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U.S. Department of Justice 

Federal Bureau of Investigation 
Washington, D. C. 20535 

June 6, 2016 

FOIPA Request No.: 1333562-000 
Subject: FBl's Program to Digitize the Manual Card 
Indices 

The enclosed documents were reviewed under the Freedom of Information Act (FOIA), Title 5, United States 
Code, Section 552. Deletions have been made to protect information which is exempt from disclosure, with the 
appropriate exemptions noted on the page next to the excision. In addition, a deleted page information sheet was 
inserted in the file to indicate where pages were withheld entirely. The exemptions used to withhold information are 
marked below and explained on the enclosed Explanation of Exemptions: 

r (b)(1) 

r (b)(2) 

r (b)(3) 

r (b)(4) 

P' (b)(5) 

P' (b)(6) 

Section 552 
r (b)(7)(A) 

r (b)(7)(B) 

p (b)(7)(C) 

P' (b)(7)(D) 

P° (b )(7)(E) 

r (b)(7)(F) 

r (b)(8) 

r (b)(9) 

146 pages were reviewed and 135 pa·ges are being released. 

Section 552a 
r (d)(5) 

r 0H2> 

r (k)(1 > 

r (k)(2) 

r (k)(3) 

r (k)(4) 

r (k)(5) 

r (k)(6) 

r (k)(7) 

P' Document(s) were located which originated with, or contained information concerning, other Government 
Agency (ies) [OGA]. 

r 

P' This information has been referred to the OGA(s) for review and direct response to you. 
P' We are consulting with another agency. The FBI will correspond with you regarding this information 

when the consultation is completed. 

In accordance with standard FBI practice and pursuant to FOIA exemption (b)(7)(E) and Privacy Act 
exemption 0)(2) [5 U.S.C. § 552/552a (b)(?)(E)/0)(2)], this response neither confirms nor denies the existence 
of your subject's name on any watch lists. 

For your information, Congress excluded three discrete categories of law enforcement and national security 
records from the requirements of the FOIA. See 5 U.S. C. § 552(c) (2006 & Supp. IV (2010). This response is 
limited to those records that are subject to the requirements of the FOIA. This is a standard notification that is given 
to all our requesters and should not be taken as an indication that excluded records do, or do not, exist. Enclosed for 
your information is a copy of the Explanation of Exemptions. 



For questions regarding our determinations, visit the www.fbi.gov/foia website under "Contact Us." 
The FOIPA Request Number listed above has been assigned to your request. Please use this number in all 
correspondence concerning your request. Your patience is appreciated. 

You may file an appeal by writing to the Director, Office of Information Policy (OIP), United States Department 
of Justice, Suite 11050, 1425 New York Avenue, NW, Washington, D.C. 20530-0001, or you may submit an 
appeal through OIP's FOIAonline portal by creating an account on the following web site: 
https://foiaonline.regulations.gov/foia/action/public/home. Your appeal must be postmarked or electronically 
transmitted within sixty (60) days from the date of this letter in order to be considered timely. If you submit your 
appeal by mail, both the letter and the envelope should be clearly marked "Freedom of Information Act Appeal." 
Please cite the FOIPA Request Number assigned to your request so that it may be easily identified. 

r The enclosed material is from the main investigative file(s) in which the subject(s) of your request was the 
focus of the investigation. Our search located additional references, in files relating to other individuals, or matters, 
which may or may not be about your subject(s). Our experience has shown when ident, references usually contain 
information similar to the information processed in the main file(s). Because of our significant backlog, we have 
given priority to processing only the main investigative file(s). If you want the references, you must submit a 
separate request for them in writing, and they will be reviewed at a later date, as time and resources permit. 

See additional information which follows. 

The enclosed documents contained herein represent the first interim release of information responsive to your 
FOIA request. 

As previously indicated, documents were located which originated with, or contained information concerning 
another agency. We are consulting with the other agency and are awaiting their response. Our office has processed 
all other information currently in our possession. Upon the completion of the outstanding consultation by our office, 
the FBI will correspond with you regarding those documents when the consultation is completed. 

Inquiries regarding your OGA referrals designated within the release as "Referral/Direct" may be directed to 
the following agencies at: 

U. S. Department of Defense 
Office of Freedom of Information 
1155 Defense Pentagon (OSD Mailroom - Room 3C843} 
Washington, D.C. 20301-1155 

FOIA Officer 
National Archives and Records Administration 
Room 3110 
8601 Adelphi Road 
College Park, MD 20740-6001 

This material is being provided to you at no charge. 

Enclosure(s) 

Sincerely, 

~ 
David M. Hardy 
Section Chief 
Record/Information 

Dissemination Section 
Records Management Division 



EXPLANATION OF EXEMPTIONS 

SUBSECTIONS OF TITLE 5, UNITED STATES CODE, SECTION 552 

(b}( I) (A) specifically authorized under criteria established by an Executive order to be kept secret in the interest of national defense or foreign policy 
and (B) are in fact properly classified to such Executive order: 

(b)(2) related solely to the internal personnel rules and practices of an agency: 

(b)(3) specifically exempted from disclosure by statute (other than section 552b of this title). provided that such statute (A) requires that the matters 
be withheld from the public in such a manner as to leave no discretion on issue. or (B) establishes particular criteria for withholding or refers to 
particular types of matters to be withheld: 

(b}(4} trade secrets and commercial or financial information obtained from a person and privileged or confidential: 

(b)(5) inter-agency or intra-agency memorandums or letters which would not be available by law to a party other than an agency in litigation with the 
agency: 

(b)(6) 

(b )(7) 

(b)(8) 

(b)(9) 

(d)(5) 

(i)(2) 

(k)( I) 

(k)(2) 

(k)(3) 

(k)( 4) 

(k)(5) 

(k}(6) 

(k)(7) 

personnel and medical files and similar files the disclosure of which would constitute a clearly unwarranted invasion of personal privacy: 

records or information compiled for law enforcement purposes. but only to the extent that the production of such law enforcement records or 
information ( A ) could reasonably be expected to interfere with enforcement proceedings. ( B ) would deprive a person of a right to a fair trial 
or an impartial adjudication. ( C) could reasonably be expected to constitute an unwarranted invasion of personal privacy. ( D) could 
reasonably be expected to disclose the identity of confidential source, including a State, locaL or foreign agency or authority or any private 
institution which furnished information on a confidential basis. and. in the case of record or information compiled by a criminal law 
enforcement authority in the course of a criminal investigation, or by an agency conducting a lawful national security intelligence 
investigation, information furnished by a confidential source, ( E ) would disclose techniques and procedures for law enforcement 
investigations or prosecutions, or would disclose guidelines for law enforcement investigations or prosecutions if such disclosure could 
reasonably be expected to risk circumvention of the law. or ( F ) could reasonably be expected to endanger the life or physical safety of any 
individual: 

contained in or related to examination, operating, or condition reports prepared by, on behalf of. or for the use of an agency responsible for the 
regulation or supervision of financial institutions: or 

geological and geophysical information and data. including maps. concerning wells. 

SUBSECTIONS OF TITLE 5, UNITED STATES CODE, SECTION 552a 

information compiled in reasonable anticipation of a civil action proceeding: 

material reporting investigative efforts pertaining to the enforcement of criminal law including efforts to prevent, controL or reduce crime or 
apprehend criminals: 

information which is currently and properly classified pursuant to an Executive order in the interest of the national defense or foreign policy. 
for example. information involving intelligence sources or methods: 

investigatory material compiled for law enforcement purposes, other than criminal, which did not result in loss of a right, benefit or privilege 
under Federal programs. or which would identify a source who furnished information pursuant to a promise that his/her identity would be held 
in confidence: 

material maintained in connection with providing protective services to the President of the United States or any other individual pursuant to 
the authority of Title 18. United States Code, Section 3056: 

required by statute to be maintained and used solely as statistical records: 

investigatory material compiled solely for the purpose of determining suitability, eligibility, or qualifications for Federal civilian employment 
or for access to classified information. the disclosure of which would reveal the identity of the person who furnished information pursuant to a 
promise that his/her identity would be held in confidence: 

testing or examination material used to determine individual qualifications for appointment or promotion in Federal Government service he 
release of which would compromise the testing or examination process: 

material used to determine potential for promotion in the armed services. the disclosure of which would reveal the identity of the person 
who furnished the material pursuant to a promise that his/her identity would be held in confidence. 

FBI/DOJ 



FEDERAL BUREAU OF INVESTIGATION 
FOI/PA 
DELETED PAGE INFORMATION SHEET 
FOI/PA# 1333562-0 

Total Deleted Page(s) = 11 
Page 49 - Referral/Direct; 
Page 50 - Referral/Direct; 
Page 51 - Referral/Direct; 
Page 52 - Referral/Direct; 
Page 53 - Referral/Direct; 
Page 55 - Referral/Direct; 
Page 56 - Referral/Direct; 
Page 57 - Referral/Direct; 
Page 70 - Referral/Consult; 
Page 73 - Referral/Consult; 
Page 74 - Referral/Consult; 

xxxxxxxxxxxxxxxxxxxxxxxx 
X Deleted Page(s) X 
X No Duplication Fee X 
X For this Page X 
xxxxxxxxxxxxxxxxxxxxxxxx 



Manual Index Cards 

1:;:::.: ..... :;t = : ,:: ;,, ::; .. ::::= == 

A navigational tool for searching index cards on 
·Microsoft Office SharePoint Server 2007 

UNCLASSIFIED/tEor ( *" jal l!ls ' inlf 

! ;-;;:;::: => 

:e ' 



Directions for manually searching the index 
cards on the SharePoint site 

1. Identify subject 

2. Visit the Manual Index Card SharePoint site 

3. 

