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Agends for Meeting of Mall snd Courler Task Force
12 March 1963

1. The next meeting of the Mail and Courier Tesk Force will be
held at (930 hours, 26 March in the DD/S Conference Room (7D34).

2. Since the laet meeting sctions indicated below have bsen under-
taken.

a. Test Runs - Teste which were made of the carrying of mail
by couriers between registries reveal excellent service within the RID
syntem end the Mail and Courier Brench system, including runs to other
bulldings. The time taken for delivery from the north to the south por-
tion of the bullding mlsc sppears remsonadle (average time - 2 hours,

8 minutes), but delays oecur in the reverse dirvection vhen mail has to
stops for logging out of RID. Steps are in process which ghould lesd to
elimination of such logging.

b. Buplieation of Externsl Courier Service - External runs
of all Imown services but HPIC were charted and carefully scrubialzed
and 1t was found that generally speeking the duplication was more sppar
ent than real and compliceted by special security factors. However, con-
siderable eavings have besn effected through excellent cooperation of the
components concexned. The Mail and Courier Branch has absoribed scheduled
runs made by the OCR Library snd the Office of Personnel and FDD has agreed

40 use the Maill and Courler Branch service |

preclude such use. Consolidation of systems was explored at the working
level, but no action taken.

¢. Mail Control Guestionnmire - The questionnalre revealed
specific information on the lack of uniformity in procedures, forme and
interpretation of security requirements, indicating need for authorite-
tive guldence, possibly in the form of an updeted bandbook.

3. Our besic goal is to provide effective and efficient mail
and courier services with minimum essentisl controls. Our meeting will
be devoted primarily to the presentation and exchange of ideas which upon
synthesis and evaluntion sbould lead to accomplishment of thet mimalon.

4, An analysis of the problem leads teo the conclusion that we
ghould consider it from four related, but somevhat independent stand-
points. These are:

a. EBExternal Courler Bervice

Wk 7
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B. internsl meil delivery and pick.up service.
c. Hecelpts for classified wmaterial.
4. Internal control (logging) of claseified material.

It is believed desirable st this point to consider primarily
the bulk of seterial classified SECREY and below. TOF BECHED and othesyr
special handling material constitutes & small fraction of the total and
geuerally sdequate controls preveil. Howvever, jdens for improvement in
handling this material ere solicited and will slso be considered. General
guidelines for review snd discussion of the sbove listed points arve con-
tained in succeelding paragraphs.

5. Externel Courler Service

8. This service encoupasses gervice to locstions in the
Wnahington sres outside Hesmdguarters. It includes service to Agency
end non-Agency bulldings.

. Consider the possidbility of maxisuwm consolidation of tae
service. It is possible that requirements for this service have developed
on &n ad hoo basiz over the years without complete conslderation of ser<
vice slready aveilable. Once esteblished se specisl the service may bave
continued without extensive review. .

¢. & periocdiec revigw should be made of the number of runs and
delivery mnd pickeup points. This review should reflect the basic needs
of the Agency and inciude the costs involved. By whom and st what intere
vals should reviev be made?

4. Is it desireblie to establish a central point for consoll-
dation of requests for mdditional regulsr serviece? If atrfirmetive, who
should be designsted and what eriteris should be applied?

e. CGhould requirements for specisl runs and intermittent
courler service be referred to a centrsl ccatrol pointt 1If so, vhere
end whet suthority should be delsgsted to the control office?

f. Should inter-figency relay points be esteblished! VWould
relay points unduly delsy service? Consider the cost factors of multiple
delivery points wversus relsy points.

& It has been suggested that the publication of schedules of
regular and intermittent courler runs would be of value to users of the
service. It should have sn effect on the nusber of requeste for specisl
rans. If this ie not practicsble, are there cther alternetives?

h. Consgider the possibility of ineluding within the courler
service the coasidersble mmber of documents novw moved Iinter-Agency on
zn ad hoo benis.

-
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&, Internml Meil Delivery and Pick.up Service

z. EHave we established msll delivery points and schedules
best sulted to the requirements of the customer? Are there too meny or
too fev delivery points? Are deliveries msde more or lsss frequently
then necessary for effective onwerd movement to sction offices or desk?
Are adjusiments in service indicated? Does the tube system sdeguately
gervice expedite material and eliminate or decrwase reguirement for

b. Ia it possible to interchsnge mail betwsen courlers ou
esch Tloor without returm $0 8 ceuntral mail room for re-sort snd ooward
moveneat?

¢ 'The publiestion of 2 complete detailed mmiling address of
all componente with office aymbols, room and telephoue nunbers would be
of sseistance to all mail senders and would eonsiderably reduce the sort-
ing and handling time for delivery. Is such a 1ist feasible snd 1f so,
how frequently should it be published.

d. There are probably se many systems for intra-component
novenent of mell ss there are components. Most of these undoubtedly
service sdequately the needs of the component. However, it is poesible
thst no one component acting indepenfently has been able to schisve the
uitimete in this field. It is desired that a detsiled discussion be held
on this subject with the view to consideration for adoption of applicsble
good idesas for improvesent,

&. Most oculgoing U.8. meil requiring postsge iz now forvarded
0 the Office of logistics central mmil ' the establiehpent
of an operationsl postags stamp accmtlm—mﬁ: appropriate sending
points improve service?

