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OPM 20-400-/
PERSONNEL DIRBECT(R MEMURAIDUNM MO, 5453

SUBJTECT: Eroparation of Buployes Record Cardn
ey O
SBYAA REFERENCE: CIA ﬁotioe- datad 28 Jermory 1953

1. In complilance with paragrapbe 2 and 3 of referenced Notios, tho
aprropedate Pardonnel Division (Overt ar Covert) will indtdate the ;
Reocrd Jard (OF 4b) on employoos entering an duty. The OF 4b 1will be
rarenitied to the gaining office after its lnitie) mreparation By the ap-
mroprinte Transactions and Reccrds Bransh, Uhen preparing nev farm & Lb,
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be Dais of hirth in Téem o, 5e

¢, Velerans mefarente in Itam Wo. 6.

d. 0SC status in Ttem Mo, 9,

@, Rese in Item Wo. 12, |
| fo Record of initel persconel ao'bim in Itew No. 17, 18, 19, 20, 21,
Print (in pemoil) the followins dater |

5. Homd oddress and telephone mumbar, Ttem No. 4.

b, Marital status, Item No, 8

¢. Dmergenoy addvessee, Thtem No. 10,
_ 2. The Personnel. Divisiops (Overt and Covert) will tranemit em
propriate mmber of coples of "Instrustimm for the Dotablistment end Haln-
tehance of Bmployes Record Files", attaohsd, to adninistrative and persommel
officars in the organizations servicsd by them, In addition, it may be do-

sirahle to arrange mootings with administrative end persannal, officers far
the parpose of clarifying questions rrolleme vhioh arise, ,
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Attaclhmenhs
Insfauctilons fop Establishment and Madntenanss of ¥rnployee Recard Filss.
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