4. 

5. 

Locate field office associated with search 

Identify folder an·d subfol.ders 

Manually navigate .pdf files 

UNCLASSIFIED/ifj>r < m• bl W&" t 16Ji 2 

- ------ . ·· ····••··· ·-·-- - - ·- -- - ---- --------· 



------- -- - ------------------------

Identify Subject 

The example used in this presentation Will be a San Francisco field office 
request for the following subject: 

I I 
DOB:I I 

Depending on the subject you may have more or less identifiable data. 

UNCLASSIFIEDJ!or Qffi i1 I • • e c m!Y_ 

b6 
b7C 

3 



.-. 
j File Edit 

.._ - ·---- - -- ---- ~-- -- - ----~--------
View Favorites Tools Help 

J Address J@'.ll _ . a~-6>~-b7E 
-~...-_.... .............. ........._ -

FBI > Manual Inde - ···--- ···---·· , ____ , , ___ , T I ~ :.-

~~ Manua This is the main page for Manual Index ~~-r~~ on SharePoint. IPI 
J;~~J l~ . ..-.~~~~.,.-~~~~_....~ ...... ~~~~~ ............. ~--. ...... ~~~~~,....,,.~..,...~~~~_.,.., ....... ~...,,..,~~~,......,...,....,.....~ ....... ~~~~.,,_...,...~~~~~~ ....... ~~~ 
! View All Site Content 

. Documents 

: • Shared Documents 

! •Dallas 

l •Tampa 

l •Knoxville 

j • Cincinnati 

. l • San Francisco 

J • WFO 

• Minneapolis 

• Houston 

• Detroit 

• Charlotte 

•Baltimore 

• Legat Cards 

• Portland 

•Norfolk 

•Omaha 

•Jackson 

• Jacksonville 

• Indianapolis 

~ Birmingham 

:
1 
• Springfield 

•Chicago 

• Las Vegas 

•Louisville 

• New Orleans 

Electronic Version of Index Cards - This collection is classified at the~level 

Announcements 

UPDATED: Searchable Field Office Collections 1 NEW 

b~ l(RMD) (FBI) 
11/6/2009 7:26 AM 

At this time, the following field office collections are searchable: 

WFO 
San Francisco 

As more field off!ce collections become available for se~rching, this announcement will be 
updated. 

Search Requests 9/28/2009 9:37 AM 
b~ kRMD) (FBI) 

Index Card Search Requests are currently being tracked bJ J Please submit an email 
with the name and any other pertinent information tct IAN I 
for each search request. Please note that we only provide search ... 

Instructions for Site Usage 
b~ l(RMD) (FBI) 

4/19/2009 11 :24 AM 

~ 

1 
A presentation on searches and site usage bas been uploaded and can be accessed through the 
Shared pocyments/Sjte Usage Instryctjons folder or yja thjs lipk 

Welcome! 
b~ l(RMD) (FBI) 

7/30/2008 4:39 PM 

Welcome to the Index Card Site! Index cards from Field Offices will be scanned and uploaded 
here for ongoing access. Please check the sh.ared documents folder for the scanned documents. 

!.!l Add new announcement 

--- - --- -
~- - . .--~-

EJ Microsoft Windows SharePoint Services Logo 

Links 

There are currently no favorite links to display. To 
add a new link, click "Add new link'' below. 

!!I Add new link 

···--·· ,.._. _-- ·r'-·:rr:l~Lo~ai·i~i;~~~i_~---

:b6 

b7C 

~~ 

·.b6 
b7C 

' l . 
. b6 
'b7C 
b7E 

·b6 
b7C 

; ... 
l 

.Jl -~ J~fl~'l ~--~>J~~lt!Jiji~-~-~-§ .. j ~~1~ A_M- ~ 1 



J File Edit View Favorites Tools Help 

I 
FBI > Manual Im 

~~ Manw 
The field offices that have been scanned are located on the left hand 

J~~o~~.~: . ..,.l ,,......~-~·-·--------~· side of the screen. 
! View All Site Content 

! Documents 
! 
i • Shared Documents 

j • D~llas 
! •Tampa 

j •Knoxville 

j • . . 
l • San Francisco 

I
'• WF 

· • Minneapolis 

• Houston 

• Detroit 

• Charlotte 

• Baltimore 

• Legat Cards 

• Portland 

• Norfolk 

•Omaha 

•Jackson 

• Jacksonville 

• Indianapolis 

• Birmingham 

• Springfield 

•Chicago 

Electronic Version of Index Cards - This collection is classified at the~level 

Announcements 

UPDATED: Searchable Field Office Collections! NEW 

byt HRMD)(FBI) 
11/6/2009 7:26 AM 

At this time, the following field office collections.are searchable: 

WFO 
San Francisco 

As more.field office collections become available for searching, this announcement will be 
updated. 

Search Requests 
byt KRMD) (FBI) 

Index Card Search Requests are currently being tracked b 

~~he~~~ ~=~r~~~~q~~t~t~~~~~~~~~\~n:~~~a~i~I~ ~r ·o-v.,..,i .-e-se-a-rc..--...... 

structions for Site Usage 
RMD) (FBI) 

9/28/2009 9:37 AM 

Please submit an email 

4/19/200911:24AM 

--....-----· 
tation on searches and site usage has been uploaded and can be accessed through the 

cuments Site Usa e Instructions folder or via this link · 

§ Microsoft Windows SharePoint Services Logo 

Links 

There are currently no favorite links to display. To 
add a new link, click "Add new link" below. 

ffil Add new link 

7/30/2008 4:39 PM Welcome! 

b,L-~~~~~-~M_D~)~(F_BI~)~~~~~~~~~~~~~~~~~~~---, 
Welcome to the Index 
here for ongoing acces 

ffil Add new announ 

Locate the Field Office of Interest 
(ex. San Francisco). 

b6 
b7C 

! " 
b6 
b7C 

1 ·. 
l ': 

. -_ j . 

b6 
b7C 

!.'.7:E 
< . .. 
b6 
b7C 

! 1 

I { .· I ! -
l -~ 
f 1 

i~ - ., ~r 



-- ------- ·--------------------------

~San Francisco - U.S. Department of Justice - FBI !il'a E3 
J-Fii~·-:--Edlt--vi-;;---F~~;rii~-;- =r~;i;-H~lP------------- .. - --- ----------- - - --::_~ - - - ----- - - --,---------- ------ -:-~-- ------ r~ B;;k--:_;--- »] 

~dress . _ _ .. __ :;;;:; $>Go b7E 
----..---.----~ --·-- ---------------~-----. ·----------

FBI > Manual Index Cards Welcome MYERS, MAZIE M. (RMD) (FBI) ... I 

f~M 

j!~~gi:~ 
An alphabetical list of folders appears (similar to organization of the 

drawers in a file cabinet). 

View All Site Content 

Documents 

• Shared Documents 

•Dallas 

• Tampa 

•Knoxville 

• Cincinnati 

• San Francisco 

: • WFO 

• Minneapolis 

· •Houston 

• Detroit 

• Charlotte 

• Baltimore 

· • Legat Cards 

• Portland 

; • Norfolk 

; •Omaha 

· •Jackson 

· • Jacksonville 

, • Indianapolis 

• Birmingham 

. • Springfield 

• Chicago 

• Las Vegas 

-

-_. 

.. 

' 

~an t-ranc1sco 
San Francisco Index Cards 

New ... Upload ... Actions ... 

Type Name 

CJ A 

LI B 

CJ c 

EJ0 
LI E 

LJ F 

CJ G 

CJ H 

CJ I 

CJ J 

o K 

CJ L 

CJ M 

o N 

CJ 0 

LJ p 

LJ Q 

LJ R 

LJ s 

D T 

Modified 

7/8/2008 10:52 AM 

7/8/2008 10:52 AM 

7/8/2008 10:52 AM 

7/17/2009 4:02 PM 

7/8/2008 10:52 AM 

7/8/2008 10:52 AM 

7/8/2008 10:52 AM 

7/8/2008 10:52 AM 

7/8/2008 10:52 AM 

7/8/2008 10:52 AM 

7/8/2008 10:52 AM 

7/8/2008 10:52 AM 

7/22/2009 8:58 AM 

7/8/2008 10:52 AM 

7/8/?008 10:52 AM 

~· Modified Bi' 

D
RMD)(FBI) 

RMD)(FBI) 

RMD)(FBI) 

I tRMD)(CON) 

~RMD)(FBI) 

RMD)(FBI) 

~RMD)(FBI) 

~RMD)(FBI) 

RMD)(FBI) 

~RMD)(FBI) 

(RMD)(FBI) 

.__ ___ _.(RMD)(FBI) 

._I _____ _.l(RMD)(CON) 

I rMD)(FBI) 

(RMD)(FBI) 

Click on the letter that corresponds with 
where the document was originally filed 

(the first letter of the subject's last name). 

