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3. The Records Adm1n1strat1on BranchAhas the respons1b111ty
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when the Agency Records 0fr1cer Br e c* c,thac the Records Center
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wou]d be” .u]1 1n lg'étuzwas told to find alternatives’ otncr tha AN CON
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struc11on{%o solve the problem. He thought he had fcund a solution '3
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year when the Federal Records Center construction was QEhp]efE§3and

we began detailed discnssions to&»ec0upl1>h the transfer’he found that

i 4 . S5

the ground rules of the’ o 1(1n ats understand1ng had changed either be-

AL "‘,Mm- o

| cause the management had cnunged“or there had been ¢ TacP of comglela o

| SO Y AR AR S i e L el it K

deta11ed conmun1cat10h in the ear]y negotiations. 1In any case, the
R Bnsovst e -.-..,Y’

[ﬁgency {as unwilling tc relinquish control of its records and GSA~ 1sj

\_‘._...ae._*._—.. .

unw1111ng to allow us pczm nen suse of their facility un]e;s ,: :;have

| NN, S

control. We have & rompmow1qe arranqewent Perm1tt1ng us to store up

43 b AR W-ahaw"’wu‘_—‘m e ..

to 29 B;\3O thousand cub1c feet of records in the Suitland Records

R T N v~~—'—““"'—"

Center through Decefber 3], 19717
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P

7. Dur1ng Fiscal Year 1967 tné nef* 'J‘“g. was

about 10 OOO cub1E'T"°t‘ If our growth jcontinug ;at that rate the

AT N,
| == TOUS > Siisehymigy gt R A

Records Center will be fu]] aga1n _before the end of 1970 and we will

--\.E.‘-_uu:-o

e ST TS e

have an OVLY£10‘iOf 25 or 30 thousand cubic feet in Suitiand.

8. This problem is criticais During the past few months, since
s e oot e

a———yy

we were unable to'reacL satisfactory agreement with GSA, we have. “on-

P2 )

A e R et

W2 have reviewed space’ CJFﬁQne1V ava11ab1e;to the Agency and space

T e R O

Tabout  to. b Taleasc@ard have found nothing suitable.

8. We have con: 1dered the possibility of ut»ng spat 1 but this

PSRRI *2

e, € oy

is.more expens10“)than construction because of the»’cgqgiﬁx;features
which have to be added including'ETarmm§yéTéH§??vau1ts construction,

{rextra guard forces ,Fand so on and is less desirable for other reasons.
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10. We have considered the poss1b111ty of using notorizad. Shei-

tf"‘.nnhueqmpment which would permit a deﬁer dens1tn Storage by eliminat-

_,.-—:-..--v--'a-x

ihg nine out of ten aisles. Tnsta]]atuggwﬁf this equipment would casb,

quwm, T . . e
about ;$£00,C0 000, but._would inCreasg)the capacity of the present Records

Center by “only about"28%1

."lm‘_—dbﬂ—“’\ﬁa -
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11. Microfilming and other forms of 1 _microminiatirizatich have:

