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RECORDS DIBFOSITION BRANCH ACCOMPLISHMENTS
January - Decexber 1958
Shelf Filing

OCR/Asguisitions Branch

Developed floor plan to provide for the installation of book
faelving ¥ith & filing capseity of 1400 lineer feet. Additional
space was required for the expanding hook ecllection.

!
& IR Moeck-Up

mmeathmmmm.'
MM#?L%‘WMMQ:M,MWW

25X1

&thﬁa&mmm&amm |
o Hmﬁﬁ,ﬁ?yimsxmtmm ;
—be relessed and avallsble filing space expanded 255y

0P /Records snd Services
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feldors, Comveraion relessed equipment valued at $15,000

Flans ) spproved. |
Shalving vill replace flling cabinets vaiued at $12,000. Cost |
of ney squipment is $4,500.
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Coagpldated WMW:HWMM
5 avgwer Filing cabinets valued at $3,750.
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mmgm equipnent velued at $3k,360.

Bquigment

Office of Conmmication

ded the use of & single-wheel Rotary File to be used
for the and services of stock inventory cards.

Office of Commmnications/Engineering Division

Recorzanded use of Roto-Rotary File to house and service
batwesn 150,000 and 170,000 3 x 5 index cards. Eguipment has
wmmmwmmmmmwm,
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finding time is expected.

GL/Passenger Movement Branch

W‘wmamlyabmtmmtwmﬂwby
ingerting sorting recks on the shelves. Forms used by the offics
wore sorted snd plsced in racks. The lower half of the cabinet is
used for bulk storsge. This provided storsge for unclsssified forms
previcusly stored in safes, - ‘

Recommandad the conversion from Kardex Safes to Rol-Dex card
$1iling ipoent. Proposal was accepted, snd if ingtalled, will
mg,mo in safe type filing equipment.

¥&/Executive Registry

In eollaboretion with the Office of Security, yrevented the
expmditure of approximately $5,000. This expenditure would have
bmmhmamimmmmmww
Rotary £i1ing equipment for 15,000 ntme index cards. The office
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~ and sn ostimbed 25% sevings in finding end £1ling
$ime will be realized.

Retuwzmed & purchase order for 6h -~ 5 drswer cebinsts to OL
with recommendation that it be cancelied. Resulted in a ssvings
of $5,000.

e

Cogpleted floor plans for the law Library in the New Agency
Buiiding. They are for & conference ares, filing ares snd desk space
for the lLibrarisn. We also concurred in & reguest for & small
vault room adjacent to the Library.

Rscords Disposal

8. Raceived for the second yesar in succession reports fiom
Opersting Offices reflecting the volume of records destroyed in
offices avess. The amount reportsd was 10,636 cubic feel of
resords, double the volume reported in the first year. These
records, if retained in b dvawer safes, would have required 1,329
additional pleces of filing equipment costing $578,812.

o8 25 items 57 eu. £,
g&{c 107 itexs 1,530 cu. fe.

35 items 5,020 cu, ft.
1RGI8. COUNBEL {tems %6 cu. 5.
PERSIOY 602 items 2,990 ecu. £%.

11 1itens 60 cu. .

AYT
MEDICAL (In FProcess) 81 i 670 ou. Lt
. Tokel 1;‘:5‘1% ‘ﬁ"s%""ﬂ', ez, .

08I 33 items 2,706 cu. .
OCR (In process) items cu. £k,
Total : 3 £ Sl ;o
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Becords Centeyr
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materisls from Headquarters spece and equipment
'beilw mmumotmm;mmmﬂmm
u&amtmw'x,mm. 5. of recoxds.

B mmxmmurmwotn,mm. ¢, of
records was eguvmlent to 1,417 four drswer safe csbinets vhich
would have cost $506,876 end required 11,343 sq. £t. of floor
sPeSe .

s. Refersnce services to Hesdquerters totaled 16,46k requests
for informstion snd records items.

4. he »ddition to the Recards Center was completed incressing
total r=eords cepacity to 100,000 cu. f%.
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. Changes in Bepository coding apd comtrol procedures wers
mide for seversl series of deposits (NIS, Cebles, D Swmaries,
JAIS, Liveary Mierofiln, m.l These changes rssulted in the
adoption of sasy mamual on predasigoed forms and the
discontinusnce of tab card punching operations, thus ssving card
pnch tixe snd tsd machine paper.

b, Bervey was conducted to reviev the present Finlshed
Intalligence Collaction to determine which publicstlions were
vital i how long they shoulld be retained, Prior to the survey,

Intelligsncs otﬁtﬁns&zammsmd
36% It was datermined that 27 series were no neoded.
In 10% of the remining 213 series, retention periods from

] . 3 monrths €0 3 yesrs were sstadlished. This action for ons item
i slone resulted in the dastruction of 1,600,000 cards and the with-.
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