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DD/P CI STAFF
l. Space Req, - 1,20 8.4, _
2. Space Re’cmnhndqd ;-1920 ’
3, Differe_ncc - 500 aq, .Z_ft. increase
Lig ‘Roquiren'mnta based on ﬂundu‘d allem: -

Se This is a new opsrati . ‘ — ,
‘ation with no "experiencea" .
‘ 1 perience” f _
Sg mb“@ :ﬁ estimate, The increase in the 1/0 h._“act::avon which
e for the personnel is in order, ?l-b: Approved
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:t*i:‘?i:i‘md that an additicnal 180 3q9.ft, should be allowed fox;

2 It

brought to your attention that this doss not roprn:lat ﬂ:.ti::;n“
g'ilo space required by CI Staff, We have wo other components that
due to the nature of their work, will also require secure areas "bo
maintain relatively large amounts of specialised files,

Jur recommendation is based on the approved 'I."O..| . |
requests an additional L8O sq,.ft. for not approved
as of the tims of our discussion, ‘

Chisf, Records Management Starf
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Oﬂice Memomndum « UNITED STATES GOVERNMENT

TO : Chief, CI Staff, DD/P DATE: 5 May 1956
Atten: | |

FROM : Chief, Records Management Staff

SUBJECT: New Building File Space Requirements

1. Attached are owr tentative recordmendat:.ons on, your
. file space requirements which we reviewed with you at the
L request of ‘the Building Planning Staff. Please indicate
your approval or note your reasons for non~concurrence and
return the analysis sheet for our submittal to the Building
" Plafining ‘Staff. e

.
e )
L -

If you feel that further d:.scussion :Ls necessary
' we w:f.ll be ‘glad to call a.t .your convenience.
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Chief, CI 8 / S T sion
B1, Staff, DD/P N L ) Néﬂﬁ[{}bm
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Chief, Records Management Staff

New Miilding File Space Requirements

1. Attached are our tentative recommendatlion® on your
file space requirements which we reviewed with you at the
request of the Bullding Plamning Staff, Plaase indisate
yozr ap;gi'oval or note your reasons for non-concurrence and
return the analysis sheet for our sutmitial to the F
Planning Staff, he Pailding

2. If you feel that further discussion is necess
- we will be glad to czll at your convenlence, e

25X1
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wiB 7Y Shaff -

“pace Hemested -~ 1840 sq,7b.
fnape Hecomtended - 18LO 8, t.
4 ffaronoe - Hons

COMYEAT - Ho cgoords vortrol Jchedule has beon established

for thoze reocords at 1t ig esiimated thai within 10 vears
meeorde dispositlon will equal rovords socretions, Thorew
‘ore, expnaion for 10 veers should be provided. The incresse
in volune wes estimated at 102 per vear, The apnlication of
stavdacd allowarces for the equlpment now in use, and Jor ex-
ransion indicates an inercass of about 25% zhould be added to
the space reauested. However, this 25% additional space re-
quiremant will bs rrovided throush the nse of new stondard
emipment of greator capacity, l.e., 5 drawer cabinets instead
of b doswar, 9 ft. Lawtead of 7 f4. ghalving. Also, the use
of shell filing for mwh of the nmaterlial in cabinebs aprears
te be mractical and would resuire less sngae,