--~ - ~~~---- -
View: All Documents 

b6 
b7 c 
' '· 
' ' ; 
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i 

i : 
' 
' 
! 
' 
; 
t 
l -, 
I 

' 

• , 
1 



FBI > Haoolll Index Cll!ds 

~ Manual IndeJ< 

J.!!"""' ' 
- ' '~ 

r~]__i 

~Documents 

- • Shared Docunerl:s 

: • Dallais: 

; • T"""" 
I• Knoxvi1e 

• Cncimati 

• San Francisco 
• WfO 

• Minneapolis 

• HCXJ>ton 

• Detroi: 

i • Charlotte 

I• ~imore • Legat cards 

• Portland 

• Norfok 

• Omaha 

• Jad:son 
• Jad:sonvle 

• Indianapois 

• B<rnilgham 

• Sprongfield 

• Cllcago 

• LasVegas 

• LOlisVl~e 

j • New Orleans 

l :~~nred . • Boston 

I • Sano.ego 
• Sacramento 

•Lincoln 

•Buffalo 

• Milwaukee 

lists 

I• Calendar 

•Tasks 

Discussions 

• Questions 

Sites 

People and Groups 

j ~te~i~r~~~~ __ _ 

oooe-

Men1.1al lndex C~rds > S.an Fr<.ncisco > D 

San Francisco 

Wfi'; UL] 
G{..L.. 
Don hq-appw-194 

Select oo aem to view ns 
dewiption. 

• • DAH - DES > ORA 
'.!i!JDAL @DET @DRE 
r:!!!JoAM @oE:v @ORO 
;:!iiJDANl l!!iJDHA l!!iJDUA 
@)DAN2 c!mDIAl @)ouc 
@)DAR @DIA2 @ouF 
r:!!!JoAS Ci!Jo1c @)DUL 
CliJDAVl C'lilDIEl IDUNl 
@jOAV2 @,JDIE2 DUN2 
@DAV3 @DIE3 OUN3 
~DAV4 ~OIL (!§JDUR 

l!!!JoAV6 l!!!Jo1M ~us 
~DAV7 c!mDIO 1 

@DAW @Jo1s 11JoZH 
Q!ijOEAl @,JDIX 
~DEA2 [!IDooe 
@)oEe _ c!mooo 
::!JijoEE @00L1 
~DEG @i:IOL2 
@)DEL1 ~DOM 
C!iJDEL2 @DONl 
C'liJDEL3 (!IDDON2 
C!!JoEL4 @00R1 
@OEMl @DOR2 
C!iJDEM2 ~DOU 
~DEN- i!!iJoow 
~DEP @)DOY1 
@)DER @DOY2 

--------------------------------

,,.,.., - _., ______ _ 

Click on the subfolder that corresponds 
with where the document may have been 

originally filed. 

View: ~-~=View 
" ' " -"l 
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! j Fie Edi View F~ T oo1s Help 1---- - -· ·- .... ---~ --- ____ ,, ___ ,, ____________ ._, ... __ -·· -....... -- __ ,. ________ - ---- ,. .. ·-----·- --- --· . - ··-
~I <:.-.Bock • ..;. • tfil j ~Sea.cll ~Foldels G: 1N rs x :f':) j '.ifil· 
I Ad<!fess · ' DZH · 

DZH 

FOIC·SF·DZH·01290.pdf 

D<ine 

::;jFOIC·SF-OZH-01232.pd 
~FOIC-SF-OZH-01233.pd 
mFOIC·SF-OZH-01234.pd 
~FOIC·SF-OZH-01235.pd 
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'l!)FOIC·SF-OZH-01237.pd 
~FOIC-SF-OZH-01238.pd 
'l!\FOIC·SF-OZH·012iJ.pd 
'!!lFOIC·SF-OZH-01240 pd. 
~FOIC·SF-OZH-01241.pd 
mFOIC·SF-OZH-01242.pd 
':!JFOIC-SF-OZH-01243.pd 
~FOIC·SF-OZH-01244.pd 
"lC;iFOIC·SF-OZH-01245.pd 
T§FOIC·SF-OZH-01246.pd 
!]FOIC·SF-OZH-01247.pd 
'!!lFOIC-SF-OZH-01248 pd 
~FOIC-SF-OZH-01249.pd 
mFOIC·SF-OZ!i-01250.pd 
'!!lFOIC·SF-OZH-01251.pd 
~FOIC-SF-OZH-01252.pd 
wFOIC·SF-OZH-01253.P<f 
:!)FOIC·SF-OZH-01254.pd 
~FOIC·SF-OZH·01255.pd 
:;)FOIC·SF-OZH-01256.pd 
'!!JFOIC-SF-OZH-01257.pd 
'i:jFOIC-SF-OZH-01258 pd 
mFOIC·SF-OZH-01259.pd 
mFOIC-SF-OZH-01260.pd 
"t::1FOIC·SF-OZH·01261.pd 
~~FOIC·SF-OZH-01262.pd 
mFOIC-SF-OZH-01283.pd 
'!!JFOIC·SF-OZH-01264.pd 
~FOIC·SF-OZH-01265.pd 
~FOIC·SF-OZH-01266.pd 
~FOIC·SF-OZH-01267.pd 
mFOIC·SF-OZH-01268.pd 
"t::lFOIC-SF-OZH-01269.P<f 
mFOIC·SF-OZH-01270.pd 
~FOIC-SF-OZH-012n.ixf. 
mFOIC·SF-OZH-01272.pd 
"1!:}FOIC·SF-OZH-01273 pd 
'i:jFOIC·SF-OZH-01274.pd 
~FOIC·SF-OZH-01275.pd 
:!)FOIC·SF-OZH-01276.pd 
~FOIC·SF-OZH-01277.pd 
':!JFOIC·SF-OZH-01278.pd 
·mFOIC-SF-OZH-01279.pd 
mFOIC·SF-OZH-012So.pd 
'!!JFOIC·SF-OZH-01281.P<f 
't:JFOIC·SF-OZH-01282.pd 
~FOIC-SF-OZH-01283.pd 
'l!JFOIC-SF-OZH-01284.Pcf 
°!IFOIC·SF-OZH-01285.Pd 
::;'jFOIC·SF-OZH-01286.pd 
'l!jFOIC·SF-OZH-01287.pd 
mFOIC· .pd 
"" FOIC·SF-OZH-01289. 
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This is the last card in the subfolder, 
therefore, we must look in the next 

subfolder (drawer) for the "Y"s . 
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DZH ·was the subfolder we searched and our card 
was not there; therefore, we must look in the next 
subfolder. Note that DZH was the last subfolder 1n 
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Now that you have located the appropriate folder 
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Congratul·ations on finding a card that matches your search 
request! Remember there may be more cards - keep looking until 

you are satisfied that you have reviewed all potential matches! 
l!J'i;:f' 1•1 ...... 1 '"""._....' ..LI, __ ,, '-'"-41 ....,.._, 

··~om~J .J.... "• A G- , U I A W, WA* W l tq bl oO> $4\1 -"' h JI :;t fW Ht $ $4 SU\ 

l, · -~ Manual Index Cards > San Francisco > E 

L!i:!J San Francisco 
! View All Site Content 

; Documents 
! 

! • Shared Documents 

l • Dallas 
l 
j •Tampa 

I• Knoxville l · Cincinnati 

• San Francisco 

• WFO 

l Lists 

! •Calendar I · Tasks 

I Discussions 

• Team Discussion 

Sites 

People and Groups . 

San Francisco Index Cards 

Actions T. 

Type Name 

'ff: FOIC-SF-EAR-00001 

~ FOIC-SF-EAR-00002 

>ff:: FOIC-SF-EAR-00003 

1':: FOIC-SF-EAR-00004 

rfj:: FOIC-SF-EAR-00005 

· · ~ FOIC-SF-EAR-00006 

rfj:: FOIC-SF-EAR-00007 

1':: FOIC-SF-EAR-00008 

~ FOIC-SF-EAR-00009 

ifi/: FOIC-SF-EAR-00010' 

>!j::. FOIC-SF-EAR-00011 

1'; FOIC-SF-EAR-00012 

>!j::. FOIC-SF-EAR-00013 

*j:: FOIC-SF-EAR-00014 

'1:. FOIC-SF-EAR-00015 

6':: FOIC-SF-EAR-00016 

~ FOIC-SF-EAR-00017 

~ FOIC-SF-EAR-00018 

"7;: FOIC-SF-EAR-00019 

Modified 

7/16/2008 7:39 AM 

7/16/2008 7:34 AM 

7/16/2008 7:34 AM 

7/16/2008 7:34 AM 

7/16/2008 7:34 AM 

7/16/2008 7:34 AM 

7/16/2008 7:34 AM 

7/16/2008 7:34 AM 

7/16/2008 7:34 AM 

7/16/2008 7:34 AM 

7/16/2008 7:34 AM 

7/16/2008 7:34 AM 

7/16/2008 7:34 AM 

7/16/2008 7:34 AM 

7/16/2008 7:34 AM 

7/16/2008 7:34 AM 

7/16/2008 7:34 AM 

7/16/2008 7:34 AM 

7/16/2008 7:34 AM 

fThis List: San Francisco 

_, t • 3* . . ( 4! , Li 4 > ...,,.....,.._.,_, ....,,_,.,.., ___ ___,,...,, '""'M"""><~< -

. ' 

1 - 100 ~ View: · All Documents T 

(RMD) (FBI) 

(RMD) (FBI) 

(RMD) (FBI) 

(RMD) (FBI) 

(RMD) (FBI) 

(RMD) (FBI) 

(RMD) (FBI) 

(RMD) (FBI) 

(RMD) (FBI) 

(RMD) (FBI) 

(RMD) (FBI) 

(RMD) (FBI) 

(RMD) (FBI) 

(RMD) (FBI) 

(RMD) (FBI) 

(RMD) (FBI) 

(RMD) (FBI) 

(RMD) (FBI) 

(RMD) (FBI) 
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Additional Information 

The front and back of each index card are scanned and 
appended together. 

