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MENORANDUM FOR THE RECORD

)

29 Hovember 1957

SUBJECT: Procedures of CRR Administrative Btaff,
Records Management and Services Bectlon

I.

Procedure {or Activity)

Regquisitioning

Volume--40-60 requisitions/
month

a. Bon ndable items (not
requﬁﬁ %’E{Hcaﬁmf.

1. The requisitioning division
may call the RkS Section to deter-
mine whether any item can be ob-
tained from stock or whether it
mst be purchased. RLE determines

‘this from Building Supply Office

and Logistics catalogue.

2. Division prepares requisition
{f£. 88), sends to RS Section.

3. R&S Section logs in and re-
views the £. 88, may sttempt to
substitute items (with consent of
division).

L. It item costing over $10,
£. B8 is sent to Budget & Fiscel
Section for obligation of funds.

5. The f. 88 is logged out, goes
%o B.8.0. then to logistics. OfL
sends pink copy of f. 83 back to
RS, advising: delivery date.
RAS has been filing the pink f. 88
in a folder by ORR component.
{This is used only as a reference
in case RLB is asked about the
requisition). This procedure has
been discontinued.

Comments & Recommendstions

I. (a-c)

RA8 section is not in a strong
position to turn down requisitions;
however, it can perfurm a service
in sdviasing divisions regarding
avallability of items desired, or
substitution of other items. The
procedure of sending f. 88's for
expendsble items to R&E serves no
useful purpose; it simply adds an
edditional step to the usual pro-
cedire of a division contacting the
B.8.0. direatly.

Recommeniation: Discontinue prac-
tice of sending requisitions for
ndable items through R&S.
th agrees/.

Comment: There is a guestion re-
garding ebility of R&S to evaluate
requests for business mechines, in
visw of the incressing complexities
in elsctronic and mechanical equip-
ment.
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Procedure {or activity) Comments & Recommendations

I. Requisitioning (contimued)

6. Wuhen the item is delivered,
R&E meets the dslivery truck
and arranges entry intc the
building. BMS or the division
will sign a copy of the r. €8
as & receipt.

b. Business Machines

1. Division prepares . 88
and memo of Justifiestion.

2. R&S reviews, may survey
proposed utilisation of equip-
ment, mey suggest substitutions
or alternative methods. RAR
indorses and gends to BLP
Section for obligaticn of funds.

3+« B B8 & memo sent back to
RB&3 Section for logging.

b, P. 88 & memo next to Mgt/s
for approval.

5. PBrocedure then szme as above,
¢. Class A Puoniture

Procedure same &8 on business
machines, except that & obliga-
tion of funds 1s required, & r. 88
is WM b;' ﬁxief, ORR AMamin.
Staff.

In addition to the above, RA3 Sec.
occeasionally receives f. 88's for
expendable items from outlying

ONR componants (Map Iibrary, ete.).
Procedure same as la above.

4. Purchases d. In other DD/Y offices, the individ-
: ual responsible for meintaicing funds
1. Division prepares f. 88. scoounts is also responsible for insert-

ing into purchese £. 88's date re:
2. logged into R&S, which reviews prices, vendors, etec. This Information
for amout, price & suggested vendor, 4s now provided by a clerk in R&S Seetion.
& arranges to have such information  The Chief, R&S Section states that this
inserted. Reviews for unusual or funetion could be handled by BAF Section,

unnecassary purchase. : out that tentative CIA
quires & component Logistics 25X
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Procedure {or Activity) Comuents & Recommendations

Requisitioning fontinued} 4. {continued}

Office +to supply this information. In
3. F. 88 ment to B Section for view of the fact that & clerical now
funds obligation, dack to R&S Sec. handles this funection, there does not

for irdorsement. seem to be & walid objectlon to transe
fer to BaF.
L, Copy of F. 88 is filed by BAF
Sec,, remainder sent to B.8.0. Recommendation: B&F Section insert
) n £, ‘s ormation remice and
5. Procedure then same as for vendor.
supply.

¥F. 88's for purchase are reviewed by
R&S, then eent to BAF, then beck to

R&S for indorsement. Chief, RS saye
this 18 because he must indorse as &
last gtep, after determining availability
of funds. This reguires unnecessary
paper bandling. Irmm;mnotnuu-w
able, f. 88 could v&E processed in any
event. Since both R&S & BAF are part

of one staff, there appears toc be no
Justification for this /mpmedure.

m%tiom R&S reviev and indorse
f, 00's for purchases, send to B&F for

insertion of price and vendor of obli-
gation of funds, and then out to O/L.

e. Contracts (not ineluding e. RA&S Section is performing purely a
Consultents)  clerieal service in regard to contracts.
The sectlon is rarely involved in plan-
1. Yolume - 12 a yeer ning or developing contract projects, &
is therefore in & poor position to make
2. Divislons initiate either a a contribution. Questions (from O/L, for

Btaff Study or a Memorandum, BStaff example) are normally referred to the
studies are required for external AD's assistant, the Chief, Admin Steff or
resesrch contracts. AD's special the dlvision by R&& Section.

assistant reviews staff studies.