S—— Thle’ y LOCOTOS VErmreneit, ULaly

A

/
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T serragsantative
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inr thoee reoords but 1t ig ssiizated thet »ithin 10 veare
raaornd disposition will egunl records asoretiona. Thoroe
fora, expenslon for 10 veers should be rrovided. The increase
in velure wWas estimater st 107 per vesr. The sordicsiion of
stardard allowanges for the ezulpment now in use, and for e
rengion indiestes an inorasase of abeud 284 should be a'ded to
the spece rejuested, lowever, this 25% additisnal eprace e
caripement w11l bs vrovided thiroush the use of nex stendard
exdipmant of greater caracity, l.6., 5 draser oahinets Instesd
of b drawer, 9 %, irstesd of 7 4. shelvisg, Ales, the use
of shelf filing for mwh of the =mterisl in cahinets sn-ears
o e wraoticsl and vomid recuive less soace,
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ST - o caoords combrel gnedule has boem poisblishad
these rooords Dut 1% le astinsted ksl witiin 10 vesre
wraoris alsnosition =11 egusl regords sgoretionse Therew
‘e, ecoansior for 10 vesrs shouid be rrovided, The Lrorsase
0 wolu wns eotimgte’ at IS rer vear, The spelicatien of
stadsrd allowances for the esulomant now in uee, ol for o%e-
sansion indioater an irmvrsese of e-out 258 should be aided to
thn space mrmersted, Jowevsr, this 25% sdditional prage ree
swiresmat wril) be rrovided tiroush the uss of e sterdacd
siuireaent oF sPeate” CaTERitY, 1.9 & drover aobinote instasd
of b drawors 7 Y. iastesd of 7 I%. ahelving, A&lso, ihe use
af ahedl Mling for maoh of the =eterisl in cabhiqshs eovrears
i e resctiesl and wonld recuire less grace.
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Chief, Technical Services Staff 12 December 1955
25X1 Atten:

* Chief, Records Manapement Staff

Hecommandation on Flle Space Requirements

Attached is cur tentative recommendation on your file
space requirements which we reviewsd at the request of the
Building Planming Staff, Please indicate your approval or
note your reasons for non~consurrence and return for ocur
submittal to the Staff, If you think further discussion is
necessary, we will be glad to call at your convenlence.

Attachmant

5X1 Mets/rMs/ |pat(12/12/55)
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Record Int. Div.

1. Space Requested - 10,000 sq. ft.

2. Space Recommended - 5370 sq. ft.

3. Difference - 4630 sq. ft. reduction

4. Present equipment and personnel requirements: Sq. ft.

a. Equipment - 9' shelving - 358 sections @15' 5370
b. Personnel - 2080 sq. ft. of space for operating 0
personnel has been requested sepasrately

5. Expansion requirements:

a. Equipment - The original request was for 0
10,000 sg. ft. including space for present
equipment. In our discussion, the Division
Chief agreed to reduce this to 7,000 sq. ft.
However, our recommendation provides only
for housing present equipment on the grounds
that this Archives operation should be restric-
ted to its present scope with excess records
volumes being trensferred to the Records Center
facilities to be included in the new building. o
Total for present expansion 5370 sc ¥

6. Remarks

a. The capacity of the present 358 sections of shelving is
22,554 Archives boxes, or 29.6% more than the present inventory
of 17,339. This capaclty figure is based on the present practice
of storing 9 high instead of 10 high hecause of the low ceiling.
If stored 10 high in the new building, the capacity would be -
25,060 which would provide 44% more space than required for the e

present volume. ¥
7L

X i
ITACH cAlAcitY 15 m Go 155'} 3¢ 1‘23:!‘%;,~ vy
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PREIEwT ¥ VEwTORY ", 7"5‘5‘ Boxes

25X1 PERSo QEFEREVCE SPHCE. -
S7Act sPPcE ¢ (670 %
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Whﬂmw

b. The 2080 sq. ft., requested separately for personnel, added to
the 5370 sq. ft., recommended for the stack area, glves a total of
7450 sq. fit. This section 1s presently allocated a total of 5565 sq. ft.
and any criowding now experienced in carrying out the operations should

be relieved by the increase allowed.

¥ ﬁﬁNFIﬂENTIAL

Approved For Rele‘éte QJI

Chief, Records Management Staff

Chief, FI/RI

P70-00211R000800270004-9



Approved For Release ggg%ﬁﬁﬁﬁlmpm-oom 1R000800270004-9

25X1

- Background Notes

Presently operating in 5565 sq. ft. This includes equipment and
personnel.

Present equipment to be placed in requésted area - 358 sections 9'
shelving. (179 double sections holding 60 cu. ft.)

Number of archives boxes per shelf 7 of archives boxes per section
9 x 7 - 63; capacity of present shelving 63 x 358 = 22,554, Total
boxes now on hand - 17,339 .

