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COMPONENT (0BD or .urcau) ‘U\M[
CONTACT NAML AND TELEPIRHC NUMBER e T
' GENIRAL SERVICES ADMINISTIATION )
. NATIONAL ARCHIVES AND RECORDS SERVICE
GOVERNMENT-WIDE REPORTS-MANAGIZINT INSPECTION
i
[}
) v Plcase énswor the following questions about reports management in
your agency and attach copies of the docuonts requested.
E_S. -}i(-)- A
I. Reports Management Program k
] [] Pocs your a":cn-c')" have a reports mnagement program?
1f yes,
]
] (] 1. Does the reports management program include computer-generated
reports? ‘
] [ 2. Docs your ageacy periodically audit the program for adequacy
of procedures and compliance with regulations?
If no, explain why onc has not been established
II. Program Qi}cctivc(s)
) 01 Is there an agency-wide reports management progrum directive?
If there is a dircctive attach a copy and answer the following
questions: .
] 0 1. Is the directive a part of the overall agency directives system?
i ] 2. Docs the directive encorpass the provisions of Federal Property
Management Regulations (FPiIls) 101-11.207 and 101-11.11, B
- Circular A-40 and GAO's CFR 47
\ ) ¢
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3. Givc'thc date (mont)y and

year) the reports management directive
.~ Was last updated. .

Title of Directive - Ix

-
]

"’ '
} 3 4. Do you have a distribution list for the reports management
directive? (Attdch copy.)

] [J 5. Is the reports managc%ont direcct

ive supplemented by other written
procedures? (Attach copy.) :

] ] 6. Are lower echelon orpanizational units (bclow bureau level)

authorized to supplement the agency-wide reports management
directive?

] [] If there is no reports directive, are the Tequirements of FM\Rs
10I-11717, and 101-11.207, OB Circular A-40 and GAOQ's CFR-4 provided
for in other jgency directives? (Attach copies.)

IIT. Prozram Systems and Procedures

! 0 Have agency-wide standards and proccdures for initiating, identifying,
reviewing, approving, preparing, and distributing internal reporting
requircments been est lished?

‘l
If standards and procedures have been established, answer the followina
questions:

] 1. Are the §tandards and procedures published in the reports management
program directive?

3 0] 2. Are the standgrds and procedures published scparately from the
3 reports manazamcnt program directive? (Attach copies.)
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V. Provide Needed Manacement Information

Have agency-wide standards and proccdures been established for identifying
management inforsation needed for planning, controlling, and cvaluating;
and for designing minagement inforation system?

17 &tandard. ond procedures have been establ jshed answer the following
quostions:

1. Arc the stundards and procedures published in the reports management
progran directive? :

2. Qre the standards and procedures pubTished scparately from the
Yeports munagement program dirgctive?, (Attach copies.)
)
V. Conduct Cos} Renefit Analysis
L]

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

B. Are funftional catcgorics of reports periodically costed and
evaluated?  (e.g. BLO, program, personnel.)

€. Do you use the NARS "(uide to Estimating Reporting Costs" to cost
reports?

If the NARS cuide is not used, answer the followine questions:

]
1. Arc there agcnéy standards and procedures to cost reports?

2. Arc thesc standards and procedures included in the reports management
directive?

3. Arejthese ,tandards and procedures published scparately from the
Teports management dircctive?  (Attach copies.)

VI. Provide Individual Report Instruction

Docs each report have a promulgating directive?
.
If there are promuleating directives for any reports answer the following

questions:

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

‘ . ) : F . i d Y s
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2.

3.

Are instructions for completing the reports found on the report?

Do reporting instiuctions &srovidc for negative reports and reporting

by exception?

VII. Maintain and Review Reports Inventory

Does cach organizational wuni
@ reports inventory?

t responsible for_reports management maintain

questions

13 . - . ’ .
I{f an inventorv is maintained answer the followino

W MO LN O

i
Does the repdrts inventory include the folloving type of required

reports?

Congressional - Law/Statute?

White Housc/OMZ? (Public Use)
Other Ag;cncicsz (Intcragcncy)
Intemal?

Does each report lislod in the inventory show

Control number?
Title or subject’

Requiring Office? '
Pronulgating directive citation? -
Associated fecder reports reference?
Duc Date? -

Frequency?

Are reports in the inventory reviewed for continuing need on a

scheduled, periodic basis?

\
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VITI. Obtain ONB/GAD Approval for Public Use Reports

R R | Is the )csp”wlxl lity for OMB/GAO, public use report clearances included
in the -utles(%ithc reports management officer?

\
If oNn/GAn cloxz mees_are not_the reports manzrement officer's

E

- TesponshiTiTy pica: ¢_exolain whw the clearance (unction is nssicned
-

B t‘lSLl cere_and include the name, title, orvanization and phone maber
2 ol the responsible indiviaual, T

S

o

’

3

1 [1 B. Is the current fInteragency choxts Coordinator officially desisnated
in writing? (Brovide name, title; organization, and phone number.)

Juikatys
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MATIONAL ARCHIV

i
AND RECORDS ST RVICE

REPORTS MANAGEMENT EVALLUATION

INTERNAL REPORTS SUMMARY

B
INSTRUGCTIONS: Please nupply quantty nnd cost
dita for all cate fories of antemal reports.  Ine hude
all available oot for each Catesory, I informa—
Fiom ix nnavnilabile, enter *NA.** Reler o
FPME 10111207 -2 Lot dofinitions, e hode all
conyputer flencrated reportx. Questions should bo
referred to lra A, Penn, 376 ~8A06.

—
INTERNAL __REPORfS NARS USE ONLY
4
NUMBL R TOTAL COST
FREQUENCY TJOTAL FOR Yintc OF — e
NUMEER CUSTS REPORTS
ARL KNOWN N COL. B
(Dollars)
A B (of
¢® -
DAILY s
’
4. ’
WLEKLY ‘ ’
BI-WEEKLY
MOH THLY
QUARTERLY
SEMI-ANNUAL ) ’
i
ARNUAL
4
i
BI-ANNUAL
TOTAL )
DEPARTMENT OR AGENCY BUREAY DATE

SIGNATURE OF SUBMITTING OF FICIAL

TYPED NAME AND TITLE OF OF FICIAL

PHONRE NUMBER
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A%%i tant AttorneyiGeneral January 12, 1979
oi Aﬂntniatqztl n

Offiée_og Hanagezent and Finance @

Assiatant Director
Records uxft?ement Divisich

NATIONAL IVE3 ARDJRECORDS
BLRVICE TECHBNICAL ASEISTARCE VISIY
: ) \ . -
) Reference iz made to letter dated October 19,
1978, from Vincent A. Lobizco), Assistant Director, Records
Managemsnt €roup, which provided data regarding the tecknical

assictance evaluation curreantly being conducted by the RNational
Archis and Records Bervice (NARS).
]

Puring the assescment of thls Bureau's Forma Managoment
Program, Misa Cardlyn Gugino, XARS Representative, requesied
additional material which is attcched herewith for appropriate
action by the Records Management Group. .

Enclosure

NOTE: Durfng th: asseassment of the Porms Managerment Program
on 1/4/1%, Carolyn Gugino, RARS, requested program-related
directives and additional sample forms. This material is

being forwardeg to the Departuent to supplement naterial
furnished by tter dated 3/7/76 in response to a Guestionnaire

related to N ' evaluation of Department Records and Racords
Management Practices and Programs.

