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Chief, Administrative Cervices Division 10 January 1951
Asting Head, Rescords Contwol 'mit
Adtivities of the former Records Manapement Branch

1, The forms attsched give s report on the projects of the former
Records Management Branch, CIA Library Division, 0CD, which were
completed during Degember 1950, or which were continued into the
sucgesgor organization, the Records Condrol Unit, Administrative
Servicen Division,

2, The asctivities of the Branch ircluded, in addition to those
described on the forms as Projects, many varied services some of
which are listed belows

8., At the , | ME, the Branch 25X1
gave advice t DfTice of the National 25X1
Conmittes for a Free Turope, on the establishment of £iling
gystems for the Cormittee,

b, Coordinated the transfer, pressrvation and use of
resordings of forelgn broadeests with Dr. Delles D, Irvine,
Chief, Audio~Visual Fecords Divigion of the National Archives,
Dr, Irvine praised the work of CIA in sgetting up erliteria and
procedures for the selegtlon of such historic documsnts at the
time of thelr creation, and desired that CIA porsonnel be given
permisgion for a talk at some future date before the Inter-agency
Regords Administrotion Conference. No commitddents were made,

¢. Raquested Natlonml Burea of ftendards to make residusl
hypo content tests of mlerofilm samples to assure permancy as
required by law,

d, Advieed 030, bn the procurement of microfilm 25X1
equipment,

@, Approved miorofil:ing of Commmications reecords amouniing
to 324 cublc feet, The originel vrecords wlll be destroyed after
songressional approval has been received,

£, Prepared an estimate of ocoste for storage of records in
office space and in storage aress, It wes diseovered that the aver-
age cost of storage of records in CIA office srece shounts to
#5.31 per cuble foot per yemr. In CTA storage spece the cost
avarages $.53 per cubie foot per year,

g+ Submitted one disposal schedule ard one disposal list to
the National Archives to obtein Congressional approval for &lsposal,
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#3--0r 5/ December, 1950
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PROJECT ASSIGHEE IKITLATION TARGET CERCENT REMARKS
(153, Requirements d:l 00, OPC, 2D, 0S0, 0SI, and the former OKE contacted.
8. Contect A/D¥s and Gtaff Chiefs or With mamaniaatiuna it will be necessary to contact
K1 their designated Records Officers 31 Jan 51| 204 | some activities again,
be Training of nicrofﬂ.m parsonnel 11 Dee To be undertaken when necessary projects are cstablished.
i54-  Raquirenents I ‘
Training
- Q) Lecturas for orientation of
records personnel GS le5 22 Mar Progran suspended
(2) Training of records persomnel
GS 7 &nd up To be establisheds
bs Inventory of files Entire Staff RMB
(1) Received and soded 21 Sep 100%
(2) IR Cards punched | 20 Oct 100%
(3) Verification of IBM Inventory 20 Oct 100%
Ligts
‘(4) Coordinate CIA Records Invenw Entire Staff RMB 1 Feb 51
tories
¢+ Evalustion of Records Series Entire Staff RMB 1 Kov Continuing| 50% of inventories heve been evaluated,
d. Disposal Schedula Entire Staff RNB 1 Nov Continuing| Digrosition determined of 5% of file series inventorled.
a. Disposal Liste Entire Steff RUB 1 Nov Continuing| Des#ription prepared for elght record series.
f. Digposition of Records Entire Staff RUB Continuing|
(1) Destruction
(2) Transfer
(3) Microfilming g‘hnéin Doc,, 380,743 frga{zs ha{e been filngg for the Tew
ue: 8; -
gurmd s ﬁaing m‘é%sf wﬁge 58 mlgelz;gdrgot
(4) Preperation of dreft for ade
ministrative suthority for dige P
:Lti file %s i.m vdie
use
quest for Amhority to Diapoae
of Recorde® and N
"Documents Bisposal Report?, oot
hi
(5) %& of eyt ofm £0:60, 100%
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PROJECT ASSIGNEE INITIATION TARGET CERGENT REMARKS
55, Vital Records Mierofilming Entire Steff RUB 26 1 0f the CIA overt componants 950 of the initial microe
. £iiuing is eompletss A totel of 1,190,599 frames bave
. been . £ilmed..
8. Film received by RMB 8+ 544 reels recelwved thru 31 Dee 50
be. Film sent to Reproduction be Same as above
¢, Film returned from Reproduction ¢e 533 reels received
~ da Fila revieved d. 516 reels reviewed,
8. Flln gsent to6 Repository . 86 reels sent to Repository
25X1 '
$8, Review of COAPS Files 20 Oet, 15 ov o 'z% | Work suepended due to reorganization
59. Review of ORE/IE Files % Oct 30 Hov  4°% " v e e .
€0. Review of ORE/Map Div Piles 12 Nov! 50% " . 'be' o ] 1
61, Establishwent of Standards for Microw ! Preli study begun Suse=
filming Work to include: Staff RMB 1 Yov, Pgﬁ“‘{ awnlting anﬂgce I_Ii of duté- ?tgdr to re~
1 & Morofilning equirment and suppliep ﬁ 11 Dec' Srating nforcHilsing peojoctsons on establishing end op-
be Reduction ratios ! )
c. Quality end quantity of camera op=|
emtorg 'afmt%ut 7 ¢ P
de Acceptable £ilm procesaing
e. Labelling and indexing of files
f. Storage and use of exposed film
62, Documents Regrading Procedurs
K1 6 Draft of CIA Notice 1007 Suspended pending outcome of reorgznization
bs Regrading Request Forms 1007
. @+ Regrading Notice Forms 100%
63. Establishment of Documents Regreding
File 1 Jen 51| 758 | Project delayed by reassignment olel 2541
64« Publication of Consolid: ted Documents ‘
5 Regrading :lotiecs Intire Syaff RUB 31 Jan 51 :
+ Devel of procedure for Control
’(’F Inter~igency logna of records f 1 Fov 15 Dee 100% :
66, Search for sensitive records of NERC 17 Fov 75% | Search revaals need for inter-arency coprdinetion of thecp
& 4 foi £ £ 6TA records and for establishment of controls within CIA,
+ Request for clearante for use o .
Records at National Archives 29 Dec 30 Dec flearance desirede
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