Any cards stapled together become part of one pdf file. 

UNCLASSIFIED/i,§r i 'iilClal Use bn°ii: 
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same as .... I ____________ _ 

Click the blue arrow to see the back 
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Contact Information 

Records Management Division 
Records Automation Section 

Records Management Application Unit 

_I_ ----

UNCLASSIFIEDJ!or \UPI jal Ws ' lbJi 

-- ---·-- -------------~, 
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3 September 2008 

Manual Index Cards 

A navigational tool for searching index cards on 
Microsoft Office SharePoint Server 2007 

UNCLASSIFIEDJ{for ( )ftli isl Ws 1 lff~ 
MMM 



Creating HQ Index Card Document Libraries 

Quality Control Team (QCT) 

NOTE - Document Library lists will be assigned by the QCT. One page has around 270 libraries and will take 

approximately 2.5 hours to complete the list. 

STEP 1- Document what library you started with before you begin. 
Select a ro riate Letter of the HQ Index Card Share Point Site: 

For example: 

b6 
b7C 

b7E 

To select the LETIER B site use the above hyperlink and type the letter b where indicated by the arrow. Save the link as a 
SHORTCUT to your desktop for quicker access. 

STEP 2-Verify that you are in the Appropriate SharePoint site as indicated below by the yellow arrow. 

'~All Site Content '!!ii ... ful D ~ ... f:age ... 2_afety ... TQ.ols ... 9 ... »> 

--(RMD) {ff!!)• 
Sit<!Actbns • fit 

100· HQ Index Card~ - B ~ All Site Content 
I i Displ:sy:s :1J ,,'t:s, h:sb, ""'d J: · 'r t~i?i •ite. 

:h~m:.' 

Libraries 

501 

Lists 

Discussions 

~ i; R:o:y:I: Bi" 

.!IJ All Sit" Cort:•t 

STEP 3-

D:x:"m"r:t l.ibrori"" 

:.j 801 

L~ 602 

Ths D""'-"'""~ H:""'Y 1':. t~: ter.i;:.1•t:s t::> 
C:0:!2t:.- \~/cb ~:"'!llytQ ~..;:.t:m r~p:-~ fertf•s .s:t: 
='·~:!.:::I"' 

Us~ t.'"": *JI: ''br!PY t~ !-':':' ... :. .S:yJ:. ::"':!:~. s ... :"' 
... r-e:: ~.- •/e., f; •• • T....._ ...toi• •""--"r ~..- 'tt< •• 

A: Select the drop-down arrow by Site Actions (arrow A) 
B: Select the option New Document Library (arrow B) 

All Site Content [._-_·] ..... ..___SJ_·_· _G!1_~ __ 1.d.l_·-'_rSJ_>r_·_!:_ag_e_• 

M<:>r.: Opti:>ro ... 
Cr.:ot: <:·tl':r typ:!I or p:;es, 
Ii5ts, libreries, -:ir~ :sit"•· 

Viev; All Sit: Cortent 
View :ll libr:ri::i :nd lists ii' tl'i?i 
~'t ... 

E:::!it i~ Sl'er~?~lrt D~i;r:.r 
~~t= or ~~Et Ji~=-~ p.:ss=!O. :!~::! 
>'1oflcfl::>r1s, or .odJi:•t !>e::tirS'" 

Stte s~ttiros 
A:::"" : II ;:ttlr ;• for tN• ·:sit,,. y 

Tr1s D:>:<..n:rt :;br: rt h::s tr: t=np::t= t:> 
ae:!t= VJ~b An:fyt:~ e~t:m r=.;::rts t:-rtr~ 5i-t:. 
s:::!:e:ti::T"' 

\J::~ t!'>e $fy;!e ~.br:ry t!:.I ~~r: :cty.te ~t-.= :.t~, Sl..:t' 

~•cs:; ec XS •. ri!:>. Tl'-: >tyt: >h::t• ,,.. t•,. 
.g:!l!•e"Y -;'!!r b~ '-.5!:::! -ey ttlt= -,:;te -::r :J. .... Y ::• ~:~ 
5<.!:•1:=•· 

lt 

p 

j 
I 

Cl. I 
vii 

l 
i 
i 
! 
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STEP 4 - Using the folder checklists, start adding folders from .the beginning of the sheet or where you previously left off. 

Once New Document Library is selected you should see the following screen. Enter the document library name (CAPS 

ON) in the box labeled Name: and hit the ENTER key or the CREATE key. 

rr-:·· .. -.... . . .. --···-·---.. ------------..... _ - -----i-
J 12.J All Site Content · ! I M - » ["'j f!;'r,l T e,age T 2_afety T T~ols T ·~T 

