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t. OCENERAL

“his Reguletion estsblisches the Apency-wile Records Manageuent Prosean
and prescribes peperel policies and metheds for ite siminintration.

Its regquirement: are based om, and in srveement with, tho Pederal Recordsn
Act of 1950 (Public Law 75k) other epplirable Federml Statutes anl resu-
istions end existinc Azency polieles.

The objective of this prograz is the cceonomical and efficient mansgement
of Agency recorde. Attainment of this objective with resuliant econonles
in mespower, suppiles, equipwent, spece, tise epl money i1l be reslized
by & continuing application of the Tollowing wajor program elements.

5. Feecords Creation

(1) Porms Engineering and Menagement
{2) Reports Mans: sment
{1) Corresponiencc lManagement

». Orsapizetion, Meintenance and Use of Active Records

{1) Metl Control

{2) Reference Service

{3) Maintensnce Mepagement

{4) Equipment an? Supplies Stantards
(5) wMicrophotography

{€) viwel Moterials
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Msgoﬁitmn of Records

{1) =ecorde fontrol and Disposition Schedules
{2) Records Center (perations

BOLICIRS

Adherence to the following policles are essentiel to the sondunt of
an offective Rscords Hansgewen? Prograsi o

B

.

Adsguate controls over the creation of recorfs chall be instituted
and meinteines to ensure thnt lmportant pelicius and decisions are
asdequately documented by the most efficient and economical weans

and that the crestion of unnecessary records is prevented, The cone
trol, englneering and management of Torms, reporte and corresponlenss
and the iemediate destruction of transitory material no ionger of
regord value are essentisl progrem elements.

To ensure the efficilent and econowical maintcmance of current records
#or thelr maximur usefulress, provision shall be made for rontinu-
ing anslyeis and inprovewent of mail handling and routinz, record
clgseification indexipg end systems, utilizetion of office eguipment
and filins supplies, and the reproduction, trangporiation, storare
and issuance of records.

4 Records Center shall be established and maintained Por the storase,
processing and servicing of Asency records, including Top Secret
waterial.

Records of contimiing value uwust be preserved. A1l non.curvent vocords
shall be promptly transferred to the Agency Records Center, wmicro-
Tilmed, or destroyed. Records control schedules shell be developed
and meintained for these purposes. «

Tecords shall not be alienated or destroyed except in soeordance with

sions of the Records Dispossl Act., Sectioms 21k and 235 of Title
18 of the United States Code sttaches severe penaliies o the willful
and unlawful destruction, dassge or alienstion of eny Federel records.
It reads as follows:

/
blic records. Whoever shall willfully

‘ Seeeal, remove, mutlilate, obliterate or
destroy, or attsmpt to comceal, remove, mutilete, obliiter-
ate, or destroy, or with intent to conceal, romove, muii-
iate, obliterste, destroy, or stesl. shall ta'e and carry
avey any record, proceeding, =ap, book, paper, document,
or other thing, flled or deposited with any elerk or offi-
cer of any court of the United Stetes, or In any publiic
office, or with soy Judiclal or public officer O the
United States, shall be fined not wore thon 2,000, or
imprisoned not wore than three ycars, Or woth.”
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vinz rescordec by officer in charze, Who-
fe Lhe custody Of any record, procesting,
map, booi, document, paper, or other thing specified
in section 234 of this title, shall willfully and un-
lawfully concesl, remove, wutilate, obliterate, fal-
sify, or destroy eay such record, procesfing, wap,
vook, document, peper, or thing, shall he fined nol
more than 32,000, or impriscnmed not more than three
yesrs, or both; and ehall moreover forfeit hic office
and be Forever afterward disqualified from holding
any office under the Govermment of the United Ttates.”

Yital materisls shall be identified and rewoved to & repository for
safe keeping. -

DEFINITIONS

"ascords include =1l boo's, papers, maps, photogrephs, or other docu-
wentary wateriel, regardless of physical form or charecteristic, mede
or received by an sgency of the United States Government in pursuance
of Federal lav in comnection vith transaction of public bueiness an’
preaerved or appropriate Tor preservation by that agency or 1ts legiti-
mate suceeasor gz evidence of the orgamization, functioms, policies,
decisions, procedures, opermtions or other activities, or because o7
te inrorosiional velue of dats contsined therein.” {57 stet. 380,

as amended; B4 UBC 35€)

"Bon-record Material inciudes library and museun material wade or ace

£ ' ¥ solely for reference or cxhibitiom purposes.
extra copies of Jocuments preserved omly for convenience of reference.
and stocks of publications or processed documents.” {57 stat. 2380,
as smended; Lh USC 366)

Semi-active Recordc are those records vhich are referred to infre-
qUently by the Betivity that accumulated thew but which wust be re-
tained permenently or Tor a specified pericd before thelr disposition
is guthorized.

Insctive Records arc those records never Ir rarely referred to by the
¥ That accumulated thes but wvhich must be reteined permanently
or for a specified period before iheir d4sposition is authorized.

Retired Records are those records that must be preserved Tor varying
periods of time and need not te retaine? in the office equipment and
space. They may be semi-sctive end inactive recoris.