T» Receipts for Classified Mail

& Inter-Ageacy. BSection I of Executive Order 10501, as
revised is here guoted:

‘Section 8. Trensmission: For trenemiseion outside
of & department or agency, ciamsified delense material of the
three categories originated under the provisions of this order
shall be prepared and transmitted ss follows:

(=) xation for Transmission: Buch material
shell be enclosed in opaque inner and outer covers. The inner
cover shall be & sealed wrapper or envelope plainly warked
with the mssigned classificetion end sddress. The guter cover
ghall be sealed end addressed with no indieation of the class-
ification of its contents. A receipt form ahasl) be attached
to or eaclosed in the imner cover, except that Confidential

.
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material sheall require s receipt only if the sender deems it
necessary. The receipt form shell identify the addressor,
sddreasee, snd the document, but shall contaln no clasgified
information. It shall ba signed by the proper recipient snd
raturned to the sender.

{b) Trausmitting Top Secret Materisl: The trans~
nission of Top Becret material shall affected preferably
by direct costact of officials concerned, or, alternativaly,
by apecifically designated perscnnel, Ly State Department
diplometic pouch, by a messenger-courier system especlally
cremted for that purpose, or by electric mesns in encrypted
form; or in the caze of informstion transmitied by the
Pederal Bureau of Investigation such mesns of trensaission
may be used as ere currently spproved by the Director,
Federal Bureau of Investigation, unless sxpress reservation
%o the contrary is mede in exceptional cases by the originat-
ing agency.

(e) mitting ﬁeere't Inforzation mtm;
Secret mgmtim anﬁ 1 ¢
snd betwveen the forty-elight contisaem states :nd t.ha Dlatrict
of Columbia, or wholly within Alssks, Hawail, the Commouvanlih
of Puerto Rico, or s United States possession, by one of the
meank established for Top Secret informetion and meterlesl, by
suthorized ecurier, by United States registered mail, or by
the use of protective services provided by commercisl carriers;
air or surfece, under such conditione as may be prescribed by
the hesd of the department or sgency concerned. Secret lntfor-
msbion sod materisl mey be transmititsd outside those arees ULy
one of the means established for Top Becret information snd
materisl, by commnders or masters of vessels of United States
registry, or by the United States regilstered mail through Amy,
Havy, Alr Force, or United Btates civil postel fecilities; pro-
vided thet the Informmtion or saterisl does not at any time
pass through a forelgn postal systes., For the purposes of this
section registered mall In the cuztody of a transporting egency
of the United Stetes Post Office ls coneidered within United
States Guvernmest control unless the trengporting agent 1s
foralgn controlled or operated. Secret information and meterial
may, hovever, be transmitted between United States Government
or Cansdien Goverpment installstions, or both, In the forty-
elght contiguous states, the Districet of Coluabla, Alaakn,
and Canade by United Ftates and Cempdisn reglstered meil with
registered mell receipt. Becret luformaticn and material may
alzo be trensmitted over cosmunlications eircults in accordance
witga regulations yromulgated for such purpose by the HSecretary
of Dafense.

;I—z‘_
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(4} Transmitiiog Confidentis) Information and
Meterisl: Confident nformation snd material shall be
Tramsmitted within the forty-eight contiguous states and the
District of Columbis, or vholly within Alaske, Hevaii, the
Comsonwenlth of Puerto Rlco, or & United States ponsession,
by one of the mesns egtablished for higher clasaiflications,
or by certified or first-class mall. Outside those aress
Confidential informetion and materdel shall be transaitted
in the seme menner &8 suthorized for higher clazsifications.

{e) Within an ey . Preparation of classified
defense materiel for tranemission, and tranemission of it,
within & depariment or sgency shall be governed by regulations,
issued by the head of the depariment or sgency, insuring &
degree of security equivalent to thet cutlined sbove for trans-
uission cutside a department or agency.”

k. It will be ooted that recelipts are required for ioter-
sgeacy transalttal of saterfal classified Secret and Top Secret. Coge
fidentisl materisl requives a receipt only if the zender deeas it necesw
sery. It is desired to discuss the mmtiter of courier and document receipts
with the view of a2 uniform approach to the problem snd possible standerd-
ization of the forms to be used. Please bring szemples of forme used.

¢. Intra-dgency. The Director of Security hes advised the
Task Foree Chatrmen that Executive Order 10501 deoes not regulre the use
of receipt forms for tesnsmittel of Secrst and below material within an
sgency, but lesves this matter to the &iscmtion of the heed of the sgency,
specilying oaly “good sccountability records.” Discussion is desired con-
cerning & wiforz poliey in this matier. Individusl statements concerning
uge of receipts such as 1 want to be swure the document was received or
‘I want to be eble to prove I sent it should not be overlooked. On the
other hand, serious consideration of the time snd cost iavolved in print-
ing, preparation and handling of receipt forms and their actusl value in
mail hendling is indicated. 1In spot checking on temporarily lost or mis-
laid dorusents it will be found the occurrence 1s rare and the result of
humen error. It is not bellsved that any comtrol system will produce mis-
sing documents--therefore, the argaments for contrels should be examined
with this fact in mind.

