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Facts Relating to the Central Intelligence Agency Records
Administration Program for use in Submitting a Nomination to the
Adminlgtrative Mainagemeont Society for the Becond Annual Federal

Paperwork Mansgement Award

1. Biographic Bketch of Nominee,

To be developed by the Office of Personnel,

Ze Descxgption of Accomplishment

The Central Intelligence Agency's responsibility under the National
Security Act of 1947 and the Central Intelligence Act of 1949 requires
the performance of functions which affect the National Defense and the
Becurlty of our country and the effectiveness of our overall Foreign
Inteliigence system.

These regponsibilities require the collection of large volumes
of records from sources throughout the World covering e great diversity
of gubjects in sclence, technology, history, the art, politics, eccnomics,
Communicetions and administration., The management of CIA records under
such extensive, complex, and varled circumstances requires unigque, un-
usual and sometlmes unorthodox systems and procedures. In most instences,
standards, guldes and precedents appliceble to normal government operat-
iong cannot be used to manage CIA records,

Despite these unlque and unusual circumstonces an effective program
for the manasgement of the CIA records has been developed and operated
successfully for 15 years. Thls program consists of an active inter-
grated system providing for paperwork management controls, It uses
the recognized elements of Forms Mensgement, Reports Menagement, Corre-
gpondence Management, Flling Equipment Manegement, Records Disposition
Manugement, Vital Records Management, Archives and Records Center
Mupageément and Mail Manegement. In addition, special techniques have
been developed to cope with the unusual operating requirements of the
Agency to provide the beels for data and informetion systems essential
to the collection and development of intelligence informstion for the
Presldent,

A partlcularly significant accomplishment is the development and
use of a Vital Records Program to guarantee the current selection,
protection and aveilability of essential records in the event of loss
from natural dilsaster or enemy action, This program provides for the
availability of intelligence information to the President, the National
Becurity Council and the entire intelligence community.
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3. Scope of Accomplishments

The activities of CIA effect not only on the internal operations
of the Agenty but the entire intelligence commwunity.

The CIA paperwork management gystem, therefore, affects and has
an impact on the Agencies of the USIB Comunity.

The CIA has teken the lesdership in the USIB Commnity in the
area of records retention and disposal, It developed standerds for all
sgencies in the Community to prevent the sccumulatlion of large volumes
of intelligence collections, FPrior to the development of this system,
there were no standards and large volumns of intelligence materisls were
piling up in &1l agencies of the UBIB Community.

L, Results

Tangible benefits derived from the CIA Records Administration
Program during the past 15 years consist of monetary sevings of 15 million,
geven hundred thoussnd, seven hundred sixty-five dollsrs reelized from
the use of paperwork techniques such as Forms Manesgement, Filing Systems
and Egquipment retirement and disposal of records and improvements in
operating procedures and systems,

Tangible and intanglible savings derived from the development of
gtandards applicable throughout the Intellligence Community conslst ofs

a, $468,178 reaiized by CIA through disposal of intelligence
publications collected from other members of the USIB Community.

B. 3,000 cublc feet of reference library holdings and
analysts files eliminated by DIA.

¢, Development of realistic records retention standards on
mpterial recelved from other USIB members by the Department of
the Air Force, :

4. Bubstantial reduction by AEC in the accumilated volume
of intelligence materials recelved by them from CIA,

Intangible benefits consist of:

a, The use of e standard Agency filing system which provides
a uniform method of termineting, retiring and preserving records
of permanent value,

b. The general improvement of operating efficlency through
procedursl improvements

¢, A meaningful Vital Recorda Program gesred to the specific
needs of the Agency and the Intelligence Community.

CIA plamsto continue 1ts affective records sdministration progrem

and based on the previous experience it is estimated that savings of
$1/2 Million cen be enticipeted annuelly.
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Attachments?
1 - Records Administration Program, 1965 (booklet)

1 - Cumulative Tangible Savings, FY 1955-1965
1 - USIB -CODIB-D-75 dtd 30 Jan 1961, SubJ:
Disposition of Inactive Intelligence Reference
Collection.
1 - Memo to Chairman, Committee on Documentation,
USIB, dtd 1 Nov '65; subject: Effectiveness

of CODIB-D=75, dtd 30 Jan '65
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