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WASHING'I"ON D. C. 20407

i - . } . : o _ —J 7
| GSA REGIONAL BULLETIN FPMR NO. 3-A-10

| : GENERAL

| TO : Heads of Federal Agencies and Field Offices Located

j in General Services Administration, Region 3

l ° - s .

| SUBJECT: Operation Cleanup - . &'

| 1. PURPOSE. This bulletin provides instructions and procedures for
| . the accomplishment of Operation Cleanup within those buildings
maintained by General Services Administration, Region 3.

2. GENERAL.

a. GSA Bulletin FPMR No. A-13, dated October 5, 1966, sets forth
| the basic outline for the campaign entitled "OPERATION CLEANUP"
during the month of November 1966. This campaign is one phase in
the implementation of the President's memorandum of September 16, 1966,
on cost reducticon in procurement, supply and property management.

b. The basic objective of Operation Cleanup is to identify all
items of equipment and supplies not in use or necessary to current
operations. General Services Administration will assist agencies
in identifying, removing, and reassigning or disposing of excess
materials as appropriate and will establish a pool for storage
against future agency requirements.

c. This campaign will be accomplished through the formation of
teams consisting of agency and GSA -representatives who will perform
a "walk-thru" of buildings and storage areas under GSA assignment
control.

3. PRELIMINARY AGENCY ACTION.. Prior to the Operation Cleanup teams
“walk-thru," agencies may want to evaluate their supply and equip-
ment needs and internally reassign items as appropriate. Any
excess items may be tagged and set aside to expedite review by the
“walk~thru" teams.

4. OPERATION CLEANUP TEAMS. The teams will be composed of an agency
representative and appropriate representatives of GSA. The agency
representative should be a high-level officer with the authority to
decide property needs and make on-the-spot decisions. The GSA
Buildings Manager will contact your team representative very shortly
to establish a mutually agreeable date and time. for the Operation
Cleanup "walk-thru."

Distribution: R3X-1; 3GSA -X1
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'b. Items transferred on SF 120, may be removed from agency account-
ability records upon receipt of .a copy of the SF 120 signed by.a’
GSK official. :

8. /SA STAGING AREA. Building 197, at the Navy Yard Annex, has been
designated as the GSA staging area for receipt of excess items.

9. OUTSIDE METROPOLITAN WASHINGTON AREA. The GSA Buildings Managers
at locations outside the Metropolitan Washington area, in collabor-
ation with agency representatives will conduct Operation Cleanup, as
appropriate, for their particular location. The basic guidelines set
forth in this bulletin will be followed. .

iOﬂ EXPIRATION DATE. This bulletin expires November 30, 1966.

*~

wxﬁ’ﬁwysxz—
DAVID PHILLIPS

Regional Administrator

N -
DRI /A BN 4

PAR 7

GSA DC 67-6976
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SUCGESTTIORS FOR CONDUCTING A

RECORDE CIBANOUR CAMPAIGH

October 1965

Goneral Services Administraticn
Haticoal Archives anfd Records Servics

IS
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Foreword
On Septamber 22, 1966, the Presidemt asked all &e:partmea&s and egencies in
the Exccutive Brapch to comduct a records cleanout campaign by September 1967
in the imterests of economy and efficiency. The folloving pages coutain
suggestions relating to the comtemt, objectives, snd operetion of such a
cleancut campaign, based on the expericuce of GSA and other egencies.

Exhibits 1 %o 6 cummarize information an records cleanout campaigne conducted
by six sgeacies, inecluding tuwe et the burcau level, ém 1965-1966. Kits
contataing move detailed infarmaticn on ¢these campaigns may be cbteised by
agency recoxds liaizonm officers from the Operations Division, Office of
Tederal Records Cemters, WARS (Code 13, extemsion 35185).

What is a Recowds Cleenout Campaien?
A records cleanout campaign is a concembrated effort over a Lixed period of -

time %o transfer fran office space and equipment, or to dsstroy, veeords not
needed in Geily agency busineas. In such a campaign records are:

- Destroyed immediately in accordsnce with authorized records
comtrol schedules, or geaexal records schedules as sdopted
by the sgeney, or

« Transferred to Federal Records Centers or to sgeacy holding
areas.