$6-138966
CMG:sej
AN - !

1 - Mr. Long
(Atts Mr. Meyer)
]
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10-25 FBI FORMS l
FB1 forms (FD) must:be approved by FBINQ., 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 jurtif{cation for any
proposed FBI form,

10-25.1 Reproduction of Forma

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

10-25,2 FBl Form Book

(1) All authorized forms are kept in an FBI form book which is
maintained in all fielq offices by the office services manager,

(2) When a i‘)xn 18 approved for use only by a designated field
officd,}a nurber is stiéned 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.

2/58.78
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PART II o

SECTION 10, ‘ WRITTEN COMMUNICATIONS

Consecutive numbers are used

Preceding the field
tion. Ind¥tate on the fo

office teletypé abbrevia-
the date of the FBIHQ

approval letter.
(3) The ¥BI form book is ravised by F3INQ on a quarterly basis.
Supplies of forms on hand by a2 field dffice are to be kept to a minimum and
should not exceed-the number anticipated for a threa-month period.
10-25.3  Annual Field Office Review
¥

(1) A dctailed revifw

of all forms specifically
. in tield offices m

ust be condiucted annually,

(2) An administrative tickler should bhe maintained by all field
offices to insure that FBIHQ, Attent

ion: Adninistrative Services Division
is advised of its rerults of the review in letter form by February 15,

approved for use

{(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 Btreamline operational
procedures in the fjeld office.

(4) Forms proposed for adoption, revision, consolidation, or
delction, as a Yesult of this annual review, must be submitted to FBIHQ for
approval., 1Include al} proposals and the justification therefore in the

the results of the annual revision.

10-25.4 Reminders

(1) Employce responsible for
samples are on £il?. lnsure current for

FBI Form Book should
of forms.

insure current
mats are use

4 in proposing revisions

(2) Forms !roposals must be submitted by letter; DO NOT assign a
FORM NUMBER un‘il FB18Q approval has been r

eceived for proposed form; DO NOT
Feassign a forM numbe¥ 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) Frorms are nt

t to be reproduced on Xg
extreme eme

ROX EQUIPMENT except in
gency.

(s)
revisions even

depleted,
revisions o

P to date with copies of current
revious revisions may be
important in instances in which proposged
by a Suggestion.

though existing supplies of p
This is particularly
f forms arec submi t ted

613
2/28/178
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. : ) DEPARTMENT OF JUST. *-
Veshinzton 25, D. C.

- Jﬂn?cry 31, 1955
e - - MEMO RO, 13h

TO HEADS OF ALL DIVISIOHS AND BUREAUG, UNITED STATES
ATTORAEYS A*izi MARSHALS
(] :
SUBJICT: Forms Coutrol . T

Routine and répetitive details of operstions require the use of many

ferms which in ste: ardizing the performance of verious activities eoneerve

waupover. Sometimes however, the use of forms is overdone with the

that cocts of admiuistration are pushed beyond reason.

It 1s a generally accepted rule that for every doller spent for
printing a forw 0ve-r‘ ten dollars 1s required in personal services fcr ite
processing. Accor.di'ngly the need for each form must be vell established and
Justified in the light of personnel activity and other admiiistrative costa.

It is the purpogse of this meworandum to establish a forms review mnd
conlrol’prong for the Departm’nt vhich will lead to more efficient aad

econcmical use of forms developed by the bureaus » divisions and offices. The

instructicus cbnt_a‘
L] " f

responsibility for trf design, development, tlearance, approval and procure-

went of forms. g

1. Objectives of the Forms Coutrol Program

The priwary objectives of the progrom are:

.(a) To determine Necessity for each forw and possible consolidatian or
X {

coordination with exieting or proposed forms.

(b) To essurc econcmica) production end distribution of ferus.

b

ied herein are for t‘e guidance of all personnel raving




b Departaent for uge by two or more

‘ 3 -2-
l
- ‘ (¢) 7o ‘elitipa 21l wineeded forps,

(a) o ’.ssure ‘vpplication of acdern forrs desiga and labor-lavi_ng ]

techniques in constructing forws.

(e) ‘r«i ussura through the periodic review gof existing formws and the

; study of proiusuln for nev or rev
t

ised ferws that prcblems of
orgnni:&atir And procedure are iiolvcd.
3

I . 3 ’
2. Sccpe of A the Yy :

This office wi{ll be responsible for administration
!

i
Progrem and wil) Tﬁriew and approve all forms used by of
of tne Departme: except:

of the forms eontrol

fices and divisions

1. Formws uged by the Fedgral Bureau of Investigation, Bureau of
Priscne (i:u}udiné Prison Industries), ani the Innigration and
Naturali’st‘iou Service which do not require approval of other
Governtent ageacies:

2.

Forws 1ssued by other Goverumwent agencies; and

3. Standdrd Forms

3. _Fornd Definitiong
|}

i A form is &y document printed or othervise reproduced with spaces

Provified for f111.i, information ang descriptive detail. (Forw letters and

routing alips are included),

Forme t‘proved for use by a

office or bureau. *

(a) Internal form, . particular division,
M—- -

(b) Department of Justice (DY) forms,

Forms prescribed by the

divisions or bureaus,.




(a)
I
; (e)
1
(1)

ey VS Y

- —— g v e

‘ .

Forms requiring upsroval of other agencies. Forms which require

reviev and upproval of other ugencies prior to use by a branch
of the Department. All such forms should be submitted te this —— -
office for upprovel and sccuring clearance frocm the agencies

involved.

(1) rublic Use Forms - Bureou of the” Budget. Forms which rejucst
information of an 1dent1ca1,nature:from ten or more persons other
than Pedefal empPloyees and forme which call for information of an
identical nature from agencics, employees or instrumentalities of
the Federal Governrent, which are to be uged for stutistical
compilations of ﬁeneral public interest, including coripilations
shoving thegste’th or implemcntation of Federal activities and
prograny,

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

those pertaining to receipt end payment of funls, Journals,
registars,retc’

(3) ~rersonnel Forms - Civil Service Cormission. All forms

relating tc and affecting personnel.

Optionnl (OF) Porrs. Forms appliceble in the operation of severel

agencies# end approved by ‘the Bureau of the Budget for optional

use by any or all agencies.

Stan&er Forgs. Forms prescribed by an agerccy and approved by
ki
the Ihu*au of the Budget or the Comptroller Oeneral which are for

the mandatory use of other agenciec.

Forme of other Government agencies. Forms approved by the proper

departuent or ageucy for hae by other Government agencies.

'
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T L. ProBedures ’

Of < ik necay

e

(a) Forme Identifigntion and Review,

Authority to estcblish and imaintain separate forms control

programs and identificatios plans in confornity with the

. \ : .
obJjectives outlined in this memcrandup is delegated as follows:
1. Federal Bureau of Invest}gation

]

' 2. Bureau of Frisons (including Prison Industries)
i 3. Ymmigration and Naturalization Bervice

This delecat!on doee not include review of forms which require
approval of other agencies (See 3(c) or forms vsed by two or more
burecus or divisions of tke Depaanent (DJ) forms,

Each o‘ ‘h“ew crpanizatibde should edvise this cffice as soon as

posaible (pref:rably within 30 days) of acticn taken in line with

this delegaticr:. A copy of any inctructions or procedures should
be cubmitted tor the {nformation of the Administrative Asaistant
Attorney General.

