg T4l copies of NIS sent to Army, Navy, and Air Force
2) | |
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Report for Week Ending 2L June 1959
from
FORMS MANAGEMENT BRANCH

1. Contributions

8. Taﬁgi'ble

(1) Completed 27 actions requiring the printing of 857,750
coples or sets of blank forms.

(2) Six revised forms were approved.
(3) Seven forms were obsoleted.
b. In ble

(1) Developed for the Office of Comptroller a proposed new form
titled, "Request for Allotment and/or Indirect cost
Authorization," Form No. 1658. This form, when implemented
will obsolete Form No. 234 and Form No. 1048. This new
form, to be used in both | 25X1
will be prepared in tripIicate with the copy distribution :
as follows:

Original - Budget Division, permanent copy file
with allotment advices. »

Copy - Budget Division, analyst's reference copy
vhich will be destroyed at end of year.

Copy - Retained by requesting office for information.

In conpection with the development of this form, there was
also developed a revision of Form No. T16, titled, "Advice
of Allotment and/or Indirect Cost Authority." This form will
provide a means by which the Comptroller will reply to those
components initiating Form No. 1658. This revised form will
be prepared in triplicate and copy distribution made as
follows:

Original - To appropriate office for reference and file.

Copy - Budget Division for reference and file.
Copy - Fiscal or Finance Division for postings. |:| 25X1
25X1 (@) | was activated as the | supply point 25X1
for all NE Aresa Stations. This was accomplished by | 25X1

25X1 [ |

Ny EN AL
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(3) Disapproved BS 59-493 which proposed a fan fold or chain
linked, pressure sensitive backed form. This form was to

be used in posting name changes of custodlians on safe drawers.
25X1

(4) Disapproved ES 59-166 which proposed that Form 26, Top Secret
Signature Record and Cover Sheet be printed on back as well
as front. An added cost of $460.70 would have been incurred

in implementation of this idea and it was not worth it. |:|

(5) One cubic foot of numerical file folders was retired to the
Records Center. This makes a total of 3 cubic feet for the

25X1 year.

(6) The monthly and guarterly in& of active forms have been
run by Machine Records. Seventeen numerical, 25 overseas,
4 alphabetical and 5 functional listings have been received
25X1 and distributed.

2. Assignments
a. Active

(1) Agency Chain Envelope (now known as the Agency Multi-Purpose
Envelope). Action has been taken to remove 6 stocked envelopes
from the supply system. The two new Agency Multi-Purpose
Envelopes will replace them.

(2) New Building Project.

(3) Uniform Information Report.

(h) Improved Management of Stocked Forms.

(5) Expedite Printing of Information Reports.

Attended a special meeting of the DD/P Senior Reports Officers.
The meeting was called to clerify problems in the physical
Processing of CS reports in the Special Printing Plant and to
discuss improvement in the quality of preparation of the
Information Report offset master. Some of the results were:

(a) Changes made in design of Information Report which
will permit the Plant to process the Reports more expeditiously.
(These changes will be made @s the forms come up for reprint).

(b) A two page document listing the do's and don'ts in
storage, handling and preparation of Information Reports was
distributed to those present along with a small display of the
"tools" needed to properly prepare the Reports. (See

ttached). This was supplemented by a discussion of the do's

251 don'te by |
2
b
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(c) Specific Report mat problemswere referred to Mr.

25X1 [ for advice. | | 25X1
(6) Revision of Dispetch Forms |:| 25X1

(7) Twenty new and 16 revised forms.

b. Inactive

(1) Elimination of Transmittel Dispatches for Persomnel Type
25X1 Data.

3. News

25X1 a. | lattended
& lecture on Specialty Forms given at National Archives.