Generally, such 2 campaigp has the following clememts:
| 1. Pleovning

2. Issuing Directives

3. Training

k., Publicizing

5. Destroying ard Transferrisg Records

6. Reporting

Declassified in Part - Sanitized Copy Approved for Release @ 50-Yr 2014/05/16
CIA-RDP70-00211R001000410012-4 S




A S
’ Declassified in Part - Sanitized Copy Approved for Release @ 50-Yr 2014/05/16
ClA- RDP?O 00211R001000410012 4 B

1o P}.mm.,ﬁ%

Flmmﬁ.m; for & records cleanout campal

gn. should be based on the assumption

B

}

_ that the emtire sgency will be im@?s.mdg including ell headquartevs and
ﬁemfofﬁe@so Unless there are compelling reasops to the ecubzery, nc

) e“‘ﬁ@@ should be exempt. Reeamg officers, or c‘@:hersr"reﬁp@mible for the

)2 _:ezm , should therefore be certain that lxmsozm p@ra@me] are @asigmtea frv]
f"@@m @me mgem@yo |

' "vmese liais&m persconel are the divrect ?&pﬁ*@saﬁ*’@aﬁ%s @;i‘ the mem@s 'of?i@@z*za
. Por ‘t@he cleammt operation. If they do mot already i‘m&tim a.s llazs@m ‘

pars@ﬁml in *«m agency records éisp@aal @mgz*am,, "%hmy m,y bes

" a. Files superviscrs,

b. Admfmistretive officers, or thelr assistents

Dééﬂ.gxaafwﬁ personnel should heve at least o rudimentary knovledge of recorés
, »&ispcsiﬁ@m policies and procedures. I they 40 not have that kﬂa@wl@é@%
. they m@t acguire 4% m the trainiog pmgmms devised m, @@ﬂmcﬁmm wi'@fa the

meor@.a elespsut.

During the plasnizg stage of 'i‘;ixe cleancut, &t least smml mestings é“ﬁm@lé,

b@ held with the lieisen group to discuss proposed plaps end p@@@eﬁumgo

These meetings | sh@ul@. aéccmyliah the Pollowing:
a. A @cal should be set.

Teis gonl, which should be expressed as a percentege of ageney m@@&“e‘ﬁs to be

transferred or destroyed, should be determined with the followirg in mind:
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. The percentage of agency records iy center-tyne srace av storase ar\,ss\ '

The Hoover Commslssion of 195% recommended tho? at least G0% of

sgeney records snould Le in recovds cemters or egeacy holdicg aress,

o Ihe ratio of cubic feet of records to the mmder of employzes.

This 18 one of the yardsticks for measuring the effectivensss of

any reccoxds dispooal magram 1}3&6 cuble feet of records; in

goncy office space, for esch employee is the present Government
Y —— / g
a:vﬁgsgea For mos? agencies this figure chould da lowoer. W

Exi:1vd% T provides Government-wide records holding sistiotics for fiscal years
© 1962, 1954, and 19%6.

b. The lergth of the clescout should be deotorminmed.

-

This will vary with the deperiment or agency, but past experience has shown

that the elearcut ehould not last more than six weeks nor loss than two weeks.

co The dates of the cleancut should be detm*ﬁ;mae

Thn clcancut chould be scheduled during a period when it does not conflict with
cther major egency activitien imvolving large mumbers ‘ot aduintstrative pevsonnsl.

) lm should rot be scheduled duriug kolidey perlicds or at other tines vhen usny
employees are likely to be absemt.

