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CENTHAL IN'E‘U:IGESCE AGTNCY
General Services office

DYSCRIPTION OF ACTIVITIES

hecords Services pivision

The hecords Services Division is responsible for the formalation, development and operation of
an Agency Records Management Program in accordance with ihe FPederal iecords Act of 1950 (Public Law 75k),
the general policies of ‘he hgency and spplicable federal regulatioms and statutes; the providing of
electrical accounting machine services Lor all ihe sdministrative requivemunts of the AgencYi and the
gupervision of the Ageacy mail diswribution sy& teme This Division 18 broken down organizati.onally into
o main Branches, ile., the nhecoris anagement and pis tribution tranch, snd the Machine kecords Brauche

The flecords Hanagement and Tis tritatiop Branch is responsible 10T supervising and direciing
the Agency records Managemcnt PTORTEM, including e agveloping of Agency policies and procedures
relating W reaords manag cnan 13 g tandardiging filing systems, equipmenty and supplies; es tablishing and
maintaining an Agency Filing Index and Correspondence Hanualy direciing and Supervising the Agency
Forms Control >rogranj operation and maintenance of an sgency heccrds Center W provide for the housing
of semi-sctive a.d non-current records to pemlt their systematic roiirement irom operatding cffices}
serving As jiaison w the 15 jonsl Archives and otuer agences on records problems i acainis texing
coordina‘ing a siogria the’ srovides for tne identificaddon, preceasing, tpsnsfer and slorage of the
vital metsrials ol e igency} tyrsinine Area jiscords ULficers and Hecorcs tnalysis tnroughout the
Agency3 develoying slandards relative to The microfilming of Agepncy reeords; receiviugs GiE tributing
and dispawching all of:iicial meil and related material for ihe igencyj and proviaing courier snd
messenger scrvice in e a:eparhmntal ares md speclal courier services 10 other areas at recucsied.

Jhe Aachine Lecor’s Pranch iz responsible 10T the development snd application of twbula‘ing
machine techniques o the keeping of recoyds, primaiily it the scministraive field, looking

the elimination of muraal methods wherever possible, efieeLing doliar gconomies and increcsed
efficiencies, ad perai tting the production of such reports and informmtion as way be requived for
good adadnistrative nanagement, for mditing, and fer fature plamning pPaYpORes -

Approv .
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CFNTRAL INTELLIGENCE AGERCY

General Services Office

od to provide
During the fisosl year 1933 the Becords Management Program vas expand
the agency with facilities in the uu-o: principsl phases of such a progrem, mr::”emtian, |
feeords Naintesance and Use and Reoords Disposition, and to more sdequately Mmmumor mm
of the Pederal Resords Aot of 1950 (Publie lav 754). The progross and acoomp
vericus pheses of this progran follove: -

Y Coutrol Progrem were transferred from the

1. ® Correspondence ard Forms . rom L

to Records Sarvices Division, snd the Reports Comtrol Progrss

wwut#u the Mﬂ-if :u grouping of these functions brings together those related activities
:Muhmmllywupuduimnlwuofum&nmooﬁlwtm

Systen forn
Cantyol mmmmﬂnuimnw '
mmmb'nmm mmnummlmmmwuommmmu
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CBNTRAL INTEL: IGRNCE AGENCY
General Services Office
rde Servicem Divis

11 provide for the sterdardi sa-
agonoy sotices have boon prepared that wi ’ : o
ling e’uimpamtuand sa plies most ocozronly used in rmrdsf;ctivﬁi:;h ,h.“ Mo
o b ir 1ated for the concurrence of all offices, The effec T ﬂhtmdmrd’ jor v
mlnz: ang c::c ;‘n prmmm. , , simplified stocking end warehousing, neater I lowe
costs for equipment and supplies.

3. Yitel Materisl ProgFus.

Ms progren has bien strengihenad by the dg;alopmem oiaoﬁerly echpd the
md" tal materials as well a8 the sohoduling o mhl“ hod wmﬁr mmm e
nlberiius ;oéaﬁimu:fnmmmmdwdmitwpi reco
1407y, » pepe
of werofiln coples.

A Jegorde Dispositicn.

Qeporal Servioes

Reeords eontrol schadules have been pr-’gialr:: ::rmhgzsthi? and pbigrens
Offloee 'mu:; application 13 of current COBOBYD, u: :,n S e for 'pm er por byrfbe

milu Orfioe. petuls Wﬁ;;’ﬁ ountrolled disposition for all records o

Rational Archives
t3 have beem sutmitted to the
M&: ét:w Wﬁ oot o8, rml &ﬁc&lmtm?w, oo of
e e e Dissemiactioas | “Togtettcs, Dmerm) Serient ST
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CENTRAL TRTRIITOEN"E AGRNCY
Generel Serviess Office
Besgords Sqrvisss Pivislen .
) far tha Ares
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. ved, |
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CENTRAL INTTLULIGENCE AGRENCY
fleneral Seyvice Office
ords Sepvices 8
TI RBOORDS CENTYR

The storage, presarvation, protection and pervicing of inactive records was provided for
‘ by the establishment of an Agency Record Conter in fiscal year 1952, Ths storere and supplesmutsl
Aistribution of agency issuances 1s included in the Reccrds Cemter operations. The eapaoity of
this Records Center ms Ymited to 6500 cu, ft. By the ond of the year, the bullding was £41led
to capacity sad spproximately 3000 cu, ft. of materisl was storad in the Pouler Building im Resslym.

the demand for Reeords Center storage of inaetive records contirues to expand ss the result

of progress being made mder the Necords Nanagessmt Prograa. Compequantly, the need for adequats
Ageney fecords Center facilitles was eztablished and plsms for setting up such frollities are in

procese,

Of the total 7400 eu. ft. f naterisl in storsge ap;roximately 3200 ou, . is revords snd
the resainder is diatridution entorial, The 3200 cw. ft, of reeoris stored in the Cemter 18 equivalemt
Lo 400 file eabinets valuad at 94,000,

With the establishment of an Agendy Regords Center the tremsfer of sertain agemcy Tecerds
te the Butional Archives was #soontinned,

Wm*umnwmwmnfmn for suplemental distribution,
: ﬂ.:mquntfwmhmtaﬂﬂmmhdﬂcymadw&tm!wﬁmmﬂmtmﬂmw
' nmummnmkmmmammuummmmmwwmum
meumm,um.ndw:umnmwwmnmlm,.
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CENTHAL INTFLLIGENCE AGLNCY
General Services Office
Becords Services Division

IV MACHINE RVCOEDS SERVICES

During the fiscal year 1953, slectrical accounting machine services were provided to
the following components of the Agencys ‘

a. Office of the Comptroller
b. Persomnel Office

c. Logistics Offlce

d. Deputy Director (Plans)
e. Office of Training

f. Security Office

g. General Services office

Mpnmhdcardmardsnmunhodmrﬂmvud.ousoﬁicuof the Agency are the basis
for the preparation of 301 repetitive momthly reporte now coapiled for these offices. In addi tion,
sumerons special reports and talulatioss are prepared in accordance with the needs of the offices.

