€ - omon AUDU Yo, 51-15

SUBRJECT Invgnuory of Documents, C0Z 11 ey 1951

1. The Personmel Director has divected thot an inventory be taken of
ALL documents in this Division ss of COB 11 Hay 1951,

2, This inventory will be taken beginning 8:3Q AM, Saturday, 12 lay 1051
and must be completed in time to furaish the Persomnel Director a copy of &
complete inventory by 8:30 AM, Monday, 14 ey 1951.

3, DBranch Chiefs W¢11 designate sufficient individuals to accomplish
this inventory. A form 1s provided, which will be typed in triplicate, with
tuc copies to be delivered to the Chief, PDC, wheon completed,

(l}

L, Deginning with the week ending 12:00 noon Friday, 18 May 1951, and
W Lly thereafter, a report will be nrepared on a form to be pr0v1cod,

the following:
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Ce The reasons why the action has been retained for the pericd
involved

56 . Thﬁs report will be submitied, in duplicate, to the Chief, PDC, 10t
loter thsn 3:00 PM each Feld: ‘

6. The inventory and weekly reports are desipned to expedite completion

of actions, Unjustified delays in processing of documents will receive the
perscenal attention of the Pevsommel Director,
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