Porms sre the devices by vhich venagement seeks uniformity and sig-
prieity in the recording, transmitting, reporilng and dats processing
of vital information., They arc preprinted, contalning redeternined
spaces for insertin; specific information. ITiems such as ceritificates,
labels, stickers, tags, plecards, cover sheets and Torn letters sre
inetuded in this definition,

-2
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% are accounts or statewents of infornetion prepared in
Witten perrative, tabular, punch card or graphic wedia and trans-
mitted by cne organizational element to another in conformence with
an established requirement. An sdwinistrative or managevent report
as Aistinguisbed frow an operationsl report provides Tor sdninle-
rpasive or wenagement control over an activity or operation.

W insludes all memorends, letters, and dispatches {ex-
tTullng Operational reports) sent or recelved by Agency personnel
in the execution of official duties.

¥ital evials arc those specific items in possession of the Agency
TRTCh ave casential to 1ts continuance and which 1f destroyed wonld
constitute & gsericus or irreplaceahle loss.

An Aves Progruw is one covering e Mator Cowponent {Deputy Directors
{Administretion), (Intelligence), and {Planz), the Direcior of Train-
ing snd the Assistant Directors lor {Commmirations) and {Persounel))
or an Operating Office (0ffice, Division or Etaff gubordinate to a
Major Component). '

Decentralized Concept. Management of Central Intellizence Agency
Tecords will ve

rec —acconplished on e decentralized basis. Under thie
plan the Chief of the Management 8ta?f will be responsible Tor con-
Gucting the mans-ement poliey and program planning functions of the
Agency-wide program vhile hiefs of Mejor Compoments and Chiefs of

Operating 0fflices will be responsible for loeal application of the

program vithin thelr sphere of authority.

Managewent Staff. The Chiel, Manazement Staff, shall

{1) Plsn, direet and coordinate a contiouing Agency-wide records
sanagement evbracing all elemente of Records Creation,
Meintenance and Disposition including the Vitsl Materials Pvo-
gram; its extension to and installation by all cowponenis of the
Agency .

(2) Develop, formulate and issuc all basic program plans, policles
~ and procedures, eatablish mn? define professionsl standards,
methods and techniques ¢f records management.

{3) Bepresent the Agency to the National Archives and Records Jer-
vice, GE8A, on all matters pertaining 10 recoxds: meivtain
Agemcy lialson with Federal end private organizaetions on all
Records Hanagowent matters.

{&) Dewelop, yprepare and disseminate instructional and trainine
sedisn. Provide (either separately or in collsboration with the
Director of Treininz) facilities Tor the guidance, indoctrin-
ation, ead technicel tralning of progren perticipanis.
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{5) Develop and install systems for meaguring, collecting and re-
porting savings asceruing fros the progron. :

{6) Serve as Agency archivist in all matters par%aimngg to the
preservation of rocords of gontinuing <alue,

Major Componentis, thiefs of Mujor Cogponenis shall

{1} Imstall, direct and walntsin & contimuing records manazenent
prograz vithin thelr component.

(2) Extend this progrem io all operating offices within thelr sphere
of suthority in ascordance with the basic comcept, policles,
wethods, tectnigues and procedfures prescribed by the Chie?,
Vanagenent Staff.

. The entire burden of this progres cannot be
CALPY By &3 e Managewent Staff or the area alone. The Azency
has long stressed the value of teamwor: and cooperation. The cooper-
ation and active participation In the program by all operating com-

are essentianl to a comprehensive and effective prograc. In
addition to the spirit of tesmwork and mutual cooperation between the

Staff and all major couponents end operating offiresn, the

ultimate success of ‘he program will in s large measure depen? upon
the cooperation ziven to and recelved frop the rank and file of
Aganey personnel. Successful results can only be achieved through o
muetual apprecistion of all concerned of both the “custower's" record
problem snd the oblective of the progrem.

METHOD OF ESTABLISHMENT

Egtablish the P orac. If not already accomplished, a records manage-
Dent grogran established by Chiefs of ajor Components vho will
disseminate to itheir operating ofTices inztructions for 1its adminis-
tration. Major Component prograns may be decentralized to operating
offices i desirei. The Chief, Managenent Staflfl, w11l assist Chiefs
of Major Cowponents in fetermining program scope an? timing, and the
ewtent to which the services of the Mamsgement Steff will be used.

mw% . Upon establishment of the Area Progres, Or &5 so0n
T a8 practicable, if noi already done, an Ares Records Officer,
G8-11 or shove, will be designated by the Chlef of the Ma jor Compoment
or operating office to direct the conduct of the program. An sdequate
ataf? will be provided to insure accomplishment of program objectlves.

et gg Area Hecords mant Committees. 1T Chiefs of MHalor
TYE oF Cperating DTTices conslder Suck action Zesirable, they

way establich Records Managewernt Committeen to sssist the Ares Records
ofPicer in any or all phascs of Reconds Manaceuwent. These comgiiiees
should be comprised of the Ares Records Officer as Chairmen or recorder
and qualified representatives of the principle orgsnizationel secments
of the arvea who sre= conversant with the records problems of thelr or-
raaizations.
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The following issusnces now supplement this Regulation. Subsequent resu-
latory materisl will be developed ond issued on al) yhases of the Records
Hansgement Prograv.

B. &aﬂg tiong
{1} & hrwe Control erd Standardization.
{2} & - Requesting Foras
b, Hotices
{1} = - Hendling Classified Forme
{(2) ® . Standardization of Filing Supplles
{3) ¥ . procurement of letter and Tegel Size Filing Czbirets

{1) wms ecords Mansgement Progranm Gulde

{2} uB %k for the Subject Classification amd Flling
£ Corresponfence Records

(3) =B orrespondence Randbook
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