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OFFICE OF GENERAL SERVICES

REPCRT OF OPERATIONS

Chief, General Services

FROM : Chief, Records Management & Distribution Branch
SUBJECT: Monthly Report of Operations for the period ending
31 July 1953
A, Personnel On Duty Vacancies In Process
Office of Chief 25X1

Rcds. Mgt. Section
Rcds. Center Section
Mail Control Section

1. No. on leave three days or more:
Records Mgt. Section- 25X1
Mail Control Section-
Records Center Sec.-

2. No. on special detail out of office__ 1 . How long?
Records Mgt. Section- O
Records Center Section- O
Mail Control Section- 1

3. Where: One man in Trampor_hation Division ag full time courier,

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

Records Center - 0
Mail Control {::::::] 25X1
5. Specific cases on item 4 not in previous reports. 25X1

6. New applicants interviewed 3 . Recruited by Personnel 3 .
Recruited by this office_w .
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B, Administwation and Protlems

Services O° ice wis undertaken stesting with the Machine Resords
Branch of the Records Servises Division, As of the end of the
snth, the records of the Mgehine Records Pranch had been invenw
toried and a tentative disposition schedule prepared, We are
now in process of obtaimimg the neceasary concurrences of other
alfected offices., The standard filing system was installed for
the correspondence pecords of the office, Installation of the
£iling system in the Space, Maintenance and Facilitles Divisiom
i1s nou in process,

The Office of Inspection and Security has appointed 2 full
time Area Records Officer., Their temtative seleotion vas ’

attended the Resords ment Training Course,
25X1 ubsequently, it was declded that would be retained 25X1
on his present duties and should be appointed to 25X1

the poaition, [ | not ac undertake a records

25X1 management program for the office until his replacement is om
duty sometime during the latter part of August,

The report on the gmrvey of the Reeords Integration Staff
and the Western Hemisphers Divigion of FI was completed and tem
copies were sutmiited to] | 25X1

To date, participation in the vital materials program by
the Office of Training has been very limited., However, we have
now been informed that begiming this month, they are ready to

undertake a fully adequate program,

R ds ter Section = A Project Review Committee submittal,
request: the constructionm of am Agency Recerds Center, has been
prepared and is ready for presentation,

The Persomnel Office has agreed to Records Cemter storage of
persomnel folders for separated employees, Five cabinets of
folders have been transferred amd it is expected that apprexi~-
mately 20 more (total of 150 baxes) will be forwarded im the mext

30 to 60 days,
Mach of the activity of Cemter operations was directed toward
planning for expansion inte | | Early im the 25X1

month, rencwation plans for the bullding were drawn up and
aporoved by the I&S Office, This work was about completed by the
end of the month, It will be possitle to begin moving records
into the btuilding on 6 Angust,

Center persommel worked out floor layout plans for the storage
of palletized records in the Warchouse, They also completed am
inventory of the imactive records in custody that counld be stored
in subh’a: WimMer, . . |
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Control Section - The Mail Control Seetion assumed the responsi-
b ity of tronsnorting the classified trash from the Reproduction
Plant at| |to the Office of Inspection amd Security vault
in »y» 517370,

A gmesticnnaire was developsd and elrculated requesting infomw
mation regarding requivemests of the various Registeries for overtime
courirr sorvice, This information will be used in reducing the

courier overtime to the minimum needed to fulfill service require.
ments,
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6. PROJFCT STATUS REPCRT

Eroject 1«53 ~ Records Management Swrvey of the
Office of the Dirsctor,

No further astion pending a reply to report
submitted 8 Amrdl 1953.

Praject 3+53 - Preparatiom of a comprehensive schedule
for the disposition of fiscal records.

A tentative disposition schedule (exclusive of
‘ the Finance Division) was sutmitted ip Jure 1953
for approval, Action is nov being delayed pendismg
e completion of a schedule for the Finanee Divisiem.

