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10 July 1970

MEMORANDUM FOR: Chief, Support Services Staff
THROUGH : Deputy Chief, Support Services Staff

SUBJECT : Records Information System

1. I believe there are three reasons for continuing
and extending the punched card application| | STATINTL
originally developed for DD/ST. It will provide for the
first time an Agency-wide data base containing detailed
information about on hand records, and files which can
be used to: (1) provide input to a Records System
analysis and design effort; (2) test the notion that
effective management and control can be exercised through
a centralized data base; and (3) provide a basis for
developing records creation and storage policies.

2. Systems Analysis and Design

There has to be a dgstinction made between a
"Records System'" and a ""Records information system'.
The former is concerned with the creation of records, on
hand storage and use and disposition. The latter is
concerned with building and maintaining a data base
which describes the material flowing through the records
system.

The Agency has a Records system. It has problems.

We don't really know enough about the system to solve its
problems. Hence the need for the Records Information
System. The punched card application is available and it
seems to address the right items. If unnecessary data is
being collected or necessary data is being missed then
modifications should be made. The Records Administration

eople will have to make those determinations. In any
event 1t seems an easy way to develop the data base
required for the information system.
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Management and Control

Inability to manage a decentralized program from a
centralized location has been a long-term aggravation to
those responsible for records management. Alternativeg
organizational solutions have not been accepted, so some
alternative to an organizational solution is needed.

The development of a detailed data base with broad
Coverage. should have. the potential for providing a non-
organizat1ona1wal;ernatlve.

The Agency Records officer would be the user of the
Agency data base. His use of the data base will depend
on his immediate purpose but he should be able to review
status, project and analyze trends, identify problems and
their source(s) and offer advice and guidance from a
position of strength. _His position of strength derives
from posessing detailed facts. His advice and guidance
should be less academic and abstract because he knows
more about the problem at hand.

Records creation and storage policy

The capability for developing policy follows logically
from the capability for establishing management and control.
The possession of an information base can be used to
develop policy in the same way it is used to develop a
management and control mechanism.

3. Some hesitancy has been expressed about adopting
the punched card application. The accuracy of the data,
the coding structures being used and the necessity for
using punched cards (or any other form of automation) are
three of the expressed reservations.

R'A ] 134,V
dation should be the first use of f the da;g basg Compar-
isons between the Office im inventories, the Office records
schedules, and related records center data should develop
some clues indicating where the inaccuracies are. On the
spot investigation and follow-up should indicate why the
inaccuracies occurred and what should be done to elimi-
nate them.

Coding structures are a more difficult problem.
Codes can be added or the coding structure can be
collapsed rather easily. Problems begin to occur if the
coded items in the file have to be split between 2 or

more new coding categories. The coding being used has
been reviewed and it should be reviewed again. This
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second review should concentrate on making certain that

the existing codes are homogeneous now and have a reasonable

likelihood of remaining so. New codes can be added or
existing codes combined with no problem so long as the
homogeneity of the existing codes is retained.

The necessity for using automation can be justified
from two points of view. First, it lends a little
glamour to the exercise. The inventory form (Form 138)
might well be redesigned to reflect its status as an
input document. Using punched cards should result in a
manpower savings by reducing the requirements for tabu-
lating and reporting inventory items. Careful watch
should be kept of manpower savings, if they don't
accrue the punched cards should be abandoned and manual
methods employed. _This application should pot be program-
Jed for a computer system.
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Here is the proposal to automate our records
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b It has been installed in DDS&T and
a couple © /1 offices (Inventory only).
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(9)

according
(10)
(11)

b. |

(1)
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Net accumulation in holdings 1y records
class and totals.

Volume of records on hand by physical form,
to records rctention class and totals.

Inventory of equipment by type.

Inventory of storage facilities.

Directorate -

Current Directorate volume of records on hand

by records retention class and totals.

(2)

retention

(3)

retention

(k)

retention

(5)

retention

(6)

retention

(7)

class and

(8)

retention

(9)

according
(10)

(11)

‘c. Archives and Records Centér -

(1)

v (2)

class and

Volume of records destroyed on site by records

class and totals.
Volume of records transgferred in by records
class and totals.
Volume of records transferred out by records
class and totals.

Volume of records retired by records

class and totals. B

Previous year volume on hand by records
class and total. :

Net increment in holdings by records retention
totals.

Net accumulation in holdings by records
class and totals. }

Volume of records on hand by physical form,
to records retention clas§ and tctals.

Inventory of equipment of type.

Inventory of storage facilities.

7

\
Accessions by records retention clgss ‘and totals.