4. Plap the steps for the cleanout, including those discussed helow.
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The departmental or ageney &irective amnowncing the cleanup caupaign should
be Zigned by_tbe head of the agency or his immediate subordimate, and should
be dlstributed to all concerned. The wording of the directive may vary, but
it should contain at lemst the following elements:

- Purpose of the reeords cleanout campalgn
. President's directive of Septesber 22, 1966/

° Mcleanoutasanaidtogoodofficemem‘bMemw/

b. Packgrownd
« Volume of records in the agency
o YVolume of records in center-type space

« 'The moratorium on f1ling cadbinets A//
- Results of previous cleanout campaigns, if any \/

c. Authority
» The Federal Records Act of 1950

» The Records Disposal Act of 1643
+ 'The President‘s directive \//
. m 101"11 ox"e\

4. Frocedures
« Assigament of oversll responsibility for the cleanout, covering:

. Inmstructions

o

Training
o Reporting /
3\

¢. Cecnelusion

« Expression on personal interest snd support for the cleamout

The records officer, or the officiel respomsible for the cleemout campaign,

should emsure that his lisisom perscmnel in turn issue supplenentary directives
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\ | 3. Zraining

The training program developed in comnection with the records cieanout
- campaign shkould have two aims:

. Have agency personnel vwno vill be most bwavily invoived in the
cleanout be familier vith the basic policiles snd procedures of
records disposition and transfer.

« Discussing anéd cliarifying tho techniques to be uzed in the cleanout.

The training progrem, vhich should not take more than one day, can be
presented as a records disposal wvorkshop or as a series of guestion and
nnmm-l sessions. In either cave, UARS records disposal specialistc may
be able to participate, if needed,

Tmimescmemm of two levels:

o The liaison personnel, who will in turn train the file clerks
and secretaries having ifmssdicte charge of agency files,

- The custodians of the files thsisseives, who will then be expected
| ' 10 apply the cleanout technigues without further instruction.

} The training progrem should ba introduced by a discussion of vhat the
agency hes done in ‘the pest in destroying and transferring records, and
how the records cleancut relates to the disposal progran.

Befe is a suggested list of topics to be covered:

A, Dilpblal
« Agency scheduies

i

. Gemerel records schedules T

. HARS Handbook Applying Records Schedules
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bo

d.

e,

8

€.

h.

Transcfer

o File bresks

« Kligibility for tremsfer

» NARS Bandbook Federal Records Centers

Perpanent records

Ronerecord material

File cabinet moratorium

Computing records volume

Computing accomplinkments

Reporting

6=
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h. Pble Comend m
mmcmwmﬁ@mmaummwmatwnﬂmcfau/f
parsomel in the agency by a voriety of dzviees:

Cortoonrs: These can grapkically {llustzate the value of ond peed for
th rocords cleomout campaign. With mﬁm and ingenuity, 'i;hey
ean be the most influsntinl single r2fiua for publicising the campaign.
Humerous examples are avolladle in the kits an rocent carpaigns referred
to chove. |

Bulleting: FPeriodic dulletino suraricing in & fou vords the objectivas
of the camign can be wilwble. These ean erphnsize that: d

8. Fover wmecded files moems dottox aﬁmaie&ation. V'

b. Fower files result in o core attractivo office, which is &
mtter of persoanl pridoe.

c. A good cleanout Job con reflect oredit om the entire agency.

s If the aaeney hae o reuspoper, or "house organ,”
the drive should bs promimsatly feotured in it. /e text can be
accopanied dy pictures shoving file enbinets being euptied ,‘ or shoving

e —— e p——— )

office conditions "before” and "after”.

~ Pxees relepses: 8Soxe lorger egencles end Gémrtmn‘ba have snnounced
their compaigns by press releases issued to the commercisl news services
and to newspapers. In most cases these releases ectually appeared in
rvewspapers with both local and natiomal distridbution.

-
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S. Destroying and Transferring Records

Here are questions and answvers pertaining to the major aspects of technigues

used in the records cleanocut.

a. What records may be destroyed?
Files are destroyed dwring a cleanout under one of the following
authorizations:
. Agency records schedules /
« General records schedules prepared and igsued by NARS, and
adopted by the agency V
« Agency standerds for the destruction of non-record mteriM

It should be emphasized that records are to be destroyed only if
they are eligible under authorized schedules, and that if there is
any doubt the records in question should be transferred rather than
risk illegal disposal.

bo What records should be retained?
Although the cleanout campaign emphasizes disposal, recognition
and attention should be given to records of permaneant value., Agencies
for vhich a records retention plan exists should ensure that no
archival records described in it are déatroyedo They can, of course,
be transferred as part of the cleanout campaig. If & records
retention plan does not exist, records earmarked as "permanent" or

"retain” in agency records control schedules should be transferred.