During the fisecal year 1953, punclied card records were maintained on the following pro Jectss

PROJECY DESCRIPTION DATA OBTAINABL: UNDER THIS PROVECT

Perscunel Agency strength report, personnel staius reports)
selected skills, langusges, area knowledge and
gimilar reports; tables of organisation; security
clearance reports; milltary reserve status and
draft status of employees.

Perrsotsos]. Informa tion Persounel locator dataj Agency Telephons Directorys
Agenay emergency plam data.

-6~
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CENTEAL (NPELLIOENCE AGENCY
Genersl Services Office

Records Services Division

S oI BT ARLE  wt:

‘ FROJECT DESCRIPTION DATA OBTALHABL: UNDhs THIS PROJECT

Unvouchered Payroli Checks for personal services; actual pay awd
detmetions for each project; withholding tax
statements; individoal earnings listings}
gnecial deduciion reports; paid-at-station
reports; geueral ledger ol personal services
expendi tures; smd reconcliiation of checks ‘o
bank stetementis.

vouchered Payroll Checks for perscmal sexvices; Time and Atteci-
ence and payroll report foras; leave and over-
time reports; withholding <ax statemsntss
individual earmings listings; and U. S. Tressury
Uisbureing Sifice operatdoms.

Insurance Grou, dospitalisation snd group life insarance
.; deduc*ions end reporis.
Financial Accounting Stat:s of allotmenis; expcenditures by object

class; expense journals; agents! cashiers
aocountej accrued compensaion pay sbroad}
advance dne from employees; voucher register;
distribution journal and susmary of distri~
tutdon.

-Te
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CENTRAL IN FLLIGINCE AGENCY
General Services 0ffice
Hecords Services Division

¢ PROJE.T DISCHIP LOM DATA OBTAINABLE UNDEL THLS PROJECT

logistics Stock Acocunting Recorts showing records of receipts and issues
of stock supplies and equipments stock status
report; evaluation report of domestic stocks;

and analyses of purchases.

Securd ty Badge Records necords of persons to whom badges have been
' issued; iypes of badges issued md other data
pertinent to identification of Agency employess
by badge number.

Semrity Statigstical Data Imformation on progress of security investi-
gations.
During the fiscal year 1953, electrical accounting machine principles were applied w0
. the following new projects, therelyy replacing msmal methods formerly used:
PROJFCT DESCRIPTION DATA OBTAINAsLE, UMDER THIS PhROJECT
Personnal _ The principal qualifications of applicanis tor

Agency positions were coded and converted to
punched cards. From these, registers are pre-
pared every two momihks. lThe former procedure
required daily lists of spplismts. This new
prooadure peovided s estimnted ancanl savings
of $6,000.

B~
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¢ PROJECT DESCRIPTION

Personnoal (Contisned)

logistics Btock Accounting

Finencial Acconnting

Vouchered Payroll

CENTRAL INYRLLIODENCE AGENCY
Oeneral Servioes Office
Records Sexvices Division

DATA OBTAINABLE URDER THIS PROJECT

Daveloped a new procedure for employee quali-
fications similar to that described abowe for
spplicante. This procedure provided an esti-

mated additional snmual savings of §7,500.

Developed procedures for preparation of regular ¢
reports showing draft status of Agency employees.

This project was substanilally revised during
the past f{iscal year. Twelve different report-
ing requiresents now necessitate forty-three
different roports each month.

This project was expanded eonsiderably i now
provides for the preparailon of 151 regular
wonthly reports to reflec. varlous analyses -f
the Agcncy's Linancial transaczions. Lighteen
ddffercnt types of reporiing requiremen .s are
now neceasasy as compared o six for Jw srivious
fiscel year.

Conversion of this pruject from manual “o m.chui-
cal methods was completed in 1y53. :leven difiere
ent requirenents now produce 22 aonthly reports af
varying pature pertaining to the finamcial qumﬁus
of the Agemcy.

B
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CENTuAL INIhlidlGraeok AGraCY
General Services Office

Records Services Division

. PROJECT DESCRIPTION DATA OBTAINABLE UNDEHR THIS PROJECT
Unvouchered Payroll Repcrting requirements have been increased

from six to thirteen to protvide additional in-
formation on the Agency's [iuancial operatioms.

Special Projects : Hew prejecte added include:

a. Security Badge Records

'b. Zeccords Integration - DB/P

¢. lListings of Poreign Statloms - DD/P

d. Persomel in Foreign Siatlons -~ DD/P

a. Securlly Reporta

f. Statistics om Personnel Integrated to
State Department - DD/P

«10=
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SECRET AGENCY ESTIMATES
o SECURITY 'INFORMATION PERSONNEL REQUIREMENTS
. Fiscal Year 1955
VOUCHERED AND UNVOUCHERZD
OFFICE: Genaral Services
Records Services, iscords Ceater, Mail Distributiom Sumzary of
CTIVITY: and Machine Records DIVISION'25WI Services Divisdam
I TEM POSITIONS AVERAGE ANP:JEUI\L
EMPLOYMENT 0ST
1. Base for 1955 estimates (30 June 1954 positions)
. 2. Net changes proposed for 1955 operating plan:
Increase
Estimated cost to place fiscal year 1954 ponitices em a
full yoar basis
- TOTAL CHANGES
3. Total 1955 personal services requirements
§°.,‘.?‘1',',g5 32-25 _ Approved For Release 2005/11/21 : CIA-RDP70-00211R000300120022-0 . SECRET 37
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SECRET AGENCY ESTIMATES ‘ :
<< SECURITY INFORMATION NON-PERSONAL SERVICE REQUIREMENTS
Fiscal Year 1955

VOUCHERED AND UNVOUCHEBED

~rrIcE: Oeneral Services

Records Services, Records Center, Mail Distributiom, Sumspary of
CTIVITY: pnd NMechine Records Services DIVISION:Records Services Div.
ACTUAL ESTIMATED EST IMATED R
0BJECT CLASS FISCAL YEAR FISCAL YEAR FISCAL YEAR JUST'F{BQE'EQT?EA%SCM YEAR
1953 1954 1955
25X1

02 Travel
‘ 03 Transportation of

Things
Ok Commonication
Sexvices
05 Rents and Utility
Bervices
06 Printing and
Reproduction
07 Other Contractual
Sexrvices
8 Bupplies amd
Naterials
09 Equipment

