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18 July 1972

MEMORANDUM FOR: Executive Director-Comptroller

SUBJECT ! Semi~Annual Report of Records Management Board--Final

1. This report is for your information only.

2, During these final eix months this original Records Management
Board, of the senior Records Officers representing each Directorate, has
continued to focus its primary attention in two areas: (a) the reduction
of records volumes and (b) the strengthening of microfilm activities in
the Directorates.

3. The efforts to control the records volume resulted in our
concluding the fourth consecutive fiscal year with a net reduction in
the Records Center, During FY 1972 the Center accessioned 7,832 cubic
feet and destroyed or transferred 7,903 feet for a net volume decrease
of 71 cubic feet. Since the Board was created in July 1968 its Records
Purge effort resulted in the removal of 69,297 feet from the Records
Center which 1s 66% of the volume on hand initially. (This complied
with Col. White's request to dispose of half the Center's holdings.)
During that same 1968-1972 period 55,376 feet of new records were
accessioned. We now conclude the Purge of the records in storage with
an overall net volume reduction of 13,921 feet.

4. Other accomplishments related to the volume control include:

2. In our 30 April 1969 report this Board recommended = 1ATIMTL
installing motorized shelving to increase the capacity of
the Records Center. In May 1972 this project was completed
for a net increase of 29,098 feet 1in the Center's shelf

capacity. We also acquired and
converted it for another 13, feet of records gtorage
capacity.

b. In our efforts to establish the Agency Archives this
Board developed ad hoc procedures and deposits which can be
fully absorbed into the new formalized Archives.

¢. More than half the Agency Retention Plans for Archival
records have been completed in this reporting period. These
Plans identify the permanent records and the specific "Offices
of Record” responsible for them. Retention Plans for each of
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the offices in the DCI area as well as in the Support and
Science and Technology Directorates are complete., All but
two offices in the DPI are complete. The Plans Directorate
is developing a system to automate its office of record and
retention listings.

d. Agencywide the Component Records Officers have
accepted the Board's plan to limit the annual net growth
at the Records Center. The first year just concluded is
well below the net 1,000-foot Directorate targets. A
monthly report of wolume gains and losses monitors the
volume flow and provides advance warning of adverse growth
trends,

€. The Board continued work with Records Officers to
tighten the file retentlon time periods in components of
the Agency. 1In this reporting period the Control Schedules
for more than 700 different office files in 22 components
have been revised. Since the Board was established in 1968
some 2,280 scheduled file items were reviewed and revised as
part of the purge effort.

f. To ensure control of records volumes on the office
side of the storage problem, requisitions for file equipment
have been reviewed, In this reporting period justifications
were screened on requests for 161 pieces of file equipment
valued at more than $100,000 and evaluations made on 10 re-
quests for secure areas.

5. Another major recommendation in the Board's 30 April 1969

report was for the Agency to emwbark on a massive microfilm campalgn.

The Board members have s

The growing results were summarized in the Board's special report to

you on 5 November 1971 and in our last Semi-
In this reporting period the microfilm campalgn had these additions:

1972.

a. The DDP has upgraded its Microfilm Seetion to a STATINTL

Branch st#tus because of the Increasing requirement for
microphotography. A TDY team is in purging files

in preparation for the introduction of a microfiche system.
A RMO Development Complement has been established in the
DDP to train new Records Officers in microfilm aystensg

and other elements of the Records Program,

b. 1In DDS the conversion of files to microfilm con-
tinues teo eliminate hundreds of feet of records in the
Offices of Finance, Communications, and Training. Pilot
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projects are underway to test microfilm applications in
the Security and Medlcal files, The Cable Secretariat
transfer from DCI to Office of Communications involved a
much reduced volume of records because of the 600 feet of
Cables Files converted to microfilm these past two years.
The Support Sexvices Staff continues to furnish microfilm
systems training Agencywlde, review equlipment and systems
requests, and has plans to enlarge its Microfilm Branch.
Four new computer output microfilm (COM) systems were
started in this period. The Data Management Center
reported 15 COM systems at present.

¢+ The DDS&T reported a new microfilm camera purchase
and continued filming progress in FMSAC and ORD on the
taelemetyy and R&D files. Other agencies in the Intelligence
Community are examining the FMSAC concept for microfilming
telemetry analogs.

6. The fourth item recommended in the Board's report of 30 April
1969 was for increased top management support of the overall Records
Program and senior officer involvement 1n the selection of qualified
Records Officers to implement the Program in the components. Our Board
members anticipate that the new senior offlcer Records Management Board
and your new Special Assistant for Information Control will help to
satisfy that proposal.

