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The next time you receive a plece of Organization mail, consider
for a moment the nuuwber of control processes 1t went through to reach
you. Then ask yourself if the document control measures in your office
are efficient, and is each one =— the receipting, numbering, logging,
revieving, sbstracting, dating, time-stemping, coding, sorting, or
cover-gheeting -~ really necessary for every plece handled?
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These control ssaaures, of course, have in the Orgenisation.
But when their overuse cr complexity unnecessarily ineresses clerical costs,
or delays Gecisions and sctions vitel to both hesdguarters snd the field, s
ﬂa«h&%%m&m&m&m% mw}a;nmxﬁ
Sovernsentvide study pointed up thet s problem gemerally extsts ifi
1. &n excessive emount of time (from two to four hours depending
o8 the size snd physical layout of the compoment) elapses between the
mm.nfgmmmum«mm:unuw%mmmm.
2. A1l initial control operations {ineluding routing) for ome docu-~
| 3. Move than 15 perTeent of the totel incoming documents receive
comtrol processing in sddition to that requived for security purposes.
&+ A& routing slip or comtrol form is plsced on virtuslly every
inconing o cutgoing document., |
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¥hen these danger signs show up ft's g safe bet that document control

messurce {exclusive of Yhose required for security control) exceed those
really needed to snswer these questions about documents that call for sgtice
or decision:
1. Has a particulsr document been recelived, and if so, to whom snd
when was 1t gent for action?
2. Hss a particulsy document been released, and if s, what sction
was teken and to vhom and vhen was 1t sent?
These questioms can be quickly and sioply answered by three forms avall-

are maltipart ferm dﬁgimﬁ to mi&e at one wrﬁ.ina enoush coplee to meed

several noeds st different control polnts. Bere's how these forme werks

l. Forms 779 and 23° are six-part sets priaoted on NCR {¥o Oarbon
Required) psper., The eix parte provide coples for logging and erosse
referencing st the reglstry level and st subordimate polnte, The 3% x 5%
slipe not only elimiusie the peed for log backs, but also provide & ready
commnications mediun for notifylng & central registry of the dispoaition of

& 8 Gocumemt at & subordinate polnt. The file locator refereace to the docus
wment can slso be shown on Form 238.

2, Pam 240 18 a four-part carbon interleaved sebt, At cae vwriting,
seples of the form are mads for addressing, recelpting, and logging of
clessificd material transmitted withip headmquarters through the sourier
systen, The form meats m.nwﬂ.y requirements oo
claesified up through SHmEY.

G&gﬁ: ngEéHfﬁ. This document is part of an “ﬁfig r;?ag he

tne file .
file. 1f separated frowm 3 emallc. Fovievs

Approved For Release ZOOOWQQNCIA RDP78-04724%db 83050500 14-4




S

T Approved For Release 2000/08/29 : CIA-RDP78-04724A000200050014-4 L ?é)

Revision of Pirst Paragraph of "Management Tools, Docuwent (ontrol”,
for Support Bulletin

The next time you receive a plece of Organization meil, consider
for a moment the number of sontrol protesses it went through to reach
you. Then ask yourself if the document control measures in your office
are efficient, and is each ome - - the receipting, mmbering, logglng,
revieving, sbetracting, dating, time stawping, coding, sorting, or
eover gheeting ~ - really necessary for every plece handled?

i 3 i ntegrated
This document is part of an inie

file. 1 separated from the file q_t m;v.;’li he
subjacted io individual systematic raview.
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3« Porm 20 is alec designed for use with the mev headquartera
Chain Bauvelope. This emvelope has been approved for wrangmitting
within headquarters saterial classified up through sé## Tt may alsa
mﬁm@ummww fmdmbiswmmm, except that
waich is classified ;réé FUAEY. In sdatiion to mecting these security
requiresents, the new amems offer these advantagess

Zave tize -~ You can addressc an covelope and sttech & recelizt in
oue operatlon. Simply insert the receipt in the window pocket on

the face of the emvelope, If a courler receipt s not needed, iascrt
& 3" z 5" card or slip of paper and write in the address.
Seve mongy - These envelopes mey be used repeatedly.
pags - Safe space will not be needed for used envelopes

since naues and addresses will not appear on them.
The Qrganizetion, vitally concerned abuout the effect of docurent eontrols
oo the timeliness of declsions reaching the rield, has included the improvement
of these controls in the objectives of its Records Mansgement Progrem. Guidance
a8y Be obieined from your Records ormcer, and wmwa fxom the
Records Manasgesent Steff. e
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