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, 1, Reosiver all sdwinistrative dovuments snterins and loavine: the Ameney, nwerares and

- wmaintaing the cambrel record for that portion of Jomuments aw neenosary, deternines the
- ‘ m routing for all doeuments, rrepsres than for peilling, and operater the cantysl #iie
) oy Aponyy, .

L © Re  Haintsing the recard coplac and supply of sxtes coples of CI4 ~ mroduced Intellizence
. - iofamtion syports, mintaine the dtatritution santrol, Tepreduces 1t ddpteilidon adde
ftioml coples of these Twports s directed Yy the Disesminction Dranen,

3. Serves the igency as its Recaris idninistrater, rrovidtn: staff advisony services fo all
offices oo recoris contrel procedures, veoords mrepavation, f1ling metinds, filing susslinp
and squipsent and rrovidee instructionsl servies ho porsomel ar offisient e PELES

4e Sorvss the igency as lts Archivist, Dirests the rwerrem of resonds rreservcion apd Glge
- pomed as vequived by law, Serves fg the Tinoon with the Katlomel Srehives an! with oinee
- agenafes as required, Malntaine the izency Avehives fre innotive adninistretive zrd
Antalligence recards of sontiming walus,

Se Tarves as the Top Secret Cantrol 0ffice for the Ageney aml ms tha custedisn of Bagloleres
. Doouments, Zerves as the 0ffles of Resard for much demmentn ov denlornias otner sodiviiden
as (ffices of Secord, charging thes with ihe rosponsdidlity for mintoindny dun Beccrd
Lopy of dotuments, Msintains owverell suntrol, deviges sdesusts esoirel peesedives for all
offloen to Tfollow and mehes insvectiong 5o inmuwe copilance, Dgsiovites &ltermsts Top
Seerat Control Offtears throughout the Azenty, Stwwowen all Jesimntlens of iesfstin®
Top “saret Cantrel OffeeiE, leintilns mcomic of D12 Allmmats sf Sspietant Pop Lagrnt

Se  Gperalon the imantive records cowder for adninfetoutive s
teaneltory value and provifes phoveos and Sages complas fo
Heteibation,

oy vaserids of
svxilaile Por

Approved For Release 2006/04/13 : CIA-RDP70-00211R000900290001-9




Approved For Release 2006/04/13 : CIA-RDP70-00211R000900290001-9

mwmwﬁmwmmmmﬂ@m*mmwmwgmm@»zxiw
wmm supwots of recerds adeludstmtion, OF first covoepe i offisfemer 2a (e oraveentlan,
w dawr and SlMng of seoondsy 4w vork & the & Wamw&.}mﬂmm
Tk added are the requisemets fer ayibemsliv petireent o vivesde! vefionds anl yradisee
bl of Jnestive resceds o7 comtdeufng ndsinivteative wdve op his M%Lmsﬁ. It Lne
‘ mmemmmmamw“smemamm Sy Tor Mo Fiawl Sear
¥ S be PL13ed Liwvond of the Cadndl pealsden for A gal a%%&&ﬂgm‘ e
£y yogition iy envrind owr 25 @ ks altomwnds rosktden A7 40 Sondd teses sogsnd
t&m %:sg :hczw reapeaiiilitiey ’am w% m&:&wﬁy Aowmionsd 88 Bl tian,

v wzm L Wm of e Cidal of the Diviaton the werast Ls teds Yer 0 sstwiilelmnt
of & A5 welib to WMM woskilon as feed uf by lwseotive dapistey. The Smonbe
' &mmw e R A RS T Xim&mwmwwww“ﬁmwwviw
sphelon offices of GIh omd 4% m B wpsodal Wy of sénisiobrnilior apsleland duty, e
o dneindon i sopeoning off 811 Wm m&mﬁmmm isne anl Yo wresrobion
o s szm.a? paenry of actions sf¥enting thene Bidweukios ofDees, P o Fesad Yoy 1090 :
&m Fartegs st mﬁ*w AAL e Wﬁw &W and }*m 5 Wger gmele,

Approved For Release 2006/04/13 : CIA-RDP70-00211R000900290001-9




S R Approved ForRelease 2006/04/13 CIA-RDP70-00211R000900290001-9
T ’ ‘ e X LRBTE, AT

B T ‘ | mzw;emﬁ:zm

: 4‘"

N by £ f"" PR BT

. 1. MMWWMW?M%&, levelens wul m%w

%MM&& Wmm*m wamﬂ ¢ G
R ietent Midne Ww wm, Mrovides instmweiiond sapeloe o

: g’m Log technicoss,  esione mm@aw tmoond Tar w¥tive ©

i ; CThe.

a. mmwmumm“www R R |
% muia%mwwéx weutas Y 4
and tnforsetion, and sperntue $he O00 Msw it

w] -
|

it L)

- m«mmmmmmmwmm%
: m agistored Joosemtee Dwslgostes sil Altersite el iaeln vﬂ:

o Jasekiees an yesords preseretion amd dlapescl, dnintobers thie GI8 el
S mmmmmmmwmmwmwm; ]
: w m& dsem Por coplea of adnled@testive and ioteld