7. Having successfully completed our charter assigmment to reduce
the volume in the Records Center as well as to develop additional Records,
Program improvements this Board closes its books wishing the new Board «
well with the unending, ever-incressing challenges of Information and ¥

Records Control. <§
N
A3
Chairman
CIA Records Management Board
o TATIMTL

-
a——
=
Ly
tn
[wel
per
——
-
Lo
[P ]

.. -3 _
/
Approved For Release 2001/03/02 : CIA-RDP73-00099A000200150002-0 [




t
Approvdt E 5®§%EW¥%E*%RDET@B?MMM1SOOOZ -0
UNCLASSIFIED CONFIDENTIAL SECRET
. OFTICIAL ROUTI‘JG SLIP '
S TATINTL i
TO DATE INITIALS t
1
2
s L
|
6
ACTION DIRECT REPLY PREPARE REPLY
APPROYAL DISPATCH RECOMMENDATION :
COMMENT FILE RETURN :
CONCURRENCE INFORMATION SIGNATURE :
Remarksi\;/@‘ﬂJ}Q
{/ ™~ FoLD HERE/fO RETURN TO SENDER ‘
FROM: NAME, ADZRE DATE | STATINTL
Taxeeutive Divsclor 21 UL 9 |
Approvgd_ﬂg_:‘&g_;;l@gﬁ@@%ﬂ03 _ 9ALa0e200150002-0

FOAM MO, Yy i itions (40)
Gl 237 se previous edition



-

ApproMe¥Fer

STATINTL

STATINTL

Approve

{ D,
UNCLASSIFIED CONF ALY 00150002-0
OFFICIAL ROUTING SLIP
T NAME AND ADDRESS DATE INITIALS
1
6
ACTION DIRECT REPLY PREPARE REPLY
APPROVAL DISPATCH RECOMMENDATION
COMMENT FILE RETURN
CONCURRENCE INFORMATION SIGNATURE
Remarks:
1 am forvarding for your inforustion the
comments we have received &8 & vasult of
the Bosrd’s finsl report to the EX-DIR.
FOLD HERE TO RETURN TO SENDER
FROM: NAME, ADDRESS AND PHONE NO. DATE
Secratary to the Board ¥ Mg 72
Jr Releasei@e01/03/0R ¢ -donda ABEFI04150002-0
FORM N0. 937 Use previous editions (40)

+



SENDER WILL CHECK Cl A

| UNCLASSIFIED

-
l BIERIRRYBIEE RN11p3(02 : CIA-ROETE:

FACATION TOP AND BOTTOM

R "UNCLASSIFIED SECRET
OFFICIAL ROUTIN 5 o
STATINTL G SLIP . OFFICIAL ROUTING SLIP
TO 4 y
1 DATE INITIALS TO NAME.r NI ADDRESS DATE INITIALS
\ AN & )
4 JUL 1972 1 |Executive girector 1/9a /ﬂ
R / '/ﬁﬂjﬂ&“’w‘/ﬁf‘{ 2 | SA/Information Control 9}!}'7 2 /Lf/?‘C
8 2| AUG 1977 z;gz/;
4 0 42 ;7‘4&/’ S Lt fl LA ,,;ii,_j
free ’
s AL
5 734)‘2 ) mré -
61 .
6
ACTION DIRECT REPLY PREPARE_REPLY
SoENT DpaTeY HECOMNENDATION PPROVEL -1 TEcoumiowon
OMMENT FILE RETURN COMMERT FILE RETURN
COMCURTENCE SHEEMATION HENATURE CONCURRENCE IHFORMATION SIGNATURE
Remarksy
Remarks:
‘ Bill:
Forwarded is the last act of the old Records
{ Management Board., By perseverance and sheer
survival, the Board was able to achieve some
M — - goals. Considering its handicaps, the Board
probably can be considered a success. As a whole
I think the Agency got more from it than we put
2R into it.
~ A * t ’Q X
}J STATINTL
STAT'NTL U TR HERE/FO =TUaN T E TO RETURN TO SENDER
FROM: NAME. ADZRI
DRESS AND PHONE NQ. DATE
L Faecutive Divectol
i A/Information Control [19 Jul 72
UNCLASSIFIE M ano-_A
L sten ] 02 : CIA-RD 02-QCoNFIDENTIAL | STCRET

g v 937

Use previous editions

Fowe N0, 37

Use previous editions ’

(40)



