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SECRET CLASSIFICATION
Ao T e R PCORDS MANAGEVENT BROGRAM o 2 00014
1, Purpose:

The purpose of this prodedure is to institute a records manage-—
ment program and thus esteblish and effective control of all records supporting
.staff activities, administratiégérequirements and operational procedures of
CIA,

2. Scope:
The scope of the program is agency wide and includes the record
material of each organizational component of CIA, the CIA Record Center,

the Repository of Vital Materials and the National Security Council,

3. Definitions: (to be supplied)

4o Objectives:

&, Development of organizational framework eand functional system.
b. Utilization and trening of personnel.
Ce Determination of administration requirements and the preparation

of procedures therefor,

. d. Determination of agency requirements and d%yelopment and installa-

| tion of operating procedures to implement”éffective record control
system,

e. Determination of essential administratiégfcontrols and development

of output reporting system.

v . Assignment of reSponsibilitﬁifor the scheduling of recordsprojects.
g. Adequacy of coordination channels,
h, Preparation of operating procedures to enable systematic processing

of records.
5, Organigation:

g, The records management program entalls not only the analysis,
evaluation and disposal of récords but ,also, the rendering of special
services to facilitate anX effective control thereof. In the adm-
istration of the program three components of the Fecords Management
and_ﬁﬁstributionjﬁranch participate, These are identified as follows:
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25X1 b. CIA Reg. [ ]provides that each office head will designate in
writing to the Chief, Administrative Services an Ares Records
Officer. (##¢#) yho will have the responsibility for maintaining
gn internal records pggg;gm.,fThgﬁfthgre is available in each
office a representatiﬁé&ﬁhomwfi 261 aborate in the over-all
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6., Functions: The following1functions are assigned respectively to each
cotional compdnent for—purpeses ofadmintstration.
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VB Record Analysis Section:

Inventory and preliminary screening of records
Selection and process”bf vital materials
Detailfanalysis and control of records
Disposition of records
Standardization of filing systems
Survey of filing equipment
Pursuit of special studies such as:
(a) Prepasration of recordsand correspondence manuals,
(b) Analysis of source of material to establish
accession standards and theréby project potential
growth of records for purposes of statistical
control,

(¢) Factemy finding enalysis of forms used in the
control of records to facilitate standardization
of filing systemfend to support recommendations
to the Advisor for Managggen$dfgggconsolidation4fwf
cancellation and[pqgfible revision. thereof.
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b, RecordsCenter:

(1) Receiving, processing, storage and disposition/as
schedulellof archival material and the maintenance of
controls therefor,

“(2) Receiving, processing, storage supply and supplemental
distribution of basic and finished intelligence reports
and information reports, and the maintenance and control
therefor.

(3) Receiving, processing, storage, supply and supplemental
distribution of CIA Regulations, Notices, MiXdx NSCID,
DCI, IOP, Borrespondence and Becurity Manuals and the
maintenance of controls therefor.

(4) Receiving and disseminstion of regrading notices,

pttermination of proper security classificationsas
appropriate,and the maintenance of controls therefor,
(5) Scheduling and processing of microfilm operationsy
pertinent to vital materisls and projects for space
reduction of records and the maintenance of controls
on both microphoto projects and equipment,
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(6) Servicing requests and maintaining control of
record material on inter-office and inter-agency
loang g

¢. Repository:

(1) Receive, verify and receipt for vital
materials deposited throush the CIA Vital
Materials Officer.

(2) Complete CIA Form No._ __ "Transfer Slip",
as appropriate. ' :

(3) Establish and maintain an appropriate re-
ference system that will provide broad
codification to facilitate access to vital
materials,

(4) Prepare and furnish pericdic inventory
reports to the several Offices of Origin,

(5) Complete destruction or return of vital
materisls to Offices of Origin, as directed.«
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7. Utilization and Training of Personnél; Operating Personnel comprise
s : . . inalysts, Grade- GS-9, Analystf trainees, Grade GS-7,
enipr Recordd Clerk}Grade GS-5, Microphotographers,

