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ACTIVITY AND ACCOMPLISH}DL‘NT REPORT FOR FISCAL YEAR 1969

c -
OFFI E OF PERSONNEL b {1 JUL 1969

In sddition to maintaining lialson with the Records Administration

. Branch of the Support Services Steff, DIS and other Agency components
in. the operation of the Records Menagement Progrem for the Office of
Peraonnel, below is a workload report for the ending {iscal year.

Records Management

Beve malntained control of sll actjvities relating to the purge of
" Record Center holdings by those office with material stored there.
It 1o enticipated that all materdal scheduled for purging will be
screencd prior to the end of the present calendar year, When the
purge begen last August, 2,501 feet were on hand at the Records
Center. Holdings now stand at 1,855 feet which includes 198 feet
of new material deposited duaring the figeal year. Breakdown of
purge activity thus far is as follows:

Material not to be purged - 434 feet
Material returned to offices for purglng -~ 989 fect
Material yet to be purged ~ 902.5 feet
Material destroyed from purging . ~ b69.5 feet
Purged material returmed to Reeords Center - 396 feet

In conjunction with the purge, the possibility of microfilming certaln
inactive records vas consldered. However, it was found to be impractical.

\
During the fiscal year the rewrliting of sll record control schedules for
the Office of Personnzl was completed and now ell functions of the variocus -
divisions snd steffs as showa are current. N

At present work is being done on the establishment of office of record for
all OPF offices. Vhen completed it will alleviated all questions as to
responsible office. Records Administration Brench, 535 /0I5 will be fur-
nished a copy for information purposes in orxder to verify any duplication

. of effort vhich mey exist between the O0ffice of Personnel and other offices
of the DD/S.

Other records memagement dutics reuslned unchanged from previous reports.
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Vitsl Materinls -

Deposits since January have totslled 101.

In addition to the routine processing of all Office of Personnel
deposits, schedules for the Statistlcal Reporting Branch and the
Office of the Director of Personnel were recently revised to bring
them up to dste. All other schedules ere presently current.

-

~Forms Program

A forms survey was conducted in Aprill.
_ During the fiscal year Just ended -

38 forms were revised

15 forms were initlated

10 forms were mede oboolete
Activities relsting to the recsponsibility of réplenishing all forms,
including those of the Departuent of Defense as well as standard
forms for EOD and exit processing for which the Office of Personnel
is effice of primery interest, remained unchenged. Approximately
one-third of requisitions processed by P3D for the Olfice of Personnel
wvere for the replenishment of non-stocked personnel forms.

Printing Services Pequests Processed - 439 -

Continued uvnchenpged from previous years with speclal printings and
routine reprintings of such items as clerical and professional bro-
chures, material dcaling with fund drives, seminaors, Employee Actlv-
ity Association, and miscellencous material used as hendouts.

Recuests for Publications Processed through Librery Facillties - 116
Fo change from previous years.

fathorized all expenditures for publications purchased through Central
Reference Service.

Conducted annual survey of perlodicals provided specific offices.
- Reclpients contmched, listings updated as necessary and current require-
merss forvarded to the Library.

Pistribubtion Funetion

No change in the responsibility for disseminating all material recelved

within the 0ffico of Personnel for distribution, including publications
Tegoived from cuhside sources. -
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Continued to serve as Agency liaison point for procuring and dis-
tributing Civil Service Commlssion documents end other material
vhich is of Agency interest and on which information is received
in the capacity as Distribution Control Officer, Office of ’
Personnel. - When requested, verifies esccuracy of material on hand
‘used for reference purposes, inter-Agency as well as intra-Agency,
- and other informetion relating to the above.
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