Total for Pivision

o 1a0; 32-17 Approved For Releasé 2005/11/21 : CIA-RDP70-00211R000300120022-0 SECRET (a7
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SECURITY INFORMATION PERSONNEL REQUIREMENTS St
Fiscal Year 1855 e i e
OFPFPICE: General Services
Records Servi Records Coeater, Mail Distributiom -
CTIVITY: gpg lh:him R::;dt ? DIVISION:2W Srvices Dhvisiam
NET
- AVERAGE ANNUA
I TEM POSITIONS EMPLOYMENT cosrL
1. Base for 1955 estimates (30 June 1954 positions)
. 2. Net changes proposed for 1955 operating plan:
ncrease
Ko additional positions }
Estimated cost to place fiscal year 1954 positimns o a }
full year basls i
TOTAL CHANGE]
3. Total 1955 personal services requirements
FORM NO. 3, »g o malien :
JUN 1953 Approved For Release 2005/11/21 " ¢iA-RDP70-00211RO00300T20022-0 SEURET
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SECRET AGENCY ESTIMATES
SECURITY INFORMATION NON-PERSONAL SERVICE REQUIREMENTS

Fiscal Year 1955
VOUCHERED

NFFICE: General Services

Records Bervices, Records Center, Mail Distritmtion, Swamery of
CTIVITY: and Mechine Recorde Services DIVISION ‘percyds Eervices Iiv.
. ACTUAL ESTIMATED ESTIMATED
0BJECT CLASS FISCAL YEAR FISCAL YEAR FISCAL YEAR “’UST'Figg;'ggT?EA?ESCAL YEAR
1953 1954 1958
25X1
02 Travel

. 03 Transportation of

Things
O4 Commumication
Services
05 Rente and Utility
Services
06 Printing and
Reproduction
07 Other Contractual
Services
48 Supplies and
Materials
09 Equipment

Totel for Division

(37)
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SECURITY -NFORMATION

n .
FFICE: general Services

\CTIVITY: Recormis Services, Records Center, Mail Mstribution, 1oy Sommary of
— ‘ Ya
| ACTUAL ESTIMATED AL YE
0BJECT CLASS FISCAL YEAR FISCAL YEAR JUSTIFICATION OF FISCAL YEAR
1953 1955

Approved For Release 2005/11/21 : CIA-RDP70-00211R000300 -
AGENCY ESTIMATES 120022-0

NON-PERSONAL SERVICE REQUIREMENTS
Fiscal Year, 1955

UNVOUCHERYD

25XL2
‘ Travel

0l Comsunication
Services

05 Rents and Utility

Services

Other Comtractaal
Services

)8 Supplies and
Naterials

Total for Diﬂ.aiMI

i FORM NO.
! JUN 1953 3217
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, - (2) A pet increase of §2,7L5 1 "Machine Records Services® for rental of more modern snd Lnproved
e tabulating equipment to improve capacdity, flexibility and overall efficiency of opeara tions.

%t&wl miwmnthodﬁdmyotwuanQemntmmmwm
squipment.




o

CENTRAL INTELLIOENCE AGENCY
OENERAL SERVICES OFFICE
Justification of Program Changes (Contimued)
Plan of Work: By the use of modern and improved tsbulating equipment, we will be able to
pmoo more work, will have greater flexitility in the use of squipment, and will be able
9 to produce greater varieties of statistical tabulations.

Financial Requirementss It is estimated that a total of $2,7L45 will be required in fimcal
year 1055 to cover the rental cost of the additional equipment which will be soquired.

Pervogal Servicess None

Other Expenses:

Memtal of more modern and improved tsbulating equipment . . . . $2,7L5
mm-ommm“ -.‘.....--..32,716
Total increase Fiscal Year 1955 . « « » « + . - $2,745

ST




% SECRET

25X1

SECURTTY INFORMATION

OFFICE: Ueneral

Services

Approved For Release 2005/11/21 : CIA-RDP70-00211R000300120022-0

AGENCY ESTIMATES
OBJECT CLASS SUMMARY
Fiscal Year 1955
VOUCHERED

ACTIVITY: Machine Records Services

O0BJECT CLASS

ACTUAL
FISCAL YEAR
1953

ESTIMATED
FISCAL YEAR
1954

ESTIMATED
FISCAL YEA
1955

25X1

NET INCREASE (+)
OR DECREASE (-)
1955/1954

Departmental:

Hone

Overseas:

Rone

0l Personal Bervices . . « .
C2Trmvel. « « = o o o » + o o
03 Transportation of Things. .
O% Commmication Services. . .
05 Rents and Utility Sexrvices.
06 Printing and Reproduction .
07 Other Contractuel Services.
08 Bupplies and Materials. . .
05 Equipment . . « « ¢ « ¢ - &

" Total - Depertmental. . . .

TOLAL . . ¢ ¢ ¢ « ¢ s o o »

*® 8 0 2 e & e s 0

® & « ® & 0 & v 3

FORM NO.
JUN 1953 32-24
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SECRET AGENCY ESTIMATES _ .
SECURITY FoRMTION PERSONNEL REQUIREMENTS ~ ~ .
Fiscal Year 1955
S . VUUCOITID
FICE: General Services

CTIVITY: o by I & DIVISION:29X1
' NET
AVERAGE
| TEM POSITIONS EMPLOYMENT Arl!'ttlc.l?_L

1. Base for 1955 estimates (30 June 1951 positions)

<

. 2. Net changes proposed for 1955 operating plan:

Incresse A

No addi tional posi.tions.

Estimated cost to place fiscal year 195, positioms on a
t‘nllyurba:h

TOTAL CHAN(

3. Total 1955 personal services requirements

L y v..

/i s b
FORM NO. - -002THR060300120022-0————(rnper 77—
Juw 1983 32-25 Approved For Release gpy (’l§1lng1' :4.CIA-RDP70-002 SECRET
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SECURITY INFORMATION NON-PERSONAL SERVICE REQUIREMENTS
Fiscal Year 1955
VOUCHERKIS

General Bervices

FFICE:
crrviry: Mechine Records Services pIvisIon: Records Services
ACTUAL ESTIMATED ESTIMATED JUSTIF(CATION OF FISCAL YEAR
OBJECT CLASS FISCAL YEAR FISCAL YEAR FISCAL YEAR
A 1953 951 1955 1955 ESTIMATE 1
25X 02 Travel
.03 Transportation of ,i
‘ Things :
05 Rents end Utility Rental of electrical accounting machines
Services to perform agency-wide services in pay-
roll, accounting, perscomel, auditing,
logistics, and other activities.

06 Printing and -

Reproduction Pre-printed forms snd cards for payroll
records, allotment and expemse accounting,
personncl statistics, logistics require-
wents, and special reports.

07 Other Contractual

Services Control panels for electrical accounting
machinea.
.48 Supplies and
Materials Continuous farm peper and teoulatlng
supplies. ‘
09 Equipment Card racks for tabulating machincs and

other miscellspecus equipment for tabu-
lating machine cperatiocns.

