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MANAGEMENT BTAFF
RECORDE MANACEMENT STAYYF

BUMMARY OF SIGNIFICANT ACCCMPLISHMENTS, Jen.-Dec. 1956

Good correspondence practices a&valaged and promoted. Accomplished
by lecturing &% I X Mwinlstrative Procedure Courses; dissemi-
nating guldes on effective writing end the use of forwm and pattern
letters; and introducing the use of smudge proof hectogrsph masters,
top seacret hectography clsesiflestion atickers, and plastic stencil

' COVETH.:

na{s comggnenta reggrtigg workload reduced by 7,000 houwrs. Inven-
toried and appralse 5 types of administrative reports prepared
or required; develo end submitted to Avea Records Officers

recommendations on 45 of these reports; and provided guidance for
continuing offlice prograuws.

ggggzta management program introduced in DD/I Area., Provided staff

guidance Tor inventory Gnd appralfal of asdministrative reporis, and
developed recommendations on 32 of the 119 reports surveyed. These
recormeniations are now belng acted upon.

Porus ﬂan@ggment'activity in 1956 inereased 25% over 1955.

EGH-jno carbon re uired! peper used to a greater extent. MTwenty-
1ve additiongl forms for & cowbined annual usage ol over a million
sets are now in uge.

rxed by three suwployee suggestions,

2 8 ng i .
Information Reports was vastly improved. Elimination of follow-
up Clendestine Bervieces Reporte to Preliminary Dissenmination
Report hes slready saved $75,000 in six wonths in editing, typing,
and proofing tiue.

omoted. Accompliehed by lecturing on
'R Administrative Procedures

The

e ng oy
‘Courges; installing the system in the Office of the M/I, the Office

of Historilcal Intelligence Collections, Physical Becurity Division,
Graphics Regleter, OCR, Bpecial Register, OCR, and part of OCI;
and presenting file training sessions to wewmbers of this staff.

Capital investwent of §1%‘?50 for gale cabinets precluded. Cancelled
Tequests TOr 37 male cabinets as & result of & Joint review of

requisitions with the Office of Logsitice and Area Records Officers.

Average snnunl expenditures for safe cabinets reduced from 360L,500
0 e ehgverage Tumber of Bare Cabinets proeur?d in the
yeers 1951 te 1954 inclusive wee 1,925 ms ¢ red with 475 for the
arg 1955 and 1856. There is a direct ccrrﬂfation betwveen this
ecrease and the greatly increased records retirement activity

for the last two years. :

MORI/CDF
aranE

Y Bag el
o h R
G;,'E":.., 51

Approved For Release 2006/08/10 : CIA-RDP70-00211R000700060031-3




10.

11.

12.

13.

1h,

16,

17,

Approved For Release 2006?‘08/19 : CIA-RDP70-00211R000700060031-3

: bur apaeé, ﬁem-ralize nperatians in one filing erea
and yravtﬁe &t least two years expansion space,

f;gg of $960 realized and 1 rnved rocedures put into effect
uremanﬁ Ivision, ] a1 ~ rveyed Lhe Central
returned to atock six of le cabinets for savings
of $366; improvad the chargeout system; established standards for
uniform filing, eliminated the need for an snnual requirement of
$540 worth of folders; and reduced the workload of the file clerk.

want techniques in the sical

7 v v Instalied the Agency hg
Bysten; inatituted a cutaf?kéystem in all files to facilitste
future disposition of inactive records; destroyed or retired contents
of nine safe cabinets; installed an improved mall control and routing
systen; and inetalled ean iwproved systewm for recording the entrance
and departure of specisl badge holders.

Office of TrainingL%gzisted with records systems. Through consulia-
tTon wlth the Area Records OfTlcer provided ror ordering proper
guides for a card file; reduced flle space requlrements for one
serieg from three safe drevers eliminated the need for typing

lista of smployees scheduled for treining; and instealled the meil
eontrol systen developed by this staff. The wail control systew
provides improved control of meil in procesa; elininates repetitive
logging of the seme item in the various divisions, and provides a
means for following up on unenswered correspondence.

4 Reduction of 32 per cent in the DD/P new building file space
Tegulrenents recommendet. Reviewed requests TOr T1le &aremss in the
few buljding totaling 32,360 square feet and recompended a reduc-
tion of 10,340 square feet.

Furniture gtendards for the newv bullding being developed., As a
representative of the Turniture commitng ¥or the new %uilding,
reviewed the equipment operating requirements of the adwinistra-
tive staff and the operations staff of OCR to estadblish regquire-
ments for setting up a wodel office unit.

vital Materials Repository visited by 215 persong from 12 offices
thie year.

Immediate need for expansion of Vital Msterial Repository postponed.
Burveyad the repoSiipry requirements and with Lhe conourrence of
the (ffice of Security recommended replacement of 4 drswer gafe
cabinets with 5 drawer standard cebinets. Thie change effected a
Lo per cent paving in space and eliminated the need to expend
faeilities prior to July 1958,
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£ ’ leterials were provided In
"0 L, L3¢ aut 1,1&2 requesta. The 30 unfilled requests
were for materialm not deposited. Corrective action hgn been taken,

Records Disposition Surveys covered 1,882 items snd 14,698 ¢
of records. fequlvaient to gale ecabinetn), Burveys are
cirrently In process ecvuriﬂg an sdditional 27,870 gu. rt. of
records.

Records aontrol,SQhe& ea repared for overseas stations for
FIret time. The record SUpPPOrt activitles 8t Ukinawe &and
Balpen were inventoried, ana records control schedules desveloped
anfi applied.

Kenards aﬁntar reeeiveﬁ 11 7&1 eu.rt.rof raeardap‘the eg ivalant of

: Spp1idatlc Y ToT schedules an& the dapoait of
finished intelliggnee materiala. In addition, sechedules were
applied at the Center for the destruetion of 5.01? eu, L., of
regords.,

Expangion of Records Ganter 1aanea. Plans snd specifications
or congtruction ) ‘ #9500 8g. TH, of storage space
have been prepared. Bids will be aellad for this spring.

The
ough one or

Protesgionnl qualifications of Staff nenbers broadened.
qualllicetions of each & ) :
more of the following activiﬁi&sz

a, Attendance at 14 weetings of Pfour locel professicmal
agocieties,

b. Attendance at five sewiners and conferences conducted
by locel and nationsl professional organtzations.

¢. Trips to varicus public and privete crganizations utilizing
sdvanced-type records systems end eguipment.

4. Completion of the two week Institute on Records Management
conducted by Awericean University.
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