3
S RN
1 R memmmmmmimm At e et
L5 B
WW‘*M

Cwnmnamen]




Approved For Release 2006/04/13 : CIA-RDP70-00211R000900290001-9

RS - i Ardlidess »W%&: mmmihm Tea sanerde ot 034 ?%2; 22 S5k sl A
. ﬁﬁ'ﬁﬁm Sowaiato, Thn Ulelslon Dol e wb st SDw L OB Soredy Mg i 6 P
: | Gmemok Contesl Cifieer, Dustadti of Negletéred Dotumrdo tod the ST o I alhood
Lo C Assee poiebed Sanise Lo hvistente resvoned S It qo o i s “iviﬁm ralins o
oo pioes B 531 2 4%%%@% i@ m wmim WM; ﬁ&m&‘%m and «*mm:i

vw%mmﬁm ; Beles Tor Seurut and both Ixtelllowes zamé z&;ma;i« wtive Yoy &
i Cottativel dommwts, T8 redary ey Uteosh L Desentlv ummﬂmgmg; éﬁé v

’ vmwu U CAsmater of I Mmmm‘wfgmmz _
% &%&ﬁ %g’ %m ﬁ“i% wwﬁ m%ﬂm 2 E’ﬁiﬁ “m;; emﬁsm e@etﬁ.m £ ﬁ%ﬁ»ﬁ&

fm %ﬁ WW&%MW ﬁﬁaﬁ E: wmmmgg

ke u She bepdu oF orblent oemtanty Por srsortae m% vilng despente ave ix

Rl M;ﬁ&m fwgwm;’*"ﬁxuw w*ww ; sutoel, o
ek Yoy %m‘im a?wmtz&? ’“1& 35

Approved For Release 2006/04/13 : CIA-RDP70-00211R000900290001-9




O posnl mitbasw,

R vesleping storage il Laess servions toall 03 efTase cnd Tegalviny remindls imwectarden pd

*Approved For Release 2006/04/13 : CIA-RDP70-00211R000900290001-9

-

_ M@@aﬂm %&MM%?%?"%&WA&%%W of, Yo Sl Voserds Aduintelwetor sul
--%Mﬁﬂ%; maﬁmwmwmmm aftislant vovesdizes for
m&xk wilon, sonteel aod st thwenghout 0Tk, The ‘ootien webxy sorveys of reswds to
- alfwt evebmiti &Mﬁ@ﬁ%@%m%w&&i%g % grapatas tha OR3
| Arahives for inantive veoowis of tarenreat walae sed Lae Ineeliv Teaidr Ceter for aphmeral
- S, ﬁﬁm&mmﬂ e, eparetdonel ks WA W Tatiom wﬁmmmmm

~

L % Mw in mmmm for Lhe veoslnt, .mmmw Tioratah vs” Yo Ctmeed fnbadls aoon
. and afedadatentive Wﬁ% i Lo wﬂmmag A% Tl vl aranabo, ’5”& fan Sns rempaeibiiig

"

L T Sagtion melrdelng seedimone awteel e w13
W Arve Ty Yol Sorivel mzm Wil srnea a o
-mm Y Shen,

o Sprrwd waf‘éﬁ
il ?*mm@:w e 5LL cemies o Soeowan

Approved For Release 2006/04/13 : CIA-RDP70-00211R000900290001-9




Approved For Release 2006/04/13 : CIA-RDP70-00211R000900290001-9

Next 5 Page(s) In Document Exempt

Approved For Release 2006/04/13 : CIA-RDP70-00211R000900290001-9



e 8 Approved For Release 2006/04/5_3,:‘,PIA;RDP70-0021 1R000900290001-9

oD LIZRATY BRACH ANCHTVES DIVISINN

TRty To develon and Mireot the wrogra of reconds alninistaation Liwoughent the Agenay,
vesvldine gha®™t alviglory sorvice $o 017 0°%ens or of Molent prosedurés “or the perparation, eo~trol,
fvangndraiong Mlne an? d7svonition o reeordn ag required by law, Wxecutive Order sind Agency
rerultalons, To aselst 1n the develonent and conduot o trainirg programs for reeords mersontal,

2, To d7roet the progren 6 vreesrs wrescvatio- and disvossl as vrequired bv law, To detarmi-e
tho sreh'val valne of racords and secremate erheeral rogords form thoss of pormorget valne, To o*mn
the ‘geney Archivag an! storse eonters Tor inaetive records, To maintain sontrol resords of all
tonetive recrrds Sransforrsd t0 the Tatioval Archives, stored by the Agenay or destroysd. T sorve
a5 ko 1lialson with the Tatioral Archives and with other agencies ns nesded on matiers of reecnds
admt-ie rotion, To advise o downorading of sseurfty clasoifteations, eepeeinlly as such slassifications
affect the gontrel and sterame of doowments,

2. To rocelve all adninistrative docurentg evtering and lsaging the Agency, to maintaln reoper
gortrele and o Alovateh deowrarts to ~PPiens “or action and inforratfon, To £1ls docurents in accordsnve
with *ta Thifrre Tiline Yamml, to na’~taln subiset Indewes and to o-srate the Agenoy eentral ’iles.