I "' - ' r""'' 
Create !.~'.J X 

LJ 
~~~t.t'T"C,..~ 

... t.~.::i~ 

Name and Descnp:ion Document Library 
T 'IF'!. o n:w nom: c: yot.: w.:int it to oppc.:ir 1n 
fl:~dings ord h,..lo!~ thr~1.o~hout tt'\e :ut:, TyF= 
dc:cr1pt" "''= t:xt tti.ot •xii! tti~p :.1t: 'uit::""' 1.1:.:: 
thi:. <!~umcrt t1br.:i""f 

./1 P';:: ...tbr:iry 

----------"'1~----' ot'!getii::. Co'11:.ert': 
A pl:ic:: '-:r sti:f'in:9 <l:x:umi:ntt :-r gt,"l;~t 
Mc' tr11:1t ye;; w.:int t::i- :.h~rc. Oo~"T1crt 
~1br:mc:. .:iflO\'\ (:-~de'°"• v:r~lli::"!lm3. ond 
~hc:k out. 

Na~i~a:ion 

S?ccity whcti..:r o h~k t~ thi:: d!):umcnt tibr.sry 01:.pl-"Y th1:; doi:umert hbnry on tf\e. 
.a;p:.:srs ii"' the Qi.ick l.=<:.'.nch. Qui.~k l.aut"=h? 

" 
Spe:c::ty whcth.:r o Y!!~Dn i!.: cre.?ited '!4el'< time 
y-cu :t'.Jit o Mc in tM:: de-:umcnt fl.br~ry. 

Do~ment T~~~]~t.e 

t...•.1 Ye.5 U. No 

Crestc ~ ve1::1:,,l"l e:i:h tl.m: you :dit = 
l'flc jn ti'!i: dc::c::umcnt. hbr:ll"'/") 

\...1 Ye' -..•1 No 

Sclcd:" d:i-:u"1o:nt t:mplotc t'Q O=t:rmi"'l<:: th: Ooa.m:~t T:mpl.:it:~ 

~;:~ti:~; ~f~~;~w Me:1 c:~e:iteO in tt"s: l Micre~rt Word dc-:umcnt 

" ..... ~.. . : ~ ' . - -

STEP 5 - Repeat the steps from STEP 3 until all the libraries for each HQ letter have been created. 

STEP 6 - Document where you stopped and indicate the number of hours worked. Please send an email tol._ __ .... land 

I lwith where you started and stopped and how many hours worked. b6 
b7C 

FREQUENTLY ASKED QUESTIONS 

FAQ-1 I accidently named the document library incorrectly, what do I do? 

ANSWER - Email the quality control team with the name of the incorrect library and they will remove-it. 

FAQ-2 I created libraries out of order, what do I do? 

ANSWER- It is ok to create document libraries in any order, just continue where you left off. 



The Records Management Division's (RMD) Records Automation Section recently completed 
the conversion of nearly 83 million manual index cards, which were previously located in field 
offices and at Headquarters, to digital images. While the manual index cards are essential to the 
FBI's ability to locate information in older case files, manually-storing and searching the cards 
demanded an inordinate amount of time, space, and money. Following digitization and quality 
control review, the scanned images were uploaded to a SharePoint site and made available 
electronically. Storage space was also reduced with the destruction of the paper cards following 
successful digitization and quality control review. 

In the past, the Records Disposition Unit (RDU) instructed field offices to destroy manual index 
cards corresponding to destroyed case files and transfer to RDU manual index cards 
corresponding to case files being transferred to the National Archives and Records 
Administration (NARA). Due to the administrative burden created by this effort, RDU 
suspended this requirement several years ago. 

RMD is providing to NARA digital versions of the manual index cards so information can be 
retrieved from the case files, which have been accessioned to NARA. Field offices are not 
required to request the deletion of any images from the SharePoint site when destroying or 
transferring files. RMD will maintain the digital images on SharePoint (or its successor system) 
until obsolescence of the entire.collection: 

ASs1stant Section Chief 
Records Policy & Administration 
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.field_ Office Date Completed 
Knoxville 5/15/2008 
Tampa 5/22/2008 
Dallas 6/11/2008 

Cincinnatti 6/24/2008 
WFO 8/1/2008 

San Francisco 8/8/2008 
Minneapolis 8/12/2008 

Houston 9/9/2008 
Detroit 10/31/2008 

Baltimore 11/4/2008 
Charlotte 11/14/2008 
Portland 12/5/2008 

Legat 12/8/2008 
Norfolk 1/5/2009 
Omaha 1/20/2009 

Jacksonville 1/23/2009 
Indianapolis 1/28/2009 
New Orleans 2/10/2009 

Jackson 2/13/2009 
las Vegas 2/23/2009 
Louisville 3/3/2009 
Chicago 4/22/2009 
Miami 5/13/2009 

Springfield 5/14/2009 
Birmingham 6/26/2009 

Denver 7/2/2009 
Boston 7/22/2009 

San Diego 8/7/2009 
Buffalo 9/9/2009 

INDEX CARD SCANNING PROJECT 
-FINAL TOTALS- DOCLAB ICRC 

April 2008- March 2013 (4 years, 11 months) 

FO Index Cards - Completed Totals 
April 28, 2008 - December 15, 2010 (32 months) 

~ - . ·-

-: Tptal l:xported Total Exported 
- -,li:nage5_.Per FO Field-Office Da_te Comple~!!d _ lij:lages Per FO 

307,317 Sacramento 9/30/2009 254,364 
211,490 Milwaukee 10/26/2009 632,398 
912,140 Phoenix 9/9/2009 363,406 
299,030 Philadelphia 12/11/2009 1,416,790 

4;222,551 Cleveland 1/11/2010 671,784 
1,910,172 Columbia 1/27/2009 184,882 
651,142 New Haven 3/1/2010 456,038 
799,525 Atlanta 3/9/2010 569,104 

1,850,142 Oklahoma Citv 4/1/2010 300,816 
619,274 Pittsburgh 4/13/2010 387,276 
374,850 Honolulu 4/19/2010 119,116 
345,494 Seattle 5/27/2010 989,047 
998,627 San Juan 6/22/2010 435,134 
206,679 Richmond 6/30/2010 237,145 
182,742 little Rock 7/2/2010 132,537 
249,458 Anchorage 8/16/2010 69,235 
398,957 Newark 8/23/2010 1,675,715 
741,191 Kansas City 8/31/2010 386,095 
308,669 El Paso 9/12/2010 367,362 
548,437 Memphis 9/10/2010 208,156 
498,167 Mobile 9/22/2010 101,359 

3,247,160 Albany 9/23/2010 480,659 
937,858 Albuquerque 10/8/2010 449,765 
323,260 St. Louis 10/18/2010 492,414 
414,849 New York 10/21/2010 6,948,298 
256,554 San Antonio 12/2/2010 55,951 

·1,304,346 Salt lake City N/A 0 
570,900 Los Angeles 12/15/2010 3,469,451 
511,165 MISC N/A 43,381 

HQ Index Cards - Completed Totals 
December 21, 2010- March 28, 2013 (27 months) 
.. --

Total Exported 
Alpha tetter . Date Completed linage~-Per Letter 

A 2/4/2011 1,398,183 
B 4/22/2011 3,076,072 
c 6/15/2011 2,648,109 
D 7/21/2011 1,681,834 
E 8/5/2011 740,465 
F 8/24/2011 1,486,564 
G 9/28/2011 1,980,145 
H 11/15/2011 2,301,336 
I 11/21/2011 344,121 
J 12/13/2011 913,398 
K 1/13/2012 1,727,446 
l 2/23/2012 1,910,024 
M 4/26/2012 3,305,366 
N 6/25/2012 800,391 
0 7/17/2012 576,304 
p 8/16/2012 1,928,479 

Q 8/16/2012 66,694 
R 9/25/2012 2,001,220 
s 12/20/2012 3,952,583 
T 1/22/2013 1,304,378 
u 1/24/2013 194,494 
v 2/4/2013 658,591 
w 3/19/2013 1,956,182 
x 3/19/2013 19,009 
y 3/22/2013 260,721 
z 3/25/2013 289,718 

MISC 3/28/2013 14,152 

~'-~~~~~~-T_o_t_a_l_F_i_el_d_P_ffi __ ,_ce_· _1n_d_e_x_c_ar_d_s~_4_6_,o_9_9_,s_2_4~~~~~~~----~~~~---1~1~_- _- T_p_~~~~l-H_Q __ 1n_d_e_x_c_a_rd_s~~--~~1-· 1_5_3s_,_97_9~- ___. 

· FQTotal= - · · _. - · JC:» Avg/Month = - 1,440;~20 FO . *-~<>.~es Scai:med = 39,958 _ 
_ :,~ _ HQ Total_= ~Q Avg/M_ont_fl = · _ .. HQ . *Boxe_s Scanned =:= 

F_O & HQTOTAL = __ · -. -_ __ : _ .. f\ver.ag~/M9nth = Over.all *Boxes scanned·= _ 73,9~4 

FO Original :_E~i_mate = 71,649,600_' (~~sed._6n 1,100 lnd~x- Card_s/tinear'Ft) · Final Tot~I = 64.3%-bfQrigihal Estimate 
FO Original_:E~i!!i_ate i::S7,ll3,:J,OO (Based on 1,100 Index Cards/Lineat.Ft) Final Total= ~5~7% ofQriginal Est_imate 

• Average per Box was approximately 1,100 Index Cards 



-- ----------------------------------~, 

FO Number Total Exported Images Dateqf 
of Boxes Each FO Disposition . NOTES 

.i.2/10/2008 Destroyed 
12/10/2008 Destroyed 
12/10/2008 Destroyed 
12/10/2008 Destroyed 
12/10/2008 Destroyed 

11/17; 12/10/2008 Destroyed 
12/10/2008 Destroyed 
12/3/2008 Destroyed 

11/25; 12/3; 12/12/200~ Destroyed 

FY08 Tota\s 9077 9,554,444 
1/8/2009 Destroyed 
1/8/2009 Destroyed 
1/29/2009 Destroyed 
1/29/2009 Destroyed 
6/15/2010 Destroyed 
6/15/2010 Destroyed 
6/15/2010 Destroyed 
6/15/2010 Destroyed 
6/15/2010 Destroyed 
6/15/2010 Destroyed 
6/15/2010 Destroyed 
6/15/2010 Destroyed 
6/15/2010 Destroyed 
6/15/2010 Destroyed 
6/15/2010 Destroyed 
6/15/2010 Destroyed 
6/15/2010 Destroyed 
6/15/2010 Destroyed 
9115/2010 Destroyed 
6/15/2010 Destroyed 
1/8/2009 Destroyed 

FY09 Totals 10778 14,821,998 
6/15/2010 Destroyed 



Phoenix 295 363,406 6/15/2010 Destroyed 
--~ 

PhiladelJ.!hia 1243 ~1,416,790 6/15/2010 Destroyed 
New York 1-4 960 1,016,849 WAITING ARC (17 l':illets) 
Cleveland 574 ·. ·-: ,_ 671 784 

' - ~ ~?... 
9/17/2010 Destroyed 

Coiµmbia 160 184,882 6/15/2010 Destroyed 
New YTrrk54r 

. -
: . -~ >51~,76~~__:._;,: 480 WAITING ARC (17 Pallets) 

New Haven 418 456,038 6/15/2010 Destroyed - 464 ~51,891 Atlanta .. 6/15/2010 Destroyed .. 
New York 11-13 834 933,879 WAITING ARC (17 Pallets) 

Ne:wYorl{.7-8 480 1- 520,!90 WAITING ARC (17 Pallets) 
New York 9-10 480 530,180 WAITING ARC (17 Pallets) 

Oklahomaq~ ~~'' ,-';~,. 300,81§___ 6/15/2010 Destroyed 

Pittsburgh 336 387,276 9/17/2010 Destroyed 

Baltimt>re {2~d) 68 ''. 
< 80,068 WAITING 

Honolulu 112 119,~16 9/17/2010 Destroyed 

~York 14;!§_ 480 - :553,909 WAITING ARC (17 Pallets) 

Seattle 827 989,047 9/17/2010 Destroyed 

~,.!Q!".k 1~-17 _4~!_- 544~9 WAITING ARC (17 Pallets) 

San Juan 386 435,134 9/17/2010 Destroyed 
NcwYork1~M9' : ~-- , 546;998 WAITING ARC (17 Pallets) 

Richmond 217 237,145 1/10/2011 Destroyed 

Little Rock 1:18 ~ 132537 1/10/2011 Destroyed 
