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UFFICE OF GENERAL SERVICES  goeurhy

REPORT OF OPERATIONS

TO : Chief, General Services
FROM : Chief, Records Management & Distribution Branch

SUBJECT : Weckly Report of Operations for the period ending
27 August 1953

A. Personnel On Duty Vacancies In Process

r

Office of Chief ]
Rcds. Mgt. Section 3
Rcds. Center Section 3,

1

1

2

' 0:

Mail Control Section 32
L CIIDT

1. No. on leave three days or more:
Records Mgt. Section- 3
Mail Control Section- &
Records Center Sec.- 1

No. on special detail out of office 1 . How long?
Records Mgt. Section- {}
Records Center Section- {3
Mail Control Section- XL

Where: ne len in Transportat.on Iivision as full tine courdar,

No. pending resignation, transfer and/or reassignment:
Records Management Section- Q
Records Center - @
Mail Control -18

Specific cases on item 4 not in previous reports.

New applicants interviewed _ w . Recruited by Personnel__=_ .,

Recruited by this office_ == .
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APPENDIX B Week ‘uxg 27 Auguat 1953

Average Week

Zilg Weok  jagh Fisodl Teor
Tdero |

Inages Filmed - Rotary Camera 1780 18,697
Flatwbod Canera 12396 95135

Records Center » (all figures in cuble feet)
Regords received f-r processing and storage
Raference io records materlal

Records materisl destroyed

Suyilenental DMstribution Centov

-

8y oU materizl Tor stock:
“lormation Renorta

Intelligence Reports

b, Supplementel Distribuiiong
Informal:on Zeportis
Intelligrnce Reports
dotices
Replations

Co -viltdicd Distribution:
hotices
Regulationsg
Other

he Madl icotivities

&, DPost Oflice Mall
Inconing
Lgeing

2;., sostage expended

¢, chaduled courder trips

d. Speclal courier trips

¢, Inter-zge.cy mall by courier |
Incoming |
Outiolng

£f.. Poersonnel ac’onsg
Hecraibaenls
Separations

gs. Use of Motor Pool Jelricles . . «,
Available P B L T
ﬁfvailable but delayed
Hos a ‘

Approved For Release 2006/05/24 : CIA-RDP70-00211R000900240037-5




Approved For Release 2006/05/24 : CIA-RDP70-00211R0%00240037-5

Be Adeindstration and Problonss
R » Mm

1 A dpaft of the deposition sciedule for the Contact Diwhsdon
of the 0'fice of Opuration has beon corploted and will be
presented for theds cencurrence, In the inilial discussion
it aonars that mtual, agrecment s boen reachadon nwst 1temas,

2. The folloving filea g ‘ho ofMges of Ceneral Scrvices were
o Aaeveyod tl:*d.s woeky Uie standmed Siling systom wes installed in
each, o4 inactive moterisl 't the quantity indicoted wepe

dcod of,
Inagtive jnterial Removed from Miles
Iotor Pool Mimpciches 5. cu, The
=13 Cem¥rol Section 19 cu, Ot
Printing Advisory Staff —

Comtact wes mode with the ¥itsl matoriels repvesentatives in

O to 'otermine medla o o crositing curvent vital materialg

md orublloh schedule of "romency Cor Same. Predliminery
Peports indloate that an incroase 1u pepor derosiits and a doe
Qpecse Ln morofilned desocils will gl e

seconds Cender Seation

1?. In order to indtiate e regords disposal program in Lo enter

91?443 have been eomileicl for establishing a igposal ioliler

;o Fllc that will gystematically recond the disposal status of all

- Tecords In custody, Center persoincl will be assigned, oo avalle
acle, o working en tiis filo during sie coming week, lork will
P&sg ve  started on solting wp s Storage Jpace Contyol Mile that
will nadntaln an a current basls information as to the avalladlity
of chelving gpacs and $%a locetlon,

‘ Procossing of the JANTS natert . . it u
ig rbout on Gcwlawj » .au. in the Rosslya annme continues and

o new mamerlcal serles of CS information reoports have been recedved
;ﬁi '&33% ,@&‘P“mm detribution wit Learing deslpmations CSeleRC
el g .

e 3;?0113:; Azchives » Do requests for the loan of records from '
Rationol 1j=i:::2'ﬁ.m were handledy, and = copy of an Archives publicas
Hon was secured at the request of 0CD, Therc is a rojustance on
e ourt of soms borrowers of meeords to retum them on the due
date, Lut Archives has boon cooporative in ectending loan periods,

s s HEN LY

kol
i
ey
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1. ’33?3 result of the imquirigg gnt to each branch rogletey
; vogggding the amount of neceSsmy mall service on Saturda
The 183X Contwol Sectlon was able tg g(uhme the mguc«r of
working hours from sopraximetely 105 hours por Saturday
\ to at.‘ngfxxhately 9%, A variation in the number of lLi.urs sach
\woek is emised by the ohen@ing nesds of OCI (Detailod couriers)
d the Dlooctorts office {sta’” Juty courler)

4

2. Mgy vore 2o rips to INI and DCI homes,

—e
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