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SUEJECT: Vital Materials Progran

L]

1. Nature of Program.

. The pressreation in ar smergency of ey documents and records
; .sl o continued soarations is & matter of stmost concern %o the
L Jt‘ficae Awuﬁi&wiy 1b 15 2 maponsibﬂltv of w.h mxnber of

{27 Maintalola: 4 regerwvs of squipment needad for conbtimed
cperations, aml '

{3} Having a+ theindispossl, & sbtorage place for wital
ratorials.

‘ ¢ lpder the pressnt plan, faxilities for storing and, whars neces-
_ sary, reproducing wlital docussnis are \weadily availsble Lo the Personns?
Orfies ., ‘

..-ﬂ
Ex O #;;3 7-53 ,
. The ¥ £ has recensly complated a cfongiree

bensive survey of the F!U:na} Motorials szgr as 1t releten o the
Ferponnel Offics. The rosults of this sorvvey Nndloate o need for:

{1} Uvrienting wembers of ths Farsoons
penaral regquirensnbs of the progrem, and

27 Instituting workable schedulss for del
srgd mainteining review of material spplicable ‘o
P AR -

(ffice am to the

iring. processinag,
She Vital Matariais

Selection Critaria

8- In reference o varagraph 1 b (1), 3 set of aritarik havs been a8
tabdished, Thawe arve not intemdsd to be stricily Iimiting in Respect to
gpecific meterial, but ave dealgned ¢ servs as a pulde for delexrdning what
parsormel wmeterials are wital in terme of this provsam. They arel\as followss

{3} BRecords sssential to the idendifivation of CIa perestne.
insinding position title and office asngignment)
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' {2) Dlaterial relabing to basic qualificamm of Agancy employess

{3) Hatexrisl defining essential organisational stiucture of
ths Parsonnel Offica

{k) Basiec procedural material
{5) Rosters of possible reserva persomwl

{6) Material considered vital from a research or histaiesl
viswpoint,

bo ¥n sealecting dooumenits and racords consideration is also g‘i:mn to
other factors such as the form of materis) best suited for depoail and the
utility of the data fyrom a2 eurrent standpoint,

3. Adwinistration of Progrem

8, Administrative responeibility for ths Vital Meterials Program
in the Persommsl 0ffices has beaen vested with the Resesrch and Plamming Staff.
The atiached schedule, basad on the yvesulis of ths survsy conductod by &P,
indicates the materials %o be inclvded in the Vital Materizls Program,
Depesits will be made through the Ressarch and Plamming Staff or with
advico to the latier as indicated,

b, In accordance with the cxiberis statsed im paragraph 2 and the
generzl purpcsse of the urogram, eash Division and Staff will help in
maintaining surveilisnce over axisting or devaloping materisl and 2id ia
deciding whether such date should be included in the Vital Materiais Progrein.
To accomplish this purpose. the fellowing steny ave Lo be tuken:

{1) An individval will be designated by each Division and Siaff
Chief to act as Vital Malterials Rspreseniative and the name of the
decignes reported %o the Research and Plamning Stei?, This individual
should have & thorough femiliariity with ihe operations of his Division
and hawva artensive imowledge of documenis end recorss which relate o
these operations.

- (2) The Vital Materials Representative will have the responsi-
bility for a contirming review of materisol which might be considerud
as wital in mature. I¥ such material is uncovered; a memorandum will
be addressed to tha Research and Plandng Staff indiceting the nature
of tha dats; the amount of material :!mrolveds and ths probable reazons
for considering the mstewxial vital.
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