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| R‘EPORI‘_S'I“ REBORDS MANAGEMENT SURVEY
ORGANTZATION AND METHODS SERVICE

A study of the files and f:!.liﬁg sys‘bems in Orginiz&tiaa and

Methods Service has been completed. The following report, supported

by attachments A through F, is submitted for reviem The attach- -
‘ men‘bs are iduntified as tollowsa | , L S

Cmab A <Bubject File

Tab AL _ ‘<Charge-Out System -

Tab B : ‘ «Table of Organization File
Teb € ' ~Administrative Issuarces File
Tab D wForms File

Tab B . «Pickler or FollowsUp Systm '

. ®bF . <Records Control Schedule

'SMARY GF REDME?EBATIONS

7 qme subﬁwt matter of the recoraa maintained by Grganization S
" and Methods Service pertains primarily to the executive or admine -~ °

istrative structure of the Agency, distribution or delegation of R

- duties and functions, establishment or discontinuance of offices . -
or organizationsl units, management policies, procedures; and
sdninistrative or auﬁhamtiw issuances of the Agency. These
records have a continuing value, therefors, to improve their

. usefullness, appearance and condition, md to provide maximum
control of these documente for current and future requiments,
it is recommended thaty

1. A tickler or followsup eysten, as outlined in Tab E,
be adopted, The present log is an inadequate control over
the prmpt handling and return of material to the file desk,

. 2. Pliidng of official racords in peraonal fﬁea “be
'Qmmtﬂd; -

o 3, The official records of the office be prepared on
yellow tigaue, The use of yellow coples for fillng purposes
would facilitate the destruction of extra or duplicate copies
that may find theilr way to the files and eliminates the
necesgity of searching the files to detemine whether the .

- coples receivaﬂ ars duplicates,

© . ls The Subject File, located in Room 202 be reorganized
Ceeoo and arranged a8 ex;alained in ’l‘ab A,

CanpE LA
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HY lnformahon

S«  The practice of maintaining chronological files be
discontinuved., The maintenance of extra coples of correspondence
in a chronological file is sugpestive of an inadequate filing
system. It is belleved that the adoption of a simple subject
£iling plan as outlined elsewhere in this report will greatly
facilitate the process of filing and ﬁnding records of the
office, '

6, Implenemtion as proposed in Tab B, ‘with respect to
the ‘I‘abla of ﬂrganizatian File, be adopted,

Te Implamentation as proposed in Tab C, with respeet to
the A&niniatrativa Issuances File, be adopted.

8. Implementation as propesed in Tab D, ‘wi‘hh reapect to ‘
the Forms Filaa, he adapted.

E 9 A cut-off method be adopted to facilitate the retire-
ment of inactive records to the CIA Records Center, The
sugpested method would be to prepare new folders yearly with
the calendar year ghown in the ‘upper right corner,

| 10 'The suplemental distribution of Confidentdsl Funds
Regulations and any other issuances be transferred to Eecords o
Management and Diatribxrbim Bramh. ’ -

©11, The practice of forwarding partial listing of tables
of organization to the Vitsl Materials Repository, as changes
are made, be eliminated, Instead provide a complete copy of
the latest Agency table of organization for deposit in the
Vital Materials Repositoryc

_ Al‘bhaugh “bhs records of Organization and }ta'bheads Service
are of confinuing historical value it is felt that; with the
exception of delegations of authority, listing »f ey parsonnel,
CIA Regulations, and table of organization noted shove, they
are not. of vital necesgity to the operation of the Agency
and should not be deposited in the Vital Materials Repository.

