1.

2.

13.
k.

16,

. _ _ _Approved For Release 2006/07/20 0-
| Yool %ﬁﬁp

CIA INTERNA

HACUALE HANAGRMERT PROJECT STATUS - 1 Hay 1961 to January 1962

«Ja-m

Title of Project Assigmed To Status Remarks
Frocedures Survey Security Records Division Completed STAT
6/16/61
Preparation of Procedure Charts and other Data Completed
for 2IF on Security Records Division 7/18/61
Audit Records Comtrol Schedule, (RR Completed 5/18/61
Audit Records Control Schedule, Contact Division Completed 10/61
Preparation of Records Control Scheduls, PIC Suspended
Equipment, Message Center, Contact Division Completed 9/61
Review File System, Immunization Branch, Medieal (ffice Completed 5/61
Establish Disposition Standard for Cables, (CI Completed 6/9/€1
Shelf File Installation, OCI Completed 10/61 g1t
Records Management Survey and Records Control :l Completed 6/5/61

Schedule TSD/DDP

Completed 7/17/61
Shelf File System, Office of DII

Completed 6/28/61
Shelf File System, OBI o /28/

Completed
Shelf File System, OHE v

Completed
Shelf File System, Geographic Division/(RR

Completed
Shelf File System, Reading Panel, (RR

Completed

Shelf File System, Cartographic Division, ORR
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Title of Project

Filing System and Equipment, OBI

Shelf File System, EE/DIP

Revise Vital Records Schedule 0Q/FDD

Revise Vital Records Schedule ONE

Revise Vital Records Schedule Office of Security
Shelf File Syetem Signal Center Commo

Filing System and Equipment, OBI

Filing System and Filing Equipment, Badge File 0/S
Records Control Schedule [ __brP

Records Control Schedule:lContact Office
Records Control Schedule[ |Contact Office
Shelf File System, [ | Commo

Shelf File System, SR/DIP

Shelf File System, Security Records Division
Shelf File System, FDD

Shelf File System, Executive Registry

Shelf File System, (RR

Shelf File System, War Plans Staff/UDP

Assimed to

Status Remarks
Completed STAT
Suspended

Completed

Started - 1/22/€2
Completed
Completed STAT
Completed 5/31/61
Completed 1/9/62
Draft Schedule prepared
and sent for comment

Completed 11/30/61

Completed Expansion of Existing
6/12/61 Systen

GCompleted Expansion of Existing

System

Completed 12/1/61

Completed

Completed

Cancellsd
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Title of Froject

Shelf File Systewm, #E Uivieion/DiP
Shelf File System,[  |Contact dffice

Special Corres- . Central Cover Staff
pondence Storage Equipment

Shelf File Systeﬂemact ffice

Shelf File Systan, EE Divigion/DIP

Shelfl File System, Cable Secretariat

Shelf File System, CI Staff/DP

Shelf File System|  |DP

Shelf File System, Commo TTT

Filing Systenm and Equipment, Office of Persormel
Records Inventory IO Division/DIP

Disposal of De-Hazification Records

Dispeosal of 0SS5 Fiscal Records

Identification of Obsolete Documents :l
Survey of 525 Ecotleg Forms/UDP

Study of Porms Used Overseas

Aszigned To

Status Bemarks

[ ]

STAT
Completed

Completed 10/16/61
Gompleted 6/12/61

Complated Expansion as & hesult
of Move and New
Functions

Completed

Completed 1/3/62
Completed 8/21/61
Completed 8/21/61

Walting for lDecision

from Commo
Completed
Completed STAT
Completed 7/27/61
Completed

Completed 7/5/61
Discontimued 6/8/61

Suspended
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51e
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5.

é6.
67.

ARG

Title of Project Assigned To Status Zemarks

Yew Security Check Shset Holder Completed STAT

Filing System and bquipuent, Personnsl Branch/Commo Completed

Revision of Cvernizht Storege Tray Completed

Rsvision of Intelligence Information Report Form Sugpended

Revigion of Interoffice Mail Envelope Susgpended

Review of Dispatch Procedure Handbook Sugpended

Audit Hecords Control Schedule, CEI Unassigned Planned to Bezin
15 February 1962

Audit Records Control Schedule, Security

Audit Records Control Schedule, Commo
Audit Records Control Scheduls, CIR
Review of Logging Requirements Under EC 10501 STAT

Prepare Records Control Schedules for | Office of Security

Unassigned
Prepare Records Control Schedules for 1l DDP Divisions and Staffs

EUnassigned
Prepare Records Control Schedules for all Overseas Stations,

except | |

Audit Vital Recorde Schedules for & Headquerters Offices

Install Subjsct-Numeric Filing Systems for Approximately
15 Headquarters Offices
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See Item &8
See Item 112

Transfer to C/8

See Items:1,5,70,71,90

See Item 104

See Items
98 through 103
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Title of rroject

Map Storage Umuipment for[ | Jontact (ffice
Special Type Zhelf File Eguipment for CCT Charts

Records Inventory ~ Africa Div/DIF

Frepare Records Control Schedule - Africa Yiv/ODP
fgvisicn of Vital Xecords Schedule, HMedical
Prepare Workshop on Agency Vital Recor:ié Program
Prepare Workshop on Agency Mail Operations

Shelf File System I10/DDP

Shelf File Commo Signal Center, New Bldg.

Shelf File for I-Rays and Jedical Charts, etec.