[ e

R Sk e LT PR

been cow51dered aga1gﬁbut this continues to be an extremeT’ expensive
~~~~~~~~~~~ .__‘- i

alternat1ve and presents serious system prob]emsk‘¥E>t1many we have

LCO YD N SR ¢ F Sy SO, T W

obta1ned are that it would cost ‘about *1 250 OOO to contrac.«for micro-

f11m1ng rO OOO cub1c *eet :of records. To do the job~ onr’;ﬁve§§we would

i Lx.,; Noutad
o
e R e o eyt 1

need 21, 09171"9 P0>1*f0“?’for aE;]EOSL thred™ year and at least part;of

- i LR

them ¥ould have tOLbeCGW“ _permansnt i} we were to continue to microfilm

e e sy e 2 AT P e

EICIOE

new accessions.

12. There are, of course, factors 0ther_ than €55t and positions

to be considered. At the present time we have 63,000 resls’ ~of micry-

film being stored in 1200 cubic feet of space

AT T, e e e .~._

{43500 cubic feet of -punzhed cards and 266 reels.of. megnetic Yaper These

v T
~

tems are TRESGTST er 56T TUS [OEr 671 CE Frocediigwhere facilities

exist for photographinj, indexing, and reproduction or viewing of items

,,.....,_‘;

Trecallée from storage. They are”Used;because they contribute directlyy

to the'e ?é {; jene oss O F the systems of which they are a part. The use

of miniaturization reqgiires extens:ve systems stucj to provide for

R s it SNt v‘ “Ewa

wWelective fﬁ]m1h3, Sys e ematic 1ne~x1ng, purganq””1nte:;1]1ng, U§datxng,

(gt i3
A

S
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and malntenance as \ ell as, retr1ev\l aﬁa neproduﬂt1§% or enlargement

TR
|

to permit human use of items retrieved.

-l 13. Computer e;perts and microminiaturization experts have

found : nothxng on_the. mgrkef?or‘EI the “drawing boarua that will be ava1]-

Bl L i RS e L2 . )

¢ able or can br1ng records storage relief more economically than con-

struct1on~77€51n ‘the next “Five v« yearqa The policy of storing hardcopy

e LY e i st

is the pol’cy of tho Fede ra] govoranﬁt ~which has been’ cq:}}efgeu,

grev1esed, and ap_‘

v e e b ez F T

T TR T e

oved by the Ganerachccount1ng 0ffic

PR P IS S

’Trendc in the

e P

Agency are n5t“abnormau We=ha¥allel government and Tndustryrecords

o e N ki

prob]ems in 0v;7y'respkc§ and they a1l conu1lie to build.

xR o an s Dk

) ~ 14, Whether we build o Find some other.alternative we will

TN DU S oy maenirs,

gﬁave to.spend_about 1.3 miilich. doliars for a. _solutid ofiy The estimate

T T

pr $750,000" wéaincluded in the: Jrogram subm1ss1on was based upen figures

obtained from the National Archives and Records Service of their costs

tofgaggi;ﬁdt ‘theMnew Federal Records Center at Suitlaad. The Office of
Togisticsrhas since T8 jewed the estimite AN TEVISEC TTETUpWard Tto 1.3

million dollars. The Office of Logistics has "recommended*as a part of

" RN T ey w--..‘,.. e, s A e,

this the expenditure of §o 000.immediately 3 o,do:a féas1b|]1.Jf

to establish a tighter estimate.

15.  The record: storage”[oblemTwoy] d7bE1ESS T press1ng if we

had fewer records to store. CIA has aif?ﬁﬁﬁgiigﬁ?for»having one of the
Chest re¢o7ds prograins .in the government. This is prifarily becauserwe

have records"?ljspbs”;]"ancr&e:[FLTc:uBg?chedu]es for nearly all records

{.“‘ L%
b’l\u ! ‘
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the Agency produces and we_have_destroyed | éifj}he total volume that

has been received at the Records Center since itiopened. Purg 3is a

e e T Y

nt1nuua§ process. Tre annual mid-year inventories for the past ten

Qs ot T i s B

ears show that Agency records are created aL an ave rag {‘ra%e ot Ehre’{a
M M‘J, . }
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.CUblC feeu per emnloyee-> The offices and Records (enter Lf'LrOjL; L”q’

Qs R L 2

S i i SRt

ub1c feeprer employee during the year. 'HET? of tn ong ?ooC“balunce-
€ P

AL L e L SNBSS P
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is stored in the Records Center, where eventual]y ha]. of that

R S IR SIS KPIORPAR LR R >3

T T T

purged. Today the Records Center has a hLWdled and_two. Lhousen Tcubic