-

Volume of records destroyed by records retention
totals. .

oo

SECREY
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(3)
class and

totals.
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Volume of records transferred out by retenflon

’ffﬂ) Volume of records transferred to the Agency
Archives Yy retention class and totals.

(5) Volume of records transferred to the historical
fil-s by 1ecords retention :lass and lotals.

-{(6) Previous year volume of records on hand by
records retention class and totals.

(7) DNet increment in holdings by records retention

class and

totals.

(8) Net accumulation in holdings by records retention

class and

totals.

(9) Inventory of records in retirement by phys ical
form, by records retention class and totals

(lO) Projected dispo

sition of records by records

.jretentlog class and totals by year.

'Til) Projected accessions by records retention. c]a%s
and totals by year.

!

P .

’712) Projected accumulation by records-fetention class

and totals

by year.

K2

~"(13) Projected overall Center space requirement by year.

d. Agency-wide -

(1)

retention

(2)

class and

(3)

retention

(4)

retention

(5)

class and

(6)

class and

Current volume of
type and totals.

Volume of
totals.

Volume of
class and

Volume of
class and

Volume of

totals.

Net
totals.

records

records
totals.

records
totals.

records

-3-

records on hand by records
destroyed by records retention
transferred in by records

transférred out By records

retired by records retention

1ncrement in holdings by record° retentlon

§ ik
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(7) Net accumulation by records ratention class and
totals.

(8) Volume of records by physical form by records
retention class and totals.

(9) Inventory of equipment by type.
(10) 1Inventory of storage facilities.
(11) Trends in records accumulation.

(12) Cost to house records in office space, current and L//
projected.

(13) Cost to house records in storage outside office
space, current and projected.

14) Cost to service records. (”//
( Gor)

(15) Equipment costs, current and projected.

(16) Projected space and equipment needs.

INPUT

4. Input will be punch cards containing data obtained from annual
inventories of records in active office space, from Archives and Records
Center accessions, and Archives and Records Center disposition activity.
This does not preclvde, however, input media of other types being

developed and installed at a later date, nor initially for that matter

if such media serves the system better. ' \

OUTPUT
5. Output will include, but is not necessarily limited to:
| a. Master data files.
b. Accessio? information.
c. Disposition information. -
d. Equipment inventories.
e. Space inventories.
f. Storage faeility'difectoriﬁsf

hye

SEGRET
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g. Records series subject comparison studies.

h. Office of record directories.

i. Retention requllcment standards comparlsons and
development.

j. Agency general records control schediles.
k. Cost ccmputations.
1. Space requirement projections.

- m. Record accumulation trend studies, as well as trend -
analysis of ipgcremental facturs;

n. Other data comparisons, analyses, and cqmputations
as reguired.
EXHIBITS
6. Charts:
a. CHART A - Records Inventory (TAB A)
b. CHART B - Records Inventgfy/Sub-Rputine (IAB B) ,

7. Inventory Form (Records Survey Work Sheet, Form 138) annotated
with respective unit data card fields. (TAB C)

8. Unit Record Formats:
a. Records Inventory (TAB D)
b. Archives and Recordss Center Accession Record (TAB E)

¢. Archives and Records Center Dispbsition Record (TAB F)

9. Unit Record Field/Code Labels:
\

]

a. Compogsite Contrcl Fields -

(1) Field B: Records Control Schedule Number (TAB G)

(2) Field D: Subject of Records Series (TAB H)

(3) Field F: Physical Form of Record$ (TAB I)

Apbroved For Release 2002/08/26 : CIA-RDP74-00390R000100160004-6




Approved For Release 2002/084s §2-RPP74-00390R000100160004-6

(4) Field G: Retention Class (TABJ)
b. Records Inventory -
(1) Field 2: Equipment Type (TAB\K)
(2) Field 3: Storage Type (TAB'L)
c. Archives and Records Center Accession Record -
\Field 77, Container Type (TABM)
d. Archives and Records Center Disposition Record -

Field 5: Type of Disposition (TAB\N) |
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8 (Cols. 73-7L4) - Volume Transferved to Archives
T 9 (Cols. 75-76) - Volume to Historical File
S% gl"ﬁl_a 10 (Cols. 77-80) - Card Sequence
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. FIEID D
SUBJ‘”CT OF RECORDS SERTES

ADMINISTRATION MANAGEMENT RECORDS

ANALYSITS WORKING (Reference) FILES

AUDIT RECORDS

BUDGET FILES

COMMIT1EE RECORDS (Bonrd & Panels)

COMMUNI CATIONS RECORDS

DIRECT1VES

EMPLOYEES BENEFITS AND SERVICES RECORDS
EXCHANGE RECORDS & DISSEMINATION & RELEASE .
FINANCE RECORDS (Vouchered) : L
HUMAN SOURCES o o P
INDEXES AND LISTINGS %
INSPECTOR GENERAL RECORDS
LEGAL FILES

LIAISON RECORDS

LIBRARY MATERIAL AND REFERENCE FILES
OPERAT.LONAL RECORDS .
PAYROLL AND LEAVE RECORDS )
PERSONAL RECORDS _ 4 Do
PERSONNEL RECORDS ' "

r ‘ .