25X1
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Tbe Agoncy vweos eovernd varintions of the Infommtien Report.
Al verintlops vee o ddrceb-lunge ofPest mnstor. Io The ewrs of
o cut ehoet form {(evownle: Form 1) you type ddreetly oo the faeo
of the wstor with o muproducible zibbon (either moper oF fobrie).
Then the master 18 dn o eot (oxoummlc: Fowm lo) the 21eid types oo
o bocko (8dbto) mnster nné olslboscoualy lengps tho effesh &Eiikar
bahded 1% by mxons of ¢ uoed of ewhon apny contsd vIidh hosed
earoon on thi front cod Lithessophle (romcoiuvefbls offcst) enzbon
o the btoek. A awlor=lvngsd by exbon popsr dn o 8ot com olso
ba dwnged by typing divectly on it uslng o sopreaueilblo ysiineleny
#ibbon (herdopnsters bendings on top vight, corractiens, oud hsnde
cuarters cowianis cod ddstwibuiion).

Byory Inforsanbtion Report ceb providzd for £iuld ucs imeleden
detadlied Insbructions Lor preplrobions. Thecs ingwructlons &ask
b follorsd If goofd auality soprofucticn from €he waor 40 €3 be

A1) ofFest Easesrs socuise gpaeind ewe. Ton followiom 18 o
Lzt of BO'S opd DON°TES.

m°3= Stoxe BOSLSrS OUNY Trow REEFss 4An ttepsrnbiro ond busddiey.

= Typz Wit £irn, cven touch velng Bsdlve BEBEURE -

- Keop youx typowmiter koys elsomg c¢hongs your fobrle ofless
peinting vroeses ribben oftan GRoUEA ©o Q3CUrRe o eloam, @0z

- Ug2 0 gosd gidk ox lepg-ciopio Bogypiion cobion offcesh o8ow
ox o opo Bilms Lidhogrorhie earben mmpsr ridbon. %o ofFeoh
sman 40 oply 06 good oo ¢he ribben you vss. (A cheop
ribbon 1o 20003 GCOROEY) .

- ¥aop youw bownds off the duings oxen - 04X cdiwsos o the
Fter oud will sopretass. ’

- Brorse goetly with O pone-gritey GXueor - 53R OFusuras broak
doe surihes of o BSter.

- Xsap your erocsr olsom by sureking b ogninst o elsen eloth
oF PIPILo

= Ugz oo crosure chiodd 4o loenldisn oxon €0 be tyied over.

= Ugo heovior ¢ion norpnl Iwessurs tasn wlting on mster wids
oifeels raprocdueing paneild. '

- U2 1ight procsure tien vFieing on pnoeer with nop-goproduweling
orfeys peneil.

= Ragody torn Enoters by coiyive ceotch or Bholking ©ops €0 ¢he
ek oddn.

= Stors off with o cleon stosd pod cod deon rubber ctommo. Ik
2ol Ldghely wide bloelR offess sbwm pod dalk ondy.

= Forvond muskerd n apvalones. Uz eowdborrd bodkdng ¢o owold
enwing Eastesd A ¥hey hove bullky obtochmantso

- Uge o madium ©o hoed ploten on your tyneuwriter. Flotsn @muwsh
e cuooth, froe Lrom Geako cwd croaks.
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BoN TS
- Leave masters in dizect suplisht.
<' Store on top of radiators or next to hesters.
- Flacs heavy weights on top of mastors in ssts.
~ Bver thermofex enoffect maeter.
- Fold or creass & mester,

Stapls tachments o punched hole areas of master (essmmie,

Porm 3
- FPualk scotch tage oo fecs of masisr.
- Bxage the same arca of o mestsr more then oves.

b

e Emr@tm@ masters using your reguler stamy pad ink.
= Bury a master under pepers b which you ere writlng--pressuss
dents in a mashes

Fhe above DO'S and DOR'TE apply %o 2ll offeet mmstorn. Sste
comeaining offeet mmaters used for simslionscus meperation of
i irters Reports do romire some edditicnal speciel
bendling. Detailed instructions for thess mesterz are on the
erudgs ¢ in esch g@t.