FORM NO. 32-17 - (37)
JUN 1953 Approved For Release 2005/11/21 : CIA-RDP70-00211R000300120022-0 SECRET
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* SECURITY INFCRMATION

" OFFICE:

————GAnETSl SUTVAUeE

Approved For Release 2005/11/21 : CIA-RDP70-00211R000300’i20022-0

) AGENCY ESTIMATES
OBJECT CLASS SUMMARY

Fiscal Year 1955 IR

VOUCHERED AND UNVOUCHERED

M

ACTIVITY:
ACTUAL ESTIMATED ESTI NCREASE (+)
OBJECT CLASS : FISCAL YEAR FISCAL YEAR FISCAL YEAR OR DECREASE (-)
1953 1954 1955 1955/1954

25X1

. 01 pn-:l-;.

mm“‘l-'.llilttﬂ
%Tmﬂrﬁﬁmdm,....
Oly Cemmnication Services .. « o < ¢
OSMWD‘U&MVW....
06 Printing snd Reproduction . « « »
07 Other Comtrectsal Services. . . -
wwal‘w-.-o--
wwtccoco-oaiuov

NN-WM...-

Sexvions « « v o+ »

25X1

Some
1" Oversenst Heme
m - ®» ®& & & » - ® & &
. Appro .
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SEGRET AGENCY ESTIMATES

SECURITY INFORMAT{ON OBJECT CLASS SUMMARY
Fiscal Year 1955
VOUCHERED
OFFICE: (eneral Bervices ACTIVITY: Recards SBervices
ACTUAL ESTIMATED ESTIMATE%5X1 NET |NCREASE (+)
OBJECT CLASS FISCAL YEAR FISCAL YEAR FISCAL YE OR DECREASE(—)
1953 1954 1955 1955/1954
Departmental : .
Ol Personal Services . . . . .
. O2%ravel. « v ¢ ¢ ¢ ¢ ¢ o « o

03 Tremsportation of Things. .
Oh Commmication Services. . .
05 Rents and Utility Services.
06 Printimg and Reproduction .
07 Other Contrsctual Services.
08 Supplics snd Materials. . .

O9Equipment . . . . . .. ..
M-mm.....

¢ 2 3 4 s e 9 s @
LN Y A I

3

25X1 Bone
Oversecas: Bone
' m » & B & 8 e & 5 & & 9 & @
|
FORM NO Approved For Release 2005/11/21.:iGIALRDIPF0-00211R000300120022-0 ) SECRET (a7

"4 NO.
Juw 1953 3224
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SECRET AGENCY ESTIMATES
. SECURITY. INFORMATION PERSONNEL REQUIREMENTS  ¢rnT
Fiscal Year 1955 e
Corpity intormehian
OFFICE: Goneral Services
ACTIVITY:R rds Services DIVISION:! 9 B |
NET
(TEM POSITIONS ML T ANUAL
1. Base for 1955 estimates (30 June 1954 positions)
. 2. Net changes proposed for 1955 operating plan:
No addi tional posxitions.
Estinated cost to place fiscal ysar 195 positioms on
a fuall year basis.
TOTAL CHANGES
3. Total 1955 personal services requirements
FORM NO. 5, 55 RN .
JUN 1953 Approved For Release 2005/11/21 ;. (1A-RDP70-00211R000300120022-0 SECRET Iy
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SECRET AGENCY ESTIMATES
SECURITY  INFORMATION NON-PERSONAL SERVICE REQUIREMENTS
Fiscal Year 1955
VOUCEERED

‘FFICE: General Services

cTivIiTY: Records Services DIVISION: Recoards Services

ACTUAL ESTIMATED ESTIMATED JUSTIFICATION OF FISCAL YEAR
0BJECT CLASS FISCAL YEAR FISCAL YEAR FISCAL YEAR A IHATE
1953 1954 1955

25X
02 Travel 2 tripe - Eurcpesn Ares @ $1,000. $2,000
Per diem at aversge of $8 for
‘ 180 days
by

to be performed Records Nenege-
ment Officers to assist field activities
in the establishment and operation of the
agency-vide Becords Mansgement Program.

!

05 Rents and Utility
Services To continue present cantracts for reatal

f11lm documents for protectiom of ¥ital .

Documents snd reduction of spece require-
ments.
06 Printing end
Reproduction
.07 Other Contractual
Services Service comtracts for repair of microfilm
equirment.
08 Supplies emd
Naterials To cover following costs of microfilming
documents for protection of Vital Naterials

and refuction of filing space:

Ricrofilm, 100° rolls
| \ (2,000 rolls @ $2.33) $ h,660
Sem, 100' rolls

) Microfilm, 3
(3,000 rolls @ $4.42) 13,260
Replacement paris foor Rierofilm
[l 3 CHMTRS 300

PO KO- 2 17 Approved For Releasq 2005/il1/2hioFI1A-RDP70-00241R000300120022-0 SECRET e i
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SECRET AGENCY ESTIMATES 7
" SECURITY INFORMATION NON-PERSONAL SERVICE REQUIREMENTS
Fisopbedidh 1955
NFFICEzﬂeneral Sexvices
criviy: Records Services (contimed) rvisioy. Recards Services
AGTUAL ESTIMATED ESTIMATED JUSTIFICATION OF FISCAL YEAR
Y
OBJECT CLASS FISC].%LSBYEAR HSC]_AQITSLLYEAR F'Scf;_55EAR 1955 ESTIMATE
08 Supplies and
Materials
. (continued) Glass, scresdrivers, pliers,
. and other miscellansous
1tems $ 20 |25X1
i
"FORM NO. Approved For Release 2005/11/21 : CIA-RDP70-00211R000300120022-0 SECRET (37)
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OBJECT CLASS SUMMARY B
Fiscal Year 1955

SECRET
_SECERITY INFORMATION

o

i

UNVOUCRERFD
OFFICE: o 1 Serwd ACTIVITY:
ACTUAL ESTIMATED ESTlmm
OBJECT CLASS FISCAL YEAR FISCAL YEAR FISCAL YEAR OR DECREASE(-)
1953 1954 1955 1955/1954
Deparisental:
01 M SeIvices. ¢ o + v o —— — — —
. mmccuaooooco-ol O ‘m *@ e
03 Transportation of Things - - - - — -— — —
ol; Comamication Sexrvices . - - - - — — ——— -
w Rents and UHility Sexvices . . - —— vn— - —
06 mnm snd qumo e e ———— ——— —— ——
07 Other Contractasl Services . - . e — — —
08 Snppliu arrl Materials - - » « « ——— ——— — ———
09 Equip-ent. e ¢ 8 a e o s v s v e ——— — — e
Total = Dcparhmu.l “ > o o — ‘Sw $500 ——
Overseas: Hone ——e — — —
TOTAL « ¢ v o« ¢« 6 s » o o o hanand ‘m '50) ——
RORNS. 2 o0 SECRET (s7)
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AGENCY ESTIMATES

NON-PERSONAL SERVICE REQUIREMENTS

Fiscal Year 1955

OFFICE: general Services UNVOUCHERID
ACTIVITY: pecords ﬁ“:ﬂ:r' DIVISION" Bm:ﬂﬂ_lhﬂiﬂ@_\
ACTUAL ESTIMATED ESTIMATED " JUSTIFICATION OF FISCAL YEAR
0BJECT CLASS FISCAL YEAR FISCAL YEAR FISCAL YEAR 1955 ESTIMATE
1953 1954 1955 -
02 Travel - $500 §500 Travel to Vital Materials Reposiiory by
' ' Vital Materials Offices and other Records
Management personnel required for de-
posit of vital matarials on basis of
" weekly achedule, plus allowance for
' extra tripe using onms or more vehicles
*8 requj,nd.
. i
e 13%5 32-17 Approved For Release 208%{41/21.: CIAs-RDP70-00211R000300120022-0 SECRET (s7)
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SECRET AGENCY ESTIMATES .

