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Chief, Orgsnization and Wethods “ervice ' 23 December 1952
Chief, General Tervices

Utilization of Microfilm Fquipmeni Throughout the
Departmentsl Headquarters of the Agency

i, Reference the attached nanorandum dated 12 Novesber 1952
on the sbove sublect.

2. The study M.’m a fine survey of the utiliza-
tion of ajcrofila aq = the standpoint of accounting for
its use, From the standpoint of reoroduction alone, the aroblem
does not seem to be one which is abused zs states, How- 25X1
ever, there is the srobles of having trained microfils operators;
but in view of the poor quaiity of microfila being sent from over-
seas stations resulilng in poor reproductions, it appears an
iwproved training program of personnel going to overseas stations
in microfilm technique is most essentlal. It is recomaended thatl
this matter be taken up with ‘the Director of Training.

3. We are concerned with the problem from a records manage-
ment point of view as to whather the namber of miorofilm orojects
that are in existencs todar should continue from the standpoint

1timate purpose which the aicrofila serves. As you and

slise, mierofila should only be used where either the

] nnot be made permanently available, or it is desired to
make a permansnt rscord of the original and destroy the original
copy. The principal difficulty in aicrofilming is the problam of
an sdequate index which permite the finding of the material on
miorofilm after the original has been destroyed or otherwise
disposed of.

L. These are general statements and obviously there may be
other applications of the alerofila activity, but by experiance
the records amanagenent people have found thzt the microfilming
sactivity is not generally sither Justifiable or desirsble fros
the standpoint of ultimats purposs. The recomnendation contained
in peragraph 9 is, therefore, one which should be looked into by
the Records Management and Distribution Branch of this Office

rather than the Printing and Reproduction 2 ith your
permission I would like to have a copy of memorandum 2 D5x1
to be referred %o b for investizstion ard apoHro- I‘
priate action, 25X1
/< /
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