Th= /dministrative Division will assign form numbera to all
Depariment of Justice forms. There follows a list of form

prefixec which will be used to identify forme of divisions and

offices. /1l elisting forme will be redesigrated in accordance

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

nedc, Ponp!p*é*ixes other than those prescribed below will not

be permitted., However, considerable latitude will be allowed as

413 1 S et

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

Y e

since 1t will undoudbtedly be desirable to reiain many form pumbers

LTI T ey Ity = ey WLy g o NS S e e s e e =8 SR AW R W £ < W v T T ues e s oAb oy
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currcntly 4in uce. JFor cxample, Form I'u. 111 - "Honthily Report

hcf Disbursements and Obligations" (which 1s uned exclusively by
United Btates Mursl;alc) 16 comionly referred to as the "111 report",
therefure under the new proccdure the prefix " " has merely.been

added and the ffrm igcntiticd as rorm No. "Usiu-111",

! ' Forn Prefixes A
Symbol ‘ . rganization
ny | In use by more thon one divigicn
" office or activity,
AD ) Adeinistrative Division
uUsM United 8Btates Marshals
UsA ’ United Statcs Attorneys
AT Antitrust Division
TX Tax Division
i Crininal Division
cv \' ! Civil Divieton
l‘ Lands Division
I3 ’ Internal Security Division
Parole Board of PFarole
AP Office of Alicen Property
c Offices and Divisicns not

epecifically namcd above,
In order that numbers vill not be duplicated, each Division
should forward a list of all ‘intcrnal and Departuent of Justice
forms now in uge t‘ th Forms YOntrol Desk setting forth the

nunber and title of each foru,

]
All requests fyr the rrinting or reproduction of forms will be
| |
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evaluated in the light of the program objectives stated in
Sectlon 1. The Adninistrative Division will work with the

operating officials in the design, developuernt, and consclidation
for forzs looking toward maximum efficiency and econcmy.

k- .

i (L) Forwardin Porms for Review end Clearance

Effective vitf. the date of this memorandum, burcaus, service,

divioions andj offices of the Department are to forwvard forns and

forms proposals to the Forms Control Desk, Administrative Division,
for revi'w tnd clearance as follows:

(1) Bureaub, Service and Offices Mainteining Internal Forms Review

t
(a) Pgblic Report Forms - Dudget Bureau - For approval,

revision cr extensiun of clearance.
Sutamit 4 coples of form.
Sulndt 3 coples of &Standard Form 83.

(b) Forms Requiring Approvel of Other Asenclee

Sutuilt 3 .coples of form.
Jubmit 1 copy of -1

(2) Divisions end Offices not Maintaining Internal Forms Review

(a) New Forws and Changes in Existing Forms

Submit 2 coples of form.
‘Submit 1 cupy of DJ-1

Su}?lt.‘3 coples of DJ-2

(¥) Replenishment of suprly of existin~ forms

- Submit 2 coples of form.

Subuit 3 copiles of DJ-2.

- ]
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' 7.

o~ (c) Public Report Forms - Budget Bureau - For approval or
revision,

Submi} b coples of form,
Submit 1 copy cf DJ-1.
Submit 3 coples of DJ-2,

Submit 3 copiles of Standard Fprm’83.

—~—
e .
ameris- T

(Rote: If extension of clesrauce is required, submit only -
4 copies of form and 3 copies of 3,F, 83),

|
(d) Forms Requiring Approval of Other Agencies

Submit 3 copies of fom,
Sutmit 1 copy of -1,
Submit 3 copies of DJ-2,

5. Forms

Standard Form 83 (Request for Clearance) - In nccordance vith
Section h(b) this form 1s to be ueed in ell cases where Bu'get Bureau
clearance is required wider Budget Burenu Circular No. A-4O, All information
requested Ly the form should be iuserted in the proper spaces,

i Form DJ-1 (Form ‘\pproval Request) - This must be subm’ited in connection
vith a request for aﬁy nev form or for the substantial revision of an
exisfing form,

Form DJ-2 (Request for Printing or Reproduction) - This 1s a new form
vhich supersedes tvo forme nov being used in the Department to request
mimeographing (Fink shect) and reprcduction (Yellov sheet), Hersafter,

Form Ko, DJ-2 will be used tor all requeste for printing or reproduction,
except photostating, It need not be forvarded to the Forms Control Desk for

approvel vhen the material {e obviously not in the forms category, such as




: : . . S 'f"?ﬁ

S _ . S |

: ; ‘ !
o ' -8 -

5' ' presoFeleaces; briels, opinfons or other legal documents in connection with
muttery und cases under the control of the vuricus divisione; material

2 relating to preparution of the budgut; Depurtucnt circulars, notices, etc,

Forw iAD-2 (Requust for action on Forms) - This form will be used by

the Administrative Division to requent ope}atiqg officinls for recommendations

on forms. Two copiles will be forvarded in each case and after notation by

the Division will be returucd to the forma Control Deak. Tbe forms must be
sigred by the officilal who executes them.

6. Avuilubility of Forms

Sauple copiee of edi of the foraa referred to herein are attached, An
initial oupply of Porms' BJ-1 and DJ-2 will be forwarded to all Divistions,

Thereafter the forms @may be requisitioned in the usual manner.,

/8/ 5. A. Andretta

) S, A. andretta
Administrative
Asoistant Attorney General
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: l;c Huited Btates Tepnrtimont of Fustice
a1, ¥
SR Federal Butrean of Liwestigation
Eiashiuglan 5,0 ¢.
"~ nmv..rum Aerem Yo ' ’5 _
PRt f ¢ September 27, 1954 .o
? FBI FORYS WAKAGEUENT

The I’cl-n: L'an:gmcnt Progrem of the FAI {4 controlled
in the Inspectidn and P]anntng Section of the Tratning and
Inspection Dividion. Fdrus ¥anagement (s one Phase oy sperationg
of the Inspection and Planning Section and duties °f that section
relate to the prescribing of general Fir pProcedures, parttcularly
those of an a&mtniatrcttuc nature, evsluation °f procedures and
policies, andip%anhtng of procedures and policies.

The Form Yanagement Dagk ¢Trercises centraltged control
in that no Sorma by bes used Snychere in the ray without prior
approval of the gofma Management Deak. This cpproval e granted
only after conrkete justififoation by the duggesting employee as
to the need forfthe Sorm, including full Jacts as to the use to
which the fora 11 be put, the Sfrequency of use of the Jorn,
the manner ¢n which the form will be used, cnd related Sacts ae

Executives Conference Sor constderation and Fecommendations to
the Director of the FBI. Coste are corputed and weighed againat
other factors relating to the use of the foram.

