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Records Systems
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1. GENERAL

This Regulation implements the basic policies and responsibilities
of R[::%:::Ps they apply to administering a continuing Agency-wide
Records Systems Program.

2. SCOPE

A1 components of the Agency at Headquarters and
overseas installations, except operational projects ol the Ueputy
Director (Plans), are subject to this Regulation which concerns
the selection and application of Records Systems as defined in
Paragraph 3.
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For the purposes of this Hegulation, Records Syif%ms encompasses (all
(esendard) recordg systems, practices and devicesWihich can be adapted
to solve record problems of the Agency. These systems, practices and
devices include but are not limited to the following examples:

a, Record Maintenance - Filing and Coding Systems, Automatic and
Manual Sorting Devices, o= non standard cabinetsemployed in the opera-
tion of a system;

b, Mail Handling - Control, Logging and Receipting Systems, Count-
ing, Sorting and Opening Devices;

c. Records Reproduction - Microfilming and Photocopying;
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d, Posting and Recording - Business Machines, Microfilm

Equipments
. . ] c‘m\umuula.‘qun‘l
e, Communications - Automatic Messmpe—frofEmresion Devices,
~—OBFECTIVES
The cbjective of tha Records— =—Prog sato promote the

profltable application of record Systems to
of the Agency.

l{- -, POLICY

{ record operations

Tt is the policy of the Agency ‘b s-record operations those
actices and- deYa;cﬁs whiehmll improve—&fficiency,
MWS@M expedite results to a degree commensurate with
the cost of -neeessary changes and squtpment-and wiichdo ot TiTeum- '
%—ﬁ%ﬁ%@%lwm

& #. RESPONSIBILITIES
a, The Chief, Management Staff is responsible for:
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(1) Conduct n% s’oudles of records systems :Ln or r o Qs JEE e/”\/"
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(g,a«éw-‘() M&;Aﬁmmmﬁn&gmde rating the solving of record .
' i :Mpropw systems, for. the purpose

(3) Conducting surveys of record problems in collaboration
with appropriate representatives of affected agency components in order
to recommend more efficient systems; assist in preparlng justifications
for the purchase of recommended devices; and assist in installing
approved systems and deviges.
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b. The DD/¥; the DD/P and he DD/S or ﬂleirgdemgneei/em-
sponsible for ur:_vng—ﬂbh-a-t record operations performed in the
most efficient and economical manneraand for requesting ‘technical

assistance from the Chief, Management Staff in the study of suspected .
problem areas, ceaui

D

Approved For Release 2006/07/20 : CIA-RDP70-00211R000300330040-7