12, No material be destroyed except as provided by .
disposal standards established by the Records Management and
Distribution Branch,

- 13, The heavy, legal size, pressboard folders with angle
tabs be eliminated in faver of {etter size, straight cut,

plain tab, (oB-reinforced, 9% point kraft folders, This change
would be more economical and also enhance the appearance of

the file,

R TR ]
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TAB A

SUBJECT FIIE

1. ‘The Subject Pile should consist of all official records
of the office except correspondence and related form records
pertaining to specific administrative issuances, tables of organ-
ization, and forms, e present location of facilities and
personnel is adequate for the maintenance of the file, however,
the Subject File should ba reorganized with subject materisl
filed according to a logical system such as the Subject-Nmeric
Systen,

The Subject-Numeric System of classifying and £iling is an
adaptation of both the simple subject and the numerical coding
systens., The method retains the simplicity of alphabetical
arrangenent of subject matter titles, brings together related
subjects still using the basic principle of alphabetic sequence,
and provides in its file designations a compromise between long,
understandable titles, omd short numerical designations. 4s
indicated by its name, in the Subject~Numeric System the main
designations (primary subjects) are actual identifying words
used a3 subject matter titles, and the subdivisions (secondary
and tertiary subjects) of these main subjects are assigned
mmerals,

Specifically, primary suvbjects are always indicated by title
or abbreviation of title. Secondary and tertiary subjects are
indicated by title in the subject 1ist, but for ease in clasaifi-
cation they are also identified Ly numerals, 3Secondary and tertiary
numerals are separated by s dash., For example, the primary subject
ORGANIZATION AND MANAGPMENT, is subdivided into several secondaries,
one of which is entitled Improvement Program, The secondary is
further identified by the numeral two (2). A tertiary division
of this secondary subject ls Suggestions and Honor Awards which
is further identified by the numeral one {1) preceded by a dash (=),

ORGANIZATION AND MANAGEMENT
1l Administrative Issuances
2 Improvement Program
2=1 Suggestions and Homor Awards
A document, therefore, concerning an employee's suggestion

for increased effidency in Agency operations would be dlassified
ORGANIZATION AND MANAGEMENT 2«1 and placed i m folder of identical

O RN
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Unfler the systen suggested each primary subject would be
indicated by the wse of a pressboard divider or guide bearing the :
subject title, The guids shounld be letter size with & metal "window®
type tab of onse-third cut located in the center of the guide, The
gulde would be followed by a lebter mize, straight cut, plain tab,

- nonereinforced, 93 point kraft folder bearing the primary subjest
Sxb3gss, Foders and beasr the prlnary subgest fobiorer by T e

: ‘olders and bear ths primary subject followed by the Ay
end title of the secondary subject, o ‘by

. Tew folders should be prenared yearly with the calendar year
shown in the right-hand corner, this ia to provide the meuns for
periodic retirement to the CIA Records Cemter, -~ =
~ This Office will ansist personnel of Organiration and Methods
. Bervice in instituting the Sudbject-Numeric Systens and arrange for
Mix‘mm of inactive material if recamendations are adopted,
| 2, -A charge-out system should be instituted in the malntensnce
: oﬁi ;hg ig’b.jmt File, uging o charge-ovt card similar to the one

3. The thMe= of 'raateﬁing' mmx in lfoldc:"s ghould be

elinimted, This would result in & saving of time and facilitate .

reference to the material,

anpednt SIS
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SUBJECT LIST
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| ACCOUNTING
This subject.”pertains to all fiscal accounting transsctions involved
in _tha.receipt, ‘disburgement and other hanﬁlmg of aporopriated funds,
AccomTING -

y
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' :; This shbject perbains .*ho' anmxal, deﬁciency and aupplmental ‘eatmtes“'»

_and appropmtions, budget materiul; materiel regarding pm’lﬁnimry
estimates; Bureau of tho Budget and Congressioml hearinga; preparaticn o
of axhibits in suppor't of ‘estimatesy copies of apprapriation ‘billa and |

| cmunittee reporta 3 and material regaading allotmenta N npportiomenw |
and transfer of funds, o " B

Optional arrangements Gase file by organim‘tionai unit, progm,—,

: .fiscal year, as required, |

B0 NP use this subject for filing material relating to fiscal nccomting
transactions involved m the receipt, di,shnrsement and other handling
of appro;zriated funds - sea acconmma.