« ~-' 

New York20-21 480 546,525 WAITING ARC (17 Pallets) 
-~ ~ 

1,i?'£~49. -NeWar!5__ ___ ~ __!516_~ •' WAITING ARC (7 Pallets) 

Anchorage 62 69,235 ·111012011 Destroyed 
New ~Yor\Cii-23 -4s0· .. - ·:555,o~~- WAITING ARC (17 Pallets) 

Kansas City 323 386,095 1/10/2011 Destroyed 
~ork.2~ ~ 240 ~--L.~16~?46~ WAITING ARC (17 Pallets) 

El Paso 316 367,362 1/10/2011 Destroyed 

!\fe~iiJi:__ __ :_17_7~ --208156 
------~ ... -~-

l/10/2011 Destroyed 

Albany 424 480,659 WAITING ARC 

Mobile~. 89 . 101359 
~-~ 

1/10/2011 Destroyed 
Albuquerque 393 449,765 WAITING ARC 

FYlO Totals 15195 17,233,355 
sCLouis · 436 _:,-::~A92~414 

... 
' WAITING ARC • 

NY Pallet 25 240 768,346 WAITING ARC' (17 Pallets) 

NY I'allef26 · · 116 '-'901;865 WAITING ARC (l 7 Pallets) 



. - - -------- --- ---------------

LAA-F 907 1,871,573 WAITING ARC 
LAG-L. 783 ~2725,803 WAITING ARC 
San Antonio 51 2,781,754 WAITING ARC 
LAM•:R .. : - 742 -_ - .<-: 3;570,436 - WAITING ARC 
LAS-Z 779 4,427,267 WAITING ARC 

0 -- - ... :4.~i7:,16't 

FYll Totals 4054 4,427,267 
TOTALS 39035 46037064 

FYll Targets 11000 19,000,000 I I 
FY12 T;ugets 11000 - 19,000,000 

FY13 Targets 11000 19,000,000 



17,233,355 

18,000,000 
14,821,998 

16,000,000 

14,000,000 

12,000,000 

10,000,000 

8,000,000 

6,000,000 

4,000,000 

2,000,000 

0 
FY08 Totals FY09 Totals FY10 Totals FY11 Totals 

20,000,000 

10,000,000 

FY11 Targets FY12 Targets FY13 Targets 

I 

! _______________________________ __,, 
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NARA Correspondence 

August 13, 2007 

From RMD to NARA 

(DCS Disposition Authority} 



... :t HER.EI 

• D:A'T'E 8'r8Q 

' 
. 

REQUEST FOR RECORDS DISPOSITION AUTHORITY JOB NUMBER 
N/- oro!5.-JO 7-; 7 

To: NATIONAL ARCHIVES & RECORDS ADMINISTRATION 
8601 ADELPHI ROAD COLLEGE PARK, MD 20740-6001 

Date received g I [µ)1° 7 
1 FROM (Agency or establishment) 

DEPARTMENT OF JUSTICE 
NOTIFICATION TO AGENCY 

MAJOR SUBDIVISION 
FEDERAL BUREAU OF INVESTIGATION In accordance with the provisions of 44 U s c 3303a, the 

MINOR SUBDIVISION 
d1sposrt1on request, including amendments, 1s approved 
except for items that may be marked "d1spos1bon not 

RECORDS MANAGEMENT DIVISION I approved" or "withdrawn" in column 1 O 

4. NAME OF PERSON Willi WHOM TO f ONFER TELEPHONE NUMBER DAT~~ ARCHIVIST 9'. THE UNITED STATESl 

I I . ~A o9 I [a,_./;, ,;_ ..,,, JA/r-A M J J 

AGENCY CERTIFICATION 
I hereby certify that I am authorized to act for this agency in matters pertaining to the disposition of its · 
records and that the records proposed for disposal ori the attached 3 page(s) are not needed 
now for the business for this agency cir will not be needed after the retention periods spe.cif1ed; and 
that written concurrence from the General Accounting Office, under the provisions of Title 8 ~f the 
GAO Manual for Guidance of Federal Agencies,· 

~ 1s not ream.red ·D 1s attached, or 
DATE SIGNATURE,. OF AGENCY REPRESENTAT~E 

p,(r?>\0'1 /1), J' A ... :.'YJ 0(. / ,Tl,,.~ 
7 ITEM NO 8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 

The attached pages provide d1spos1t1on mstruct1ons for 
records relating to the Document Capture System (DCS), 
which 1s a system used to manage the adm1rnstrative 
scanning processes of the FBl's records and evidence 

115-109 PREVIOUS EDITION NOT U$ABLE 

0 has been requested 
TITLE 
Assistant Director 

9 GRSOR 10 ACTION TAKEN SUPERSEDED JOB (NARA USE ONLY) CITATION· 

STANDARD FORM 115 (REV 3-91) 
Prescnbed by NARA 36 CFR 1228 
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The Document Capture System (DCS) 1s an Oracle system developed m 2004 for the Federal Bureau of lnvest1gaf1on's (FBl's) 
Records Management D1v1s1on's Document Conversion Laboratory (DocLab) The DocLab scans records and evidence for the 
FBI and uses DCS to automate and manage the DocLab's processes, which include logging mcomrng requests for services, 
rece1vmg documents to be scanned, document preparation, scanning, quality assurance, job completion and venficat1on, and 
delivery of the scanning 1ob 

:t INPUTS 
\ 

\ 

a Source Records, FBI Records/C~se Files (hard copies to be scanned by the DocLab) 

These records pnmanly mclude, but e not limited to records being scanned for use m the Freedom of Information and 
Pnvacy Act (FOIPA) and name check ocesses and scanning related to the FBl's case work 

DISPOSITION RETAIN/DESTROY comm surate with the d1spos1t1on authont1es approved in N1-065-82-04 and 
N1-065-04-4 

b. Source Record~, Evid~ {hard copies to be scanned by the DocJ.,.ab) 

DISPOSITION D1spos1tto~ased on the rules of evidence 

c. Job lnfi nnation 

These re rds mclude Job mformatlon the DocLab needs m order to process a new scanning JOb Data 1s keyed mto the 
system th .. includes, but 1s not limited to JOb name, d1v1s1cin name, tracking number, output media, pnonty, case title, 
class1ficat10 , date received, and correspondence log information 

DISPOSITIO see "Data Files" 

d. Job Information, Supportin Records (hard copy) 

These records include instruct1 nal memos, notes and other information regarding processing the JOb,·wh1ch are scanned 
and uploaded mto ttie system 

DISPOSITION .DELETE/DESTR Y after venficat1on of a successful scan 

This mformat10 includes keyed m data of employee stat1st1cs, e g the employee name, the date and the quantity of pages 
scanned · . 

DISPOSITION se "Data Flies" 

f. Employee Statistical Data Input Works eets/Forms (hard copy) 

These records include, but are not limited worksheets, forms, and other records that have employee stat1st1cal data that 
IS keyed rnto DCS 

DISPOSITION DELETE/DESTROY after ven cation of successful data input 

115-109 PREVIOUS EDITION NOT USABLE STANDARD FORM 115 {REV 3-91) 
Prescribed by NARA 36 CFR 1228 



2. DATAFILES 

a. Image Data Files (lmages·of Source Records) 

These records are the images of the scanned hard copies 

DISPOSITION DELETE/DESTROY 90 days after the customer copy and the back-up copies are created 

b. Job.Processing Data & Metadata 

Thi~ mformat1on about each job bemg processed mcludmg, but not hmrted to bar code mformatron, quantity of pages 
scanned m an md1v1dual Job, box, and umt, the day and time when a process, such as scanning begins and ends, name of 
employee processing jOb, and information on when a';ob IS received or shipped back to a customer 

DISPOSITION DELETE/DESTROY three years after completion of the ;ob or when no longer needed for administrative 
purposes, whichever 1s later 

c. Job Information & Supporting Records Data 

This mformat1on includes mformat1on about the Job, 1 e the jOb name, d1v1s1on name, tracking number, output media, 
pnonty, case title, class1ficatton, date received, and correspondence log mformat1on 

DISPOSITION DELETE/DESTROY one year after completlOn of the Job ~~or when no longer needed for 
adm1mstrat1ve purposes, whichever 1s later 

3. OUTPUTS 

Tnese records m de, but are not limited to standard and ad hoc graphs and ·reports, e g image count reports, md1v1dual 
job detail reports, e , loyee production data, and job statistical reports 

DISPOSITION DELE ESTROY when 3 years old or when no longer needed for adm1mstrat1ve purposes, whichever 
1s later · 

!'o. Job Processing Records 

These records include, but are not hm1ted to the records and information output from the system that enable the 
processing of each jOb, e g bar code labels, work'sheets 

DISPOSITION DELETE/DESTROY one year after completion of the JOb ~ or when no longer needed ·for 
adm1mstrat1ve purposes, whichever 1s tater 

9. Images, Customer Copy (Images of Source Records) 

These records are the images of the source tiles 

DISPOSITION DELETE/DESTROY images of records and evidence m aceordance wrth the FBl's records retention 
policies, practices, and the rules of evidence 

4. DOCUMENTATION 

System Doc~~~iion · 
Includes system sp c1ficat1ons, file spec1ficat1ons, codebooks, user guides, output spec1ficat1ons, and final repor'£S 

DISPOSITION D~L 1 E/DESTROY when superseded or obsolete, or upon authorized deletion of the related master file 
or database or upon th estruct1on of the output of the system, 1f the output ts needed to protect legal rights, whichever ts 
latest 

115-109 PREVIOUS EDITION NOT USABLE STANDARD FORM 115 (REV 3-91) 
Prescribed by NARA 36CFR1228 
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5. RELATED RECORDS 

a. Job Information Records (hard copy} 

These records were created pnor to DCS and include forms, electronic communications (ECs), notes, etc regarding the 
mstruct1ons of completed Job requests · 

DISPOSITION DELETE/DESTROY one year after completion of the Job ~~ 

b. Images, DocLab' Back-Up Copies 

These records are t e back-up copies created by tlie DocLab at the time the images are placed on the customer's 
