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Herry Fair, Actin Director 
Administrative Frugrams Management Staff 

- 

Robert L. Firth, Specint Assistant 

to the Associate Attorney Genera} 
Office of the Associate Attorney Gencral | 

Harry F. Flickinger, Director 
Personne] and: Training Staff 

Alma Gauf, Consultant : 
Office of Legal Counsel oe 

Charles J. Gentry 
Administrative Ufficer 

Board of Immigration Appeals 

Robert J. Havel 
Deputy Director , 
Office of Public Informagion 

Robert Haworth 
Administrative ofticef . 
U.S. Parole Commissio , 

James F. Hickey, Chief 
Administrative Section 
Land and Natural Resources Divisfon 

Marvin P. Hogan 
Librarian | 

James F. Hoobler, fDirector 
Program Review and Budget Staff 

Wade Houk, Director 
Management Systemp Policy Staff 

E. Hugh Kinney 
Executive Officdér 
Civil Rights Didibion 

Francis X. Mallgrfve ‘ 
Assistant Directo 
Executive Office for United States Attorneys 

Earte N. McConn, dr. 
Administrative Officer 
Tax Division \, \ 
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H. Dale Meek! 
Administrative Officer 
Commanity Relations Service 

James W. Muskett 
Executive Assistant 
Criminal Divisidén 

4 
Charles Neill, Director 
Financial Nanagenent Staff 

Glen E. Pommerening, Director 
Internal Audit Staff 

, 

J. Hichael Quinlan 
Executive Assistant to the Director 
Bureau of Prisons 

William H. Russell 
Assistant Director for Administration 

and Finance 
United States Warshals Service 

Joseph A. Sanches, Executive Assistant 
to the Assistant Attorney Genera} 

for Administration 

A.G. Sansone, Acting Director 
Systems Design and Development Staff 

J.0. Scrivens, Director 
Equal Opportunity Programs Staff 

Ralph 8B. Thomas 
Special Assistant to the Commissioner 
Immigration and Naturalization Service 
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COMPONENT (OBD or curcat) havc 
CONTACT NAME AND TELEPHEC NUMBER an _—_ 

GENERAL SERVICES ADMINISTRATION . 
. NATIONAL ARCHIVES AND RECORDS SERVICE 

GOVERMMENT-WIDE REPORTS-MANAGLMLNT. INSPECTION { 
‘ 

: - “Please answer tke following questions about reports management in your agency and attach copies of the dociwsents requested, 

s NO 
ow 

T. Reports Management Procram ” 

7} 0] Does your ayency have a reports management program? 

If yes, 
6 

7} CJ 1. Does the reports management program include computer-gonerated 
reports? . 

} CI 2. Noes your agency Periodically audit the program for adequacy 
of procedures and conpliance with regulations? 

If no, explain why one has not been established 

II. Program ibective(s) 

} | Is there an agency-wide reports management program directive? 

If there is a directive attach a copy and answer the following 
questions: . 

} () 1. Is the directive a part of the overall agency directives system? 

} (3 2. Does the directive encompass the provisions of Federal Property 
Managenent Regulations (FPMPs) 101-11.207 and 101-11.11, QB : Circular A-40 and GAO's CFR 4? 

t 
o 
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£S No 

3. Give’ the date (month and year) the reports management directive w= Was lust updated. . 

Title of Directive a Tk + o 

  

7 

It ' 

] CI 4. Do you have a distribution list for the reports management directive? (Attach copy.) 

] C3 5. Is the reports managchent direct ive supplemented by other written procedures? (Attach copy.) 

] ( 6. Are lower echelon organizational units (below bureau level) authorized to supplement the agency-wide reports mananement directive? 

J 0 If there is no reports directive, are the requirements of FP\Rs 101-1i-TT, and 101-31.207, OMB Circular A-40 and GAO's CFR-4 provided for in other agency directives? (Attach copies.) 

IIT. Program Systems and Procedures 

! {J Have agency-wide standards and procedures for initiating, identifying, reviewing, approving, preparing, and distributing internal reporting requircments been est lished? 
tt 

If standards and procedures have been established, answer the followine questions: 

0} 1. Are the $tandards and procedures published in the reports management program directive? 

       

  

a () 2. Are the Stancgrds and procedures published separately from the reports manag@nent program directive? (Attach copies.) 

  

+ E
O
 
L
O
F
T
 

A 
A
B
R
 

ap
hi
d 

de
t 

  

tpi . ~~



  

  

    

L
t
 

  

Ly
re
 
Ou
i 

th
s 

a 

J 

vt 

CJ 

i) 

CJ 

CJ 

CJ 

CI 

CI 

C3 

) 

CI 

CJ 

Ve Provide Needed Manavement Information 

Have agency-wide standards and procedures been established for identify ing Management infomation needed for planning, controlling, and evaluating; and for designing management informtion system? 

Uf_standirds. ond procedures have becn established answer the following questions: 

1. Are the standards and procedures published in the reports management program directive? . 
’ - 

2. Wre the standards and procedures pubTished scparately fron the reports management program directive?, (Attach copies.) 
4 

Vv. Conduct cal Benefit Analysis 
? 

A. Are cost estimates including design, data collection and processing, and distribution costs developed for all reports in your agency? 

B. Are funétional categories of reports periodically costed and 
evaluated? (e.g. ELO, program, personnel.) 

C. Do you use the NARS "Guide to Estimating Reporting Costs" to cost reports? 

If the NARS guide i's not used, answer the followine questions: 
4 

1. Are there agendy standards and procedures to cost reports? 

2. Are these standards and procedures included jn the reports management directive? 

3. Arefthese beonaaras and procedures published separately from the reports management directive? (Attach copies.) 

VI. Provide Individual Report Instruction 

Does each report have a promulgating directive? 
6 

If there are promileatine directives for any reports answer the following 
questions: 

1. Do the directives contain specific instructions for completing the reports? 

{ a ° 
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3. 

Are instructions for completing the reports found on the report? 

Do reporting instructions b rovide for negative reports and reporting by exception? 

VII. Maintain and Review Reports Inventory 

Does each organizational uni 
a reports inventory? 

. 
. . . 

' e a 

If an inventory is Maintained answer the followine questions 

WA
 
M
O
 

Aa
An
 
a
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‘ 
Dees the repérts inventory include the following type of required reports? 

. 

Congressional - Law/Statute? 
White House/OMg? (Public Use) 
Other Azencies$ (Interagency) 
Intemal? 

Does each report Listed in the inventory show 

Control number? 
Title or subject? 
Requiring Office? 
Promulgating directive citation? ° 
Associated feeder reports reference? 
Duc Date? - 
Frequency? 

Are reports in the inventory reviewed for continuing need on a scheduled, periodic basis? 
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VIIT.  Gbtain ON®/GAO Approval for Public Use Reports 

Is the responbil lity for OMB/GAO, public use report clearances included 
in the fsthes ff the reports management officer? 

4 
If OND/GAN cleara mces are not the reports manerement_officer's 
respons: aility pleare exnlain why tie clearance function is dssioned 
elsch: “cre aml wiclule the name, title, oreanization and phone neaber 
of the responsible imdividual. = 

« 

, 

. 