 APPROPRIATIONS (BUDGET)

3
i

%

I X I SRR

Declassified in Part - Sanltlzed Copy Approved for Release @ 50 Yr 2014/05/16 :
CIA-RDP70-00211R001000060002-4 .




e Il FY

Declassified in Part - Sanitized Copy Approved for Release @ 50-Yr 2014/05/16 :
CIA-RDP70-00211R001000060002-4 o ~ AUTHORIZATIONS

This subject ig for g'enerai use only, Do not use for ma‘aer;ia-l that
can be claaaifiéd under ‘mor'e épecific sﬁbjeéts ; suwch as:
. See TRAVEL e far travel authoriaations
See PERSONTEL ___for appointment authori‘tie& .

-A‘{TI‘HORIZATIONS '

PP T s .
. Q - } “ 2 ' + h
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This subject parbains to the acquisition, conat.rnction, operation and
disposal of laboratories, office buildings and other structures and
the grounds necessary to maintain such mﬁallationa. For protection

" of bulldings and grounds from vandalism or possible sabotage, pee
smtmm,___;__) |

BUILDINGS

4 4 2 W

aailn‘ " 
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This subject is t’or general use mﬂy, DO NOT use for material that
cen be £1led wnder more épecific subjects, such as: .

Ses EQUIPMENT AMD SUPPLIFS for Boards of Survays.
Optionsl Arrangement: Cass file as required.

COMMITTEES .

e u Commia

. “v“’ : ‘9..'5‘,‘1
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This sﬁbject pertains o material regarding all types of communicatian
facilities and aervices, nnluding procednres tor handling m&il,
telegrams and correspondence, installations of telecmnnnnicatigﬁ _

faniiitiea,_systems, Etc;

COMURICATIONS
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'l‘hia subject 1s foz- general use orﬂy. bo XNOT use for mi-,grial that'?'

. tan 'be fﬁed under more prcific snbjects, such ast " L S
See Eqmvm AND SUPPLIFS for contrar: to for tha procurment' e

; o_f equipment and suppiies N

CONTRACTS

’ L .
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This subject»pertains to policies, prdcedures-aﬂd agreaments concerning

¢¢operat1Ve relaﬁionahips with Individuals, States, Fbretgn chernments; -

Pederal Agemies or Organi s:atim.

' COOPEATION (Im‘ludeé Agrmem and Memorenda of Understanding)
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This subject pertains ta schaols 3 colleges and other eduoational or

training facilities far Nan-?eaeral Emnloyees. See PF-’RSO:WFL for
FVDFRAL FMPLOYFFS, - - S

EDWCATION (TRAINING)

23 -
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This subject pertains to the enployment of }IomFedénl Personnel
only, See PERSONNTL for matters pertaining to Federal employees.

PMPLOTMENT

TR IRERY S '
{'} h AR TR
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- This subject pertains to procwemenﬁ, u’cilization, manavment and
‘disposition of equ:.pment supplies and. materials,. except: '
See BITILDINGu fox‘ material perbaﬂ.ning to'aéquisition, ,
mamgement or diSpasition of buildings and grmmds
See MICLES z‘or all matters pertaining to *rehicles.

PQUIBHENT AND SUPPLIES .

;Y
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’rhis subject pertains to. foms deaign, standnrdimtion, reviaioﬂ,

clearance, control, supply and issuam:m o

FORAS

3 v
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TNFORIATION

This _eubjeet pertains to the general informstional activities of the
Agency, including-ﬁhe'prcparation, publication and distribution of
- published mateﬁala" and dissemination of 'infomation‘ through the uss

of e&hibits ’ graphics, £ilns ,mordings, e_tc. 'l'he file is intended B

‘ primarily far comspendence- ccpies ef publications and other bulk
- ‘material ahauld be ma:mtained sepmtely. -

| INFORMATION

;);ﬂ;?,h"
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This snbject;pertaihs to discoveries and irwentions; céja’yzdgﬁts cﬁf N
articlcs or 'publieé.tions 3 aﬁ;:lications fqr patents and tradmarks for
devices or materials dweloped by,-}\geﬁcy emploirees aﬁd associates.
Also case files may be established, as required Classify by name

of senior author or other apnropriate classiriaation.