Combine Vital Record Copy of #RS and Obbain
Missing Items from ¥DD  (RECORD CTR PROJECT)

Uonduct R@ords Inventory, prepare VM &
Records Control Schedule and install
Ageney Subject-Fumeric File System in AC/DCT
Historical Staff, Shelf File
Historical Staff, Card File

Asgigt General Counsel to Retire Records
ard Combine Branch Piles

Assimmed To

Status Remarks
Corpleted STAT
Completed

Completed 7/20/61
Suspended
Completed 8/4/61

STAT

Completed 5/61
Completed 10/18/61
Completed 10/1/41

Duplicate of Ll

Completed 8/31/61
Completed 10/23/61
STAT
Completed 10/31/61
Cancelled
Completed
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50
9Le

92

93«

Slie

95
56e
57
58
9o

Ad€itiopmd Shelf Vlles Dop Ll
vhelf Files for Ssid Loomy LI
bauipment Suvey for U0 wahel ' flce

Listing by GfPiee al) Shelf Flling
ingtellations

Review TR Hecords Control ichedule
Pergpare Records Uippocition Workeheop
Heviow “H Pegords Contral Cchedele

Lost Records

fleduction of Hetention Pericd for rHu/7

Review proposed ®Culide for lesords
Ketirement®

Follosr Up with levy or inoremsed woricdond in Ok

dus to lavy requests for State Uocuments

Ghicago Conbaot UfIles

Shelf File Installation- Research Divislon, oI
Sorting Lquipment Resesrch Oivision, (DI
Expsnsion of Shelf File Installation AI/u.0
Audit Yital Kecords Deposit Schedules, T30
sudit Vital Records leposit Schadule, (Ul

100, Audit Vital Recorde Deposit Schedule, CU/C

iemigned Jo

ig;’h_

USE OLY

Siatus demarie

Completed STAT
Completed
Corpleted
Completed

Completed and lehurned

for Heviasion

Forward Lo dational Arciilves
for Conpresgicnal Approval

STAT

traft Sent to |:|1:L/éh fhL

Suspended STAT
Comploted

Completed 12/11/61
12/20/6% vompleted
Y/2/6d Complated
11/15/61 ~ Gempleted
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STAT

Tiule of Proiect

101l. Partial Revision of Vitsl secords Uleposit
Sehedule, TSD

102, Revision of Vital ecords Deposit Schedule
for 7 Divislons of CGA Staff

103, Audit of Records Control Schedule for
Printing Services Division, /L

10k, Shelf File System| | Contact Office
105, Additional Shelf File for DDI
106, Additional Shelf File for OBI

107. Disposition of 110 cuft of Records
for Senior Remrch Staff/DDI

108, HDisposition of 125 cuft of Records,
Biographic Register

109, Application of NCR Paper to lateral
Cable Forms 1303 & 1304

110. Forms Menagement Activity - Actions Completed

New Reviged Eliminated
7% 119 15

111. Current Forms Management Actlivity

a. liew Form - Folitical Action Code Sheet, 0OCA

be Combine & Bootleg Namecheck Foirme, UDP
into one official form
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Ageigned To

Status Remarks

Ass

To

Completed 12/ 19/61

Completed 10/20/61
STAT

Completed 1/15/62

In Process
Equipment on Order

In Process

Completed 1/15/62
Completed 1/16/62

In Process STAT

Bomarks

Completed oyaT
Completed
Completed

In Frocess

In Process
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Revised as of 20 March '62

7itle of Project - ‘ assigned To Remarks

111, Current Forms Management fLetivity (continued)

¢. Revision of Form 595 1 STATIn Process

d. Revision of Form 1633 In Process

e, Revision of Forms 140g& 1666 In Proceas CANCELIED

f. Revision o.f/s?am for Computer lperations, Comptroller In Process Waiting Bid:
2. Revision of Form 610 e In Process CANCELLED

STAT.

he New Form - Contract Steno Service, 0/S In Procsss COMPLETED

i+ Revision of Requisition and Shippin
Docoments and Related Procedures, O

J« New Form for Commo. COMPLETED 2/26/62
ke Now Porm for lLogistics COMPLETED 2/26/62

112+ Survey Courier Procodures and
Logging Requirementa

113. Shelf File Project, NFIC STAT
11k. shelf File Project Real Estate & Construction Div Pan Submitted
115. 00/FDD Shelf File In Process

116. shelf File Office of Secubity In Process

117. Motorized Shelf File, Commo Registry In Process

118. Review Revision of Rec. Control Schedule OCI COMPLETED 2/1/62
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Pitle of Project

Sorting Equipment for RID/DDP

Revige (orrespondence Handbook

Revise Vital Hecord Microfilming Schedule

Current Forms Management Activity -
--Total In Process - 16, as follows:

8.

Ce

Office of Becurity -6 in use in
Monitoring Secured Areas and Veults

in Hesdguariers Bldg. with the Hew
Simplex Electronic Time Clock

Offlce of =1 phic Data
for use in sent to
Hesdgquarters Paper Mats.

wWill eliminate typing & retyping now
being done at Hesdquarters

Oftice of Security - 1 Cage Control
Card

Office of Becurity - 1 Reference Slip;

% part snap-out set; Wth part with be

a charge out, thus eliminating re~typing
of a charge out file.

DDP - 1 ~ will eliminate 8 bootleg forme.
ORR ~1 - Equipment Breakdown

Logistics - Contract Inspection Report
QOBI ~ NIS Production Schedunle

Records Center ~ Notification of
Disposition Action

Commo - 2 Lateral cable

Revised as of 20 March 1968

Assigued to

Status Remarks

In process

STAT
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Revised as of 20 March 1962

Al i Aspigned to Statusa Remarks
pitle of Project aAbbLeuEL M STAT

123. Survey of FBID Publications Pissemination

12hk. Survey of Agency Courier System and
Procedures.
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