¢, What records should be transferred?
In general, records'are eligible for transfer if they are referred.
to not more than once a month per ﬁie drawer. This should not be
<+ an inflexible standard, :File custodians themselves are the best
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d.

€ao

;:3 L
¥ >

Judges of what should be sent to the records center. They should,
however, be asked to justify continued retention in office apace
and equiyment of records which are over two years old.

How should non-record material de %’ ?

The records cleamout drive should mot be limited solely to record

' material. Ror should mmch effort be expended in attempting to

distingulish between record snd nonerecord material. Both should
carry retention periods, both occupy file equipment, and both should
be counted as part of campaign results, Furthermore, the cleancut
should include refercnce materials in office bookcases maintained

for locsl use. It cannot include; of course, material in 'agancy

~ libraries or stocks of publications.

How can file dreaks be used in the cleanocut?
File breaks, i.e, file cut-offs, can result in transfer of a portion

of a large file which cannot be transferred in its entirety. This

technique is used mainiy for correspondence or subject filéa, but
it can also be applied to closed case or tra.haaction files,
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‘6. Reporting

Raporte of accospliskment should contain st izaut four itess of informati

-

Volﬁn of records destroyed.

Yolume of records transferzed.

Busber of file cobinots released.

Square rootagé of space recovered, if sny,

Reports made in copnection with ths records clesnout are the folloving:

» "Feoder" reports from liaison parsounel to the official responeivle

for the cleanout campaign. These reports should be uniform. An

. agmcy-vide form or form letter should be deviged and distributed

b.

€.

for the purpose.

Tae frequency of this report depends on the length of the cleanout
carpoign. If the cawpaign ie to cover less than one month, only
a fingl roport should be nceded, However, a campoign lasting more
than one montk should require one or tvwo cumilative progress
reports, and of course a final report, |

Suxxary report from the records officer to senior agency mnagemnt
officials gt the end of m cleancut canpsign.

A swmary report to the Budget Director, reguired by the President’s
meyorandun of Septexder 22, 1966, within 30 days after the cleanout

Exhibit 8 shows the minimum statistics which an agency should asgeuble

and report to demonstrate the effectiveness of its campaign,

E?‘..-‘ P

-10-
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Othar Benafits

Deyond the immediate objectives, s records cleanout may disclose related

areas for paperwork improvements., Potential areas may include:

e

b.

Ce

d.

e.

Pl

Better controls over records creation, primarily in correspondencs,

forme, and reports,
Improved records smaintenance and files classification syatems,

Improved records schedulen, becsuse present schedules are cutdated,
are too difficult to apply, or do not cover all the records,

Irproved utilization of filing equipment,

Release of f£iling equipment for reuse or for declaration as excess.

.'.,Y - -
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Contiucted by s

NATIONAL AERCRAUTICS ARD SPACE AIMINISTRATECH
July=-October 30, 1965

Scopo. Th2 DASA records cleancut, called "OPERATION CLEANUP," covered the
entiro cgoncy, UDASA 48 o major imdepondent egency employing about 36,000
peoplo. Ito keadquartexc are in Washington, end it operates 13 ﬁ.eld'
instollationn seattored throughout the country. The HASA records cleanout
vas part of o progran dcveloped in 1965 to establich n adequate peperwork
papagerant progran in NASA for the first time.

Pre Bters, Tho project was pececded by BASA Rocords Menagemsnt
TW—H%;’%@ for reprecemtetives of Rastern inotellations, and in
San Franeiceo for thooe on the Wept Coast., While these seminars, conducted
eainly by DARS peroonnel, covered the whole area of records disposition
ord archival ransgersut, 1t vas presemted as a prelude to the cleanout
carpalgn. In eddition, orfentation restings vere held with Division
reprocontatives in heedquarters.