" PRESENTATION RECORDS (Government Only)

PROCUREMENT RECORDS |
PROGRAM PRODUCT FILES - .
PUBLIC AFFAIRS AND RELATIONS S v
RAW INTELLIGENCE DATA o i
REAL ESTATE AND PROPERTY RECORDS
RECORDS MANAGEMENT FILES. I
RESEARCH & DEVELOPMENT REGORDS (Incl. Ext):
SECURITY RECORDS S f
SUPPLY RECORDS

TRAINING RECORDS

TRAVEL FILES

FINANCE COVERT

HISTORY RECORDS -

PERSONNEL MGT. RECORDS

CONTRIBUTGRS RECORDS TO INTELL RFPORTS
ADP RECORDS

£ 'M" Ty ET
S&,. »#ix.sﬁg:c g
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: PHYSICAL FORM OF RECORDS

[ APER RECORDS
MNICROFILM
MOTION'PICTURE»FILle
MAGNETIC TAPE

'PHOTOGRAPHS -AND/OR NEGATIVES
| TBM CARDS S

1
2

3

4 .

.5  SOUND RECORDINGS
.

1 _ |
8  3X5 & 5X8 CARD FILES
: .

. °+9 . COMBINATION
10 10°- 99 expansion :

i » .
1 A i
b .
i H ¥ .
L . — ;
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FIELD G
_ RECORDS RETENTLON CLASS

RECORDS INVENTORY

Code Label

0l PERMANENT - Hold indefinitely in Office of Record on g
current bzsis. '

02 PERMANENT - Cut off at end of 1 year, hold 1 year, and
retire to the Archives and Records Center. .

03 PERMANENT - Cut off at end of 1l year, hold 2 years, and
retire to the Archives and Records Center.

ol PERMANENT - Hold indefinitely in the Office of Record
until termination of active status plus 6 months, and

retire to the Archives and Records Center.

05 TEMPORARY - Destroy when superseded or transferréd, oY no
longer necded for reference.
06 TEMPORARY - Cut off at end of 1l year, hold for 1l year and
destroy.
0700 TEMPORARY - Hold indefinitely in Office of Record until Rk B J
/0 termination of active status plus 6 months. ; Screen .and ooy

transfer records to other files or offices as appropriate.

0800 " 7 TEMPORARY - Cut off at end of 1 year, hold for Ll year, and
!0 retire to the Archives and Records Center. Archives and
Records Center destroy after number of specified years.¥

* LCCESSION/DISPOSITION RECORD

Code Label
0 PERMANENT
1- 99 TEMPORARY - Number of years to be retained ié the

Archives and Records Center. = -

I

‘ 't':?'

. e B
AR I
q_‘f?l%:,‘uﬁ bi. &
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SECRET

* PIELD 2
TYPE OF EQUIPMENT
Code | Label
o1 h-Draver Safe File - Legal
02 4-Drawer Safe File - Letter
03 o-Drawer Safe File - Legal
oL 5-Drawer Safe File - Letter
05 v 5-Drawer File (Csbinet - Legal
E 06_ 5~-Drawer File Czbinet - Letter
o7 S5-Drawer File Cabinet - Card Safe
08 ' Kardex - 5 x 8
09 ' Power File :
10 - 999 " Ete. -

* This list is only an indication of the types of information
to be coded into this field. The field will permit the coding
of 999 different types of record maintenance equipment. This
coverage is premised as adequate.
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FIELD 3
TYPE OF STORAGE

This field is includad to provide tabulation of the types of
storage in which records are held, other than in conventional
record maintenance ejuipment. If, for instance, :records need
be held in safe files in a secure area, this fact would be
recorded in both fields 2 and'f‘ields)3.i  The tvpe of storage
used is shown below. ’

Code Lébel
1 . Vault area
2 » Szcure area
3 Secure storage area
b - 9 Ete.