SECURITY INFORMATION OBJECT CLASS SUMMARY
Fiscal Year 1955
YOUCHERED

OFFICE: General Services ACTIVITY: Records Center
ACTUAL ESTIMATED ESTIMATED IAT NET INCREASE (+)
0BJECT CLASS FISCAL YEAR FISCAL YEAR FISCAL YEAR OR DECREASE (-)
1953 1954 1955 1955/1954
Departmental:
.. 0l Perscnsl Servicee . - . -

03 Transportation of Things .

O% Commmication Services. .

05 Rents and Utility Services.
06 Printing and Reproducticn .
07 Other Contractusl Services.
08 Supplies and hterinls. . o
0¢ Equipment . . . . . .+

C2 Travel. « « = =« o =« & = o =

Total - Departmemtal. . . . . .
25X1 Nooe
Overseas: Bone

TOTAL . . . . - . . v e

‘ FORN X0, 2 20 Approved For Release 2005/11/21 ; CIA-RDP70-00211R000300120022-0 SECRET (a7
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SECRET PP RRERCY LR S #11R0% 7(
SECURITY  INFORMATION PERSONNEL REQUIREMENTS =~
Fiscal Year 1955
VOUCHERED
OFFICE: Gemerzl Services
JTIVITY: Records Center DIVISION: Regayie Sexvices
ET
1 TEM POSITIONS EMAPVL%%GEENT Ag’égp.
1. Base for 1955 estimates (30 June 1954 positions)
?2. Net changes proposed for 1955 operating plan:
Increase
No addi tional positioms.
Kstimated cost to place fiscal year 1954 positions om
a full year bazais.
TOTAL CHANGES
3. Total 1955 personal services requirements
Son 1553 3225 SECRET en
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SECRET AGENCY ESTIMATES /
SECURITY INFORMATION NON-PERSONAL SERVICE REQUIREMENTS
Fiscal Year 1955

VOUCHERED
WFICE: General Services I ———
.CTIVITY: Records Center DIVISION: Records Services
ACTUAL ESTIMATED ESTIMATED
0BJECT CLASS FISCAL YERR FISCAL YEAR FISCAL TEAR ST O och TEAR
07 Other Contractuasl
Services $ - $ 2,200 $ 2,260 Erection of steel shelving for Agency
" Records Center (265 sections @ $8 per
section)
08 Supplies and
Materials 1,562 10,006 10,006 Steel shelving for Reccrds Center (285
sections for $8,350); Storage baxes for
storage of insctive records received by
Records Center {15,000 @ 114 each =
$1,650); and 1 tape dispenser ($6).
09 Equipment 25313 2,700 2,780 Niscellsneous equipment items required im

operaticn of Agency Becords Center.

FORM NO.

JUN 1953 3217

(37}
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MACHINE RECORDS BRANCH PROJECTS

100 SERIES (PERSONNEL)

102 Personnel Status

Agency True Separation Listing

Agency True Accession Listing

Agency Strength Report

Agency Promotion Study

Agency Gains & Losses Report

Security Strength Report

Combined Alphabetical Listing

Security Cancellations

M.R,B. Status Register

Promotions by Career Designation

Name Changes Listing

Grade Distribution - By Office

Inter-office Reassignments (Grades (S=15-17)

Personnel Card Processinge for Records
Integration (3 x 5)

Career Designation Tabulation, by Office

Personnel Action Report = by Type

File Reproduction for Archives

Semi=Annual Ape ~ Grade Study

Listing of Military Personnel

20

Anplicant Qualifications Register
(Quarterly)

107

Personnel Qualifications Register
(Quarterly)

108
Personnel Evaluation Reports (Quarterly)
109

M.R.B. Security Work Register

Security Tabulation - by Office

Security Activity Report

Security Tabulation 30=60=90 Days
Plus & Minus E.0,De's & Cancellations

Security E.0.D., Tabulation by
Recruitment Source

Security Listing - Full Clearance
Requested - Not Received

100 SERIFS (PERSONNEL) Cont'd

115

Agency Draflt Deferment Listing
120

Comptroller'!s Divisional Report

200 SERTES (UNVOUCHERFD PAYROLL)

201
File Reproduction for Archives
Tax Listing (Active & TInactive)
Change Notices

202

Check Listing

Check Issue Listing

Checks

203

Station Expenses

20k

Journal of Paid This Period
208

Paid at Station Report

206

Credit Union and Other Deductions
Report

207

Hospitalization & Insurance
Deductions Report

208
Recapitulation of Payroll Totals

209

Ledger of Individual Earnings Report
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200 SERIES (UNVOUCHERFED PAYROLL) Cont'd 300 SERIES (LOGISTICS) Cont'd

21 30k
-2 Withholding Statements Preparation of Acquisition Cards (On Hand)
Preparation of Acquisition Cards (In Transit)
212 Preparation of Acquisition Cards (In Use)
Preparation of Acquisition Cards (On Loan)

305

Transaction Register (In Transit)
Stock Status Report (In Transit)

Budget Report

213

Check reconciliation and Outstanding

Check Listing

306

211
- Control Summaries (In Transit)
Control Summaries (In Use)
Control Summaries (On Loan)
216 Control Summaries (On Hand)

Roster of Personnels

Retirement Report (Active & Inactive) 308 *

300 SERIES (LOGISTICS)

(Procurement and Accounting)

301

Critical Ttem Listing
310

Monetary Report (In Transit)

Monetary Report (In Use)
Monetary Report (On Hand)

Monetary Receipts Register
Monetary Report (On Loan)

Accountg Payable Cards

202 m

Transaction Register (Property On Hand) Monetary Icsues Register
Stock Status Report (Property On Hand)

Credit Item Listing 312

No Price Ttems Listing
No Nomenclature Listing
Allocation 91 Listing

Allocation 07-08 Listing

Acquisition Differences (In Transit)
Acquisition Differences (In Use)
Acquisition Differences (On Hand)
Acquisition Differences (On Loan)
303

313
Transaction Register (Due In)
Stock Status Report (Due In)
Transaction Register (Due Out)
Stock Status Report (Due Out)

Transaction Register (Property In Use)
Stock Status Report (Property In Use)
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300 SERIES (LOGISTICS) CONT'D