To adirios Tasopetion ar! Tegurity of matters havirr a potential of oot on yocords seourity and
seoncry of opration,

LT ’i‘é sotablish 57 overate a ~lero™i1nt-g unit to dgwed the proocessing of docu-ents, rodose
gtorcre snace require-erta ard to provide inmorance arsingt loss of resords by dissater.

- 8, 7o davelop proceduores for and to direet the control of Top Scoret and Rogistared
Tate 1t enee v aditgirative doouents, To establish Arvea control 07fi-os lo reseve, econtrol and
t=gnamid thage ‘ocrrents. To deg'zemte, 'h armroval of Inapesstion and Sesurity, Alterrate and
Auptetoat Ton mt Conirol Of%icorg and Area Custodisns @f Registered Doguments, To maintain
rgbore of a1l Top Jeeret Control 07f'cers and malm eriodic sudits of the continved noed for Individw)
e m’g;m Inrn, Tc ~at-taln eontinuons em:t.ml over thomse docwments thronrh the Area Control 0°fices.

s ~pirtalin tho gontral resord ~Mla ~»7 extra copy files of these dooumerte and to provids subjest
‘ﬂ:‘ams fre nontelanen T ssarehine 'brr deewrarts ap reqested.

5, To mainda’n the shoel an? stosk reenn] of coples o deourets stored for mpplone-tal
Aot thertinn,  To onorats g'orare ereaz fov STese docnme~ts and digtribute ooniss ap authorised,

ey ey
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TOARRITATIT g

1. Serves as tha 1lalson betwesn *he Azency and the Mational Arohi os ¢n matters of
rosordg adni-toteatie , ineludine Mgposal nf recorde, transfors to the Vaetlonal Archives, and
nlagtne o roctristione ~n t's nee o Ageney records stored b- {the Hationnl Avehives, Fstabli-hee
Iines n® Alpest eyrmnieatior between novtions of the Agenoy and segme-ta o the Tatioral Arehives
2o fanilitate Arency ressavch,

3., farwes 2¢ the lalsor w'h other age-e’es oF the Pedersl Govermment on matters of
o Eageed Cortmol and on other watters of records sdministration as mey be nevessary.

3. Yorks clocsly with the Tanagement Office on development of procedures irvolving any
whase of resords aduirfstratioc, Ineluding staffing, trainirg, solsstion of standards for squipment,
greclal tynes o offics rachirery or squipment, working conditions, forns desigm and the writing

o sd=d-*otentive Ysp-ances a"Teotine record-keening,

Lo ‘dviges the Chisf, Trsvectirn ard Teevrity of sonditions sffesting gacurity or other
rattog vithin tis soone of interesat,

&, 3dviges the Procurenst Division, Services Nffine on the selection ard purchase of
whog: 1 tyos or auartities of iterms for record=loaning purvoses. Adviges on the sstting of standarde
for 911inz supnlion and aviment,

6. Advipen the Spaso 7 fioe o~ the a'lootSon of space for errent and noncurvent records.

AqpripT TR

1. The Division's ascomn!’shnents are vartly revealed in terns of statistioe, Ssoords
e et the mrhor of sarvice requests anawered have inoressed from the sariisst monthly total of
115 requoste to a high of 373 roquests, ¢ A 3 . Or using a three-months average, the
*‘-emsee!mshaenmalmm@ho@'mmmamﬂhtomm?wm&lmmd
the * sar. Turing this -orviod treve was an inersase i the mmber of ¢nloyess on duty fron
Itk g3t ionel acnover surslled by eatra acs'-ments. Towewer, the volume of bagk~lop of
hae ranidly inoressed nt’l it far evceods the ability of the presont sta’f to conmea.

e %mm&nrrﬂammammdmamm,mtfmmmu
sorhined 1-to Nivisien toti1ls e cannthe nunber of requs's. For the Administrative Necords Seetion
the ngbor hes ineressced fnanthebeg‘ln”!ngaflm?u‘nmmmmm, of 181 doourerts
sm%,toamakaf&'ﬁﬁc:m&:&mwthaﬂmsixmhsetlm. A rveorgaimstion took plese

at that tie so theforoven Portiae AEnabawas $1ininabal (M AT Aoy act alx montbs of 1548
SEBRET
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e TIACATE AmLn ATONITYES nYVISTY
A conplistrents {entimed)

s=ounted to 1952 1tens ner mmth. Acain the volwse hae shows an increase so thatthe sverage wriber
reashiod 1482 for the last aix wont>s of the Tisen) Yoar.

