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1., GENERAL

This Regulation establishes basic policiss and responsibilities for
administering the Agency Records Menf#gement Program, Its require-
ments are in agresment with the Federal Records Act of 1950 (Public
Law 754, 81st Congress) and other applicable statutes and regulations.

2. OBJECTIVE

Records Management is controlling and improving records from their
creatlon or receipt to their disposition, with resultant economles
in manpower, supplies, equipment, space, time and money,

3. POLICIES
The Agency Records Managemant Program shall be administsred on a
decentralized basis through area programs governed by the policies
outlined under the respective program functions.
L. RESPONSIBILITIES
a. The Chief, Hunagemnt Staff, is responsible fori

(1) Directing and cqorddnating the Agency Records Managament

aﬁg b§ providing basic plans, policies, and procedures,
s’haf’f guidence for their application to area programs.

e
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b,

5.

b,

Ce

de

6.

(2) Conducting operational audits of area programs to promote
their effectiveness,

3) Providing, in collaborating with the Director of Training

() facilit:l.e; (including instructional and training media)
for the guidance, indoctrination end technical training
in the program functions, _

The quty Director (Plans), (Intelligence), and (Support) or
thelir designees are rasponsible fori

(1) Establishing and msdntaining srea programs to meet the
requirements of this Regulation, '

(2) Rendering such reports as may be required,
(3) Designating in writing to the Chief, Management Staff the

individusls who will have yesponsibility for maintaining
aref programs,

REPORTS MANAGEMENT

POLICIES 4
Requirements for reports shall be in writing,

Reporting requirements shall be approved by the Reporis Control
Authority of the component whigh originated the requiremant.

Approved requirements shall be spsigned 8 reports control symbol

by the approving Reports Control Authority.

Reports approved in accordance with this regulations shall be
reappralsed at least annually.

RESPONSIBILITIES
The Chief, Mansgement Staff, is responsible for:
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(1) Maintaining a record of racurring admini strative or manage-
ment reports submitteds

(a) Ona Headquarters-—vdde basis.
(b} From or to field stations,

(¢} From or to organizations outside the Agency,

(2) Publishing lists of reports included in psragraph (1)
above, _

b. Heports Control Authorities shall provide the Management Staff
with current 1ists of area reporting requirements and such
supporting material as the Managemsnt Staff may require to
carry out its Program responsibilities,

CORRESFONDENCE MANAGEMENT

T« POLICIES

8. Congressional correspondence shall be answered or acknowledged
within at least three working days from date of receipt. All
other correspondence shall be answered or acknowledged within
at least five working days from date of receipt,

STAT " b, The standards of HB Correspondence Style and Procedures,
shall be applied as extensively as possible, '

¢, Form and pattern correspondence and oorrespondekes shall be used
whenever practical,

d. Handwritten notes or personal contacts should supplant corres-
pondence whenever possible,

e, The transmittel of self-explanatory forms, reports, and publica-
tions by nonessential correspondence shall be avoided,

. ke YRt W

L

¢ )
f. Provisiog shalf' ¥ wede whenever possible for indicating con-
currences: andt.approvals on basic documents.

<3~
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g. The preparation of monessential copies shall be avoided.
Courtesy copies shall not be prepared except for members of
Congress and officials of othey Federal agencies,

. ‘
8, RESPONSIBILITIES
a. The Chief, Hmagoment Staff, is responsible fors

(1) Devaloping and mainw.ning publications on Agency correse
pondence siyle and procedures.

{2) Reviewing and approving requests for nonstocked steno~
graphic and typing equipment and supplies,

9. PROCRDURE
Requests for stenographic and typing equipment and supplies not
available as stock items shall be submitted to the Loglstic Office

through the Records Management Staff with complete justifications
for the nonstocked items,

- FORMS. mGEIEHT

10, POLICIES

a, All forms necessary for agency operations shall be procured or
reproduced in accordance with this regulation, '

b. Nonescential forms shall be eliminated,

¢. Forms performing the same or relatad functions shall be con~
solidated, ° '

d., FRelated forms, procedures and regulatory issuances shall be
integrated,

e. Forms shall be systematically and periodically reviewed to control
quality and quentity,

A i' b; i . e, ’
R LI R , L iee
R 4 “.
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- 11, RESPONSIBILITIES
8, 'The Chief, \W Staff is responsible for:
ot .
(1) Reviewing, analysing, recording and approving requests for
the use, reproduction or procurmmnt of all forms used by
the Agency. o
(2) Registering and assigning identification to forms,

(3) Establishing and spplying design and specification standards
to forms, - '

{4) Furnishing technical assistance in designing forms.

