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MACHINE RECORDS DIVISION Tais ©
LISTING OF CONTINUING BECURRING JOBS AND
COMPARISCH OF QUANTITIES PROVILED
BEFORE AND AFTER 30 JUNE 1957

JOB NG. TiILE PRIE USER FREGUENCY NO. OF COPIES PSR JOB NO. OF COPIES PER YEAR
Before after Before After Betfore after

101 A kegular Staff Employee Separations ~ Alphabetic Personnel o, ¥o, A 5 T2 60
B Eegular Staff Employee 3eparations = By Cffice Personnel lo, Mo, 4 4 48

< Regular Staff Employce Separations - Pauch Cards Eersonnel lo. Mo, (160) (160) (1,920) (1,920)
102 4 Kegular Staff Employee iAccessions - alpuabetic Fersonnel oy Mo, 4 2 a3 24
B Regular Staff Employee Accessions ~ By Office Personnel Mo. Mo, 1 1 12 12

v Regular Staff Employee Accessions ~ Dunch Cards rersonnel Yo, o, (150) (150) (1,800) (1,300)
103 A SE, SA, Mil,, & Security in frocess = By Office Personnel Yo, Mo, 4%% 4 43 48
B SK, 54, lil., & Security iz Frocess ~ By Formats Personnel Moo Mo. 20 20 240 240
[ SE, 3A, kil,, & Security in krocess - By Ceiling Personnel Mo. Mo, 1 1 12 12
) SE, 54, Mil., & Security in Process - By Froject Personnel ko, 0. 4% 4k 48 48
B Military - By Officers & Enlisted Men on Duty & in Process Personnel Mo. Nioe 2 2 24 24
104 Combined Alphabetic List =~ 3taff Employees Personneli Mo, Quar, ge* 5% 96 20
105 lird Work Register Personnel Mo Wo. 3% 3% 36 36
106 Ailphabetic by Oifice - Staff Employees Personnel Xo. Quar, 4 4 48 16
107 & Career Service List = D.0.6. by Service Designation Personnel Mo, SA 6 [ T2 12
B Career Serv. List-"Ni ¢ UD" Paunel Desige. D.0.G. by Serv. Desig. Fersonnel Mo. A 6 6 72 12
108 A Regular Gains & Losses ~ By Ofiice Personnel Yo, Mo, 1 1 2 12
B Regular Gains & Losses - By Agency Groups Personnel Yo, ko, 1 1 12 12
¢ IAS Transfers - by Gifice Personnel Mo, Mo, 1 1 12 12
110 Promotion Study - trade by Office Personnel Mo, Quar, 1 1 12 4
113 4 Service Designations ~ Headquarters by Oifice Personnel Yo, Yo. 1 1 12 12
B Service Designations = By COffice Personnel Ho. Hioe 1 1 12 12
C Service Designeiions - By Headquariers Personnel Moo o, 1 1 12 12
v Service vesignations - Projects by Headquarters Personanel Vo, Mo 1 1 12 2
115 Name Changes Personnel Mo Mo, 7 7 84 g4

116 Wame Changes, Accessions, & Applicants - funch Cards Personnel Mo, Quar, {600) {600) (7,200) (2,400)
117 Comptroller®s Repori Personnel Mo. 0. 3 2 36 24
118 A Personnel JActions Received & Frocessed = By Gffice Personnel Mo, Quar., 2 2 24 38
B Personnel Actions Received & Processed Personnel o, Quar, 2 2 24 8

119 Employee Status File for Vital Materials ~ Punch Cards Vital Documents Mo, Mo, (15,000) (15,060)  (180,000) (180,000}
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JoB NO, TITLE PRIME USER FREQUENCY NG, OF COPIES PER JOB NG. CF COPIES EEX YEAR
Before After Before After Before After

120 A kilitary Personnel ~ iAlphaletic Boster Fersonnel Yo, B0 9% 8% 108 96
B military rersoannel ~ Alphabetic by Office ’ Personnel No, Moo 3 3 36 36

C Military Yersonuel = Alphabetic by Service Personnel Mo, N0, 4 4 48 48

o ailitary Pers., - Alpha. by Fay Grade, by Service & Office Cersounel 10y lioe 7 7 84 84

E Military fersonnel - Staff Agencs Personnel Mo o, 1 1 12 12

121 A Leave Without Pay - Alphabetic rersonnel No. NO, 2 ';) 24 24
B Leave Without Pcy ~ alphabetic by Office Personnel Mo, Mo. qu® 4%% 43 48

< rari Time Emgloyees - Alphebetic Tersonnel MO, Mo, Fag i 60 60

Z Agency Tersoniael on Military Furlough M.R.D. Mo. Moo 5% 2% 60 24

122 A Taie of Grace List — Grade by Gffice Personnel Mo, Quar, 8 g 9 32
B Date of Grade List - DCI Projects Personnel Mo, Quar, 6 6 T2 24

Cc Date of Grade List = Cffice of Trzining Personnel Mo. Quar, 8 8 6 32

D Date of Grade List =~ EE Division for Field Personnel Mo, Quar, 3 3 3 12

123 A Career Service Lisi ~ Pers, on Duty 3 yrs, or More =- Alpha. Fersonnel Mo, M0, 3 3 36 36
B Career Serv, List = Pers, on Duty 3 yrs. or sore-Alpha. by Office Personnel Moo o 3 3 36 3

c Career Serv, List - Newly Accepted, Rejected, & Pending Cases Personnel Mo. Moe 3 3 36 36

p] Career Serv, List = Personnel with LCD 3 yrs, = Punch Cards Personnel ido. Moa (200) (200) (2,400) (2,400)