8. Ianternsl Control {logging) of Classified Material

&. & consclidation of the replies to & recent Mail Control
tuestlionnaire reveeled a variely of practices current in the Agency. In
aany instances, it appears that the same material is logged at severnl
pointe within a component prier to delivery to the action desk. As indi~
ceted in p&ramph Te. sbove, the bamsic requirement is for "good accounte-
bility recorde.” Ie it belleved possible to provide sdequate sccountabi-
1lity for records by loggling materisl only once within s msajor component
of & DD area? If so, whers within the component? In Hesdcuarters should

"5 -
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the unit manning the tube station do the logglagy If 4cue ai s branch or
comparsble level, vhet 1f any prior mail receiving and sorting points are
needed?

b. The replies to the Questlonnuire cited ebove indicated a
| wide variety of logging procedures and forms 1o use. Plesse be prepursd
? to discuss this matter in detail and bring coples of the forms in use.
| Your ideas on stendardization of procedures and forms are solicited.
|
|

e. It has been noted that many registries thru vhich meterial
pusses aspign & unit reglstry control number vhich results in as many as
& half dozen control numbers being sssigned to the ssme document. fhould
' originetors aseign a control mumber which could be universally used as is
3 done in the DD/P dispetch correspondence system? Is it desirable to develop
s form such a8 the dispatch form for internal correspondence purposes?

9. Two seperate but related subjects have been brought to the atten.
tion of the Tesk Force Chalrmen, e.g., (8) the matier of classification of
material, more specificelly, overclagsification and (v) & matl procedure
mmk. e et et b e 4 O

\ a. It is suggested thet members of the Task Force review HR
25X1 [ ](snd E0 10501 if svailsble) perteining to clsssification. It is
{ ‘ _ belleved that a genersl discussion on this mstter will produce some results
which will be helpful in our mail control problem.

b. A handbook on mail procedures undoubtedly would be helpful,
particularly in training new employees and for reference purposes. Ques~
tione vhich arize inelude: Is it possible to publish en all inclusive
Agency hendbook or should esch component prepare one tallored to 1te spe~
eific requirements? Can we heve an Agency handbook establishing certdin
basic principles, procedures and forms to be supplemented by component
routing and handling guides? If s handbook is to be prepared who would -
be designated action agent? :

10. Officers indicsted below ere requested to act as monitors at
the meeting for subjects covered in the indicated paragraphs of this

| sgenda.:
2§X1 a. Parsgraph 5
| b Paragraph £
o Pevogreph 7
d. Peragraph 8
Fre

.
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TAB C

Minutes of Meetinge |

Minutes of Mail snd Courler Task Force Meeoting
- |

of 26 March 1963 / 0

2.  The meeting wes devoted to discussion of the Agency External 5
Courler System. Major points discussed and actions teken vere: ,
|

8. The Agency external courier system (OL) has developed from
an inltial personnel complesent of sbout 10 to 60 at the present time.
The incremse has been gradunl over the Jears and has been based on an ine
Creased uwunber of points served end frequency of required service. There ,
are currently 59 scheduled datly runs serving approximately 170 points
throughout the Weshington sres, including the Agency, other U. 8. Governe |
meut departments, | and one or two commereisl
esgtablishments. 'lmmmuma both delivery and plekup. In only
very rare instances are deliveries msde to CIA by outside originators of
material. It was the consensus of the Task Force that delivery and plehup
by Agency couriers is probebly the most efficient and economicsl means of
handling the material,

b. Upon exsmination of the questicn of duplieation of courier
service between various Agency components, it was determined that any
apparent duplication is besed on requirements for special hendling of |
various types of material, i.e., pointto-point delivery by certsin de- }
slgnated, identiried souriers, special clsarances for handlers of thia ’
material, ete. It vas concluded that further reviev would be msde with
the objective of ineluding as wuch as possible of the special handling
materdel within the regulsr Agency courier service. | 25X1

|
|
l
|
1
{

111 present further iaformation on this subject at o subsequent
e .

, ¢. It vas determined thet & published listing of all regularly
atheduled courier runs, including the estimeted time for point-to«point

- delivery, would be furnisked Agency originators of material on a "nesd.

to-know” basie. It was felt that such s ligting should result in s reduc-

ticn of requests for special deliveries end would e the basis for = periow i
dic reviav leading to consolidation of goervice, eliminetion of duplication, [
and reduction in operating costs. The Office of logistics is preparing the

list for sarly release.
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4. As s positive control messure, it was deterasined that desig-
neted officers within each nent should be suthorized to place requests
for sdditional reguler or special delivery courier service. The Chief,
Meil end Courier Branch, would be [designnted to receive such reguests with
suthority to determine the best of providing the service. This item
will De consgidered for incorpormtion in an sppropriste Agency lssusnce.

e. Upon cousideration of the possibility of eateblishing inter~
Agency relay points for delivery/pickup of material, it wes deternined to
be unfessible, Of the 17 outside delivery points, only 3, e.g., Pentagon
(34), State (11), and Arlington Hall (9) have multiple delivery poists.
(A1l points are not serviced every dellvery.) Tre bulk of Agency materisl
is considered in the expedite category; and, becsuse of the time element
involved, should reach the recipient promptly. Establishment of Ageacy
permanently sssigned courier service within these bvuildings would be unec-
onomiesl. An attespt wes mede to consolidate the seven stops within BIA
without success.

£. One significant accomplishwent was reported. Herstofore
three couriers, tvo records center and cne administrative, have provided
serviee | | This service has now been
consolidated in the hesldquarters systenm utiiizing only two couriers--e
sevings of one courier and one vehicle.

