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22 Getober 1962

SURJECT; Comnon Musbering Systen for Tdentifying Fersunalities

PrOBLEM:

o develop & common nusheriag system Tor identifying perscoalities
of interest to varioud CIA comgouents. The objective of such &
plan being to lessen the time and work invelved in the processing
and interchange of informetion on individusls on whim records DAYy
be maintaived by move than one office.

ASSUMETIONS:

Any such plan must be sufflclently fiexible to permit the respective
components te solve their internal procedural problems witbout inter-
fering with or complic¢ating the procedures of other offices using the
saze pumber in connection witk the same individual.

PACTS BEARING ON THE FROBLEM:

Thae personallty ousbering systems of tie {(iffice of Pergsonnel, the
Office of Security DR, CL/04, Rid aad FI/D were reviewed
in this study. Attachment A skows the epproxizate size and general
characteristics of the principle reccrds series in which the five
different murber series are used for identification and conkrol.

Tuere is considerable overlsp in the sssigment of the various ot -

ing seriecs on new cases ranging from four numbers alvays aosigoed In
OA and POA cases to 2 minimwse of tvo nurbers alvays assigned staff
employees. (See Attachment B.)

All five offices have used & six diglt oumber beginnlog with COCCOL
and running to & high of 370,000 for the 201 series of RID {See 1tem
5 of Attachment A}.
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Tn the Office of Seckrity, & siz dlgit pusber has been used on
spproximately 280,000 security folders with an additional 30,000
folders sssigoed ;mmbmm in special series identifled by two or
three letter prefires, e.g., NB snd EI series. CI/CA kas all foldere
in one series ané RID has all 20L folders in ope series. Each of
these three offices Wile their folders by number. The Office of
Fersomnel and Division D use thelir pumber for copirel only, that
i8, the case folders are filed alphabetically rather thaw numerically.
|
There ave & mumter of other Agepcy Tiles on perscnslities which use
mmmbers for control é@r sdentification, but vhich have not yet baen
considered in this meview; e.g., Medical Offilce, OIR, OCIL, OCR, TR
Piles, ete. The reﬁ@vm&y of the approsch proposed bersto thelr
collections will bBeve to he sxplored in due course.

DISCUSSION:

All requests for name checks preceeding a clearsnce request go o
either the Office of Security Index or the RID Main Index. In every
case 0/S aseigns & dumber, but RID assigre e muomber only If the
criteria for opening s 20L are met. It would appear thet under a
common mmdering sydtem, a mmber could be spsigned by either of
these two offices add aimply picked up and used by the cther offices
as the case comes 4 thelr attention. A wminor exception are ared
division name check cases on whick 201°s are not ogened but which are
sent to Division D for check; e separaie control muber series would
be pecded Tor these|

The Office of Personnel does nob assign the permsnent employee nunher
until the employee EOD's. At thie point s mumber tas been sasigned
by Office of S@cver:i.l?:y and could be picked up for use as the persomnel
musber. Similariy, (OTR and Medical Office could use this mumber.

Oftice of Securiliy :}'.a assigning pumbers et the rate of 1200 per month,
and RID at the rate of 2,250 per sonth. Approximetely €00 per month

of the RID aesigmments sre duplicated by the Office of Security at the
time of indtiel processing. I ve climinate the duplicetion and comblne
the two for a total of 3,350 per month, the tolal sasigrments for the
next ten years will require onLy 02,000 mubers. This would permlt

A
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both offices to comtimue to use & six diglt nueber but from &
different block in the series, i.e. mssigr 330,000 to 699,959 to
RID and 700,000 to 899,999 to OPfice of Security, (fourtees and
fifteen yesrs supply respectively). Tae use of prafixes would he
& watter of internal procedural. veguirements. For example, the
number 709065 on an RID index card wowld indicate Security hee a
file on the subject. If e 201 fiie is aleo vecesssry, the prefix
201 could be added to reflect thst both offices have a file.

5. CONCLUSIONS:

&. A common numbering system ie feanible for the Live offices reviaswved.

b. A s8ix digit series voyld toke car: of a1l asslgaments auticipated for
the next ten years but extension to seven digit offers no particular
problems in the event that Zssignment activity is greatly accelgrated
by unforseen circumsignces.

¢. A swmll block of numbers must be reserved for FI/D cases om which no
security or 201 number is assigned.

4. No mass re-numbering is necessary in sby of the offices of COneeYn
but some re-muhering and cross referencing to old nuwsbers will be
necessary as nev interest cceurs om old ceses estsblished by 08,
CI/0A, end FI/D. .

(o2

-  RECOMMEIDATiIOS: ,

|
&. Adopt 8 common numb@riézg system using 2 six digit series and assigning
blocks of numbers from the series as shown below: ' :

DDE/RID (for 201%s) 330,000 - 699,999

Office of Sgeurity 700,000 - 899,989
DDP/FI/D 00,000 - 959,999
DOP/cL/{ | ' Nome '
Office of Personnel Nene

Attachment C cutlines the msaner in which the above five offices wowld
hendle the processing gproblems which cross office lines.

3
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CHARACTHRISTICS AND VOLUME OF NUMBERED RECCRDS

O/PER 0/sEC CI/oA RID DIvV/D
1. Folders - walntained aiphsbetically 16000 20,000
- maintaired muserically 310,000 69,250 260,000

2. Alphebetical Indices none 1,600,000 192,000 7,500,7200% 300,000

3. Numsyrical Indices prone none 103,450 & 110,000

b, Nusber of digits in Number Series 06 06 06 06 06

5. Highest nuwdber Assigned 050,000 280,000 10:&,&50 333,000 110,000

& VEdETHe LiEings @ R S o

“in addition to the Mein Iadex, RID/201 meinteine the following indices In whick the 201 number 3s a factor:

“#ihe Office of Persomnel rume both slphabebical and numericsl list

do.