Is the current {Interagency Reports Coordinator officially designated 
in writing? (Hrovide nane, title; organization, and phone number. ) 

B. 
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HATIONAL ARCHIVE AND RECORDS SERVICE 
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INSTRU TIONS: Please supply quantity and cag 
dite toe all cate Sortes of antemal reporin. ne tude 

  

  

  

  

  

  

  

  

  

  

  

  

            
  

  

- c - ~ all avaiiahic date foe each category, HH informa REPORTS MANAGEMENT EVALUAT ION fie de anvaileble, enter "NA. Refer to 
FPMB 201 -11,.207 -2 toe definitions, lnchute all 

7 computer fenerated reports, Questions should be 
INTERNAL REPORTS SUMMARY reloreed to tra A. Penn, 376 ~8806, 

INTERNAL REPO RGSS NARS USE ONLY 
a 

NUMBER TOTAL COST FREQUENCY TOTAL. FOR WittCH OF vee oe eee NUMLER Costs REPORTS 
ARE KNOWN IN COL. B 

(Dollars) 

A B C 

oF DAILY gy 

s 4. * 

WLEKLY f ‘ 

BI-WEEKLY 

MOK THLY 

QUARTERLY 

SEMI-ANNUAL ° . 

i 

ARNUAL 

4 
i 

BI-ANNUAL 

TOTAL ‘ 

DEPARTMENT OR AGENCY BUREAU DATE 

  

SIGNATURE OF SUBMITTING OF FICIAL 

  
TYPED NAME AND TITLE OF OF FICIAL PHONE NUMBER 
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at tant AttorneyiGeneral 
of Adajnistygatidn 

Office of Managénent and Finance —s_— 
Assistant Director 
Records Pppeeee* Divisichn 
NATIONAL IVES AXD (RECORDS 
SERVICE TECHNICAL ASEZSTANCS VISIT : ' \ , em 

. Reference is made to letter dated October 19, 1978, from Vincent A. Lobiaco, Assistant Director, Records Management Group, which provided data regarding the technical assictance evaluation Curreatly being conducted by the National Archivps and Records Service (NARS). 
5 

January 12, 1979 

Puring the assesement of this Bureau's Forms Managoment Program, Mias Cardlyn Gugino, NARS Representative, requested additional material which fs atteched herewith for appropriate action by the Records Management Group. 

Enclosure 

NOTE: During the assessment of the Forms Managenent Prograz on 1/4/75, Carolyn Gugino, NARS, requested program-related directives and additional Semple forms. This material ig being forwarde@ to the Department to supplement material furnished by tter dated 3/7/76 in response to a guestionnaire related to N " evaluation of Department Records and Records Management Fractices and Programs. 

66-13966 
CMG:saj 

(7), ° / 

l - Mr. Long 
(Atts Mr. Meyer) 
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10-25 FBI FORMS | 

FBI forms (FD) must: € @pproved by FBIHQ. Forms being submitted to FBIHQ for approval of adoption, revision, consolidation, or deletion must be forwarded by letter marked for the Attention: Administrative Ser- vices Division, Thi letter must show complete juetification for any proposed FBI form, 

10-25.2 Reproduction of Forma enon of Forms 

All field offices’ are authorized to reproduce FBI-approved forms as needed, 

10-25,2 FRI Form Book OOK 

(1) All authorized fo rms are kept in an FBI form book which is maintained in all field offices by the office services manager, 
(2) When a fozn is approved for use only by a designated field offic@,fa nurber is afiGnea by that field office and a copy of the form is placed in the FBI form book in the section designated for that field office. 
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PART II uo 

SECTION 10, ( WRITTEN COMMUNICATIONS 

Consecutive numbers are used preceding the field Office teletype abbrevia- tion. Ind@rcate on the fo the date of the PBIHQ approval letter. 
(3) The FBI form book is revised by F Supplies of forms on hand by a field office are 

3ITHQ on a quarterly basis. 
should not exceed-the number anticipated for a t 

to be kept to a minimum and 
hrea-month period, 

10-25.3 Annual Fiel4 Office Review 
¥ 

(1) A detailed review of all forms Specifically . in tield offices m 
approved for use ust be condiicted annually, 

(2) An administrative tickler should be maintained by all field 
offices to insure that FBIHQ, Attention: Adninistrative Services Division 
is advised of its rertults of the review in letter form by February 15, 

(3) Certain Considerations should be given during an annual review: 

(a) Deletion of forms serving no useful purpose; 
(b) Consolidation of forms having similar functions; 
(c) Revision of forms to improve and Streamline operational procedures in the field office. 

(4) Porms Proposed for adoption, deletion, as a result of this annual review, must be submitted to FBIHQ for 
approval. Include all proposals. and the justification therefore in the the results of the annual isi 

revision, consolidation, or 

10-25.4 Reminders 

(1) Employee responsible for samples are on file, Insure current for 
FBI Form Book should insure current of forms, mats are used in Proposing revisions 

(2) Forms Peoposats must be submitted by letter; DO NOT assign a 
FORM NUMBER unpil FBI 2 approval has been received for Proposed form; DO NOT 
reassign a tor nunbet of an OBSOLETE FORM, 

(3) Upon distribution of a new revision of a form to field 
offices, PENDING REQUESTS previcusly received at FBIHQ WILL BE CANCELED, ‘ 

(4) Forms are nf € to be reproduced on XEROX EQUIPMENT except in extreme eme gency. 

(S) The FBI Porm Book should be u revisions even 
depleted, 
revisions o 

Pp to date with copies of current though existing supplies of Previous revisions may be This is Particularly important in instances in which proposed f forms are submitted by a Suggestion. 
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“Fre Dsliten Pe Bétere . 
beputy Attorney Genre 

afio/ss 

: Directer, rer rr ee eres rm a re nes we nee 

Vos Frei sarsosdcre t 

fs aocerdenes with tho télephene Peguscd af 

wing Bera be sha Foras Central Beck ef the Dopercasnt, 

aade ty a durceu Pe resextetice on February é 2356, . 

there 16 609 oud dele ezPvatn tafermivion Pegarétng at 

thts? durcon'e Feras Kancg eaent pregress nd 

I have always tnotated thad esrefel etry 

end esnasdcration be given Yo the use ef eras through- 

ext the FEI. Fae Burcce’s Ferue Hovogoncet regres 

oo prepaitiy constituted was aterted ta Leer, 

pregrak t2 controlled ts tha Inapeetien and Plesaiag 

Seots ot of the Sratatay end Inepasttos Bivte tot. 

The For Me Wanacenest Deck exeressss eaxtralt sed 

esntrel ta that ne ferns acy be usec, tattteted, perteed 

er deleted anyniere tu the Fal wttrcet the eoneurrenes 

af. ths Firat Hasse Deok, 

One buployse ts engages fell ttae on the 

pregres ot ths Seat of Coverazenty no enpleyves ere 

' gostgued te the pregres ta ths ftelé. 

Aecenaltahucate af the F3T Fernc foasgenent 

preoras fer the 18 nentis ending Jaasary 81, 1008, ares 

1) 1687 ferns ere now ta Bee WhPEe 903 tre FIl. 

2) 103 now forac wsre eppreved. (2 Aéf forns v6 

eliutacted by means ether qhon eenzod ication, (4) @4 

ferus gore conseltdstec, (5) 422 ferua were revioed 

anc /arP rhage tances fer mere asseetzne BOs - 

The adeve Snfernation edysve all of the 
petats mextioned by tas Boyd ta her request Sar 
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. ' g DEPARTMENT OF JugT.. « 

Vashington 25, D.C. 

- myer 31, 1955 

- 
ENO NO. 138 

TO HEADS OF ALL DIVISIONS AND BUREAUS, UNITED STATES ATTORAEYS ays MARSHALS 
4 : 

Ce SUBJZCT: Forms Coutrol 27 

Routine and repetitive detatic of operations require the use of many 
forms which in sta: ardizing the performance of various activities conserve 

maupower. Sometimes however, the use of forne is overdone with the result 
that certs of administration are pushed beyond reason, 

It is a generally accepted rule that for every doller spent for 
printing a form oven ten dollars is required in personal services fcr ite 

processing. Accordingly the need for each form rust be well established and 

justified in the light of personnel activity and other admiiitstrative coste. 

