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MEMORANDUM FORt Chief, Management Staff
BUBJECT: Reviow of Machine Records Division Reports |

1. I sm concerned about the incressed number of regulsr re~
eurring reporte prepared Yy the Mechine Records Division, Office
of the Comptroller, The number of reports inecrsssed from 340 in
1954 to LTS in 1956.

2, It is possible thet reporte required in previcus years
may not be essential today and should be discontimued. The nuber
of coples of reports formerly required mey no longer be necessaxy.
Again, identical information may appear on two {2) or more reports,
which reporis could wisely be consclideted.

3. It is important that the Ageney establlish the least pos-
sible number of reports which will produce required dsta. To ¢b-
tain this cbjective I am asking Office Heads and Staff Chiefs
goncerned to oritically review all their report requirements.

25X1

k., Attached is & list of reports and distribution periaining
to your area. [Please tske the necessary action to:

a, LEliminate non-essential reports.
b. Redure the number of coples distributed. |
¢, Consolidate reports where practicable, |
d. Report sction taken to the Comptroller by 30 June 1957.

e |

Signed
L. K. WHITH
Deputy Direct|
(Bupport) 1
ATTACHMENT: |
Tsb A = Ldst of Reports
DIS TRIBU TIONs | |
Orig, & 1 - Chief, Mgt/s~~ MORI/CDF |
2 - DD !
1 - Comptroller |
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