Approved For Release 2002/08/26 : CIA-RDP74-00390R000100160004-6
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e ~ FIEID 7

T ACCESSTON RECORD

- TYPE OF CONTAINER

Standard Records Center Container

3 Recorcs Center Contziner
4, 5X8 Card pox
. m2p Hox

©. combination

T.. - 9 -expansion
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- Ze - T LI S .
i ] : §¥"}}§g ]
g'?%mgz i b

FIEID 5
TYPE OF DISPCOITION

1 Destroyed
2 Transferred Out
3 Transferred to Agency Archives
L Transferred to Historical Files
5 - 9 expansion
N .
seCREL
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T Py STATINT]
P 4 prrprisp
: 14;»/f/ pi} AlbeA e > )‘:€4Ar1é ¥ it
STATINTL~ Questions.- Proposal: % »&‘
.=~ ~— Clre ANY AP

I. Clarify input from Records Center on Accession and Disposition Activity

. %“4@,‘., /
A. What is source document? .
) m

B. Who prepares it?

C. Is it an add on to what we are now doing? -
D. Who punches cards on Records Center»accéssion and dispositions?

~ E. What is volume of activ‘ity on these items? | -
F. Any projection of manhours and work load. to maintain this part

of system?

STATINTL G. Doe: now have capability?

H. Is it consistant or compatible with what he now is doing?
Can paperwork and cards be prepared by depositors?

II. How Accurate is Information going into System?

Suspect that it may be far less than perfect! If so: we would
be using erroneous data bases to make decisions!
IIIZ. What is frequency of update?
_Annual on inventory?
A. What type and how do you get accession - disposition activity
STATINTL ; :linto Component and office runs? |
What frequency -~ monthly, quarterly, etc.
IV. Who will use this information?
For what purposes:
'{  For what decisions:
(i.e. what is significance of having precise inventory on component
basis of safes of record keeping equipment?) Would not OL property in

use records serve same purpose? -

A. LSD records
Approved For Release 2002/08/26 : CIA-RDP74-00390R000100160004-6
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. : ”//Zé) Net accumulation in holdlngo .y recordc
) retention class and totals.

(9) Volume of records on hand by physical form,
according to records retention class and totals.

(10) Inventory of equipment by type.
(ll) rnventory of storage facilities.
b. D1r°ccUrate .

(1) Current Directorate volume of records on hand
by records retention class and totals. '

(2) Volume of records destroyed on 31te by records
" retention clags and totals.

(3) Volume of records transferred in by records
retention class and totals.

(4) Volume of records transferred out by records
retention class and totals.

-

(5) Volume . of records retired by records
retention class and total° T L 4 |
(6)  Previous year volume on hand by records
retention class and total. 5
(7) Net 1ncrement in holdings by records retention

- - class and totals.

(8) Net accumulation in holdings by records "T:; '
retention class and totals. ; '

(9) Volume of records on hand by physical form, ' | S
- .according to records retention clasg and totals. '

(10) Inventory of equipment of type.
(il) Inventory of storage facilitiesf

_C:_ Archives and Records Centdy -~ !
. \ : _ '
~‘V/ll) Accessions by records retention clgss ‘and totals.

.
-

, V”(2) Volume of records destroyed by records retentlon
class and totals.

2.

CSECRET. ]
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(3) Vblﬁmeﬂdf records transferred out by retention
class and totals. . '

~fL) Volume of records transferred to the Agency
. Archives Yy retention class and totals.

'/655 Volume of records transferred to the historical
filas by records retention 2lass and ilotalg.

- “(6) Previous year volume of records on hand by
records retention class and totals.

(7) Net increment in holdings by records retention
class and totals.

(8) nNet accumulation in holdings by records retention
class and totals. : . .

(9) Inventory of records in retirement by physical
form, by records retention class and totals.

- 9710) Projected disposition of records by records
‘z;rgpFntiog class and totals by year.
“Til) Projected accessions by records retention. clasgs
and totals by year. : -
’112) ‘Projected accuﬁulation by records”}etention class
and totals by year.

7

»"(13) Projected overall Center space requirement by year.
d. Agency-wide -

(1) Current volume of records on hand by records
retention type and totals. -

- (2) Volume of records destroyed by records retention
class and totals. . ‘

_ (3) Volume of records transferred in by records
retention class and totals. .

(4) vVolume of records transférred out By records
retention class and totals. ’

(5) Volume of records retired by records retention .
class and totals. ) ‘ _ i

(6) Net increment in holdings by records retention !
class and totals. . ' Co. . ' :

3
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(7) Net accumulation by records rntention class and
totals. .

(8)‘ Volume of records by physical form by records
retention class and totals.

(9) Inventory of equipment by type.
(10) Inventory of storage facilities.
(11) Trends in records accumulation.

(12) Cost to house records in office Space, current and
Projected.

(13) Cost to house records in storage outside office
 space, current and projected.

