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CIA ReCCHLS CoNTEH

MASTER PLAN OF OBJECTIVES AND METHODS OF ACCOMPLISHMLNT

1. Objective - Store and protect non-current records and distribtution materials
of the Agency.

Methodk of Accomplishrent

8, 1In.collaboration with the cecurity uffice and the SMF Livision develor
plans for the adequate shysleal security and protection from fire, climate, '
etc., of the records vsed and housed in the Center.

b. Develop and coordinate vith the Space Valntenance and Facilities Di-
vision and Security Office layout plans for maximum space utilization within
the Center that will comply with esteblished standards and at the same time
insure efficient operations.

€. E£stablish a space control system that will indicate at all times the
amount of storsge space avallable and its location.

2. QObjective - Provide the necesssry facilities for sccessioning records
approved for iransfer to the Center.

Methods of Accomplishment

&, Develop procedures to be used by Area Records Cfficers in prepsring
&nd routing records transfer request forms and in packing, labeling, and
listing records to be retireds These procedures would be published as a
bulletin or handbook.

b. Review and aspprove incoming transfer recueste, and ccordinate the
accessioning transaction with the requesting office,

€. Maintain continuing lisison with the Space {eintensnce and Fscilities
Division in order to provide the necessary labor and transportation for rmoving
records into the Center,

d. Determine and procure necessary handling equipment %o expedite the
flow of incoming and outgoing records.

@, Provide for the control and asslignment of storage space within the
Center,

3. Objective - Provide reference service on records in custody and in the
National Archives.,
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Methods of Accomplishment

&. Prepare finding aids, when required, to bring the records in cns«
tody under intellectusl control, and to provide maximum accesssbility fer
reference purposes.

b. Tevelop procedures for the expeditiocus hendling of all records re-
qusests, both written and wverbsl, and the operstion of & document losn service.

¢. Install and maintain adequete facilities for a refersnce search room
in the Center thet will include microfilm readers.

d, Establish and malntain microfilming end photoreproducing services
for thoss records in custody when such reproductions are not in conflict with
Agency regulations, security, requirement, or statutory or legal restrictions.

€. Aect as the officlsl lieison with the ¥ational archives concerning
reference requirements for regords in that Agency's cusbody.

L Objective ~ Dispose of any records in custody that are suthorized for
destruction.

Methods of Accomplishment

2. HKatablish and maintain disposal Tickler ¥ilss covering those records
authorized for disposal; those disposable on a contingent basis and those
whieh appear digposable but for which Agency approval has not been obtained.

b, ITdentify and determine those records in custody for which disposal
standards have been authorized and spproved through the issusnce of Kecords
Control Schedules and Tdists,

¢, BRstablish a procedure for oblasining the concurrence of cperating
activities in the destruction of sny of thelir records that are suthorized for
disposal,

d. Frovide for a system of reporting the amount of records disposed of
by the Center.

S. Objective - Preserve records determined {o have velues worthy of permsnent
EEJTEEEEKme retention,

¥ethods of acca@g}ishment

8, oLietermine the requirements necessary to prevent damage to records
in custody due to insects, rodents, dust, excessive heat, excessive damp-
ness, and rough handling.
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b. Conduct analyses of the various ways and means to provide the mexi-
mum permanency to the records and {nitiate projects to preserve or prevent
future deterioration of permanently valuable records.

6. 0bjective - Ctore, reproduce and distribute supplemental coples of CIA
produced intelligence information and reports and to make initial and
supplemental distribution of Agency regulations and notices.

vethods of Aecomplishment

a. Estsblish and wmaintain a continuing inventory for all incoming and
oubgoing material.

b. FPlan and prepare the various finding sids necsesssry to bring the
distribution under control.

¢. Develop procedures for the prompt and expeditious serviecing of all
regquestis.

d. Operate and mainteln photo-repreoduction facilities s5 may be neces-
gary to service regquests for ceples of information reporis.
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