E Career Serv, List = Alpha, by Office by Service Designation Personnel No. Mo, 4 4 48 48
124 Development Complement List - Alpha, by Category Personnel Mo, Quar, 1 1 12 4
126 Accessions & Separations - Combined Personnel o, Mo, 1 1 12 12
134 Zone of Consideration ~ ORR Fersonnel by Area Personnel Mo, Quar, 2 2 24 8
133 4 Periodic Step Increase Notices = Authentications Personnel o, Mo, S i) 60 60
B Periodic Step Increase Notices =~ Certificationms Personnel Yo No, 3 3 36 36
140 Agency Position Conirol BRegister Personnel Mo, No, 12 12 144 144
a Agency Position Conirol Register ~ Selected Offices Personnel Yo, Quar, 2 2 24 8
142 Pending Reassignments FPersonnel Mo. Mo. 5% 5% 60 60
143 Crganizational Code Listing Personnel Mo, Mo. 11" 11" 132 32

150 Security in Process ~ Punch Cards Personnel ¥o. Mo, (1,000) (1,000) (12,000) (12,000)
151 Security in Process - Work Register Ferscanel Mo, Ko, 2% * 24 24
152 Security in Process - Consolidated Report Personnel Ho. ho, 3* 3* 26 36
153 Security in Process =~ Full Clearances Fersonnel Mo. Mo. 2 2 24 24
154 Security in Process ~ Alpha, by Office Personnel Mo, Quar, 5% 5% 69 20
155 Security in Process =~ Cancellatious Personnel Mo, Mo, 2 2 24 24
156 Security im Process = Grade bistribution Personnel o, Mo. 1 1 12 12
157 Security in Process - Cancellations by Recruitment Source Personnel Yo, Moo 4 4 48 438
158 Security in Process =~ ECD's with Provisional Clearance Personnel bio, Mo, 1 1 12 12
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J0B_NO, TITLE PRIVE US| FRELUENCY NOo CF COPIES PER JOb. NO, OF COPIES PER YEAR

Before After Before After Before After

176 B Consultant Status ~ By Gffice Personnel Foe Quar, 4 4 48 16
171 A Staff Agests = Alpha, by Hy., by Office Personnel Fo. Quar,. € 6 72 24
B Staff Agents -~ Alpha, Ly Group, by Cifice Personnel Ko, Quar, 1 1 12 4

[ Staff Agents ~ Combiked Alpha, Fersonnel Ko. Quar, 1 1 12 4

D Staff Agents - Alpha, by Cffice Fersonnel 04 Quar, 1 1 12 4

E Staff Agents =~ Alpha, by Service Designation Personnel Yo, Quar, 6 5 72 24

F Staff Agents ~ LCD Roster for Career Service Panel Personnel 0o Quar, é & 72 24

172 A Draft Deferment ~ Alpha, Persornel Mo. EBi~lio, 4 3 48 18
B Draft Deferment = For Under Six Months Personnel Vo, Noa 3 3 36 36

C Draft Defermemt =~ For Six Months & Over Personnel Mo, lo. 3 3 35 36

D Draft Deferment = For Two Years & Over Personnel Nos Mo. 3 3 36 36

E braft Defermeni =~ Deletions Personnel D Mo, 3 3 26 36

F Draft Deferment ~ Additions Fersonnel hioe o, 3 3 36 96

182 A Staff Employees & Agents = Cccups Series, by Group Personnel Lo. Quar, 1 1 12 4
B Staff Employees & Agents ~ Gecup. Series, by Agency Personnel Koo Quar, 1 1 12 4

184 Agency Personnel on Duty Eight Months Personnel Yo, Mo, 3 3 36 36
186 A Qualificatiens Analysis = Curremt Months EOD*s - Alpha, Fersonnel Ko, Bio. 1 1 12 12
B Qualifications Analysis ~ Current Nonths EOD®s - Alpha, by Office Personnel Noa lio. 1 1 12 12
183 Staff Employee Reassignments ~ Change in Service Designation Personnel Mo. Mo, 2 2 24 24
Personnel Mo, Jio, 48 44 576 Sgg

Personnel Hoa Yo, 24 15 288 1

25X1C4a Personnel 00 Yoo 16 14 192 168

101 A Staff Employee Separations - Gecup. Series by Group Fersonnel Quar, Quar, 1 1 4 4
B Staff Employee Separaticns - Occup, Series by Agency Personnel Quare Quar, 1 1 4 4

C Staff Employee Separations ~ Grade by Service Designatiocn Personnel Quar, Quar. 1 1 4 4
107 A Career Service - All Designations Except"C"~Alpha, by S.C. Personnel Quar, Quar, 6 6 24 24
3 Career Service =— DS € DT Designations Personnel Quar, Quar, € [ 24 24

c Career Service = D Panel Designees =~ Alpha, Personnel Quar, Quar, [ 6 24 24

D Career Service - D Panel Designees = Alpha. by Hqe Fersonpel Quar. Quar, 6 6 24 24
110 4 Promotion Statistics = Grade by Office Personnel Quar, Quar. 1 1 4 3
B Promotion Statistics = Grade by Group Personnel Quar, Quar, 1 1 4 3

C Promotion Statistics ~ Grade by Agency Personnel Quar, Quar, 1 1 4 3

D Promotion Statistics = Grade by Serv. Desig. Personnel Quar, Quar, 1 1 4 1

E Fromotion Statistics = Grade by Occups Series by Sroup Personnel Quar, Quar, 1 1 4 a

F Promotion Statistics ~ Grade by Occup. Series by Agency Personnel Quar. Quar, 1 1 4

