. Mﬁpproved For Release 2001/08/08 : CtA-RDP78-04007A000800020004-8

50} z \

26 Merch 19462

MIDIORANDUM YOR: Chief, Investigations Divislion .
Chief, Sesurity Records Division.

SUBJECT : The Sacurity Inodox

.-

1. AL our nost recent nesting of the Folicy Cammittee on Autanation,
ve sgrecd to have o study made of the policies, or lack of policies, on
tha Security Index.
25X 1A% 2. e -m to be asksd to lock into this and veport back to
¢/ID for subsequeni reporting by C/1D to th: Commiites. without intend-
ing to altax the piroposed approech to the problem or the pressntation of
the proposed solusion, X thought that I would put down o papar sau?
thoughts that I had on the subjlect. Thess axe contained in the sttached
draft wiilch you aey oOr m&y not find useful as & starting point.
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JUBJECT: Thz Security Inda

1. YQhe purpuse of this paper is to sal forih the polician govarning
the cddition to, maintonanco of, end deleticn from tha master sacurity
indax and, to the cxtent that thsy are an integrel part of such palicles,
coriain of the procedures to be followed by the various camponents of the
offica.

2. Clarification of these policiss is made mancatory by the caming
of eutonated syotems of alding to snd rotrieving fram our index. Lven if
tho systiama were not cutcamatad, the preeulgation of walform policiss
regaxding the index would bs necesaary in ordsr 4o pormit us tos

&. rewove {rou the index entries which duplicats or
wilch are mads unnscassary by other entrias;

b. remove {ram the index sniries which are filed
under titles against which & meaningiul ssarch
cowdd not or pormally would not be made;

c. Tamove fras the index entries which ave of little
or 1o Jutwe valug.

3. At the game time ey wo remove froaa the index those entries which
fall in the cetegorios mentionad in Paragraph 2, ve must provide for
ordsrly additions to the index. Nsw entries to the index cust ba made by
Judguent selectiocn againat er within the faliowing oriteria;

&. enirize into the index should not duplicate any other
iadex vhich 18 reedily searehad unhu the infoxwation
falls within one of tha othar categcrias wantioneds

L. it 1o not poesible nor would it be wortlwhilo to infex
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c. material going into the Master Index should bz of
ganaral long-teim interest and not of intarest to a
single office ewmponent or of conly short-tairm interest;

4. nmaetorial going into the Mester Imndex must go in undor an
entry nune against vhich subssqguant searches wilil de
niade; and

e. mnatarial going into tha Master Indax should be meaningful,
identifieble, and useful on retrieval.

L. To avold having unnaecessary entries in the index, the adoption of
thy following rules {8 noCas3Ary!

a. reference cerds will not be flled in tho indax if &
subject card alreedy exists on the subject of the
roefarance c&xd;

b. inasmch as our retrieval system calls for the
pulling of a file, cnly cus refarence card should
ba filed on any titls if the referencas are to the
same Pile even though ths raoferences are contained
in different reports or in different pages of the
sanae raport. (In thess gases the individual refarence
cards leading to vericus dosuments should be stapled
to a single sheat in ths dasic fils.)
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c. the limit oan veference cards on any title ghoulld ba

flexille snoug: to providas for the estabdlishing of a

sub act ile to hald those refsrence cands vhanavar

it ic fourd that the searching of the index and the

pulling of the riles axceads the work involved in

satting up such a fils.
b.  Ald profssgionals gt eccapt their slare of responsibility im
racunding in on? basic docuxnt &ll basic feots dsveloped throuvgch a record
seoren and flle roview in ordexr to avoid subsequent searches and xrassarah
ard analysis by another profassiocoal chee¥ing oo the same nara. This
document rust v2 written and referred to SRD in such a form as to parmit
revision of the index.
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