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- OFFICE OF GENERAL SERVICES
REPCRT OF OPERATIONS
TO : Chief, General Services
FROM : Chief, Records Management & Distribution Branch
SUBJECT : Monthly Report of Opérations for the period ending
30 June 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- 4
‘Records Center Sec.-

2. No. on special detail out of office__2 . How long?
Records Mgt. Section- 1
Records Center Section- ©
Mail Control Section- 1}

3. Where: One records amalyst to Jackson Commission,
One man in Transportation Division as full time courier,

L. No. pending resignation, transfer and/or reassignment:
Records Management Section- @

Records Center -
Mail Control - 25X1

5. Specific cases on item 4 not in previous reports. -

6. New applicants interviewed 3 . Recruited by Persomnel_ 3 .,
Recruited by this office - .
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B, Adminietration and Probleme

MM o Informal conouwrrence on the
proposed Ageney uml has now been received from all

of the major commonents of the Agency with the exception
of the Office of Commmieations, Comments asre expected
from thet olfice shortly,

A training namial is teins developed which will cover the
proposed Ageney £1ling system, chargeecul procedure, use of
ocross-refcronces, ete, It is amticipated that this mammal
w11l be used by the 0ffice of Training in conducting a
filing course and that it can be distributed to Area Rocords
Officers for their use in training records pcrsonnel,

Hestings were held with the Area Records Officers fyrom the :
DD/A ares, the ID/I aves, the Office of Commmications and

the 07fice of Training to discuss the propossd Agenoy File
Manpal and other phases of the program, Meetings were also

held with individual Aves Keeords Officers to assist them

in their detail' problesms,

The riicrofilming of certain vital materials in the Offioce
of Petsonncl was aceomplished in accordance with the estabe
3iehed schedule,

Mogtings were held with geveral o:fices to review the vital
‘miterials inventory in an effort to destroy materisls which
sre no longer comsiderod vital, or which bave been

aeded by more recent deposits, letters authorizing destruct-
don of theme materials when received by this Branch, will be
- forwarded to the Custodian of the Repository for compliance,

Persommel responsible for handling vital materials in the
various offices of the Agency are presently compiling owrrent
listings of materials definitely considered vital,

t

e A I AR R
AN AT “O
"~ Approyed For Release 2006/04/13 : CIA-RDP70-00211R000900250012-1

'
i
]

i




*

LI

Approved For 'ease 2006/04/13 : CIA-RDP70-0021 1.)0900250012-1

C. PROJECT STATUS REPCRT

Project 1-53 = Records Mapagement Survey of the
© 0ffice of the Direc

Ponding & reply from the Director!s office ro-
garding the survey report submi ted to that
office, analysts have completed the clasgifi~
ca‘bion and £11ing of 31l records in the office
of the DD/A, in accordance with ihe proposed
Agency system, Porsonnel in the office of the
DD/A have expressed their complete satisfaction
with the rearganized files,

v mjgg 353 = Prenaration of a comprehensive schedule
: for the disposition of fisecal recewds,

A draft of a Records Control Schedule is atill
under consideration in the Office of the
CGBptrollar -

Project /=53 - Reeords Swvay of the Office of Operations

The survey of the Index Branch and the office of
the Deputy for Collectiom, 00/C, has besn completed,
The project is aporoximately 35% complete,

Project 5+53 = Rewriting of CIA Correspondence Manual

A draft of the Manual has been completed, Addie
tiomal writing is being delayed pending the com~
pletion, by the analyst who is developing the
Manual, of the Basic Intelligenoce Course,
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' stonti >.ep6rb - 1iail Control Section

T - 1953
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T OME 0 DATE %
le JCOMING (AIL .
(53 peldvery by Post office ~ 2;’;22 zggiéét
(b} Picked up from Post Office by courder 27 At
<(e) Picked up fram City by cowrler " ’ )
(d) Lemtcrssggceivad 7,518 7is, 207
Hecorded 12 12
(e) Undeliveraldle ( Lol in @il Toom ) v
2e¢ QUIGOING MAIL
(a) Picked up by Post 0Zfice 16:333 123’3‘23
(b) Deposited in Post Office by courier - 25,2 g 78°577
x(c) City dciiverdes 8,56 ’
d) Penalty iuiieia used
( ) € g (]tk‘:mgii usen 3’2.—‘,3 32’%97
() oz 7,656 2,517
3) 55U | ,,
(e) Postage gxéeﬁied 535976616 $li1,606432
3¢ COURIGR SERVICE
(a) Scheduled trips 1,055 11.?&% e
{b) Special trips - within Agency 1{3 7 y 2B
‘ (1) Delivered by foot 16- o 767
{2) Delivered by vehicle 12 i 1,272
'(e) Other Agencles z/ , >
1 abaid )
(L‘) Trips ofzilgit:i{‘ime 7 Shre 30 1ine 323111' o 10 mine.
Lie FILE ACTIVITY 30 11
(a) Checkin{(;l‘;"m ‘;;‘;Zipts 12hre 15 nin.  102ure 1Y 1:21;
(v) Hequests for Administrative Files ﬂ 101
(2) Requests unfilled