Plamning. Planning for "OPERATIOY CLRARNUP® begsn in May 1965. Liaison
people wore oclected, ond publicity rateriale axd inntructions wore drafted.
Dates for tha project wore set at July L to Septenmber 30, 1965, although
the drdve vas later extenfied through Octobdor 1955.

ol Directives. Subsegucntly, "OPERATION CLEANUP" wag
nmoumeed by & HASA-wide eireular. The carpalgn at each instailation

wno organizcd, avd recoxds roncgerent officerz keld orientation meetingn
vith designnted Division representatives. Detatled imstruction shasts
were p20poccd ard issued to provide guidance. The project vas coordinated
by ths Offico of Admimiotration in hssdguarters, ani by Directors of
Mrinictration in the £ield, "Fop talk” bulletins eund ruports of progress
in th> forn of bar charts vare insusa periocdically during "CPERATION
CLEARUP" to those involved. ‘

M].iﬁm » "OFERATION CLEAIWP" was cxtomoively publicized. Yy & ceries of
bulletins, postero, ond cartoons secattored throughout hocdquarters and the
ggld imstallations. The £16ld supplertnted theoe with waterialo of thoir

Roportg. CGuulative roports vers required moathly, chowing the volums of
recordn trosoferrcd ami deotroyed, apd tho filing equipnemt cleared for reusa,

m@im. A finsl report woo issued to gl participants, showing the
rolloving: ’

Voluv~ Racords Dastroyed: 38,589 cudic feet
VYolwy> Rocords Transferred: 5,657

Refluction 1n Eoldings: 19.3%
Filo Coedinats Bolemacd: 898

Further dobaill cou'bo obtainod by ealling M. Siduey Musssluow of NASA

Foa.m am SV SR N % N 3
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Conducted hy
TREASURY DEPARTMENT

April 15-May 30, 1966

Scope. The Treasury's records cleanout campaign called "Spring 1966
Cleanout Cempaign”, covered all organigationel elements. The canmpalgn

vas conceived and launched as part of a cost reduction progran and to
prepare the biennial report of rxecords holdings for submission to HARS.
Rophasis was placed not only on the destruction or transfer of records,

but. algo on better utilization of £iling equipment, The Treasury Department
axploys about 95,000 people. '

Preliminary Steps. The project vas proceded by a meeting of all buresu
records officers. Ihe group was addreased by Mr. A. E, Weatherbes,
Assistant Secretary of the Treasury for Administration esnd Mr. Paul
HeDonald, Director, Office of Administrative Services., Various wembers of
the NARS staff also participated. The discussions concerned the reasons
for the cleanout and the factors involved in operating a successful one,
archival foctors, and related mattors. Other nmeetings vore hald in the
Departizent on the subject from time to time.

Fleaning, mam&ngﬁrthei&amclemtcamignbcmeﬁrlyu
Janusry, 1966, The records officers of the divisions and bureans were
alerted and wore asked to organire internally for the project, Dates for

the project vere set at April 15 through May 30, 1966,

Formal aml Informal Dircctives. The "Spring 1966 Cleanout Campaipn” vos
lawnched by an Administrative Bulletin to heads of Treagury Burcaus on
Pebruaxy 16, 1966, which was supplomsnted by instructions internally in the
Buregus and Offices of the Department., The project was coordinated by the
Office of the Director of Administrative Services in the Office of the
Secretary. During tho course of the campaign several progress bulletins
MMo [ '

Publicity. The clcanout campaign was very extensively publicized throughout
Eﬁm. A variety of bulletine, posters, and other materials vere

distributed to employees with pay checks, and by posting on bulletin boards.
The fival poster, in fact, was & "well dome" to all employees.

+ A single report was required from cach Pureau and Office, shoving
the volure of records destroyed ani transferred.

A%iswl. The final report of sccomplishmants, isgued to all records
officers 3 .

