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SUNLLY s Hicrofils Frogram of the Urfice of Collection end
Diesenination.

1., FeBlo¥. To detersine tho best mothoed for picrofilning, developing, vlcu-
ing ard printing intelligunce documents havdled by 0D end to delumine
the proper physical and organlzaticnal locstion of the roquired facilitics,

2. VACTL PubBIRG QM THE PRODLLH.

8. Profoct Approveds

Aovroval of Frojuset Ko. nope137=52 by the Froject Deview Conmitics

on 19 Tecerhor 1551 suthorlsed *microfilming of all significsnt dn-
coning intellipenos documente®, and wao veged wpon CUDYD pruposal to
(1) wierefilm all intelligomce docuncnle upon roveiptsy (2) seka the
miorofils available ot all times for vicwing purposes and for ropre= -
duction vhen & retention copry is reguiredy (3) prepere e filn copy
for storage in Vital Hsterlsle Xeposilorys

FYunces for this prolsct were approved by the Froject Feview Uonmittee

in the emount of |£or the fnitial purchese of eguirment,

and in the smount of] !for the srmisl costs of persopal 25X1
nezrvica.;s sbd gupplies. (Bee 169 A for sdditional background infore
wation,) ’ '

be Dresent tystem

CCD storted the following program in April 1953 to nierofiln single=
gopy Socumente only (105 of total dally intake or approximately 100
documents,/500 pagesls

oL REPRORUCTION RLAPSED WIRR-TAYS
[Heceive, fopistor, Fierclilm | 1
o - \Y; 25X1

necedvie, SOk

Eohodula Telivery Tate

Lovolep vicrefile
Hepatlve

[ Tnorwet end rile Film |

TOTA L LRAPZED WKLYy

pesed on snnlysis of stablobica provided by the dfflce af Generel Uervices an25)<1

7 [Jveels developed in August 1553, Ko ruels werd delivercd on the Eth er Ptb ot
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The CIA Livrary recelves spproxisately 15,000 requests par month for
the loan of documente, of which 407 cannct be satizfied due to the
reference copy balng on leen, in circulation, in reproduction, ete,
slerefiln negatives of single-copy decurnts are wlewsd by annlyets
shout €30 hours per month, end recultent requests for prints average
250 doonments per month. Prints can by obtolned from deproduction
within ten work days on the aversge end within five work days on upe
gent roquostss  (feo Tab B for additional datails of tho pregent
asituation.) . ‘

¢  Yroposod Hyatemy

' 0D proposes Lo ¢ m progrom (o provide, on the prome
25X1 isen i1 zervices suthorized by the
Projact Heview Cormittes, In acditlen, XL proposus to provide *on
the spot” reproduction of docunents ts mest reference requirensnts
and to fulfill recent coymlizonts regarding Air Force intellisonce
docoments. {Se¢e Tab O for deteilo of tha praposed systom,)

»

d.  pnnusl Costs of frossnt emd Proposed Systoms oY1

TEM Paonayr ' FROP LD _ LAVInGE
A R e Y - . Wt L
Equipmont 1/
iersonsl Bervices
Suppliecs

Library Space 1/
TTALSy

Furchase of microfilm equipnent cost op £20,8€1,00 in Piscal Year
1953, additlonal expencitures ef £195,766.50 will be pequired in
FY 195k A the proposed system is epproved. (%00 Tab I for details
of prosunt and propossd experiituren.) ‘

3. DIECULS IUN,

G Iresent Syatems

{1) 2dvontages.

(a) The present epsten conld provide master sets of docunents on
film rewls for (CF end the Vitel ratorials feresitory with
oxinting perconnel and the addition of esuipront only o the
eitent of one camura, provided tims limits for availebility
wore nok reguired,

{b} €07 of requests for roference documents can ba fillod from
flies of axisting dosunents,

L/ Thuse Stems will progress towerd zero savings #8 the rats of destruction
approachoes the rete of intaske and enpual sevings will be reduces accordingly,
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(2)

(e} e renaining 40% could be filled by meking reprints in

Reproduction from microfilm with existing equipment provided
adequate time were allowed.

Disadventages.