Two teanches of the Fivance Division have been in-
ventoried with the asgistance of analysts from this
office, Further progress 1s being delayed pending
the availability of the Area Records Officer who is
working on another assignment, and completion of a
move involving two ltxanches,

Project /=53 - Reeords Survey of the 0ffice of Operations,

The survey of the headquarter's records of 00/C and

|m I | 25x1
Project 5-53 — Rewriting of CIA Correspondence Manual.

No action this month due to other pricrity assigmments

given the responsible analyst asince his completion of
the Basic Intelligence Courss om 10 July.

OF ek
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E. WORK IMPRCTTIERT PROJ7CIS

Project 453 - Treparstion of Handbook setting forth
‘ procedures of the Mail Room, Courder
. gervice and messenger personnsl of

! - the Mail Conmtrol Section,

tork on the Hamdbook- is progressing and is esti-
mate to he 25% couplete,

i
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"ONTHLY REPORT - DISTRI3UTION DATE July 1953

THIS MONTH TO DalE*

1952 1953
INTELLIGENCE & INFCRMATICN REPQRTS
a. Hequest for Supplemental Distribution 208 425 )28
b. Intelligence Reports: :
Received ( Copies l4;626) 1,650 261 261
Distributed ( Copies 1,212) 828 686 686
Returned ( Copies Th8 ) : 0 351 351
¢, Information Reports R '
Received ( Copies },382) - L,382 4,382
Distributed ( Copies 7,756 ) | 1,780 1,521 1,521
ADMINISTRATIVE ISSUANCES
a, Request for Supplemental Distribution L5 53 53
b. Regulations
(1) 1Initial Distridbution
( Copies 3,191) b 13 13
+ (2) Supplemental Distribution
( Copies L6l ) 292 121 121
c. Notices .
(1) Initial Didtribution ‘
( Copies 3,685) 21 9 9
(2) Supplemental Distribution ’ ‘
{ Copies 159 ) 203 Lo Lo
d. Other
(1) Imitial Distribution
( Copies 5,708) 2
(2) Supplemental Distribution
( Copies 31 ) 8 L L

The totals in the "TO DATE" column will revert to O at the end of
each fiscal year and, starting with July 1952, will always reflect
cumulative totals for the fiscal year of the report,

The July through September totel of information reports received-
is included in the total of Intelligence Reports received.
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LONT RPORT = RuCORDS CilTzR DATE  July 1953

THIS MOIfd TO DATgs

1, Records Storage (all figures in

cubic feet) ,

(a). Received . 133 133

(b) Distroyed o i a
(¢) Storage Space: (Total) 7,600
Records ' 3,383
DistJMaterial . 3,370
: Committed o 67
- : Avaiable \ O

2e Records Keference

(a) Service Requests ' - ‘ i i71
(b) Items on Requests | 475 475

3e IntergAgency Refegsnce Service

. - {(a) Requests

* The totals in'the ¥'To Date ¥ column w1ll revert to 4 at the end
Of each fiscal year and after June 1952, will alwa;'s reflect the '
curmilative totals for the fiscal year of the report,
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MICROFILY PROJECTS

THIS HORTT

T0 _DATE

1. Prolects P

2. Pntire Records Croup 3 emeremm—
b Record roup Aecretions 0 J——
2, Trojects in Process an’ Completed

a, Intire Records Group

(2) cCompleted 3 3
b, fAecorde Groun Aseretions

/ (1) In Process 0

(2) Completed ¢
g, Imagoe “1lmed (Total) 6,083 6,088

(1) otary Cam~ra 3,77 3,777

(2) Flatbed Camera 2,311 2,311
de Renls (100 ft.)

(1) In Process 2

(2) To Be Neviewed 2

{3) Reviewed -5 5

# The totals in the "7To Date" ecolumn will revert to O at the
ond of each “iseal vesr snd, starting with July 1997, will aluays
reflect cumilstive totals for the "lsc~l verr of the report,
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