(5) Making surveys for the purpose of eliminating unnecessary
forme. ) : .

(6) Analyzing forms for aasenié;ality, purpose, simplification,
consolidation and standardization.

(7) Maintaining Agency liaison on forms management matters with
Federal and private organizations,

(8) Making recommendations in connection with the procurement,
storage and distribution of forms.

{(9) Publishing appropriate indexes to forms.
12. PROCEDURES
a, New and Revised Forms \,z;/fi?? 7

(1) Prior to requesting & hew or T
shall

r Byi%’éi@foni%e requester
“raview the current Nodlé-iHeding all forms used by
the Agmcy@:;ﬁlmnmwrmrmbmo

(2) If an-existing form cannot be used, prepare and forward,
through appropriate channels to the Records Management Staff
the following:

{(a) A rough draft of the proposed form,

(b) Form No. 30, Request for Approval of Form (in duplicate). -~

AR S B S
R A AR A7
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{(¢) Form 36«2 (to be mdaaignated Form No. 70) Ra’p%ction
Requisition {see par, 5&(1) R[ L STAT

(d) One copy, if applicable, of the coordinated, proposed
Regulatory or mtra-otfica issuance or procedural
instruction, prescribing or implementing the form's
use,

be Reprinting and Overprinting Exiating Forms

If an existing form i3 to be reprinted or overprinted, forward
Reproduction Requisition, (Form 36-2) as provided above,

c, Forms Supply System

Supplies of forms should be obdained from Bullding Supply Rooms
or if not stocked by Building Supply Rooms submit Form No. 88 in
accordance with prescribed procedurss.

- FILE STANDARDS

13. POLICIES

a. Similar records shall be maintained nder uniforn file systems
and procedures adapted to the individual progrems and types of
material,

b. File stations shall be realistically located so as to emm
adequate reference service, ;

Cce Related papers shall be maintained with official record copies of
documents and filed by a system and at a file location that will
assure proper documentation of the organisatiom, functions,
policies, procedures and essential transactions of the Agency.

di Establighment of duplieats files shall be avolded,

I P

ee The following atandards have been established for the ui.ntenanco
of letter and legal sise recordss

(1) XNon-safe type cabinets = Procurement will be limited to S
drawer csbinets without locks and equipped with gulde rods,

(2) safe Cabinets « Procurement will be limited to 2 and L drawer
cabinets with guide rods and of a standard and type to meet
Approved For Release 2006/04/1 3-:6'CIA-RDP70-0021'1R000900030005-3 /
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the security requirements of the agency,

File folders « Square cut, plain tab reinforced, 11 point
Kraft folders should be used, except as provided for in
paregraph L below,

Heavy duty file folders - Pressboard folders with metal tabs
third cut, slot punched in first and third positions, and

linen "W" type expansion gussets will be used for maintemence
of records, subject to usage that would necessitate replacement
of 11 point kraft folders during the active life of the records.

(5) File guides = Pressboard guides with angular metal tabs, 1/3
cut with lower projection will be used,

fo Maximm utilipation of file cabinets shall be obtained bys
(1) Transferring inactive records to the Agecy Records Center,
{2) Disposing of records in accordance with Record Control
- Schedules established through the Records Management Divisl on,
Management Staff,

(3) Removing office supplies, and other nonrecord material from
filing cabinets,

(L) Using letter size cabinets when less than 208 of the material
to be filed is of legal sise,

(5) Centralising files in vault areas, where feasible, to pemmit
use of non-safe type cabinets,

(6) Using non-safe type cabinets for unclassified records,

ge¢ A report of filing equipment showing accretions and total in use
by type will be made annuwally,

1L, RTSPONSIBILI TIFS
&, The Chief of Management Staff is responsible for:

(1) Developing standards for Agency file procedures, systems,
equipment and supplies,

(2) geﬁ!wipg a;gaﬁ;dovins requests for nonstandard file equip-
mefit,"and supplies, .

