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/ - OFFICE OF GENERAL SERVICES

REPCRT OF OPERATIONS

TO : Chief, General Services
FROM : Chief, Records Management & Distribution Branch

SUBJECT : waany Report of Operations for the period ending

2 July 1953
A. Personnel On Duty Vacancies In Process
Office of Chief 0 1 25X1
Rcds. Mgt. Section 1 b [4]
Rcds. Center Section 1l 0
Mail Control Section ..& %
1. No. on leave three days or more:
Records Mgt. Section- 4
Mail Control Section- 3
Records Center Sec.- 1
2. No. on special detail out of office__d . How long?
Records Mgt. Section- 0
Records Center Section-
Mail Control Section- 1

3. Where: (Qne mwan in Transportation Division as full time courier,

4. No. pending resignation, transfer and/or reassignment:

Records Management Section-
Records Center - 0
Mail Control - 1
5. Specific cases on item 4 not in previous reports. -
6. New applicants interviewed 1 . Recruited by Personnel___ 1 .

Recruited by this office___ = .

//\
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AL ST

B, Administration and Problomss

| Deeor’s Manacemant -.’.&e?_gm =~ A new analyst, | | 25X1
reporiad ﬁ% and |retwrned from her 25X1

" sspigmpent, with the Prosidentts Committes on Internatiomal
e - Information Activities,

25X1 I |met with | | 25X 1
25X1 I |for the Ofiice of Cormunications, to discuss
asome asnects of the reecords program as it aiffects his office,
Some polnts discussed wers: the proper nlacement of the
position of Ares Liecords Oficer in the Office of Communie
cations; the O77ice of Commmiestions' part in the vital
materials procram; and the CIA Rocovds Cemter, [ | 25X1
[ Jfelt that the 0ifice of Comrunications would inaist
on a geparate cell in the Center for their racords,

Additional discussions were held with vital materisls repree
sontatives of seversl offices to review the necessity for
certain materials being stored im the Repository, Prelimine
ary appraisals indicate that much of this material may be

destroyed, thus providing additional storage space,

25X1 I | from the DD/P component accompanied
the trip {o the Repository, '

Records Center Sect.i% - | | has now been 25X1
vacated and available, Plans for a layout that vill meet

with I & 8 aporoval, are nowv being drafted, Mesanwhile, the

Center 1s arain making a seloction of lesa active files that

can be moved from | 25X1
80 that new accessionz of more active rocords can be housed

on ghelving,

Preparation of a guide to the Reeords Center operation has bogum,
It 1s Telt that such a guide vill be of value to Area Records
Oficers and other intcrested persons in explaining the
facilitiecs and gervices provided by this operationm,

The Suprlemental Distribution Unit has now received the first
FDD/U Reports, They are on trans-scon paper and can readily
be reproduced on the Osalid machine,

\ ?} Control Section - A Top Secret Courier | 25X1
as been detailed to RSC for a twowweek period begimning 29 .
On 30 June, the Mail Control Section began servieing the Spring.
field Post Office for Logistics Oifice - | 25X1
The RI Staff bqgﬁuaing rotary locks on thelr pouch material
trangugifed ¥ ad from the Dopartment of State,
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APPENDIX B “k ending 2 July 1953

‘ Average Week
This vesk  lat 6 Menths

Heorof K
lmm ~ Rotary Camera - 2,380
Flat-bed Camers 1,328 13,000 ‘

Records Center ~ (all 8 in cubic feet
p s {al1 rigure cubie )

recelved for prosess
“nd storape ing

Reforeras to record material
Records material destroyed

Suprlemental Distribution Center
a. Now material for stocks
Inforration Reports
Intellizence Reports

b, Supplemental Distribution:

@, Initial Distributions
Rotices
Regulations
Others
4e Ml Activities
2, Poat Office Maill
Incoming 5,875
Outgoing - aam
b, Postaje expended . - $ L2900
¢, Sehedule: courier trips 240
d, Special courier tripe 85
e, Interwagency mail br cowrier
Incoming 1,270
Outgoing | 1,829
Porsonnel actionsi
Rocruitnents D 0y A 0
Seporsgiep 159 °
, A
Use of Motor Pool Vehieles
Avallable 3
Availstle but delayed o

Not available o | 0
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