Approved For Release 2006/p /420 GIA»RDPZO 00211 R000500170038 -6

Eod fn e I Y B
i;_jﬂ m»—*vv‘, i /- (-

28 April 1965

MEMCRANIUM §OR: Deputy Director for Bupport ( P NS
Subject : E| | Kiimtnation of Insctive Records -
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1. The rasponse to B8 | Rlimination of Insctive Records, wes
axcellent. The most axtensive resulte came from (0R. Here are the
resulte &s of 31 March 1965.

8, Kliminated fyom offices by destruction or retirement .. 9485 cu. 4.
b. min& wmt TGl1B8BA ... srecesrrsnennrneatarrrons 23&;)1&&‘
¢. Records Control Bchelules revisel.c.vsvescreersrasnarss 1h
4. BRecords Control Behedules being revised..icsvecrcvrsssy 18

2. In sddition to the shove tangible bhenefits the following significant
raaulits were indirectly derived from this programi

8. For the third successive month the Records Centar destroyed
move records than it received. (Received Jan-Mar. 2836 eu. ft.,
dentroyed 4290 su. £%.)

b, 0Offices genexrally were more receptive to the use of Shelf Files
and other space saving filing equipment. One office, for
sxample mgreed to cancel & requisition for 45 file cebinets end
use shel? filing.

3. %he results from this special program o reduce records holdings are
wopt encouraging. I believe, however, that more can be a¢complished and
I propose %o 4o these things to achieve even grester resulis:

&. Continue the program to have offices review Becords Control Schedules
with the cbjective of reducing retention periods.

b. Inventory support records in |and prepare
Records Control Schedules. se schedules wiil then serve zs
the basis for the retention and disposal of sinilar support
records throughout the world.

e. M¥ake intensive efforts to refuce the nunber of official and
unofficiel forms.

25X1

4. Conduoct e progranm to reduce the amount of paper created from
reportes and correspondsnce.

b, I will yeport to you in July, Oatober and December, the results of
our conbinuing efforts to reduce the accumdation of records holdings in
Headquarters offices, field instalistisne end ¥he Rarcrids Panter, 25X1
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