21

Transaction Register (Property On Loan)
Stock Status Report (Property On Loan)

315

Subsidiary Cost Report for Finance
Reproduction of Cost Details for
Finance

317

Cormodity 7530 Status Report

319

Selected FExpendable Item Issues Report
321

Accountability Listing

323

ety

Report of Issues by item
32k
Critical Stock Position Listing of

items controlled by other segments
of the Agency

328

Cost Report of Material Issued by
Allotment,

320

Average Price Computation
Semi=Annual Transaction Register

322

Ttem Price Listing

L,O0 SERIES LOGISTICS (REQUIREMENTS)

.20
Requirements Reports

499
Nomenclature Cards

500 SERIES (UNVOUCHERED ACCOUNTS)

Lol

Daily Processing

502

Obligation Listing, Summary Obligation
Report 1953 (Monthly)

Obligation Listing, Summary Obligation
Report 1954 (Monthly)

Unliquidated Obligation Listing 1953 (Monthly
Unliquidated Obligation Listing 1954 (Monthly

soly

Trial Balance of Advanced Accounts 1lLle1
(Weekly)

Trial Balance of Advanced Accounts 1LL,2
(Weekly)

Trial Balance of Advanced Accounts 150,1
(Monthly)

Trial Balance of Advanced Accounts 150,2
(Monthly)

20

Current Cost, Cumulative to Date by
Objective Classification (Monthly)

Current Cost, Cumulative to Date by
Detail Listing (Monthly)

Current Cost, Cumulative to Date by
Objective Classification (Special)

506

Trial Balance of Accounts Payable 303,1
Zero Balance of Accounts Payable 303,1
Trial Balance of Accounts Payable 303.2
Zero Balance of Accounts Payable 303,2
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500 SERTES (UNVOUCEERED ACCOUNTS) CONT'D
220

Undeposited Receipt of Agent Cashiers 100 Series

Cash on Hand, Disbursing Agency Cashiers

. 103 Series

Cash in Bank, Agent Cashiers 105 Series

Cash in Bank, Agent Cashiers 100 Series

Cash in Bank Accounts 111 Series

Cash in Bank Accounts 112 Series

Cash in Bank Accounts 113 Series

Disbursing Officers Cash Available to
Finance Division 135 Series

Payment by Fiscal Division 535.0

208 .

Trial Balgnce of Acerued Compensation Pay
"‘Abroad 300.1

Zero Balance of Accrued Compensation Pay
Abroad 300.1 :

Trial Balance of Accrued Cowpensation Pay
Abroad 300.2

Current Miscellaneous 650.1

509

Insurance Premiums Payable

510

Credit Union Roster

su ;

Annual Expense Listings

512

Expense Listings 882 1952 .

; GIA-RDP70-00211R000300120022-0

CONT*D
500 SERTES (UNVOUCHERED ACCOUNTS )
51
Expense Listing 884 1954
Allotwent Ledger 1954
Schedule of Expenditures by Object
Class 195k
Schedule of Allotments by Area
Division 1954
Schedule of Expense Payments by
Fiscal Division 1954
600 SERIES (VOUCHERED PAYROLL)
goL

Employee Notice of Earnings &
Deductions

Payroll Processing

Check Issue Listing

603

Annual Average Payment by Office
605

Roster of Personnel

610

Preprinted Tiwe and Attendance
Report Payroll Change Notice

e
Transfer Report

Termination Report
Individual Earnings Record

Schedule of Expenditures by Ob:jecf Class 1952 615
Schedule of Allotments by - Area ‘Division 1952
Preparation of Checks
51
Expense Listings 883 1953
Allotment Ledger 1953 Reproduction of Cards for.Archives

Schedule of Expenditures by Object Class 1953
Schedule of Allotments by Area Division 1953
Schedule of Expense Payments by Fiscal Division 1953
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600 SERIFS (VOUCHERED PAYROLL)
618

Machine Audit of Payroll payments and deductions

620

Leave Report

(3200) Leave & Overtime Report by Pay Period
(2900) Leave & Overtime Report by Pay Period

Sick Leave in Excess of 32 hours report,
Medical Division, '

633

W=2 Withholding Statements
637

Sick Leave Report

900 SERIES (SPECIAL PROJECTS)

910
Stock Catalog
255

Reproduction Division, Production Report
960

Personnel Information Locator File

970

Tables of Organization

213

F, E. Personnel Status

974

Group Hospitalization Records and Reports

975

Physical Description

900 SERIES (SPECIAL PROJECTS) CONT'D

976

General Service T/0 Slotting
980

Orientation Attendance Reports
990

Special Security Reports

995

S8tate Department Cover Report
996

Other Official Cover, Station
Listing
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Approved For Release

APFENDIX E

New rojects In Process - Machine Records Pranch

Revision of stock accounting procedure to incorporate mark
senss operaticm,

Esteblistment of retiremsnt records for employees paid from
vouchared fusis,.

sy of applicstion of machine techniques to time and lsave
u:gﬁs teing conducted in sonjunctien with Hanagement and
Improvemsnt Staff, Office of T omptroller,

possible application of mechine tachniques to vouchered

Deputy Comptroller, and is pending sction by your office,

The estsblishment and mairtensnce of a promotions history ile
for the preparation of promotion statistics,

The estsblishment and maintenance of a file reflecting due dates
aMMMWWmemram‘mm
individuals and offices of this action,

30 determine the value of reconstructing the pergonnel
iwmﬁhexue&tmlmummordspﬂwtolﬁlm
incomplete snd imaccurate,

The establishment of sn inter-office transfer file for the
- ' of reports reflecting the turmover of persomnel in
sach office,
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RECORDS MANAGEMENT PROJECTS IN FROCESS

Forms Management Posters for Promotion of Various Aspects
of Forms Management - Now in process of development.

Sevings Cost System for Appraising the Value of the Forus
Program - Developwent of system now in process.

Forms Manegewment Handbook - Now being developed.

Training Program (Forms Management) - Training material
nov being developed.

Simplificetion of Procedures for Handling Classified Forus -
Notiee forwerded to office of DD/A for authentication.

Stendardization of FI Information Reports - Coordination of

press-proof copy now being effected. Final tests are
scheduled. ‘

Study of Stocked Forms Supply System - A procedure to
simplify and make more efficient present methods of stock-
ing forms 1s in process of development. Several meetings
with Logistics Office personnel have been scheduled.

Standardization of 00 Information Reports - Problem now
under study.

delish Forme Index - Publish on & quarterly basis numerical,
alphabetical and functional forms indices. Project now
being developed.

Reports Management Program (office of Comptroller) - Com-
pleted draft of gulde gubmitted to the Comptroller for re-
view. Further action delayed pending reply. -

Correspondence Handbook - Draft copy distributed by Regu-
lations Control Steff for concurrence of all offices on
i December 1953.

Correspondence Management Program Promotion - Proposed CIA
notice and brochure now being developed.

