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)?/; 1. GENERAL
This regulation prescribes policies and procedures for the i;”
economical and efficient management of Agency records. It

provides criteria for operating the Agency Records Manage-
ment Program in accordance with the Federal Records Act of
1950 (Public Law 754) and applicable Federal Statutes and
regulations, and general policies of the Agency.

2. POLICYES

a. There is egtablished in the Agency a comprehensive
Records Management Program embodylng tested policles and
procedures pertaining to:

The ereation of records;

2] The maintenance and use of records;
The vital materials of the Agency; and

70\ The preservation and disposition of selected
records.

b. Records management controls over the cre ation of Agency
records shall be instituted to insure that important
policies and decisions are adequately recorded) that routine
operational paper work is kept to a minimum,and that the
acoumulating of umecessary files is prevented.

il handling an%nrouting) records classification and

tndexing gystensj the uso of filing equipnest and .~
suppliesefo Insure that records are mgig;g}ggdmeconom;:;)
cally an eLficientlyj”“”'”"“ o

c.fdzzrveys and enalyses shall be made of such matters as

d, Records of contimuing value shall be preserved, Records
which are no longer of current use shall be promptly
transferred to the Agency Records Center, mlcrofilmed,or
destroyed,

e, Inventories shall be made and maintained currently of all
files and filing equlpment.
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£, No records shall he alienated or destroyed except in
accordance with the Records Disposal Act (Stat. 380-383;
50 Stat. 434) and these regulatioms.

The United States Criminal Code attaches severe penalties
to the will ful and unlawful destruction, damage or allen-
ation of eny Federal records. Sections 234 and 235 of
title 18 of the United States Code which relate to this
read as follows:

234, Destroying public records, "Whoever shall willfully
and unlawfully conceal, remove, mutilate, obliterate, or
deastroy, or attempt to conceal, remove, mutilate, obliter-
ate, or destroy, or, with intent to conceal, remove, muti-
late, obliterate, destroy, or steal, shall take and carry
avay any record, proceeding, map, book, paper, document,

or other thing, filed or deposited with any clerk or offlcer
of any court of the Unlted States, or in any public office,
or with any judicial or public officer of the United States,
shall be fined not more than $2,000, or imprisoned not

more than three years or both,”

235. Destroying records by officer in charge, "thoever,
having the custody of any record, proceeding, map, book,
ddcument, paper, or other thing specified in section 234 of
this title, shall will Yully and unlawfully conceal, remove,
mutilate, obliterate, falsify, or destroy any such record,
proceeding, mep, book, document, paver, or thing, shall be
fined not more than $2,000, or imprisoned not more than
three years, or both; and shall moreover forfeit hils office
and be forever afterward disquelified from holding any
office under the Government of the United States,”

g, Vital materials shall be identified and moved to a reposit-
ory for safe keeplng.

h. Disposal 1ists of all file gerieg ghell be developed to pro-
vide for théir systematic retirement,

i, Standardized filing systems, £41ing equipment, filing
supplies and filing procedures shall be provided,

Tnthe-affice instructions or regulations may be developed in more

detall to meet specific situations but must conform to the systems
and policies outlined in this regulation and related fandbook$.

S ~
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]EE’E;INg,I,Og,,Sses op This wequlation the Lollow1n9 defcm’nogap(n‘.
a., Records inelude all books, papers, maps, photographs, films, '
recordings or other documentary material, regardless of
vhysical form or characteristic, made or received by any
portion of the Agency in pursuance of Federal law or in comnect-

jon with the transaction of public business and preserved or
appropriated for preservation by the Agency or its legitimate
successor as eividence of the organizationm, functions, policles,
personnel, decislons, procedures, finencial or lezal trans-
actions, operations, or other activities, or becsuse of the
informational value of data contained therein,

b. Non-record material-includes;library and museum material made
or acquired and preserved solely for reference or exhibition
purposes, @xtra coples of documents preserved only for gon-
venience of reference, and stocks of publications \é? Y
processed documents,are-nu%~incia&e&~w&%h&a~the»definitian of
the Gor-1asa0; s ag-used . e

(=

¢, Vital materials are those specific items in the possession of
the Agency which are essential to the Agency on a continuing
basis and which, in the event of destruction, would constitute
a serious or irreplaceable loss.

d, Forms are printed or reproduced documents with blank spaces
provided for inserting specific information., Form letters are
- printed or reproduced letters to furnish information for
repeated mailings or one mailing to numerous destinations.
Form letters with or without blank spaces, except for actual
intelligence information produced therein, are congldered forms e

— e i it - - = v ¢ -

>
d ot

e, Reports (fop pesposes—of—the—regulation) are all requirements
for written reports, one time or recurring, egtablished to
.provide administrative or management. control of operations.
mem ovanda, letiers, and dispatches (excluding op<zralronal repor’fs)
f. Correspondence includes all reocndod—eemmunications-sent to >
or received by a person in the Agency in the execution of
his officlal dutlesy wi#h—ths—excep%ion«e£Leommuaia&%ie&s—%ransaLwv‘
mitted by rapid-meams (ije., tetephome;—tetenraph; o o,