Grade GS=3,
A D 7:;:/;//‘5/:*&" .
a, Utilizstion - Analysts,are assigned Xdministratively to the
Records An=lysis Section, Trsinses, Record¥
/- ., Clerks and Microphotographers are assigned %
e e¢" " similarly to the Record Center, Definite
oy #yﬁf /rf;%L operating assignments i.e., by gffice of Origin
P ¢ o [t d..;; Nelt  are glven respectively to each analystg who
éﬂh@c“ ;/?5431[ e fe;k,la collaborates with the Area Records Officer of
hﬂéﬂb&‘f[ﬁ’ Y [lzéﬁfi;ﬂﬂﬁwf”‘ interest.- ResponéfbilityJgh;\scheduling, re-
_;ja%?ii;bf “p MA s ceiving, processing and“ﬁisposition of archival
e A et ET material pertaining to ‘G @ffice of Origin rests
' ‘ primarily with the analyst concernzed. j
Coae Yite Boorgeo: cotteee &a & Pl we - AP s -4/9 &
b, Training - = trainee”is &ssigned to s port each analyst,, 4 .
- prrerpsclerk and m}gro Egpg%;apher are assigned assit
7AQWﬂﬂwj¢£y@waﬁaeh traineg}’ The" ena vst# assumes the resppnsi-
. bility of training the personnel assigned toihim
and discharges it by: \
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(lzvflanning ; assigning&gpera ing routines
: on archival ma ialg in the Record Center.
(2) Directing' yep¥as a team'on missions
éh @ffice of Origin for special purposes

to -
such as, organizing, processing or disposal
of recard material, 7+ J. THE Bnop RELIES
TRAINING [N, B L DENMTIE&] SET o ff A Ebokln
NOTE: Théfé%%ignments of trainees, record#
clerks and miecrophotographers de-
' . scribed above are primarily for
Vﬁyfﬁtiﬁ 4u/wf.«xvn1*-'é2 ,training purposes, This-plen-is
wie fuefe Wep e lizee? pot intendéd to-offset the super-
e A/ ,yi;??gﬂuggwﬂ:,nisionwgiven by +the Head-of-the
ey A sLE el /f»{ _ Reeord Center, ‘

8, Operating PTocedures:
a. Record Analysis Section

(1) Inventory end preliminary screening - Form 36-211 dated
May 1951 ( See Exhibit Blegk) is used as a means of
accolplishing this preliminary phase. It provides for
certain essential data such as office identification,
item number, title and subject of each record series,’
arrangement i.e., alphabetical, numerical, geographical,
chronological, etc,, linear feet, inclusive dates,
security classificetion, evalustion, retention period
and disposition, The form is prepared in triplicate
for distribution as-follows:

(a) Original to Records Menagement and Distri-
bution Branch
(b) Copy to Repository
(¢) Copy retained in Office of Origin

When completed and signed by the Area Records Officer
and Administrative Approving Officer it comprises an
inventory of record series groupSand an evaluation

of each group,as active or inactave, current or non-
current, record or non-record, vital & non-vital.

As it also,includes retention period and disposal actionm,
it provides a basis on which to take further action

in other appropriate phases of the records program,

(2) Vital Material - & separste operating procedure dated
19 June 1951 for the selection and processing of vital
materials treats with this phase in a comprehensive
manner,

(3) 3alysis and Control of Records: u%detailed analysis
of F&cord series group is essential because:

-~

() Normally,records are prepared in several
copies and the record copy must be es~
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(23 The copies o reRgc?Ig axgé Oé)félf%ibuted
to various offices and the proper office

of record must be established functionally.

$8) Offices receiving non-record copies are
sometimes prone to evaluate them as record
coples.and care must be exercised to re-
examine and verify the evaluations, reten-
tion periods and disposal asctions ‘previous-
ly determined.A < 1HE T/ME & F FALLIAI AR Y

(4) The Intelligence Advisory Committee,
other Federal Agencies, or other CIA
offices may have a definite interest in
the information provided in certain record
geries grouptand such interest ghould be
determined and recorded for control pmxx
purposes.

B. Torm blemk dated biamk ( See Exhibit Blemk) is used
_as a means of establishing the necessary control,
This machine record card provides informationéghta
such as:

Record Series Code, Security Classification,
Office of Record, Evaluation, Fhe Betention
Period,smoxDisposal Date farxkiendcRRimex and
Disposition Code for the 8f7kemxmfx@rigimy
Record Center, Linear Feet, Microfilm and
the particular offices interested in the
record series group ( see Sub-Paragraph 4
above).