INVENTIONS

g‘a‘:))i o "} ﬂ
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This subject is for general use only, Do not use for materisl that
can be filed under nore specific subjects , 8ch ag: | |

Sec PEHSO“I‘CEL ] for personnel mes‘bigatmns

INVESTIGATIONS
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This eubject pertains to legiglative proposals, copies of bills and

resolutions, comittee reports, hearings, ete,

LEGAL

'\
N N
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This subject pertains to meetinga, canferencea, congresses, conventions,
etc, Do not use for naterial that can be i‘iled under more specific |
gubjects, See CORITTTELS for materisl pertaining to camnittee meetings,

. MEETINGS

. I TR

A \ » g w
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This subject partaina to the executiva or achuiniatrative structure

v of the Agency, distribution or dﬁlegatian of dnties and functiam;

establishment or discontinuance of offices or organizaticnal unitsy

' mamtganent policios 5 procedures; and all a&zinistrativa or mthomtive,

issuances of the 1gemy. _

‘ OBGAHIZM‘IOIQ m‘) nm.cm

i

hwl

le3

Lol

l .

| wqge

&dministratim Ispuames (Policy and ?rmednml Orders,

Ciroulers, Meaorands md Manuals)

’Imprwmmt Progrgu
21
X

Suggestim and Honor Amréa
Surveya and Studies

Inspactiona (Fie1d)

Establiuhnent, Renrganization and Liquidatian

: ,I}ocantraliza.tion and mspemal

e ‘Func*b:"wns - Belegaticms _' | ,
'Intemal (File by nm of organizational ’Unit, as required)
Other Federal Agencies v _ S S . N

Programs and Plans {General only, Do not use thia subject

: for material that can be classified

under more specific subjects.)

Procedures and Methods | _
Tables’ of szganiztatian and Charts

L)

-
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 his aubmt pertaina to an 1 phases of personnel admmstmts.cn, »_
including policiea s pwgrams » procedures, regulations, ete, DO mr “

| uge for any papers 1nvolving status or Bewina record of an employeu. .
Such papers ghould be included in tha designated "Official Persomnel
Folder?, Bee Civil Service Handbook 8812, Basicvl’ersonnel Records
and ?11_&_3_ Sy?stans i’or Fedér_al Agemzieaa_

PERSONREL
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This subjest psrtains to genoral phasea of public relations only.
See UOOPERATION fox' material mvolving relationships wﬁ.th arganizgtians ,

on & formal bas:i_.ss

PUBLIC REGUTIONS

t ‘kQ‘; ! J : T oy . o
- ' Tl
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This subject pertaina to policies, meedures and aystems fbr han&m .
ling, filing and disposing of records. |

RECORDS MNAGM' o

" .
o T 1
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This subject is to provide for the filing of ‘NON#Reca;-d, Rmmrcn

‘material when swch meterial is maintaiped in fili’ng. eqiﬁpment; |

Library and muamm material made or acquired and pressrved solely
" for raterenca er exhibitian purposesy &tra cop:les of mports and

'-docmmts pmsawea of pracessed docments fall in‘be thia category. -

 mm 'ENGELIM o
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smmm

This subjwt pertains to the safeg'uarding of infomation a.nd materia,l,

which, in ths best interests of National Defense ami safety should
 not be disclosed to unsuthordusd persons.‘

SECURITY T

s BRAE ATV RS
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This aubject pertains to t‘ne uhipmmt and routing of eqnipmem;, ’
matamlc and euppliéa.

* TRANSPORTATION
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This 5ubjec‘b partainé'.to the travel of employees or others nn'_off:lom

"business, including policies, prooedni*es and regulations,

Case rueé by name of mﬁm may bé eatabl:tshed as :raquireri and
- may be mcmpliahed by writing the néme of ‘bhe traveller as part. of
the £ile deaigmtion, thuss | | | |
TRAVEL (Brewn, Barry)

. TRAVEL

e e R A
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This subject pemins to acqn:lsition, utiliration and diapcsiticn
of uutanobiles, tmcks aml other vehicles, inciuding policiex; :
' j procedures and authorities for thaﬁ.r uses Includes also materinl