Staff Study Justifying Need for Correspondence Management
Program Supported by Regulation - Now in 'process of develop-
ment.

Staff Study Justifying Need for Reports Management Program
Supported by Regulation - Now in process of deyelopment.

Approved For Release 2005/1 ﬂgCﬂEﬁ-RDP70-0021 1R000300120022-0
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21.

22.

23.
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25.

26.

27.

28.
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Reports Managewent Program Promotion - Tllustrated brochure
now in process of development.

Writers' Guide - Staff study submitted to ADD/A on 22 January
for approvel. Copy of this study attached for your information.
Appendix H.

Pacilities and Services of the Records Center.- A sumsary of
Pacilities and services available now being circulated in-
ternally for comment.

Rec:rds Centef 0peratiohs Handbook - Now in process of develop-
men . ’

Reference Aid to Supplemental Distribution Material - An
thventory and brief description of CIA publications now
being circulated internally for comwment.

Volume and Activity Inventory of Distribution Materiale - For
use in acquainting operating offices with amount and type of
material in sorage in order to facilitate destruction of sur-
plus copies. Draft copy now being eirculated internally for .
comment. .

Records Disposal Tckler File - To be established in the Records
Center to assure compliance with authorized destruction of
scheduled records. Project not yet assigned.

Sheiving Space Control File - Necessary for the proper control
of Records Center Space. Project not yet assigned.

Records Disposition Handbook - Was circulated informally for
comments, and corrections have been made,

Records Management Regulations - Adequate regulations to cover
the program are now in process of development.

Records Center Storage of TS Material - Interim procedure
established and cleered with OCD.

Hendbook for Standard Agency Filing System - Distributed by
Regulations Control Staff for concurrences. Comments now
belng reconciled.

Security Desk Trays - Coordinate requirements and initiate
procurement for jnitiel requests. Requesis for 493 have been
received with others still to be submitted.

Flimination of Central Administrative Files - Proposed revised
regulation prepared but delayed because of organizational
changes now in process.

Approved For Release 2005/1 éEF:&gI-RDP70-0021 1R000300120022-0
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29. Promotional Material Concerning the Use of Standard Filing
Supplies - Now in process.

30. Standardization of Safe Cabinets - Representatives of this
Office and the Security Office have been designated to meet
with an inter-Agency committee. :

31. Agency Microphotography Survey - Now in process andsimilar
to Government-wide survey conducted by GSA.

32. Microphotography Bandbook - Project assigned but start is
being delayed pending cowpletion of other assignments.

33. Vital Materials Handbook - Now being developed.

34. Vital Materiasls Microphotography Projects are scheduled
periodically for the following offices:

0ST oCcD
Logisties 00/Contacts
Personnel Security Office

35. Vital Materials Deposit Schedules for All Offices - Includes
{dentification of materials, method and frequency of deposit
and disposition information. Schedules for 11 offiees still
t0 be coupleted. _—

36. Revised Courier Receipt System - Partially developed but
further action delayed by other priority assignments.

37. Registry Address Directory for the Agency - Now being typed
for submittal to the Regulations Control Staff for issuance.

38, Regulation and Relatéd Handbook for Mail Service - In last
stages of development but further action being delayed be~
cause of organizational changes now being wade.

39. Construction of New Records - uction
of the Records Center at th con- 25X1
+taining approximately 21,200 square feet, was proposed Dy thls

Office and I understand has now been approved by the Project
Review Cormittee. I also understand that the Project Review
Comittee will recoumend approval to the Director. The
Logistics Office is in the process of preparing preliminary
plans and specifications and selecting a site. It is hoped
that a contract can be awardéd for its construction by 1 April
1954. The status of the present interim Records Center in :
Rosslyn involves a posgible renewal of the lease by the
Logistics Office. This is currently being discussed with the
lessor by representatives of the Real Estate and Construction
Division of the Logistics Office.

e
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[entt this betler

Tous Wliﬁ# o8 for mgployaant in this igemey is atdll
being oomslidsred. When decisieon iz mads we will notify

you promptly.
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£5 words
3 syllsbles
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1 thxes word
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L prevositional phrases
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ragasding your interest 1o this igenay, or sheuld you have
ay questions regweding the partioulsrs in your case, [
wont o lovite yeu 0 comeunlonte with me by lstier at
your sonvendience.

Iant % hie clsarery

If you have sqy questions or if my pereesal chauge should
alfoct your interest in your spoliseilon, plessu writle use

(my praning elliadnas tedy

mm
WM Shrases

A m:g

Approved For Release 2005/11/21 Q|Aﬁ§(DP70 00211R000300120022 0
VNS ;4 iribs

Podaiika B



Approved F@elease 2005/11/%L5ﬂ;t‘§tP70 002@?000300120022 -0

A rinml examples

*In view of the sivpuwsisnce: L ¥our leiier, ve cak rosle

ies “Bat you e In po position o consider smployment at
tis thae. Howewiy, we 40 wish % sagpest that you get in
toush with v& sgais in “he ovent you become inteyestsd is
& posl tion bery at sy Uae i ‘he futmye.*

Ient ¢ Bhis sharper?

We realise you cannot sooert & position with us pow, If
gondidsns ehanse so that you will wigh o reconsider, we
will m plessed % hear Lrom you.

Hodsun: times call for now siyles in writinge Dontti you sdwit uabt thege
cxsnplen syove %twmmanhswmmﬁtmmmﬂn
graxd what we m%mm@ and ey will peec lems tise Yo resd
oar writings?

tet's sedernize some of ocur latest remlatory wriiling. This calls tor
streanlining--thut ip, we will shorten our words, seatesoes;, snd jaye-
graphe. Ye will pet rid of governmentisl jarpgon. e willi keep our wurds
of hyes or mere syllables ¢ a minimam, our pentencss o an sverage length
of poventomm ‘o wetyectie words, and gut Jdows on the use of repos: Yons.
flare s somE SLERDIES!

Tgor s ressun, svery wployes of lhe Orgasizatisn whoee
dution irnvolve the obligstiom and et -endl ture of ownfiden~
wal funds should Dot only weisrstand the Feguletions governe
isng thely cilipstion and enpedi ture, bot the wnderlylog
phlicepphtiss a8 well.”

i&t's sec how we oan lgauve LW

Lespy hpency m}mm duiiee mwnﬁm tw nendle
confiden tial funds sbould understad applicasle regulaiions
and all waslie ;rinciples.