Memows are used for the development Recommondation: R&S Section be eliminated
of equipment and for submission < the contract initietion procedure.
occuring late in fimesl year. Eliminate the contract folder.

3. RaB checks for complete justifie
eation and requests clarifisation if
nNSCesBATY .

L. BaS prepares Foim 88, ghbligation
of funds by B&F and approval of Chief,
Admin required, submites to B.3.0.

5. Aoy guestions maised by L. 0. are
referred to RAS which then eontacts
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Contract {continued)

6. RAS maintains folders for
eontract background materiasl.
These are convenienge, rather
than official record folders.

Becordls Dispo eition

‘! peviLyene
R&S asslsts in selection of re-
tirement items, refers to Record

Sontrol Behedwle Item Number,
obtains retirement job. no. from
Resords ent Staff, reviews
shelf list, (required for BI
material) maintains Retirement
Reeord

b, F 31
1) % ORR, R&8 form

letter requests quarterly report
of destruction. ’These reports
are logged and tabulated by
eomponents. Interim reports
for some components ere alssc
moorded as received. Record
Control Schedule reviewed.

NG
(2) on files reburmed to Record
Center, R&S receives and acreens
destruction requests, checks with
originating office before authore
izing destruction, examines mater-
ial at Record Center or arranges
for recall if necessary to decide o
on destruction, econsults with
Beeords Management Staff if out-
slde Agencies are involved in

{3) After internal reorganiza-
tions, R&S recommends destruction
of duplicate material resulting

from change.
Records Maintenance

BiS makes recommendations re types

of £lling equipment, losstion of files,
{central vs. dispersed) organization
of files (Pemporary vs. permenent;
subject numerie filing),

II b,

Records Management Btaff requires
annual reports of destruction from
operating components. The OBRR re~-
quirement for quarterly reports is
uousual, however, it may be Justified
on grounds of volume, The interinm
reporte submitted by some components
appear to be excessive.

W Eliminate interim
reporting by divisions of records
destroyed.

Compent: Semi-annual reports would
require less work by R&8 Sec. and
wuld accomplish the same end.

RA8 18 6 to 9 months behind in recom-
wending destruction of duplieate
material resulting from material

ORR reorganizations. Elimination of
tasks of leseer importance (as recom-
mended throughout i paper) would
permit R&S to devotemre #me to the
more lmportant records mensgement work
to be done.
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Records Maintenance (continued)

Clears requests for and recommends
consultation with Records Management
Staff, and sttend procedure improve-
ment demonstrations.

rds Creation

&. No implementation of corres-
pondence mansgement.

b. Reports Mgi. Survey completed

. with 9 reports being consclidated

into & with reporting frequency
extended to gquarterly basis from
monthly. 39 ORR reports.

¢, PRecords maintained:
Record of Destruction
Record of Retirement
ORR Regulation Beckground File
External Contract File
ONR Forms Background File
Reproduction Requests
Building Move Folder
Maintenance Request Folder
Telephone Installation Polder
Requisition Log - Non expendsbles
Conference Room Request
Agency Telephone Directory Control

Agency Distxibution Controlled
Regulation File

Parking Spece Card File

Space Utilization Folder

Personnel Security Folder

Dally Disry
Monthly Activity Report

Forms Control

s. Request for new form reviewed.
Rough draft of desired format and
information prepared. Form 30
filled in & forwarded to Forms
Menagement Staff

b. Forms Mgt. notifies R4S when
stock is low, Hk8 checks consumption
rate against predicted rate of

usage on Form 30. RLB reviews to see if

revision needed before reordering.
¢. Survey of ORR forme completed,

V. &. 8ee 2 b. above.

b. In a prior study of ORR Admin.
Btaff work distribution, it was
determined that 59 hours per week
are spent on administretive reports,
including a substantial amount on the
Daily Dlary. The importance of ad-
vising the component chief of impor-
tant occurrences cannot be over-
emphasized; however, the _necessity
for making this advme &F written
report 1s questionable, especially
when the report is submitted even in
the absence of important occurrences.

Recommendation: Elimipate the Deily Diary.

reports of important occurrences are

necessary, make them verbally.

