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2 October 1961

WEMORANDUM FOR: Deputy Director Plans

SUBJECT : 1961 Inventory of Clandestine Services
Classified Records

l. This report is based on a2 measurement of all of the racords
held at headquarters by all components of the Clandestine Services.
The identification and measurement was done by or under the direction
of the various Records Management Officers who followed standard
inatructions, a set plan, and a standard format. The approach, there-
fore, was conalstent, jdentificatirn and measuremenis were reascnably
precise, and the data is sufficiently accurate for all statistiecal
DUrposes.

2. Total holdingsin prinecipal categories are shown by the
following table in linsar feaet by groups of organizaticonal units:

TATTS OFFICTAL  OPERATTOYAL ADMTHTSTRATTYE  MTSCHIIANEOUS TOTAL

CS FTIES AUXTITARY FTIES & WANAGERTAL CLASITRTED R

wWac, Staffs 20.0 599.3 200.0 82,0 153L.3
Frincipal Staffs303,0 5099.0 h87.5 705.0 659L,5
Staff Divisions 323.5 329L .7 8h2.5 767.8 5228.6
A\rea Divisions 228L.7 6619,1 2365,1 29h2.1 14211.0
RID L019.0 11237.0 528,0 0000 —mee- 19388.0%
TOTAL 89 gO . 4 26 8119 o§ 1&3 123 - I zi 3’96 09 !169 % nE

#TNCLUDES RID/ARCHTVES RECORDS

3. PFurther data, comparisons, discussion, and recommendstions
relative to general records problems deriving from or depicted by
this inventory are contained in the tabs. The most significant point
which emerges 18 that, while the Clandestine Services are geared to &
cantralized records concept, the official system pmbraces only 297 of
its documents and 70% of its cards. The virtues of such control as
the official aystem embodies are indicated by the fact that total
holdings of "official" paper have decreased. On the other hand, total
holdings of auxiliary or "unofficial" paper have increased substantially.
This fact argues for control, in some wise, of auxiliary naper and,
gince the C3 stafl elements deal almost exclusively in such paper,
incraased attention to basic records manasement principlies by these
elements is strongly indicated. Conversely, 1t can be stated that RID
and the Arez Divisions are moving into an era of refinement in technlques,
approaches, and procadures which will provide for better utilization
and maintenance of ofiecisl paper,
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i« On the score of records dispogition, CS headquarters has
held its omn, so to speak, in that disposition of records has equalled
receipts during the past four years. Total holdings in 1958 and in
1961 are approximately the same although there are significant varia-
tions in category, typs, and location of records. In 1958, 11.3% of
G5 records were at the Records Center. This year, 30.9% are located
there and 69.1% are held in the headquarters buildings. We have moved
15,299 feet of records, or the equivalent of 1,912 four-drawer safes,
out of expensive office space and into cheaper storage.

5. There are certain other notable characteristies of €3 records,
1961, which stem from an aprraisal of the inventory flgures by func-
tional  type of record. We have over 2% million document control cards
resulting from a plethora of document control gvatams, and thers are
3.4 million index esrds outside of the RID central index, most of which
lead to operational documents of one kind or another. There are 1,870
feet of personality data (125,000 dossiers) again outside of RID super-
vision and control. The 1,832 feet of chrono files indicates an abiding
lack of faith in the file systems themcelwes which i3 further reflected
in extensive duplication of documents, files, and entire collections
among and between desks, branches, divisions, staffs, and RID.

6s A4s a concurrent purpose, this inventory exercise w:s to accom~
plish the immediate destruction of al} the obviocusly useless accumula~
tions in any and all safes, in part at least, as preparation for the
move to the new building., Debatable materials in the same category
were to be earmarked for later follow up and decision. On the firat
count the Divisions were mogt cooperative. FE turned in 50 safag;
7H, 313 NE, 255 FE, 17; and SR and WE, the equivalent of 12, PFor the
rest, this first-round elimination of the accumulation of years remains
to be done, or converesely, we must continue to live with this conglder~
ablc.residue in the more limited confines of the new space. The neatness,
order, and arrangement of the contents of €3 safes in general was not
impressive. On the physical side, the Pandora's Box effect was all
too prevalent. This alone-~the formidahble aspect of the contents of
many safag-=-ig an apparent and substantial reasson for reluctance to
manage records. Many a clerk loses interest in records rroblems when
Taces with the records themselves.
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7. The overall perspective of CS records is one of rampant in-
dividualism tempered by common experience and common problems. The
of "ieial svstem is 1imited in concept and @szentially superficial in
its apclication, leaving many possibilities for the effectlive use and
atilization of offieial paper untouched. Cutside of this system, in the
anxiliary file area, units and individuals have obviously proceeded for
vears according to their own lights in order to vroduce the duplicate
74les} numerons, incongruous collections, and the awkward procednres
with which we now contend, Considering records management as simple
order and discipline~-a place for evervthing and evervthing in its
rlage--the problem presented by the Clandestine Services has scarcely
been touched. The record, an important tocl of the profeasion, is
only somewhat accessible and, in many of its aspects, more 2 hindrance
than a help.

f. The tabs which follow present the inventory data in various
ways in an effort to facilitate consideration of the problems which
the statistice pose. Certain general conclusions and recommendations
sre combined at Tab ViIl. They are not specific and have not been
gorked out in detail because this report, after all, represenis a
parcchial "records" point of view and clearly needs to be considered
in a larger context. Should these views be accepted, however, any
particulars required can be readily submitted.

STAT

nn/° Records Menagement Officer

TARS s
T - 2 Records Terminology
17 = Component Totals % Change in Total Toldings, 1960~1961
TTT « (8 Records Holdings in Major Categories by Unit
1Y - Official €5 Fllag -- Qubject-Project
7 ~ Card Indices
71 = CS Rgcords Disposition Activities (FY 195°-FY 1961)
971 = C$ Headquarters Records (Statistics)
YT77T - Recomneadations
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