Basic polictles applicable to rar Forms NManagement are;
Forms can be very helpful in certain types of operations dut Jorms
can be a nutsance and gn Ipense in other phases of operations
and therefore ony form ld‘t bde cleariy Justified prior to edoption
and forms must be Srequently re-evaluated to make Certain thut
they are timely, @ccurate, concise, and that reviafons keep pace
with any changiny conditiona. It {s recognized that the coet of
designing, approving, printing and dtatrtbuttng 8 form tnvolyues
only a fraction of the over-all oost involved tn the use of a
Sorme The FBI 1a Sware that varfoys ¢xperts hcue esatimated that

dollare. Consequently, no Jorm 18 approved for FB3I.usage unttl
there has been thorough exploration, ¢ramination, evaluation,
) conasideration, and Justificatton.
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A continuing analysis of forms is made by the Forms
Mancgenent Dask at FBI headquorters and annually each diviaton
(the 52 field offices and the 7 Seat of Government diuvisions)
is required to analyze all forms in use for the purpose of — —— -
reconmending revistons, consoltdattons, or discontinuance of
forms. These analysec are mode by the individuals who use the
forms and by their uperiors and thia procese serves cs a double
check on the vieus ‘{ the Forma Management Dask. At ony time the.
Forms Management Desk may, bcsed upon ita oyn evaluction, consult
a field or Seat of Govekrnment division and call for further
justification as to the use of @ form or require conments as to
revisions, consolidations or deletfons. A third check as to the
practicability, €conory, and desirability of forms is Sfound in
the FBI inspection program. Each dfvision, field and Seat of
Government, §8 tnapected annually by an Inspector who ts responsible
solely to the Director of the FBI for his analyses and findinge
and this Inspasctor is not assigned to any diviston being inspected
nordoes he have ony type of work attachments to that divisione
During the course of Ris thorough analyses of all phases of
operationa involving physical condition and maintenance, thvesti-
gative operations, administrative operations, personnel managenent,
and liaison, he 18 T quired as @ apecified part of his functions
to eramine Forms Mdnbgement and the use and handling of forns
within the division being inspected. His findings are reduced to
writing. Consequently, under thie triple approach to Forms Manage-
ment it 13 difficult SJor amny individual who may have a sentimental
attachment to @ perticular procedure to continue such a process
because other impartial employees with widespread exrperience of
necessity must evaluate and reconmmend appropriate action. Tha net
result is top notch streamlining, tight control of forms, thorough
justification for the use of any forms, and holding of forms usage
to o minimum commensurate with the dictates of economye

Basic considerations in Forms Management are?
(a)' The mrtntenonca of tight control over fOorms.

(») Ccrqftl analyses as to the use of forns, dtsposal
of forms, storasye and maintenance of minimum supplies of
forms on hand commensurate with good busines? adminfstration;
careful attention to problems and costs of distridbutton of
SJorms; analyses as to preparation of forms such as whether
they should be mimeographed by FBI or prepared through the
use of other reproducing media or whether sane should bde
obtatned from tne Jovernment Printing Office or some other
source outside the FBI, with careful ettention to using
standaord Government forms wherever possible; spscifications
regarding forms; design of the forma. '

; !
; -2 -
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-~ (c) Pa;%l work control on a permanent and continutng
basis through foras control as a key factor.

}
(d) Necessity of employees, and particularly those —

~ presiding over units, sections and divistons, knowing Forms

Management policies as well as other pclicies and procedures
of the organization. This i3 a dugl matter of using forms
and forms controlfcs & means of implementing and enhancing
standard pelictes and procedures.’

»
. -

(e) Maintenapce of samples of;euery SJorm used any-
wherec and everywhere and their retertion under the immediate
supervision of the Forms Management D2s%.

(/) Bmployees forbidden to devise and use a new form,
modify the existing form, or eltminate any form without
Gpprovel of the Forms Management Desk. Consoltdations of
far-a}are urged and controlled by the Forms ¥anagement Desk.

7@) Forms H@nagemant control i1s established to make
cericim that discontinued Jorms are salvaged and put to
other gae such as in the preparation of routing slips;
mainterfance of plans in connection with Jorms such as
continuing the use of a Jorm which requires only very
slight modification and tnatructions 1o employees to cross
out in longhand the modifted word or phrase and {nsert
therein the revised portion so that eristing stockes oS
this form may be exhauated before new forms are distriduted
except iIin those instances where major modifications and
cost factors indicate that the Jorma should be forthwith
discontinued and @ new Sorm should be fssued. Under these
circumstances the old Sorms are salvaged Jor other work.
Each form is supported by any suggestions Jor reviston er
alteration so that these proposed revisions may be thcorporated
in any reprinting of that form; no Sorm may be reprinted at
the F.'I hecd_qua;:era without approval of the Forms Management
Desk even to quegnent Sorm supplies when no change 18 contem-

plated, and this'assures control over creating surpluses of
Jorms.

(r) Maintenance of a numerical work Sile containing
all forms with identification a3 to where the Jorm {8 used
and related facgorae.

(i) Carefully chosen printed wording on forms to reduce
tendencies of employees to dictate more wordy itnformation;
concise wording of printed Jorm santences and paragraphs
to eliminate the typing which might result by persona who

Al
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i) |

might use less skillfully chosen words; short cuts
tn language encouraged.

y . s

(f) Design for use with window face envelopes whenever
desirable; deaign for use with no envelopes whenevar posaible
and this i3 frequently the case with regard to FBI forms;
destgn for use without any folding operationr- and this’
applies to virtually all FBI forms in that a folding
operation ta a rarity.

(k) Adherence to the principles that forms design
is exceedingly important, that inefficient design increcses
the likelthood of error, costs, and space requirexents in
Siles; conctee, clear, simple design makes for greater
uscbility and reduces coste ’

(1) Analyses and controls by the Forms Management

Desk of those factors relating to most econonic use of
paper as to quality and size consistent with the desired
orm and printing requirements o8 to type faces and bdlack-
s ness. Analyses of rules or line weights so that they will
be no heavier or prominent than fs absolutely necessary ¢o
serve the purpose with clear understanding that the blacker
and heavier the printing the less effictent the use of

the forme

(n) Ultimate design of forma by erperts equipped with
all necessary tools and thorougAly ezpertenced in easenticl
considerations as well as design and art principles.

(n) Use of ballot box design whenever possidle,
proper placiang of writing lines and vertfcal columnas,
spacing, descriptive titles, and approvel of finished
drawings before reproduction and the furnishing of
specifications~to the printer, epproval of the galley
proof or first shmple.

(o) Use of one-time use ecarbon paper whenever a
number of copies of a porticular form may be needed seo
that these carbon copies can be made at the time the
typist prepares the ortginal and thus elimincte time
necessary to line up sheete of paper and carbons in
| the typewriter cs would be necessary without the pre-
;-.j - " insertead cordonm.

sk S o

;
R T r e o o

RN - (p) The ordering of forms for use throughout the

N S FBI rother than to cause reproduction to fit the needs
L of one division so that advantage can be taken of reduced
L ¢ cost tn reproduction of large quantities. .

i: : -4 -
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(q) FKlimination of duplicates, overlapping, or out-
moded forms as a part of Forms Management operations.

(r) Maintenance of applicable, functional index
showing uses of fobme by subject matter and functions
involved supporte%}by topical indices; eoffective licison
and exchange of information by the Forms Managemsnt Desk
and the units, sections, or divistons using the forms
wtth’ulttmat: decision resting in the-Ferms Managemant
Deskyrather than in the various working units; however,

‘ with a flexibdle constructive attitude being paramount in
the Forms Maonagement Desk 80 as to render marimum help
to the operating unit, section or division.

’

(s) Cl&r cut firing of responsibtlity on all
matters ralating to forms and paper work with continuing
analyses by the ofderating divisiona, the Forms Managemsnt
Desk, and a ataf/f{'of Inspectors or methods eraminers and
anag ysia.