requested medium 1 e back•up customer copy rs retained by the DocLab to assist m serv1c1ng the same request In 
add1t1on, the back-up y serves as a shorMerm back-up copy should there be any problems m the delivery of the 
medium to the customer · • L- ~ /' r.. s ?. 0 \P1'-~ 0 

DISPOSITION DELETE/D STROY when 90 days old 1.:7 - ~ 

· c. Customer Service Feedback & Related Information 

These records include, but are not hm1ted to customer sat1sfact1on surveys, feedback questionnaires, and reports 
generated based on customer feedback · · 

DISPOSITION DELETE/DESTROY one year after the year m which the project 1s closed (GRS 16, 5) or when no ionger 
of admm1strat1ve value, whichever 1s later . 

A full backup ts p armed nightly and mamtamed for potential system restoration m the event of a system failure or other 
unmtentronal loss o data 

DISPOSITION DEL E/DESTROY incremental backups when superseded by a full backup or when 90 days old 

DELETEIDESTROY full ackups when a more current full backup has been successfully captured or when 90 dayf!old 
G-~ s '2-cf, ·1~"" -( 

e. Security Audit Logs 
Oracle audits are performed that capture database-specific events, mcludmg logins, acc~sses, and adm1mstrat1ve 
act1v1t1es 

DISPOSITION DELETE/DESTROY electronic files and hard-copy pnntout~ created to monitor system usage, when no 
longer needed for adm1m~trat1ve, legal, audit, or other operational purposes ~~ 

PREVIOUS EDITION NOT USABLE STANDARD FORM 115 (REV 3-91) 
Prescribed by NARA 36 CFR 1228 



NARA Correspondence 

March 17, 2008 

From RMD to NARA 

(Letter & Technical Questions) 



Mr: Paul M. Wester, Jr. 
Director 
Modem Records Program 
Room2100 
National Archives and Records Administration 
8601 Adelphi Road 
College Park, MD 20740 

U.S. Departm~nt of Justice 

Federal Bureau of Investigation 

Washington, D. C. 20535-0001 

March 17, 2008. 

RE: January 23, 2008, Letter from NARA Regarding 
FBI Case File Digital Imaging Processes 

Dear Mr. Wester: 
. . 

Thank you for your summary and analysis of our recent conversation regarding 
the Federal Bureau ofinvestigation's (FBI) need to digitize specific case files to meet our current 
and future operational needs. I want to quickly reach a point at which our major investments in 
digitization can be used an example· of FBI -National Arc~ves Records Administration (NARA) 
cooperation to align a major business process improvement program with electronic records 
program guidelines. We believe the current FBI records scanning program is unique amongst 
Federal Agencies dealing with National Security information in scope, quality, and adherence to 
NARA guidance. From our prior communications, we are still uncertain of the specific elements 
of NARA guidelines with which our scanning standards and procedures are not in accord. We 
would like to address each of your concerns regarding our business practices and Document 
Conversion Laboratory (DocLab) processes individually: 

1. _When color text is important to interpretation and content, ·the FBI is willing to make 
reasonable changes to the current operational processes, within the limits of the document 
capture system and storage capacity, to create "archival" quality digital images. However, the 
business needs of the FBI are being met for the capture of color text in gr~y scale because 
distinctions by different color ink are no longer a business practice as was the case during the 
Hoover era. Black and white or grey scale images meet the business needs. 

2. Records Management Division's (RMD) current scanning process is to scan Black & White 
(TIFF) or Color (JPEG) photographs or other graphics contained as items in a paper case file at 
300 dpi regardless of original size . .This allows photos to be scanned in the same placement that 
they appear amongst documents in the file folder, thus preserving the original order. This 
procedure and resolution guideline meets the Bureau's business needs for rapid processing 
without extracting photographs for separate capture and processing on different equipment or 
scanning as a separate scan unit at different settings than used for the rest of the case file. 
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Mr. Paul M. Wester, Jr. 

3. RMD is currently revising the documented business processes related to the creation, storage, 
and maintenance of scanned records. We are aware ofNARA's concerns· regarding the 
trustworthiness of the records and have every intention of ensuring that the electronic records 
repository/application meets those needs. RMD will upload scanned data from complete case 
files into a certified Records Management Application (RMA). RMD uses the quality sampling 
methods presented in ANSI/ AIIM, Sampling Procedures for Inspection by Attributes of Images· 
in Electronic Image Management and Micrographic Systems (ANSI/AIIM TR34-1996) during the 
quality reviews of scanned images. We need to clarify that the Capone documents posted to the 
FBI FOIA web site are old records that were scanned in the 1990's, well before the current 
DocLab processes and technology were deployed. The poor image quality of those old FOIA 
documents does not reflect current quality for records conversion. 

4. An RMD working group is addressing the metadata tagging issue. They are working with FBI 
stakeholders enterprise-wide and IT operations staff to ensure that the records created in the IT 
applications employed by various systems will be appropriately tagged. We intend to conduct an 
Electronic Recordkeeping ·Certification (ERK.C) assessment on our RMA system as well. As you 
know, the FBI has an established· policy requiring all IT systems to undergo an.ERKC assessment 
to assess proper recordkeeping of electronic records and minimum descriptive metadata 
elements. We appreciate that NARA has identified the FBI's ERKC process as a best practice 
and disseminates it as part of the Electronic Records Toolkit, and we can assure NARA that we 
fully apply that process to all Bureau systems. 

5. The internal RMD T-Drive temporarily stores images in multiple formats that are indexed by 
case file number for processing by variOus progra)Ils and is not the end-state repository for 
electronic case files. Prior scanned documents will not be placed in the RMA without appending 
the metadata, and ensuring the images meet current standards. All records ic;lentified for . 
digitization undergo both a pre-scanning document preparation process and a post-scanning 
quality control process. Both of these processes are well established and documented in the 
DocLab standard operating procedures. All procedures ar~ subject to periodic revision to 
integrate capabilities of technology with manual employee verification to ensure the digital 
record meets the standards for a complete and accurate reflection of the original paper file. 

6. RMD l)ocLab captures both front and back of each document within a scanned case file. Jobs 
processed by DocLab scan all batches in duplex, scanning both sides of every page. Lat~r during 
the Quality Assurance process, the images of any blank pages, "bleed-thru", processing separator 
sheets, etc, are deleted. Data from prior scanning will be remain as reference data in non-:record 
sy~teln:s such a~ lorl land will not be suita~le for 
migration as a complete and authentic record into an RMA. 

7. We disagree with the opiniop. that e~ery case file within a classificati0n must be sc~ed to 
meet standards of responsible electronic records management or NARA guidance. The objective 
of the scan-on-demand approach is to ensure that the collective business needs of investigators, 
intelligence analysts, and the public are addressed. Even in paper format, most·case file 
classifications are temporary records which are sampled to extract the few files for accession to 
NARA and preservation as permanent records. Case files requested by the public through FOIA, 
mandatory declassification review, litigation discovery, or other public dissemination pathways 
are scanned for efficient internal processing. In fact, since only the files that are requested are 
scanned, this provides a regular sampling of the files and indicates which files clearly represent a 
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Mr. Paul M. Wester, Jr. 

body of information of specific interest to the public. Since the majority of Bureau case files are 
identified as temporary, scanning all cases in a "class" (i.e. ALL bank robbery cases) is not 
feasible, would be cost-prohibitive, and be an inefficient use of government resources without 
·business need, permanent preservation ·value, or public interest. Instead, the FBI has established 
a process that meets both the FBI's business needs and addresses the public's needs/requests for 
access to holdings of interest. 

We look forward to completing our dialogue with you on these issues and hope 
