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SECRET
Security Information

21 July 1953

MEMORANDUIM FORs Chief, General Services

SUBJECT Proposed Notice Mo|:| TRANSMISSION OF DOCUIENTS
AND ATTACIMENTS

1., Uhe subject Notice, which was submitted for autheantication on
6 July 1953, has been returned by the Acting Deputy Director (Administrae-
tion) witl: the following comment:

"I do not agree thet an Agency lotlee is the appropriote
wadlum for communicating thepe ingtruetions. Thisg
meberiel should be incorporated into the Ageneyts
Correspondence Manual.
2. Ve are therefore »eturaing the draft Hotice in order that you
way incorporate the material in the Correspondence Handbook which is
currently bedng developed by your office,

25X1A

Speclal Assistant 4o the
Deputy Pirector (Administration)

25X1A
Attachment
Proposed Kotice No, |:|

DL¥/w? = SA/DD/A

SECRET,

Security Information
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SECRET;

Securily Information

6 July 1953

MEMORANDUM FOR: Acting Deputy Director (Administration)

SUBJECT: Proposed Notice NoJ | TRANSMISSION OF DOCUMENTS
AND ATTACEMENTS 5X1A

1. There ls submitted herewith for approvel and authenticetion, &
25X1A  proposed Notice No.[ |, which calls attention to the proper use S
of staples on documents and envelopes,

2. This Notlece was proposed by the Chief, Genersl Services and
reflects the thought of an employece suggestion which was submitted to
the Incentive Awards Commitiee.

3. The Notice has not been disseminated for formal coordination
as such action does not appear to be necessary,

25X1A

Speciel Assistent to the
Deputy Director (Administretion)

Attechment

25X1A Propoeed Notice No,. |:|

DIM/mef - SA/DD/A

ce:  General Services

SECRET

Security Informatigp
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SECRET

NOTICE CORRESPONDENCE

NO. | Juiy 1953

TRANSMISSION OF DOCUMENTS AND ATTACHMENTS

1. The proper assembly and transmission of documents ond sttachments
can effect the cumuletive saving of many man hours of work, eliminate much
{rritation and minimize the risk of misdirected or misplaced docunments.
The simple rule should be to assemble and tranemlt documents for the
convenience of the recelver and user.

2, The pages of each pasic document should normally be fastened
together by the use of © single stavle and not by paper clips. Tgsentlal
attachments should generally be tabbed ani attached to the basic document
by a single additilonal steple., Steples sumuld clways be placed so +that the
entire file can be reusd without remov: x; the staples. The placement of
staples in the upper left corner will 1o addy be most sultable.

3, Copies of documents attached :-. ~..oval and retention by offices
of record should be assembled as unit~ voioadie LDam the original documents.
They should bear appropriate routinrg or wansmittel slips and be fastened

_behind the originel by paper clip to facllitete thelr reuoval.

4, When documents are forwarded in envelopes with courier recelpts
attached, care should be reken Lo ensure that the contents are not stapled
to the envelope.

5. Envelopes should not be sealed wilth gtaples but rather with the
approved glued seals avaellsble in supply rooms. Where the contents of the
envelope are bulky, scoteh tape may be used.

L. Ko WHITE
Acting Deputy Director
(Administration)

DISTRIBUTION: AB

SECRET
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18 May 1953

MEMORANDUM FOR: Chief of Administration, Deputy Director (Plans)
Chiel, General Services

SUBJECT: Agency Repulations - Category[ | Correspondence 25X1A
REFERENCES ¢ (1) Memo dtd 8 tay 1953 to the Speclel Assistant,
DD/A from Chief, General Services; Subject:
"Regulation M orrespondence”
(2) CIA Regulatios paragraph 22 25X1A
(3) Apenay Motiee

l. A review of the functional organization of CIA indicates that
the Offico of General Services has bpsic responsibility for the program
of records management in the Agency including the development and neine
tenance of a standard Agency correspondence systei,

2. To i‘u;;:;%; this responsibility, it will obviously be necessary
Yo publish botf%_ltgency Regulatlons and o Correspondence Handbook, It is
also clear that Lhe preparation of correspondence is closely related to
the preparatics and forwerding of dispatehes to the field (a function of
the Deputy Director (Plens),

3¢ In view of these interrelationshipsy; it is suggested that repre-
sentatives of FI/RI/Di/DDP and the Office of General Services/DDA be desige
nated to collaborate in the plamning of necessary Neadquerters and Field
Regulations and in the Integration of the material to be drafted by each
of the interested parties.

Lo If this is agreeable, I would like to arrange and attend the

indtisl confersnces Yo assist in planning the arrangement of material in
a manner consistent with the concept of Repgulations presently being developed.