( 9 high because of low ceiling lights = In new building use 10 high)

% expansion now available (9 high) 22,554-17,399% 5155 or 29.6%
% expansion now available in New Building -(10 high) 25,060-17,399
equals 7661 or Lk.0%

Approved For Releas¢ 20058866 MITAADP70-00211R000800270004-9
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Records ayeeraTre Div,

Space Requested - 10,000 sq., ft.

37 d
Space Recommended =-ry sq. fte

Y880
¥t Difference - -6y®80 sq. ft. deeresse RCOUCT/OV
LD
/.) JUSTIFICATION: Space for operating personnel has been provided

outside this area so that only necessary equipment and aisle

 _a 500. sq.-fteallowanse—for end and=main aislesw—The-400 sections
provided: for-is-an increase of L2 over the-£A&S<w 7/ . number-and -
_will Jjeavesse—the expansion peran 74 L.fnoml;-to—&?%—ﬁgﬁém THE

P

: W (Use of starmdsTdReeerd Center-shelving weuld

;?
i

Yol o
e _mquest@gl_%_vmmmvi&e—storage for /

e g

E:::ITR/crz.
operation should be :Ln-s-‘bmeﬂbe to - —S-appreximetely
Z/ G
its present scope with the excess volume of recordsﬂ transfer i

to the Record Center, With the allocation of Record Center type
’ AS PLANETD,
storage space in the new building& H tsmeb-believed—that the

@A@«‘i t@ b %’
effectiveness of the operationxxdél be-mabeniadly reduceds A
Pl

%L«LZ««; w2 / Me//kuzwzfé %7& £, ﬂam

c»q.fu//
(’/64/%,)
Approted For Release 2005/08/16 CIA RDP7 -00211R000800270004-9

S BT




Lt QNHDEN“AL

Approvedf»@r Reledse” ZOUBTOSI‘IG‘ CIA—-RDP70 00211R000800270004 9

‘‘‘‘‘‘‘

25X1 e Background Notes

Presently operating in 5565 sq.ft. This includes equipment and personnel. )

o/
Present equipment to be Placed 1 requested area - 358 sections of. 81 7
shelving, C/??M‘\ aeclim J € c«.ﬂl N

Number of archives baé?s Per shelf ~ umber of archives bg¥es per section

9 X 7 == 633 capacity of present shelving 63 x 358 = 22,55L, Total
boxes now on hand - 17,339
(Y@A,MM?AW ,

am;_yg_wjmecéd L o /%,A)
% expansion now available’?&%) '36%--12,55}‘-/73‘?7— /55 ‘”"“'}?’676

ccrerr4e7
/‘iVA/Aﬁgfé Aﬂfwﬂ(ﬁ (o )_2__3 geo~/73%7 7¢¢

400 shelves . .25,208to
&f—cniy‘ﬁ fheivesmigh) %59;7
ns i am o
B R
] er section - 42" x 30" (includesfecing aisles) 8, Sqeft,
Y T ao\g 1lowance : f, /each
|

Mmaln aisle space -

s véJ‘AWMﬂ 5370
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Record Int. Mv,

Space requested - 6,000 sq. ft.
Space recommended - 3552 sg. Tt,
Difference - 2448 aq. ft. reduction

JUSTIFICATION: Space for cperating personnel has been sallocated
outside of the file area. No sdditiopal equipment is contenrpluted
as insctive material is to be transferred to [ Jend in turn
to the Therefore, the application of standard
sllowant®s To The present equipmwent will provide the Troper splice
needed,

The computation for space required is as follows:
8. 5 dr legel cabinet - 438 @ 8' 3504
b. Microfilm cabinet - 6@ B! 48

c. Bhelving {no space required because
units are mounted on top of cabinets) 0

NROTE: The 8 sq. ft. allowance for e 5 dr legal cabinet provides
, for a 4' aisle when cabinets are Placed in rows face to fsce,
This ellowance also provides for end and mein aislea at the
réte of 1.25 eq. ft. per cabinet, In this instance, 555 sq. ft,
will be available for this purpose.,

Lt Alsle not wide enough. 6' aisle reguired.
Reference space needed for 25 tables (60™) and 50 chaird

sost B b 71
Approved For Release 2005/8?75 T -~IA-RDP70-00211R00080m
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7 ~ CONFIDENTIAL

cord Int, Div,
X1

Space Requested - 1000 sgq. ft.