3¢ The workelcad of the Top Sesrel Sastion In tewws of the meder of doouments handled
hag incrensed Tron an averase of 147 fer month Jueinr the Pirgt Lalf of the Pigeal Year fto &
avorage o 3.7 doouments per morth during the Jast half of the Pissel Yeew, Tor the oingle romih
o gy 1740 the tolal rosshed U7 cewa-ta, )

L+ The Records "aragement Seetion, onerating without a eta’f, hae acommleted 5,000 guble
fool of weo-rds, ocoupying 3,60 squa-w feet of floor space, Aprroximately 1,7 gubila faet of veeords
have hoss digmsed of by tranmsfers or destrnetion,

5+ The Division has asewed responsibility for namy grouss of reeorde vhich wore ni eone
gldar-d in tho estirat~s subvittad “or the Pisse) Year 1949, These include: Storages and lssge of
all J: H1%, I8 and *VB mahlicationsy Yalntemsoe o reeordd conies of these piblications; mal:tenance
of lens ua%,iva portion of $nte?!”Spanes vevorts mrodhoed by CTA; maindonance of files of applisitiors
for e ployoant; ard maintensmoe of geveral other groups of records whioh are ourrestly less asilwe,
The Division has assozed the work of the OCD Aves Top Tesrat Contyol OFf which wag formerly the
resvonsibility of tho Neferense NMdlsion, and vhich reruired the mervices of two employess. The
rvesnonsibility for authortuing acesss to resords ~~ the U, 9. Straterie “onbing Sirvoy loested st
tha Yatio sl Archiven has bean nassed to the Divialon.

) 6. Considerable rreli-inary work has begn done townrd installing unifore prastisss !z
varions #1les, 'n establighing o flvces of reeord and in making use of the Maiform Pil'ng Yamml.

7. The 1anid increase In the wolme of rosords has mede it necwssary to plan for the
nee o wleroTiln or sthor neans of spese reduction sz a larger ssals. Plans have baen 1atd for
g cnking of eoplos of eertain typas for storage in a serarate loestion as s safety moaswe,

2. A Mnited arowt of instrootior has hesn given wariocus 1lirg gravme in correct
114 vwocadimes, This wor™ w111 bo advanced vhen “acords Amalyxts are awallable,

Te Tha Myet »™ the yeeorda N eposal “chodules has bewn apvroved. Inptrastions to
several ield Ingtalinkiorx lave baon clwen an to the dlsposition of portions of thetr records,
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Page 4

1. ToataYintion of & wicorous progrom of mlevePiladng for tic redustion of gpace and to
sryeide dupticate rooords 8 partievlar wimifieancs for scparate storsss an ineursnee againet loss,

2» Inorovesent in the woosd and efffelency in thw procossine of TOP HOOFT dosments,
Tarelopmart of proesdures for the muintamanes of pove adpguete sontrols over thees Wﬁa and
ogs of rachine techiigues “or maintaini g rescrds of veceipt and dimpeteob. .

3. Tegular series o” iralining for recorid pursonnel 4n the varioms ofices.
L. Eptadlisleent of ofPicisl T{les end Ingtallation of the Unifore Filine mt.
s Tevelomevl of standard practice anvals for fillng operations,
6. Developrent of procedures for aystevatie dowagreding of seeurity slassiffestions

7s TMyelopront of eomvnleta Inventorion of yesords for the purpose of establighing
gonnPohsnaive memm retl et an? d7sposal sehedules,

Ha Tmeologrent of standards for Mling equiprent and suoplies and deternsination of the
bant tenas for marticulsr noeds. “eview of requents for additional filing eqmuissent o determine
thet nropor tyras and quantiiles of equitwent are supmited, -

%a  Tovelemmort of procedures Tor eocwdinalion of the desigs and ume of foras as related
{6 vesordeToopirf,

11, Tovolomrant of procedures for sinplifiss’ion of correspo-derws, ir soordination with
e "o meert DTPles, thioutk the use of form is'teors, patters na-agrerhe ant rochantes) alds,
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3, Tho poa'tion of the Niviaton Chief iz now claseified ag Archivict, Pel, ﬂavawr, the
wostiion reirevents have chanred so thet reswonsibhilities for records m;nﬁ.a tration, including
r-ogadarel analvsie, methods fonrovement and orsanismtional stuly outwelgh the problens of arehival
adminictuation, It 4% now mecese: 7y t0 reslazslfly the position onder the Organization and Yothéds
seriag, Addition of vesprraibilities vroduoed by the *prowingens” of the Agengy desand that the
meade Do ralsed durines the Current Year to CATL12 and that provieion be nude fur {nersase Tor Tisesl
Yoar 1051 to the (P13 lewsl, Tueis to saprort those chanves are presented In fo) owing paragrap™s,

3. Emecutive Order 978} requires ¥the hond 07 soch apency %o oate"ligh and waintain an active,
eonrinuine mrorram for the a®factive menarement and disposition of its W ard for the matmtsnawe
of ghrelanl eustoly viger and retention of only thne veoc-ds that ave needed in the eondust of orremt
businese,® T is Nwdor s-tends ths porvisioned of the Aet of July 7, 1943 governing the destruetion
of s~rovrment recordas. The definttion of ¥reeords” contained in the Order inelmies all maps, bocks,
papses, vholographs, or othor docvrertary materinls regardlsas 07 rhyslesl form or charasteristies,
The racorda of TJA, remardless of peeurity elassificntio s, are mot exe-pted fron these wrovisions,

