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OFFICE OF GENERAL SERVICES !’”‘* ‘:‘D
' ™. I
REPCRT OF OPERATIONS &b o T0
o8 o W8t . aNT
ADNMIN: O A TIVE SLRVICE

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

SUBJECT : eelly Report of Operations for the period ending
14 Yay 1953

A. Personnel On Duty Vacancies In Process
Office of Chief ) 0 25X1
Rcds. Mgt. Section 2 L]
Rcds. Center Section 2 2
Mail Control Section 0 31

4 &2
1. No. on leave three days or more:
Records Mgt. Section- {}
Mail Control Section- 2
Records Center Sec.- {
2. No. on special detail out of office 2 . How long?

Records Mgt. Section- 1
Records Center Section-C
Mail Control Section- 1

3. Where: One Locords Anclyst to Juci con Comission,
One 22n in Transportation Divisioa as full tine Courier.,

4. No. pending resignation, transfer and/or reassignment:
Records Management Section- O

Records Center -0
Mail Control -15
5. Specific cases on item 4 not in previous reports. -
6. .New applicants interviewed _ 1 . Recruited by Personnel__1 .
Recruited by this office__08 .
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B, Muministration and Problenst

ent Seetion - Two of our junior analysts are 7

_ e CRR Area Records Officer in combining and

4netalling the new filing system in the files of the Asgistw
ant Director and the Administration staff. T

A program status report is being developed which can be
issued periodically to reflect the progress in Records Managew
nent in esch office,

A records enalyst has been assigned to the project of estabw
1ishing a Corvespondence Management Program, A project
wumber will be assigned and a complete deseription glven for
use in future reporting,

An effort is now being made to obtain working level agreement
to the proposed Agency File Mamual, It will be submitted to
the Regulations Control 3taff for issuance as socon as these
working level agreemenis can be reached,

44, people frem 20 different offices have made the towr to
date of the Printing and Reproduction Plent, This tour was
scheduled in gormection with the Records Mamagement Training
Progran,

Revised form to be used for effect transier of wvital
25X1 naterisls was forvarded to for reproducing,

Mail Control Section -~ An analyst has been assigned the job
of preparing s manual covering mail and courler operations,
A project number will be aesigned and a complete description
given for use in future reporiing.

The two new mail trucks were placed in service on Monday of
this weel and have been able to meet the tentative schedule
ealling for six full trips dally, The schedule will be ‘pubm
14shed as soon as we ecan determine that it 1s satisfactery
and ean yegularly be met, : :

There were no calls for delivery of material to the homes éadﬁ'
- the Director and Deputy Directors. ‘
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dhis Week
Mierofilming |
Images filmed « Rotery Camera 63,853
Flatwbed Cameva } -
Records Center - (all figures in cubic feet)
Resords received for processing
and storage 30
References to record materiel .
Records materdisl destreyed e
Supplemental Distribution Center
&, Nev material for stock: ,
Information Reports 1,231
| Intelligence Reports a
b, Supplemental Distributions
Information Reports 367
Intellipence Heports 263
Kﬁ’ticaaz 5
Regulations 8
Others 1
e. Initial Distribution:
Notices 1
Regulations 0
Cthers 0
Mall Activities
@&, Post Office Madl
b, Postace expended $ 1,030,729
¢, Scheduled Courier trips | 240
d, Speecial Cowrier trips 80
e, Interesgency mail by Courier
Inceming : 1¢115
£, Personnel sctionss
Reeruitments , 0
Separations ‘ 0
$15450L00
g. Use of Motor P hicles
Available . 9
Avaflable but delayed 2
Hot Available g
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549
63

160
54

348
1.8
3

5,150 .
6,550

$ 775,00
240
33.4

70
1,275
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