Volumo Dmtmed-: 51727 cubic feet

Volwas mrm: 41553 cudic feet

Reduction in Holdings: 8.5%

8avings through Destruction and Trensfer: $333,%05

RN A A B AU PP
Further details can be obtained by calling Mrs. Durothy Sparks of Treasury
Declassified in Part - Sanitized Copy Approved for Release @ 50-Yr 2014/05/16 : [fice of Federal
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SUMMARY OF RECORDS CLEANOUT CAMPAIGN v : 3

Conducted by
NATIORAL BURBAU OF STANDARDS, DEPARTMENT OF COMMERCE
March-May, 1965

Scope. The records cleancut of the Burean of

O $ho Degariment of Comereo, vas Moum o (e’ Lo, SOzt
cmredelmnuorthe&ma.uintm‘iaahmgtonma, and wvas spurred by
two factors: ths file cabinet moratortum impoged by the White House, and
thameftbhmaufmwbmm mNortmthasmngtc’mto
nev quarteors in Caithersburg, Maryland. The drive coversd record as well
a8 ron-record material. The Bureau of Standands eaploys about h,000 people.

M‘ The arive wae part of the overall plamming ]
vhich -
cededthamsmetomqm . Spaceusimtsmmep::

the assumption that centralization of organizational units would

result
in a reduction of epace needed for files, and that imactive ¢r semi-active
files would be ‘ransferred or destroyed prior to the move.

o Flamning for "OFERATTIONS CLEAXOUT" began sarly in Fedbruary
8on personnel for the drive was selected, and publicity materials
desiguated Tor 1o peosect Mty o, aoth of erch, 1565 ves
proje t it act ext
because of the mmmué response, ended i

Formal and Informel Directives. "OPERATIONS CLEAKOUI" was amounced by

mmznmmmmmm:mm@mau, supplemented

by & more dotailed inmstruction to project leaders from the Associats
Director for Administration. The campaign was coordinated by his office.

Pn‘blici”g. The cempaign vas pudlicized extensively by ters, leafl
and r medis placed oa tulletin boards thmxg&utb:hcw:smc;. e

o Ammssnportnnﬁafimlremm uired, showing
% voJ.E !E!me of records destm trensferred Mm’ ¢ file
cabinets released for reuse, ! » 8ol the n of
Accomplishments. The final results shoved the following:

Volume Destroyed: 7,000 cubic feet
Volume Trensferred: 1,800 cublc feet
Reduction in Holdings: 2#
File Cadinets Releaged: 825
Linear Feet of Shelving Releaged: 2550
Furtber details can be obtainedby eauing Mr, Valter Weinstein of the

Bureau of Standards (Code 154, extension 760
ey 9), or the Ope :
Office' of Federal Records Centers {Code 13, ext’ension 351853.?““ Pivision,
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Conducted by 4
BUREAU OF TEE CEFNSUS, DEPARTMENT OF COMMERCE
April 4-15, 1966

Scope. The "Cleam Out Campaign" of the Bureau of the Census was part of a
Department-wide effort ". . . designed to reduce office menagement costs end
increage operating efficiency by disposing of UBNECER8eYyY YRCOords . o o "
The cempaign %oversd all elements of the Buresu, including both operation
and field offices. Its operation officee epe in Pittsburgh, Kansas, and
Jefferaonvilie, Indiana. The Buresu exploys ebout 4,500 people,

Freliminary Steps. The cempsign wes preceded by a records disposition
course comnducted by the Hatiomal Archives and Records Service during the
veek of March 21, 1966, The course, attended by & files or secretarial
representative from every crganization, covered records scheduling, transfer
volicies and procedures, nope-record Baterial, and application of disposal
euthorities. Aleo, meetings were held of supsrvigory personnel o discuss
the clesmout campaign.

Flanning, Flenning for the cazpaign began early in February 1966. Liaison
people were selected, and publicity materials and instructions were pre.
pared, Dates for the project were set ss April 4 to Appil 15, 1966,
although the period was extended to Ap¥il 22 for some of the larger divisions.,

Formal and Tnformal Directives. The cleanout cempaign was anmounced in the
Bureau by & circuler ietter to all divigions and offices. It was coore
dipated by the Administrative and Publications Services Division, and by
desigrsted liaison officers in the field., A report of progress was isgued
before the end of the campaign.