¥aaic confiderations in the use of forms g8 a means
of reducing paper work problems involve:

(a) Elimination of useless data on forms.

(b) (lear cut realizatton tAat the cost of preparing
the form 14 only the starting point and that costs relating
to the dtaﬁrﬁbutton, maintenance and ultimate use of the
sorm bring about added costs frequently of substantial
naturee.

|
‘ {c) Vaking available adequate information as to how
‘ the fbrm is to be used ond the facts relating to the job

| to which the form pertains.

|

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

(e) Creation of posttive mental attitudes through
erplanatione as to furms principles and in the designing
of forms.

(9) Xeeping the "filled in" data on forms of paramount
prominence as compared with the printed data on the -form.

(f) Simplification as to entry of dcta and readability.

i .
Y
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(h) Dastign of fo&ma to reduce potential clerical
errors to a mininum. }

(i) cCareful considaration of production standards as
6 meana of holding costs to a minimum without {njuring the
use value of forms so that maximum economy can be obdtained
' in the purchase and printing of forms; close and Sinal:
contral over volume of forms prepared and number of coptes
reproduced.

In suggesting a fora the appropridte unit, ssction
or division or methods eraminer (Inspector) must furnish full
Jacts including: . !

(a) ecific steps as to the use to which the
proposed fdédrm will be put, including details of how the
Jorm will Be erecutzd at various levels and by whome

(b) Ahere the form will be used at its tnception,
the various astages, and ultimately.

(c) TYhen the form is used.
(d) How the form is used.
(e) Mry the form 18 necesaary.

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

In the FBI dﬁy plece of paper which has apacas to fill
in 18 considersd a form. Any piece of paper which may net have

spaces to fill in but has recurring use and it should be idzatified

is also conatdered a form, such as certain "out”cards or printed

documents used to "flag” certain conditions or to prouvide instructions

-6 -
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Cotober 7, 1549
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RE: Irst roms.
t

<, ’ : . . i
. ‘ anmrmrmmumwmmmm
|  eod Inscecllen Divdglons. As ebicgos in formy sra asthorlind,
apprepriate rotsticas &9 rie ¢4 the meter copg of the Nam
Book 1n erdsr L4V when b8 partioular fosm whigh Rae te
ohtn;,:d;. is pr,’!.!zt ard qtmm the anthariszed shanges
te m , :

4
Id g doatired ihat the puricerrel of youz offies be ‘
inotrycted to routs sy requly iiens for the rlnting of Sauma
, contaizmd in the FBI Fotw Bcok Ve the Training and Inepectiva
i mmbfoutboromnmmdmmMarmtw s
which have beem authorizid in 2w forne may be midee This ls
\rus of those Zorms ‘Tinted by the Qowirammmd Primting Of{iie
88 wall a3 thoae printed im your divisca, '/i

Yary tvuly yowes,
$e Elpar Ranve:

John Kdger Loover
Direster
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Federal Burenu of fuirvestigation
Muited $tates Bepuctnrent of Justice
Rashington, D. &,

. Yovenber 26, 1943

JLC‘nmr

MENORANDUM FOR_IOR, OL00 |

Rai __ PROCEIURE 'ro 3B TOLLCWRD IN HANDLING
CRMS SUEMITTSD 3Y PIFLD OFYICES 7OR
TAPPEOVAL,

1. ¥hen a foram for approval ie submittsd to the Burmeau it i
sent to the Training and Inspection Division for review, The transmittal
letter is izmediately acknowledgél advielcg the sending office the form is
being consldered, 1\

2. The apfiropriate division will be contacted by the Training and
Inspection Division ¢oncerning the necessity of such a form, If 1t is Bellaved
there e no zerit to the sugsested form a drief sunmary of the obJjections to the
form will bes made by the Training and Inspection Divielon and submitted to the
Ixecutive Conference and to the Director for coasideration,

3, After the Training and Inspection Divieion has contacted ths
appropriato di vis‘on and the form appears to have sowe merit it will de

a. Sent by the attached form to the Inspectors and curreatly
approved SAC Inapestors for their comments unless the
fora has been subnitted by one of them, The attached
form for sbis purpose provides for their comments and
return to the Bureau,

b, The form with the observations of these Inspectors w
then be ssnt to the appropriate division in the Bureau
for further consideration, The cbservations of these
Inspectors and 3iC's may serve as a gulde %F considering .
tLe approval of the fora,

¢. The recommendation of the appropriate divisiod togothor

tions and recommendations will bde briefsd and then sud~
mitted to the Executive Conference and the Director for
final action,

-
- -y

with the Inspectors' observationg,yi :
_the Tralning and Inepection Divit!gnlagjzdsztuf srva-. ..

i
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Upon finnl action tne Jutritting fleld office will be
/ advi sed,

If the form has been approvad, Division Thrae
will be requestod to print an adequate supply of the
form nnd send three conies to each field office, The
field will be advlgad b7 bulletin of itg use and one

‘ copy of the form shall %e placed in the "Appendix to the
Clericel Manual for Fleld Cffice Eaployees® which 1g to
consist of all mpproved Bureau forms, 1f a flald office

desires to use the form, a sufficient oumber cAn bHe
requisitioned,

4. If tae fors 1s inltinted &t the Bureau for use in the fleld 1t ghal)
be sudbmitted to the Bealning und Inspection Mviston, which division will forward
Coples of 4t to the Inspectore as pProvided in Yo, 3 of tuis memorandua, After
the odservations {rom the Inspectors have been raeceived they will be briefed by
tte Tratning and Inspection Divielon for presentation to the Executive Confarence,

S. If a change in a pressnt exist!
Confarence and the Director, the Tralning and
adviged., Under the present practice
request of the supoly ro
Division, On several oc
of thesa forms so the ch

ng form 1s asproved by the Executive
Inspection Divistion will be g0

» before existing forms are reprinted upon

@ or others {t 1g sent to the Training and Iaspection
slons changes have teen previously authori zed on some
;6 18 them incorporated in the reprintsd form,

! RECOIMENCATION: That the above or simi}

ar procedure for the uniform
handling of suggestad forms be adopted,

/

Respecttully aubritted,

weliry

J/A, Carlson
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RO. 361
Auguet 28, 1943 SERIXS 19043
SAC ALBANY DETROIT VEMPHIS RICHMOND
ATLANTA EL PASO VIAMI £7. Lours
BALTIMORE GRAND RAFIDS MILWAUXZE 8T. PAUL N
BIRMINGHAM  HONCLULY NEWARK SALT LAKE CITY
BOSTON HOUSTON NEW. HAVEN GAY ANTONIO
BUFFALQ HUNTINGTON REW CRLEANS EAN DIEGO
BUTTBR INDIARAPOLIS NEW YORK SAN FRANCISCO
CHARLOTTE JACKEON ROLFOLK - BAN JUAN
CHICAGQ JUNEAU " OKLAHOMA CITY  BAVANNAH C e
CINCINNATI  KARSAS CITY OMARA © SRATTLR MR e
CLEVELANRD KNOXVILLR PHILADZLPHIA BIOUX FALLS
DALLAS LITTLE ROCK FHOFNIX SPRINGFIELD
DENVER 08 ANGELES PITTSBURGH BYRACUSE
DZ8 MOINES  LOUISVILLE . PORTLAND WASHINGTOR, D. C.
FROVIDENCE QUANTICO
o
Re: Fonun
- */

-—-

—~ de3iras approved {s went

Yhenever a letter

subeitting a form which Fleld Office
to

the Bureau, said letter should contain

adsquate history and information concerning the uses and necessity of
this form. Information should be included stating the number of times
Per month {t {s nNecennary to use this Particular form.

