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Chlef, Geperal Servicea (ffice 10 Decewber 1953
Chief, Records Services Division

Activity Report for Week Ending 10 December 1953

The following mctivities which occurred during the week through-
out the Division are in addition to those described in the attached
reports on various specific phases of the Records Management Program:

a. The Recordc Management Program Guide was received and is
being dlstributed todsy.

Y. The comments on the Hunlyudk Tor the Subject Classification
and Pi%1ag of Correspendence Records (Hsmhaw 25X1
been received by the Regulations Control Sta all
offices except DD/P and Training. of the Regu- 25X1
lations Control Staff, advises that DD/P indicates that
they probably will not consur in the Handbook and will dis-
cuss the reasons therefor 4irsctly with us. In the meantive,
the comments received will be compiled and forwsrded to us
during the cowing week. We will then begin ‘o raconcile
the comments and begin discusclious with the offices vhich
submiited thenm,

¢. We have received an inlormel request from OCD reletive to
our teking over the contents of spproximately 47 filing
cabinets of 0ld records, mostly TS materlal which concerns
the 0S8 program. Discussions will take place with OCD and
arrangedents will be msde to trensfer thils material.

4. A requsst has boen received from the Acting Personnel
Director that effective 1 January 1954 a Position Control
Register in lieu of the present method of listing T/0's be
compliied for the Office of Communication, 0ffice of Training,
all offices in the DD/I group and all offices in the DD/A
group. Experiments have already heen conducted on this new
wethod of listing 7/0's and as soon as we can determine the
additionsl time vequired for the new procedure, we will
notify Personuael as to any special requirements.

¢, It appears necessary to regroup some of the tabulsting
wachine eauipment and probadbly move some of the heavier units
frow Wing B of Curie Hall to Wing A. This 1s nececsary in
order to reduce the noise in Wing B vhich has been serioualy
effecting production and sccuracy of key punching snd to per-
oit better utilization of equipment.

£. Clarification was obtained with the Security Offlice relative
t0o the designation of & representative from this Diviaion to
work with the General Services Administration in developing
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standerde and specifications for certain types of filing
equipment and in commection with & determination that has

to be wade on the uliiwate disposition of Natiomal Selective
Service records.

. Twenty-two Agency represantatives attended the meeting con-
ducted by the Inter-Agency Necerds Administration Conference
at the Naticnel Archives auditorium os 4 December. Included
in the group were members of cur staff and ropresentatives
of & nurber of offices.

25X1

Approved For Release 2006/05/24-: CIA-RDP70-00211R000900240012-2




; Approved For&lease 2006/05/24 : CIA-RDP70-0021w00900240012-2

Report for week ending 10 December 1953 £rom RECORDS DISPOSIXION BRANCH

The taking of the records {mventory has been completed.
1070 linear feet of records have been listed. )
Plans are currently being made for the development of
gysteas for the improvement of reference service and meil
handling; plens for the establishment of officisl file
stations are well developed.

Nedical OCfice

The takiag of the records inventory has been completed; 57
describable items and subeitems have been identified and
1isted involving an estimsted 470 linear et of resords.
Preliminery svaluations have been made and the records

contrel schedule should be gempleted by the end of the week,
Upon completion the schedule will be discussed with medical
personnel for the purpose of approvimg standards developed.
Flans for the improvesment of eystems should be initiated early
next week,

Gapersl Coungel

It 1a planned to initicte the systems and disposition survey
in this office the beglmning of next week,

Chisf, Records Disposition Eranch
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A memo was addressed to sll area Resords Officers suggeste
ing they initlate a distribution of the courier scheduls,
issued as Notice[ | dated 21 October 1953, at the
points where this informstion can be used to expedite
rall handling., 7The notice was originally lssued only to

o fices maintaining Regulstion ¥anusls, which would
normelly file them in the menual sfter eirculation. How-
sver, to be of velue the informstion should be readily
availsble to &1l persons respomsible for dispstohing mail,

25X1

A memo to all irea Reeords Dfficers and a draft of an
accompanying leaflet regarding the use of Security Desk
Traya has been prepared and will bs forward to the printer
upon the spprovel of the Chief, GS0.

Yivel aterisls

The ires Regords Jfficers for the Office of Intelligence,
Coordinetion, Medicsl Ofiice, Comrunications Office, Execu-
tive Registry and Contact Division of the Office of Operations
visited the Repository this weak, in conjunction with the
Hecords Management training program. This trip concludes

the orientation progrems at the repository, which, from all
indioations have proven very bensfielal to the progress of
the apency Vitsl Materials program, -

Hegotietions are under way to move the GPO proof~reading
operation out of 114 North Building into space in the base~
ment of fouth tullding, now utilised by the CSA engineer,
The engineer would move into Centrel building. Final de-
cision on this move which would p rmit the continuarce

of our £ilming the BR dossiers should be avallable in the
next few days when [ |of Genersl Serviees meets with
G8a officlals,

“ork has been progressing in the estsblishment of a Vital

Yaterinls schedule im 05T, January 15, 1954 has been set
as the gomplstion date for thls schedule,
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Responsitle personmel in the Offie of Research and Wﬂl
are re-svelusting their vital materisl holdings and have
stetsd that they hope to depoait additionsl materials
within e few weeks, This resulted from the recent uj!.p

mada to the reposlisry by| | 25X1
25X1 | I | of OER,
¥eil Control
Follewing an inquiry regerding e delay in the dispatch of
25X1 an FBID sable,[ | mat with| | and presente 25X1

ol a schedule of messenger pickeup and delivery times %0
that Division. This schedule providss for an additionsl
plokeup at 3155 P.M. sach day., The schedule i3 shown ss

followss
° 9130 1:50
10350 3110 |
17:08 3155 « Pickeup Only for =ail to go out on

lest shuttle rn -
L1258

The volume of rall hendlsd om fadurdays has shown a down-
ward trend for the pest several weeks and with the closing
of the OCD mall room on Saturday we have been able to
reduce overtime requirements fror 78 to 67 hours.