' regarding tha procuremeub, accountability, use and diapcsal of tires
and tu’oes.s

| VEHICLES

Lath

v
*,

e

Copsa T By
L W = ¥ o

Declassmed in Part - Sanitized Copy Approved for Release @ 50-Yr 2014/05/16

LCIA RDP70-00211R001000060002-4 B




- . ; : _ :
Declassmed in Part Sanltlzed Copy Approved for Release @ 30-Yr 2014/05/16 CIA- RDP?O 0021 1 R001000060002 4

Securiry rnro,ma,,on

CHARGE~OUT SYSTEM

. 1e 1t s imporﬁant that a charge-ont sys‘bem 'be instituted
in the maintenance of the Sibject Fileé. All material withdrawn
from the f£ile should be replaced by a charge-out card indicating
the date and person receiving the material, A periodic check _ ,
should be made to insure the retwmm of matarm withdrawn. A
sample charge-oub card is attached, ‘ ' o Al
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TABLE OF ORGANIZATION FILE

1. The Table of Organisation File should conmsist of case files
covering the tadbles of organisstion of individual offices, these case
£41es should include the request for change of table or organisation,
comuants, recomuendations, concurrences, and a machine listing of
the approved table of organigation,

2. The case files should be filed in an organisational arrange-
nent, using a pressboard divider or guide for major organisatiomal
divigsions, The guide should be letter sise with a metal "window"
type tab of one-third cut located in the center of the guide,

a. Letter sise, straight cut, plain tab, non-reinforeced,
9% point kraft folders should be prepared and filed by effice
wder the major divisicm, B

3. New folders should be prepared yearly with the calendar
yoar shown in the right-hand corner, this is to provide the means
for periodie retirement to the CIA Records Cemter., All material
P 10 & new table of organization or the revision of an
old one should be filed in the foldar for the year in which action
was completed,

k., When the case files are retired periodically to the Records
Center all related papers should be included im the transfer rether
than the ferwvarding of lone machine listings as is bLeing done at
present. Without the related papers the machine listings are of
questionabls wvalus, ‘

S. All correspondence and other records that do nmot pertain
%0 a specific table of organization, as well as surveys, should be
£iled in the central Subject File.

5o
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TAB C

B |

ATINISTRATIVE, ISSUATCES PILE

1. The Administrative Issusnces File should be divided into
four (L) parts, each part consisting of case files on one type of
issuance, The four divieions of the file should be as follows:

- 98 CIA ﬂotices

‘b ;cm Regulations

Ce

d. Special Iésuam:es (swh as the CIA Safety Manual and
CIA Gomapondence Manual),

2. Each division should be indicated by the use of & presse
‘board divider or guide, The guide should be letter size with a.
metal “window® type tab of one~third cut located in the center of
the guide.

u. The guide should be fouwad by & letter sige, straight
‘cut; plain tab, nonereinforced, 93 point kmft folder for each
issnance, or case; arranged mmarically. -

3. New folders ghould be prepared yearly vith the calendar '
year shown in the rightehand corner, this is to provide the means
for periodic retirement to the CIA Records Center, All material
on & new issuance or revigion of an old one should be filed :ln
the folder for the year in which action was completed,

Lk, FEach case file should include the drafts, ccu'ments, end
- concurrences on the proposed issmmce and the final authoriged eopy.

Y. All correspondence and other records that do not pertain
to a specific issuance, as well as staff studies, shmﬂ.d be filed
in the central Su‘b;ject File.

o Cogt .’ ’ ' L o oy .
SARITELAE B A
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FOE'S FIL'S

l. Thé Forms File 15 divided into two parts, one is a funce .
‘tional arrangement of authoriszed foms and the other a nmerical .
arrangement. At present when a fotm has been detemined obsolete

- the copies are removed from the file and destroyed, As the '
Organization and Methods Service is the Agency office of record .
for forms this procedure leads to the destruction of Agency records

~which are of continuing value, It is therefore, recommended that
one copy of all approved forms be filed in the central Subject
Pile as they are received fron Prinfing and Reproduction Division,
The forms sbould be filed ¢hronologically by date received and .
retired to the CIA Records Center periodically with the balance

-of the Subject File of that period, If this recommendation is

- adopted the material in the Forms File could be destroyed in -
accordance with disposal standards now in process of development,.