112 Agency Grade Distribution =~ Grade by Agency Group Personnel Quar, Quar, 1 1 4 4
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J0B N, TITLE ERIME USER FREJUENCY NO, OF COPIES PER JOB NO, OF COPIES PER YEAR
Before dfter Before After Before After
120 A Milivary Personnel - Air Force - Alpna, by Office fersonnel uar
5 Military Persounel - Other =~ Alpha, by 0f¥ice Personnel gugr: gﬁiif 2 :11 ig %g
123 A Career Service - Rejected & Leclined Cases Fersonnel Quar, Quar, 2 2 8 [¥]
B Coreer Service =~ iAccepted Cases Personnel Quar, Quar, 2 2 8 8
c Career Service =~ Pending Cases Personnel Quar, Quar, 2 2 8 8
124 A Levelopment Cowmplement List - Alpha, Fersonnel Quar, Quar, 4 4 16 16
B Development Complement List =~ By Serv, Desig. Personnel Quzr, Quar, 13 12 52 52
130 A Employee Qualifications = Master Personnel Quar, SA 3 3 12 6
B Employee Qualifications ~ CIA Work Experience Personnel Quar, SA 3 3 12 6
C Employee Qualifications =~ College Major Personnel Quar, A 3 3 12 6
D Ewployee Qualifications = Pre CIA wWork Experience Personnel Quara SA 3 3 12 6
) E Employee Qualificaticns -~ Language Personnel Quar. S4 3 3 12 [3
F Employee Qualifications = Area Knowledge Personnel Quar, S4 3 3 12 6
G Empleyee Qualifications =~ Delinqueni Listiing - By Area Personnel Quar, %N 1 1 4 2
145 A GS Grade - By Office By Hqe Personnel Quar, Quar, 4 2 16 2]
B GS Grade - By Agency Personnel Quar. Quar, 4 2 16 8
¢ GS Grade = By Agency Group by Hce Personnel Quar. Quar, 4 2 16 8
D GS Grade ~ Comparison by Agency Personnel Quar, Quar, 4 2 16 8
E 63 Grade - Comparison Ly Agency Group Persounel Quar, Quar, 4 2 16 3
F GS grade ~ Comparison by Office Qerscitel Quar, Quar, 4 2 16 8
146 DD/P Service Designation Roster Personnel Quar, Quar. 9 9 36 3€
170 Consultant Earnings = Vouckered & Unvouchered Personnel Quar., Quar, 4 4 16 16
N 5 | P e sonne ] Quar,  Quar, 3 8 12 12
Personnel Quar, Quar. 3 3 12 12
Personnel Quar, Quar, 3 3 lg ig
Personnel Quar, Quar, 3 3 1
25X1X6 Personnel Quar, Quar. 3 3 12 12
Personnel Quar, Quar, 3 3 12 12
Quarterly 7/0, Service Cesignation Bistribution Personnel Quar. Quar, 12 12 48 48
197 Flex~o~line Strips on Reorgamizations Persounel Quar, Quar, 2 2 S 8
198 Insurance Compensation & claims Personnel Quar, Quar, 3 3 12 12
199 PCR Listing - FE Division Personnel Quar, Quar, 12 12 48 48
131 & Applicant Qualifications - Master Personnel Sa sS4 2 2 4 4
B Applicant Quelifications = Civilian Worx ifxperience Bersonnel RS 84 2 2 4 4
C Applicant Qualifications « Languages Personnel SA SA 2 2 4 4
D Applicant Qualifications - Area Knowledge Personnel 54 Sa 2 2 4 4
E applicant JQualifications = Position for which Dest Qualified Personnel S4& Sa 2 2 4 4
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PRINE UBER ' "

Jog NC, TIITLE

Applicant Register =~ by Education
applicant Register = Alpha,

GS Grade 12 = 18 Staius Cerds
Grade & Urgaiizational Code Ltudy
T/0 File - Punch Cards

Age - Grade Distribution

Security in Frocess

T/C Positions ~ By Cffice
2romotion & Time in Grade Study
Age -~ Grade uistribution By Service Designation

Preprinted Change Notices

Payroll Report =~ Check List

Payroll Report - Salary Checks - Funch Cards
Payroll Repori — Gueck issue List

Allotment Expense Anzlysis

sournal

Faid at Station

Deductions ~ Credit Union by Dook Number
Deductions =~ Uther

Insurance Deductions ~ Hospitalization & Insurance
Insurance Deductions - Government Insurance & Exgense
fayroll Recap

Ledger =~ Staff Employees, agenis, Isolation
Withholding Tox Statements

Personnel 3udget Report

Vital Materials = Funch Cards

Report of Covert Tex Ueducticus

Ereprinted Change Notices

Fayroll Report ~ Check List

Payroll Report ~ Salary Checks - Punch Cards
Payroll Report =~ Check Issue List

Allotment Expeuse Analysis

Journal

Faid at Station
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JOB NG, ITITLE PRIKE USER FREJUENCY NO, OF COPIES PER_Jud NO, OF
Before After Before After Before After
206 A Deductions - Credit Union Finance Mo, Mo, 3 3 36 36
B Deductions ~ Ctiier fiLance io, Mo« 3 2 36 24
207 A Iansurance Leductions ~ Hospitolizaticn & Insurance Finance Yo, %04 2 2 24 24
B Insurance Deductions ~ Government insurance & Expense ¥inance 30, Koo 6 5 T2 &
208 Zayroll Recap Finance Ho. lioe 3+ 3% 36 36
2190 dithholding Tax Statements Finance Mo, Mo, 3 3 36 36
212 Perscnnel Budget Beport Finance Mos bi0o 3 3 36 36
213 Guvstanding Check List Finence liow Mo, 2 2 24 24
217 Social Security ~ Deducticas & Expeunse Finance WDy Yo, 3 3 36 36
221 Report of Covert Tax Deductions Finance oy Mo, 3 3 35 36
214 A Personnel on Rells — Alpiaa Finzace Quar. Quare 4 4 16 16
B Personnel on Rolls ~ Number Finance Quar, Quiar, 6 6 24 24
217 Social Security Finance Quar, Quar, 4 4 16 16
220 Vital Materials - Funch Cards Finance Quar, Quar. (84500) (8,500) (34,000) (34,000)
210 Withholging Tax (D.C.) & Gross Salaries Listing Finance A A 3 3 3 3
215 Iidividual Earnings Record Finance A a 1 1 1 1
216 A Retirement ~ V Registers Finance A A 2 2 2 2
B Betirement - T Registers Finance A A 2 2 2 2
9 Retirement =~ Cumulative Report Finance A A 2 2 2 2
217 Social Security - By Quarters Finance A A 3 1 3 1
224 DJ.C. Tax Deducted Finance A A 3 3 3 3
301 A Control Listings ~ Stock on Hand MRD Daily Da;ly 1 1 200 200
B Control Listings - Stock in Transit MRD Daily Daily 1 1 200 égg
C Centrol Listings - Stock in Use MRD Daily Daily 1 1 200 oo
D Control Listings ~ Direct Shipments MRD‘ . Da;}ly Da:_tly 1 1 (2}008 e
G Control Listings ~ Receipts Register Logistics Da}ly Da;ly 5* g 1'600 o
302 &4  Daily Ledger Account = Debits Logistics galiy galiy gt 5 600 100
B Daily Ledger Account = Credits Logistics aily aily ) ) N
< 311;’ Ledger Account = Accounts Fayable - Punca Cards IRD Laily Daily {120) (120 24,006) (24,000)
303 Stock on dand - Transaction Register pog@st%cs S—-kzo. S~ilo, 5: ?: iég iig
304 A Stock on Hand =~ availability Logistics S—!‘o. S=ho. 7* 160 &
B Stock on Hané - Without Nomenclature Logistics S=ilos S=Mo, 7‘ 1 e o
c Steck on Hand =~ Without Unit Price Logistics S~do. Smlio, T 1 2
L Stock on Hand - Credits Logistics Seilo,  S-lo. T 1 165 24

