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MEMORANDUM FOR: Acting Chief, 888

SUBJECT Interim Report on RAB Reports Inventory
INTER AGENCY REPORTS
1. Agency Vital Records Protection Status to National
Archives.
2. Annual Summary of Records Holdings
RECORDS ADMINISTRATION TNTERNAL REPORTS
3 ¥. Budget and Program Call bo ¢/sss
4 7. Records Management Program Report to c/sss
S’,S{ Records Management Board Report to Executive
Director Comptroller ‘
A K. TForms Management Activities Computer
Reports to C/RAB
7 7. Forms Management Status Reports to C/RAB
j (Four different computer reports)
gA}Z Forms Management Status Reports to RMO's
g 4. Annual Records Invemtory to C/RAB
/o 87 RMO Conferende Report to C/RAB
| RECORDS CENTER REPORTS
s 97 Activity Report and Status to C/RAB
/v ¥0. Six-Month Activity Recap Report to C/RAB
/3 ¥L. Fiscal Year Total Recap Report C/RAB
1 25, Statistical Report to Records Mgt. Board

29 September 1970

GSA Annual

GSA Annual

Annual

Semi-Annual

Semi-Annual

Monthly
Quarterly

Quarterly
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Semi-Annual

Monthly
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Quarterly
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24 September 1970

MEMORANDUM FOR: Acting Chief, SSS
SUBJECT : Interim Report on RAB Reports Inventory

INTER AGENCY REPORTS

{Archives, Vital Records, Reference,
Accessions Sections and Suitlend)
— Uis ,. g =% i‘,,- -

Fal

Chief, Records

1. Agency Vital Records Program Report to National GSA Annual
" Archives
2. Agency Records Holding Report to National GSA Annual
Archives
RECORDS ADMINIETRATION INTERNAL REPORTS
1. Budget and Program Cell to C/S8S Annual
2. Records Management Progrem Report to C/8SS Semi-Annual
3. Records Management Board Report to Executilve
Director Comptroller Semi-Annual
k., Vacation Schedules Report to C/888 Semi-Annual
5., Comsolidated Charity Drive Reports to
Admin, Off/sss Weekly/1 mo.
6, Bond Drive Reports to Admin, Officer/SsS Weekly/l mo.
7. Forms Management Activities Computer
Reports to C/RAB Monthly
8. Forms Management Status Reports to C/RAB Quarterly
(Four different ccmputer reports)
9. PForms Manesgement Btatus Reports to RVMO's Quarterly
10, Annual Records Inventory to C/RAB Annual
11. RMO Conference Report to C/RAB Semi-Annual
RECORDS CENTER REPORTS
12. Activity Report and Status to C/RAB Monthly
13. Bix-Month Activity Recap Report to C/RAB Semi-Annual
14, Fiscal Year Total Recap Report C/RAB Annual
15, B8tatistical Report to Records Mgt., Board Quarterly
16. Machine Listings of Records Stored to RMO's Quarterly
17. Suitland Status and Activity Report to
C/A%RC Monthly
18, Work Sheets to C/ARC

Dally
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Records Administration Branch Raports

AN
N,
\

Ext;rnal
17\ Report to Natiemal Archives on Vital Records annually
2. “Beport to Nationmal Archives om Agency Fecords Holdings annually
\"“\A
AN
Internal
1. Program\Call te C/S5S annually
2. Records Mgnagememt Program accomplishments to C/S5SS  semi ammual
3. THscords Mahagement Board to ExDir-Comptr semi annual
Ly, Vacation Schwdules to C/SSS seami annual
5. weekly for 1 month
6, weekly for 1 moenth
Te monthly
8.
quarterly
9. semi awnual
o \'
10. Forms Management receives monthly actions from OCS monthly
11. Forms Mgt status report (L types\of machine listings

from OCS) quarterly

12, Ammual Records Inventories from Records\Officers

in all compoments to Ch/RAB annually

A
~,

13. Cenfarence Report to.Ch/HAB AN anpually

N

N,

AN
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04 September 1970

MEMORANDWM FOR: Acting Chief, 585
SUBJECT 1+ Interim Report on RAB Reporta Inventory

INTER AGENCY REPORTS

e €% JR Y P
L, -Agency Vital Recordg{m Report to National GSA Annual
Archives .

2. Agency Records Hol Report to Nationsl , . GSA Annual
JArchives ‘Md}nigmgﬂg B

/ RECORDS ADMINISTRATION INTERNAL REPORTS

1. Budget and Program Call to C/SS8 Annual
. 2. Records Menagement Program Report to C/S888 Semi-Annual
-3, Records Mansgement Board Report to Executive
‘ Director Comptroller Semi-Annual
~— iy —Vacation Sebedules Report to C/888-  SemimAnnual
Admin, OFf/588 Weelly/1 mo.
sl @, Forms Management Activities Computer
4 Reports to C/RAB ‘ : Monthly 4+ - .
/ 5@, ~Forms Menagement Status Reports to C/RAB Quarterly . Lg
A < (Four differsnt computer reporta)’
¢ 9,  Forms ement Status Reports to RMO's Quarterly
¥, AnnualRecords Inventory to C/BAB : Annual
I %3. EMO Conference Report to C/RAB Semi-Annual
a . Activity Report snd Status to C/RAB Monthly
(08 Six-Month Activity Recap Report to C/RAB Bemi-Annusal
_ wa, Fiscal Year Total Recap Report C/RAB Annual
— -, Statistical Report to Records Mgt. Board Quarterly
xS Wb, Machine Listings of Records Stored to RMO's Quarterly
" )v3®. Buitlend Status and Activity Report to
C/A8RC Monthly ,
i e fABR—Verk G C/ARRC Daily e
[ )} ==P=}E{Archives, Vital Records, Reference, ... —””/M - STATINTL
e Accessions Sections and Suitlend)
XY, N\ Totad-ViF frors-phiond Heport =0
(§ -
' W Chief, Records Administrs
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SECRET

(When Filled In)

roved ror Rerease 200 Y -mmumtgma-z
Y RECORDS SURVEY WORK SHEET
OFFICE, DIVISION. BRANCH , SECTION ) LOCATION
NAME OF FILE CUSTODI AN

DESCRIPTION (Function of files, value, frequency of use, form numbers and titles, and other descriptive data.)

ILING ARRANGEMENT

INCLUSIVE DATES

SI12E OF
RECORDS

LEGAL

LETTER

3" X 5"

5" X 8“

OTHER (Specify)

LINEAR FEET

EQUIPMENT OCCUPIED
BY RECORDS

SAFE

CABINET

OTHER (Speci fy)

LEGAL

LETYER

NO. OF DRAWERS

EMARKS
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4 NO. |38 REPLACES FORM 36- 161

EP 55

WHICH MAY BE USED.

SECRET

(43-50)




