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| Executive Officer to the DD/S 18 Jamusry 1966

Chief, Records Administration Staff

Quarterly Report for the Records Administration Staff

There follows a sumsary of scme of the principal activities
concerned with the Agency Records anistration Program for the pericd
1 October - 31 December 1965.

/1. Correspondence Management

Made some minor revisions in the Correspondence Handbook
(195, suition) und bad 2u. copies reprinted beca se of heavy
demands throughout the Agency.

/31I. Records Disposition .

1. Approved revisions in Records Control Schedules for nine

. opersting offices, divisions and staffs. These revisions
covered changes in organizational structure, functious,
and modifications in retention and disposal instructions.

£. Significani changes in disposition instructions were:

a. OCI - 3175 cubic feet of recorus (55 cublie feet permenent;
2718 cubic feet temporary; 40< library materisl).

b, Office of Personnel « Retention pericd for MHPD spplicant
files reduced from 15 to & years.

3. Identified 297 cubic feet of memorandum coples of 0S3 payrolls
in our Records Center for destruction.

4, Additional action was initlated to develop a disposal program
for {izcal epd finance records, We are now walting for the
- Genersl Counsel's Oif.ce to responu (o our ingquiry ubout the
/ legality of destroying Confldential luuds record:.

III. Vital Becords

Approved revisions in Vital Recorus Deposit Schedule. ior six
offices, staffs or divicions.
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Di:possl of USIB Intelligence Materials

Tangible suvings of $468,187 have been realired in CIA
since thaz Giapd’iﬂl agreemeut; arith USIB .yencies went into effect

Cin 136L.

Department ’cf Adr Fc«rca reports substantially reduced retention
periocds for these reference material. but could not give

~volume,

Dé,gl reports destruction of 1500 cubic feet per ysar since
l - .

ONI raporis th: t these materials are ncat accmulated in
their libruxy any longer.

Y, Filing Systems and Equipment

Approved nire requisitions originated by operatin, oifices,
staffs or divicions for special file equipment. Based on our
recommendation the O/L chan ed one of thelr requirements snd
$1033 #ug seved., '

A File Equipmnt Horkshop was presen.ed to 18 NPIC employees. .

Twc ?ilir*g Bystens Workshep: were prezerted to 35 Of’l‘ice of
Fiunsnce enmployees.

A 1. ?cms Munagement

Saved §550 by aalv%:ing an obsolste ebsiract Pile Slip and
using it in lieu of & new form requested by CI/Prcjects.

Eliminsted 38h,.00 coples of obsolete forms which wvere stored

in the Wsr&house and.in office s:;&ce. ‘

50X1

| 3. Completed the processing of 80 new and 53 revised rorms.
h.
5. Approved <7 proofs of forms and materiels and rejected one
because wrong paper wuas furnished.
6. There were 29 request. on hand for new and revised forws on
31 December.
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Reoords Center ﬂperatioﬁﬂ |

L !?he net grcwth of records holdings in tke ﬂenter for this:

STAT e
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A

- period ending’ 31 December amounted to 1083 cuble feet.
- . records in the Center now amountt 86,106 cnbie f‘eﬁt,
B _--.appreximtely 83‘?» of capatzity‘ b _
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