2, "To be more economical and to standardige filing supplies _ :
a lepal size, straight cut, plain tab, non-reinforced, 9% point. - -
. kraft folder should be used, . _ L ' L ’
3+ 411 correspondence and other records that do not pertain.
~ to & specific form, such as forms surveys, procedures, and reports,
should be filed in the central Subject Pils, o .

v'S'n NOSINNRG
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‘Securlfy Information - L

TICKLFR OR FOLLOW-U? SYSTEM .

. le If 1% is determined that a tickler system is needed to
effectively control incoming mail and insure its return to the file

" this O0ffice will study the problen from an Agency~-Wide wviewpoint
and suggest a form that will meet. the requirements of the majority
ot the oftices. : _ . , _

2. The at-ta.chad sample its a aix p&rt form now used in CIA,
however a two part form would provide adequate control in Crganigation
and Methods Service, One copy would be attached to the incoming
material and the other retained at the cenirel des-:k 8 a follon-w
on return of the material,

RESTRICTED
secun!y Information
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CONTROL NO. ( SEC. CLA’SS. ORIGIN . I FILE NO.

DATE OF MAT. DATE ROUTING | CROSS REFERENCE

TIME
ROUTING‘ ouT

,

Ku. s, GOVERNMENT PRINTING OFFICE: 19850-912713

 romne 55.q  FIE AND ROUTING SUP | |—sommrre

o

e . . : - - 1R001000060002-4 §
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' RECORDS CONTROL SCHEDWLE -~

1, ‘SUBJECT'F'ILE_ - o o 1947-1952
| Located: Room 202, cabinet 2856% 1, 2, 3.

- Disgositionz Retire material dated 1947 through 1950 to CIA
Records Center for processing and storage. Hereafter at the end
of each calendar year retire those records created in the previous
year, After retirement to the Records Center ephemeral material
such as administrative coples of correspondence and form records

pertaining to procurement of supplies and equipment, personnel,
and property will be removed and destroyed when they become
three years old, all other reécords will be retained, .

o~

2. TADLE OF ORGANIIATION PILE - gsoass2 \JP
Locateds Room 207, cabinet 26725 1,2, - . . | |
. Disposition: Relire material dated 1950 to CIX Records Centar
for storage., Hereafter at the end of each calendar year retire
those records created in the previousyegr. ' i S
3. ADSINISTRATIVE ISSUANCES FIE . 1ghreagse NS
| Located: Room 20l, cabinet 2859: 1ok, B
Dispoaition: Retire material dated 15L7 through 1950 to CIA
Records Center, including case files of Administrative Instructions
and Oeneral Orders, Hereafter at the end of esach calendar year retire
those records created in the previous year,
L, FORMS FILE 4 : o ,
Locateds Room 207, cabinet 28611 2,3, g &&

~ Dispositions If recommendations in Tab D are adopted this
material may be disposed of in the following manner: L

‘8. Destroy coples of blank forms as they become obsolete.

b Retire supporting papers 3 _a‘mzh as drafts, requests
for approval and related corraspondence, at the end of the o
calendar year in which the related form became obsolete. - F

~3
18 f B
N . [
» .
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1950-1952.

5.'mMEMtumﬂmmwumewm
Lacat.ed: Room 20‘2
Disgositiom Retire immediately receipts dated prim- to
1952 to CIA Records Center, Hereafter at the end of edch
calendar year rebtire those receipts created in that year,
Receipts will be retained by the CIA Records Center i’or one
year and then destroyed.
6, INCOMING AND OUIGOII\IG Logs

195041952 -

‘Located: Room 202

;

' Disposition: Retire logs dated 1950-1951 to CIA Records
Center. Hersafter at the end of each calendar year retire
. those logs created in that year, Logs will be retained by
~ the CIA Records Center for one year and then destroyed,

v

.o

SR RESTRICTED ~

y

Seeiiv Infavmnitan
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1.

