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MEMORANDUM FOR :  Deputy Director for Intelligence
' ' - Deputy Dlractor for Plang f
Doputy Direcior for Science & Techuology
Deputy Divector for Support Lo '
: Archivas, History, and Records

SUBYECT

1. Considerable study and discussion has taken place of the
Agency Historical Progrom, and the Records Management and
Archives Programms, This memorandum will cutline a hasic approach i
to the intorrelationship of these throw subjects in an effort to improve
tho Agoncy's performance in all these ficlds. ’

2. Iaogoonce, the throc subjecis all record our exporionce to
make it available for future use as roquired. This use includos {ilo
scarchas for curvent opevaticual support, briefing and training new
personnel, answering pross ov Congrossional questions as to the
Agency's vole in carlior events, elc. The problem is to design a
syotera which will satisfoctorily answor the needs of tho fulure in
theso flelds with a minimaura expenditure of man houra and fands at
procent, In those days of doclining poersonncl eoilings, we obviously

‘canmot dedicate large amounts of current manpower to maling inorac-

diately availablo detailed answere o all contingent quostions. On the
othor hand, somie records have direct valus to fubture operations and
cortainly our necd to handle pross ox Congressional quastions waras us
of tho noed to devote an appropriate efiort in this direction,

3. In our appwroach to this probloza in this internally compart-
raented Agency, it is essential to decentralize much of the rosponsibile
ity and most of the actual effort. Al the same tirae, this decentralina-
tion neods to bo matched by a reporting system which will indicate tho
dogree to which minimum siandards are met by all uaits, and a mecha-
aism by which units can profit by interchange of expevience and by shar«
iny solutiona. S

4. In our analysls, we muat clearly recognizo difforent kinds of
racords material and the differont purposcs wo expect them to serve. :
Somo of our wocords are important basic roferonce tools, e.g., CI filos.
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Soma are analyst worlking flles of moderate life requiremonts.  Soma

are formal publications of the Agency digtributed elsewhers in the govern~

raent with sourco sonitization, Somaeare operational records and docu-
ments, Some of our reviews of past ovents ave essentially chronicion
of these oveants, which have value to now arvivals. Some should be ana-
iytical veviews drawing lossons and conclusions. ©Ouzr systom should vo-
flect theso differencos if it is to do the job needed.

5. Tho following over-all approach to this situation has boon doe
veloped for imaplomontation through the mechanisme indicatad;

(a) Records Managensent (EIR

(1) The Records Managemenut Board, with repraogsonta«

25X1A

tion frora eack Dircctorate, will veport its conclucions, recora- '

mendations, etc., (Wwith any dissents) divectly to the Exccutive

Director. The Deputy Director foxr Support will remain admin-

istratively reuponsible for the over-all Records Managemont
Progran while cach Direcitorate will romalin responsiblo fov
theo Records Managemont Program within its own Diractorato.
The Chairman of the Records Management Doard will be tho
Lgoncy Records Adminisiration Officer, adminlstrativoly re-
sponsible to the DDS through the Support Services Stall The
Rocords Managceont Board will make semal-annual ropovts to
the Fxecutive Divecter, outlining the status of the Agpgency's

- Records Management Program, any problomas it is erporicacing

and its rocommendations for lmprovement of the program (in-
cluding weporis on Records Management to be subraitted by the
Dirvoctoratos). he Drecutive Director will consull with the

Daputy Divectors before imaplornonting any such rocormracndas

tions. : .

(2) The Agency Records Administration Officer will be
& nonw-voiing mernboeyr of the Agoency Information Processing
Board, with authority to submil agenda itoms and rocomnmendi -
tions to the Information Procassing Board, IHe will particular-
1y bring to the attention of the Information Processing Doard
those aspects of the Agency's Rocord Management Program

which should be considered by the Informoation Procensing Poawd,

with any recommendations foxr pupport of the fygency Rocord
Meanagement Program requiring Information Procesaing Doaxrd
action. He will eimilarly make available to the Records Man-
ageraent Board all inforraation coraing before the Information

cel
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© Procoassing Doard which migal be of valuo or bo appropriately
considered by the Agency Records Management BDoard and its
FROTAbOT d. : ' '

. (3)  he Records Management Board will develop recom-
wmondations oz to catogories of Agency recerds (such as the cate-
gories ia para 4 above, plas any others doomed appropriaia)
and ap to spocific guidelines {or the selectlon and retonticn of
records in these catogorics. Thoese guldelines should also

where appropriate include tlime periods fow votontion by cate-

- gory and indicate digposition thorealiler, and include appropri-
ate racasures to comply with lezal and Exccutive requirernents

" for retention ond declossification. In particulsr, rocommenda-
tions should be mado as to the identification of categorios which

might appropriately be ratived as claseified Goverament docu-
ments under GSA auspicos or passed to the National Archives,

rathor than held sololy under CIA comfrol to protoct intelligonce

gources and raothods.