It is the purpose of this meworandum to establish a forms review and 
code rar for the Department which will lead to more efficient aod 
econcmical use of forms developed by the bureaus » divisions and offices, The 
instructicis ebntalh 

‘Ey 

responsibility for “"t desi¢n, development, Clearance, approval and procure- 

ied herein are for the guidance of all personnel having 

went of forms. :   1. Objectives of the Forms Control program 

The primary objectives of the program are:   2) To determine necessity for each form and possible consolidation or P 
{ 

coordination with existing or proposed forns, s 
fe . (o) To assure econctical production and distribution of forvs, 
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| 

_ {ce) To piifine O11 wineeded forns, 
(4) 9 bssure Bpplication of mcder n forrs desiun and labor-saving / téchnigues in Constructing forms.   (e) ™4 assur2 throucth the perfodic review of existing forms and the 

deed forms that problems of 

j study of Progesals for new or rey t 

a ua procedure are solved, + @ ' 

orvan ta 

2. Secpe of Authcrg §, : 

This office wilt be responsible for administration of the forms control ' i Program and wil] rpbicw and approve all forms used by of 
of the Departmen except: 

fices and divistons 

1. Forms used by the Federal Bureau of Investigation, Bureau of 
Priscne (lippudtng Prison Industries), and the Inmigration and 
Naturalifetion Service which do not require approval of other 
Covernpent ageucies: 

2. Forms issued by other Government agencies; 
3. Standdrd Forms 

3. Ford Definitions 

i A form is Gy document priuted or otherwise reproduced with Spaces 

and 

Provified for f11)-in information ana descriptive detail. (Porn letters and routing slips are included), : 
t 

Forme *pProved for use by a Particular division, office or bureau, ‘ 

  (a) Internal forng. 

(b) Department of Justice (DY) forma, Forms Prescribed by the   Eo 
Departnent for use by two or more divisions or bureaug.. ‘ 
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(4) 

(e) 

(r) 

1 -3- 

Forms requiring upsroval of other ugencies. Forma which require 

review and upproval of other agencies prior to use by a branch 

of the Department. All such forms should be submitted to this -—- - 

office for upprovel and securing clearance frem the agencies 

involved. 

(1) Wublic Use Forms ~ Bureau of the’ Budyet. Forms which reyucst 

information of an identical nature. from ten or more persons other 

than Federal exployees and forme which call for information of an 

identical nature from agencics, employees or inetrurentalities of 

the Federal Governrent, which are to be used for statistical 

compilations of general public interest, including conipi lations 

showing the satay We or implementation of Federal activities and 

prograz, 

(2) Accounting Forms - General Accounting Office. Furms such as 

those pertaining to receipt and paynent of funis, Journals, 

registers,retc. 

(3) Personnel Forms - Civil Service Ccnmission. All forms 

relating tc atd affecting personnel. 

Optional (OF) Forrs. Forms applicable in the operation of several 

agencie@ end approved by ‘the Bureau of the Budget for optional 

use by aay or all agencies. 

standira Forgs. Forma prescribed by an agency and approved by 

the Burbau of the Budget or the Comptroller General which are for 

the mandatory use of other agencies, 

Forme of other Government agencies. Forms approved by the proper     

Gepartuent or azency for hae by other Government agencies. 
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(a) Forme Identifiqation and Review. 

Vf 

WS SD seen pea grersys newer 
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4, Pro®edures § 

  

Authority to estcblish andimaintain separate furms control 

prograns and identifleatiog plans in confornity with the 

objectives outlined in this wencrandups ip delegated as follows: 

1. Federal Bureau of Investigation 

‘ 2. Bureau of Frisons (including Prison Industries) 

‘ 3. Immigration and Naturalization Service 

This aelecatton does not include review of forms which require 

approval of other agencies (See 3(c) or forms tised by tyo or more 

bureaus or divisions of the Deparkrent (DJ) forms. 

Each | er e~panizatibbe should advise this cffice as soon as 

possible (preferably within 30 days) of acticn taken in line with 

this delegaticn. A copy of any instructions cr procedures should 

be submitted tor the information of the Administrative Asaistant 

Attorney General. 

The /dministrative Division will assign form numbera to all 

Depariment of Justice forms. There follows a list of form 

prefixes which will be used to identify forme of divisions and 

offices. {11 edisting forms will be redesigrated in accordance 

with this plan at such time as stocks are exhausted and reprinting 

madc. Foru htebixes other than those prescrited below will not 

be permitted, However, considerable latitude will be allowed as 

the program develops, with resrect to assignment of base numbers, 

since it. will undoubtedly be desirable to retain many form numbers 

Tap Senet mer eee opr mee amenrte pemima ee CUR ERT UE Be OR OR ee a I mee een nee crt RETIREES Cee ae
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currcntly in uce. For example, Form No. lll « “honthly Report 
eg Disbursements and Obligations" (which is unea exclusively by 

United States Farshalc ) is comunly referred to a3 the "111 report", 
therefure under "e nev procedure the prefix " " has merely .been 
added and the teu, ee as For No. "USM-111", 

! o Form Prefixes 2 

Symbol | . reanization 

DY | In use by mere than one Alvision { office or activity. 

AD ; Administrative Division 

USM 
United States Marshals 

USA ' United States Attorneys 

AT Antitrust Division 

1X 
Tax Division 

CM 
Criminal Division 

cv Civil Division 
if 

lands Division 

is ' Internal Security Diviston 

Parole Board of Parvule 

AP Office of Alien Property 

G 
Offices and Divisions not 
epecifically named above. 

In order that numbers will not be duplicated, each Division 

should forward a list of all Anternal and Departnent of Justice 

forms now in use tf tne Forms goutrol Desk setting forth the 

number and title of each forn, 

( 
All requests fr the printing or reproduction of forms will be l 
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(v) 

-6- 

evaluated in the light of the program objectives stated in 

Section 1. The Adnintotrative Division will work with the 

operating officials in the design, development, and consolidation 

for forrs looking toward maximum efficiency and economy. 

Forwarding Forms for Review end Clearance 
* 

Effective vith the date of this memorandum, burcaus, service, 

divialons and offices of the Department are to forward forms and 

forms proposals to the Forms Control Desk, Administrative Division, 

for revigu {" clearance as follows: 

(1) Bureaub, Service and Offices Maintaining Internal Fors Review 

{a) Pblic Report Forms - Budget Bureau - For approval, 

revision cr extension of clearance. 

Sutmit 4 coptes of form. 

Suit 3 coples of Standard Form 83. 

(b) Forms Requiring Approval of Other Ayenclee 

Subuit 3 copies of form. 

Submit 1 copy of DJ-1 

(2) Divisions end Offices not Maintaining Internal Forms Review 

(a) New Forms and Changes in Existing Forms 

Submit 2 copies of form. 

sate 1 cupy of DJ-1 

ets 3 coples of DJ-2 

(@) Replenishment of supvly of existinz forma 

Submit 2 copies of form. 

Subuit 3 copies of DN-2. 
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—_ (c) Public Report Forms - Budget Bureau - For approval or 
revision, 

Svbatt 4 coptes of form, 

Submit l copy of DJ-1, 

Bubnit 3 copies of DJ-2, 

Submit 3 copies of Standard Form 83, 

~
~
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(Note; If extension of clesrance is required, submit only - 

4 copies of form and 3 copies of 3.F, 83). 

(a) tv orme Requiring Approval of Other Agencies 

Submit 3 copies of, fom, 

Submit 1 copy of -l. 

Submit 3 copies of DJ-2, 

5. Forms 

Standard Form 83 (Request for Clearance) - In occordance with 

Section 4(b) this form 1s to be used in ell cases where Bucget Bureau 

clearance is required wider Budget Burenu Circular No. A-4O, All information 

requested by the form should be inserted in the proper spaces, 

| Form DJ-1 (Fors fPproval Request) - This must be submitted in connection 

with a request for any new form or for the substantial revision of an 

existing foru, 

Form DJ-2 (Request for Printing or Reproduction) - This is a new form 

which supersedes two forme now being used in the Department to request 

mimeographing (Fink chect) and repreduction (Yellov sheet), Hereafter, 

Form Ko, DJ-2 will be used for all requeste for printing or reproduction, 

except photostating, It need not be forvarded to the Forms Control Desk for 

epprovel vhen the material fa obviously not in the forms category, such as 
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prese*Teleaces; brie’s, Opinions or other legal documents in connection with 

Matteru und cases under the control of the vuricua divistone; miterfal _ 

relating to preparution of the budg:t; Depurtuent circulars, notices, etc. 
Foru aD-2 (Requeot for action on Forins) - Thie forn will be used by 

the Aduinistrative Division to requeut operating officials for recomendations 

On forms. Two copies will be forwarded in each case and after notation by 
the Division will be returned to the Forms Control Desk. The forns must be 
Signed by the official who executes them. 