Publicity. The cleanup cempaign was pudblicized throughout the Bureau by
posters and articles in the Cencus Bulletin, the Buresu's “house organ; "

Reporte. A progress report es of April 8 and a finsl report were reguired,
showing the volume of records transferred to the Centers; the volume
destroyed, and the mmber of file cabinets cleared,

Accomplisheents., The final sumary report showed the following:

Voluwe Destroyed: 1h,292 cubie feet
Volume Traneferred: 2,79). cubic Peet

Reduction in Foldings: 16%
File Cabinets Released: 125

Further details can be obteined by celling Mr. Mel Haskell of the Buresu
of the Cemsus {Code 157, extension 2L6), or the Operstioms Division,
Office of Federsl Records Centers, NARS {Code 13, extension 35185).

. 8Ty
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| R
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SUDARY OF RECORDS CIEALROUT CAMPAIGH

Canfucted by
Dapartmant, of Agriculture
FEERUARY, 1986

ggm. o Agriculture Depaetoent roeords cleannut drive, hnom as the
CLEANBULEP CAMPAIGD," covercd nll orgmaisational units in the Departrmt,
eousioting of Hoodgquerters in Fochiniton, ord the rore thon 13,000 Kol
officoc throuthout the coumry. Tho canpaign vas airod at four torgets:
rocords,; publicotions, cguipsnt, end oupplies. The Dopartnent erploys
about 130,000 poople, inelufiing part tice ard intermittent ermloyoes.

Prelinienxy S8tops. Tae compaign was preceded by rectings held with records
JMeaicon officors. Among the matterc discussed vere the rveasons for the
cargolen, tho proposed rmethods of orgavizing it, the lenzth of the project,
erd 1ts tindrs.

P  Plamminz for the "CLDAKSWEEP CAIPAIGI™ began in Decesder, 1865.

con officers in each egoney amfl office vere alorted, and ertemaive
publicity cnd fcobtructionnl matoricls wvere drafted. Tho project was sct
to cover the outire month of Fobrunry, 1865,

Poreal oo Informal Dircetives. Tho "CIZARSHEEP CAMPAICD” wme amnounced by
a directive fron the Secrotory ¢o all crployees. The Sceretory olse cent o
diroctive to the hoonde of cgeneles onfd edircosed then of o reoting. The
coarpaizn wao coordiunted by the 0Cfiecc of Plond ord Oporations, throush the
recards managcront offices in cach mjar cubdivicion of the Dopnriront.
jor officos publiched cupplemorting directives of thelr own.

Fublicity. A videspread publicity progran adverticed the project. A press
rolease anvouncedl it to pewspnpers ond othor inforrational refiln. EBight
different posters, preparced by tas Director of Porsoneel, vore used. A kit
was propared far the use of cach Hoshington and field locntion, contnimin:
copies of the eight posters, the Seerctary's dircetive, ard o reportirg form.

Reports. A roport vos required by Harch 23, showing the velu—2 of record ond
nor-recard ratoriol transferved and dlopoced of;, and the value of equiprant
cleared or declared oxcecs. ,

Accocplich—~ontn. A fimnl repors, publiched as & cerorantum feony the Secretary,
choved ¢ho follouirs reoults of the corpeign:

Volura Doctroyed: 79,395 cuble foot Pile Cobinato Relecoped: 13,928

Volrr:a Trimofeered: 25,072 cubie foot Pudblicotions calvoged
or returned for resuse: 4b,860 cu.rt.
Reductiion 4n Holdingo: 11 Buprlies turzed ir Lor ro-use: $24,986

Azeder 00020 ean U3 arindrsd by cQlldes 12, Poter Doyle of Anrienliyeo
(Coto 21, ertendfen TR3L), o 50 Opcvotions Miviofen, G£FCO of Poforal
Reesxdo Comtoro (Cely AR, eronden 35165).

'R
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Conducted Ry

GENERAL SERVICES ADMINIBTRATION
JURE, 1965

Scope. The GBA cleencut campaign wes called "Operation Cleanowt for 1965,"
amémrsdmtmlyﬁeadqumsmmmthm. The stated
goal vas "to clear out the semi-active and inactive records which have
become eligible for transfer or disposal since Operstion Clesnout for 196h.
The 1965 cleanout was decided upon largely as a result of the President's
poratorium on file cabinets.