-

sk
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Minutes of Mail $aX Toaresy ek Force Meeting

of 2 April 1963

2. Hspdouts of a proposed schedule of sourier runs were &istri-
buted | [to the Task Force. It was explained thet it vas
& two.package proposel--the 'irst section of the peckage bveling distri-
buted Agency-wide and giving details on the courier runs, both incoming
and outgoing, that Agency persounsl would be interested in; the second
nove deteiled package would be distributed only to the Deputies-~further
distridution of the second package would be st the Deputies' discretion.
The listing of sll mms includes bothk regulsr and specisl runs. The pro-
posals will be discussed at & subsequent meating after review by Task
Force Mesbers.

3. The minutes of the previcus meeting, 26 March 1963, vere read
and the following changes vere mede:

a. Page 2, parsgraph 24. - It wes decided to delete the word
mejor in the first sentence. Pege 3, the seme paregraph, it was decided
to delete the velldity of the request and the.

b. Discussion arose as to paragreph Ze. and the feamsibllity
of imternal delivery within the Pentsgon. It vas declded that s subesta-
tien or mmil delivery rosm for CIA would have to be locsted in the Pentagon.
At present the Defense Department is not willing to give us that room.
Also, 41t was determined that edditionmal perscnnel would de nseded to run
the station. The minutes vere adopted with changes Indicated.

¢. Farther discussion was besed on parsgreph Z2b. znd the pose

sible duplication of the courier service betwees various Agency Compo-
nente. The factors of time, specisl rlsarances;, beby sitting, ete.,
vere disecussed with the outcome belng that the Tosk Force decided that
they must £ind out just what the requiremenis are for carrying certsin
documents. VWere theze rules that could be changed if other protective

ures vere taken? Would the office or sustomer chasge hils specisl
% pauiresents? |
7411 form & subtommittee t0 study extemmal service of

5
4LAE T B st

in an sitfenmpt to eliminate eny duplication.

4. The point was raissd that the Penfagon and Btate Deparisent
sppears to get Dettar service than cur own bulldings. Pointe ralsed in
discussion included: (1) inmbility to combine runs becsuse of the volume
of material and regquiresents for specisl expeditious hendiing such as
eables and (2) sdvantages from e security standpoint.

It vas decided that coples of the CIA Records Administration
gtudy would be distributed mmmbem1 of the Task Force.
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The point vaz raised on reducing the mmber of runs into town.
There are now O scheduled runs into the D. C. area. It was expresgsed that
the special rune may be cut down vhen the proposed schedule of runs is
published; on the other hand, 1t mey csuse more requests for specisl runs
when personnel see how long some of the runs take to deliver the smmteriel.

4. ‘The meeting was then turned over to the discussion of the Agency
Intersal Courdier Systen. Major points discussed and actions taken were:

8. Based on recenl surveys it wae deternsined thet the nusber
of runs within Besdquarters is;

¥ail and Courier Brench § times & day

R £ times & dny
Cahle Becretarist 5 timen s dny
Devmatowa 6 tines & dny

%. The Chairman indicsted the Task Force had received two
recomuendations re delivery points:

(1) The reduction of s large nusber of registries through
elimination, cousolidation, ete.

(2} Eliminste central registry facilities for mejor compo-
nepts: deliver mall direct to organisational level nearest action desk.
In consideration of these divergent recommendations the following points
were made:

{#) Delivery of mail to & point as nesr as possible
tc the sction Jesk results in the most efficiant gervice with least inter-
mediate proceesing. This system has been in effect within the DB/P for
zeveral years with eicellent results. It was noted that this system can
ve spplied effectively within DD/P because of the genersl uniformity of
function of all DD/P elsments end the central correspondence anslysis
sygten vhich leads to simplified sorting end delivery procedures. The
seversl msjor componeuts of the ID/I, DD/S, end DD/R on the other hend
bave no generel uniformity of functions. Vithin DD/I there sre 8 major
offices all with separste snd dletinct functionsz and within OCR there are
5 separate functional aress. The same pattern spplies similerly to the
bU/6 end DD/R. While it is theoretically possible to distribute meil from
2 central point within the Agency or within a DD office it would be a very
imprectical solution. This subject ties in clesely with internsl comtrol
{logging) procedures and will be considered further st s later meeting.

: €. Dblacugsion of the nusber of daily deliveriec led to the
following basgic conclusions: _

(1) It is highly desirsble if not essentisl thet mail
wove promptly from point to peint. The many requirements to meet tight

=

F

-
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deedlines and for expeditious handling of meil would result in additi
, opal
hand carry with resultant cost for non-productive man<hours.

{2) The frequent delivery of meil to recip,

‘ plonts results
:immmevmﬂwthm@cuttheﬁmmﬁ liminet peaks
valleyg in processing. * ton of and

(3} The extremely heavy volume of meil received snd ai
34, +§ Q*
yatahad requires counstant onwerd movemsnt in order to prevent overtaxing
facilities at the central wail rooms and major receiving/dispmton paiﬁts,

4. %emtterofintmhgngeoermu&ﬂerm
Dil/P end MCB wessengers vas discussed. Curreatly the ID/PF requirement

?m}iﬁ mxtg%ﬁg :g; in RID prevents this interchange end csuses
el , Ty 8 ect will be discussed furthe omng

with internal control procedures. ince ceion

’ @. Mr. Thompson reported that the pneumstic tube system i
teing utilized only to a limited degree and suggested that M-_l

take action to encourage grester use.
WarR mguasm to lavestigete this cetter Tor the 1D s UB/F and other
areas respectively and report st the next mesting.

