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19 July 1966

MEMORANDUM FOR: mecutﬁve Officer to the DD/s .

SUBJECT: -, ' Qnarterly Report far the Records Administraxion Staff -

, The folloslng is 8 summary of the principal activities of the Records
' Admlnistration Staff for the quarter endlng 30 June 196 o .

- 1. Records bispoﬁltlon _

, 1. Appruved revisicns in 12 Records COntrol Sdhedulea submit
by cperating officea,

$1gnificant dispcsition instructions were‘_

(a) The first afficial Records Cantrol Schedule cavering all .
records of the Office of Communications was completed ~ Schedule
covered L,200 cubic feet of records. ' '

“(v) A Récords CQEtral Schedule for 252 cuhic feet of recurds
in the Compensation and Tax Division was ayproved; only 1 cubic
foot of these records is permanent. .

(¢) ve dzsagre@d with OCR on their project to retain permanant

- Source recdrds of intelligence materiale received and distributed.

We will now conduct e joint survey vith them o datermine how 1ong
these records should be hept._ .

'II Vital Records

_ Revialons were approved in Vital Records Depoait Schedule for
WH/DDP, Monetary Division/OF; Special Progran S‘Laff/como, and
'Personnel Operations Division.

111, _Recarés Centgr Qperatians

1. Received 3,587 cubic feet of inactive records; eliﬁinated."
2,611 cubic feet; net growth for this quarter 976 cubic feet. On 30 June;
there vere 87,705 cublc feet in the Records Center, ' :

_ 2. The Records Center furnished Headquarters offices Reference
service cn 32,415 items, en average of 514 per work day.

' 3. The Office of Security completed an Inspection of the physical
security aspects of the Center and submitted a report on their findings to
" the DDS v

. ' j"k, f‘ .. ,:_ < {’ . l.' {S»
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T | ,’ h ‘I‘here were 101 Visiters frem Heaﬂqlmrters officee including a
S group of 29 Tramees and another greup of 25 people frem DDP. - L

v, mung Systeme, Equipment anxi Supplies

1a 4n expenaitum of $1& 316 far new ﬁ.}.ing eqmpment (Safes end
‘Ca,binets) wag avoided by cemfincing the E‘D/OL that Agency néeds shonld be :
‘ f‘illed frem existing supplz.es aad centempmted "turn ins" of equipment.

co Reqnirements for 58 ‘separate inetallaticns of specialty filxng
, eqpipmen$ were approved; thisd-equipment will save epace and reésult i more
. efficient filing systems, One of the requirements of specialty filing
' ;quipment Wes fi.lled by using excess suppli.es at & sanngs of‘ approximatel.y
’0001 *‘, L . .

' wes arranged with the manufacturer. This is & Swedish invention using equipe'
ment that rolls on metal rails on the floor, It is similar to conventionsl
shelf filing bub each section can be rolled.'accordion fashion” to save floor
space, The exhibit was attended b;r 89 Agency personnel, One installetion of

- this equipment has been completed :m N?IC and others are :Ln precess in DDS&'I‘ '
' and Cbm{). co . . :

~ L, A propoeal from Office of Seeurity for a Power Shelf File uni.t
o costing $7,193 was not approved. Instead, we proposed - equipment cesting
o su’betantia.lly less and providmg a net sav:.ngs of - $£>,860.

: 5. A requisetion from the Biegraphic Begister for 20 additional
Ca.rd File Cabinets was disapproved-because inactive records have not been
retired in sccordance with existing Records Control Schedule pravialons.
'I‘hxs ac‘titm avoided the expenﬂiture of $310C‘:. , ,

- V Forms Management

1. Cmnpleten the necessary requirements for 43 new end 68 reviaed
forms, with & yetentiel of. preﬁnciﬁg 1,3?5,899 pieces of paper. '

3._ special exhibit oi‘ & new concep’o in records storage, ’Fullsyace s

-

. 2..7 Fliminated 2&5,000 copies of obsolete forms from sterage ‘space . |

in offices and the Supply Depot

3. Worked with the Office of Legislative Counsel in the develep— .
_vment of a new form, “&nplcyee cgnfidential Statement of mployment and -
- Pipancial Interest" ' R ,
. Vi. Brieﬂngs on Records Hanagement

I made the fcllowing presentations on the Agency Records }Magement
Progrm~ . . _ .

7 4.9 April - Sen:l.or Stai’f Meeting of TSD/DDP.

‘b 20 April == ng'eerj'l‘rafnées wit‘n OTR. , -'

STAT S 8& om s has requeeted that I make presentations approxmetely

every 2 months beginning in September at the ‘new Program being developec‘i

: FPranw +ha TN suvna
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ViI. Traming and Personnel

STAT_ P l. : Messrs‘ 'attended the Iri‘térnational
Conference of Archivists at the State Department in May ané the testimonial
1uncheon spongored for them by the E‘edersl Records Officers. ‘ . .

STAT- R Hessrs\ Tattended the Conference of the
: " Asageiation of Records Ekecutives and Mmmistrators &b Atlan‘bic City
in June., o o

: 3. I attenﬁed the Fifth Annual conference of Federal Records Officers
a‘b Bcilmg Springs, Pa., on 1-3 June 196& :

STAT LT "'lr and ‘several Agency récords ‘
L off:.cem attenﬁed the Sourea Data Automation Symposim spunaored by the GSA.“ .

ks

STAT ] g 5. , a uew member of the Records Aﬁmmistra‘hion '
. Staff has completed approximately 6 months_of training in specisl fields of
- Records. Management. This included-a course at American University and -
L _Workshops at GSA, and elsewhere. Additional training is scheduled for Me.
STAT : Sso that he con be qualified to ‘accept essignments in ell fields of
STAT reccrds management le,ter. . _

| Chief, Redords Administration Staff, DDS

¥

Distribution:
Orig - addressee , LT

1 .- Records Center (w1th copy of basic report)

1 - Circulate to mbrs. of RAS staff. (with' copy of pasic report)
1 - RAS Flle (RecMgt REPORTS 1-L- 3) w:Lth Orlg. of basic report)

STAT " s /mas ms (19 Juty '.1'96'6,),
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