Preliminary Steps. Before detailed plimlnc began, considerstion vas given
to improving procefures used in the 196k campaign. Informal discussions

were held with records liaison officers alerting them to the possibility of
the cleanocut, and urging them to prepare their organizations for the drive.

Planning. Plananing for "Operation Cleanout for 1965" began in Mareh, 1965.

- Publicity materials, instructions, directives, and other needed documents
vere drafted. Also, an "Operation Cleancut” fact sheet was developed for
participants in the project, providing information and suggestions pertaining
to:::msmchuthemmmtotmm, the disposal of nom-
rec materials and transfer and disposal procedures. The cleanocut
set for the mti of June, 1965. e

Formal and Informel Directives. The cleanout wvas announced by msmorandus
toautap?ﬂficialsmmorneemmm-. The project wvas
Division of Contral Office.  Tasommtiome) M crriive Services
o ce. ormsticnal memoranis were

ns_the . devised end fssusd
Publicity. Ae in the 196k campsign, an extensive series of posters and
other msterials was distributed throughout GSA, and posted om bulletin doards.
Regional offices, 1nmmm1ocuumofthurmtomuu
the project.
Reports. A single report was required st the end of the cleanout from all

Services and offices, stating the volume of records destroyed and transferred
and the amount of filing equipment and office space released for reuse. ’

Accomplishments. A final report to the Administratar showed the following:
Volume Destroyed: 22,679 cubic feet
Volume Transferred: 2b,T38 cubic feet

File Cabinets Released: 3,526
Reduction in Holdings: 37%
Further details can be cbtained by calling Mr. Robert Beets of GSA (Code 183,

extension 5132), or Operations Division, Office of Federal Records Cemter
.. WARS (Code 13, extension 35185). o >
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Department
ofeice Space
Stmg'e' Space

Tetal

Field
Office Space
S‘mm@e Spaee
Ag@my Records Centers
Total

F@dgml Records Centers
Naticpel Axchives

Total

GRATD TOTAL
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ALYL DEPARTMERTS AND AGENCIES

RECORDS HOLDIRGS STATISTICS

(In Cubic Feet)

" F.Y. Ending

.

2,840,923

276,673
3,117,596

20,277,639
1,869,959
1,190,0k2

F.Y. Endiog
_agsh

i1

2,850,295
335,167

13,337,620

7,163,542

- 3,185,462

10,513,217
1,85, 148

8, 077,64k

2k ;532,860

* Pigures for four agemiém are estinated.

950,226

113,288,801

7,689,108
PaTS——

899,105

8,588,213
T —

25,0682, 566

ST 5 K s "”7 !

A
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F.Y. Ending

2,948,954

3533%,667%

10, %37,17%
1,910,646
756,620

13,084 khre




Declassified in Part - Sanitized Copy Approved for Release @ 50-Yr 2014/05/16 | 8
CIA-RDP70-00211R001000410012-4 L TTTTTmemRe

. -‘mlm Xl
Lo T e Lot

—— o e = . .- : P e L.

Sty A o_ard _ C e Seed)
Reeaedt L. vy 9 -
Eaﬁimied Vods 2 Voluo Lg% A0
Holdings At Travoferzed Dastroysu Teinengs AG
Begirning OfF Dariay Dwripg Epd OF
_ Compaign Covoadsms Carpalgy Cacpnien |
Records in
Office Space
Depavimept
Ficld . —
Total
Records in
Starege & Holding
Ares Space
Dapartcent
Pield
Total
Reeards in
Fedeoral Records
cmm L Y L T Y
GRARD TOPAL _
Spaeo Redustions (1n sgusre feet)
Office Space ' Storoge & Ba:uuga, Aepas
Field Field
Total ' ~ Total
GRAID TOTAL
Equipstent Reductions
File Cabinets (Nuxber) Shelving (Linzar Peet)
Signatwra
Title
g »' o Dates

R . ‘

Declassified in Part - Sanitized Copy Approved for Release @ 50-Yr 2014/05/16 -
CIA-RDP70-00211R001000410012-4  °