" Very truly yours,

’ John Zdgar Hoover
‘ ) Niawwaa.
w
. -
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DIVISION ONE -
DIVISION mlgilg .
DIVISICH Tt . :
. DIVISION FOUR .
DIVISION FIVE
DIVISION SIX
DIVISION SEVEN
DIVISION EIGHT
DIVISION WINE | {
DIVISION TEN
STENOGRAFHIC POOL. Lb- M

- e on—

Yhen a ?: Jetter 15 prepared in ary divieicn for transmittal to the
flold, it must ve spproved by ihg Assistast Directors and sent to gy office
for sigmature and f1nal®Cpprovald The proper procedure would then be that
this lettar be forwarded to Division 5ix for multigraphing anl wheu the form
18 prepared, the original letter signed Wy me should Ye fﬂad in the Buruu
files in a folder mko&j’(:ircnlq Lattars®,

It has just coms to 1 4 dttentlon that foram letters are going out o the

f1eld without having an apprdved doy in the Durexu filss !:eto. This pmctic-
is to be disconti*ad st ncﬁ
- ' ‘ nq truly youre, .. - ‘ _ H
N« & . M ;
‘.;
‘ ‘ t‘ Dlrector, - »; PR — 3
- domm o - - R
3
}
!
}
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“~ l out all atems corred by wad
011 Rev, 7-28-76) wubotit orotingl and cne copy!

T0. PR, & SPAQE MGNT. SEC. ' Date “Bldg
Printing g} Tolollh ¥ 151 ' X

|
Prepare for Room ;Tg‘o’l-iv"' s Ex_"—-__ —
S
ii_o:-tfeh{g; Needod P T Clossified h‘ " Printing Photosrat
: Unchu:lfmd b, ‘7 Xerax
N:—B:;::l7;;§:_‘ Des:np'lon ‘and Rcmurk_; T T
Form N:;l;v— -
' Approval \
e A5t Dir
No. Copies Each  Type of Paper Paper Size [Printing Instructions
No. Copies Each Y e — 177 54 s
—_ Letterhead g2z 11 | 7 Baok fashion
P .. Memorandum (QF.10) 8 x 10% . One side only
e Bond - white SRR i Tumble style
ek Tgin white (letterheod) L. Sex8 i Lerter fold
_______ — 1*." whire (no lettarhead)| v+ 4% 10' | - " Fold in half
Thin yellow (block) " 4x8 ! 7 Frank, fold &
e Thin yellow M&T) I ‘ seal
Thin yellow - plain | Other "1 Assemble
Cavd stock e
'. [E— R L Bindery instructions
? e e Other — Finish Size v
. P‘F!INTING QNIT USE ONLY | '™ " Wiap 7 Cut (2 Seal
‘ IDove - 4_ initiols I Staple
Run B i e o Saddle
Side Stitch 1 One 3 Twe
Assembled L oo }ooree—— | {7 Pad (sheets per p;d)
Folded T S [ Punch(# of holas) - Top
Punched ;‘r.,,_‘__l*‘_.____.._——-——_ _,;SM.
. Bonom
Cut S e
" Other o
Shipped e e b e .
Recd By | _— — _— [_.___ e e

o - ~ FOR USE OF FORMS DESK FB1/ 004

" Rog. # | _

e s e e 4
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IR (Rev. B-17-TH) ‘TEDERAL BUREAU OF INVESTIGATION
e SUPPLY REQUISITION @ 2
tnstructions on Back) L
1. Reguisition No,
2. DLate Prepared
[ 11 T O — It A4 Code o — 5. Office Approval S
. . 10. . 12.
Form or Catatog Nuber Deseription of Artwle Quantity | Untt 17 i
T —
3
e ]
3 L
- ———— -
e ———
i
4
;
e ——
e
::‘; 13. ] e e —
L NOTE: The Property Procurement ond Management Section MUST receive notification of receipt
¢ ‘ - of the obove supplies within one week of their receipt by your office.
13. Shipped By “\5. Fabled 1 18. The Above ltems Were RECEIVED Except As
:x -lr— iFneight | “’nru'l Past ‘ |ndicn'e¢_l_A_§_ov0. e
‘ — S . e Simature
{73 Express {7 M | 16. Tt of o e .
|
i R T —
'. 14. Burciu Approved T ‘ |7.7l.'_'<‘< shpped Date
¥
[ ] ‘ {over)
SR L. f
L T T e R I TN e S S v g e g T e e e




¥D-523 (Rev, 10-18-78) §
To: Director, FIi

(Att: Photographic Operations Unit, Rm. 113903

From:

Subject:

!

[C] Other

-

1. ENCLOSED PHOTOGRAPHIC WORK RELATES TO:
(T FCurrent Investixation (7] Mug Shot Profram

2. ENCLOSURE(S)

Film To Be Processed

AIRTEL

Date:

INSTRUCTIONS - REVERSE SIDE

T e e e st e . o —

| FBIHQ USE ONLY
I

!
| Received

I Developed
| Printed
Fanlargements

Initials Date

I Slides
. i Copred
’ 'l Lther

3

, :[:]v.v.s. KU [CJK0a [

Movie Film or Micrefilm Negatives To Be Printed Other
Size |Color| B&W Quantity Siz} Color | B&W [Quantity Size [Color| B&W [Quantity Item Quantity
4X5 161 8 X 10
138 |~ 35 4X5
128 Himuper) 135
120 70 mm 120
Stides AHU 1%
4 220
110
3. WORK REQUESTED !
Processing Prints To Be Made Prints To Be Made Custom Prints

(] Process only (From 135, 126, and 110)

{(__]Procens & mauke print [(Jaw¥s (15Xx7
{_1Process & make contact print  ———_ # printa from cach frame
[T Slides to be processed {1 Color ] Baw
(] slides to be duplicated ( From 120 and 4 X %)
O (axs CJsx1o
1 — ¥ prints from esch frame
[JColor ] Buw

1. REMARKS

(include tria] date or other

mandutory deadline nnd any ‘

other apecific instructions)

2 - FBINQ Enclosure:

{(TJCibachrome (From any size negative or slide)
(Printa from slides)
("] X5 Quantity
C1sx7 Size
L:_JBX 10 [CJColor []B&W
. -’
" Fei/004

——

.
|

e . . . it et
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TO : Mr. Bassett vATE: 6/14/78 Legii Cov

e e R e L e A e B IR N SCINPRR R

Asvec Do
Dep AD A:m
Oep AD ‘n.
UNITED STATES GOVERNMENT UNITLD STATES BEPARTMENT OF JUSTICE Avur Do
FENERAL BUREAU OF INVESTIGATION Mo Seioy

Memorandum -

totedl
Leberotary

B

Seres
LY )

FROM  : J. W. Awdf17(/ ekt oty O
i Telephoae Pa

Orecters So: g

A

SUBJFCT: INSPECTION OF VFBI RECORDS AXND
RECORDS MANAGEMLENT PRACTICES BY .
THE NATIONAL ARCHIVES AND RECORDS
SERVICE (NARS)

.PURPOSE:

The puipose of this memorandum is to note that
captioned evaluation of FBI records and records management
practices by NARS has been cancelled.

