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10 May 1971

MEMORANDUM FOR: Mr, Coiiey

The Chicf, Support Services Staff and the Chict, have furnished
informal comments about the Inspector Geuneral®s Report on Information Manage-
ment in the Agency which I have {ncoxporated with some of my own for your
consideration in responding to Mr, Stewart's invitation to oifer constructive
suggestions toward improving his paper, Our comments may be more com -
prehensive than you had in mird for the immediate purpose but we can soxt
through them if that would be helpful, Our comments are keyed to paragrapius
and page numbers,

Paragraphs 22 and 23 on page 13, I wonder whether it would be uscful
to suggest that a speciiic reference to OMB Civcular A«44 Transmittal Meinoran~
dum No, 1 be included here. T™M No, 1 levied a requirement on all departiments
and agencies to produce reports inventorics, establish reports managoment
programs, and sct goals for reducing reporting requirements, The Agency
opted o deal with administrative reporiing only and defer intelligence repoitin:
until a later time. This end has been left dangling., There has not yet beea any
action to follow up with a review and analysis of reporting other than adninis=
trative nor has there been any real action to establish a continuing Agency
Repoxts Management program,

Paragraph 13 on page 20 compares reading requirements served by the
Cable Secretariat and CRS and the numbers of people in cach of these componcents.
The point is made in this chapter that the Cable Sceretariat is a 24-hour day
7-day week operation but we don't know whethier CRS has a shmilar schedule or
woxks an B=hour day S-day weck, Inferentially the comparison might be dis-
paraging to the Cable Sceretariat, It mighi be helpful if this point were clarified,
It might also be useful to comparce the nunber of analysts in the Cabie Secrctariat
with the nuinber of analysts in CRS rather than comparing the T/O strength of the
Cable Secretariat with the number of analysts in CRS.

Paragraph 24 on page 25 supports the continuation of independent processing
centers in OSP, RID, and FBIS without the benefit of a study on the possible
benefits of centralization. It {5 my lmpression that presentations recently made
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by have suggested that compartinentation s no longer as critical -
& 1act0x to separatiom as I has been in the past, In lght of this, {t mighs be
useful for the LG, 0 re-exunine his conclusion and cither rephrase it or re~
consider stating it at all, - ' :

Paragraph 18 on page 56 says that the principel preoccupation of the
Agency Records Administration Officer appears to be flguring out bow to dramatize
the need fox additional storage space, I think the nced for storage space has boen
suceessiully dramatized over the past few yoars as may be demonstrated by the
authorization to spend geveral hundred thousand dollars to install movable shelving
at the Records Center, Cur present precccupation is how to dramatize the neod
for constant contlnuing attention o all facets of records management from creaiion
to destruction as & means of avolding eyclical attention when there is o storage
criste, I don't mean to suggest that we foel we have solved the stoxage problem,
We may never be able to completely solve that one, Our more hnmediate problem
and precccupation is to find some way to introduce controls over the creation of
records and to reduce the rate of growth so that the recurvence of the siwrage
crisis will be less frequent,

Roragraph 19 on page 56 would be more precise i 1€ ndlcated that there
s & staff of 6 professional and 3 clerical prople in the Headquarters aven and 17

people at the Records Center,

Paragraph 20 on page 37 may be somewhat misleading, While we have not
been authorized funds for new construction, we are in process of spending nbout
#5300, 000 for renovation of a Butler warchouse budlding and installation of cloctrically
driven movable shelving in the main Records Ceunter bullding, Installation of the
shelving will allow for Increased storage of 29, 300 cubic feet and renovations to
the Dutler building will allow incressed storage of 16, 500 cubic feet, This ioial
of 45, 600 culde fect of new capacity was offact by the return of 23, 500 cuble
fect rom temporary #torage we had aveanged with the Federal Records Jenter
at Suitland, Maryland, Hence, our actual et gain in capacity will be 29, 200
cuble feet, AL the present rote of growth, this will give us space for about