G. Availability of Forms 

Sauple copies of adn of the forza referred to herein are attached, An 
initial oupply of Forms"SJ-1 and DJ-2 will be forwarded to all Divisions, 
Thereafter the forns may be requisitioned in the usual manner, 

/s/ S. aA. Andretta 

S. A. andretta 
Administrative 

Assiotant attorney General 
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ise United Gtates Vepartiment Of Fnattce ad. “ty 

Sp ee Federal Cureau of Liturstigatian 
Wash tiagtan 25,2. €. ™ POPLY, PLEASE AGrER TU 8 o! 

_ 

Puen st September 97, 9S 4 oe 

‘ FRI ForUS WAK AGEMENT 

The rons Vandgenent program of the FAY ts controlled 
in the Inspectidn and Planning Section of the Tratning and Inspectton Diuts#ion. Forus Management te one Phase of eperattong 
Of the Inspection end Planning Section and duttes of that eection 
relate to the prescribing of general FAY procedures, Parttculerly 
those of an adnintetrative nature, evcluation Of procedures and polictes, ond phanbing of procedures and polictes. 

The Forn Vanogenent Deck erercisea centraliged contro] 
in that no forma phy be used Gnywchere in the FRY without pritop 
Opproval of the Wokna Nanagement Deak. | This approval te granted only after Comp Rete justifteoatton by the suggesting employee ae 
to the need forthe Sorm, trcluding full Sactsa as to the use to 
which the fora 11] be put, the frequency of use of the Sorn, the manner tn which the form wtll be used, Gnd related Sacts ae 

Executives Conference for conatderation and recommendations to 
the Director of the FBI. Coste are computed and wetghed agcinat 
other factors relating to the use of the form. 

Baste politctes Gpplicable to FAY Forms Managenent ares 
Forms can be very helpful in certain types Of operations dut forms 
can be a nutsance and an Tpense in other phases of operations 
and therefore ony fora nik be clearly Justified prior to Cdoption 
and forma nust be SPequently re-evaluated to make Certain thut they are timely, accurate, concise, and that reviaetone keep pace 
with any changing condittona. It te réecogntwzed that the ecoet of 
designing, Gpproving, printing and distributing @ form tnvolves 
only a fraction of the over-all cost tnvolued tn the use of «@ form. The FBI ts Gwore that vartoys exrperte have eatinated that 

dollare. Consequently, no form t8 approved for FAI: usage unti2 
there has been thorough exploration, eranination, evaluation, . Consideration, and Justiftoatton.   
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A continuing analyaets of forms ts made by the Fornsa 

Management Desk at FBI headquarters and annually each divuiaeton 

(the 52 fteld offices and the 7 Seat of Government dtutstons) 

is required to analyze all forms tn use for the purpose ef .-—--—.-----. 

recommending reuitstons, consolidattons, or dtacontinuance of 

forms. These analyses are made by the indiutduale who use the 

forms and by their upertors and thta process serves cs a double 

check on the views ty the Forms Management Desk. At any ttre the. 

Forms Management Desk gay, based upon tts,own evaluction, consult 

a field or Seat of Government divtston and call for further 

justification as to the use of a form or require conments as to 

revistons, consolidations or delettona. ‘A third check as to the 

practicability, economy, and destrability of forms t8 found tn 

the FBI inspectton program. Each dtvitsion, field and Seat of 

Government, $8 tnspected annually by an Inspector who ta responsible 

solely to the Director of the FBI for hts analyses and findings 

and thts Inspector is not asstgned to any diuiston betng tnepected 

nordoes he have any type of work attachments to that divistone 

During the course of his thorough analyses of all phasea of 

operattona involving phystcal condition and maintenance, tnvestt~ 

gative operations, administrative operations, personnel managenent, 

and liaison, he ta 7 quired as @ spectfied part of hte functtonse 

to eramtne Forms Mdnbgenent and the use and handling of formas 

within the diviston being inspected. His findtngs are reduced to 

writing. Consequertly, under thte triple approach to Forms Manage- 

ment it 18 difficubt for aay indtutdual who may have a eentinental 

attachment to a particular procedure to continue auch a process 

because other tmpartial employees with widespread ezpertence of 

necessity must evaluate and reconnend approprtate acttone Tra net 

result ita top notch atreamlining, tight control of forms, thorough 

justification for the use of any forms, and holding of forms usage 

to a mintmum comnensurate with the dictates of economye 

Basic considerations in Forms Management are? 

(a) The mpintenance of tight control over formse 

(b) Car eft analyses as to the use of forms, dtsposal 

of forms, storage and maintenance of mintmum euppltes ef 

forms on hand commensurate with good business admintstration; 

careful attention to problems and costs of distributton of 

forms; analyses as to preparatton of forms such as whether 

they should be mimeographed by FAI or prepared through the 

use of other reproducing media or whether sane should de 

obtatned from tne Government Printing Offtce or some other | 

source outside the FBI, with careful attention to wating 

atandord Government forms wherever possible} epsectftcations 

regarding forms; design of the forma. . 

, {! 
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_ (c) Al work control on a permanent and continutng basis through formas control as a key factor. 
} 

(d) Necessity of employees, and particularly those ~~~ 
— presiding over untts, secttons and dtutstons, knowing Forme Management polictes as wel] as other policies and procedures of the organization. Thies is a dual matter of using forns and forms controlhcs & means of implementing and enhancing standard pelictes‘and procedures.- 

. ‘ - 

(e) Maintenance of samples of every form used any- where and everywhere and their retention under the immediate superuiston of the Forms Management Desk. 

(f) Employees forbidden to devise and Use a new forn, modify the existing form, or eliminate any fora without Gpproval of the Forms Management Desk. Consolidations of forms are urged and controlled by the Forms Management Desk. 

9) Forns iAnagenent control ts established to make certcin that discontinued forms are salvaged and put to other he euch as in the preparation of routing slips; mainterfance of plans in connection with forms such as continuing the use of a form which requires only very slight modification and tnatructions to employees to cross Out in longhand the modifted word or phrase and tnsert therein the revised Portion so that erisating stocke of thts form may be exhausted before new forms are distributed ercept in those instances where major modifications and cost factora indicate that the forms should be forthwith dtscontinued and a new Sorm should be tesued. Under these circumstances the old Jorms are salvaged Jor other work. Each form ts supported by any suggestions Sor revtaton er alteration sao that these proposed revisions may be tncorporated tn any reprinting of that form; no form may be reprinted at the FAI nto queens without approval of the Forms Management Deak even to qudment form supplies when no change 18 contem- Plated, and this‘ assures control over creating surpluses of SOrMS. 

(A) Maintenance of a numerical work Stile containing Qll forms with tdentification as to where the form te used and related facg¢ora. 

(i) Carefully chosen printed wording on forms to reduce tendenctesa of employees to dictate more wordy informations Concise wording of printed form sentences and paragraphs to eliminate the typing which might result by persona’ who 

A 
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might use less skillfully chosen words; short cute 

- {n language encouraged. 

vate * 

(j) Destgn for use with window face envelopes whenever 

desirable; design for use with no envelopes whenever possible 

and thia ts frequently the case wtth regard to FaI forms; ~~ 

destgn for use without any folding operatton: and this’ 

applies to virtually all FBI forms in that a folding 

operation ta a rarity. 

(k) Adherence to the princtples that forma destgn 

ts exceedingly tmportant, that tnefficient destgn tncreases 

the likelthood of error, costs, and space requirements in 

ftles; conctee, clear, simple design makes for greater 

usability and reduces cost. , 

(1) Analyses and controls by the Forms Management 

Desk of those factors relating to most econontc use of 

paper as to quality and size consistent with the destred 

orm and printing requirements as to type faces and black- 

yness. Analyses of rules or line wetghts eo that they will 

be no heavier or prominent than ts absolutely necessary to 

serve the purpose with clear understanding that the blacker 

and heavier the printing the less effictent the use of 

the forme 

(m) Ultimate design of forms by experts equipped with 

all necessary tools and thoroughly ezpertenced tn essential 

considerations a8 well as design and art princtples. 