3
3
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Minutes of Mail snd Courier Tesk Force Mesting
of 8 April 1963

2. The ¥inutes of the 2 April 1963 Task Force Meeting were disz-
cussed and the followiag chenges weve made:

a. Pege 2, last paragraph, & change from 5 to § secheduled

3. The meeting was then turzed over to the dliscussion of the

- Pnewsatic Tube System. Mejor points discussed and actions taken were:

e, At the last meeting it was announced that the use dbeling
made of the tube systems represenis a relatively small percentage of the
espacity. Average daily utilizstion snd capecity of the three gystess
is;

A 2506 - 12000
B 60C - 10600
c 300 - 16600

At first glance It might eppear that the system is not worth
the cpersting costs lovolwved. On the other hand the slimination of &
potential 170C daily hand carries of documents (cerriers normelly return
enpty ) presents & considerables man<hour savings.

. A discussion Of ressons vwhy we 4o nol obtain greeter utili-
zatlion revealed.

(1} The plans for the system were prepaved in 195758,
Since thet date there have been many organizetiocsal changes which have
caused meny tube statioms to e located where 1little or no use cen be
obtained. For insteance, one DD/R ecomponent is located in an ares vhere
four DB/P tube stations sre located. Neither office will allow their
material to pess thru the system. Likewise, certaln components ere located
in sress where tube stations were not planned. (Specisl Activities Staff
and WH Division Bupport Steff} It is either impossible or too costly to
provide stetions at these locations.

{(2) In all offices tbe preponderance of mail is too
bulky to be handled in tube cerriers.

(3} Restrictions are placed by some offices on movement
of speciel heandling or sensitive documents by tube.

RS
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(h) BResistance on the part of some senders to trust the
syaten.

(5} The Cable SBecretarist has not yet started to use

=il to other offices.

¢. It was determined that the following sctions should lead to
grester utilization of the systen:

(1) Tue DD/P 1s making s study relative to lifting of re-
sirictions now placed on RYBAT and KAPCK and other special handling docu~
ments. Currvently the oumber of rejects averages sbout 2.5 to 3 per cent.
Heduction of this average is being pought vhieh will increase the senders
rellability in the system.

(2} Publiestion of a tube stetion directory which will
include a1l offices the receiving office is willing to serviee from s
stetion. Also, attach a copy of current instructions ou operstion of
the aystem for ready reference by cperators.

(3} A earrier modification progren is under wey which
will provide for positive locking of the dlad rings. The carriers origl-
nally provided heve smooth diml rings vhich has led to some inaccurscies
in setting the proper align

(%) Indoctrinstion and treining of new EOD clericsl employe
228 in the gysten.

(5) Furnishing of a ticket printed "Priority send by Tube'
for use by originstors of mail.

(6) Provide saditicne) carriers to volume stetions.

4, | L'u designated to review the possible use of the
tube system with Cable Becretarist officers.

3¢+ The next meeting hes been get for 16 April 1963 st 9:30 a.m.
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Minutes of Meil and Courier Tesk Force Meating
of 16 April 1963

2, The draft Hesdquarters Notlce re Meil Service, forvarded to
Pask Force members with the minutes of the 9 April meeting was conslid-
ered. 'Phe draft was spproved wiih the exception af thet porticn which
would require reizbursement for speciel courier services. A stody ree
vealed thet currestly, approximstely 78CC special irips sxe made sorually
st an aversge cost of $3.25 each, toteling ebout 405,006, It wes felt
that the cost of processing T80 vouchers was aot Jjustifled even though
reimbursement might result in fever specisl requeels.

3. a. A sample sticker "Priority - Send by Tube was epproved for
sdcoption. The Chief, logisties Bervices Division snd CIA Becords Adminis-
tration Dfficer were reguested to prepare, publish and arrenge for distri-
mwution. Seversl ideas for posters to encoursge use of the tube system
were coneldered. The draft materisl was banded to the Chief, logistics
Services Division for consideration for possible future use.

. reported he had had & discussion with the Ceble
Secretariat re woe & tube system. The major ohatacle at present is
the DD/P limitation on RYBAT end KAPOK meterial. Currently these cables
must be hand carried so it is more efficient to carry ail cables. When
this restriction is removed the Cable Secretariat will be zmch interested
in moving cables by tube.

4. The question of & suitsble re-usable eavelope for movement of
intra-~-Agency msil was considered. Tae Office of logistics reported that
4 different envelopes are gtocked, tvwo of vhich were designed for re-use.
The snnual cost for envelopes is spproximately $32,500. Seversl mewbers
indicated thet the re-ussble eavelopee were not resdily avallsble in all
bullding supply offices. | |is teking necessery sction.

5, Following s discussion concerning publication of a complete
detailed mail sddress list, it wss concluded that the listing now con-
tained in the slassified directory part of the telephone directory was
suffictent for mail roubting purposes.