Listod beley are ho matorlals whieh you shenld have o aseist
For L pEOReT pRunsroblios of offest sackagn:

Le CXfrat Lﬂ"lﬁt’ﬁr@é‘.&@%&‘%i m:@@ji:l@)? Stoslz W, ;:A;L @fa‘?‘:’b} |

2. Hem-zeproduciing-typs peneils, Sted: ¥o. THO0-262-8595%

3. Frasers, Rultilith or pemell Sypo (vithous cbrasives),
Stock Hos. 7510-223-7032 abd 7510-257-h95,

b ©hields, eresing, Stock Wo. 7510-22%-72h2,

5. Ink, stemp pod, offest; Dloek, modium end ehorb Fup, 2 02.
bottle, Stock Mo, 7510-E05-TILL.

6. Inking ped, wubber stosp, wainked, Stock No. T5L0-231-65%L.
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Weekly Report for Week Ending 24 June 1959
from
Records Disposition Branch

Contributions

None,

Assignments

a. Filing Equipuent | |

OCR/IR/FE/NEA Shelf Filing

Floor plan approved by Office of Security. v’
Requisition prepared, hand carried to OL/Supply Division, and pro-
curewent action started.

00/Contact DivisionA |Shelf Filing \////

The machine listing of names they sent us was forwarded to the Office
of Personnel IAS Pool and preparation of about 1,700 labels and
folders is in process.

OTR/Assesswent and Evaluation Staff Shelf Filing

OTR/Operations School/Headquarters Training Shelf Filing
OIR/Intelligence School Shelf Filing

Office of Security/Building 13 Shelf Filing »—

OP/Records and Services Division, Test Installation Shelf Filing//

No change from previous report.

b. Special Projects

//gD[P Support Staff Files

Schedule for DD/P Support Staff files'is being typed for trans-
misgion to Committee.

Bégiew of Clerical Tralning in Filing
b/;ur updated lesson plans and student kits are being used by OTR for
its course in filing. This week's class of 49 new employees pro-

vides the first test of this revised training material.

Fourteen color slide-visual aids, now being processed at OL/PSD,
are to be ready Friday, 26 June.

Service Calls Processed by Records Center

Cowpleted statistics and graph on service requests made to Records
Center recently (March, April, and May 1959) as compared with last
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Findings given to | |for review with| |

~Démonstrator File on Subject Numeric System

Obtained surplus file cabinet and stocked it with unclassified
material for use as RMS training aid and demonstration of the Agency's
Subject Numeric Filing System.

Cabinet contents include correct filing sample, forms, and supplies
as well as training aids and reference material. Examples of non-
standard systews are also demonstrated.

® o

c. Vital Materials [::::::] . ., ..

Visits to Repository

[ |of OCR/Document Division

accompanied last week's trip to the repository. of. ORR
also accompanied the group.

Evaluation of VM Programs

We received a memo from | | c/RsD/OP, on re-evaluation

of the Office of Persomnel Vital Materials Program. This project
is scheduled for completion by 1 July.

Met with | |on OTR VM Program. He is preparing a paper to
assist all OTR Staffs and Schools in evaluating their VM Prograuws.
This project is scheduled for completion by 1 July.

TOP SECRET VM Deposits

Held a wmeeting with | |
to discuss necessary T controls for deposits of Vital

Materials. It was unanimously agreed that the filing system of TS
deposits be changed from the present numerical arrangement to a source
and series files arrangement. This will place like series together,
regardless of the security classification.

Microfilming

Mic;ofilming of VM continues in the Office of the Comptroller and
OCR/GR.

Filming in the Office of Security was completed.

Filwing of Insurance Records in Office of Personnel is scheduled for
Saturday, 27 June.

3. News

[ lattended the ASPA luncheon and heard Arthur Minnich discuss
"The White House Secretariat" and certain of its records problems.
[::::::::]Gompleted his course in "Office Management" at Awerican Univerpity.
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