}AOMQQOFQEO&S
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JCS No, TITLD PRIME USER FREQUENCY N0, OF COEJES PER JOB NO, OF CGEIES PER YEAR
before After Before After Before After
305 Stock on Hand Status = Selected Allocations Logistics Swiio, S0, 3 3 72 72
306 A Stock Status = Due In Transaction Register MRD S~4o, S~Mo, 1 1 24 24
B Stock Status =~ Due In Status Report Logistics Seifo, S=No, 5% 3 120 72
C Stock Status =~ Due Oul Transactiou Regisier MRD Sedio, S~lio, 1 1 24 24
D Stock Status - Due Qut Status Report Logistics S=30, S-No, 5% 3 120 T2
308 Stock Acctg, Controls - Quantity & Dollar Value MRD S~ifo, S~ilo, 1 1 24 24
491 Nomenclature Biil Feed . Logistics S~hio. S~ilo. 1 1 24 24
305 Stock on Hand Status - Selected Allocations Logistics Mo, 10w 3 3 36 36
309 A Stock - Keplenisument Listing Logistics Mo, Mo, 6 5 72 60
311 A Stock in Transit - Transaction Register Logistics N0 Mo, 5% 3* 60 35
B Stock in Transit = Staius Report Logistics Mo, Yo, 5% 4% 60 418
314 Acquisition Difference = On iland Logistics Mo Mo, 5% 3% 60 36
315 A Stock in Use - Tramsaction Register Logistics los Mo, 5% 5% 60 50
3 Stock in Use ~ Status Report Logistics Mo. Mo. 5% 4% 60 48
316 Acquisition Difference - In Use Logistics Mo, Mo, 5% 3* 60 36
317 a Stock on Loan =~ Acquisition Difference Logistics Ne. Kce 5% 3% 60 36
B Stock on Loan ~ Transaction Register Logistics Mo, Mo, 5* 3* €0 36
c Stock on Loan - Status Report Logistics Yo, Mo, a* :A* 60 24
316 A Stock Issue = Register Logistics o, Yo, 5% :i* 60 36
B Stock Issue =~ Without Price Logistics Ho, Mo, o* 3* &0 36
31¢ 4 ionthly Ledger Accounts - Debits Logistics Mo . Yo, 3% 2 36 24
B Monthly Ledger Accounts =~ Credits Logistics Mo, Mo, 3* 2 36 24 R
320 A Stock Monetary Value =~ On Hand Logistics Mo, Yo, 14: 5 1§B 60
B Stock Monetary Value =~ In Transit Logistics Yo, yo. 14‘ 5 168 60
c Stock Monetury Value ~ In Use lﬁoggst}cs Ez. :;g, }3. 55, igg 28
D Stock Monetary Value ~ On Loan ogistics . .
323 A Subsidiary Rei;ort. ~ Cost Cards - Funch Cards NRD o Blo, (4,009) (4,000) (48,000) (48.0(1)2)
B Subsidiary Report =~ Cost Control Listing MRD . Mo, o, 2 é 53 1
324 Non-expendable Property ilot Budgetcd by Logistics Logistics .\ . l.;lo. 2 b 2
326 Status File Credit Items Logistics ko, o, : f 24 12
328 Stock Issues by Office & Division Logistics Mo, lioa 2# 1 pos b
329 Monthly Activity Totals Log}st}cs Noe : azo. 5 ; o o
332 tock on Hand =~ Stock Number Changes Logistics lo, 04 4 3 o o
450 Nomenclature Refinement Log;st}cs o, ko. ? ¢ Y 30
451 Nomeanclature Refinement Log;stgcs Mo, {vlo.. 3 ; % 4
491 A Nomenclature - Change List Logistics Mo, Mo, 1 ) ‘
Logistics 50, 5 (1,000) (1,000) (12,0C0) (12,000}