6. The matter of intra~componsut movement of mall vas discusged
in considersble detail. It was concluded that, due to the meny different
functional responsibilities of the various offices, s uniform systen
would be fmpraetical. Thie subject ties in closely with the logging re-
guirements and will be considered further at & later meeting.

1
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T. <Consideration was given to the dscentralisstion of the central
postage stanp account to users of postage. Currently, there are 28 opera-
tional postage stsmp accounts throughout the Agency, using sbout $25 esch
in postage per mouth. The central account requires spproximstely $100,000
in postage per year, sbout half of which ie nandled through = postage meter.
Forther decentralization vould require considerable training of persoonel
in the various postage rstes and also, considershle expeniiture for scales,
postage meters, and other squipment. It wvaz cogcluded that the pregent
syaten of handling postel mafling should continue.

O. The next meeting has been set for 23 April 1963 et 9:3C a.m.

{
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HMinutes of Mail and Courier Task Force Meeting
of 23 April 1963

2. The minutes of the previous mesting vere reviewed snd spproved.
3. The subject for the meeting was courier and document receipts.

a. The opening discussicn vas deveted to classification of
locetione and material se well as the content of the document. It was
pointed out that the Office of Security hes held thet anything geing to
an instelletion coneidered Secret or Top Secret should be processed on
the basie of the classification of the installation, even though the
meterial 1tself night be of a lower classifiestion. This periains to

|A review of the classi-

fication of inetallstions end weterisl should be made, se any lowering
of the clasgification would result in a ¢hange in precessing of materisl
with a reduction in traussission time and cost. This maiter will be con-
gidered further at the next meeting.

b. Purther discussion on the matter of clsesificetion centered

" om the definitions of the Top Becret, Secret and Confidentisl as contained

1n Bexecutive Order 10501 and Agency Pspulations. It was the consensus of
the meeting that the definitions, while meaningful, were not explicit
enough for practicel spplicstions by most Agency docmsent Ooriginstore:
thet when given the cholee; particularly between Secret and Confidentlal,
it appesrs most persomuel tend to use Becret either from habit or €9 be
on the safe side. It was concluded thet the mail processing handbook \
should contaln & gection oa classificetion whieh would inclule bLoth the i
gtanderd definitions and & listing of specific Agency examples of the
types of documents apd forme vhich would normelly fall under each alassi—‘
fiestion.

4. Discussion on the use of courler receipiz revealed that current
regulations whick require receipts for inter-Agency movement of claspified
materizl vere being wniverselly used. It ves concluded that thie practice
ghould be continmued. It wag found, howvever, that there is littis uniform-
ity inuse of gourier recelipts for Secret end Confldentisl materisl woving
within the ZAgency. It was pointed out thet the Dirvector of Security has
ruled that receipis are not required for intre<~fgency movement of {his
meil. Considersticn wae givea to the facl that many offices are loceted
dovntown and ia outlying arees and thet movement of mall) to end from these
buildings ves in effect similar to movement of inter-Agency wmail., It was
concluded, in order to provide adequate control of materiel classified

L e oo
JEENSRRE=e_
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Secret and below, thet courler receipts should he used for transfer between
buildings and eliminsted vhere movement is only within e building. It is
proposed that this procedure be incorporsted in the bandbook.

5% The m of documant recelpis was congldered on two bases:
inter-Agency and intre-Agency.

a. It was agreed that all offices use the receipt in secord-
ance with prescribed regulations for movement of inter-Agency classified
material; however, it was found that generally there is no effective
follow-up 0O assure retwn of receipts from recipients. It was pointed
out that telephone iuguiries on s epot besie revesled receipt of the mail
even though the reciplent feiled to return the receipt. The Central Mail
Room also reported recefiving a considerable ausber of receipts {Form $#615)
without the return address of the sender, msking it imposeible to forvard
the receipt. Two proposals resulted from the discussion: (1) that Agency
regulations be revised to prescribe sn effective follow-up to assure return
of receipts snd (2} that the handbook include instructions in the prepara-
tion and use of the receipt.

. Document receipts are not required for intra-Ageuncy movement
of Becret and belov material; however, they may be used when the sender con-
siders it desirable. It waas the consensus of the meeting that document re-
celpts are unnecessery with the possible exception of certain sensitive
meterial, and should be eliminated. It wes felt thet courier receipts
would suffice for control purposes. It 1s proposed to include this {tenm
in the headbook.

€. A reviev of the courier and document recelipt forms generally
used will be made at the next meeting with & viev to design & single form
which will combine courier and document receipts and provide for effective
Followv.up.

6. Some exception vas made to the statement, "Tt is not believed
that any control gystem will produce missing documents, ' contained in
varagraph Tc. of the Agends. It was pointed out that controls are easen-
tial to place responsibility and that use of the control system has led
to recovery of missing documents. It wae alse pointed out that upwarde
wf 500,000 pleces of mail are handled monthly by the HMail and Courler
Service with only $0-TO inquiries for trace. The question of vwhether
the cost of the coutrol system is justified was not conclusively resolved,
the general feeling belng thet recovery of only one document could be
worth the entire cost.

7. Throughout the discussion meny references were made to parsgraph

| pertaining to document receiptz and logging. These

paragraphs appear 10 be subject to broad interpretation. | |
sgreed to prepare a draft revision for congiderstion at the next meeting.

