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CIA ARCHIVES & RECORDS CENTER

5 December 1966

. STAT
MEMORANDUM FOR: Chief, Support Services Staff
THRU ¢ Chief, Records Administration Stafi
SUBJECT : Minimum T/O for the CIA Archives & Records Comter

l. In ansver to the obvious question from O/PFB - "Why doesn't
the CIA A&RC furnish the three employees needed at Suitland from its
- current T/0, since the volume (25,000 cu. ft.) of records will no
STAT longer be@ - the following is furnished:

A. Facts =~

(1) The CIA A&RC is now responsible for four major
functions:

(a) Operating the Archives for CIA & Predecessors.

(b) Operating the CIA Records Center for inactive
records.

(c) Operating the CIA Vital Records Repository.

(d) Providing storage and supplemental distribution
for all Finished Intelligence Publications » including maps.

(2) The A&RC, in effect. has not had an increase in T/0
STAT since

(3) The volume of records in the A&RC in April 1955 was
18,816 cu. ft.

(4) The volume of records now in the A&RC is 91,011 cu. ft.
(5) The average production standard for Federsl , State,
and private industry operated Records Centers is 5,335 actions

per man~year. The CIA A&RC production is 10,507 actions per
man-year.
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B.

Discussion -

(1) . A1l four major functions of the CIA A&RC will

remein after the move of approximately 25,000 cu. ft. of
Finished Intelligence Publications, maps, eand inactive records
to the Suitland Records Center. Also, with the exception of
the Vital Records program, the number of man-hours required to
carry out each function is constantly growing.

(a) The increasing emphasis being shown by all
directorates in the Agency to history writing is requir-
ing more man~hours of work in the Archives. Also, in
order to prevent duplication and sometimes triplication
of records, it has been necessary to pull to-gether in
Archival arrangement the program products of the various
areas. It is anticipated that as the Agency grows older,
the interest in its history and Archival records will be-
come greater rather than smaller. There is an immediate
need for three additional persons in the A&RC to work with
the one person now assigned to this funection.

(b) The need to operate the CIA Records Center for
inactive records will continue for &8 long as it is neces-
sary to protect the sources of intelligence. Experience
has shown that the volume of inactive records has grown
along with the mission, functions, and expanding programs
of the Agency.

(c) The volume Oof Vital Records has remained approx
imately the same over the past few years. It is antici-

pated that this condition will continue.

(d) The volume of Finished Intelligence Publica-
tions and maps is now 19,345 cu. ft. Aproximatel7 98%
by volume is classified "Secret" or below and will be
moved to Suitland. The remasining 2% by volume will re-

main in the CIA AXRC since it carries a higher classifi-
cations Although 98% by volume will be moved, only

approximately 80% by publication, for exsmple - NPIC/FR,
ORR/EIC, OBI/NIS, 0SI/SI, and OCR/BA, etc. will be moved.
The 20% by publication that will remain have all cate-
gories of special clearance requirements including code-
word sensitivity indicators. The procedures for receiv-
ing, controlling, servicing anddestroying this 20% by
publication requires approximately as many man-hours as
does the remaining 80%.
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2) In April 1955, at the time of the CIA A&RC's move
the following T/O's were in effect:

STAT

Records Center
Vital Records
Couriers

TOTAL

In March 1958, the two couriers were transferred from the
Administration Services Division[:::]to the Records Center STAT
T/0. In April 1959, the operation and T/O of the Vital

Records program was consolidated with the Records Center pro-
gram. However, the position of Chief, Services Division STAT
was vacated and the incumbent transferred back to Headquarters,
since it was determined that the Chief, CIA/A&RC could perform
both functions. In August 1963 the courier function and corres-
ponding T/O positions were transferred and consolidated with

the Headquarters mail and courier functions in the Office of
Logistics. This resulted in the current T/0 strength and
in effect reduced the overall Agency T/O by one with the con=-
solidation of the two programs.

(3) In April 1955 the breakdown of the 18,816 cu. ft.
by category was 10,019 cu. ft. Finished and Raw Intelligence
Publications and 8,797 cu. ft. inective records.