Hisre's what neppenad: s eu: he eriglrul sentewe {ros 35 o 1v wartds
snd Trom 75 0 &) syllsulas. tecmipe of “he pature of he ssbiee: we can~
pot aliminate all long wordp., Bal we nave gutl eighd of ine four ayllsbic
wostis o four, acd sliainated one £ive syllable ward, .m y:m dnk che
revistion is more rusdshle, ﬁaﬂmmt lenr time yresding 1%,
posatbly Fou will yamestber it

'n-ﬁ 1 lﬂL

o
,v‘:’,‘*-.v
LR EITE

Approved For Release 2005/11/21 :«3A-RDP70-00211R0003G0120(22-9



-

Approved F@Release 2005/11/21 : 9!@&{70-00%000300120022-0
HTRYS | i
1

g L
P f e

Lette lowkr ot soother cnel

woplogaiion of anharily for oarbiculer astivas o levels
cotp idered to provids e degres of dporetionsry judg-
Aent COMMERG PR e W.h 06 sagel s o signblliescs of
i pehe lovoelvede®

Mis appeared 88 an enlire aragraiie lem': it difiicad s W e et
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cheney ad continuity of o erstionnl snd sdsinistraiive ao-
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Here s one coesedbis yevisiens
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single sis and prosste sonkimmity soi ellicleney in gper-
ational apd siml ipirstive sciiviues.
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he Jrpanizetichts policies and crvcudirve WG esaed in
its yepulationpe ‘hwwe ropuletions vover and demuribe all
Orgsoipaticnal divigicas. Thelr als ie for wl ficloncy snd
apbty Ap ocerationsl o sduinletrative aei.viiles.
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spie [ryom tnue of ouy IepOrier
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iug of orocurwment ad X ernal oles ancw botdiepscue in
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CONFIDENTIAL - .

REDODS SERVICES DIVISTC:

Flansy dovelons, and sirects
Records Faniagorent Irogran encorm

ency-iido
ng the creation

preservation, destruction, or other disposition of
those' reconds not currently required or seldon used,

T FERURY i90h

FORKS EAUACRENT BRAICH

Develops, installs, coordinates and has tech
nical cognizance over Forms Management Programs

“hroughout, the Agen

Eeibuizhe B desen, spegnu, prining
= ccing shaderts w seclFiciion

'8 Agency r-nur& ms initi-

atton, spprovat: ﬁ.,,mnm.,, vt o, aianiity,
Aatrivition, wd

Dovelops, m.r.., and dtsaeminatos direstivos,
instructional, a'and provides tn-

incmicuss ot progrant, Fncion welyie, doion,
soctal project resedrcy admndstestive pesemioe
=

Standandizes specialized forns equipment,
suppLes for domestic and oversees [Leld activi ties,
Deternines essentiality and finally approves or
dismproves requests for new or revised forns, elini-
nating, consolidating, standardizing, and sirplifying
siars Beasible, Aoproves or disapproves reprint Ter
ta, oordinatar on ul ol

ssigns mnbors,
es p Final-tme copy, devslops
Producion speetfications e rens reqiraments
initial distribution, stockare, iy
Deterninos qnl‘lclbﬂ.ii’ 3¢ Torna o8 shtar
governnent agencies to the
Publishes mmerical, alghabtical, and fuction-
a2 tndexos and provides reference and techmical con-
sultation services,
ta, advises, and consults with field and
anning, oporation, and

orogrs
o functional zroups of foms to eliminat
gonmlidste, standardize, simlty, and irorove el
1ng forms
Sonhicts spectel seudies and ro arch pro;
on forna systems and procedural implenentation to

on i
obtain wnd exchange technical information
prophpr bbb forns -
cedures,
liaintains 1iaison with civilian industry relative
o the design, oroduction,
confunction with business nachines and systems equip-
ment, to keep abreast of racent technical developments
and to avold establishent of restrictive specifications,

REPORTS ANID GORESFO{DEEICE FATASETET BAIGH

3 n Forers lttes, pocetves and
stendanes Tor Soconteaiired Somseie ind Corrampanonce
Fansggmant Trozrans troughont. e
Dovlops i saststs 2 inctalling rosee for
e varions
rolors Tt uides e pro zim sublicity for
the contiming ration of area ﬂm"ru‘ rs. 7
Frovides. terinint Raterial dosionen o swpolonant
mtum d. et ”
tming tochatonl assistance to Area
toonds DErees mmd e i S
duatos prorrans; reverts prerress to mizhor
mtort
Feorites tntr n sates sgmey tataon on 20
sorts i Corrospondance Temiaton e

epor
Tstems of Agoner-uide scope or coortinates such
re of i

avelop-

rovi
the quality of correspondence and adequzcy of dooue
mentation,

Jormilates procadure and style standards for
the preparation and handling of Agency correspond-
e amd devolops written suldes for their Agency-

Devsloss form and pattern letiers, patem
saragraphs, correspondexes and otter lﬂbur cavias
commemmondanco techinignes oo
galdes for their use, -

RBCORDS SYSTRS DRI

Dovelops, coordinnteg, and hay techdeal
cognizance 1 and file practices, record
itens, i tocmiaues to asure thos -

de adequate docunentation of the orzmiaation,
nmcmns, Relicies, desigions, procodures, and
cssential transactions of Aeny ac it

Forrulates Agency gutdes or uce.in dov Loping.
office mamials covering a uniiforn systan for chaseity-
irg g H11inG records, and procedures for reces
recording and routing incoring and outgoing corsuni-
cations,

Sonducts surveys to analyze records, record
aystens and procodures and Tocomend Lrpkoved record
systens to inzure efficicncy; develops necessary
nanuals; and assists in the installation of soproved
records ayaters,

velope, for course nstruction by the 0ffice
of tratmine ng, & training syllabus on nail and file

practicos,
Provides techuical advice and seststmes to tho
Asency on ratters ortaining to nail and files, and

records systers and practices,
Faintains laloon with Are;

ops Agency s’andards and assists in the
attective sttt ot Z2ins equtpnent ant guorldes,
ordinates Arency-wide o' mtion of the standards ard,

equipment nrogean to aselst Atency personnel i
terrining L and the selection of office
rachiner and equipient, Prepares and Lsues ausdes
for use in tae solections of m
st bl shing wtidis FerTacesont and ozl
erite

Zeviews and aznroves all

roposed rdcrofilidng

d oquizonts i rain
f all nicrofilring equiy
%o aacure 185 fu11 ati1ieation,
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REOORDS DISPOST TXO1 BRAIGH

Eatablishes standards Lor the development of
an Agency rocords rogran, including:
Tovontory nd aporaisaly recorde somirer schodilos,

rocorte disposal schedules, wxd obtaining Con-
ressional authord
ains Area Tasords Sfficars in the techniquea
of rocomts seheduling,
hesiats Ares ocors ofticors 1n  developtog

. tmplamentiog Wl sehediling o

Establishes and drplenento the reconts schaduling
progran in those offices that do not have fulie tine
records of ficer:

RECORDS CENTER BRANGH

develops, and directs Records Centar
upﬁ:ﬂmh_tmmatmﬁuamul-ﬂ
the Agency Records Hanagement

Conducts surveys to dtermine the

grans in the climination or renoval

Laintains Liatoon i th the General Servic
Adriadsteation on all natiers portaini

serd-active and inactive records,
Develops, in coordination with the Records
Systans Branch, procedures for files equipnant. con-
tarouzh the nse of reco
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