3.

s

»", .
{ WNITOr OF .AN-"‘

BEGC&'\'JE MANAGIMERT ACTIVITIES F(ll I‘ISGAL

Vital Materials

a, Doouments (Cublc Feat) - ' . 51,30

b. iaps (Cubic Feet) S 34.84
¢, Film (Reels)s 35m L L4950
Fiim (Reels)t 16 mm _ 991

d, Punch Cards (Ca:rd Count) ' 1,962 1099

Records filmed by the Records Lhmgemen* ‘and nistribution Diviaion
for Vital Materials - 752 reels (381 recls in May and June),

Records Disposal Schedule - A survey of the records of four major

budiness offices hos been completed, The status of the preliminary -

appraisal of the records for these offices is as follows:

a, General Services - A Disposal Schedule has been prepared and
forwarded to the National Archives for submittal to Congress,

b. Procurement and Supply Office - A Dieposal Schedule has been
prepared, approved by Agency officials, and 1s ready to be
forwarded to the flational Archives,

¢. Coamptroller Office - Preparation of & mapoaai Schedule"is
nearing completion,

d, Personnel Office - Prepaxation of a Diapoaal Schadule is
nearing completicn, -

Estimated Essential Recordg in the Agency - The total amummt of
Agency records occupying office space is conservatively estimated
to be 50,000 linear feest, As indicated by studies described in
Hoover commieaion Task Force Report on Records Managementt '

"Elimination of over 50 percent of all records f“rom office
equipment and space is easily attainable in e rS &‘Eivaly short
periocd of time by:

: "L, Destruction of up to 35 percent of valueless or
duplicated records with a continmuing ennual twrngover by
destruction of 10 percent or more of the remdining recorés.

. ”2 Initial transfers to storage in records centers of
more than 20 percent of records that must continue to be
preserved at leagt for a time, with contimuing transfers
each year thereafter of an additicnal 10 percent or more
of the rema.ini.ng records,

gesenwy
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'3; An annual turneover of betveen 10 parcunt and 25 percent
of the holdings in records centers by destruction of records .
which have served out their time,”

The statemont above indicates that e.pproximtaly 35 percent of the A
recorde could be destroyed immediately and 20 percent rémoved to - -
& records center, In this Agency the 35 percent of records to be T
destroyed would first have to be houssd for a period in the s A
- ¢ pecords center. This would be necessary becsuse the Agency is ,
I comparatively new and after dispossl schedules are developed there
- Awill be a uaiting period before aestructian can be mxthorized. :

5, Records Center -«

Storage space occupied Yy records o C1ess
: distribution mter:!.al 1808 -
Specn ava:l.laba fmr s*bars.ge of . receraa SR z%ga #*

‘

*Installation of shelvu.ng for 3000 cuble feet of ?eco:rds com 'e'teﬂ j
in June which accounts for the high percentage of spacs awal
for storage at the end of the flseal year, R ;

Approximately four to five times &3 much space, as the pre'sen‘t
- facilities provide, will bo needed to house the estimated vol
of Agency records that are a.ppmprie:he for sueh storage, .

CaRgEnun
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: R""COPD, iANAG‘*-MENT
£ DilelSTPATlVE SERWCE

Acting Perscmmel Director, Persomnel Office
Chief, Admindatrative Service
Rocordn Haintenanoe and mnpus:ltim Pz-oblm in tho Permael Offioo

Thiﬂ hriof, tactml mport is uuluittaﬁ in tha cause of
~ more efficient and effective maintenance and dlsposition of
- the Agency's personmsl records. The facta wers gathered '
during the inventorying of the records of your Office by
analysts of the Records Manogement and Disgtribution Eranch,
~ This Pranch will assist in any way thﬁnﬁ.bloinmingmv'
aw mcmnﬁatiw aug:geatod s.n '

Attactkoanta: 2

1 = Pactunl Rencrd g
As/RiBymikyely “rehives uchednlo Ro, 1
.11 a.ddreasee - ]

-gignee - 2 .
Rec Mgh - l/ .

g8In |
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The Records Mamgamnt and Distritution Branch will th:n S

sulmit thess items to the Natiomal Archives and the hmgms, |

which action will give legal force to the records retention

and dlgrosal activities of your office, Items that do £4t

the administr:tive cirewmstances of the office will be actepted
- 48 the standard for the :et.ention ana diawml otl’eraml

Regorda of thia ﬁgeney‘ :
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