25X1A

Special Aesistant to the
Deputy Mrector (Admin.,)

Enclosure - 1
Reference (1)

ce - Regulations Control Staff .
SoRET

Security Information

SA/DD/A:EDE:mes (18 May 53)
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SECRET

Socuri}y ln!ormaﬁon

13 May 1953

MEMORANDUM POR3 Chief, General Services
SUDJECT: Coxrespondence Symbols

1. The attachod file concerning the inclusion in Agency
Regulations of a listing of correspondence symbols is Porwarded
for your information,

2. Tn accordence with the werbal epproval of the Director
on 15 July 1952 and the recomuendation of DD/P dated 9 Jemuary
1953, 1t 1s suggested that = listing of current office gymbols
be prepared for inclusion in the Agency Correspondence Handbook,

25X1A

Speclal Assistant to the
Deputy Dircctor (Adwmin,)

Attachmentss

1. Mewo dtd 9 Jan 53 to Citef, O & ¥, from CAO/DD/P; Subject:
"Proposed Change in Designations of Agency Components"

2+ Memo 4atd 6 Jan 52 to CAO/DD/P, from Chief, O & M; Subject:
"Proposed Change in designations of Agency Componenta, 25X1A

3. DD/P Noties No.[ | General, dated 28 Ncvember 52.

4o Mamo did 15 July 52 to Chief, 0 & ¥, from ADD/A; Subjects
"Proposed Change in Designations of Agency Components®

‘5. Memo dtd 30 June 52, to ADD/A from Chief, O & M Subjscts
"Proposed Change in Designetlons of Agency

6. Memo dtd 30 June 52 to Chief, O & M, from 25X1A
and Subject: "Proposed Changes in lames of 25X1A
Agency Offices"; with 5 attachments”®
B
06 = DD/P= Admim HLEe

25x1A  Regulationg

AT
SA/DDA:BBR:mes (13 May 1953)

SECRET

Security Informagis;
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SECRET

Securily Infermation

8 May 1953

MEMORANDUM FOR: Special Assistant, Deputy Director (Adminis tration)

SUBJECT: Regulation Numbeq |- Correspondence 25X1A

1. Reference is made to your memorandum dated Ly May, same
subject, and our discussions of Friday, 8 Maye.

2, It is our understanding that you will arraige the necessary
meetings to clarify certain questions we have raised with respect
to the responsibility for the developmeni and maintenance of a
standard Agency correspondence system. The first question to be
clarified is where the basic responsibility lies for developing
and maintaining regulation both in Headquarters and in the Field
for the preparation and dispatch of pouch material.

3, We are now in the process of preparing a detailed outline 25X1A
of the topics we propose to present in the [ ] - correspondence.

25X1A

Chief, General Services Office

SECRET

Securily Information
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SECRET
Security Tidormiion 4 w 1953
MEMORANDUM FOR: Chief, General Services
SUBJECT: CategoryD Correspondencs 25X1A
REFERERCE CIA Notice No. 25X1A

25X1A

l. Category Das been established in the Ageney system
of Regulatory Issuances for "Correspondense". The referenced
notice indicetes that responsibility for the development and
maintenance of & standard Agency correspondence system hes been
assigned to the Records Services Division, General Services Office.
It is assumed, therefore, that ycur office will be responsible for
the preparation of the Correspondence section of Agency Regulations.

2, It is requested that your office prepare a detailed sub-

25X1A l_iqjl outline of the various topies you propose to present im the
8

eries together with estimated completion dates for each section
and the names of the individual who will specifically be assigned
to prepare the materisl. In this connection, your attention is
called to the probable nsed for one or more covert regulations on
subjects such as "Preparation and Forwarding of Dispatches to the
Fleld",

3. We believe this staff can be of assistance in organising

your materisl for maximm conformity with the revised system of
regulatory material being developed.

25X1A

Speoial Assistant to the
Deputy Director (Admin.)

SA/DDASEDE 1mes (4 May 19%3)

cc - Regulations Control Staff

\ ot
N

o R
securily Informatioi
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30 April 1953

MEMORANDUM FOR,
SUBJECT,

Chief, General Services
Fleld Mispateches

le In acoordanca provisions of raragraphs A
48 (6) and 5 g (5) of 1% is requested thpt the 25X1
Office of Goneral Se

GOS8 prepors a govart - ToBpondence 25X1A
regulation [Ji b

e 25X1A
2. The propoged regulation should incluge Procedures

to be followed 4n the preparation and dispateh of COrrospon..

dence {0 fielg installations eng assign responsibility for

the pouching of such eoTrespondence,

25X1A

4o It is further Tequested that the draft be
after working level collaboration, to

submd tted,
(Admintstration) » Fegulations Contyel

the Dsputy Director
Staff, by 1 Jupe 1953,

25X1A

Lomcial. dssiztant to the
Deputy Mrectopr (Admin, )

8A/DDA sGRTimos (30 April 1953)

eC ~ Regulationg Control Stare

SECRET

Security Informarfon’
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