FUNCTIONS AND RESPONSIBILITIES
a. Chief, General Serviceg Office. It is the responsibility of the

Chief General Services Office to develop, install, and eoordinate
the Agency’:\wide Records Management Program, and taf-exercise
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technleal cognizance for its continued operation, including:
(1) . Provide wesuals, handbooks, megulations and other forms
of written guides pertaining to the Progranm, /4
¢ el
‘}- (2): Conduct training programs for Agency personnel and provid:Z}”””/
_forms of personal technical assistance and guidance,
{ (3) Administer records management functions in those offices
not required to designate Area Recordg Officers,

¢ (4)+ Designate an Agency Records Officer to serve as the Agency
Archivigt,

j (5)v Act as Agency liaison to the National Archives and Redords
Service, General Services Administration, on all matters
pertaining to records,

i (6) - Prepare reports and statistics on Agency records activities,

L (7): Act as Agency liaison to Federal Agencies with respect to
the transfer of records.

L (8)v Exercise technical cognizance over Forms Management and
Standardization, Correspondence Management, and Reports
Management, to lnsure that only essentiai records are
created and thet such records are of the type which will
enable the Agency to carry out efficlently its assigned
mission, 1

4 (9)+ Conduct periodic records management surveys,

(10) Assume ultimate responsibllity for designating material
a8 nom -record.,

Z (11)-Effect standardization 6f filing equipment and filing
supplies,

fi(lz)LStandardize filing systems and develop aqﬂ Agency file

manual,

<. (13)-Advise and asslst Area Records Officers on matters per-
teining to vital materials, and coordinate the Vital
Materials Progr on an operating basis by preparing
and furnishing schedules, and completing arrangements for
the transfer of vital materials to the Bepository,

“ﬁ (14)-Develop standards pertaining to the microfilming of Agency
records and evaluate and approve microfilming projects,

(15)~Coordinate and exercise technical cognizance over the dis-
rogition of records througgut the Agency, including the
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development and issuance of guides for preparstion of
records control schedules, and instructions for the
disposition of records.

17 (16)-Authorize the ultimate dispositlon of records,

4 (17).Operate an Agency Records Center to provide: storage for
non - current, sem¥ —active and archival material; and
the storage and supplemental distribution of extrs coples
of Agency publications and issuances,

b, Agsi Directors and Office Chiefs, It is the respongibility
of these officials to establish within their areas s Records
Memagement Program as defined in this regulation, and to appoint
Area Records Officers for the progrem's administration, A full-
time Area Records Officer will not be required for the follow-
ing offices in which the responsibilities of an Ares Records

Officer will be performed by & Records Analyshsfrom the staff
of the General Services Office: (, Cee - /;)

c. Area Records Officers. Under the administrative direction of
& senlor officer of a major organizational areay of the Agency)
and the technical direction of the General Services Office)
Area Records Officera are responsible for the installation and
adminigtration of & Records HMenagement Progrem for assigned
organizational areass, and will:

(1) Devise and install detailed work methods and systems cons
forming with established ageney guides and standards,to
prrovide an efficient Records Management Program within
the area to which asasigned,

(2) Schedule, plen, and conduct periodic records surveys in
order to egtablish appropriate retentlon, retirement, and
disposal schedulss,

(3) Expedite the retirement of inactive or semlactiwe records
to the CIA Records Center.

(4) Plan and conduet studies designed to determine the feasgi-
bility of microfilming permanent records.

(5) Maintain master Inventories of aceumlated records reflect—
ing theilr type, location, volume, and arrengement,

(6) In collaboration with the responsible division chiefs,

designate records considered to be vital materials and
arrenge for processing and transfer to the Repository.
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(7) Submit specified reports on the status of the Records
Management Progrem to the Records Management and Distri-
bution Branch,

(8) Act as area liaison to the Records Management and Dist-
rebution Branch on ell matters pertaining to records.

(9) Train area clerical personnel in the methods, techniques
and practlces associsted with records menagement .,

5, PROCEDURES:
_~Detailed procedures for accomplighing various Records Management
Program phases are jgsued as handbooks covering the following

' subjects:
_Mfﬁﬁ a, Correspondence (use existing Agency manuel until superdeded
by a handbook)
25)(1 b, Forms (Reg.'[::::::::]is applicable until superfeded by a
1 handbook) «
c¢c. Reports ¥
d. Esteblishment of file gtationg ¥

o
£,
8.
h.
1.

Je

Classification and Filing *

Mail Control ¥

Standardization of Filing Supplies and Equipment ¥
Vital Materials *

Mierophotography *

Disposition *

¥ To be issued lster,
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