(4) The breakdown of the current volume of 91,011 cu. ft.
in the AZRC is as follows: 19,345 cu. ft. Finished Intelligence
Publications and maps; 59,128 cu. ft. inactive records; 9,085
cu. £t. Vital Records; and 3,453 cu. ft. Archives. After the
approximately 25,000 cu. ft. are moved to Suitland Records
Center, the remaining 66,000 cu. ft. will breskdown as follows:
KOO cu. ft. Finished Intelligence Publications and maps; 53,®0
cu. ft. inactive records. Since it is not planned to move any
Vital Records or Archives, those volumes will not change. It
should be remembered that the move to Suitland will not begin
until May or June 1967 end will teke approximately one year
to complete. However, at the time the move starts, OL/PSD
will begin to deliver all "Secret" and below Finished Intell-
igence Publications and maps to Suitland. These will have to
be processed in, shelved, locator records prepared, and refer-
ence service furnished at the same time the 25,000 cu. ft. are

STAT being received from the ARC. Also, the volume of inactive,
Vital, and Archival records will be growing at the|  |A&RC.  STAT
The average net growth per month this fiscal year has been 564

-3~
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cu. f£t. inactive records, 79 cu. ft. Vital Records, and 9k

cu. £t. Archives. If the net growth continues at the same

rate between now and June 1967, the volume on hand will be

in excess of 71,000 cu. ft. Also, the processing and con-

trol over the 25,000 cu. ft. being moved to Suitlend over the

time period of one year will further complicate and increase
STAT the workload at the| |A&RC.

(5) Production standards for Records Center operations
are based upon the number of "actions" one person can perform
in one year. An "action" being any of the following:

One Cu. Ft. of records received.
One Cu. Ft. of records destroyed.
One reference furnished.

The average nuuber of actions for six Records Centers about
which we have information is 5,335 with no more than 5%
classified records. The CIA A&RC rate is 10,507. It should
be noted that 100% of the records in the CIA A&RC are se-
curity classified, and many of them require special control
procedures over and above the usual classified records be-
cause of the requirement to handle them through special chan-
nels. In addition to this, the CIA A&RC is responsible for
the CIA Vital Records Repository and for establishing and
maintaining the CIA and Predecessor Agency Archival Records.

C. Actions taken to Avoid an Increase in T/0 - It could appear
from the above discussion that the CIA A&RC has been over staffed
at times in the past. This is not the case and the following ex-
planation is how the CIA A&RC has been able to accept an ever in-
creasing worklcad without a corresponding increase in T/O:

(1) When the move| lwith only STAT
18,816 cu. ft. of records | | the A&RC was pro- STAT
viding supplemental distribution on approximately 400,000 raw
information reports with a growth rate of approximately 5,000
per month to be put in order and interfiled. The reference
rate amounted to approximately 22,000 pages a month reproduced.
This reference rate was steadily growing along with the number.
of copies on file even though OCR/LX had been in the process
of microfilming for the aperture card system since early 195hk.
Negotiations with OCR/LY personnel in December 1955 to have
them take over the workload in reference of the raw information
reports resulted in the discontinuance of this program in
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January 1956. As & result, the requirement to receive, put
in order, and interfile ended and the requirement to repro-
duce pages dropped from the 22,000 per month to 2,000 per
month and has since ended.

(2) The above gave some relief but the volume of records
on hand continued to grow. In 1957 the existing A&RC building
was beginning to fill and an addition to increase the capa-
city to its present size was started. This addition was com-
pleted in June 1958. The ORR/Map Library ran out of space
to store the reserve stock of Finished Maps in October 1958,
and the A&RC agreed to receive and service approximately
3,000 cu. ft. of these. (This has now grown to approxi-
mately 6,000 cu. ft., but the majority will be moved to Suit-
land.) Once again this new program plus the continuing
growth in volume caused the workload to increase until an in-
crease in T/0 was needed. Instead of increasing the T/O, how-
ever, the decision was made to consolidate the A&RC program
and the Vital Records program. This was done in April 1959
with a savings of one T/O slot to the Agency. By changing
the operating procedures for handling Vital Records, it was
possible for one person to receive, store, and provide refer-
ence on the Vital Records. This change released two employees
to other programs within the A&RC, and the need for an increase
in T/0 was postponed again.