3. The Tational Archives has deseribhed the dutlies of the rocords adei-istrator and has
sovhuzised thet the vecords of an agency can serve gwecutives heat if ove o"floar is responsibla
for cwmpeinug Alreatirm n? all atens in the 1ifs history of thome records, Tmmentives of the Ageney,
regornizing those walues of records admintatration, have steadily insreansed the ssope and the wolume
of rosnonsihilitien nonimod to the Arehives Divisiom, Penl pregross in the dovelopment of ef™Melont
roce~ds marazeront in CTA bas hosn slow bogause the retes of vay for Analyst and Arelivist positions
have not boen high oncurh to stiract axrorienced = sons,

Lhzeneine in which the nog! progress has baon —ade toward o”Melent manaserent of records hove
¢'ancii-od the ton Neerrds Adpinistrator oneition at fpom CAF-12 In some sl Buresus to CAT.]S in
Inpre Tovavbme~ta, Rogords Adm'nigtration problanms in CT2 are srenter in A ™Micully, ard the
volome o” resords 1o larper than in nost agercics of slidliar sive, The vmsnl mqn:!mvxta of the
£TA proovnns have added many resmorsibilities wvhieh nffeet the -ali-g, sortrol, use and ‘lsposnl
o the Asamey's roeords.

Se “m 5dea of the ertont of the wsoord colle ticts are galned fror shatistics colleeted in
fopurt IR, Tha rmte of =eruulation has Incresssd rapidly in the lust vear, hut current informa’ion
is mt avatlabla, There vove over !5,8&3 wlaces of M1 g egipmert of ell typves, walued st 3561," 3,
The trt2] vocord canselty, roumted to 42,7 evhie feat., Theso ©iles requived 51,0 saq. ft. of
floor avea, includine work - svaoe. 7Ths volue of this space in g;mmxmately 284,770 a year.
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s The Division has hoen ~iven a new project to develop vlans “or, and to estsblish a
mlorefilm project to provide conles of docuremts for storage in a secure plass as Insurance
againgt disaster, to reduce the space reanired “or per~anent files, and to speed the various
processas of eontrol and use of current records, Snoclalized equipment is heing perfocted which
may neke It feamible to retain only mierofilm eonies of volumes of reeords, and to provide users
of this ™In »1th a mechanical means of Pinding sneeile domments and of Teproducing, at high
spead those doewonts portaining to the particular renuest, Similar vrojects in other agenclies

have nroved o ho mood investrenta,

7. Tew resnonsibilities have heen ziven the Division for the control of sarticnlarly
T ﬁ;;gt'tms Righly elassified documents which have horetofore, been handled only by high-level
- offices,

R 8. The Myision has heen aasimmed new reawmsibilities for the develop ant of procedures
-~ Tor and direchion of the work of review of seenrity class’ Meations of docunents to effect
== . dowmgrading at *the earliest cwrortunity,

9 ‘omy other matters which wmre coneidercd exoepbions have now beeore the rosponsibility
of the Divigion, During the Fisecal Year just eloasing, the Division has agsumed responsibility
for the storage nnd fssue of record coples nnd the surplus of publications Trom FBIB, DB, and
JANTS, The WIS mubliestions have now been added, The Division has been ziven responsibilities
for anthorizing access to records of the Straterie Borbing Survey and other reecords at the

Nationnl Archives, Yt aprears that by Fiseal Year 1951 the Division will be required to exercise
technieal dirpehion over records systems in 211 CTA activities incinding 050 and OFC which hawve
romained as nao-ly sennrate organizations, Then the ™09 Avchives hae Mnichad {ta task of
segrapting and arrencing 0SS records, a vertion of thiam activity will be absorbed into the CIA
Archives organization,
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Ta mrolide teehnien] sta™f ass’ stanes to tho CTA Recwrds Administrator and Archivist,
To wake amlyses o records proenduies and mohlers and resorand o”ficlent prosedures ofy
ropords premaratlor, ooripel, ume and cisposition in all afToes of CYA, To moke swrimys of
rooncds in all officea Yo offaot systeatioe retirgment of rocords no lomger astive, Te advise
ihe “noords Adn'wlabralm on types of supsllios o~ amiosent Jor the purpose of standardisatlon
and gelachion of poscial ‘v 23 for rarticular neods. To dvect Yz ongvaticn &F tho CTA A-chives
Pop 2eaptbive reeords o meranstd value and the Inactive Rocords Ceonler for orhoneral rodords.
To gorvo as the opirahio al Liaison »ith the Natioral Archives on records transfer and dispomul,
The Sectlon Tiead 1g to serve as Asgigtant Dhief of the Avchives Division and s Divisdon Chief
when rerived, .

F Aol i KR B i ]

1. Tiw socomoligiments 07 tho Seehion have “een swall ag rocld e expooted since there has
baan nr vesular sta’ dwrine FY 1949, Sovorsl reerulfg four olerieal, snalyst mnd the Seetlom
Heoad ocsitlons have hren proccsedd for saployerst but all hnve elther refusod the o fers or have
ant girwived fhe olaarances. Two sprliesnts are now belng reoocuond and one amalyst in now
onployed,. Yogever, t'ds anvioyse hag, by neoscsity hoen dataliled to the Adnd-fistrative Tecords
Saetion to serve, clther as Asting Nead (for the past three wonthn) or to assist in otter duties
in that Sect’on during long 1l'nesces o otier omplooves.

