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. Security Informajo:-

Or¥ICE OF GEI‘%E‘M&L 85& IG,
REPCRT OF QPEEA‘"‘I

¥ROM: Chief, Records Management & Distribution Franch
T0: Chief, General Services

SUBJECT: Weekly Report of Operations for the period ending
11 February 1953,

A, 'Personnel On Duty Vacancles In Process
Office of Chief ) ) 25X1
Reds, Mgt, Section 8 6
Reds, Center Section 5 1
Mail Control Section 5 ;%

18 2

1. No. on leave three days or more:

Reds, lMgt, Section 2
Mail Control Section 0
Records Center See, 1

2, HNo, on special ﬁet&.,.l out of office _2, How long:
Records Mgh, Section - 1 Full week
- Records Center Sec, = O A
Mzil Control See, - 1 Pull wesk

- 3. Uhere: One men in Transporitation Divieion ag full time courier,
One Records Analyst to Jackson Commission,

4e No, pending resignation, transfer and/or remssignment,
Records Management Section « C
Records Center - 1
Madil Comtrol -13

5. 8,necifi<e: cases on item 4 not in previcus revorts None,

6., Hew applicants interviewed Two Jdwe . Recruited by Personnel Two .
Reeruited by this office g,g

»Mi ‘;E_

Sacun!y {nformation

N
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Veekly reporteweek ending 11 Fetruary

B, Adniniastration and ‘roble s:
#ail Comtrol Section: Hepresentatives of the I&S offlce, OCI and
GS met :nd established the nrocedures and security measures
necess ry to nrovide armed courlers service for the nickup and
delivery of material at the home of the respective Deputy Directors,

A GS-6 courier,| | has been given a supervisory assign-

@ent in Fuilding I, J, £, & L, [ |will assist in the 25X1
sorting and delivery of materizl and will be responsible for the

activity of the other 3 couricrs regularly stationed in these

buildings,

Reeords i>nazement S8ctloms The OP&S has installed the !Mail
Control system recomrended by this office, Our Records Analysts
are now working with the individuals handling mail to train them
and to provide for any changes which experience indicated will be
necessiry,

Four nicrofiln projects were siarted :nd completed this week, Two
of these nrojects, filmed for the first time, were in the Personnel
(ffice, They were as follows:
1. Leads Sources Index & Locator File
(3 reels) 2,262 images,
2, Staff Arent Lontrol File
(1 reel) 902 images

The third -roject, Individual Euninps Lecord Card (WD-43) for
1952, uns £ilmed for the Comptroller's Office, Thru 1952 this
has boen a yearly microfilming job, but u mew procedure has been
egtablished vherety machine listings will be denmosited in the
future in lieu of microfilmed reeis. 7The fourth project was the
filming of additions to OCD/CR REC Summary cords,

Work vas 3lso done on two other comtinuing projects, the SCAP and
CCD/Library Intelligence naterial, -(1 Teel) 435 images,

Area Llecorde Officers for I&S, (CDJER, OCD/IR, and ORR, were
contacted for the purpose of estitlishing schedules for VM deposits,
The Ares Records Officer for the “ersonnel Office was assisted in
reviewing their VM Pro;ram requirements, Mlcrofilming teams are
vresently engaged in the Persomnel Office, but each project is being
reconsldered to determine whether microfilm can be replaced by
originals or copies of originals,

o SO
CONFID™
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Average Week
1, Merofiluaing
Images ©ilred-Rotary Camers 7,515 21,300
Flat-bed Cemera 6,680 13,000
2, Tecords Center -(:11 figures in cuble feet)
Records recelved for proceassing
nd sterage a8 —-—
feferences to record material 6/, 220
Records material destroyed 2 —
3. Supvlemental Distribution Center
a, New materiasl for stock:
Information Reports 865 549
Intelligence Reports L2 63
b, Sumlemental Distribution:
Information Reports 350 229
Intelligence Reports 187 160
Notices 25 54
Regulations 26 145
Others 2 14
¢, Initial Distribution:
Notices 3 348
Yepulations 0 1.8
Othera 1 «3
L, ¥all Activities
a, Post Office il
Incoming 5077 5150
Outgoing 9g52 6550
b. Pogtage expended ¢ 934.61 ¢ 775.00
¢. Scheduled Courier trips a1y 215"
d, Snecial Cowrier trips 66 33.4
e, Inter-agency mail by courier
Incoming 1194 770
(mtgoin - 1759 1275
f. Pergonrel actions:
Secrultments 0 -
Sevarations 0 -
g. Use of ilotor Mool Vehlcles
Available 2 -
Available but delayed 0 -
Not Avanable ARy Q@i\ 5 -
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