(3) The next major time saver, as workload increased,
was the revision of Form 490, Records Center Service Request
in February 1962. The original Form 490 was a three part form.
The revised Form 490 is now a six part form designed in such a
way that when the requestor completes the form, he also com-
DPletes the charge-out card, the address label, and the courier
receipt for A&RC use. This one revision of a form saved the
AZRC approximately 12 man-hours per day. This savings in
men-hours made a substantial contribution to the A&RC's ability
to absorb over a 400% increase in reference service at the
time.

(4) A record is considered inactive when no more than one
reference per file drawer per month is made to it. It is on
this basis that inactive records are received into the A&RC.

In 1960-1961 all Hesdquarters offices were told to reduce
their records holdings prior to the move into the new building.
This resulted in one office retiring to the A&RC records that
were not truly inactive. In fact, a study over a period of
time showed this office had retired over 2,600 cu. ft. of
records that had a reference activity in excess of 20 refer-
ences per file drawer per month. When this high rate of

-5..'
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" reference had been proven, the office obtained additional
file space and took the 2,600 cu. ft. back in March and
April 1963.

(5) The ARC had been required, since July 1957, by
FDD to store the reserve stock of a Joint Publications
Research Service (a Federal Govermnment Contract Service)
publication. Since these publications are unclassified and
are for the use of anyone, it was decided that the Agency's
and especially the A&RC's interest could best be served if
JPRS would take back and store their publications. After
several months negotiations thru Headquarters offices, an
agreement was reached that allowed the A&RC to transfer, in
April and May 1963, approximately 2000 cu. ft. of these re-
ports. This not only released this space for reuse to store
Agency inactive records, but also saved the A&RC approxi-
mately 6 man=hours per day to help take care of the ever in-
creasing workload without an increase in T/O.

(6) 1In March 1958 the decision was made to transfer the
STAT AZRC organizationally back to Menagement Staff control and out
‘ under control where it had been since the move to
STAT Along with this transfer, the two courier
positions and personnel were transferred from dmin. STAT
Services Division to the A&RC T/O. This remained in effect
until 1 July 1963. At this time the A&RC was transferred or-
ganizationally back to the] =~ For budget purposes with no STAT
change in T/O except for one position that had been dropped
in October 1959 through Computer error. The A&RC had recom-
mended, in a survey report of the Agency Courier Service sub-
mitted in June 1962, that the two A&RC couriers and slots be
transferred to a centralized Headquarters courier service.
This was done in August 1963. In addition to the reduction of
the A&RC T/O by two positions, this transfer saved the A&RC
56 man days per year by eliminating the need to substitute
ASRC personnel to fill-in on the runs during the absence of
the regular couriers.

(7) The above data has been furnished to show how the
A&RC through its continuing management improvement programs
has been able to absorb & 500% increase in volume of records,
and a corresponding increase in workload, without any increase
in T/O. These management improvement programs are still be-
ing carried on. As an example, just two weeks ago, 15 Novem-
ber 1966, a "dumb-waiter" between the first and second floors
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was installed. This was the result of a work measurement,
time study survey made of the servicing of requests by A&RC
personnel. It is anticipated that the installation of this
piece of equipment will save the A&RC approximately 30 men-
days per year.

(8) Even though all these accomplishments have been
realized in the past and the A&RC will continue to carry on
management improvement programs, the workload at the A&RC is
continuing to grow. In September 1965 the DD/S&T and in
September 1966 the DD/I offices, as a result of space and
filing equipment shortages, forced the A&RC to accept all the
special code word publications and records that had previously
been held in the producing offices. The volume of these
special records is small at present but is growing daily as
they are published. Even though the volume is small, the num-
ber of individusl publications and records that have to be
specially controlled and accounted for is large. The only way
the A&RC can meet this added requirement and workloed is to
transfer to Suitland the 25,000 cu. ft. of "Secret" and below
records and the corresponding workload. Even this will not
provide relief for more than one or two years if the special
code word type record continues to grow in the future as in
the recent past, and there is a continued increase of interest
in the Agency's history and Archival record.

D. Conclusion =-

(1) The A&RC must have, at once, three additional em-
ployees to operate the present facility[::::::]and the one to gTAT
be occupied in Suitland.