R pFi ot heix et

e T e ey

feet in custody. The offlces last summer had tvo houred,thnrty tno

______

W T enare AL

ii?nd ‘cubic feet 1n Headquarters office space. A magor purg1na e‘no{}

LT WE L R PR PO R TS

is now underway, but i1 will only provide temporary relief. During

M -qr—-
Five_years.we have] puwﬂeo EE.000. Cubic feet.

4uw-~)~-—“ AN

the p&a

16. Like most Records Programs, the rto1eﬂe“3KA§§§}in the Agency

P et

has been on,S¥57ag8 and 55 tructiof to relieve pressure FTTSt 67 OFFes

P e % o n

.ifpace and Tater on Records Contcr ICvage spacesy This is probably be-

- Wt )
EERIE
“

P e

cause it is 1JTat1ve7y €3Sy to” Tianage” and‘conurdl,dls>osa1 and destruc-

e PR
R TY, ~ o P,

tion and™nct so easy T manage and control” L:E& 109 and” n in;er"

which are the other principa] parts of a total records management

system.

17. Despite th: fact that concentration is or ¢isposal and

Ay TR 4

ER e 2 3 T SR

Lhestriction, e 3EiT1 tave problens with this. Whirt/-eignt thouszid

K£u91£ feetlof the records now stored at the Records Canter iy

,,,,, T A s ey, -, o e

che dalﬂd_&}_e for. d“s rucf7unj This means that fiore” bdal.ﬁnp third of

Rl Ehd ‘—"’-— .GA.‘_ e it L2 T -

--aﬂ b 4
sonl
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the present volume ﬁ@vt_>e kept forever because we have no‘nnc.aniaa,

SN, S 3

‘tq cow357 nespons1b]e author1t1es to decide what is really worth SuV ﬁg;

_‘;..‘« i VTS s el €t L £t | FORSERT e

L TR Y e o

and estab11sh realistic_ teatruc11ox}dates for the rema;nder

b R I £ S ..1"

".v —reme

18, L1tt1e or no attent1on has been given tciseleciivey

thoughtfu] 1dent1f1catlon of records which should be retained} Safe

drawers are em t1ed and the contents retired to the Records Center be-

cause there is a need fﬂr'space‘1n the safe. ;Ep efrort£1s made usually

L‘,t et

s E ey

{E&;ﬁm*nwv tne content and 1dent1fy items which really shoqu'Qe Lep*‘

Peop]e store th1ngs in files for tcn“ova?vaEEencaov "but they for

Bar o

YEView theimy sort thet and destroy any before they ére retired. We

,‘¢-. POFRET S SAPHAIY
AN

shou]d be conrentraclng;on what is vortn sav1ng N& """" i3u=t nolding

oS st s S

everyth1ng unt11 the. 1e 5t va]uabﬂg has out11ved its usefulness. The

g TR S S

T ]

1S of: the Agency will never be f’; vefuntil we

LSS PP ECEE R ¢ 2

-:- ey

get control over the1r c:eat1ong Paperwork has to ve considered in a

~'l,e'»\t,from Craation to déstructionand Tesponsibility: for it

- o T T

U "
?ﬂBt be assumc,_ojﬁﬂgewcy rcn and managen°ﬁt

e r0h N S T el et T Wl

19. We have io Dr’é?tswbanauemeﬁt Program in the Agency and” wd}

| YRR S SOy LY I

f’@ed [ : 3 n"d"bf J'cC F*r'e’—

TR T g g e g e

'ports*every year, yet 10 SjStEﬂﬂL C:&ULHO&1LaE

%Eﬁi?li@?id;“ 'T;;mégéﬁﬁéswhich may no ]onger be required. The result

is that we;$

Qe o DL i i S il

iltiple copigiimany of which 1nev1tab1y find their way 1nto Records

Center storage.
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There is no cnfeqtlye Correspondon 3 ”aﬁaﬂﬂﬁﬁni Pronralf1n

Lo
T e v at o vmgp

the Agency and' 2 need oné. We have” no Way of conbrulf?ng or manag1ng*

T e S wis, ,M__.‘...p-\.._.. R

- A T T

the creation ol_ggqer and o sysECHEETc and'tn1form1y app11ca51e method
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PR L e e T e,
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g~y gy

of determining’ \'o ghculo be_the office of”record

SR R S S S e

ket A

Consequently C; Of?q#

T e e

eeSL‘COO”d1natOP

el b s e @S A Y

p

and rec1p1ents Bf 1nformat1on copies

et rrae e oo b e

of correspondence” u11 f 1e the, sam° documanb'for the’r own working pur-

e

{lpatora,vadar"""

Nt 238V

poses and it is virtually Cévtain that there is_no sibsequent_authoriz

LRt ?.4

:is sent to the Records

Tibs

el
_r,-..—..p-».- e

Ctative review o ensure that only~ ) rec“FE‘Eop

Tl Pr QPR RS R R A PR

et AL ‘....—-‘5.

: Center.
