~——_ e Rl e TR
Approved For Release 2000/08/03 : CIA-RDR72-00450R000100320009-8 17 December 195% i’f /=3,

RECORDS MANAGEMENT STAFF CALENDAR YEAR 1959 PROGRAM

FUNGTION AND GRADE COST_OF FUNCTION PROJECTS AND CORTINUING ASSTGNMENTS
;PERSOENEL AND STEP MON YEARS SALARY TTITIR MAN-TEARS  SAIARIES
1. RECORDS DISPOSITION 13/
3 15 $ 7,76 . Audit tin dule:
25x1A9 Y A 8:;75 a. Audk m::s ¢ Records Comtrol Sche a3 and develop 2.83 $23,698
/3 1.00 7,510
12 .33 2,133 b. Provide liaimn with National Archives and other Pederal .25 9,582
agencies. Conduct other records disposition and 4
archival duties includi ng selection and preservation of -
TOTALS 3,08 3%;@ permanent recards for officizl Agency Archives. 3.08 ESEEBE
w“mmmzs
25X1A9a 12/3 .33 $2,937 a, Conduct Agency Vital Materials Program. .33 $ 2,937
33 %2, S I )
P LA st T4 Pl S . X4,
3. RECOHDS MATNTENANCE
13/2 gg sz,ggg a. (Project). Install subject-numeric f£iling systems. 2,00 $17,l01
o -
25X1A%9a 12/2 A-00 5,530 b. (Project) Complete 7 shelf file ingballations and explore
- g}/& 787 873 potential of 10 others. 67 ki, k1B
/2 - 67 h m €. Beview requisitions for filing supplies and equiptents
9/1 1,00 5,985 develop standards for specialiszed filing equipment and
systems. 1.37 9,0h9

de (Project} Develop a standard filing system for

Intelligence Analystas 50 hy875
e. {Project) Standardize and simplify beadquarters mail
. registry and document control systems. 0 o
TOTALS B m. ;
.
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RECORDS MANAGEMENY ST,  «{ENDnw TEAR 1959 PROGRAM (CONTINUED)

PROJECTS AND CONTINUIRG ASSIGNMENTS
‘TITIE

ence style

GRADE €OST OF FUNCTL
AND STEP ! SAIX?II
13/2 1.00 $10,130 a
12/3 Boo: 8:810 Design new and revised forms.
1.00 0 .
llgg l‘gg E:ggg b gng; lf'eqni!:eman‘bs for reprinting and restocking
173 1.00 73510 urrency to provid
. . €. Analyze forms usage and ¢ to
/1 1.00 7,030 indexes of controlled forms, and to alimin:tgp;bt:;g:ttz
- s forms.

T0%ALS “____,____SEEEER

= 4
13/2 s -
22 .05 8 ©ob & Conduct Agency Reports Management Progran-

f———a s
13/2 +05 $ 508 a. Conduct Agency Correspondenee Management Program.

b. Esgtablish and chair a headquarters correspond
board, to review recommendations for government wide
style standards being developed by Gensral Services
~ Administration.
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FUBCTION AND GRADE
PERSONNEL ARD STEP
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RECORDS MANAGEMENT STAFF GAI.K!DAB TEAR 1959 PROGRAM (comm)

COST OF FUNCTION
HAN YEARS SALARY

7+ ADMINISTHATION

25X1A%9a

1.00 $12, 970

]
«50 k,165
o 3,00,
1.00 k940
1.00 3,755

PSS 0 1

19:00 815,686
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PROJECTS AND COWTINUING ASST GNMENTS

e

b

Ce

de

Be
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TITLE

Direct: the Agency Records Management Progran,

Program development to inelnde: Workshops,
exhibits, Pile Cleanup Campaign, training for
staff and line Records Officers, handbooks and
promotional releases.

Provide staff assgistance to the Chief, Records
Hanagement Staff.

Provide liaison with Records Qenter on telephone
requests for records retired to ihe Center
{Beadquarters-wide service).

Provide general administrative and clsrieal support
(stsnograp&ﬁe, typing; filing, T & A, mail control,
etej.

Prepare Management Staff budget, Maintain budget accoumt-
ing reconds, conduct charity and blood donor drives,
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MANSYEARS  SALARLES
1.00 $13,970
1.00 95230

‘15 1:519
8] 1,926
1.55 6,769
.bo 3’0&

L 7L I 5N
19.00 155,686