{8) Fiim sent to Reproduction for processing cannct be inspected
for defects prior to dissemination of the pertinent document,
thershy rdishing loss of the record or considerable delsay in
irscing end recalling‘the document for repeat £ilming,

(b) Time lapse belove documents would be availsble for reference
geriously hamper the research zetivities of the Lgency end
encourages researchers to bulld up thelr personal files.

(c) Pxtensive employee time is expended in the maintenance of
circulation end loen records, tracing and filing of documents.

(d) Storsge space 1o an 1nc~reasingf problen and lerge expenditures
ere necessary for filing equipment,

Proposed System,

(1)

Advantages valch could be schieved by FY 19563

(2) Fleven personnel could be released from document reference
duties provided workload sdother factors remain constent.

(b) Film could be inspected at frequent intervals and if defective,
the document re-photographed before dissenination, This is
particularly iwportant on single-copy documents snd documents
on ghort-term loan from other agencies,

(¢} Rapld service could be provided from the master record of
documents available in the Library at sll times for "on the
gpot? viewlng or reproduction.

(a) Multiple requests for the same document ecould be filled,

(e) Circulation losn controls, tracing, recalling, filing and
re-flling of documents would be reduced to a minimunm,

(f) Storage space end equipment would be reduced sbout 90%.

{g) Microfilm records of all documents would be furnisghed to
Vital Materisls Repository.

(n) The present records retirement progrem in CIA Offices could
be simplified.

(1) A11 documents borrowed from other sgencies could be filmed,
thus incressing intelligence holdings, and repeat borrowing
would be eliminated,
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(3) Resesrch files in CTA offices should be materiamlly recuced
vhen abllity to provide copien immediately hes been adequetely
desonstrated. FPurther insurenes in this respect eould be
provided through the covperation of FRecords Management Officers.

(k) Circulation of documents on initisl dissenination ehould
be ppeeded up because of the imnedlate eveilability of
prints to offices.

(2) Dizadvantages.

LY

(8) Aveilsbility of reproduction equipment might encourage
umnecegsary reprodustion of documents for initial dissemine-

tion.

(v)| 25X1

1ough CIA Will Denelit o Thé €XLent of
T T intelligence earlier, this cdvantage should be
welghed sgelnst Ineressed workload, costs, and capabilities.

6. QOrmemizetional snd Physical Locatleng

The proposed systen would not function properly end should not be
underteken unless &ll parts of the system are physically in one
location.

The system would not require personnel slilled in reproduction
techniques. Litrery personnel releesed from the precent sycten could .
be tralned adequately by gupervisory personnel of OCD who are competont
in thiso field, ond there sre sufficlent personnel aveilsble to Provide
for rotatlon, lesve, ete. Therefore, the lgency would gein no advane
toge by disrupting normel superfisory relationships in order to sssign
the personnel Involved to the Office of General Services.

4e CONCLUSIONS,

8. The aysten proposed by OCD constitutes a marked improvement over the
praaent pysten,

be The equipment for the system must be contigucus to OCD im order %o
make the proposel work,.

¢« Personnel opersting the aystem should be on the OCD T/0 and under OCD
puprrvision, '

5» RECOMMENDATIONS:
It ie recommended thats

&+ The system proposed by OCD, ¢s set forth in Teb C, be adopted.
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be Tundg for the initial purchase of edditional equipment in the
amount of $15,784.00 and alterstions in the amount of %£4500.00
te slloceted from unexpanded balances for microfilming of &47,234.00

in FY 1953'
c. _Additional equipment shown in Tab D be installed a.t] | - 25X1
25X1 - I | |
d. Converaion be phased as proposed by OCD 4n Tab E.
©. Personnel roquired for oporation of the system be on the 0OCD T/0
md wder OCD uuparvision.
fo The Organizetion and Methods Service be required to report conversion
prograss periodicully to the '.DD/A snd the DD/I, including persozmal
savings effectad.
25X1 | [
Organization & Methods Examiner
Assistant Management Officer
{DD/I Avea)
Annexos
Teb A = Backpround
Teb B « Present Situation
Tab C - Proposed Systen
Tab D - Fxpenditures
Tab T - Phasing of Proposed Syatem
Concurrences)
25X1

Agsigtanty Director for Collection & Digsemination

Chief, Office of Cenoral Cervices

Comptroller

Asgistant to DD/I (Admin.)
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