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21. We have'ro way of contro111ng or. manaqlnj and lTiterally no™

S '-_,{I
| Truies 'goverjing the use of_;opyfng mach1nes;and e nesd thei, Documents

s e Lk et ot S i e ] _-._-?

., Oy S
]

are dup]lcated in uncontronle’

N

qunntiiits for working papers or as con-

TR X A,

veniences for employees. Some of these may be destroyed but many are

TCertain to he filed Once filed, it is almost” certain that they wil

S ST TIPS S S PO,

even»uu11y be’ xLOred at "the Records Centcr.
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22. We have an’ xutxﬁhated tha] Mdter1a1< Progran in the Agency.

By i PSS s.:..._\_. SR

It was developed fifteen years ago based upon premises of emergency hot

war condi tions wh1ch ha/e’Tvng since.been overtaken Ly the technology

of modern weaponry.

o e T e ez

Tew
23. We have no 1uunor1tab1ve Formo Managﬁr f?and Control Program

B

in the Agency and iz neid ong? We spend more than 2 5:?f3:75F7;?ﬂ]770n

P

\§0110rs é vear to prini forms alone and this does *ﬂ. xnc1uanvgnterna1
R BVINGUGRIRE BN t.--L\ tee

A et

costs to have»forms printed by the Printing Services Division.
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“24. MWe have not been able to maintaip active progréhs fof're-
ports, correspondence and forms management since 1961 when the Records
AUmiﬁistration Staff was reduced from 24 positions to 8 and fesponsi-
bility for records management was decentralized to the Directorates
and independent offices according to policies pfeséribéd.in HR'70-].
At best, we have maintained a holding operation. The Records Admin-
istration Branch has no authority to invigorate the program. It can
6n1y be available if called upon to give guidance and assistance and
it rarely gets called upon. The success of the current program is
measured in terms of the success of the branch at needling, wheedlirg,

cajolery, and persuasion.

25. Me offef é central storage facility but we exercise no
control over what comes into it. Each component of the Agency sets
its own retirement schedules and dfsposal dates and we are obligated
to accept them. If some component wanfs to store sumething for 99
years we have to accept it. We can éttempt to dissvade but if they
are adamant we have no recourse. We have about 12,000 cubic feet of
records in storage iiow which are scheduled to be kept forever and an-

other 40,000 cubic fee: which have no specific disposition instructions.

26. This dilemia is caused, in part at leas’, by the failure of

‘the Agency's command s:ructure to take an interest in paperwork manage-

ment and assume its proper role in developing a system and making it

work.

8

SEGHET
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227, It- Cnoqu be yOSS]b]: to make a_ ¢ fapuralszQ p?ogram work

N n

e en __-.‘.wr T e e e ah BTG S et -vm’v--% e »v,. -

but’ cn]y 1f_the h1ghﬁst 1eve1s of Agency manageinane gake an interest

and assume the responsibility for making it work.

28. ItgCen.only work Jf course, if there is a’ TE&Tf W2

ﬂ“ﬂ1§ﬁ‘

Yol b

ex15us tcravg
A

to support management in making it work. No such struct

LN

e Voot Zan L itk U P B

——

:of°5J1onuT recorgs officers in the Agency are the

bl Sk TR e et A s Zons sttt O

’ Records Aom1n19trat10n Branch. Theifguﬁpogiﬁngﬁ?

BT S

elsewhere in the Agency to which Tu11 t1-a?

A ‘r49'respons1b111t1es have

been assigned are usually filled by junior professicnal officers for

*shorjito,ngiunt1] su.tab]e assignments are available in the field of

al i e e S B

® their: Dr1mary

PSS-S SRR 2

responsibilities are © as stﬂE

L S I v AL )

q individuals f'” dditic

¢Siwith the result that ]1 e or ﬁEMéﬁEfeég}E311 at

el [ e L o e o e

destrucfion. In these times of )jil

, :'._:;j

operating officials are Exirenely relu

Ba et L e ST e 30V R DL S

on c@t]wnL'COPp1et

Ti

e

to comm1t any of the1t resources to g1v1ng nrooar attentnow Lo pcne:wfrk

et b Fr i TN [ S

management.

