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TO: | | ’M0, 1509 "L°
THRU Chief, ¥I| [1502 "L"
Le | |told me you played a significant pard

in the improvement of & form and 1ts related procedues. Good
work, Jerry. He indicated there is over §7,000 in tengible
savings remiting from this improvement. This amounts o a real
savings for the Agency. I'm sure you are aware the intangible
benefits of faster processing, improved morale snd yride of
accomplishment, are even greater. I'm very plsased that you are
doing this kind of & Records Job.

2. This is an excellent suanple of the type of contribution
that all Records Officers cen make. I would appreclate your
glving & brief telk sbout this project at one of cur future
meammmmmtmgs mmmﬁmmw I

cc: DDP/RMO |
R0/0 4"
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Remarks:

Colwells

During the month of March we cowpleted 68
Forus Projects (35 new and 33 revised). In
addition, €7 official forms were eliminated and
19 wmofficial were removed from use or converted
to official omss.

Today, we have on hand 19 requests for new
snd vevised forms plus a regquirement from the
Office of Beourity to scrutinize with them 52
official feorms and the related procedures.
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