Ty

»/'} ) o
Approved For Release 1999/09/07 C|A-RDP72-00450RG‘Q(HWZ70002-1

26 FPebruary 1968

PFB BRIEFING NOTES
on the
AGENCY RECORDS PROGRAM

Since 1951 the Agency has haed s Records Mansgement Progran
in accordance with the specifie requirements of Public Law 75h:

“The Federal Records Act of 1950.7

The Agency Records Program, set fortn in HR 70-1, covers tae
Creation, intenance, and Disposal of Agency peperwork througn

these six subeprograms:

1-& Forms

<. Correspondence

3. BReporta

L, Equipment Procedures

5. Vital Records

6. Records Preservetion and Disposal

Each component has a Records Manasgement Officer to carry out
the Program locally. VWe have five analysts to provide taoen
guidance and assistance in each sub-program of the Total Progras.
The Chief of the Records Branch is the Agency Records Officer and
provides lisison with National Archives and Records Service, lfe
is responsible for the overall administration and standards for the

Agency's decentralized Records Progran.
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Four of these sub-programs are large and very active Agency -

wide as indicated by such ststistics as the following:

1. The Cost of Printing Agency forus was $280,000 in FY
1967. We bave 2,700 official forms of which 50 million coples

are printed each year.

Z. The Stafl has conpleted Records Surveys in each
Directorate. The Branch continuslly get requests for ssaistance

with records equipment and systers,

3. ©Of the Agency's Vital Records the Program has located
and gtored some 10,000 cubic feet st the Emergency Relocation

Site,

L, Since 1951 the Agency Records Center has disposed of
105,000 eublc feet of old files but we stlll have another
103,500 cubie feet on hand. The annual inventories show Agency
Offices that have the same problem, Since 1957 Agency couponents
have destroyed ‘26.;},5)"1) cubic feet of old files but lest swmer

they 8till have 237,000 cubic feet of files in the Agency Cffices.

Besides the Records Branch of six professionals and two clericals
which serves as the Central Staff for the Records Program et Hesd-
quarters, we alsc have the Agency Records Center at Jjjjj and in 25X1A6a
25X1A6a - we have an Annex at the Federal Records Center., We nave
17 people servicing the records in storage. In the last Fiscal

Year there were 85,000 references to these records at the Center.

“y
-l -

Approved For Release 1999/09/07 : CIA-RDP72-00450R000100270002-1




Approved For Release 1999/09/07 : CIA-RDP72-00450R000100270002-1

We received 17,700 boxes, disposed of 7,730 and concluded with a
net gain of 13,000 cubic feet at the Center, The Center received
an average of 73 boxes of inactive records for storage every work
day during the year. That equals about 10 safes per day. (With
h-drawer safes selling for about $500 thet equals $5,700 and 8O

square feet of floor space per day.)

Like many cothers, this Branch feels it should have more
personnel over the next 5 years. They submit a persuasive plea for
four professionals to pursue aggressive Correspondence and Reports
Management Programs and to beef up their capacity to deal increasingly

with automation.

One problem they have struggled with these past five years cannot
be postponed any longer. Although they have disposed of 60,000 feet
of old records in the last five years and have arranged for the loan
of 25,X0 feet of storage space, it is urgently required thet ad-~
ditional spmce be orovided for the storage of agency inactive records.
Many alternatives have been suggested end explored. The most ef-
ficient, economical, and practical solution 16 the ome actively
followed by the Pederal Govermment, We must build an additional
records storage canacity contiguous to the present Records Center.
The National Archives and Records Service estimates z reinforced
building to meet our needs with a eapacity of 63,000 cubic feet will
cost approximately $750,000. In 1957 the capacity of the Records

Center was increased 65,000 cubic feet at a cost of $416,000,
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The Office of Logistics should be requested to study the
feasibility and cost of a similar addition to the Records Center
to be completed in FPiscal Year 1970, and funds should be budgeted

10 proceed with the project without delay.
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