(n) Use of ballot bor destgn whenever posstble, 

proper placing of writing lines and verttcal columna, 

spacing, descriptive titles, and approval of fintshed 

drawings before reproductton and the furnishing of 

specifications to the printer, approval of the galley 

proof or first stxple. 

(o) Use of one-time use carbon paper whenever G 

number of coptes of a porttcular form may be needed 80 

that these carbon coptes can be made at the time the 

typist prepares the ortgtnal and thus eliminate time 

necessary to line up sheete of paper and carbons tn 

the typewriter as would be necessary without the pre- 

' {Inserted cardon. 
  

(p) The ordering of forns for use throughout the 

FBI rather than to cauee reproduction to ftt the neede 

of one dtutsion so that advantage can be taken of reduced 

cost tn reproduction of large quantittes. . 
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(q) Slitminatton of duplicates, overlapping, or out- 
moded forns as a part of Forms Management operations. ot

e 

(r) Maintenance of applicable, functional indez 8 
showing uses of fobme by subject matter and functions - 
involved suppontedby toptecal indices; effective liaison : 
and erchange of information by the Forngs Management Desk 
and the units, secttons, or divistons using the formes 
wtthgultinate decision resting in the Forms Management 
Deskerather than in the vartous working untts; however, 
with a flexible constructive attitude betng paramount tn 
the Forms Management Desk so as to render anarinum help 
to the operating untt, sectton or dtutstone 

& 

(s) cid, cut firing of responsibtltty on a1] 
matters relating to forms and paper work with continuing 
analyses by the offerating divistona, the Forms Managensnt 
Desk, and a astaffjtof Inspectors or methods eraminers and : 
Gnag ystae LY 

\aste con@iderations in the use of forms a& @ means 3 
of reducing paper work problema inuolve? * 

(a) Elimination of useless data on forms.   (bd) Alear cut realizatton that the cost of preparing 
the form 14 only the starting point and that coats relating 
to the disérkbution, maintenance and ultimate use of the 

form bring about added costes frequently of sudstanttal : 
naturée st 

fet
a 

a
e
 

M
A
D
 

a 
e
g
 

  
| 

{o) Making avatlable adequate information as to how 
| the form ia to be used and the facts relating to the job 

| to which the form pertains. 
| 

(d) Careful design of forms in order to reduce 
Clertcal expense; marinum use of acientific forms design 
principles. 

(e) Creation of posittue mental attitudes through 
| explanations as to furms principles and in the designtng 
—(COff SOrmge 

(7) Simplification as to entry of data and readability. 

(9) Keeping the "filled tn" data on forms of paraaount 
prominence as conpared with the printed data on the -form.



  

9 
: 

(h) Dastgn of robne to reduce potential clertcal 
errors to a minimum. }? 

(1) Careful constderation of productton standards ae 
@ means of holding costs to @ minimum without tnjuring the 
uae value of forms so that marimum economy can be obtained 

a tn the purchase and printing of forms; close and final: 

control over volume of forms prepared and number of coptes 
reproduced. 

In suggesting a fora the appropriate unit, section 
or dtuiston or methods exrantner (Inapector) aust furnish full 
facts including; . ‘ 

(a) ectfic steps as to the use to which the 
proposed farm will be put, including details of how the 
form whll Se erecutsd at various levela and by whor. 

(d) Where the form will be used at tts tnception, 
the vartous stages, and ultimately. 

(c) When the form is used. 

(d) How the form ts used. 

(e) Why the form ta necesaary. 

(7) Savings which can be realized through the use 
of the forme 

In the FAI any piece of paper which has apaces to ftll 
tn ta considered a form. <Any ptece of paper which may not have 
spaces to fill in but has recurring use and tt should be tdantified 
ia also constdsered a form, such as certain “out” carda or printed 
documents used to “flag” certain conditions or to prouide instructions 

-6- 

ope a eee ee - . — . vette 

Sel aes 

Lit
eti

ind
s 

sa
bb

s 
beci

eiSa
l 

    
en
te
d h

ea
d 

  

 



We Bette arden Ma techs 8 ate ee ea oe ale pe ee ae ee aR 

Cotcber 7, 1%9 

vw . . 2 . 

RRR RA. oe 

RS: FSl rome: 

t s 7 ; & Sgoter FAL Farw Book Lo wintalos tn the training 
end Inscectien Mvislens, As ehiceps in forny ara acthorliid, appropriate rotations are rade ta the unster copy of the Tram Book in erder thet chea the particular fora which hae be es As a and sorrsetied we the avtharlsod Tange s 
te mm . 

‘ 

18 fe desired that the purcornel of your effics be ( 
inotrycted to route any requis’ iigas for the printing of Sams contatasd in the FRI Porm Book be the Training and Inepecttna Tdvision before the forus are minted in order that any e whigh hare been authorizod in tw forme may be mde. This ls true of those forms mrinted by the Oovirammt Printing Of tite 
@s wall as those printed im your divisics, [i 

Vary tyuwly yours, 

Se Bigar flaeve. 

John liger Yoover 

Di tester 
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MEMORANDUM FOR MR, CL 209 
en AOE CO ep 

Ret _PROCKURE TO 38 FOLLOWED IW HADLIMG 
CRMS SUBMITT=D BY IFLD OFFICES FOR 

“APPROVAL, 

1, When a form for approval ie submitted to the Bursau it fs 

sent to the Training and Inspection Division for review, The tranemtttaT 
letter is immediately acknowledguladvielnog the sending office the form is 
being considered, 4 

2, The appropriate divisiom will be contacted by the Training and 
Inspection Diviston ¢@oncerning the necessity of such a form, If it is bellaved 
there te no zerit to the sugzested form a brief summary of the objections to the 
form will be made by the Training and Inspection Division and submitted te the 

Executive Conference and to the Director for consideration, 

3, After the Training and Inspection Division has contacted ths 
appropriate diviaton and the form appears to have some merit it will be 

a. Sent by the attached form to the Inspectors and currently 
approved SAC Inspectors for their comments unless the 

form has been submitted by one of them, The attached 
torm for thie purpose provides for their comments and 
return to the Bureau, 

db. The form with the observations of these Inspectors wv 
then de sent to the appropriate division in the Bureau 
for further consideration, The observations of these 

Inspectors and SAC's mny serve as a guide 1a considering. 
the approval of the fora, — 

¢. The recommendation of the appropriate divisiod together 

tions and recommendations will be briefed and then sub- 

- mitted to the Executive Conference and the Director for 

final action, 
- 

e — 

7 etc tee 
~ 7 7 Sree ee eceaee eee a a   

with the Inspectora! observationg, yi : 
_tne Training and Inspection Divi atha Ukdrecehe! erva- _.... 
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Yi a, Upon final action tne submitting field offtce will be 
— 

advised, If the form has been approved, Diviston Throe will be requestod to Print an adequate supply of the form and send three coplee to ench field office, The field will be adviged dy bulletin of tts use and one | copy of the form shall te placed in the “Appendix to the Clericel Manual for Pleld Office Employees" which ts to consist of all approved Bureau forms, If a flald office desires to use the form, a suffictent number cén be requisitioned, 

4. If the fora is initiated at the Bureau for use in the field 1¢ shall 
de submitted to the Preah ning and Inepection Wiviston, which division will forward 
copies of it to the Tnapectore as provided in Yo, 3 of this menorandua, After the observations from the Inspectors have been recetved they will be briefed by 
the Tratning ond Inspection Divieion for presentation to the Executive Confarence, 

