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AND ACCOMPLISHMERTS TO : DECEMBER 1954

OBJECTIVE COMPLETED _ IH PROCESS
1. Develop Handbooks of instructions, a. Bubject Piling, a. Handbook for Vital Materials
25x1  botices, regulatioms, snd publicity fit] b. Handbook for Mail Conirol
waterial, b. Operating Owides, Reports Mensge- ¢. Handbook for M

25X1

Publish index to Agency forme.
Revise forms mmbering system.

Install Vitsl Materials inventory
systen.

Survey Agency wicrofilmisng oper-
ations.

Conduct records zenszement surveys
and develop records control
schedules and disposition schedules.

ment.

¢. Anslysis Guide, Reports Management
4. Introduction to Reports Management

pemphlet.
Style and Procedures,

.
—
roo0 ‘ Manegemert pamphlet

g. Writing Tmprovewent (Guides:
Elg Woat i Feadobility?”
2) "Modern Writing Btyles”
h. Poster on Utilizeticn of Forms
i. Informational pawphlet -~ Porwe
Manapement

Preliminary review completed,
Yew system instalied.
Hew system inatalled.

Eguipment and current yrojents inven~
tory completed.

&. FHID

b. Bignel Center - mailntensnce of
cables for Vital Materiale

e. HWR

4. 081

e. ONE

f. Bovmat Stalf

£ Audit OPfice

h. ¥

SECRET

erophotography

4. Records Msposition Hsndbook

&. Glomsary of Adeinistrative
Terwinology

f. Toros Hameement Handbook

g. Courier Receipt Procedure

h. Agency Hotices on Use of
Standard Follers

i. Agency Notice on Utilization
of Correspondence File Cobinets

3. Revised Recormis Management
Regulation

k. Dispatch Procedure

1. "Streamlining Your Writing"
{A series of 25 inforsational
sheets, each dealing with s
particular sspeet of writing)

Apyroximetely 604 complete.,

Report of fisdings snd recosmend-
ations.

8. Office of Operstions (Chief)
b. Becurity O0ffice

¢. Dffice of the General Counpel
d., Office of Research & Reports

e. ID/F erea - Yol
Divislon;

f. Cmble Seecre - cable e
ceipting systen.

g. Reports Mgt. Prograws - Office
of Comptroller and Logistics

h. Office of the Comptroller ~
recorde control schedules
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OBJECTIVE

7.

8.

9.

i3.

1k,

15.

seoRET
COMPLETED

1IN _PROCESS

Prepere procedures and plans for
transfer of Reeords Center.

Heceive and gervice sdditiomal in-
active records. .

Continue development of gteel
covered desk trays to reduce safe
file requiresents.

Complete the stendardizetion of
formmt and design of Foreign Intelli~
gonce Reporting forwm.

Pevelop correspondex showing the re-
petitive stendsrd reports and reguesto
required throughout Beaedquarters.

Deternine advisability of stocking only
ummtermarked (sterile) statiosery

Review requests for wicrofilm equip-
went and rew wicrofiluving wrolects,
Dewelop and maintain schedules Tor
cwrrent deposits of Vital Materials.

Procese requests for new, revised, re-
printed forms. ’ ?

v

a. Fecelved to L Dec. 1954 -
2,699 cu, .. squiva of
337 cabinets valued at $80,206.

b. Fequests serviced to 1 Dec. -
L2,039.

Ssmple trays tested and approved
for use.

Preliginsry forw developed and in-
stalled on triel basnis. Savings to
date estimated et 30,120 smmally.

Dotermined snousl vequirements for
all types of Agency stationery.

Reviewed 21 requests for equizmesnt
and effected savings of $1,500 by

‘ehanges .

Schedules reviewed eand completed
Ve DOCSSeRTY .

8. Rew forms w7
b, Revised forms 283
¢. BReprioted forms 102

4. Other setions on foras 535

8. Hanfbook for Center Operations

b. Courier Service Reguirewents

¢, Telecommmications Service Be~
quirements.

4. Procuresent of Eydwsulic -
Porklift

€. Procorement of Shelving

f. Reecruitment of Perscunel

8. Inactive recorde currently re-
eceived at rate of approximmtely
2 hodrawer file cabinets each
working dey.

%, Referesces being madez &t rate
of 296 per working day.

Purchase of 1,200 for office use.

Approximmtely 60% complete.

Btudy sti3il in process to determine
feasivility.

Reviewing current requesis.

Current deposits being made by sll
offices.

Average of 6 reguests per der.
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