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A11 Branch Chiefs
Chief, Records Services Division
Activity Reporting

1. TPresent reporting requirevents provide for both weekly

3& mthly reporting of Divisions! mtiﬂu::‘ th'ui eougi-tim

a pending survey of the report systen sfoption of any
apyroved recommsendations, the pu:cukk systez will be continued
withmmopuontmmmnmnwnu-mw
submit to this office a report of his activities in a form that
can be incorporated into s Division report without rewriting and
editing. The previous weekly and wonthly reports for the Division
are on file in this office for your review if necessary.

2. Requirements are as follows:

&, ¥ « The vork week t0 be covered by the report
through Wednesday and the report should
be subnitted to this office by noon on Tharsday.
The report should consist of a brief statemsnt of
significant developments vhich occcurred during the
wori. The statistical inforwmtion whieh has been
regularly submitted by the Records Center and the
:tﬂ Control Section will he comtinued until further
ice.

Honthly - The monthly requiresmenta are for a

veekly yeportings to be submitted to this
office as of the close of the first working day after
the end of the womth. The Records Center and tlw
Mall Control Section will continue the yresent monthly
statistical information.
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