DETAILS:

T~ 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 Hezdquarters divisions of the proposed
evaluation of records and records manajement 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 apprupriate response prior to the on-site
inspection. Responses to the questionnaires were prepared by
experienced and knosledgeable 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, Administrator of the Ganeral Secrvices
Administration, advising that the records management program
inspection has been cancelled. Sylvia D. Valloric, who was
coordinating scveral 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. .
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Memorandum Awe to Bassett s
INSPECTION OF FBI RECORDS AND : g 1
RECORDS MANAGEMENT PRACTICES BY SoE
THE NATIONAL ARCHIVES AND RECORDS Lo
SERVICE (NARS) =

RECOMMENDATION :

None». For record purpose..
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Honorable Griffin B. Bell x;;g&; N
Attomney General oo 2
Department of Justice .’ '“:gf?. -
Washington, DC 20530 x =2

The records management 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 awarc of existing
deficiencies and plan to cffect remedies. ‘The National Archives and
Records Service will rwintain 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 ingrove records management

practices in the Department.

Sincerely,

- - Jay 8010m°n . S e . e e et e e e
Administrator
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p SUBEET Natjonal Archives Technical Assistance Visit :
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3
Y% Heads of Offices, Boards, Divisions, Purcaus, anxd QF Staff Dircctors § :
- i
B
, A'I‘he National Archives ard Pecords Service (NARS) is conducting a technical &
o aszistance visis to the Dopartment beainning October 10, 1978, and T
LD continuing for a six month period.  The ruxfose of the visit is to
A assist the Departent in developing a records monageent plan in the
‘ arcas of records cicaticn, maintenance and disposition. As the first
O |part of this technical assistance etfort, MARS representatives and
Vs personnel from thé-faonuds Managenent Grour, Adrinistrative Programs
x K Management Staff (AIlS), Office of anagement and Finance (GF) will
! ' visit offices, boards, divisions, burcaus and AT c+affs to evaluate
l 0 records maintenance end dismeeition prograss busod on an examination of I
i b existing rewords systens. 1bo review of roecords creation prograns will R
‘o 8 camunce within tic rxt fow weeks, I
l '~ FAttached is a questiomaire that NS and U2 analvsts will use in L
)< L l cconducting the previram review and evaluzting the Desartrent's files
' ‘maintenance and! resords dispusition proariss.  Fooords managers having ;
JJ burcau or CiD wid: roecerds nanigonnt rsronsibilitics will be asked to 3
: iaddress the spocific gquenticns cosered din Section 1, Cstablishrent of b 1 )
. : iProgram, end Scction ¢, iroyram Repirconts, e analysts will be '
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jaddressing the cuceticns coverad by Soction 3, Frryram Lplementation,
|to officials having resicnsibilicy for sricific blocks of Departrent of
jJustioe records. The questionnaire newd not e anmsered formally. :
‘However, we do ask that your orjanizaticn review it carefully in advance
!
i

of meeting with the analysts and gather .y recessary information for £
answering the questions that it ocitains.

Plaase desiqgnate a rcoords rmnagtn?x‘fgq.il;gs-:\n for your activity and
notify Mr. Bernard W. Lorglind, telechene 73)-4256, of the designee. An
initial genoral necting will Lo held for alninistrative officers and/or
récords managers of Ui Cids CN1Y, on Twerdy, Cctobrr 10, 1978, at

11:00 a.m. in the ALMS conferdin unter, Rxm 6217, Main Biilding. The £
lpurpose of this rocting ds to out!ine Uk todlavice] assistance visits. . 2
weaus will be contactod individually regarding their meeting dates. ) N
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Arcas of Inquiiy for the Program Revicw
of the Departinnt of Justice

FILES MATNDZANCE AND RECORIX; DISPOSITION

1. Establishment of program, staff .und training,

A. Review dosumentation collected tor YAPS inspection on
establishient of a files mintenance and records disposition
progrity, assizmwment of responsibibities, wnd scope of
objectives. Obtain any hecessary additional documentation
on these points.

B. Roeviewr documentation collected for IARS inspection on
staffing of records muement unit. Obtain any necessary
additional docunntation on this point.  What specialized training
in files mintcunce and recevds disposition have mombers

of the wit received?
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2. Program requirarents - status,

A. Records disposition,

M

@

3)

)

Does a caiplete inventory of records in custody of
the ageney exist? Hov carprehensive is it?  How
current is it?

Has a conprehensive schedule for apency records been
developed?  How recently hag it been rpdaced?

(a)

@)

()
(1)

(e)

9]

What percentage of the yenev's records are
unscheduled?  What mijor scries of records
arc wscheduled?

Are penmuient records schoeduled and idencified
by office of record?

Arc Mutaaatic Mata Processing records scheduled?

Arc Federal Records Center (12 holdings appropriately
schedaled?

Arc General Records schedules (URS) incorporated
into ageney schednles?  “ine use is made of GRS?

Do ageney schediles or murls provide for proper
wintaumee and Jdisposal of wn-record miterial?

Has L acency developod anv i ooks, minuals, or
formal procedares. that provide suidelines for the
schedul ing and disposition of records?

Do formil procedures exist to casure that custodians of
recovds proeptly apply schediles o effect the ramoval
or elimination of vrccords frem office space?

B. Files maintenmce.

(1) Do hvindbooks or munuls oxist to provide wniforn files

(@)

mintauinee proccdures (L.e., procedores for classifyine
! i

29

indexing, and filing; records, as well as providing

reforence service for file records)?

Does the aganey miintain an effective inventory of its files?

(1)

Hawve efficial files been Sdontified?

(L) Have official file scations 1een identificd? What

procedures exist for authorizing the establiskment

af a files station?
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Docs a records classification plan exist for filing
subject correspondence? Do formil standards exist for
the filing of case papers and project papers?

Arc files maintenance procedures correlated with
disposition instructions to ef{fect the prorpt reroval
of inactive records from office space?

Do formal procedurcs exist for proper maintenance of
persomal papers?

Does records mmnacanert tnit periodically audit files for
anpliance with files maintenance procedures? Do

such audits include regiomnl field offices? Have cost
studies been made ot all larpe-scale recordkeeping
operatims?

What control does records monacement staff exercise over
purchisce and use of records cquiprient and supplies?
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3. Progranm inplanntation.

A. Records disposition,

EECHON

(1) Fumnish the follewing staffing fnformation for all

(3)

(%)

O)

o8

positions directly respensible for records disposition
and files miintenance operacions.  Include vacant
pusitions. .
..
(@) Wit ad location vithin organization (i.e.,
Section, Branch, etc.)

(L) theber of positioms.
(¢) Position titles, series, and grades.

(d) Fereant of time devoted to records disposition
and [iles miintenance operations.,

(e) Description of wny specialized training in records
disposition of files muintevince operations (i.e,,
nae of course).

Arc individenls respensible for irg icrentation of
records disposition and files ruintcnance progranms
familiar with the basic puidelines in these areas
provided by apuney recocds mnaecnent staff?  Has the
custedizl wnie issucd inzermal directives that expand
uon basic pregran puidmee?