threg years, o

e

Paragraph 21 on page 37 cays that recovrds management beglos with the
fillng system. I belleve thot professional records officers would prefer to say
that records management raust begln with creation, Total records programs
include correspondence management, forms management, and reporis manaze-
ment. Filing systems axe developed to hamdle temporaxy working storage of
documentg that have already been ereated, I am convinced that we must find
cffcctive ways of managing the creation of paper and if we are successful in
doing that, filing systems can be immeasurably simplified.
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It might be telpful if paragraphs 22 dnd 23 on page 38 could be broadensd
t explain how the Agency Records Program can be strengthened and the functions
of the Recovds Admindstration Offfcer broadensd in a wanner which is consiatont
with the administration of records programs on a decentralized basis. We have
been strugrling with this problem of centralization versus deceptralization for
some time and [ have some conceptual difficulty recounciling the notion of an Agency
Records Program composed of geveral separate and independent programa,
Strengthening the role of the Recovds Administration Gfflcer and broedening bis
function genexally has been unscceptable to other Directorates. In any case, if
nie role is to continue to be guldance aud assistance, then it seems 1o me we neod
to furnish instructions about when that guidance must be sought, when it may be
offered without solicitation, what happens if it {s not accepted, and how do we
follow up to be sure that his guidance is acted upon. On the other hand, if we
are fully committed to decentralize Records Management programs, then pechaps
we ghiould acknowledge that and abolish the central function of the Records
- Administration Branch, :

1 am concerned that the L G, feels the axchival function can be performe
88 an additional duty as stoted in pavagraph 34 on page 43, Qur expericnce with
records management functions belog perfomed ag a part-time additional duty
has not been very satisfactory ag the I, G, has recognized and polnted out in his
report. § would be extrermely reluctant to launch a now program of such magnitude
on that kind of tenvous foundation, We glready have about 16, 000 cuble fect of
material at the Records Center tentatively Ldentified fox avchival retention,
Experience has shown that it roquires 310 § man-hours to sereen cach cubilc
foot and seleet material teuly worth keeping, This suggests that we bave a
backlog of 16 to 20 menwyenrs of screening in addition to establishing awd main~
talning an on-going program which will prevent the development of such hacklogs
in the Auture, I beleve we should congider this a full«time job for a permanent
organizational unit.

In paragraphs 16 and 17 on page 49 some organizational changes are suggested
whilch seem certaln to stirnulate discussion, The 1, G.'g reasons foy leaviugy RID
out of the proposed central authiority are not clear nox are the veasony fox lncihuding
all of the Office of Communications but ouly part of the Central Reference Jorvice,
The 1. G. says that technteal considerations argoe strongly for consolidation of
theae clements and we have heard the sune thing repeatedly from other sources.,

I worry that we may allow tectmical considerations to displace the logic of the

- gystems the techunology is intended to gerve, None of the presentations we have
heard in recent months has attenipred o deal with te logle for the presen

orpanization 1o ehow how it is negated by the current and coming technology.

Suggestions for organizational changes are not oflset or balanced by similar

o

suggestions for maintaining the contined operation of the units which would be
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: - leds Schind, The question of whether tue Lechmlm v really causes {undamoenial

(% 7 changes in the systems or simply offers a diffevent {echnique Sor the systems

~ touse in fulfiliing their roles 1s not addressed anywhere, In pamorcn‘1 i7 the
L. G. acknowledges that hig suivey has not been conducted in sufficiens depth to
warraat a firm recommendation on the extent and nature of reolganization
needed at this time, This scems to suggest that fusther gwdy may be indicated,
Perhaps it would be woxthwhile for the 1. G. to include such a recommendation

. or, alternatively, t suggest that if his recommendation for reorganization i
accepied that a planning group be constituted (o develop a detailed plan for its

- oxderly implementation at & specified date, sa y 1 January 1972,

On the whole, this is a thought-provoking and uscful report, It focuses |
attention on areas that need it aosperaiely. I hope these comments will i be
~ugeful a.nd constructive,
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