5. If w chance inn present exist! Conference and the Director, the Training and advised, Under the Present practice request of the supply ro 
Division, On Several oc 
of these forme so the ch 

ng form 1s arproved by the Executive Inspection Division will be sa » before existing forns are reprinted upon “a or others 1¢ 19 sent to the Training and Taapection sions changes have teen previously authorized on sone 30 ie then incorporated in the reprinted fora, 
¢ RECOMMENCATIONs That the above or simtl ar procedure for the uniform 

handling of sugyestad forms be adopted, 

é 

Respectfully aubmitted, 

welysy 
- 

JHA, Carlaon 
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RO. 341 Auguet 26, 1943 SERIES 19438 ‘ 
SAC ALBANY DETROIT MEMPHIS RICHMOND 

‘= ATLANTA EL PASO MIAMI £7. LOUIs 3 BALTIMORE GRAND RAPIDS MILWAUX2E 8ST. PAUL “ , i BIRMINCHAM HONOLULU NEWARK SALT LAKE City BOSTON HOUSTON NEW. HAVEN SAN ANTONIO BUFFALO HUNTINGTON NEW CRLEANS SAN DIEGO 
BUTTE INDIANAPOLIS NEW YORK SAN FRANCISCO 
CHARLOTTE JACKSON NORFOLK - SAN JUAN CHICAGO JUNEAU “ OKLAHOMA CITY | BAVANNAH oN CINCINNATI KAMBSAS CITY OMAHA * SSATTLE ° os CLEVELAND KNOXVILLE PHILAD2ZLPHIA SIOUX FALLS DALLAS LITTLE ROC FHOFNIX SPRINGFIELD 
DENVER OS ANGELES PITTSBURGH SYRACUSE 
DES MOINES LOUISVILLE . PORTLAND WASHINGTON, D.C. 

PROVIDENCE QUANTICO 

O 
: Re: Forvs 
: — ws * Whenever a letter sudaitting a form which Flela Office =e 

_-~ “esiram approved is sent to the Bureau, said letter should contain — a 43 adequate history and information concerning the use and necessity of # 2 
this form. Information should be included Stating the number of tines * 3 
per month it {ie necessary to use this particular form, 

eg     Very truly yours, 

~
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. - . te Oh een 

4 

t 
John Zdgar Hoover 

Reanne. 
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if 24 
UPMORAWDUM FOR MR. NATHAN 4 

wm. TOLSOS . 
DIVISION ONE me 
DIVISION am | ¢ ; 
DIVISION Tt ' . 

DIVISION FOOR *. ° 
| pIVISIOM FIVE 
' DIVISION SIX 3 
| DIVISION SEVEN ; 

DIVISION EIGHT : 
4 DIVISION WINE; : 
} DIVISION TEM 4 

STENOGRAFHIC POOL. Y= ; 
bo- 3 

e : 
When a forw letter is prepared in ary division for transmittal to the 3 

flold, it must ce epproved by thg Assistant Directors and sent to vw office i 
for signature and final'xpprovals The proper procedure would then be that 3 
this letter be forwarded to Division Six for multigraphing am) woeu the fore : 
is prepared, the original letter signed by me should be filed in the Bureau ’ 
files in a folder markedey'Circulay Lattars”. 3 

It has just cons to my dttention that form letters are going ont io the 3 
field without having an epprgved doy in tae Dureau files here. This ‘practice : 
ia to be dLecontdfued at énqq- 4 

« : _ Very truly youre, |. ; et . 4 

af mes - 
3 

j qh. Tlrector. . ‘, co _. : 

cere cee Pere = we sd 

4 
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ue Hout abl iteats correc dy ual 

O11 (Rev, 7-24-78) Submit orotinal and ene copyt 

e. 

TO: PR. & SPA MGNT. SEC. 1 Outre . Bldg 

Printing J: , Teletife #451 | : 
: 

Prepare for 
jTelelift# ‘ea 

1 

$ 
rox 

3 

sacout hy Needed [E- “Classified in Printing. Photestat 
us 

: ) Unclassified i ’ ‘* Xerox 

sig Briginal Pages ‘Description and [Remarks 
ee — 

Form Number ~~ 

‘ 

$ Approval 

ee woe Asst Dir 

No. Copies Each Type of Paper Paper Size [Printing Instructions 
: 

No. Copies Race en oT 
BG oe 

— Letterhead 
Bazil | T | Book fashion 

: 

----- oe Memorandum (OF .10) 8x 1047 _ [One side only 
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UNITED STATES GOVERNMENT UNDTLO STATES DEP AICIMENT OF JUSTICE Aver Ove 
FEDERAL BUREAU OF INVESTIGATION Ade Sores 

Memorandum on 
fore 

Leber etary 

pe 
Troweg | FROM: J. OW. anfX Pebic atts 04 

. Telephone Po 

Overton's Se: 2 

TO : Mr. Bassett bare: 6/14/78 poy 

SUBJFCT: INSPECTION OF FBI RECORDS ANN 
RECORDS MANAGEMENT PRACTICES BY e 
THE NATIONAL ARCHIVES AND RECORDS 
SERVICE (NARS) 

  

PURPOSE: 

The pu:cpose of this memorandum is to note that 
captioned evaluation of FBI records and records management 
practices by NA&S has been cancelled. 

DETAILS: 

oe By way of background, your memocandum to Mr. McDermott 
dated 2/14/78, and my memorandum, dated 2/21/78, both captioned 
as above, advised all Headquarters divisions of the proposed 
evaluation of records and records management practices of 
selected components within the Justice Department, including 
the FBI, by NARS. This correspondence included questionnaires 
related to the various program elements which were forwarded 
in advance for apprupciate response prior to the on-site 
inspection. Responses to the questionnaires were prepared by 
experienced and knowledgeable personnel and forwarded to the 
Department by letters dated 3/7 and 15/78. 

Attached is a letter to the Attorney General, dated 
5/25/78, from Jny Solomon, Ajiministcator of the General Services 
Administration, advising that tne records management program 
inspection has been cancelled. Sylvia D. Vallocic, who was 
coordinating several program elements at the Department level, 
advised that the "existing deficiencies” noted in the letter 
pertained to the Department of Justice as a whole and that 
the evaluation could be instituted at a later date. . 

oo ——— (Attn: Me. Torpey) 9 mo — 
_ Ll - Mr. Joseph 

l - Mr. La Prade 
(Attn: Mr. Shacxelford) - 

2 - Mr. Long 
if (Attn: Mr. Dawson) 

(Attn: Mr. Pence) 
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Memorandum Awe to Bassett 
INSPECTION OF FBI RECORDS AND 

RECORDS MANAGEMENT PRACTICES BY 

THE NATIONAL ARCHIVES ANI) RECORDS 

SERVICE (NARS) 

RECOMMENDATION: 

None. For cecord pucposes. 
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Honorable Griffin B. Bell RES n 

Attomey General eos i 
Department of Justice 7 mss “ 
Washington, DC 20530 zz 

  

The records manayement program inspection of the Department of Justice 

proposed in my November 17, 1977, letter has been canceled. Discussions 

with members of your staff indicated that they are aware of existing 

deficiencies and plan to effect remedies. The National Archives and 

Records Service will maintain contact with your records management staff 

as they implement the plans and will provide technical assistance if 

needed. 

We look forward to working with your staff to improve records management 

practices in the Departinent. 