{(by Annual Reporis, To provide the necessary chronicle of &
of the Ageoncy's activides at minimura expenditure of efiort, o sya-
sem of annual reports of the units and offices of the Agency will he
dovelopoed. These wiil be a part of the annual program proposal
pubmitted by these units in response to the program call, covering
significant events within the unit during the previous year. Tho
{dontification of the clements to submit thése annual reports and an
outling of their formiat will be dovoloped by tha Office of PPD in
coordination with the Doputy Directors. Thess annual vopouts
ghould highlight major accomaplishmeonts, raajor probleme and ovar-
all conclusions and rocomumendations for future action in tho unilt
itself ox by clemonts supporiing or a4 sociated with it.

{¢) Axchives

(1) Ia tho procoss of compiling lts Agnnual Report, cach
unit submitting such a report will identify its key documonis |
for tho year in quustion for permmancat inclusion in Agency
Awchives., The Records Management Doard will develop th
system ox systeras by which such documents can bo identified
on a systomatic basis during the yoor for referenco in the
Annual Report. The Annual Report will provide an occasion
for an over-all review to insure that the documonts marlked
for archival rotontion are neither excessive in dotail nox in-
comapictia through omisaions.
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(2) An Agency Archivist will be appointed to B OT -
vise the Agency's Avchives Progrom, and will report divoctily
to the Exocutive Direcior. He will be a member of the Agoncy
Rocords Management Board and will coordinate the execution
of the Archives Program through this Board., Hoe willalso
work in close coordination with the Agency Records Manafae
rnont Officer and the Axency Historian, Axchivists will bo
appointed by the Deputy Directors in thoir Directovates o
supervise this program ia the Directorate. No additional
spacca will ba made available for these Divaoctorate poots
and initially they need not bo full-time i the functions can bo
hendled on & part-tirae basis (e, g., by the Dircctorate Rocords
Management Officers), The Ageacy and Dirvectorata Archivicis
will supervise compliance with ovor-all Agency Archives regu-
lations to bo drawn up and issued affer consultation with the
" Deputy Directors. A somi-snaual report to tho Executivo
Diroctor on the Archives Program will boe propured and coox~
dinated with the Records Managoment Board.

(3) Arranyements will be made for the segregation
of archival documonts from those hold for Records purposcs,
in order to permit the automatic rotirement and disposition
of rocords without loss of the key archival documents. Archives
will be physically hold by the Recorda Managenaent Officer in
the Rocords Centor, under guidelines established by the Aguney

Azchiviat,

- {4) The Anaual Repovts will provide basic tadices of
archival docurnonts for futurae roference.

(d) History (HR[ ] | 25X1A

The major thrust of the Agency Historical Program will
be placed on the dovelopment of analytical histories of tmpor-. '
tant Agency activitics and opoirations. The "Office Hiovtory"
approach to date, which has boon largoly successiul la bring- .
ing our historxy up to 1965, will no longer bo the major focus
of the program, a3 the chronicling of future Agerncy activity

will takeo place under the ananual roport system outlined above.
Thus, future Agency histories will take major subjects of
Agoency activity and analyso tho ways in which tho various
¢lemonts of the Agency worked together to produce the ovors
all Agency contribution to the operation in question. Thoro
will be sorae si‘uations in which a single elemient of the Agoncy

ot
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provided all or most of the Agauncy puriicipation {n any onc
activity, Thers will bo occasions also when soneliivity will
voquire that any analytical roview of an oporation be con-
ducted in a moot restricted fashion. This will apply to many
Clandestine Services historics. Priovily will bo given to
ostablishing the basic Agency Metory of the Mmors Provaineis
e Agency has been engaged,

oporntions and activitics in which i
of Pige, War in Vietnana,

a. . » Cuban Missilo Crisis, Say

War in Leos, Congo Operations, U~2 Operations, cic., with
particular atiention to lossons derived from thoso expericncos
and ¢otablishing a conveniont meothod of immodiate Yesponse

zo public or congres sional inquiries on thesce prominont evonts.
Figtories will in the future dopuad upon the Annuai Reporia for
11 and identification of koy docuinents through

mach raw mator
Tho Agoncy Historian will bo an cu-ofiicle

the Archives Prograr.
marmber of the Records Managenient Board, will repoxt direcily
to the Exocutive Divoctor, and will work in clogo coordination

with tho Agency Archivist pnd the Agency Records Managerment

Ciflcer.

6, Interim Pericd.

In many avoas it will be oszontial to produce ong-tivae Yoporis

to cover the years from 1965 (o the mout recont history) to the curvont
Aunual Report, This will bo undartalen by cach unit identified to pubrait
futuro Annual Reportia. In thooe situntions in which an over-all Agoenay
Listory to be produced will cover the period in quagtion, 2 geparate Annusl
Reoport noed not be devoloped, (. g., the War in Taos, the War in Viotnarag,
os the nocessary chroniclo and Avclives can be developed at tha shoac {1

ao the analytical history. In otber caoes, howover, o one-timo cilort (o
" catch up o the currend anmual report sysiora will be noecoasary snd this
will be underiaken by the unit in quegtion. This activity will be supor-
vised by the Agency Historian and Axchivist.
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w. L. Colby
Exocutive Dirvector«Cormptroller
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