Space Recommended - TOO sq. ft.
Difference - 300 sq. ft. reduction

JUSTIFICATION: Spece for personnel has been sllocated
cvose-SUt8ide of the file area. Only 10 drawer 3X5 card cgbinets e
' sre to be imcluded in the area. Space for expansion from

the present 54 cabinets to & totel of 125 is required. A

5,5 sq. ft. allowance for each cabiret provides a L et.

aigle when cabinets are placed in rows face to face, with

s 214 sq. f£t. allowance for end and main aisles. (The space

required for cabinets and 4 ft. working aisles 1s 487 sqg. £t)

Chief, lecords Manasevent Staff

Lt gisle not wide enough.

375 Bq. ft. required for 125 cabinets

_gﬁvg_sq. £t. required for aisles
8q. Tt. required
Reference space for 20 persons

CONFIDENTIAL \

\

f

i
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CONFIDENTIAL

, Spece reguested - 300 sq. f£t.
Space recommended -~ 300 eq. ft.
Difference - None
Comments:
Epace for personnsl has been slloted outside the file area.
The only equipment required e 10 5 draver legal size filing

cablnets requiring 37'.5 sg. ft. along one wvall. The remainder of
the space 1s to be used for a wvork storage area.,

Chiel, Fecords Management Sta’T

Py AT o

Approved For Release 2005/08/16': GIATRDP70-00211R00080027003¢ 8 ' %25
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CONFIDENTIAL

Chief, Records Integration Division

Spece requested - 300 mg. T,
Bpace recommended - 300 asq. ft.

Mfference - None

Comment:

No spsce for personpel is required, Equipment consiste of 11
5 dr. legal cabinets and 2 sections of shelving requiring spproxi-
mately 50 sq. ft. along the walls. This is not a Permanent file
and will be used only to house backlogs. The space in excess of
that required for the equipment will be used as & wvork and bulk
storage ares.

EEIE!’ Hﬂ'egraa Emmzﬁ BE!T

3 May 1956
OK JM8 /u/

Sy e s STIAR
Approved For Release 2005/%5638T—RDP70-0021 1R0008002Z0004-9.........
. Chief, RID
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CONFIDENTIAL

Chief, Becords Integration Divisgion

Space requested -~ 500 sq. ft.

Space recommended - 550 sq. ft.

Difference - 50 sq, Tt, increase

JUSTIFICATION:

Ho spece for personpel required. No expansion meeded for the
material now contained in 4O 4 dr, safe cabinetsm. The 3x5 card
cabinet materlal 1s expected to expand from the present 12 cebinets
to 35 cabinets in 10 years, after which Record retirement will equal
aceretions, The sbove allowance provides for the cabinets, working
aisles, and end and wain aisgles,

ChleY, Récords Management Staff

3 May 1956
oK JMs /s/

s

FIDFNTIAS
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63 ElA-RDP70-0021 1 R0008002m$~"'
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Records Int. Div.

1. Bpace Requested - S00 sq. ft.
2. Space Recommended 244 aq, Ft,
3. Difference: 258 sg, ft. reduction

4. Requirements based on standsrd allowmncest

8., Present equipsent & pereonnel: SQUARE PT.
(1) equipment - Lar legnl sefe - 2 &0 18
-~ 5dr card file - 2 @11 22
(2) persomnel - provided for elsewherc 0
(3) work ares . }_fg

b. Expansion equipment & personnel

(1) equipment - 53r card safe - 4 @11 hh
(2) persornel - 0 o
Y
Total sq. ft. for present & expaneion
requirements 24k

5a. The present practice provides for laying the card trays out on
tablen Tor work during the day. However it ip recommended thet this
operation be eonducted in & vault area with non safe type cebinets
vhleh can be worked in without removal of the drawers for normel
filing and refererce work. As shown above ; the equipment would
require only 84 sg. ft. but working room should be allowed and an
additione)l 160 eq. ft. is recommended.