2. Tro Doeh’on hae recelvad Mor storase to dote arcrodirately 5,70 euble feet of records,
The bulk 5" Moga.are 2on'es o7 publieations, hold for Alstriirtion, fn the abpenca of a staf?

to prosees Toge dommends a laree “ack-log of work has scovoulated in terme of preparstion of
adegmte roornds »” iPo leeatlon, arranrement, value and preper storage. Incetive records have

hoon acgertad with littie or mo wostlon ag So wrlwe heomuss of the 1—ediste, preseing coese

mweds of the o"flce rovussting the transfors. 4 tolal of 3,67 square faot o space are now required,
300 has heen ncestod Tor 1 asstive ctorape ue o 6,70 sguare fost. Repards avomilng to over

I3 ouble Meh have bean iransferrsd ‘o the Tatisval irctivem or nther spencles.

2, The Scetion Tan olven #lal” nsp’gtance to the vecrganisation of Mlog of two offices,
the T0ing " So-orsl Commpel and the Contaete Brach, M. These twn jobhs zre % dlentive of the
twme o7 nebivity dn @hdeh the Sectton will svantnallv Ybecore engaged. Yeny roquests for thia
trne o7 gervice are outstand' o, awalting the saploymert of resords aralyste,

ke Tn August 1942 a survey of the records acewulation in the Ageney revesled there
nore 42,7 suble fret of reeords in the custody of #arions offlces, ovclusive o” 0S0 and the
H8e Arohives, N APPEE ATl Reledstc2 000441 C K BRPT0 A2 402090029600 tiily 2,70 cuble fosl
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_ FrOODA TATAGETRNT SPETION
Acconplishronta {eortinued)

wde pordy Ter Eracsfer 4o thn Yatfonal Avgtiwen by Inly 1, 1052, The verewiama of pormanently
ilmblis veconis 1s omuemally Tarse &n CTA, while the percertege which nay be atored ovtelde of
CTAYs eustndy 4 0=aTow than “aw 2o Tedaral floverne-t ag a whola,.

COBICCTPM 0y 10T

Y. Mith a M)l gtaff as vemmsied 1t @111 be bossible to arranze resorls wrererly in
storace loostions and 40 minta’n adenuate contrel recends. Toon conpletion of thip aseimtlation
it @113 B¢ vomalbls to weeumw $rmastars of 27@kiomal gartition and to nroeose Thoss doswments
In an a™Maert momer,

2 The “reords Anelvets will ‘e avail-h's f0 nonduet swvevs of records thromghont the
Agency far ihe wvrotse o ssslstins engtodians in gcoremating walueble {Yon = rihless doowsenis and in
detorel irg e Mae ok srrange o ts for doo ments Lo be retained. Tho "niform T{ling Svatem w11l
bo fuhuttod "o adelsiobenitee resords and ptandard enerating proeedures will he propaved, The
Analratg w512 ha ava’loble % frainine vesomds snacialiots in Pey nositions in the Agency,

3u Clgrer peomdPnatien 1117 be eaiahiichad hetweon the Manace-adt 000 an? the Resords
Adnirtgbyator on miide g ve'atin~ to She maling nnd heeping of records] A rrogran of
#irn1iMeation theons wmo o form Iotters, mabiorn smonghnarhs and mectentieal sids w111 be started,

JUSTICICATIO e

1. The Sest’on Nead will ds requived to serve as Asalstant Division Chief nnd ns Aoting Chief
whon rerimd, To 9111 hoes the mafor resmonsibiliti~z of the Aponcy Archivict, fie will serve as the
opevationa) 1ielson with the Valieral Avchives,

2e T rogponclbilitios of the Rfcetien by Ficeal Vasr 1951 w11l inoronse to the oxtent that the
Secticn Yeond =111 hnve to delepate many of his srehival responsibilitieg o an ansigtant sho shon’d be
olnge! Ned an Aretvigh Pe3, The Section w11l be delagated toshn’eal dirmetion of reeords notivities
now wder 077 gnd (70, theugh tro adwinistrative dirvcetion wil) remain with thosa 0/fices,

3. Reocords smrveys will be ~ede by the Arohivist, P<3, the Records Anmalyst, CA7=7 and by the
Seetion Head when The Peeords Pxaminer will cesist In surveys, bt will heve primavy

¥ -
duttes in the dffdctidd/dd] analynis of resords in stovage and in the direction of cloriesl assistance
in malirdenanoe of ragords in storare,
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oco LIPRAY 7 23CH ARCHTVES DIVISTON RECORDS " ACT BT SFCTION

JUsTITICATINNY {continved):

. Tyrine and peneral elerieal “uties “or tre et on will recnire the services of o
C},erkf?‘v—p;ﬁ H'iriv;vg the Current Fisesl Yery, or us sccm as the Archivist and ingljst employees
are on futy., Theme Juties will be ronti e “n nature, involvi~g typing of forms, irnventories,
mesorands oY percrts, maintenance of routine records and the filing of docunents for the
offires of the Section Head.

