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MANAGEMENT <
CONFERENCE

55x1AgBACKGROUND OF RECORDS MANAGEMENT OFF ICERS

3 0 NOV 1367

le NAME _ 24 POSITION TITLE 3e OFFICE
Records Admin. Of{icer DDP/AF
25X1A9a 4, IMMEDIATE SUPERVISOR
SUTTOTRG ROOM
I Hoadguar ors 70-25
TITLE . OFFICE
Chief, Africa Suppert Staff DDP/Africe
S« ACTIVE ELEMENTS OF YOUR RECORDS PROGRAM
FORMS MANAGEMENT X | VITAL RECORDS SCHEDULES AND DEPOSITS
CORRESPONDENCE | MPROVEMENT RECORDS CONTROL SCHEOULES
REPORTS CONTROL . X | RECORDS RETIRELENT ACTIVITIES
X | FiLe systess MALL OPERATIONS
X | FILE EQUIPMENT AND SUPPLIES Y | SUPPLEMENTAL DISTRIBUTION
X | RECORDS SURVEYS OTHER RECORDS MANAGEMENT SERVICES (specify)
REGULATORY 1SSUANGES Records briefings and training
X | Auromation oeverorsent| [ new | | exisTing Guidance on C3 and RTD records proce

Chief of AF/SS/Rezistry (Total of four employees)

Control of covert mailing facilities for A" Division

Cryptic Reference Officer

Safehouse Feeper

Qriginator for memos on releasine officers(Cables and Dispatches)

6e OTHER OFFICE RESPONSIBILITIES (iist them in general teras) istorical Program. Watchlistse

7o PERCENT OF TIME SPENT ON RECORDS PROGRAM ACTIVITIES 60 A
secces OR HOURS PER WEEK SPENT ON RECORDS PROGRAM

8o RECORDS MANAGEMENT EXPERIENCE (From present to the past)

FROM - T0O GRADE POSITION OR DUTIES COMPONENT

Please see attached

3 rarch to
28 Sep. 59 GS=9 | On the job training with the Records

ranagenment Staff, vr. || KGN 25X1A%a

FORN 2900A
——
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{classification)

RECORDS PROGRAM TRAINING

e NATIONAL ARCHIVES & RECORDS SERVICES ANDJOR OTHER EXTERNAL TRAINING COMPLETED YES NO|  YEAR
RECORDS MAMAGEMENT = Sixth TInstitute on Records anagement Yes 1959
FORM AND GUIDE LETTERS Paper Manegement Workshops Yes 1959

GCORRESPONDENCE MAMAGEMENT
SPEEDING THE WAIL
FORMS ANALYSIS AND DESIGN  Paper llanagement Workshops Yes 1959

FORNS | MPROVEMENT Paper Management Workshops Yes 1959
FORMS FOR AUTOMATION .

“DIRECTIVES SYSTEMS |MPROVEMENT

HOW TO IMPROVE WRITTEN INSTRUGTIONS
MODERNIZING ‘MANAGEMENT REPORTS
OFFICE_INFORMAT[ON RETRIEVAL

FILES |MPROVEMENT

RECORDS DISPOSITION

SOURCE DATA AUTOMATION __ Jidimbironieommuwbemtuiinsaoionior) | diniemnsd
MECHANIZING PAPERWORK SYSTE!S ¥
MANAGING AN OFFICE MAGHINE PROGRAN
OTHER (list)

[0s INTERNAL TRAINING ON RECORDS MANAGENENT

Records Management Office (On the job #raining) 23 Mar., = 11 |Seps, 1959
Records Officer Briefing/RID 13 Jan. 1961
Filing Workshop 2Ly Jan. 1961

Records Center Workshop
Forms Workshop

Records Officer Course 11 - 13 Dec, [1961
Records Management Conference ‘ 2l = 25 Octo 1967

Ile AUTOMATION TRAINING (lnternal or External) ~

IBM 650 Computer (Approxe three weeks) 1957/58

(classification)
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