Arc {iles custodians fiiiliar with procecdures for

obtaining, disposal anthority for records (i.e.,
preparation of SF-119)? Ilave files custodians o
developed SF-115s for wischeduled records?  Are

retention periods for disposable records routinely
reviewed for possible reduction? '

Ave files custodims famdliar wvith rrocedures for
retiring, records to FRCs?  Are records regularlv retired
to FRCs? o files custodians corgly with GSA Bulletin
iR B-66 in preparing SF-1355?

Are slovt-tera dispos.ble records routinely destroyed?
Arc schedules applied awnually to records holdings?

Arc file breaks repularly established to facilitite
retivenent or disposal of records? TIs non-record material
routinely screened fivin files prior to transfer tn IRC,

Foe s wiwas ©o

WA faisc e Vi i v

i e Al B




o ) D T T P S Y N U RS DT 4 0 3 T A 4
T R N I S L m e ctewea ‘:‘ \__,,_ e ontira ot IO e s T } :
-5- -
or, 1f voluminous, filed scparately fras record
mterial? .
/ (7) Do adeqpuite inventories of rccords exist? low often

are they updated?

(8) Vhat do files custodians consider to be the principal
strengths and weaknesses of their Bureau's program?

ERITET T TERTr e
; i

p
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B. Files naintenance, cE
.o : |

(1) Ace files mintained in accordince with agency proccdures e

ad standards?

(a) Is subject ~orrespondence and case file material
filed in acerrdince with files classification plan?

() MHave periodic file breaks been established? Are i
they follawed? : P

(c) Arc files overloaded vith tecknical or reference
miterial?

(D Are file folders and file Jravers clearly icentified
and labelled?

(2) 1s an inventory of ofricial files and files stations
mintained? How curront is ie? Hov often is it updated?

3) Are finding aids (filc oitlines or indeses) available?

(4) Arc personal Papers identificd and maintaineg separately s
frem official records?

(3) can informtion be retrieved en15ily?  How long does it
take to obtain informtion from the files?
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FROM : g, w. fw‘%{ P o L f
Telephone Rw S
, Bitecrar's Soc : -
| SURJECTTNATIONAL ARCHIVES TECHNICAL ; E
ASSISTANCE_VISIT - RECORDS e o i i
MANAGEMENT (y“%,( . 3

PURPOSE : . &t

The purpose of this memorandum i
forthcoming technical assistance visit by

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

S to note the

the National N X
ssist Departmental ]
9 a records management Plan in the areag -
maintenance, and disposition. s

DETAILS:

By letter dated 10/4/78, Kevin b, Rooney, Assistant !
Attorney General for Administration, Office of Management and o
Finance (OMF), advised that NARS plans to conduct ‘a technical

assistance program for all Departmental components for a
six-month period beginning 10/10/74

By way of background, your meimo to Mr, McDermott, E
dated 2/14/78, noted that NARS planned an evaluation of

gement practices of selected :

components within the Justice Department, including the FBI.,

In connection with the evaluation, responses to questionnaires .
were prepared by appropriate divisions and forwarded to the . e
Department by letters dated 3/1/78 and 3/15/78. On 5/25/78, :
Jay Solomon, hdministrator of the General Services Administra- N
tion, advised the Attorney General that the evaluation had 5

been cancelled and that NARS would provide technical
assistance if needed., , -
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Memorandum to Mr. Bassett
NATIONAL ARCHIVES TECHNILCAL
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 maintenan¢e 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.
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Rssistant Attorney General Novemher 3, 1973
for Administration

Office of Manacement and Finance

Assistant Director

/// Records Managerent Division
' ’ '

—“NWETIONAL APCHIVES TECHNICAL

ASSIBTANCE VISIT FEDERAL GOVERNMENT
SI5TAl
' N

- - T ———

keference {a 633; té.ydﬁr létter dated Cctober 4;-
1978, reqarding the forthcoming National Archives and Recordy
Service (NARS) technical aaslstancg visit,

A3 a result of initial reetings, Mr, Jack Clancy,
who is conducting the mail ranagement program of records

croation for KARS, has requested additional data regarding our
mail management operations, '

It is requested that this water{al be furnished tn

Sylvia Valloric of your statf for apgroenricte forwarding to
¥r. Clancy,

Enclosures (d)

NOTE: As set forth in Awe to B

10/18/78, captioned as above, NARS is Providing Records .

Management Technical Assistance to all components of,tH”»u-\
artment at the request of the Depattmenq;"dg '

assett memorandum, dated

Jack Clancy,
NARS, requested the enclosed copies of docume '

nts for-. -
information,
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Afrtel

4/}3/73

Tos 8AC, Albany

Froms Director, Fbl

Lﬂ.’Jc £OST SURVEY .
BUDEDs  5/10/78 -

The Bureau reimburses the U. 5. Postal Servige for
cost of {tems mailed. In ordex to insure that proger
reinbursexent {is made, the voluwes of certain postal
services are required, we aust periodicslly furniah thig
information to the U, 8. Postal Service. 1The data describad
On the attached sheets isg required and chould be reported on
these forms, You should not submit a separate form for each
week) submit one form showing totals for the two-—-woek
period, If itece nailed infrequently or annually which

vould cause an exceasive mailing cost, make appropriate
comrient or notation on survey form.

The survey is to de conducted during the perios
4/19/78 through 3/3/78. 1Items mailed by Resi{dont Agencios
must also be included. A Bpecial Ajent Accountant should !
coardinate results of this survey. Results must be
submitted to reach the Bureaw by %/10/78, marked for
attention of Budget and Accounting Bectlon.

Enclosures (2)

2 = Each Prield Office

1 -~ Mr. Adanms o

l = mur, McDermott

1l - Fach Assigtant Director
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Afrtel to SAC, Albany
MAIL COST SURVEY
BUDED: 5/10/78

NOTE: Above survey is being cundycted at specific request
of the Department of Justice in accordance with instructions
of U. S. Post Office (Title 39, UsC, Eection 3206). These
sSurveys 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 114
B. Up to6 1/8 x 11y
C. Up to 1l x 13
D. Over 11 x 13
E. Up to 6 1/8 x 11k
F. Over 6 1/8 x 11\
G. Over 6 1/8 x 114
PACKAGES;
A. 11 x9x10
B. ‘11 x 9 x 20
C. Over 11 x 9 x 20
D. Up to 100"

Length ¢ Girth
E. Prom 3 x 5 up

*Priority mail is

(8ize in inches)

Postal Service Fij

_items
which

Total items Registered

In addition to above

DOMESTIC
(Weight)
Up to 1 oz.
1.1 to 2 oz.
2.1 to S ox.

5.1 to 13 oz,
13.1 oz. to 2 1b.

Up to 2 oz. max.
8 oz. or less

8.1 to 16 oz. max.

2.1 to 14 1b,
14.1 to 27 1b.
27.1 to 40 1b.

40.1 to 70 1b.

to Not over 70 1b.
100" Length & Girth

’

that which is sent by the
rst Class or Af{r Mail.

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

» 8how total number of -
» regardless of awhether they are listed above,
were registered or gent special delivery.

CLASS OF
SERVICE

First Class
Pirst Class
First Class

Pirst Class

Third Class
Third Class
Third Class

Fourth Class
Priority*

Fourth Class
Priority®

Fourth Class
Priority®

Fourth Class
Priority«

Special Pourth

Class Rate

Total Weight

TOTAL
MATLEC
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