(2) Plans should be included now in the FY 1969 Budget
for another increase of two in T/O unless some unforseen change
can be made in the Government and Agency Records Administration
Program to reduce the volume of records being created.

STAT —

Chief, Archives & Records Center

i
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CIA ARCHIVES & RECORDS CENTER

MEMORANDUM FOR: Chief, Support Serviases Staff

THRU i Chisf, Records Admfafstration Stafi /;7/1,
b e

SUBJECT ¢ Minimm T/0 for the CIA Archives & Records Center

mmwmmmtmmo/m- "Why doesn't
thres employees needed at Suitland from
since the volume (25,000 cu. ft.) ef recards will noita

= the following is furnished:
Facts - ‘

(1) T™he CIA AznC '
N ) now responsible for four mmjor

(a) Operating the Archives for CIA & Piedocnsor:.

(bz Operating the CIA Records Center for insctive

(c) Operating the CIA Vital Records Repository.

(a) Providing storage and supplemental :
distribut
for all Finighed Intalligence Publications, mclud:mz ::;n.

'méa) mw,uwmmmmm:/o

, 18,81(.2)“?. :mm of records in the AMRC in April 1955 vas

(4) mavumotmasmmmmug,ouw. £5.
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B. Discussion -

(1) ALl four major funéticns of the CIA ASRC will
remaln after the move of approxfmately 25,000 cu. £t. of
Finished Intelligence Publisations, maps, and inactive records
to the Suitland Records Center. Also, with the exception of
the Vital Records program, the number ¢f man-hours required to
carry out each functfem i{s constantly growing.

(a) The increasing emphasis being shown by sll
directorates in the Ageney t0 history writing is requir-
ing mere man-hours of work in the Archives. Also, in
order to prevent duplication and scmetimes triplication
of records, it has been necessary to pull to-gether in
Archival srrangement the program produsts of the various
areas. It 1s sutieipated that as the Agensy grows older,
the interest in ite history and Archival records will be-
come greater rather than smaller. There is an izmediate
need for three additional perscns in the ASRC to vork with
the one person now sssigned to this fnetion, -

{b) The need to operate the GIA Records Center for
insctive records will continue for &8 long as it is neces
sary to protect the sources of intelligence. Experience
has shown that the volume of inactive reccrds has grown
along with the mission, functions, and expanding prograas
of the Agenoy. : :

(¢) The volume of Vital Records has remained appros
Lmately the same over the past few years. It is antici-
peted that this condition will continue.

(¢) The volume of Finished Intelligance Fublica-~
tions and maps is now 19,345 cu. £4. Aproximatel7 95%
by volume is classified "Secret" or below and will be
moved to Suftland. The remaining 2% by volume will re-
main in the CIA ALRC since it carries a higher classifi-
cations Although 98% by volume will be moved, ouly
approximataly 80% by publieation, for example - NPIC/FR,

10, GBI/NIS, OS81/SX, and OCR/BA, etc. will be moved.
The 20% by publication that will remain have all cate-
gories of special clearsnce requirements inecluding code-
word sensitivity indicators. The procedures for receiv-
ing, controlling, servicing anddestreying this 20% by
publicetion requires approximstely as mAany man-hours as
does the remaining 80%.
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e st

2) In April 1955, st the time of the CIA ALRC's move
25X1 the following i/o': vere in effect: ,

Records Center . . STAT
Vital Records
Courisrs

TOMAL

I/
both functims. In August 1963 the ecurier function and corres-
ponding T/0 positions vere tranaferred snd consolidated with
the Hesdgquarters meil

; 4 STAT
Logistics. This resulted in the eurrent T/0 strength
1n effect reduced the overall Agency T/0 by one with oon~
solidation of the two programs.

(3) mmumsmmw‘mm,&é cu. ft.
by category was 10,019 cu. £%. Finished and Rav Intelligence
Publicstions and 8,797 cu. £t. insctive records.

