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Chief, Management Staff % October 195k
Chief, Records Management Divialon

Progress on Lgefxcy Records Management Program

1. On 22 October you requested that I submit to you by
the end of this wesk & report showing the overall progress
made in the Agency with respect te the Records Mansgement Proe
gram, encompassing the feliowing elements:

8, Forms : £, Vital Materials
be Reports go Morofilming Standards
¢s Correspondence h, Records Scheduling
ds Filing Systems 1. Records Center Operatiens
¢. Filing Bguipment and

Filing Supplies

The progress mde by the operating effices with respect to each
of the above slements is reflected in the attached chart.

2+ The pmgm: made by Agency offices is sunmarized as
fellows:

8. Oversll progress in carrying out the program is
ami&erad to be adequate in 9 of the 19 organismstional areas
shown on the chart, The Recorde Management Division has helped
8 of thesa offices to imatall the program,

b, The program is consldered to be generally inade-
quate in 10 aress, 5 of which have fulletime Area Records
0fficers, Thess programs are inadequate because of such factors
aps other duties assigned to the Area Records Officers; reluctance
o tﬂk‘ aﬂv&n‘@gl of the assigtance and advice eoffered by the
Rec ent Division; secuxily reasons; failure to desige
cer; and lack of full backing of top

mj.a'bmtin officisals,
3 Gﬂmll rogress in the ID/I ares is éanaidared ade-

quate, ave been made with the Special Assistant to
the DD/I and he has given us complete cooperation
angd sssl . r actlon is needed as indicated belows

&, BSufficient pregress has not been made in ORR
because they have not sppointed a full-time Area Records Officer,
A menber of cur staff is now working in ORR, establishing & dis-
position pregram,
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b, P has transferred a mmber of inactive records
te the Center and they are meking some unscheduled deposits of
vital materials. On the other hand, they have net &evelopad a
program and have not taken advantare of an offer made by th
Records Management Division te te
sssint them in establishing theIr own reco
pram,

¢e OCY has made no known pregress in establishing
and carrying out a resords menagement program except in making
wacheduled deposits of vital materials, I have discussed this
1a) Assistant to the DB/T and Messrs,
of OCY, and offered them our assistance,

. Progress in the ID/A area is generally satisfactory.
4X1 of fices have instituted the program, On the other hand,
the Office of the Compirellsr, Logistics Office and Security
ﬁm, which have -time alrea Records Officers, have not

wnde adeguate pmms.

a, The principal progress made by the 0ffice of the
cwtrallw is tha tnmrer et a submtial nmber af irsctive

advantage of ggymgﬁgg;:m] &m and asa:tstama in the )

preparation Isposition am, Assistance has also
slfered to mtabliah a reports management program and to

m}w an adequate schedule for depositing vital materials,

b, The Logistics Office transferred a number of its
inactive records to the Center and hap developed & schedule
for the depositing of vital materiais, Otherwise, their records
managenent program is lacking. Approximately six months ago
we wsre reguested to develop a reports management progran for
them, An outline was prepared and submitted and desplite the
fact that we have had a mumber of centacts with them, no actien
has been taken.

¢+ ¥e have been agsigting the Area Records Officer
for the Securlity Office in developing a recerds disposition
plan, BSeome progress has bYeen made in this area but we have
never been able to concluds the project because the Areca Records
afficar has had difficulty in getting top level support. It is
war understanding from the Area Records Officer and {rom
_ whe has been conducting a management survey in
e security vifice, that they have an umpgually large number
of m and, based on Agency-wide experienbe, it would
that a substantiszl number of them could be transferred teo
the inactive status in the Hecords Center, therety making equip~
ment and space which 1s badly needed available to them, As of
now, less than the equivalent of one L-drawer fils cabinet of
imciiu records has been transferced to the Center.
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5, The administratien of the Records Management Prograr
in DD/P 18 carried eut through the Chief of RY,|
Ares Records Officers have been degignated in the Divisiens
and the principal Staffs, Asslstandeoffered by the Records
Mansgement Divisien has not been accepted, Recently, however,
we were advised that a records disposition schedule had been
prepared and wae ready for our review but seo many restrictioms
have been imposed that proper appraissl is difficult, :

The volume of records transferred to the Center, the
equivalent of 37 file cabinets, is insignificant in comparisen
to the tetal holdings,

6, Progress in ths Persommel Office 1s principally in
25X1 forms mansosmend Pher do not have a full-time Ares Records

: | who has been carrying out the program
a8 & part of other Jutlies, has been doing a satisfactory Job
with respect to forms management and has tranasferred the
eguivalent of 51 file cabinets te the Center, They have not
developed any everall program fer records dlsposition despite
the fact that the Records Management Division has offered
assistance on several occasions, 25X1

e - Te The Office of Tm was late in getting started om
its pregrsm, Thay nﬁn:teﬁ _ lof the Records
Wagement Division for thelr Area Records Officer. He has
been on the job appruximately six months and, while enly a
smll percent of the program has been accomplished, it does
have top level backing frem Colanel Belrd ani we consider that
satisfactory progreas is belng mada,

8, e Office of Commmications has mude very little
progress on its program, We have had limiied contact with the
Ares Bucords Officer on forms and vital mai Ide-
enssed the records memagement program with| | 25X1
and of fered him agsistance, Records work is now performed as

a eosllatersl duty and it 4s our opinion that the Area Records
Officerty position should be established on a full-time basis,

25X1

9. This report summarizes the overall program status
with an indication of the areas in which progress has not been
sz satisfactory as desired, To stimulate action in the
dellingn areas, I will contimue follow-up discussions ro-
enrding: (a) the assiprment of full-time Area Bscords Officersg
p) the inclusion of all sppropriate elements in the respective
of fice programsy (c) relaxing of hampering security restrictions;
and {d) obtaining backing for the Area Records Officers from
their office heads, I will advise you when I an unable Yo
acconplish satisfactory results.

21,1 o

10, I will be glsd to discuss this report with you anytime,

25X1

Attachment SECRE]
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