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Chief, Wamegewent Siaff
Chief, Records Murmpevent Stafy

dseport for Period Eeding 21 Jamvemry 1359

Tensible

o
T
(1} Completed five new snfl three revised forss.

(z) Obtained = change in the ghipping estegory of Fore
1159 froe"ship fio Bhip J2, on the beslis thet the
preclesgifieation “S:CREY (Vhen Filled In)" 418 not
werrant a8 Ship IT category. Ve hope this precefent
will percit ehanging all Ship I1 fores of this tyve
0 Ship 1.

{3) Received mat the Secerds Conter 110 em. ft. of imegtive

records fros ten offises. Purned 83 eu. ft. of dtg-
possble records, leavimg a belonce of 1.443 eu, ft.

e Iﬂ&&m mh
(1) alded ME in retiring 1 cu. . of records.
(2) Developed the progren snd cbtefzed speskers for
the Manngewent Steff lseture Series presestation
to be givean this Friday.

2. Agslgvwents - jotive

%  Torom
(1) Pourtsen new and 21 revised forws in process .,
(?) Printing Dervices Division Survey.

(3) Sevieton of Trave) Order. ID/P's points of exception
are being resolved,

{4) Teletype Dissemimetiion Inforustlon Neports ond Systess.
{5) “evision m? Iﬂapatch z'am.

{€) XW mm s:d‘ Stocked Porms.

ik :;)3
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(1)
(2)
(2)
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(€)
(1)

aftice of Personnel.

™/ocR.

sequisition Branch Library/OCR,
dpp Tibrary Divisien/ORG.

| —_Jontaet Division. Aweliting
fecision of CfTice of plans and specifieetions,

¥t Division/DD/P.
office of Security/Building 13.

(1)

(2)
(3)
(%)
(s)

(€)

Offiee of Perconmsl Suosject-Buerie Files.
Instellation in process in Prployee Pelations Branch,

00/7PD Translation Tndex.
Contrect Forsonne) Division/OP Card Todex.
affice of Comsuniestiems/WIC.

Specisl Plamning Assistant/TD/S Subject-fumeris.
7ile Installaticon still in process.

Executive Secretary/FE/tD/F card Index.

d. Audit and Nevision of Weeords Control Sehwdulow

(1)
(2)

“edical Staff

O

e. IDpecisl Prolects

Ay
{1

{2)

(3}

Besdquerters Pile Clesoup Csspeign. Reviewed
instructionsl and prouctional eampaign wmaterial
with #re. ¥elley. With winor revisions this
satarial will be resdy for printisg.

tweiew of 7R Clericsl Treaining in Plling Systeve.
4 revised leseon plan is being developed for dis-
eupsion with OPR personnel this wveek,

evision and Necwder of Jvernight Storege Bonws.
fequested frow THE pergonnel their specifications
fwmtma%&hmfma&mﬂﬁm.
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We will use the ssre spegpificstions to negotiste
with other fires, to oxpedite this project,

Fital HMaterisls

#erofilming acntinmves in Orsphies Regieter/XCT.

|

| peopie stiended
the Isteragency W Adsipigtration Conference, “Foros
gpa.l‘. vempnd m&@a

L ptterded the imeriean Foelety
Tor Pdblle sMeinistratice meeting st vhich John Meay
spoke o “Cremtive Hansguewnt (o Public Interest.”

Eatiomsl Arehives hes esied for apeney concurvence to
dispowe of sbout 450 en. L, of records in Archives gustody.

1f the volime of statiomery incusd i an index, the Ageney’s
records ereation retm gontioues fo rise, sx indlested YWy
the following:

Sheets of Stativoery
4 losued
2 309,900
ﬁ*:%ym
1?‘%* lﬁ.&?ﬁ;l{;&
): ﬁpm
g 656, 100
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