‘ -
. e R % P s 1
joe TR RS TTROTIE W Ay ey

et e n
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30. Ue haVEiiimeraryhreljg _For Lh° sLorag pronlﬂﬁfbut at

the present rate of growth the 30,000 cubic feet we gained

ey e A T e

by transferring records to Suitiand will have been”. T.‘led aﬂwlgfby the

time our agreement with GSA expires. If we build a new Records Center
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30,000 cubic feet of it will be 66; t%ed”befo“e tnp‘bu1101ﬁg is com-

PRRA, LA 4 8

s%ore them in our own space. We can cope with this by bui]ding more

storage capacity - but -

31. ’long Term reso]ut10ﬁ of the recoras Q

| ASPCCEPLAA.LN TVA S RN I PP I ST LA i RPN S NI U

is contingent upon the effectiveness of the o* waX] program wh1ch in-

fesetin wrn o wes i AR

_”b1em; “of the Agency

--»—--r— PANTS g e,

cludes more than storage and destruction. It must ncinds recoygs

| TR

iony it must 1Fc1ﬁdégcorrespondence management, it mist

1nc1ud°

FERATFRP TR PO

aere W A Vg o

forms management, and reports management, and it’ W“‘L 1nc1uh‘,manage—

ment and control of co)jzng mJE?i 123, and the vital materials program.

s

If we are going to have a successful records program w* ngs HGVL -the

B

Zift1v sdpporf‘of the highest levels of management in the Aaency and

e 2D deea s

™

AT T e e .,....'-.,-v R Tt s S

ve must have the1r ung erotand1nc. If we are going to have a complete

LI

program v: muct ﬁave connﬂetn stafF1no. hoqu’h ‘“”'n] tame

et =

S

T e, g .

out’ Lhebﬂgency 7 Th1s is d profession

ot

records professionals’ firough

A e Sudemr

-~

e A o i
Seand

tyl]y worthy of recognition. There shou]d be a cax r Services for them

e e i e e

Ly for deveTopmenu.

T g S G S S O

withfw, T

32. It is alsc important that Agency management unc ‘erstend the

ey
i

tinformaticn procéssing "Tunction of the Support Serv ces Staff. The

o e, R e

“the mostTimpoy

el ~=.~.~-._.,,_,

Support Inlormatlon Processing System study is prob=bly .

P s

EE?ﬁE$PEQJ§??;%O Agency management that has ever been undertaken. “Hiths

‘ouL tsT qvccnsofv1 1mr1ementat1on we will be c0mp1eueﬂy unuBTe to c0p

L S U SR fe Feeal s

10
QEANLT
‘:zﬁ‘UZ 1‘
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‘and fre effective useof the Agency's manpower, monetary, and materiel
!, L i . .
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33. OQur preseni Support systems are nbwqueu-ﬂﬁand mdot E

mggéfaiggazi Their fleyibility has Jong sincejbeen used up. Just as

o TN T e

| we were_ forced to go to punch d_card in the. 50 s to keep up with the

PRSI RSN 3 ot

new, changing, and additional requirements for information and service,

R Pt Lo .._._.,_,,.

we were fo.ced 1o 'go to ‘the "ompuLer in the 60As~ We converted punched

PRSI SRS WP VIR G W ORI PPN L T Sl A

card systems to the RCA 501 Computer ear1y in 1960. In a sense we have

Voadies e el el o -.x R

ol e o e e SRR e b s R eain b i e ol an et §

= ""':T' Ay T dtane

ion’ erc; _B§QU1VSR

S a s

ntg for information are djwam1c, They are con-

| FANSIAR - |

stant]y cn ngincaand generally 1nrveas17§

be changed con

LS SR TP S o) DRI Sy Y

N information
3.

machine systems. There is 1o such thingdlas a §tatic. systeis there

[P IRPNE LN

P e T

lesigning” and 1wwﬂo

3k e

e g g

menting a °vcfen f‘at will beLgoAdM'“

matn A ha s daan . i,

»-u

i S

Lystemys be.ng modiFird” dailydn some way and that will a]ways be the

P
S s aa L teetne €t oicntie vt Dbl L T TR 7

case.

e

Aoehlng

-
e N Yt e o Ca ]

present project starte: in- 5? be

n,dbnc

el

or modern1z1ng any of the systems which. were or1g1na11y converted in

1960. The ;o:1ginal i éntion had been That ail

E Ry 3

o

0 d] 5/stems sLudy

o,

¢$‘-‘.

should be conducted as the secnrd pHan’of our move to computers after

R e

et s i o S Py e TN DT

the® fJFbt pnase of ccn'exbnnjffrom punched cards had been completed.
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