(14) Ccost to service records.
(15) Equipment costs, current and projected. 

(16) - Projectea space and equipment needs.

INPUT

k. Input will be bunch cards containing date obtained from annual
inventories of records in active office space, from Archives and Records
Center accessions, and Archives and Records Center disposition” activity.
This does not precluvde, however, input media of other types. being
developed and installed at a later date, nor initially for that matter
if such media serves the system better, - \ .

ouTPUT

5. Qu#put wiil include, but is not necessarily limited to:
a. Master data files.

b. Accessio? information. :

¢. Disposition information. ~—

d. 'Equipment inventories. , , e

” e,

€. Space inventories.
f. Storage facility’directoriﬁé.

N

SECRET
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8. Records series subject comparison studies. -

h. Office of record directories.

i. Retention requirement standards compirisons and
 development. :

J+ Agency general records control»schedales.
k. Cost eccmputations.
1. Space requirement pfojections.

m. Record accumulation trend studies, as well as trend -
analys1s of ipcremental factors.

/

_ n. Other data comparisons, analyses, and computations
as requlred.

EXHIBITS

6. Charts:

_ 2. CHART A - Records Inventory (TAB A)
b. CHART B - Records Tnventory/Sub-Routine (TAB B)

7. Inventory Form (Recoras Survey Work Sheet, Form 138) amotated
with respective unit data card fields (TAB ¢) i “

8. Unit Record Formats:

&. Records Inventory (TAB D)

b. Archives and Recordsy Center Acce351on Record (TAB E)

c. Archlves and Records Center Dlsp031t10n Record (TAB F)

9. Unit Record Fleld/Code Labels:
\
a. Composite Control Pields -

(1) Field B: Records Control Schedule Number (TAB @)

(2) Field D: Subject of Records Series (TAB H)
(3) Field F: Physical Form of Recordsd (TAB 1)
| . Y
-5~

W‘?% i

(n‘fu
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’

ST T - (4) Field G: Retention Class (TAB ‘J) ‘
| o b.. Recoz;ds Inventory - ‘

(1) Field 2: Equipment Type (TAB'K) | ‘

(2) Field 3: Storage Type (TAB'L) :

c. . ~‘Archives and Records Center Accession Record - o :

\F:.eld 7%, Container Type (TABM) " | 4. :

'. d. " Archives and Records Center Disposition Record =

o Field 5: ‘Type of Disposition ('L‘AB\N)_J;

SECRET
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START

Convert

data to
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for punch

| !

; '/ Punch and
<::::§§§§:::::>GFW_____“ verify. Cards
\ . to be held ir
z '\ decks. v

wde . .
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hLC”RDS INVENTORI/SUB ROUTINE
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Ry (Vhon Fiiled In)
. - RECORDS SURVEY VORK SHECT o 2 (38-43) i
OFFICE, DIVISION, BRANCH. SECTION LOCATION
L Field A (1-10)
NAME OF FILE L CUSTODIAN . , -
" Field D_(25-27) . i Field B (11-18)/or Field ¢ (19-24) }
DESCRIPTION (Function of files, .value, frequency of use, lorm numbers end ' titlos, and other Ho-cripuvp data, ) )1 a
.\\/‘
115 F'ORM MAY BE US D FOR THE INITIAL INVENTORY OF RECORDS
HELD IN ACTIVE OFFICE SPACE. FROM THIS INVENTORY INPUT /
WOULD BE PREPARED FOR THE RECORDS INVENTORY/ACCESSION/
DISPOSITION DATA PROCESSING SYSTEM, THE NUMBERS IN THE
SEVERAL DATA BLOCKS ON THIS FORM REFER TO THE RESPECTIVE
DATA FIELDS IN THE RECORDS INV“N ORY PUNCH CARD.
P
FILING ARR.ANGEMENT INCLUSIVE DATES
Field L (L8- 52)
S12E oF X fLeaat ¥ |eerren OTHER (Specify) LINEAR FEET
RECORDS * 3" x 5" X 5" x g" * Field » (33 310 . -Fld-5<53~58
FOUIPMENT OCCUP{ED % |sare % |casiner OTHER (Specily) . NO. OF DRAWERS
BY RECORDS ¥% fieeat X, |LETTER . *¥% ! ¥ :
KEMAnKs ¥ Ficld 2 (Wh-LG) : -
x* "Field 3 (Ll7) ’
) .
og’!) uved*Fur“Release' 2602/08426-~CGlA-RDRZ4-00390R000100160004-6 . _ |

FORM HO. 138 REPLACES F
t sgEp 55 WHICH MAY BE USCD

SECRET o S (43 50)
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