L) The breakiown of the gurrent velume of 91,011 cu. ft.
ﬁa;}hmuumuwsz B,SRSemﬂ.mmdmmnscn«
Publisations and maps; 59,120 ecu. ft. ismctive records; 9,085
cu. £t. Vital Reoards; and 3,453 eu. f£t. Archives. After the
approximstely 25,000 cu. £t. are moved to Suitland Reecrds
Center, the remaining 66,000 cu. 4. will breskdown as follows:
400 cu. £t. Finished Iatelligence Publications and maps; 53,00
cu. £t inective recerds. Since it is not planned O moOve any
Vitel Recards or Archives, thoss volumes will not change. I
should be remesbered that the move to Suitland will not begin
wtil May or June 1967 and will take epproximately one year
to canplete. m.umtmmm~mﬂ,&/m
mmww«m“m«;‘mmn‘wmwﬁ-
Wmmttmmmwmzm. These will bave to.
be processed in, shelved, loocator records prepared, and refer-
ence service furnished at the smme time the 25,000 cu. ft. are 051
being received from the  AMRC. Also, the volume of inactive,
Vital, and Archival reccrds vill bde growing at the|  [AMRC. 25X1
m.mmmememwmms&

- 3.
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cus ft. inactive recards, 79 cu. ft, Vital Recards, and Ok
cu. ft. Archives. X the net growth eentinues at the seame
rate betveen now and June 1967, the volwme on band will be
in excess of 71,000 ¢us ft. Also, the processing and con-
trol over the 25,000 qu. ft. being moved to Suitland over the
time period of one yesy will further complismte and increase
25XT the worklomd at the AN, |

(5) Production standards fer Records Center operations
are based upon the number of "setions” cne person can perform
in cne year. An "sction" being any of the following:

One Cu. Ft. of records received.
One Cu. Ft. of records destroyed.
One referense furnished.

The average mmber of actions for six Records Centers about
which we have infarmetion is 5,335 with no more than 5%
classified reeords. The CIA AMRC rate is 10,507. It should
be noted that 100% of the records in the CJA AARC are se-
curity classified, and many of them require special control
Procedures over and above the usual olassified records be-
cause of the requiremsnt to handle them through speeial chane
nels. In addition %o this, the CIA ASRC 1s responsidble for
the CIA Vital Records Repository and for establishing and
meintaining the CIA and Predecessor Agency Archival Records.

C. Actions taken to Avoid an Increase in T/0 - It could appear
from the above discussion thet the CIA AMRG has been over staffed
at times in the pest. This is not the case and the following ex-
Planation is how the IA ASRC has been able to accept an ever in-
oressing workload without a corresponding increase in 1/0:

(1) when the move| | with anly 25X1
18,816 cu. £t. of records and & T/0]  the AMRC was pro- STAT
viding supplemsntal distribution on approximately 400,000 rew
information reparts with a growth rate of approximately 5,000
per month to be put in order and interfiled. The reference
rete amounted to approximately 22,000 pages a month reproduced.

This reference rate wvas stesdily growing along with the number.
of copies on file even though OCR/LY hed been in the process
of microfilming for the aperture card system since early 195h.
Regotiations with OCR/LY personnel in Deecember 1955 to have
them take over the workloed in refersnce of the rav information
Teports resulted in the discontinuanee of this progream in
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&

Janusry 1956. As & yesult, the requiresent to receive, put
in order, and interfile euded and the requirement to repro-
duce pages drapped from the 22,000 per month to 2,000 per
month and has since ended.

(2) The above gave soms relief but the volume of records
on hend ecntinued to grow. In 1957 the existing ASRC bullding
%ﬁww%ﬁumumwmmm-
oit 6 present vas started. This addition was come
Pleted in June 1958, ‘The OFR/Map Library ren out of space
to store the reserve stock of Finished Maps in October 1958,
and the ALRC agresd to receive and servics approximately
3,000 cus ft. of thess. (This has now grown to approxi-
mulyﬁ,omm.n.,mmwmtywmumumv
land. w.wmhmmﬂmmmtm
growih in volume caused the worklosd to increase wmtil an in-
crsase in T/0 was needed. Instead of inereasing the T/0, how-
m,mmnsmmmummmummm
and the Vital Records progiwm. This ves dons in Ageil 1959
with & savings of cne T/0 slet to the Agenay. By changing
mmmmmmmumm, it vas
posaible for cne parsen to receive, store, and provide refer-
ence on the Vital Reoords. This chenge relsssed two employees
to other programs within the AARC, snd the need for an increase
in T/0 vas postponed again.