B Nomenclature - Bill Feed Cards
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400 wo, IITLE ERIME USER FREQUENCY HC, OF COPIES PER JOB NG, OF CCRIES Po
Before aAfter Before After Before After
492 lomenclature Active Litto Lisi Logistics ko, 80 1 1 12 12
493 Alphabetical iomenclature Supplemental List Logistics Mo, hio, 16 1€ 192 195
494 FIIN Number Sequence Nomenclature Logistics ¥o. No. e 8 9% 96
338 A Inventory = Stock on Hand Status Logistics Bi=-fio, Bi-io, 3 3 18 18
B Preparation of Count Cards Logistics Bi-No., Bi-do. 2 2 12z 12
c Count Card List Logistics bi=iio, - Bi~¥o, 2 2 12 12
339 Report of Inventory & Adjustments Logistics Bi~No, bi=o. 6* 5 36 30
340 Dollar Value =~ Stock on Haad Logistics Quar, Quar, 6 4 24 16
o4l Dollar Value ~ Stock In Tranmsit Logisiics Quar, Quar, 6 4 24 16
544 . Commo Repairable Stock Itens Logistics Quar, Quar, 3 3 12 12
345 Quarterly Issue Siudy Summary Logistics Quar, Quar, 2 1 8 4
346 2 issue Study =~ Stock Number Changes Summary = Punch Cards WRD Quar, Quar, (200) (200) (800) (500)
B Issue Study = Quarterly Comsolidated Logistics Quar, Quar, 3 2 12 8
$58 Detached Stations = Cost Transaction Registers ¥RD Quar. Quar, 1 1 4 4
359 Detachea Stations = Status Report Logistics Quar, Quar, 6 6 24 24
493 Alphabetical Womenclature Supplement Logistics Quar, Quar, 24 24 9% 96
494 FIIN Number Sequence Nomenclature Supplemeat Logistics Quar, Quar, 1 1 4 4
498 Change Listing Logistics Quar, Quar, 3 E) 12 12
355 Field Stock Status Logistics 5S4 SA 6 4 12 8
360 Semi~-Annual Transaction Register Logistics SA S& 3 3 6 6
366 Dollar Value =~ Stock in Use Logistics SA A ™ 4 14 8
367 Non~expendable Stock Issues Charged to Station Logistics 5S4 SA 4 3 8 6
369 25X1A6a Logistics Sa A 5 4 18 4
391 Siock Status Cards =~ Punch Cards Vital Documents Sa Sa (25,000) (25,000) (50,600) (50,000
361 B average Prices - With Nomenclature Logistics A A 3 3 3 3
363 Average Price Duplimat List Logistics F:S A 1 1 1 1
360 Stock Not Issued for One Year Kgistics i Ji g i 1;: 2
362 Consolidated Issue Study = Selected Allocations gistics 4 i
391 Vital katerials = Nomenglature Punch Cards Vital Documents A A (100,000)  (100,000)  (100,00C)  (1C0,G00)
481 Bill Feed ~ Nomenclature File Logistics A A 1 1 1 43
485 Nomenclature = Alpha. Listing Logistics A A 40 40 43 9
466 Nomenclature - FIIN Listing Logistics A A 9 9 9

Approved For Release 1999/09/01 WP?S-O%M& ;92'999?3@&04.8



Approved For Release 1999/WCIMF mgﬁfmozooosoom-s

JCB NO. IITLE PRIME USER FREQUENCY NO. OF COPIES PER JOB NO, OF COPIES PER YEAR
Before alter before After Berore After
501 A Processed Voucher Reports - Proof Listing Finance Daily Daily 1 1 200 200
B Processed Voucher ieports =~ "38" Items = Expense Finance aily Daily 1 1 200 200
C Processed Voucher Reports ~ Voucher Register Finance Daily Daily 1 1 200 200
D Processed Voucher Reports = Distribution Journal Finance vaily Daily 3 3 600 600
E Processed Voucher Reports - Summary Finance Daily Daily 3 3 600 600
F Processed Voucher Reports =- Allotment Listing Finance paily Daily 3 1 600 200
G Processed Voucher Reports =— General Ledger Posting Finance Daily Daily 3 1 600 200
H Processed Voucker Keports -~ Cash Listing (lionetary) Finaiice Daily Daily 3 1 600 200
515 Geaeral Ledger Balances ~ Cumulative Finance Daily Daily 2% 2% 400 400
550 Fiscal Accounts = Froof Bzlencing Fiscal Daily Daily 1 1 200 200
504 4 Advances = To Agency Personnel - Regular Rolls Finance kly dkly 12 12 624 624
B Advances - To Agency Personnel - Special Rolls Finance Wkly wkly 12 12 624 624
C Advances =~ Summary Finance Wkly Wikly 9 9 468 463
506 Accounts rfayable -~ Liquidation Conirel Finance Wkly Tkly 3 3 156 156
70 Unexpended Suusidies & Graats Finance S~ilo, Mo, 4 4 96 43
571 Ccash with Funding Activities Finance S-ilo, Npa 6 5 144 60
572 A Advences to Stations ~ Acknowledged Finance S0, o, 6 6 144 72
501 Generzl Ledger Trial Balance Firance N0, Yo, 6 6 72 T2
504 A Advances to -Agency Persoanel =~ Regular Rolls Trial Balance Finance No. ¥o. 6 B 72 72
B Advances to Agency Fersonnel ~ Special solls Trial Balance Finance Nio, wo, 4] [ 72 72
C Advances to Agency Personnel - Kegular Rolls Zero Balance inance Bics Nio, 1 1 12 12
] Advances to agency Personnel -~ Special Rolls Zero balance Finance No. 1o, 1 1 12 12
506 Accounts Payable = Froperty Finance b0 Yo 4 4 48 48
507 A Agent Cascier Accounts -~ Detail Finance ¥o. o, 4 3 40 36
B Agent Casuier Accounts ~ Sumrary Finance Hio, Mo 4 3 43 36
Cc D.0, Cash Available to Finance Finance lioe 1604 4 1 48 12
D Expenses ~ Cvert Allotments for Property Fincree Mo, 0w 4 2 48 24
508 A Compensation - Accrued TFinance Ho. No. 12 10 144 12
B Cowpensation ~ Accrued, Zero List Finance }o. 1o, 3 3 36 “;56
51 Ixpease Listings Firance o, Mo, 24 20 288 240
512 Allotment Ledger Listings Finance Mo, lio. 24 24 288 28§
S5lu A sllotments ~ Status by siajor Component (Summary) Finance No. MO 43 36 57 452
I allotments ~ Status by dlemeat Finance iio, o, 72 54 864 648
C Allotsents - Status by sArea Divisiexz Firance io. o, 84 €3 1,000 756
o Allotmerts - Status by wajor Cowponent (Detail) Finance N fio, 48 36 576 452
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205 G, LATLE PRIME USCn FREQUINCY NO, CF COPIES PER JUB NC. OF CCPIES PER YE4R
Before After Sefore After Gefore iftex