5b., If the frequency of reference to these f1les is B8O great that
work in the cabinets is considered a hardship, use of motoriged units
such ae the Diebold super elevator file should be eonsidered, 'These
units could be housed in the spece recommended above; they would

be wore convenient to use; end the cost would be no more than the
price of the additional epace reguested.

Chief, Nesords ﬁn&g@mzn‘ﬁ 3754

Elevator file on order but does not 2 safes and 6 tables requires
perimlt two or WSPE euployee mccess. L8 sq. T't. 3' aisle - 72 sq. tt.

J

Counter reference space for 5 m‘
bl P%ﬂﬁié&l%l% : CIA-RDP70-00211R000800270004-9
kel B UET
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CONFIDENTIAL

|
. , !
apgords & Intkg Dl J

Spaeo resuested:

“pace fecormended: 360 =y, %,
Difierenoe: 140 ey, 4. reductiion

Justification:

w11l be 24 sections of shelving, The standard of 1S sq, f£t. por wt

»A11 provide 30

snd alale and work area,

30 "
T2

Approved For Release 2005/08/16 : ClA|
\ﬁm‘:...m ToETe YT

500 8q. Db i

fio persome) assigned to the area and the only equlpment
in, aigle betwesn vows or shelving =d 15¢ =, 04 fon

Uhle?, Recorde Marsgement BEale

aisle, not wide enough.Require 60" aisle
of frontage X 51 = 360 sq. ft. alsle space

Require 360
108
“%68 sq. rt.

CONFIDENTIAL e

DP70-00211R000800270004-9
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ey

loperde o Inke TN

wrmen reousstedr 500 age £t
Doy Aecoemendad: 360 . e

Afterenee: 140 83, 4, veshetion

Aptifisatdont o rereemel assigned Lo the area 2 the onlr ernimennt
7311 be 2L seotions of gholving, The stardard of 15 sy, f. por unit
#4111 rrovide 30 in, alsle hetween rows of shelving and 150 =n, ft, far
mad 2isle axl work area,

ChTeT, Récords Venagement Btale

Approved For Release 2005/08/16_; CIA-RDP70-00211R000800270004-9
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LONFIDENT 1AL

Recorde Int. Div,

Bpace for the Index section was not inciuded in the memo of 9 Sept.
from the Building Planning Steff but the Chief of RI asked that his

originel request for 5,000 sq. ft. be incressed to 10,000, Ve have there-

fore included & review of the problem with this submitial.

‘ Space requested - 10,000 sq. ft,

Space recommended - 6,085
Difference - 3115

Pregent equipment and persommel requirements:

a. equipment, 10 dr., 3x% card cabs. 328 85.5 sq. ft. 180%
b. personnel (3040 sg. ft.] | . 0
{provided for in s separate request)
Expansion
a. FHaquipment: 10 dr. 3x5 card cab. 925 5.5 5088
Total sq. ft. for present and expansion required €885

The request for the increase from 5,000 to 10,000 sq. ft. for the

Index Section was baszed on the assunption that the current rate of acore-

tions of 1 eabinet per week will continue indefinitely., Also, there are
at present no plans for controlling this growth., The additional space
waa needed to increase the space for expsnsion from the ofiginel estimate
of 12 years to 18 years. The application of the standard sllowance in-
dicatea that 1885 additidnsl sq. ft. rather then 5000 sq. ft. sre

needed to provide for the longer expansion period,

Uhief, Hecords Management Staff

is not sllowing for 6' aisles,
Hath 18 n £ Reference space Tor 10

Require 990 sq. The.foxr 330 .ﬁ tablee (60"
Require eq. ft. for als

aq.« Wenﬁ Total = 8760 sq. ft.
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Require 6570 sq. Tt. expansion
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