Chiaf, Records Jystems Eranch
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Report for week ending 10 December 1953 from FORMS MANAGEMENT BRANCH

Subsegment to #iscussions with the Priniing Advisory
Staff, GSO, the Security Officer, GSO, and representa-

tives of the Security Office, DD/A, concerning Notice

and Execuiive Order 10501 all standardized

agency foms were reviewed to ascertain which forms

" currenily bear the classifications "Restricted” and
"Security Infiaﬂm.“ A visit was then made W the

warehouse by

. G50, and | of Logiskics. StACKks OI Ioms
bearing these classifications were physically inapec ted
and determinatioms made concerning overprinting or

- manually correcting stocks. | |
were then furnished a list of 1 forms to be withdram
from stock and overprinted. Actlon was also taken to
secure overprinting of 3.5 million Information Report
Run-off sheets used in conjunction with Forms No. 5l-h AA.

The Forms Management Program as proposed for the agency
was discussed in more detail with Helen Moore, ARO,
Comp troller, following her review of AFM 9-1. OShe
sppears to be receptive to all propesed actions.

Final type copy of the propored new Information Re-
port which is a consolidation of 3 forms and a pre-
printed back run-off sheet was prepared, photostatic
copies obtained, discussed with Printing Advisory

Staff, 050, and Primting and Reproduction Division,

GSO persomnnel and then left with the office of pri-
mary interest for further discussions. Heactions of
all concerned to the proposed form were quite favorable.

Numerous discussions concerning sterile forms were
held during the week with DD/P, GSO and Logistics per-
sonnel. Az a result a policy memorandum was released
to logistics setting forth sterility requirements.
Additional discussions were held during the latter
part of the reporting pericd with personnel from
previocusly mentioned offices, as well as with De-
partment of the Air Force and Govermment Printing
Ofiice personnel. On 9 December 1953 an agreement
was concluded with Mr. Robinson of GPO which will
enable the Agency to obtain complete sterility for
its forms where required, with special attention to
GPO markings. Procedures will be developed by GPQ
to cross reference plate and job mumbers to the
Form number, thus enzbling that office to retain and
make readily available plates for reruns. FPrior
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conclusion of this agreement plates on sterile forms
were destroyed and a pew change for setup and plate
making was incurred each time such a form was re-
printed.

Current Requests for New, Revised and Reprinted Forms:

Ko. of Requisitions Copies
New L 14,500 Total
Revisions 1 80,000 .
Reprints 6 82,750 "

117,250 Grand Total

Request of DD/? for 5,000 copies of Form No. 59-17
was disapproved inasmuch as form is available thru

supply.

As of 10 December 1953 a backlog of 22 requestis for
approval of new, revised and reprinted forms existed.

Chief, Forms Management Branch
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ROSSLYN, VA.  Secuiiy Information
CENTER BRANCH for the wegk ending 10 Decembsr 1953

Durdung this period the Pergomnel Office transferred to the
Center 95 cuble feet of official pwsamei folders mi 83 cum
bic feet @fapllimnt fi&»@&:

Three pws from the 0ffive af the Comptroller visited the
Conter and a@@mﬁm@ aarmin files of thet 05fice now in
eastodys Thegr as well ap vigits of obther soarchers

bss agein zmint o b nead for sdequate geareh Foum Faciiities.
Flangare now bmg; “drawn up feor the uwtilisation of spoce
a&mﬁt to the office, and will be submitted for Ww&l
ghovtlys

Acopyeol a 1ist of w::mreia heldinge, by orgesisationsy is
attached, & gystem for maintaisning o cumlative volume secount
is now being installed so thot eb eny time it will be possible
o know th@ holdings of thees offlcep.

The job @i’ iaventorying distribution materials is new about
?5 ﬁm&-@%@#

SA/PES has not yeb started the erection of steel shelving,
the &wgmx;g of the lights, nor the iastallation of the space
hester in the IW poom,

. Ho word bas been veceived as Yo what devision hes been made
+ by the Agengy eafety officer in respect to the type of lwaew
ing required for the shelving.

25X1
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APPENDIX B Week ending 10 December 1053
Average Veek

This Week Last Fiscal Year

1. Microfilming 4
Images fiimed - Rotary Camers 1,430 18,697
Flat-bed Camere k,253 9,785

-

2, Mail Activities

a. Post Office Mail '
Incoming ' 5,146 5,064

.. . Outgolng 9,586 6,537
b, Postage expended $896.21 $800.12
¢. Scheduled courier trips 2ko 2ko
d. Special courier trips 93 55.3
e. Inter-agency mail by courier

Incoming 1,007 956

Outgoing 929 1,313
f. Personnel actions:

Recruitwents 0 -

Separations 1l -
€. Use of Motor Pool Vehiclas

Available 0 -

Avallable but delayed 0 -

Hot available 3 -

5
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