514 Payments by Fiscal for Finance Finance MOy o, T2 42 864 504
515 Statement oi Financial Conditiorn - Trial Balance Finance bo, lio, 8 7 96 84
521 Curvent Income - Misc. Receipts Finance Mo, Mo, 4 1 48 12
523 A Transfer Authorizations =- Issued iFinance Mo, Yo, 8 8 96 96
B Transier Authorizations = Received Finance hioa Mo, 8 8 9% 96

525 Fiscal Payments ~ Reconciliation Finance Mo, Mo. 3 2 36 24
528 Refunds Duc cn Unused Fassenger Tickets Finance Mo, Mo, € 4 72 48
530 Advances to Agency Personnel - Continuiag Finance Mo o, 6 6 72 72
531 A Delinquent Advances = Due from Agency Pers, - Special Rolls Finance Yo, Yo. 8 5 9 T2
1 Ielinquent Advances - Jue from Agency kers, — Regular Rolls Finance ¥o, o, 6 5 72 60

533 Accrued Compensation Abroad Firance hio. Mo 12 7 144 84
535 sccounts Payable - Trznsportation Finazce 30, o, € 4 72 a8
536 vue from Forumer Agency Persomnel Finance o, Mo, 6 5 72 60
537 Personnel Transiers Finanrce 30, w0, 3 1 36 12
538 Income Tox Withheld from Agents Finance 0. lio, 6 3 72 36
58 Iucome Tax Received from Agents Fianance Mo, Mo, 6 3 72 36
540 Allotment Ledger Summary Finance No. o, 16 12 216 144
541 kroperty Issue Expense Listing Finance 10, Mo. 12 10 144 120
542 Accounts Payasble Properiy — Cutstanding One Year Finance Ho. Mo, 4 4 418 48
544 Due U.S, Treasury - FICA_ 25X1C4a Finance fio, Ko, 6 4 72 48
543 Lue U.S. Treasury - FICA Finance 0. Ko, 6 3 72 36
547 Funds viithheld - Commercial Contractors Fizance bioa W0, 3 3 36 36
548 25X1C4a Finance %o, Mo. 4 4 48 413
549 Class B Station Advances ~ Suspense Ledger Finance 10y 50 6 8 T2 9%
551 A Expenditures = Object Class within Allotment Fiscal Yo, o, 9 9 108 168
3 Expenditures - Object Class by Offices of Depuly Direciors Fiscal ko, do, 9 9 106 1C8

¥ Zxpenditures ~ Object Class - Agency-wice Fiscal ¥o. 0, 9 9 108 108
560 Accountability of Decentralized lnstallestions Finance i0 M0 3 3 3€ 36
561 Froperiy Transfer Beiween Field Sietions Finance b0, Moo 3 3 36 36
562 Property iransfer from Field Staciens to neadquarters Finance B0, fio. 3 3 36 36
563 Deferred Debits - Undistributed Charges Finance G Mo, [ 6 72 2
564 4ccounts Payable ~ Income Tax Credits Due hgents Finance [ Moo 6 2 72 24
565 Supplies Eurchased by Field Installations Finance Mo, Moy 4 35 48 36
566 isbursements of Funds Awaiting Certification Firance Wioe Mo. 6 1 72 12
569 4 Advances to U.3. Government Agencies - Appropriation Expended Finance Mo, o, [ 4 1z 48
Finance Mo, lioe 6 4 72 43

B Advances to U.S, Goverzment igencies =~ appropriation Unexpended

Approved For Release 1999/08401 : CIA-RDP78-05551A000200030004-8
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JOB NG, TIiTLE PRIME USER FREQUENCY NO, OF COPIES PER JOB NC, OF COPIES DER YE4R
Before dfter Before after Before after

570 A Imprest Fuud advances Finance Ho. Mo 6 5 72 60
B liscellaneous Accounis HReceived Finance o, Mos 5 4 72 46

Cc peferred Debits Finance Moo Ho. 6 4 72 48

i} peferred Credits Finance o, Yoo 5 4 12 45

o Deferred Credits - Refunds f:om_ 25X1C4a Finance Ho, 10, 6 5 72 60

F ] ’ Finance Xo, W0y 6 8 T2 60

G Documeuts cue In from Erojects 25X1C12b Finance Yo, ¥o, 6 4 T 48

H Invesiueats in Securities Finance Mo, Mo, 6 4 T2 48

1 Accrued Interest - Investments in Securities Finance Mo, o4 6 4 72 48

J Premium on Investments in Securiiies Finance Mo, Joa 6 4 T2 48

K Assets Written Uff Finance Ho, 50, 6 5 72 60

571 Miscellaneous Trust Leposits Finance Hoa Mo. 6 6 2 T2
£04 LA Statement of Advances - Regular Rolls Finance Quar, Quar, 3 3 12 12
B Statement of Advances - Special Rolls Finance Quar, Yuar, 3 2 12 [¢]

C Statement of Advances - ige Analysis Finance Quar, Quar. 1 1 4 4
510 & Credit Unicn Roster = alpha. Credit Usion Quar, Quar, 2 2 8 ]
b Uredit Union goster = Book Numbcr Credii Uaion Quar, Quar, 2 2 8 8
513 4 Allotments = Status by Major Component (Summary) Finance Quar, Quar, 48 36 192 144
B Allotments - Status by Element Finance Juar, Quar. 192 144 768 576

¢ Allotments =~ Status by Area Divisions finance Quar, Quar. 252 139 1,003 756

Y Allotments - Siatus by Major Component (ieiail) Finznce Quar. Quar, 48 36 192 1?4
523 4 Aging of Transfer Authorizations - Issued Finance Quar, Quar, [ 6 24 24
B Aging of Transfer Auihorizations — Received Finance Quar, Quar, 6 6 24 34
524 & Budget sualysis ~ Sub Object Class hitkin Division Budget Quara Quar, 12 8 48 ug
B Budget analysis - Sub Ubject Class agency-iide Budget Quara Quar., 12 8 456 2
304 o Siatement of Advances = Legular Rolls Finance 54 S.l:. ?: 1 6 %
Statemcnt of Advances ~ Special Rolls Finaice ;"z.s- S.: 3 1 32 o