(3) Maintaining Agency liaison on file standards with other
Federal and private organizations.
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be. The IMrector of logistics is responsible for restricting the
procurement and issuance of filing equipment and supplies in
accordsnce with the requirements of this regulation,

15, PROCEDURES

a, Flle Guides and Folders (11 point kraft) - Available from Building
‘ §ﬁpp1y Offices without requisition,

b, Duty Folders - Submit Form No. 88, Requisition and Shipping
tiona Tor Supplies and Equipment benring the following
cerbifieatd.on signed by the person responsible for the Aree Records
Management Programs

"These folders are needed because the frequent reference
requirements of the file would necessitate replacement of
the standard 11 point kraft folders during the active 1ife
of the records.,"

¢, Letier and 1 Size Fil Cabinet = Submit Form No. 88,
Requisition an% Shipping %m'imﬁom for Supplies and Fquipment
bearing the following certification signed by the person
responsible for the Area Records Management Programs

"This certifies that this office has complied with the
utilisation frovisiona of Section 13, parsgraph b (3) of

Regulation

d. Reports - The Deputy Director (Plans), Deputy Director (Intelligence),
ans The Deputy Director (Support) or their designees will mintain
file squimment records from which a report will be prepared and
submitted to the Records Management Staff not later than the
15th of August each year, Form No. _____, Annual Inventory of Filing
Equipment will be used in making the y report which will show by type
of equipments

(1) Number of pieces on hand at beginning of the fiscal year,
{2) Number of pieces received during the fiascal year.
{3) Number of pieces released during the fiscal year,
(L), Nunber of pieces in use as of the end of the fiscal year,

»
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16, POLICIFS

Efficiency and economy in the conduet of Agency record operations
will be promoted through the application of appropriate record
systams, practices, and devices pertaining to filing, processing
of mil, reprodwtion of records, posting and recording operations,
and communications,

17. RESPONSIBILITIES
as The Chief, Management Btaff, is responsible fors

(1) Conducting studies of recognized records systems in order
to determine possible applications in the Agency and, in
collaboration with other appropriate technicians act as
record systems advisor in comnection with the selection, .
installation and utilization of such systems,

(2) Promote record systems applisations through the develop-
ment and diesemimtion of guides illustrating techniques
and devices for solving resord problems,

(3) Conducting surveys of record problems in collaboration
with appropriate representatives of affected Agency
components in order to recommend more efficient systems
and devices,

The Deputy Pirector (Imtdligence),the Deputy Director (Support),
and the Deputy Director (Plans) or their designees, are responsi=
ble for continuing reviews of record operations to assure

performance in the most efficient amxi economical manner, and for
requasting technical assistance from the Chief, Hanagmnt Staff,
in the study of problem areas,

RECORDS DISPOSITION

POLICIES . . . |

No mcoi'd aﬁala. %o'deatk'ctred or removed from Agency custody except
in accordante with tlds regulation,
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b,

b,

Records of permanent value shall be identified and preserved as
the official archives of the Agency.

Noncurrent records shall be scheduled for removal from office space
and filing equipment to economical Records Center storege.

Records of temporary value shall be identified and scheduled for
legel destruction according to their retention values,

An Agency Records Center shall be maintained for the storsge,
processing, and servicing of nonsurrent Agency records, including
top secret material,

RESPONSIBILITIES

The Chief, Management Staff is responsible fors

(1)

(2)

(3)
(L)

(5)

Reviewing and approving records control schedules governing
the disposition of records accumulated by the orgenisational
elements of the Agency,

Reviewing all recommendations for the destruction of records
and obtaining necessary legal authority for their destruction,

Serving as the CIA Records Officer and Archivist,

Iiaison with the National Archives and Records Service on all
records disposition metters, and with other agencies in all
inter-Agency transfers of records in which this Agency is an
interested party,

Technical supervision of the Records Center,

The Deputy Director gmn-) , Deputy Director (Imtelligence), and

the Deputy Director

(1)

(2)
(3)

)

(5)

Approved For Release 2006/04/13 : CIA-RDP70-00211R000900030005-3

Support) or their designees are responsible for:

Preparing records control schedules covering all records in
their areas,

Implementing the approved records comtrol schedules.