(3) The next majer time saver, as workload increased,
vas the revision of Farm 490, Records Center Service Request
in February 1962. The criginal Form 490 was & three part form.
The ravised Form 490 1s now & six part form designed in sush a
way that when the requestor completes the foom, he also con-
mmmm«tm,mm.m,mmm
receipt for AARC use. This one revisien of a form saved the
A&mwwmm-msmm.-ﬁuumgsm
man-hours made & substantial) contribution to the AGRC's ability
?j;bmbmra%%ukmfmmﬁenm

{4) A record 1s considered tnsctive when no wore then one
reference per file drawer per month is mede to it. It 1s on
this busis that inmctive records are received into the ASRC.
In 1960-1961 all Hesdgquarters offices were told to reduse
mummmgrmwmmmmmmmm.
m:nr:tmmmmmmmmummmmmt
were truly inastive. In fect & study over a periocd of
time showed this office had retired over 2,600 cu. ft. of
recards that bad a reference sotivity in excess of 20 refer-
ences per fils draver pexr month. When this high rate of

o
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veference had besn proven, thé office obtained additicnal
raesi;g;mmma,smeu. £5. back in March and

(5) “he AMBC had been required, since J’u:!.yb
FOD to store the reserve stoek of a’Joint m;zi;iahy
Research Sexrvice (s Federm)l Government Contreat Service)
publication. Since these p_mmzm are unclassified and

ma%mlgéﬁu reuse tore
. released this spmee for
::3:;3 émf-zw records, but nmmmmmpxx:-

¥ O man~hours psr day to help take oare of the ever in-
croasing woridoed without sa incresse tn 7/0. A

{6) mmnwsatmmnmmmwwum
Mwmmmwhmmutﬁwfmm‘ndwt
fram under| |aom mﬁmmmmmm
Adong this transfer, the two cour
positions and personnsl were tmarmtr& ter 25X1
Services Division toc the AMRC 7/0. This remat effect
until 1 July 1963. At this time the AARC was transferred or-
ganizationally beek to the é:bud@t purposes vith no 25X1

A that had been dropped
in Oetober 195 through Computer error. The AGRC had recom-
mm,masumyrmwmmycmmm-m
mitved in June 1962, that the two AMRC eamriers and slots be
transferred to a centralized Headquarters ecowrier service.
This vas dome in August 1963. In addition to the reduction of
the ALRC T/0 by two positioms, this trensfer saved the AARC
Asgé‘nmmgrmﬁﬁymmm:mm helicii

- runs
o pod oy ing the sbsence of

As an exanple, just tvo weeks 15 Kovea-
ber 1966, & "Ged-vaiter" hcw;cn the first m‘ﬁéwg £loors

~6~
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was installed. This ws the result of & work messurement,
time study survey made of the servising of requests by ALRC
personnel. It is antioipated that the installation of this
Pisce of equipment will save the ALRC approximately 30 man-
days per year. '

(8) Even though all these accomplisiments have been
realized in the past and the AMRC will contioue to earry on
management lmprovemmnt programs, the worklomd at the AARC is
continuing to grov. September 1965 the DD/S&T and in
September 1966 the ID/X offices, as a result of space and
Tiling equipment shortages, forced the AMRC to accept all the
special eods vord publications and records that had previously
been held in the producing offfees. The volume of these :
special records is small at present dut i{s growing daily as
they are published. Even though the volume is saall, the num-
ber of individual pidlications and resords that have to be
specially eantrolled and sccounted for is large. The only way
the AMRC can mset this added requiremsnt and warkloed is to
transfer to Suitland the 25,000 cu. ft. of “Secret” and delow
records and the corresponding vorklosd. Bven this will not
provide relief for movs than one or two years if the special
cods word type record eontinues to grow in the future as in
the recent past, and there is a continued incresse of interest
in the Ageney's history and Archivel recerd.

D. Conclusion -

o (1) c?‘ ASRC must have, at once, three additiomal em-
oyees operate thes present facility | M the one to 25X1
be occupled in Buitland.

() Plans should be included now in the FY 1969 Budget
for another incresse of two in T/0 wnless seme unforseen change
can be amde in the Government end Agenwy Records Administration
Program to reducs the volume of records being created.

~ 25X1

~ Chief, ‘Arehives & Recards Center
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