505 Cost Detail List Fiaaace SA S.;. 18 18 0 o
506 Acuounts Payable - Froperty Finance Sa S,:; 2 3 G .
508 A accrued Coupensation ~ Zero Eclance List E}nance SA Sa 2 g o ¢
o Acerued Compensation - Specizl Rolls b;}nance Sa EA 3 20 ® I

511 Sxpense Listing - Frior Years Fiuance SA Sa 24 - o 4
536 Receivables = Lue from Agency Fersoniel ¥inance SA b{x 6 < :’Z 10

541 Froperty Issues = Expense Listing rinance SA SA 12 [¥] 2

25
i

ML
Approved For Release 1999/0910% : CI@‘-:RDP?B-GSSH§L00200030004-8

e



3G N,

€1
-
<

511
514

601

603

605
607
610

611

EZEONGRIQOTNROODN G b

R O

QU U

Approved For Release 1999/09/01 : 2{/A-RDP78-05551A000200030004-8

Special Commodity Assets
Personal Effecis - Deceased Agency Personnel

Expense Listing
Coject Class Distributica of Fiscal Fayments (89's)

Fayroll - Less 0ld PCC
rayroll ~ Flus New FCC

Fayroll ~ Less Old Normals

Payroll ~ Plus New Normals

Payroll = New Normal Fay

Payroll - Normal Cther Earmings & Jeductions
Payroll ~ Teuwporary Less Normals

Payroll - Earnings kanuals

Payroll =~ Pay sanuals

Payrcll - Zarsings =~ Tab Prood

Payrcil - Pay =- Tab Proof

Payroll = .C. Tax Tab Proof

Fayroll - Pay this Period List

Fayroli ~ Cther Earnings & Deductious - This keriod
Bayroli ~ Back-up Shects for aAlloiment Ckarges
Fayroll - Check issue Lisi

Fayroll - Harnings

donds ~ bulance Listing

Bonds ~ Issue List

Bonds ~ Destroy rlate List

Roster of Employees

Employee staiemeni of Earnings & Deduciions = Punch Cerds
Pre-printed Items - Time & Attendance - Panch Cards
Pre~-printea Iiems ~ Time & Attendance Contrel List
wransfer & Termination - Withholding Tax Eeport
Traasier & Termination - Terminaiions

Transfer & Terminziion - Transfers In

Transfer & Termination ~ Transfers Out

Transfer & Termination =~ Termination Register
Traasfer & Termination ~ Cancelled Check Repor't
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ERIME USER

Finance
Finance

rinance
Finance

Fiscal
Fiscal
Fiscal
Fiscal
Fiscal
Fiscal
Fiscal
Fiscal
Fiscal
Fiscal
Fiscal
Fiscal
Fiscal
Fiscal
Fiscal
riscal
Fiscal
riscal
Fiscal
Fiscal
Fiscal
Fiscal
Fiscal
Fiscal
Fiscal
Fiscal
Fiscal
Fiscal
Fiscal
riscal

FREQUERCY

pefore

Bi~Wkly
Bi-ikly
Bi~ifkly
Bi-Wkly
Bi~dkly
Bi~dkly
Bi=ilkly
Bi~ilkly
Bi-kly
Bi-dkly
Ci-dkly
Bi-Ukly
Bi-Wkly
Birikly
Bi-lkly
Bi-kly
Bi~kly
Bi~itkly
Bi-wkly
Bi-dkly
Birl¥kly
pi-dkiy
Bi~Zkly
Bi~lkly
Bi~dkly
Bi-kly
Bi~-ifkly
Di~ilkly
Bi~ikly
Bi~ikly

after

»
Sa

Sa

A
Qucor,

Bi«llkly
Bi~<tkly
di~akly
Bi-kly
Bi-¥kly
Bi~dkly
Bi-Wkly
Bi~dkly
oi-dkly
Bi=dkly
Di-tkly
Si-Wkly
Bi-Wkly
Di=kkly
bi-Wkly
bi~-kly
Bi=¥Wkly
Bi-#kly
Bi~-Wkly
Bi-likly
Bi-ikly
Biedkly
Bi=kly
Bi~ilkly
Bi=ilkly
Bi-ikly
Bi~kly
Bi~ikly
Bi-bkly
Di=~dkly

OF

Before

6
6

(10,200)
(10,200)
1

6
3%
3%
3%
1
1

N0, OF COPIZS PL JOD

After

o
o

3

12
133

-g»-a»—-mmuwwm-—-—-—»-wwwmwn—-u.-

(10,200)
(16,200)

PN DO N

Befeoire

12

12

15
228

182
(265,200)
(265,200)

6

N0, OF CORIES Pdi YOAR

After

[

182

265,200)