10 forms obsole
ORR wWQﬁﬁ[ﬁWm CIA-RDP61-00901A000300060003-9
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Forms Control (Continued)

d. A case folder showing evalua-
tion of ORR forms is maintalined.

e. All reproduction requests for
forms spproved by RLS

. Bome comtrol of duplicating
equipment thru location & monitoring
of usage.

Repulatory Issuances

8. % n%m issuances
Bh8 ma ns master copy of
regulations "accountability for
Distribution Controlled™ deternmines
distribvution of regs in ORR reviews
ne. of coples requested by ORR
offices coments on coordinstion
coples of proposed reguletions;
upon pudblication AD's copy 1is
annotated whether ORR comxented
(and 1if comment adopted)

b. DD/I Notices
SBane as above

C. Re tions and Notices
BLB wwt adminigtrative

regulations & notices: coordinstes
proposals within ORR & outside ORR:
if required submits to Chief, AdmiA.
8taff for epproval prior to submission
to AD. Assigns number (regulations
correspond to Agency regulstory
categories notices are mmbdered
oameric within calendar yeer)
Checks at time of preparation for
conflict with Agency regulatory
issuances. Maintains master copy
of CBR regulations & notices
maintaing historicel file of beck-
ground date. '

Y £. Control of duplicating machines is
maintained by location of the machines
near responsible persons. However, such
persons have other work to do, and the
number of "bootleg” forms in ORR
suggests that licating equipment ie
being uped ly. Adsquate control
of the machines would reduce unofficiesl
forms.

Recommendation: Require users of such
machines to sign & sheet {atteched to the
machine}, & to specity resson for use.

VvI. {atb)

Recommendation: If comment is mede,
concurrense to proposal should be made
subject to comment to assure adoption
of comment.

VI c. Recommendations: Number ORR
notices ace to Ageucy categories.
Use expiration dates on notices to

obviate need of resce¢ssion notice. Review
CRR regs & notices for conflict as new and
revised Agency regulations mre published.
Consider requasting R.C.8 assistance in
revising ORR regulatory issusnce gystem.
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Regulatory lssuances {Continued) Corments and Recommendations
a. Lume
8 %0 10 regulstions & year
40 to 50 notices m year

VII. R&S is responsible for insuring most
efficient utilizetion of ORR space and

s. Maiptenance Requests (minor equipment. In fact, because of various
requeste are prepared by Offices, pressures and lack of informetion, RAS
major request by RWS). Requests is not in a position to take positive
are sereened by RAE from cost steps along these lines. 'The cost of
standpoint and to insure optimum bullding changes and personnel moveas
utilization of space and eguip- is 80 high as to justify more positive
ment. Actunl survey of area is control, logidally by Admin Staff
mede before RAS indorses through RS Section. Buch comtrol,
request tc Space Maintenance, with longw-range planning could reduce
costs and insure that space is properly
b, Volume - 20 to 30 a month used, Present R&S aetion im more of a
rubbere-stanping .

mﬁmwmmmma

by logistics Special equipment e ;ake geps to anm more positive role
pald for by ORR. R3S ghecks jua- in planning end controlling utilimation

tifieation of requsst, estimates of space and equipment. Management Staff
cost, determines vendor, sends to can be of assistance in such planning
Badget & Plscal for obligation and instellation of controls.

prior to submission to Hldg. Bupply
Cfficer. Oct. 5T alteration cost
of $1682.77 - an averags month.
$5800 cost of Bovember move of
Btef? D. Partitions cost $300-
400; electric outlets $25-30,

framing of maps $20-100,
ai W ™

NGB E EilgaLed by Omce m
Hakes survey, recomuends best in-
stailation, prepares template show-
ing exact location of phone on desk
indorses written requost to Telephone
Section. RAS also provides assist-
anee in securing home telephones
for key personnel. (RAS checks "Key
personnel® factor, prepares memo to
Teleaphone Section for signature of
mer’ m» )

- % !‘Om

RA8 processed requests for special
eleaning. Receives complaints and
takes remefial action by telephon-
ing Space Maintenance,
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Bullding Msintenance {Contimmed) Corments and Recommendations

T2, Barking paces
R&S sassigns - ORR parking spaces

down to Branch Chief level by siot,
spaces for visitors and consultants,
medicel spaces (6 month assignment,
then neer medieal jJustificstion re-
quired). Parking space signe and
maintenance (telephone to SMF).
Parking violations reported to OMF.
Official use permita ?g) for a fis-
cal year from SMF arranges special
parking in other areas. Call SMF
24 hours before. Maintains park-
ing space control cards,

Personnel Moves yI1ix.

s. Flanni %

Upen request for move, R4S makes
survey to determine alterations
regquired, lighting requirements,
slectric outlets, electric eir-
cults for spescial equipment, amount
and type of equipment and unsuthor-
ized Class A mrniture/ feasibliity
of safe ares storage, telephone and
intercom requirements. A space plen
is then prepared (using templates)
and approved by requesting official.