Initiating the retirement of noncurrent records to the Records
Center,

Reviewing and maintaining records control schedules on a

current basis, :
p By =R L
LY K

Subm ttingean anmal Feport of disposition activities,
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Cs The Chief, Records Cemter is respmmsible fors

(1) Storing and protecting inactive records and providing
reference service,

(2) Destroying records in accordance with approved schedules,
(3) Preserving records with permanent or long retention value,
20, PROCEDURES
8¢ Records Control Schedules,

(1) Preparation, The Deputy Director (Plans), Deputy Director
ence), and the Deputy Director (Support) or their

designees will prepare and maintain on a current basis,
records control schedules covering all files of each area
program, both record and nonrecord, These schedules will
be prepared on Forms139, Records Control Scheduls, and
1398, Records Control Schedule~Continuation Sheet, in three
copies, one of vhich will be signed by the Chief of the
primry organizational unit concerned, The three copies of
the schedule will be submitted to the Records Management
Staff for review and approwal,

(2) Review and a 1. The Records Management Staff will
Teview and approve the schedules and obtain necessary legal

authority for all disposal actions. After approwval the
schedules will be returned to the originator Hor implementation,

(3) lication, Fxcept in emergencies, the approved records
co schedules shall be the sole autherity for the disposal
of records of the Agency, which will be accomplished in
accordance with Regulation| |

(L) Annual review, To kesp the schedules current &n annual review
made as time permits during the year, However, it is
recormended that it be done toward the end of the fiscal year
so that preparation of the annual statistical report will be
simplified and more accurate, The revised schedules will be
submitted to the Records Management Staff in the same manper
as the initial schedules,

be Retirement of Records,

All arrangements for the retirement of noncwrrent records to the Records
Center will be.made with the Records Management Staff,

-1l =
Approved For Release 2006/04/13 : CIA-RDP70-00211R000900030005-3

STAT

STAT




STAT

Approved For Release 2006/04/13 : CIA-RDP70-00211R000900030005-3

R[] STAT
REG | MANAG RMFN T PROGRANMS
NO. : : Draft 6=20=55

ce Reference Service, ,
To obtain reference service on retired records, Form L90 Records
Center Service Request will be prepared and forwarded to the Records
Center,
de RQPMSQ
Volume data on records disposition activities of the area programs
shall be collected, compiled and reported to the Records Management
Staff by the Deputy Director (Plans), the DNeputy Director (Intelligence},
and the Deputy Director (Support) or their designees, The report will
be submitted not later than the fifteenth of August each year and will
consist of the following information expressed in linear feet,
(1) Records on hand at the begimning of the fiscal year,
(2) Records destroyed in current files area during the fiscal year,
(3) Records retired to the Records Center during the fiscal year.
(L) Records on hand at the end of the fiscal year,

The Chief, Records Center, will submi$ a monthly report to the Records
Management Staff containing the following data expressed in cubic feet,

(1) Records on hand et the beginning of the month,

(2) Records received during the month,

(3) Records destroyed dwring the month,

(L) Records on hand at the end of the month,

(5) Number of references received and processed during the month,

FETBTOEOE
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POLICIES

A repository will be maintained to safeguard witel materials
of the agency i.e, those specific records, which sre essential
on & continuing basis and which in the event of @sstruction,
wuld constitute & serious or irreplaceable loss,

An area wide appraisal of vital materdal requirements shall be
made at least annnally to assure the addition or elimination of
record series based on cwrrent conditions and emergency objectives,

Offices of origin shall be responsible for deposlting materisl
vital to the emergency operations of thelr own or other offices,
Duplication of sush deposits by using offices will be avoided,

Records classified as vital materials or coples of such records
aiall be transferred to the Repository in a secure manner and on
& ti.mely Ma‘

Records in the Repository will be maintained in & manner consistent
with the requirements for their emergency use.

RESPONSIBILI TIES
The Chief, Management Staff, is responsible for:
(1) Developing and maintaining publications covering guldes and

procedures for the selection, reproduction, transfer, maine
’om:i use and inventorying and accounting for vital
materials, .

(2) Coordinating trips to the Repository to effect the deposit
and withdrawal of Vital Materials and the visit of authorized
peracnnel.,

(3) Technicsl supervision of the rapository,

The Deputy Director Plans, Deputy Director Intelligence and Deputy
Director Support or their designees are responsible for:

(1) Periodic program appraisals;

§ pRWH N N
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(2)

(3)

Selection and timely transfer of vital materials to the
Reposi tory; and _

Providing adequate instructions-for minmma of vital
materials at the Rapod.tery

c, e custodian of the Raposiwq is mponsibla for storing and
maintaining Vital Materials,

23, PROCEDURES
a, Depositing Vital Mateiriels

(1)

(2)

Records selected for deposit as vital materials will be
forwsrded through the regular courier service addressed
as follows: .