Sincerely, 

eee . Jay Selomon - eee ee cee an ne ne ne nee ee Senne a 

Adninistrator 
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UnIT£O STATE 

of ton ore; Spt AY), S| memorandur. 
array Assistant Attoimey Cineral) 
“rm for Administration  ypugiab G. tv “dew 

> suMmect: 
National Archives Technical Assistanee Visit 

TO: 
Heads of Offices, Beards, Divisions, Burcaus, and @£ Staff Dircctors 

the National Archives ard Records Service (NARS) is conducting a technical 
assistance visit to the Department Eecinning October 10, 1978, and 
continuing for a six month period. The rurgose of the visit is to 
assist the Department in developing a records managesent plan in the 
arcas of records cireaticn, maintenance anl disposition. As the first 

jpart of this technical assistance etfort, MARS representatives and 
personnel fron thofQocrds Managment Group, Adrinistrative Programs 
Management Staff (APS), Office of Manaqenont and Finance (QF) will 
visit offices, boards, divisions, bureaus and OF ctaffs to evaluate 
records maintenance eni disposition progrars buted on an examination of 
existing records systess. The review of records creation prograns will 
commence within ti.c mast tow weeks. 
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r {Attached is a Gweetionnire that MARS and GY analysts will use in 
t | ,conducting the prouram review and evaluating the Department's files 

‘meintenance and rectors GUSPESLtion Proarcss. RPeoords managers having 
bureau or CiD wide reoords managen:nt r ssponsibilitics will be asked to 
taddress the spovi fic questions covered in Secticn 1, Pstablishnent of 
(Program, and Section 2, Program Keueirenents. ‘he analysts will be 
,addressing the wucstions coverad by Souticn 3, Picgroam Ixplementation, 
|to officials having resicnsibilicy for sracilic blocks of Depertrent of 
Justice records. The questionnaire noad not be ansered formally. 
However, we do ask that your oryanization review it carefully in advance 
Of meeting with the analysts and gather any necessary informtion for 
answering the questions that it contains. 
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Please designate a rccords manage Ga Gaan for your activity and 
notify Mr. Bernard W. Lerglind, telochene 739-4256, of the designee. An 
initial general necting will bo held for alministrative officers and/or 
récords manasers of the Caps CNTY, on Tuerdrty, Cctohor 10, 1978, at 
11:00 a.m. in the AMS co:ferunae eonter, Poon 6217, Main Building. The 
lpurpose of this mocting ds to out2ing the technical assistance visits. 

weaus will be contacted individually rcqarding their meeting dates. 
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Areas of Inquiry for the Program Revicw ig of the Deparunnt of Justice 
- 24 

FILES MAININANCE AND RECORDS DISPOSITION 
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Ll. Establishment of program, staff and training. 

A. Review documentati col lected tor 
establishment of a files mintenance 
Progriti, assigiment of responsibibiti 
objectives. Obtain any necess 
on these points. 

‘APS inspection on 
and records disposition 
es, imd scope of 

ary adcitional documentation 

  
B. Reviews documentation collected for NARS inspection on Staffing of records Inuvizement unit. Obtain any necessary additional documntation on this point, What specialized training in files mintcunce andj records disposition have members of the wit received? 
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2. Program requirerents - status. 

A. Records disposition. 

(1) Does a couplete inventory of records in custody of 
the agency exist? Hoy comprehensive is it? How 5 
current is it? 
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(2) Has a comprehensive schedule for agency records been 
developed? How recently his it been mpdated? 

. (a) What percentaze of the acney's records are 
unscheduled? What mijor series of records 

; are unscheduled?   
(b) Are penmuient records scheduled and identified 

by office of record? 

(c) Are Automatic Mata Processing records scheduled? 

(di) Are Federal Records Center (ne) holdings appropriately 
scheduled? 

(ce) Are Goneral Records Schodules (IRS) incorporated 
into ayency schediles? vin use is made of GRS? 

(f) De agency schedules or muiiils provide for proper 
muntawmee and disposal of menu-rcecord micerial?   (3)- Has the aseney developed any hans looks, minuils, or 

Formal procedures. that provide suidelines for the 
scheduling and disposition of records? 
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(4) Do fonnil proceedures exist to ensure that custodians of 
records pronptly apply sehecules to effect the removal oo 
or elintinatien of records fron of fice space? ., A 

B. Files snintcnmee. 

(1) Po lindbSoks or mantels cxise to provide untiforn files 
miunteniice procedures (i.¢., procedsres for classifying 

ane 

indexing, and filing records. as well as providing Fa 
reference service for File records)? ; 

© (2) Does the ayaney miintaga an effective inventory of its files? 

(a) Hive efficial files been identitied? 

st 
Sa
ba
n ~~” : 

(b) Have official file seations teen identified? What : 
procedures exist for authorizing the establistment 
of a files station?   TTT RTE RO re cere en emmeiy tearerenng a atm Be ene ar nye ae ee RN Bee a . : . - . . a



  

(3) 

(4) 

(6) 

(7) 

soe POT STI tee ca A a ee 

  

ee ene eee em ee ee 

-3- 

Does a records classification plan existe for filing 
subject correspondence? Do formil standards exist for 
the filing of case papers and project papers? 

Are files mintenance procedures correlated with 
disposition instructions to effece the prompt removal 
of inactive records from office space? 

Do fornal procedurcs exist for proper maintenance of 
personal papers? 

Does records minaccnert tnit periodically audit files for 
eoupliance with files maintenance procedures? Do 
such audits include regionil field offices? Have cose 
studics been made ot all large-scale recordkeeping 
operations? 

What control does records monaccnent staff exercise over 
purchise and use of records cquiynent and supplies? 
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3. Propran inplencntation. 

  

A. Records disposition. 

(1) Furnish the following, staffing ‘nformtion for all 

(3) 

(4) 

6) 

(6) 

positions directly respensible for records disposition 
and files mintcnance operacions. Include vacant 
positions. . 

. 
(a) Ubit and location within org-nization (i.e., 

Section, Branch, etc.) 

(b) Mrber of positions. 

(c) Position citles, series, and grades, 

(d) Fercene of tine devored to records disposition 
ané files miintenance operations, 

(e) Description of any specialized training in records 
Gisposition of files muincenince operations (i.e., 
naw of course). 

Are individesls responsible for irs Lerwntation of 
records disposition and files maintenance programs 
familiar with the basic mauidelines in these areas 
provided by ageney records minaesccent staff? Has the 
custedicl unic issued internal directives that expand 
upon baste presran puidince? 

Are files custodians familiar with procedures for 
obtaining disposal anthority for records (i.e., 
preparation of SF-115)?2) Have files custodians 
developed SF-115s for unscheduled records? Are 
retention periods for disposable records routinely 
reviewed for possible redvetion? 

Are files custodians Candi liar with procedures for 
retiriny, records to FRCs? Are records regularly retired 
to FRCs?) Do files custodians corply with GSA Bulletin 
TPR B-66 in preparing, SF-135s? 

Are short-tera disposable records routinely destroyed? 
Are schedules applied annmilly to records holdings? 

Are file breaks regularly established to facilitate 
retirennt or disposal of records? Is non-record material 
routinely screened fron files prior to transfer to FRC, 
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or, if voluminous, filed Separately fran record mitcrial? 
a Z (7) Do adequite inventories of records exist? How often are they updated? 

(8) Whit do Liles custodians consider to be the principal strengths and weaknesses of their Bureau's program? H
S
E
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204 B. Files maintenance, 

of. ” 
: q (1) Ace files mintained in accordance with agency procedures a aad standards?   (a) Is subject correspondence und case file material filed in aceordince with files classification plan? 

(b) Nave periodic Lile breaks Leen established? Are i: they follewed? . 2 

(c) Are files overloaded with technical or reference mitcrial? 

(J) Are file folders and file drivers clearly {dentified and Labelled? 

  

(2) Is am inventory of official files and files stations maintained? How curront is ic? How often is it updated? 
(3) Are finding aids (Lile outlines or indexes) available?   (4) Are personal Papers identified and saincained separately nO fren official records? 

(5) Can infoumtion be retrieved easily? How long does it take to obtain infomation from the files?   
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UNITED STATES GO VERNMENT 

Memorandum - ! Me 
To > Mr, 

FROM : 3. w 

Aviec Du. 

Dep aD Ae 

Dep 69 In- 

Asst Dee 

UNITED STATES DEPARTMENT OF JUSTICE 
FAU OF INVESTIGATION Adm. Sevres 

FEDERAL We 

ident. 

Intel. 

Leberatey Bassett at fw DATE: 10/19/78 Legal Coun 
Yen. & lacy 
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Tech. Servs 
Trosming 

e Ww 4 

Public ath, O 
Telephone Wa 

Director's Sec 

x foo 

y SUPJECTNATIONAL ARCHIVES TECHNICAL 
ASSISTANCE_VISIT - RECORDS ° MANAGEMENT 

, 
co ye . 

