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FEMORANTUM POR: Teputy Director {Adwinistration)
BUBJECT: Agency Burvey of Microfilsw Operations

1. You will recall that on 15 Decesber 1953 we submitted to the
frchivist of the United States an invenitory of slerofilming equipment
owped or rented by the Agency. The eguipment ilnveuntory wme only ons
of seven schedules constituting & wicvofilming operstions survey gques~
tionnalire which the Geperel Services Adninistration sent t0 a1l Govern-
ment agepcies.

2, We could pot submit the other six achkedules as that would have
involved the revealing of pecurity isforustion. Those schedules covered
gurh matters ag

#. The specific types of records which are being micro-
fMimed.

. The walidiiy of the determinations ‘0o microfile
specific types of pecords.

<. The efficlency and cost of itypical *i.&é&viﬁmi mloro.
1iming projecis.

4. Curreant stardards for aicrofilming and the nced for
waditication thereof,

3. Authority to conduect this survey was grasted the 2dministretor
of Cenersl Services by Bection 505{c) of the Pedersl Records Aet of 1950,
The survey which vas sade to determine the need for and the efficlency
and cost of mierofileing operations being cerried on by Pederal agencles
et ax fin oblectivesy

a. Uovermment-wide stendardlized procedures.

B. More effective equipuwent use and ieproved space
utitization.

¢. Heduced costs for microfils operations,

. The survey is now complete und & summery report relessed by the
Gereral Bervices Administretion indicates great possibilities for savings
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in mierofilming operations through the afoption of the following rec-
omgendatlions ¢

8.
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.. 5. We Teel thet there are proportiomste savings possidilities in
this Agency, and, although we covld not participate in the Govermment-

Establishwent of a continmuing Sovernmeni-wide
wicrolfiln control prograw.

A requirement for all sgencies to obtein approval
for pew prolects in sccordance vwith regulations
o be establighed,

A review of exlating projecis.

The pessage of engbling leglelation which woulld
give the Genersl Services Adwinistration author.
ity to control projects and equipment in sccord-
znce with starderdes to be established.

The appropriation of fumis for a highly qualli-
{ied General Services Administration staff.

wide survey, in our opinfon there Is an obligstion to comply with the
intent of this survey. Accordingly, we have propered s& the initial

atep in surveying the microfilming cperations of the Agency, & question-
naire on which all major organizationsl components are requested to fur-
nish data concerning their mierofiiming operations similar to that re-

gquestied by Gepersl Bervices Adwinistration,

. A copy of the proposed gquestionnaire, together with the dralft of
an Agency Notice, is attached for your approval and authentication, The
uestlionnelre and Xotice have the concurrence of the Chief of logistica
Chief, Technical Review and Policy Staff).

believed {0 be necessary.

Attachment

Chief, Management Stafr

Proposed Questionmmire
Praf't of Proposed Agency Botice
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o further concurrences are
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HEMORANDUM POR: Deputy Director {Adminietration)
SUBJIECT: Agency Survey of HicroTilm (peretione

1. You will recall that op 15 Decerber 1953 we sudmitted to
the Arenivist of the United Ststes an Imventory of sirrofilming
equipsent owned or rented by the Agency. The equipwent inventory
was only one of seven schedules comstituting e wierofiiming oper-
ations survey guestiomnaire which the General Services Adminis-
tration aent to all Government apencles.

7. We could mot evtwmiit the other six schedules us thet would
have involved the revealing of securlty laformstion. 7Those schedules
govered asuch metisrs as: ‘

&. The specific types of records vhich are belng wlore-
Tiimed.

. The walidity of the deterpipetions to mierolile
gpecifie types of records. :

¢. The efficiency anl cost of typical individusl
wiorolilning projects.

4, oureent stenderds Tor microfilsing and the meed
Tor wodificatlion therecl.

1. Authority to conduct this ewrvey was granted the Adwinie-
trator of Qeneral Services by Sectlon 505{c¢) of the Pedersl Records
At of 1850, The survey which wes madc to determine the reel Tor and
the efficiency and cost of miecrofilming operations being carvied on
by Federal agencies had ss 1te ohjectives:

a. Govermment-vide stanlerdized prooelures.

b. Hore effective equipment use snd lmproved space

e. Redured couts for microfils operations.

L., The survey is now ccuplete and & summary repori relessed by
the Gereral Services Administration Indicates great possibvilities Tor
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savings in wicrofilming operations through the adoption of the follow-
ing recommendations:

e. Esteblishment of a continuing goverpment-wide micro-
£ilm control progras.

b. A requirement for all egencies to obtain i oval
for new projects in sccordance with regulations to
he established.

¢c. A review of existing projects.

4. The passege of enabling legislation which would
give the General Bervices Administration suth-
ority to comtrol projects and equipwent in accord-
aoce with standards to be establilshed,

e. ‘The appropriation of funds for 8 highly qualified
General Bervices Adminietration steff.

5. We feel that there are proportionate sevings possibilitiee in
+this Agency and, although we could not perticipate in the governsent-
wide survey, in our opinion there is an obligation to comply with the
intent of this survey. Accordingly, we have prepared as the inltial
step In suwrveying the wicrofilming operstions of the Apency, & questlon-
naire on which all major organizational cowponents are requested to Tur-
nish data concerning their microfilming operations similer to that re-
quested by General Services Adwinistration.

6. A copy of the proposed questionmaire, together with the draft
of an Agency Notice, is attached for your spproval.

ChieT, Emgem_rgn ALl

Attachment
Proposed Questionnalire
Draft of Agency Rotlce
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