Vital Wm Reposi tory

Records transferred in this manner, will be desoribed on
Form 620, Vital Materials Transfer Slip, The white coples
of this four part form will be reteined by the sending
offices; the yellow and blwe copies will be endlosed in
the packsges to sarve as dogument receipts; and the pink
copy will be forwarded to the Records Management Staff,

Arrangements for the transfer of materials requiring
special handling will be made with the Records Manage-
ment Staff,

b. Accounting for Vital Materisls

(1)

(2)

At the end of each calendar quarter a listing, showing all
deposits and &)l withdrewals made during this perisd, will
be forwarded to each area representative for use as #n
accounting statement of vital meterials sctivity,

In sddition to the listing of deposits and withdrawals for
the quarter ending the ¢alendar yoar, a complete listing
of all vital materials currently on deposit will be forw
warded to responsible efficisls for use in reappraidng
the area program in the light of current conditions amd
emergency requirements,

ssssss

Approved For Release 2006/04/13 : CIA-RDP70-00211R000900030005-3

e

STAT




Approved For Release 2006/04/13 CIA-RDP70-00211R000900030005-3

REGULATION MANAGEMENT PROG:AM
No.[ ] Draft 6-61-55

(3) An availsbility register will be prepared monthly showing
all deposited material with the safe and drawer location
in the repository, This listing will be maintained at the
repository for the use ¢f responsible officials in event
of an emergensy, o

2h, POLICIES

Iinmit the use of microfilming techniques to those applications
in which the costs and benefits t¢ be derived compare favorsbly
with the costs and benefits of alternative methods,

Centralize filming, f1lm processing, fllm enlarging operations
and £ilm viewing whenever practicabla,

Release all excess equipment and materials,
RESPONSIBILITIES

The Chief, Management Staff, is responsible for:

(1) Reviewing and concurring in all requisitions for microfilme
ing equipment, supplies and services to ensure velidity of
purpose, preper selectlion of equipment and meximum equipment
utilization, ' .

(2) Authorising the establishmont of local facilities to perform
miorofilming services,

(3) Developing and issuing operating standards for improving
film quality and increasing production,

(4) Conducting studies of microphotographic materiels and processes
to determine their possible application in the Agency,

(5) Developing and issuing guides for use in determining when to
apply microfilming techniques and for selecting appropriate
equipment, _

31idy E}}S’_@@
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MO,

(6) Conduoting periodic imspections of microfilming operations

to observe operating methods, preduction quality, utilisation
and gondition of equipment, apd making sppropriate recommenda-
tions related thersto,

(7) Conducting Agency-financed research in the development of
m.crofilming equipment and materials for special applications,

(8) Serving as advisor to all components contemplating the use
of microfilming teschniques,

The Deputy Director (Intelligence), the Deputy Director (Plans),
ﬁ ge Deputy Director (Sapport) or their designees, are responsi-

(1) Initiating requisitions for microfilming equipment, supplies
. and sexvices,

(2) Ensuring that microfilming operations condusted under their
Jjurisdiction are performed in accordance with the requirements
of this Regulation,

(3) Assuring the use of authorized local facilities only for the
pupose of performing operations concurred in by the Managee
ment Staff,

The Chief of logistics is responsible for the spquisition, Wransfer
and disposal of microfilming equipment and supplies and for per-
forming microfilming services when requested by a Deputy Director
or his designee and concurred in by the Chief of the Management
Staff,

PROCEDURES

Requisitions for microfilming 4 t, supplies and sarvices
shall be forwarded to the Chief of logistics through the Chief

of the Management Staff accompanied by a detailed memorandum of
Justification, The justification shall be signed by the Deputy
Director concernad or his designee and shall contain, as & minmimum
a description of the work to be performed and a statement explaine
ing the purpose of applying miorofilming techniques and what
benefits are expected from the application,

JUNRTI T
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Requisi tions cayerning contimiing services or additional aupplies  ILLEGIB
for a projjec YA oncurred in bg ihe Mmagm% Staff

shall be fo il

T

¢, Microfilming service requests to be performed by established local
facilities shall be justified in the same manner and forwarded
through the Chief, Management Staff for review and coneurrence.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

L, K, VHITE
Deputy Director
( Support)
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