D
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. The next meeting wes scheduled for Mondmy, 29 April at 5:30
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Minutes of Meil and Courier Task Force Meeting

of 29 April 1563

2. The minutes of the previous meeting were adopted vith one excep-
tion. Paregraph 5a(l) conteins the statement “that Agency regulations be
reviged to prescribe en effective follow.up to assure return of receipts. ’
It was pointed out that Executive Order 10501 preseribes the use of docu~
ment receipts; hovever, 1t placeg the responsibility for signeture and
raturn oo the sender. The esteblishment of a comprehensive follow-up
system in the Agency would require a substantial menpover increase which
is not believed justified for this purpose. It was concluded that the
courier receipt vhich is maintained in Agency coutrol is gufficient doou-
sentation to initiate a search for sny missing document.

3. Samples of the principal document veceipt forms ia curreant
usage were revieved. Several of these are special purpose such se for
£ilm, maps, intelligence reports, ete. It was concluded that thege forms
ghould eoatinue in use. It was the consensus of the meeting, however,
thnt the use of & general purpose combined courier and document form
would have meay advantages. The CIA Records Administration Uffice agreed
to dreft a combinstion form for consideration by the Tagk Force. The form
wiil inelude a festure which will allow Agency mail rooms to essily iden~
tify the originator of the document sc that recelpie may e forwarded
prouptly upon return.

4. A proposed redraft of current Agency Hegulstions on mainte-
amnce of logs, prepered wis considered. Task Force
members were requested to ¥ teviev of the draft and submit
comsents to the Chairmsn for consideration at the next meeting.

5. A general discussion of internsl logging prectices reveslad
the followling.

Approved For Release 2005/07/13 : CIA-RDP70-00211R000800070003-2
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b. The lack of uniform and specific logging guides has led
0 genersl misunderstanding of our internel control reguirements. It
wag concluded that a section of the mall procemsing handbook should be
| ffvated to clarification of this metter. It will give supervisors es
wvell as loggers proper direction.

: ¢. The discussion ended with the conclusion that the often
| heard stetement "there ie a lot of unneceszary logging around hers,™
Just iz not itrue.

-
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TAB D

Consolidation of Courier Runs

and Annusl Sevings

L .
. Combined Moudsy, Wednesdsy, and ¥riday delivery ©
t oct Megest to &&mnﬁant USMC with regular service.

25X1 2. Combined Thursday piekup with regular service.

25X1
3, Combined daily gpecial pickup and delivery to AID with

regular service.

k. Combined special daily Airgrem run to State with regnhr
service.

5. Combined special Thuredey, FBID run to State and Pentagon
with regular service.

6. Combined cable delivery and pickup runs to Pentagon and
State.

7. Combined daily OF rus to 3016 16th Street with regulsr
service.

8. Combined datly OCR run to librery of Cengress with
regular servies.

25X1

TOTAL Annusl Savings

' STy
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Sent
W, TEMT Hh. 0910, Dec 11 . w7 oojs, TmB me. 1035, Deedl)
GBI ; 2228 @Sﬁs Pec 11 ’ nhg: De 11
XPIC Stemmiléing 15354 Dec 11 1050, :Deec 22!
0SI- 6749 OShTs Dec 11 1140, -Dec 1L
CAD/0 1707 B Street 1230, Dec 11 0857; Dée:12
2 . ® o e
Y ' 114D, Do 1Y
OCR/IX/AB . . 1600, Dec 11 0935: Dec 12
mf@&rlingtm Powers Bt R
: 2L 0945, Dec 11 11&0 @oe 1.1 :
OCR/IR 163k 1003, Pec 11 llhﬁ, Dee - 3_1
OGR/GR. 184810 1019, Dec 11 1140, Deci’
OCR/ABR pi: 103, Dec 11 11405 Dee-11 -
OCR/DD. GFi0 0945, Dec 11 1140, Dec-11 -
OCR Admin Staff 2861 1020, Dee 11 1140, Dee 11
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Senhk Beoelvad Returned
Reglatry Tiwmr  Dade Time  Date Heeglatey Time Dale
/ 1150, Dee, A Pe 11 DD/3, o8 lns. 1315, Dec 11
G;m’ ?Li,? a‘%ﬁc RA 2oy AN KLl ‘ w :}bj&g ! }-510’ mc ll
stewart Bulldiag 1535 1080, Dec 12
GFL0 1323 1510, Dec 11
1717 B Street  1h05 0857, Dee 12
. GHOSOY 1330 1510, Dec 11
TGLS L5385 1510, Deec 11
OCR/LY/AB 1600 0935, Dec 12
Avlisgson Towers
CCR/SR 2611 1335 1555, Dee 11
OCR/HD GEOL3S 1330 1510, Dec 11
R, IR 1634 1335 1510, Dec 11
CCR/GR 184810 W30 1555, Dec 11
OCR/BR 1864 1Ry 1510, Dec 11
OCR, DD GFi0 1315 1510, Dec 11
OCR/Adimin Stefy 2861 13h5 1510, Dec 11
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Sent Booeivsi Returned
Registry Tiame A e Tiae Daie Pegiatey Time Date
& ‘i'“f;‘,d, By etk i W

%, 1B pe AE0T, Dou Dec 1P a0, Tl Has. 853, Dee 12
RE, TN Hgs. 1600 foc 3 BT 2F8 0845 ‘ 10k0, Dec 12
5 € Stewart Building o9hd 0840, Dec 13