5, In viev o the incrensing scope of the records administration yrogrem, with the addition of
nany new duties the recuest for one new Professional and one clerienl position are Justified,
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ocD LIBRARY BRANCH ARCFIVES DIVISIY ~ ADMINYST ATIVE RECORDS SECTION
JUSTIFICATION:

1. The Scot*en will moke some palns §n the cnantities of Adminlatrative doousents resefved.
The corplexity of remezts for flles will inersame 40 some axtent as more reccrds are reesived.
The Section will reseive a preatay number of higkly sensitive documa-ts for whick the mest
axmaetiug sare In handling -1311 be required.

2, It i1l be nesessary to establish a microfilaing profect to deduse to nicreffln large
quantites of records for two purposesr (a) to rreserve a cory of the most Smprordant documents
in s geperats locaiion as bas been determ! ed by the Disaster Fland and (b) to reduce the wolune
of racords which most be stored for long poriods of tize, Thoss records will Include admintatrative
docunenty which are niroally eantrolled by the Seetion, but the large bulk of Socords (o be
MIned wil? be inte lirense domments,

2. The Yead of the 'Herofilm Unit must he a very responsible individumsl with previous
eurerionee In lerofilming Yechnignes, T4 will be neeesaary to alloecate this position at &
CAFaS lowvel to accure the type of smplayese neeemsary. Materis) to be filuod wust be arranged in
exact orler and corefully indexed on the filn. Unless these oparations are performed with
aluost scewency, the produet, vhie! is falrly exponaive, will fall the requirementa of the
geareher el the labor will b umated.

L. A minlmr of tuo elevks who will yerfora the routing duties of ypreparation of rmterials,
oparation of the cameras and {ndexirg of the Milaz will he required In ¥Y 1951,

5, For these responsibiliities one CAF 5 and two CAP-3 poaitions are requested. The
addition of this tusy and yrofitable Unit and the addition of wequirements for the rroecssing
of senaltive Jdocusnta will reanire the revlassi”ication of the Sestiem Head.
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. Tewn A TTYR PUCORDS SECTIOR
LIBTARY SRANCH ARCHTYES DIVI“I~H ADETNISTRATIVE PRCORDS

Tanehdons

To roc-lve all adrinistrative docunsnts entoring wnd leaving the Agamy;emam::tn mn:er:tl
control of ticss reerrds, determing correet muting of them on the basis of & m’”l eon
of each doewrent, vhethor for information or action, and to overate the CIA eentral “ile.

Ascorplishmentst

' been

T on has wrocessed an ever increasing mrber of documents. The growth has
from m?zvf;::: of ?gl ver vonth during Jan, = Juwne 197, to 1826 per month for ;zkm M:i
of 1947, to 2175 per momth for the “irst six months of 1948, A reorganization oak placoin o
that tire sc ‘hat 11 voutine types were forwarled without recording, This resul
sharp decrorse oo that the average nrecessed ner worth “or the last six months of 1948 WM he
to 1062, The first three months of 1949 again showed an inorease, 0 that the sweruge
Mrst Mye momths of 1949 amomnts to 1482 documents nrocossed per month,

Objectives "or Tiseal Year 1951t

3 s ion

The mrosent activities of the Soction will be costimued as zt mresent, but in addit
14 ammeare owowr 40 210 rosponaibilities “or the fillng of eertain tyres of Mﬂv‘mﬁ;?
4n the transition hobwesn offfee files and the Agemsy Archives, It 711 be impossy b en
Records 'onacerent ataff to eare for records vhich romuire frequent sorvicing. Smmi tgdmitim. ‘
readily be sorviced by t'e Administrative Records “aotion under present and antle szi mive e 3
Fventually, this Section may become more involved in the overations of sorvicing -actm »
and vorhaps wi’l evolve into tho staff which astunlly oporates the storage centers*nhﬁsi i1
Reccrds anoorent Section may become completely enzawed’ in vacords analysle rmovatioms, This
probably not tnke nlace during Fiseal Year 1951, however,

which will be placed

The wl-ns call "or the ereation of a ricrofilming operatiom by FY 1951

under the Adninistrative Records Section, The Seetion is already engaged in micmﬂging to a linmited
extent, for the nurmose of speeding the handling of docurents, This rrojected overs gtnirowh' m.

13 for the mrmose of redueing the smace required for Tiles, and is considered as an o

endeavor,

a1
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. Co b ot Som. 949
oco LIBRARY BRAICT ARCHYVES DIVISION T0P SFDRET SRCTION
FIMCTIONS s

1. To advise and assist the Top Seehet Control Offi

procedures for the control and transmissgion of Top Seeret sng g;itg gmn%:frﬂ;:ﬂm
to the Top Sceret Contrel Officer the ogtablishnent of Area control offices which ;pan,te ander
Alternate and Assista nt Top Seeret Contrs) Officers. To advise the Top Seerst Contwel Officer on
proceduros for control and tran=mission of sertain epacial types of highly elassified documents and
on speeial problems invelving OPC and 0S0 whish require spparste ehannels for processing,

2. To receive, control and d!spateh Top Seeret intelligence and admini
‘ strati i
a%ltf?egistemd documents and eertain special ¢lassificstiona, betwg:n the Agency trxir:th:: m"
-of t'e TFederal Govermmedt and between offiees of the Agency. To maintain contimvcus control over

these documents threugh Area Top Seeret Control 075 ¢ 1.1 : Area '
the Office of Colleetion and Dissemination, Frices. To serve as the Cemtrol Otfise dfor

