Security Information RE LN TO
avice @ omm smes | fecoros | A s
REPORT OF OPERATIONS
FROM: Chief, Records Management & Distribution Branch |
TOs Chief, General Services
SUBJECT: Weekly Report of Operationms for the peried w.ding

28 Janvary 1953 ;__i
&, Personnel - On Duty Vacancieg In Prmwa ' _
/i
Office of Chief o« 0./ - 25X1.
Reds, Mgt., Section I B g ;‘-
Reds, Cemter Sectien 6 S 3.
Mail Control Sectien ﬁ{ 2% 3o *
/€ 3% 3@’
1. No, on leave three doys or move:
Records Mgt. Sectiom o
Mail Cemtrol Sectiom = »
Regords Center Sec, 1 &
2, Wo. on special detall out of office « How Longs
Records Mgt, Section. 1 Pull we '
( Reeords Center Se¢, =(2)Pull week)
Mail Comtrol Ssctioms mmﬂ,l week ";'
3. Wheres @”mu* men in the Far sz for microphotograph Wk.) _- ﬂ
Gm man in Tropsportation DY ﬁm ap full time | \ i1
! g x‘,n.\}\,\,\ N - ; \\ ; 'g ‘.‘
4. No, iag maiwti«m, trzma ar and/or maaigzmm, 1
Records Management Sectiom « 0 ¢ ‘ )
Records Cemter - 11 o 25X

Hail Control « 13 /3 s

$. Specific cases on item 4 not in previcus reports

6. New appliconts interviewed None , Recruited by Persomnel_ Nome
Recruited by this office “None + T i

B, Administration and Prabl@msz

L ot proposed reviged courier reseipt wag W :

miam The proposed receipt is similer to the '
by the State n@pwtmmt am?, it e believed, oi‘f@w/ wverm\

advantages over the mwant form .
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Security Inforriation

On Friday, 23 Jamuary, H3C mmsm that we have a courier stmuug
':g for &uty. Service of the courler waa muimﬁ for &@;pmximwly
] hm

The peatsmx Ulustrating the importance of proper sdivessimg of
rasagency mall were distributed im 2210 E Street and ﬁigk and
cmtml uildings, %he mall service vas discusesd with the adminise

tration persomwel im these buildimgs, The enly complaimt, made by
25X1 Eaﬁ‘ the Medical office, concerned the length of time fer
mail in "K Building", Delayed delivery of mail in
L mxmﬁlﬁngms montioned in the reeent O & M wepert on mail
seyvice, To correct this problem ingefay as the Medical office is
concerned, arrangopents sre beilag made to prepafe for delivery to
;? Wi Bmam Medical office by our amzrm fngtead of Yy FI/RI
GEORERYS, '

% A photographer from the Repmémtim Division took
8 of the Records Center files amd stack area, Theme
p:wma will illustrate the files before and after the imp @m@m
have been made im the £iling snd indexing of intelligemce and imw
formation report, aud the type of stacks, storage bozes and 1adders _
xmzsw in the R«ae@:ﬁi& Conter for the sterage and servicing of inact&w‘
e e

Approximately 47 cubie feet of inmctive Fisonl Division Records were
processed and boxed by ouwr records amalyste., This material will be
in the Records Cemtev, ' -

fapageént Section: A Records Al nogenout survey report of
me wonpiled, Owr asalyst@rill M&i&%&m ipstalling and )
tmmmg the PSS office persomnel w operate upder the m&@y@t&m “ 4
(vhen notified of the fimal approval of the report,) The recommendations
y ) im this report provide for & record maintenance and disposition program
*7  but does mot touch on records creatiom which comcerns the formg, w;amm
and issuances prepared or used by em offiee.

'i’

5X1 | | an arehivist with the Natiomal Avehives, has been '

: - cleered by this Agemcy and will serve as & consultant om raewdﬁ
5X1 { 1) matters, | met with owr Records Management staff (§ (
week) for indoctrination and discussion of several curremt rec /

problems, f |

The OCD library has mﬁiﬁw the Reeords Center that appmmmly
350 cubie feot of material being stored fm‘lgm librery, can niw be

‘?4 déstroyedi, This material was microfilmed bofore belng sent t,m

gtorage, ™ |
Wﬁm of the material im queetion ‘
material and thevefore, can be destroyed upon approval by ﬁ@n@msm oA
An wtm’m indicates the cost of microfilmihg the material wou 6 ;
’é:f?s a Records Center for 2t least 5@ y@wa. Qhwa lings

veald that it 1@ r@awda ‘

i
i
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Awmmn{ B Heek ending 28 J&mawy 1953

, . ,

Inages £ilmedeRotary Camers : o 21,300
& S Flatebod Canera 3345 13,000

2, Records Center -(all figures in cubic feot)
Records received for processing

and storage , ' 0 -
Referencen to record material 435 220
" Records materlal destroyed & , -

3. Supplememtsl Distvibution Center

a, New mateprial for Stock: .
Informaiibn Reports 1166 549
Reporta 33 63

be Supplementel| Distribution:

Informatio on Repovts 320 v 229
Intelligence Reperts 104 160
Notices - | 1 54,
Regulations 13 145
Others o 14
e, Initial Digtribution:
Notices b 3.8
Regulationg | 1 1.3
Others . 1 o3
4o Yail Activities
8. Post Offiee Yadl | |
Inconing 5033 5150
Outgoing ‘ ‘ 5407 6550
b, m§m~ expended & 750,10 § 775,00
¢, BScheduled o® trips 207 220
d, Speeisl Cowriler trips 63 3344
e, Intepesgeney mail by cowrdier
Incoming 1684 7I0
Cutgoing ﬁ 2037 1275
£, Perpouncl scliomss
Reeyultnonts i -
Sepsvations ' 1 -
Use of Motor Peol v@hmlag ,
- Available lm N -
Av&ﬂabaw‘ ’t &@l@y@a 0 -
PP 0QCNFIDEN AL 8 -
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