Alphabetical Index 150,000
Alphaobetical Index
by Cryph 30,000
Numerical Index by
Crypt 30,000
Bumerical Index by
True Home 30,000

by area of interest snd a registry or 1og from vhich new nusbers are asaigned.

SeE=CeR=E=T
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Inter-fice Proasssing Probless

¢k ervoss office lines of remmm ik

|

I the prefixss to mumbers usced by tha vard

i sedad, the nugbers in all five offices &

;r% hept number assigned by each. IH is not o uww%,h@sm? L"%‘%} gy off
: . requriosr their record sevies ‘au*" [ rroes Pelersnce sys w

:? wed. Oublined below is the @ (ling of mzdbeyiog wro

OFFICE OF PEASCONNEL:

1. Assignmept of new mmzbezrs w Discontinue the present series and
the number used by Off‘?ce ct’ Security 1o onower Lo the reguest uw
cieevance. (Tae permauent p 1 muwioer 12 essigoed at BOD and
therefore aﬁ'fm' the Securit *; :

vwm

2. Fresently assigned muybirs - Conbisus to uss. Aoy Turilher ouperle k.
iisting of employces WoilLd ncoﬁ.é,am the fulld racge of muwbers
from CO000L to 899,999 wul have m& 2. T the Office of
Persomnel, only the madsers shove 100,000 would be the same as the
Crfice of Security's nuyber.

OFFICE OF SECURITY

In processing & now mxgz.. Bl
veanect to the cholee of mpghers

{9) pomaibilities with
possibilities would b as 1').£MM,4 ¥

Tie hondling of

1 To previmly assim& her: assig: o now Securlty mapber.
2. lNew Sszcurity muwbor in .vilm*’ use the existing Security susber fov

all processing.

[
»

0ld Security mwsbar in Piie 3 use the existing Seeurlty pumber for
o1l processing. :

L., 0ld 201 nuaber; use tkm 200 wmgber juelvding the 200 prefix. Show
21l nine {9) digits on the £older snd index cexd. Fiie the Fcldar
under the full nine (9) digite (or aseign new Scouwrity oumber ond
sross reference the old 201 nuzber).

5. lNew 20i owvmber; use this nusber Lfor oll processling

ATTOCHERT C
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New Security nusber tmai old 201 puwber; use the Secuylity pusher
for processing bubt cross refevence the 201 nuwper on the éﬁ@ﬁ,ﬁ-
card and in the f’c%r

7. New Security auvzher amlnl new 201 pumber; use the Security nusber
for proceseing but eross relerence mo 203 nuher on the index
sard and in the f’o.‘i.ﬁmp

8. 0ld Security oumber @mfl old 204 sumser; uss the Security numbher
for processipng but cross referauce the 201 number on the lndex
card end in the i’om@rf.

. 0Qld S@car ty auwiber m,f new 201 nusher; uss the Security nusber

for processing but cross reference the 201 vumber on the index
caxd end in the foldc,z',

Ci/0A:

1. Diasconmtinue the "C" nmr&er gyaster snd use 201 musher as previoualy
proposed.

REL:

In processing noyw mqu}amﬁs s tl:m bavdling of the various numbering
poesibilities iz as falle’m»

. No number greviously eﬁ.&:ss:i@.e&; sesign o wewr ouwier.

i .

2. DNew 201 sumber in filep use the exzisting 201 augber for all processing.

3. Gi4 201 number in filﬁ. use the exlsting 201 mumber for all provessizg.

., Nev Security mumber in Tile; uwae shis mumber for further protcasing.

5. 0ld Security mmber 1n| fils; zeeign o new 201 uamher for further
processing. Cross refevencs the Sgeurlity nusher in the folder zud
forward a notice of crpss reference to Cffice of Sevwrit

6. 014 Security and vew 201 pusher in file; vse the 0L mushber for furiher

processing. Cross ref¢ronce the ifadex card and the folder; notify
Office of Securiity of t.he erons roferenes.

2
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7. 014 Security and old POL number in £ile; use the 201 mumber for
further processing. (ross refersnce the ifndey card and the
folder; notify Office of Security cf the cross referxencing.

8. New Security and new POL musber ia file; use the 203 number for
further processing. (ross reference the index card and the
folder; notify Oi’fme& of Security of the cross referencing.

9. FNew Security and oid 201 pumber in file; use the 201 mumber Tox
further processing. Cross reference the index card end the
folder; notify Office of Security of the cross referencing.

DIVISION D:

In processing new reguests for gresn list name checks, the varicus
possibilities with res};‘aﬂt P oveber assigneents wvould be handled aa
follows:

1. 201 or Security mfzhmxf on regquest ~ Use this aumber for further
procesaing including tmz use cf the augber in the muwericsl ivdex.

2. 201 or Security mxt;mm: on reguesh end Mphabatiwl Indes reveals
& previously assim greenlist gy ~ PYOCess ULLET Ereen.iss
pumbar and crossc relerance L1 m;mh@m on the alphebetical index
cards.

3. 0 201 or Security aﬂ,@s‘@r on reguest -~ Azsign o number from the
900 000 to 999,999 sayies and process.

3
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