3. To provide filing and research services on active reeords and to previde archival

\ service for non-curren
dormta Timg t reeords. To provide storage and issue services for surplus ecopies of thess

ACCOMPLYSHYERTS 2

- The work=load of the Section hae grown rapidly during Fiseal Year 1949. During FY
1948 the mmber of documents precessed Increased from an average of 1.7 documente pver month during
the first halfeyear to 352 per month for the last halfeyear., From July through December 1948 the
average wae nearly statie at 342 per momth, But the wolume has risen sherply sgain during 1949

80 that during the month of May alone the count was 806 documents processed,

On 10 Pebruary 1549 the Seetion took over the duties which had been delegated te the
OCD Ares Top Secret Comtrol, % adjustment was wax made in the T/0 when this duty was added though
& ninimm of one manemonth per month had boem required for its opersiion. The vacont position on
the existing T/0 was filled ot aprroximstaly the same thime, so that the duties have been
satisfactorily by additional clarical help provided on s detail basls,

A study of the situstion in early April 1949 revealed an inersass in the nmmber
of service requeste of more than 500% over a four month period. It was revealed thet a lmedie baclte
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ocD LIR®TY "RONH ARCHTYRS DIVISITN TOP SPC™T TRCTION (Conmtd,)

log of clorleal work had accumlated as the insrease of mumber of documents to be vrocessed had required
the fulletime of the Section Fezd as well as the Clerlen) staff, In snite of their willingness to
work and nr?visinn of evtra help, In soveral instanees research requirements of the Assistant Direstor
and othe hizh level offices wore not completely met thoush soeeial detalls were nrovided, It was
ghom that the Seetion had no ovrortunity to devote tie toward either improving his own vrocedures
or renderins 1lvisory services to office of the Agency 28 s exvected of him. The back=log of work

_ eontimes fo >ror and eannol be checked so long aa +he “rement lewel of work continmes, '

ORJECTIVRG TR T ¥ 1951s

Tk

= 1. The Of"iee of Insvection and Security has made several inquiries into the procedures
-+ reauired for tha control of Top Secret documents, looking toward the develovrent of a more efficient
- moang of maintaining a contimwous eontrol over eash eopy of every Top Secret docwrent,

a 2, The “ectlion has assisted in the develemment of vlans which, it is oxvmected will be
- @x:onerating in TY 1951, whereby it can he determined within a few mimutes exactly vhere each copy of
any Top Seemet documant is at a riven time, This esmnlote eontrol ean be achieved only with the use
of sneclal tymes of offies machines,

3; It iz alse nlanned to reduce deewments to nicrofilm whenover such trestuent will result
in econory 07 snace without undue sacrifice of efficiency, It is possible that smeeial types of offiee
equinrent nor under develovrent may permit widasnread uss of mierofiln techniques,

4s The Section antieivates that with additional help it will be able to eliminate the

hack-log and serrif ‘he Section Head to devote adequate anounts of time to the improverent of eontrol
“rocodures in all Area Control OffMeces.

’ -2 - et :
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0o LYBRARY RRANCH ARCPIVES DIVISTON TOP SECRET SECTIOH

TTTRGATIONS

1. The vork=load of the Beetion hns Trrrsassd duriny the Figeal Year Just ended by
several times. In iterms of service requests {hc increase has been 500 %, w'th lesser ! crevses
in other pliases of the work,

2, The conplexity of the tasks have incressed hecause of the addition of nevw tyres of
w:d1rhly clas<1Pied, hirhly sensitive documents which must be controlled and accounted for
Ot inuonsly,

K 3, The Diwision Chief has found it necessary to delegmte greater resyponsibilities to
.the Seetion Vead with ropard to the develop~ent of plans and procedures for estsblishing and
_maintaining continuous contréls over hiphly classified documents. The Office of Tnapection
_and Seevrity has been yarticularly concerned with the need for increasing the effectiveness
* of Top Seeret Control.

2, Parropmance of control operations within the Section and rmintenance of control ovir
dompre-tg ag 1 move from offre to office will Inroze additioral clerieal duties on the
~aation which san te rerformed only with the use of machine teschniques and the employment o
¢ 2 Clerk-Trrint.

£, The buck=log of work for the assimilation inte the prorer filirg system of the large
mrsbers ~f documents returmed to the Sectiom for £1linp ss a portion of the Agency Archives,
can be rerformed only if addition:] assistance is contimmously provided to perform routine
tyring and other peners] clerical orerations.

f. The Seetion will become irvolved, inecrecsirgly fn the new field of downgrading of
security classifications, Such downgrading cun take plase only after ressage of time has made
Top Zecret elnssifications no longer —ecessary. The Seetion will be required alsc to advise
ar? nagiet other control arsas in these mattsrs,

7+ Tor those reaso-sz 1t 1a heli~ved the recuests vor addition of cne new pesition and
ralsi-o the prade of the Seetior Yead are Heeeasery,
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