GS1 6FL0 . 1040, Dec 12

OAD/C 1717 B Street 0540, Dee 13

CRR GHO90G 1040, Dec 12

&o1 7615 1510, Dec 12

COR /LY AB 1135, Dec 12

mgﬁw%m T@gﬁ 05 2040, Dec 3-2

OCR /4D GEOL3E oBlio 1040, Dec 12

O0R,/ IR 1634 0Bk:5 1135, Dec 12

OCR,/GR 1E48.0 1245 ooh0, Dec 13

GCR, Bt 1HE; 0845 1040, Dec 12

OCR/ DD GFH0 o950 1135, pec 12

0GR Admin Staff 2861 0300 1050, Dec 12
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Recomnended Changes in Agency Regulation

1. Recommended Additions | |

a. [ | TRANSMISSION OF CLASSIFIED DOCUMENTS OUTSIDE CIA

(1) TOP SECRET DOCUMENTS, NOT REGISTERED

(a) V¥hen delivery is to be made by suthorized courier, secure-
1y attach Form 2WGa, Courier Receipt, toThe outer envelope Or wrap~
piog. (Re-letter present (a), (v), (c¢) and (a) accordingly)

(2) BSECRET AND CONFIDENTIAL DOCUMENTS, HOT REGISTERED

(a) When delivery is to be made by suthorized courier, secure-
1y attaeh ¥orm 2hC, Courier Becelpt, to the outer envelope or wrap-
ping. (Re-lstter present (a) and (b) accordingly)

b. [ | TRANSMISSION OF CLASSIFIED DOCUMENTS WITHIN CIA

I1I. Recompended Change to

a.

(1) TOP SECRET DOCUMENTS, NOT REGISTERED

(a8) Vhen delivery is to be made by suthorized courier, secure-
1y sttach Form 2UCa;, Courier Recelpt, to the outer envelope Or Wrap-
ping. (Re-letter present (a), (b), {c) and () accordingly)

(2) SECRET AND CONFIDEWIIAL DOCUMENTS, NOT REGISTERED

(a) Ho change.

(b) when delivery is to be made by suthorized courier to
agother CIA building, securely attach Form 240, Courier Receipt,
to the outer envelope or wrapping. Courler Receipis will not be
used for courler delivery within a CIA building. (Re-letter (b),

(¢) and (&) accordingly)

PAMME OF 10GS

{1) Ho change.
(2) SECRET AND CONFIDERTIAL LOGS

Secret and Confldential Logs shall be maintained by respon-
slble persons designated speclfically for that purpose by Depuly
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Directors, Operating Officisls | | the 25X1
Inspector Genersl, the Comptroller snd the Genersal Coungel. All
BECRET and CORFIDENTIAL materisl, not registersad, shall be logged
at the action point of receipt in the immedinte office of sny of
the sbove.nased officlale or any component under their Juriedic-
tion and ahall be logged out st the final point of dlsptech when
bound for destinstions cuteide of the womponent under the sabove-
namad officlals, or when dlspatched to & rield office or between
subdivisions of the aforementloned cosmponent located in different
buildings. Organizationsl units not included in the foregoing
mey melntain Logs vhen deemed desiredle for operational reasons
or beceuse of the nature of the activity lovolved. Fleld offices
ghall maictein Logs of all SECRET and COHFIDEATIAL materiel reéw
ceived and dispptched by them. If, during the course of opera~
ticae, it is necessery or expedient at times tc hand cerry SECREP
or CONFIDENTIAL documents, the conbtrol points st esch end must be
notified.

{3) Ho change.
{4) Ho change.

.g-
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TAB G

Mall Processing Eandbook

»I. Purpose
A. To outline various types of mall flowing throughout the Agency
B. To cutline the procedures for processing
II. Types of Mall
A, CIA Material
1. Dispatches
a. UOperationsl
b, Administrative

2. Cables ,/
2. Qperational [ Lk
b. Adninistrative / f G
3. Feports !
&, Pouched i
b. Cabled
. Other (specify types)
L. Memorands
a. Operationsl
b. Administrative
5. Intelligence Publications
6. Regulations
7. Fhone Directories

8. Foras

\ - |
A |
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Specisl Bendling
a. Top Hecrat
b. Rybab
¢. Kapok

&. Other {specify)

E. Hon-CIA Material

i.
2.

3.

S

Ee

intelligence Reporte
Intelligence Fublications
{ebles

8. Cperational

© e  Administryative

Special Handling

a. Top Secret

b. Other {specify)

Rewapapers - Magnzines - Periodicals

Hemorends

ITI. Classificetion

A, Categories

1.

.
e

Top Becret

Secret

Confidential

fdministrative - Internal Use Only

Unelsssified

B. Types of documents within esch cabtegory

I¥. Internal Control Procedures
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.

Logs
1. shy mainteined
2. where malataloed
3. Procefures
Receipts
1. Courlers
8. Wy uped
b,  When used
. Procedures
2. Document
. Bhen used
. Frocedures
Top Secret Control procedures

fHpecisl handling procedures

Distribution - CIA Heterial

*
Fh=

Headquarters Bullding
1. Hessengers

2. Tube

3. Hand Carry

Outlying talldings

Headgquarters -

1. Fouch

. L8 mell

Regular service to octher departments and agencies
Speeinl courler service

-3
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