(265,200)
52
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JOB NC, TiTLE PRIME USER FREQUENCY NO, OF CCFioS BER JC5 NO, CF COFIES PER YEAR
Before Alter Before After Cefore After
611 Individual Farnings Balance Summary Fiscal Bi~likly Bi-dixly 3% 1 78 26
615 §§\lary ‘Chec:cs - Punch Eafds Fiscal Bi-#kly oi-¥kly (10,200) (10,200)  (265,200) (265,200
616 Vital liaterials - Funci Cards Vital Documents Bi-Wkly Bi-#kly (10,200) (10,200)  (265,200)  (265,200)
62C A Lezve Reports -~ Leave & Overtime Budget Bi-lkly Bi-dkly R 3 130 78
B Lesve Reports = Excessive Sick Leave Nedical Bi~Wkly Bi~¥kly 2 1 52 2
C  Leave Reports ~ [N 25X1A8a 25X1A8a Bi-Wkly Bi-Wkly 1 1 26 26
D Leave Reports = SR Division > Bi~Wkly Bi~¥kly 1 1 26 2
E Leave Reports ~ Cffice of Communicationms Commo Bi~#kly Bi-lkly 1 1 26 26
F Leave Reports =~ Gffice of Logisties Logistics Bi~#kly Bi-#kly 1 1 26 26
G Leave Reports - FI ~ NN 25X1A8a FI Bi~ikly Bi-Wkly - 1 - 26
650 Current Leave Report Fiscal Bi~itkly Bi-Wkly 4% 5% 104 130
634 Projected Annual Averages ~ Earnings Budget 4 ks, 4 tks, 4% 2 4 26
633 FICA Report Fiscal Quiar, Quar, 2 2 8 8
511 A Withholding & Zarnings -~ Withholding Tax Statements Fiscal 2 A 3% 4 3 &
B Withholding & Earnings -~ Retirement & Tax Deducticns Fiscal A a4 o%* 2 6 2
C Withhclding & Earnings ~ individual Earnings Statement Fiscal A A 3% 1 3 1
614 Consolidated Retiremeint Report Fiscal A A 3% 2 3 2
€20 Court Leave Used Fiscal A A - 1 - 1
633 FICA Report Fiscal A a 2 2 2 2
650 Individual Leave Report Fiscal A A 2 1 2 1
960 Personnel Information = Flexoline Strips Logistics Daily Daily 4 4 8GO 800
944 rrinting Services Logistics Wely Wely 4 2 208 lgfl
CS A Printing & Reproduction Report - Eumployee by Operation Logistics Hkly Wily 3 3 l?é 1;0
3 I'rinting & Beproduction Report ~ By Type of Gperation Log::xstics wkly fikly 3 3 56 lgg
c Printing & keproduction Report - Recapitulation Logistics wkly kly 3 3 156 1
944 Printing Services Logistics Mo, Yo, 3 % gﬁ gé
945 Safe Locator File Secn_xn;y I\go. Mo, 3 5
94¢ Vehicle Agency keports k;glsncsd x. ifgo. 22 22 3?3 R
960 ciaployee iInformation ency~iide . 510, Sla
072 Watchmans rost Control = Punch Cards Security loa sio, {6,500) (64500) (78,200) (78,022)
975 A Badge Uffice Reports - Alpha. Roster Security N0, Ko, 2 2 54 2
: Security 0. ko, 2 2 24 24

B Badge Office Reporis = lNumeric Hoster
Appl‘ovedE@%ﬁ%kéﬁé@ﬂsﬁg&ﬂﬁwi : CIA-RDP78-05551A000200030004-8
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DPRIME USER FREQUENCY NO. CF COPIES FER JOB Nu, OF COPIES FER YEAR

Ju3_NC, TIiTLE )
Before After Before Afier Before After

987 A Job 4nalysis Reports - Machine Utilization HRU Mo, hio, 2 1 24 12
b Job Analysis Reporis ~ Machine Utilization by Branch MRD Yo, Mo, 2 1 24 12
¢ Job #nalysis Reports =~ Machine Utilization by Job MKD hica Mo, 2 1 24 12
D Job Analysis Reports = Machine Utilization by Type MRD Mo, Moo 2 1 24 12
E Job Analysis Reports —~ Multiple Machine Use ¥RD Mo. Mo, 2 1 24 12
R JobL Analysis Reports - Personnel Leave Repori MrD No, Mo, 1 1 12 12
990 A Security Processing = rrogress Report Security Mo, Mo, 3 2 36 24
B Security Frocessing - Days Required for Clearance Security MG, bo. 3 2 36 24
ol Security Processing = {ases Closed Security Mo, Mo, 3 2 3% 24
D Security rrecessing = Ceses in Prosess Security Fo. o, 3 2 36 24
£ Security Processing ~ Cases Uver Four wonths Old Security Mo. ko, 3 2 36 24
F Security Processing - Investigaiicns Closed ir Frior Yonths Security Yo, Lo, 3 2 36 24
G Security frocessing ~ Investigations Gpened in Prior Nonths Security iio, No. 3 2 6 24
960 A Fersonnel Information ~ Teleghone Uirectory Logistics Quar, Quar, 1 1 4 4
B Personnel Information - By hesidence Personnel Quar, Quar, 4% 4% 16 16
C~1 Personnel Information - Residence & Office Assignmeni - Alpha. Various Support Quar, Quar, 4% 4% 16 16
C=2 Pers, Information =~ Residence & Office sssignment =~ Alpha, Geog, Various Support Quar. Quar, 4% A 16 16
D Personnel Information ~ Vital Msterials = Punck Cards Vital Documents Quar, Quar. (16,000) (10,000) (40,000} (40,600)
E Personnel Iuformation ~ Gffice & Residence Information Various Agency  Quar, Quar., 4#* 4* 16 16
961 Passport Control Reports (11 Parts) Personnel Quar, Quar, 44 44 176 176
264 Travel Crder ileports (11 Parts) Comptroller Quer, Quar, 11 11 44 44
265 Crank List Security Quar. Quar, g 3 32 32
9266 Inner Euilding Badge Control Security Quar, Quar, = 5 ) 20 i 20
975 Vital #eterials - Security Badge File - Funch {cords Vital Documents Quar, Quar, (15,000) (15,000) {60,000) ({60,000)
979 & Forms Index Reports - By Form Wumber Kenagement Quar, Quar, 12 12 48 48
c Forius Index Zeports = By Function Code Management Quar, Quar, 4 2 16 8
© Forms Index Reports = By Form Title lanagement Quar, Quar. 4 2 16 8
E Forms Index Reports =~ By Form Number Stocked lianagement Quar, Quar, 12 2 48 48
Management Quar, Quar, 12 12 48 48

F Forms Index Reports - By Form Number Not Stocked

* (One copy retained by LRD
** Two copies retaired by MRD
" Three copies retzined by MRD
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