Memo to BMF prepared. If safe area
is involved, memo 1s routed to SMF
through Security who initiates
Becurity requirements. 8psce plan
is attached to memo. Memo to
Telephone Section with Space Plan.
Recessary nev eguipment ordered.

5
celved from logistics. Workmen con-
taat R&8 before beginning work. R&S
returng 1 aigned copy of TeS5kh to LO
upon eompletion of work. The second
copy is filed., P is then telephoned
for actual move and Telephone Seetion
is ealled,

See 7 above.
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Perasonnel Moves (Continued)
4., Volume

3 peraonnel office moves & month.
The moves are necessitated by
internal resrrangements, consolida-
tion of offices, swapping of space
ete.

e. Coat

Relmbursed by I0 to GSBA. ZEven if
s truck 1s not used, there is still
8 charge of $4 per hour for truck
and driver. The moving cresw is
paid $2.35 per howr. A normel
erev includeas 9 to 10 men,

Physical Bemu-isz R&B supports
Chief Admin, CRR security

officer.

a. Sesurity violations in restricted
areas
Upon report of violation, RS notifies
Chlef, Admin, mekes dally diary entry
conducts investigation of violation
with OCI Security Officer. When ORR
office has reportsd on repremend
given, RLE makes thermofax copy and
places in Personnel Security Folder.
RLB checks for previous security
violaticns.

b. ng vioclations outside re-
stric areas

Bome a8 sbove with Office of Becurity
in place of OCI.

e. Defective Safes

R&S notifies OCI for restricted
sreas, Office of Security for non
reatricted areas.

d. Comdbipation changes

R&8 srranges with OCI and OB
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X.

storage of carbons, waate material,
securing room, loss of Agency badge,
reporting security violations, pre-
paration of requests re outaslde
sotivities, proper storage of
claspified material.

~ n ORR is Safety Officer
Emergency Planning Officer, Dvacua-
tion Of'ficer.

- % ] !H

R&8 responsidble for initiating
remedial action on safety hazards
discovered in annual inspection by
Bafety Officer and (SA Fire Inspector.
$henever an accident or injury ofcurs,
Re3 investigates, and 1f physicml -
hasard the cause, R&S notiffes SMP,
R4S makes verbal report to ORR Safety
Officer and telephones CIA Safety

#&n and 8 annexes (only anmex 8
designating area wardens ie revised
aanually. RAS revises plans wvhen
Mguired by office moves. RAS
secures copy of evacustion plan for
other bulldings vhere ORR units are
loeated but ORR does not have primary

respondidbility. RAS briefs new wardens.

Last briefing last year.

X e,

Esch new ORR employee is subjected
0 & or 5 triefings, including 3 in
ORR = by the R&S Section, diviaion and
branch security officers. The division
security briefing relstes toc divkion
polieies, the branah briefing relates
tc the employee's specific work. R&S
briefing is for application to all ORA.
8ince the individuml will be most con-
cerned with the division and branch
environment % Mince the policies of
division mﬁ branch must be consistent
with office policies, the briefing by
RAS seems superflucus.

» HBince RAB includes Asst.
ty Officer, this section should
prepare & briefing cutline, to insure
adequate coversge of all material.
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ey B ing Planning XI. 8ee T above.
™his i 1ly handled by Asset. to
AD/RR, -m nso handles Vital Mater-
inls. R&S has distributed Utilise-
tion of Floor Space FPlan to all Mmin
Assts. ¥rom this R4S has compiled
dsta on:

Bq. footage of each room,average
8g. footage per employes, sg.
footage occupied by oeccupant,
ta.bulntion of f1iling cq;uimnt
in use.

XII. R on vices
&, appyoves reproduction request
for sll forms for OKR.

b. RAS approves reproduction request
for OAD Starfs (Btaffs C, I, A, HIC)
| ‘ 1. Scans request for complete
? informetion
2. Iogs in request by somponent
E. Assigns job gﬁbﬁr

+» Matntsing follow up suspense
5. Bxpelittes requests by estabe |

lishing priority systems.

e. Other approving suthorities for {
reproduction in ORR
f 1. Pnhﬂm:!.ona Staff - Eeonomic |

2. Msmﬁxic Reproduction Clerk

3. Map Iibrary - Informetion Con-
trol Section

25X1

d. Graphics are obteined directly by
each office.

25X
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