¢, Coding for Record Series card: The Record Series
Code comprises three spaces for the office code
and three spaces for the record series code in
numerical sequence beginning with I and continuking
thru 999 for each office, The office cods mmiwpes
adopted are as follows:
J Staff Offices

SQ1 National Security Council

502 Director of Central Intelligence

503 Deputy Director Central Intelligence

S04 Deputy Director - Administration

S05 Deputy Director - Flans

S06 Assistant Deputy - General

507 Assistant Deputy - opecial
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Administrative Offices

401
AD2

403

AOL
A05
A06
AQ7
A08
AO9
Al0
Al

Administrative Cervices Office
Apdit Office
Communications Office
Finance Office
General Counsel

Inspection & 3Security
Management Analysis Office
Medical Office

Personnel Office
Procurement Office
Training Offlce

Operational Offices

001
002
003
004
005
006
007
008
009

Collection & Dissemination
Current ¥ntelligence
Intelligence Coordination
Nastional Estimetes
Operations

Policy Coordination
Research & Reports
Scientific Intelligence
Special Operations
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QFFICE CODE

Staff Offices

S0l National Security Council

S02 Director of Central Intelligence

503 Deputy Director Central Intelligence
S04 Deputy Director - Administration

505 Deputy Director - Flans

S06 Assistant Deputy - General

507 Assistant Deputy - Speclal

Administrative Offices

A0l Administrative Services Office

A02 Audit Office

A03 Communications Office

AC/ Finance Office

AO5 teneral Counsel

A06 Inspection & Security

AO07 Management Analysis Office
408 Medical Office

A0S Personnel Office

Al10 Procurement Office

A1l Training Office

Operational Offices

001 Collection & Dissemination

002 Current Intelligence
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003
004
005
006
007
008

009
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Intelligence Coordination
National Estimates
Operations

Policy Coordimation
Research & Reports
Scientific Intelllgence

SpecialeperationS

CONFIDENTIAL
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GODING FOR "RECORD SERIES" MACHINE RECORD CARD

Columns 1 thru 6 — Records Series Code
Columns 1 thru 3 - Office code
Columns 4 thru 6 - Numerieal sequence within office
Example - A01123 - AOl represents Administrative Services Office,

123 represents items numbered 123 on Records
Anelysis Work Sheet of Administrative Services

Office .
Colum 7 - Security Classification
Punch 1 ~ Top Secret
Punch 2 - Secret
Punch 3 - Confidential
Punch 4 -~ Restricted -

Punch 5 - Unclassified
Columns & thru 10 - Office of Record
Exemple - S02 represents the Office of DCI

Colwms 11 thru 14 - Bvaluation

Column 11 - Vital, punch 1; not vital, punch 3.

Column 12 - Record, punch 1; nonrecord, punch 3
Column 13 - Current, punch 1; noncurrent, punch 3
Colum 14 - Active, punch 1; inactive, punch 3

Columns 15 thru 21 - Office of Origin

Column 15 & 16 - Retention period (years) (in Office of Origin)
punch Ol thru 09 when retention of item in Office
of Origin is indicated for 1 thru 9 years,
Punch 10 thru 99 for longer retention, using 9
for indefinite retention,
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Columns 17 thru 20 — Disposition Date, punch colums 17 & 18
for month and 19 & 20 for year.
Exsmple - 1251 —- 12 represents the month
of December. 51 represents the year 1951,

Columns 21 - Disposition Code
Punch 1 - Destroy
Punch 3 = Transfer

Punch 5 - Retain indefinitely

Columng 22 thru 28 - Record Center

Same sctivities as represented in columns 15 thru 21 but in these
columns the activities are carried on by the Records Center. Same
punching code used.

Columng 20 thru 32 - Linesr Feet

Punch numerals corresponding to number of linear feet in the record
serles,

Example - 0123 —- 123 linear feet.

Columns 33 - Microfilm
Punch 1 - Files to be microfilred for Vital Materisls Program

Punch 3 - Files to be microfilmed for reduction in space
Punch 5 = Files to be microfilmed for purposes of duplication

Columns 34 thru 80 - Interested Offices

Starting with column 34 punch the three columni office code of the
office interested in the record series. Follow with as many ad-

ditional office codes as necessary.
Pynch ALL in column 34 thru 36 if 81l CIA Offices are interested in

the record series.

CONFIDENTIAL
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