PURPOSE: 

( av 

forthcoming techn 
Archives and Records Service (NARS) to a elements in developin 
of records creation, 

The purpose of this memorandum is to note the ical assistance visit by the National 
ssist Departmental J a records manayement Plan in the areas maintenance, and disposition. 

DETAILS: 

Attorney General for Administration Finance (OMF), advised that NARS plan assis 

six-m 

dated 

components within the Justice De In connection with the evaluation, were prepared by appropriate divisi Department by letters dated 3/7/78 and 3/15/78, Jay Solomon, Administrator of the c tion, 
been cancelled and that NARS wo assistance if needed. , ° 

By letter dated 10/4/78, Kevin pb, Rooney, Assistant 
» Office of Management and 

S to conduct ‘a technical 
ntal components for a 

tance program for al] Departme onth period beginning 10/10/74 

By way of background, your meio to Mr, McDermott, 2/14/78, noted that NARS Planned an evaluation of gement practices of selected 
partment, including the FBI. 

responses to questionnaires 
ons and forwarded to the 

On 5/25/78, 
eneral Services Administra- 

ral that the evaluation had 
uld provide technical 

advised the Attorney Gene 
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Memorandum to Mr. Bassett 

NATIONAL ARCHIVES TECHNICAL 

ASSISTANCE VISIT - RECORDS 

MANAGEMENT 

The technical assistance program will include visits 

to offices, boards, divisions and bureaus by NARS and OMF 

analysts and a review of maintenance and records disposition 
programs. An informational questionnaire was provided for the 
review, At this time, it is not known if NARS and OMF plan to 
review the FBI's records management program. In the event 
positive information is received, appropriate divisions will 
be advised and the program will be coordinated by the Records 
Management Division. 

RECOMMENDATION: 

None. For information. 

pov te. . Lobes reory 

a vee a oe aa ee eee ae SbF 
} 

Ha
e 

gN
 C

l 
be
t 

so
ot

 
20 
da
ta
 
aE
 B

hgp
en 

at
in
 

mate
 

  
di

 b
ik
e 

es 

  
n
o
'
s
 

be
 

  

 



  

Assistant Director 
J Records Managerent Division 

' . , 
—SONETIONAL APCNIVES TECHNICAL ASSISTANCE VISIT SISTA 

~ haw ee emai eee ec myprnt Sass tee Ft eine ne gate tee ennai ee 

\ 
‘ 

: oe 
; 

Assistant Attorney General November 3, 1973 34 for Administration 
eo Office of Manacement and Finance 
og   

FEDERAL GOVERNMENT 
i vod 

- ae OA ee es keference ia made to your letter dated Cctober 4, 1978, regarding the forthcoming National Archives and Records Service (NARS) technical assistance visit, 

J u result of initial meetings, Mr. Jack Clancy, whe ig conducting the mail ranagement Pproyram of records creation for BARS, has requested additional data regarding our mail management Operations. 

It is requested that this waterial be furnished to Sylvia Valloric of YOur staff for appremricte forwarding to Mr. Clancy, 

Enclosures (4)   NOTE: As set forth in Awe to Bassett memorandum, dated 10/18/78, Captioned as above, NARS is Providing Records . Management Technical Assistance to all components of the... artment at the request of the Department,’ Gh ,   Jack Clancy, NARS, requested the enclosed copies of docume , 

  

  

  

   

nts for-..-- information, 

~ APPROVED: Adu. Serv, Leeat Coun, 
J Sd 

66-18966 . Crtinv, "7" pha g Insp 7 on 
PEM 

Direct es M “hn 
7 Y 

JEM r rector Jee dent, ve Ment _ nie . { :@vp ssoc, Ow o.. yotoeet eee Tech. Servs. 
: i 

(5) Dep, AD Adm, Meh Trauning OT ee ee 
a 3 

wer Sy Dep AD Inv, 7 taboratory  pintc Afts, cH 
pod 

seae. Que, eos ¥32 ] oo ce pee net ie gl 
Dep. AD Adm, - ce . a , oo 
Des. AD Ine 8 mr er Fy 

REC 2 foo. / { ftw yee! . 
oat, Davy: 

. 1 wee ewe, rs 

Atm Sera . 
fom tay, a7 

be 
° 

: 

ten 
I ” 4 

avell — 
-obaratery 

= . 

eget Cows, wed 
“* : . 

flan B lesp. “We sec Mgmt, acy eh fee Ar mS 
taining 

+ el, ble alle. OH, ~I7r? 
lephowe Rw   rtera Secy "wait noow



Airtel 

(/fz/is 
Tos BAC, Albany 

From: Director, FBI 

If, COST suRvEY - BUDEDs 5/10/78 | 
The Bureau reimburses the 0. S&S. Postal Service for cost of iteas mailed. In order to Insure that prorer reimburseanent is made, the voluses of certain postal Services are reyulred, We aust periodically furnish this information to the U, 8. Postal Bervice. the data described On the attached sheets is required and thould be reported on these forms. You should not subrait a Separate form for each weeks submit one forn showing totale for the two-week perlod, If ittene nailed infrequently or annually which would cause an excessive mailing cost, make appropriate coment or notation on Survey fora, 

The survey is to be conducted during the perto4 4/19/78 through 5/3/78. Items matied by Reatdont Agencios, must elso bo includad. A Special Agent Accountant should ' coordinate results of this Survey. Results must be submitted to reach the Bureaw by $/10/78, marked for attention of Budget ana Accounting Section. 

Enclosures (2) 
2 - Each Prield Office 
1 - Mr. Adams a 
1 = Mr, McDermott 
1 = Each Assistant Director 

BWRievp 

_ (50) 

oe
 

Ll 
Te 

  

  

    
a
c
e
 
e
i
 

 



oe ene havea eg ong 8 A sea eT : a : > 7 to set ™ Nat ere a Ae ee a ed 
wee alee mB le ge ga Daas sh tan mt pon a Msn rman na nei at dy ¥ . Oy 

Airtel to SAC, Albany 
MAIL COST SURVEY 

BUDED: 5/10/78 

NOTE: Above survey is being condycted at specific request of the Department of Justice in accordance with instructions of U. S. Post Office (Title 39, USC, Bection 3206). These Surveys are conducted every six months and the results are compiled by the Administrative Services Division and thereafter furnished to appropriate U. 8. Postal Service officials via Department of Justice. 
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AVELOPES: 

A. Up to 6 1/8 x ll 

B. Up to 6 1/8 x lly 

C. Up to ll x 13 

D. Over ll x 13 

E. Up to 6 1/8 x 11s 

F. Over 6 1/8 x 114 

G. Over 6 1/8 x lly 

PACKAGES: 

A. ll x 9x10 

B. 11 x 9x 20 

C. Over ll x 9 x 20 

D. Up to 100" 
Length & Girth 

E. From 3h x 5 y 

“Priority mail is 
Postal Service Fi 

_.items 
which 

Total items Registered 

(Size in inches) 

In addition to above 

  

DOMESTIC 

(Weight) 

Up to 1 oz. 

1.1 to 2 oz, 

2.1 to 5 oz. 

5.1 to 13 oz, 
13.1 oz. to 2 lb. 

Up to 2 oz. max. 

8 oz. or less 

8.1 to 16 oz, max. 

2.1 to 14 lb, 

14.1 to 27 lb. 

27.1 to 40 1b. 

40.1 to 70 Jb. 

P to Not over 70 1b. 100” Length & Girth 

, 

that which is sent by the 
rst Class or Air Mail. 

Total items Special Delivery Postal Return Receipt (PS form 3811) 

, show total number of i ¢ regardless of whether they are listed above, were registered or sent Special 

CLASS OF 
SERVICE 

First Class 

Pirst Class 

First Class 

Pirst Class 

Third Class 

Third Class 

Third Class 

Fourth Class 
Priority* 

Pourth Class 
Priority* 

Fourth Class 
Priority® 

Fourth Class 
Priority* 

Special Pourth 
Class Rate 

Total Weight 

delivery. 
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