. _ Approved For Release 2006/09/25 : CIA-RDP70-00211R00050023b0¥#Y 1953

RRCORDS MANAGEMEWT TRAINING PROCRAM
ST‘A;I' INTL :

THE FOURTH MEETING continued with the discusslon of records control
prineiples and thelr application te the Agerney.

| boinited out that since forms become records as soon as Shey
Twe ereated,we should constantly strive to eliminate uvapecessary ouer
wnd carefully enalyze the need for new ones. Forws socount for 2/3 of
the Covernment's prinbing bill per year; vebt the prinving of forms is
only 1/10 the cost of handling them.

s forms control program, he cuplairsd, sve tos
1ish unoecessary forms
iy and improve the deaign of forms

neaiidabe and standapdize Lovms

B : improvements and simplificstions of pErocedures
5. Effect cconomies in printicg, dastributing, and

STATINTL shocking Yorms

f. sesure periodic review of all forms
7, Faeilitzsic control of records

deseribed the work of the Printing and Reproduciicn uivision by
giving emphasis to specific Agency preblens and accouplishmenis. e
\ 4 told of the extent of their facilitles, explaining that they are
aquipped to do -

STATINTL microiiiming and photestabing
dgitto and stencil reproductlous
off-zesn and letter-press printing
sollating and binding

supplemented his talk with colored slides, wiich more
graphically pcinted out the racilities of the Division and the servics
it is capable eof vendering the Agency.

TR DISCUSSION TODAY will cenber around sdditicnal facilities of the
Agency that are pertinent to a records managemsnt progoam.
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