5« RECRUITHENT ooy
(a) Couricrs
(b) lieil Clerks
(c) lcssengers

Ge SEPARATIOWD
(a) Couriers
(b) .ail Clerks
{c) licssengers

% The figures in tlu,fs go’.]‘.\m;%ri]l revert to O ot the beginning of each fiscal years
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VONTHLY REPORT - DISTRISUTTON . . . 24TE  gune 31953

THIS MONTH TO D~TE*

o
INTELLIGEME & INFCRMATION REPORTS o2 1953
&, Request for Supplemental Distribution 339 éﬂs 758
b. Intelligence Reports: y
Received ( Copies 3’5§é 1,358 183 7}557‘
Distributed ( Copies 1,4G3 ST vl
Returned ( Copies 1,3&‘ Gl 702 2027
¢, Information Reports
Received ( Copies 3,251 ) 7 3,251 |32,153
Distributed ( Copies 1,820 ) 1,760 1!525 15,900 .
. ADMINISTRATIVE ISSUALNCES
a, Request for Supplemental Distributiop__h I | M- L6
b. Reguletions
(1) Initial Distribution
{ COpiGB 1 953 o ? 91

(2) Supplementai Distribution

( Copies  ¢£gp) g2] LGB | 7,bL70

c. Notices .
(1) Initial Distribution

Copies . ,
(2) éupp?imentz.{’%%zs;tribution il nl Lﬁi‘
[ Coptes  go) k2| 39 li6m
d. Other
(1) Initial Distribution
{ Copies 3,59 3l 2 26
(2) Supplementaf Distribution
( Copies 1}5) 11 o | L72

The totals in the "TO DATEY 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 total of information reports received-
is included in the total of Intelligence Reports received.
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MONTHLY

1. Records Storage (all
cubi

(a) Received

(b) Distroyed
(¢) Storage Space:

2. Records Reference

REPORT - RECCRDS C

ER - 7" DATE June 1953

THIS MONTH TO DaTE*

figures in
c feet)

(Total) . ?;666

Records s 271
Dist. Material g’géé
Cormitted 1’931
Aveianle ¥

(a) Service Requests
(b) 1Items on Requests

3. Inter-Agency Reference Service

(a) Requests

* The totals in the "TO DATE" column will revert to C at the end
of each fiscal year and after June 1952, will always reflect the

cumulative totals for
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IUUTE .
Semin .etion

MICROFIIM PROJECTS

JUNE 1953
TMIS MONTH 10 DATE
1. Projects ending
a. "ntire Records Growp T
be Twcord Urowp Accretions
2. Prolects in Process and Corpleted
a. "ntire Records Group |
1) In Process ” )
éé) Conploted ‘ ' 7 s
b. Records Group Accretions
1) In Process | 0
ng Completed 1l . |3}
c. Ime-es Filmed (Total) 70,122 1,479,379
1) Botary Cazere 19,257 972,230 %
52) Flatbed Canera 50:8( 5 506,249 9 /
d, FRedls (100 ft,) |
1) In Process 6§
2) To Lie Reviewed :
3) FReviewsd ' 67 1,033

. % The, tomu in the "To Tate" cnlmn will revert to 0 at the
‘end of esgh £ 4l year ard, starting with Suly 1953, will always
mﬁwt yxmuln ve totals for the fiscal yvear of the report,
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‘B, WRK DMPROVEMENT PROJECTS

.

Project /~88 « Proparetion of Handbook setting forth
- rnrocedures of the Mail Room, Courier

sorvice and messenger personmnel of
the Mail Control Section,

In conjunction with the Handbook, a draft of
Regulation] |{Mail Service) has been pwe=
npared, This regulation will serve as the basis
for the progedurce snd instructions in the
Handbook, The project is approximately 15%
samplete,
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