that we can come to an agreement on the scanning practices that are mutually satisfactory to meet 
the needs of both of our orgallizatiqns. 

Sincerely, 

John C. Krysa 
Section Chief 
Records Automation Section 
Records Management Division 

3 



From: 
Sent: 
To: 
Cc: 

Subject: 

UNCLASSIFIED 
NONMRECORD 

Mr. Krysa, 

!(RMD)(FBI) 

Again, if you need anything further, let me know. 

~ 

RMD 
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From: 
Sent: 
To: 
Cc: 

Subject: 

UNCLASSIFIED 
NON-RECORD 

l(RMD)'(FBI) 
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NARA Correspondence 

May 28, 2008 

From NARA to RMD 

(Example of Letter & Technical .Questions) 



NARA Correspondence 

October 2, 2008 

From NARA to RMD 



NARA Correspondence 

March 3, 2010 

From RMD To NARA 



I National Archives and Jecords Administration 
Life Cycle Management Division 
8601 Adelphi Road 
College Park, MD 20740 

Deai1_.....--__ 

U.S. Department of Justice 

Federal Bureau of Investigation 

Washington, D. C. 20535-0001 

March 3, 2010 

In 2008, the Federal Bureau oflnvestigation (FBI) began converting field office 
manual indices to an electronic scanned image and using Optical Character Recognition (OCR) 
to create searchable text of each indices card. Once scanned in accordance with the FBI's 
Document Scanning Standards, the images and the accompanying OCR text are saved to an 
internal FBI SharePoint website and ~ for searching and retrieval by all FBI 
employees. 'fhe FBI estimates--that-b~, an· field office· manual -indices cards will have 

. been-cunwrted-to-electronic-fornmt:-- · · , 

The FBI will follow the same process and convert the Headquarters manual 
indices cards to electronic format. Therefore, in accordance with the requirements of 
36 Code ofFederal Regulations (CFR) 1228.31 (b)(l)(i) and General Records Schedule (GRS) 
20, item 3.1, this letter provides notification that the FBI intends to destroy the Headquarters 
manual indices upon successful scanning and uploading into SharePoint. The scanned images 
will be retained as the record copy and transferred to the National Archives and Records 
Administration (NARA) or destroyed along with the related case file. The required ·notification 
information is provided as an attachment along with the FBI's responses to NARA's technical 
questions on scanned images. 

Enclosures 

Sincerely, 

Marilyn H. Moore 
Section Chief, Records Policy & Administration 
Records Management Division 

b6 
b7C 



Notification of the FBl's intent to apply previously approved records schedules for hard copy 
permanent records to electronic records 

Pursuant to the requirements of36 CPR 1228.31 (b)(l)(i) and General Records Schedule . 
(GRS) 20, item 3.1, the below information is provided as notice of the FBI's intent to destroy manual indices 
following verification of successful scanning and uploading into SharePoint. 

(A) Name of Agency: Federal Bureau of Investigation (FBI) 

· (B) Name of the electronic system: SharePoint 

(C) Organizational unit(s) or agency progr$lm which records support: All FBI Headquarters Divisions, 
Field Offices, and Legal Attaches 

' 
(D) Current disposition authority references: NCl-65-82-04, Part E, item 1 (A) (1) 

(E) Format of the records: Scanned and OCR'ed images 
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NARA Correspondence 

May 11, 2010 

From RMD To .NARA 



U.S. Department of Justice 

Federal Bureau of Investigation 

Washington, D. C. 20535-0001 

May 11, 2010 

I I 
National Archives at College Park 
NWML, Room 2100 
8601 Adelphi Ro~d 
College Park, MD 20740-6011 

De~.._ __ __. 

Please find enclosed the Agreement to Transfer Records to the National Archives 
of the United States, SF-258, for the electronic images of the Federal Bureau of Investigation's 
(FBI) Colombia, South Carolina, field office index card collection. As you know, this transfer 
represents the first step in an ongoing FBI project to make this valuable fi:p.ding aid available as a 
modem te~t-searchable computer resource. To date the FBI has converted over 33 million index 
cards and is processing the card images for transfer to the Archives in the coming months. The 
total collection of FBI field office index cards is estimated to be 45·million. 

The National Archives has previously agreed to allow the FBI to destroy the 
original hard copy index cards once quality checks are complete and the media is prepared for 
transfer. The quality program has proven to be effective under the process we are operating. 
Since the Columbia index card set represents the first complete collection to be tra!1:sferred from 
one field office, the FBI will delay the destruction of the physical cards for 30 days to ensure 
there are no unforseen technical difficulties. Destruction will commence on June 10, 2010, and 
continue on a routine basis for the remainder of the field office index card collection, unless 
otherwise notified by you. 

Enclosure 

We look forward to working together on this project. 

Sincerely, 

John c: Krysa 
Chief, Records Automation Section 
Records Management Division 
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From: 
Sent: 
To: 
Subject: 

You are welcome. Have a wonderful weekend!! 

From{ I . . 
Sent: ~riday, October 24, 2008 2:23 PM 
To{ I 
su6ject: RE: GREAT NEWS! 

Thanks,1-I _ ___, 

From:~ I 
Sent:hursday, October 23, 2008 2:07 PM 

I ::bject: FW: GREAT NEWS! 
Importance: High 

Everyone - Please see AD Hooton's email below. 

Have a great day! 

From: Hooton, William (Bill) L. 
sent: Thursday. octorer 23, 20081:5~9.:..,Pl..:,M __ ___, 
To:I . Krysa, John C.;I 
Su61ect: Re: GREAT NEWS! 1--___ __, 

b6 
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JT~h~atUi~s~a~re~a~!l~y~g~oo~dLli~n~h!Ll _____________________________ ~1~~ 

LI -----------------------~~~hx-;--------------b7c 
~::.::.~~~~~~~~~::.::.::.::.::.================'"~~~~~~~~~~~ 
From:I I 
To: Hooton, William (Bill) L.; I 
Sent: Thu Oct 23 13:34:04 2· ... 0-08 ___ ..... 
Subject: FW: GREAT NEWS! 
Just wanted to share some good news for the day!!! 

From: Krysa, John c. 

b6 
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Sent: Thursday, October 23. 2008 1~:56 AM 

~T~o~:~l----------~-r---------------------------_.l.ib6 
I b7C 
Cc:.~1 ......... ,.....,._~ ........ ._... ................. ---------------' 5U6Ject: Re: GREAT NEWS! 
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From~ .J 
To:I fKrysa, John C.; 
Sent: Thu Oct 23 07:50:29 2008 L--------------' 
j Subiect: GREAT NEWS' 
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INDEX CARD DISPOSITION. TRACKING SHEET 

:::r;:~~~~~~~~\~~~~,~~ ;:lmif; ~~:!~Tu~ti~tl.~ ,i~::; ~~· ·· -- -~·: ·:~r .. ~.·,.·?imng~. :" ~>:.~};z&~~~~~y~:J:~~:':~~~~~!1~~~;~:~~r;\:~~.:{~Y~~:i-~.----------------------I 
Knoxville 246 28-Apr-08 5-Jun-08 307,317 Destroyed 

Tampa 170 19-May-08 22-May-08 211,490 Destroyed 

Dallas 722 27-May-08 11-Jun-08 912,140 Destroyed 

Cincinnati 241 16-Jun-08 24-Jun-08 299,030 Destmyed 

San Francisco 1554 3-Jul-08 8-Aug-08 1,910,172 Destroyed 

Minneapolis 516 30-Jul-08 12-Aug-08 651,142 De~troyed 

Houston 643 14-Jul-08 9-Sep-08 799,525 Destroyed 
WFO 3513 l-Aug-08 15-Seo-08 4,222,551 Destroved FY '08 

Detroit 1472 24~0ct-08 31-0ct-08 1,642,125 Destroyed 

Baltimore 442 22-0ct-08 4-Nov-08 540,418 Destroyed 

Charlotte 381 4-Nov-08 14-Nov-08 374,850 Destroyed 
Legat 81 17-Nov-08 17-Nov-08 997,025 Dest roved 

Portland :i74 26-Nov-08 5-Dec-08 345,494 Destroyed 

Norfolk 175 8-Dec-08 5-Jan-09 206,679 Destroyed 

Omaha 158 13-Jan-09 20-Jan-09 182,739 Destroyed 

Jacksonville 360 15-Jan-09 27-Jan-09 249,458 Destroyed 

Indianapolis 349 21-Jan-09 28-Jan-09 398,957 Destroyed 

Butte (N.O.) 613 28-Jan-09 10-Feb-09 739,935 De~troyed 

Jackson 265 10-Feb-09 13-Feb-09 308,669 Destroyed 

Las Vegas 453 12-Feb-09 23-Feb-09 548,437 Destroyed 

Louisville 433 23-Feb-09 3-Mar-09 498,167 Destroyed 

Chicago 2800 l-Mar-09 22-Apr-09 3,247,160 Destroyed 

Miami 964 20-Apr-09 13-May-09 937,858 Destroyed 

Springfield 276 ll-May-09 14-May-09 323,260 Dc~troyed 

Birmingham 345 13-May-09 26-Jun-09 414,849 Destroyed 

Denver 206 9-Jun-09 2-Jul-09 256,554 Destroyed 

Boston 1132 30-Jun-09 22-Jul-09 1,304,346 Destroyed 

San Diego 499 24-Jul-09 7-Aug-09 570,900 Destroyed FY '09 

Phoenix 295 21-0ct-09 9-Nov-09 363,406 Destroyed 

Honolulu 112 8-Apr-10 19-Apr-10 119,116 Destroyed 

Sacremento 223 22-Sep-09 30-Sep-09 254,364 Destroyed 

Atlanta 464 2-Feb-10 9-Mar-10 551,891 

Philadelphia 1252 27-0ct-09 11-Dec-09 1,416,790 Destroyed 

Buffalo 431 16-Sep-09 ·18-Sep-09 511,165 Destroyed 

San Juan 386 30-May-10 22-Jun-10 435,134 Destroyed 

Milwaukee 540 2-0ct-09 26-0ct-09 632,398 De~troyed 

Pittsburgh 336 30-Mar-10 13-Apr-10 387,276 Destroyed 

Seattle 827 28-Apr-10 27-May-10 989,047 De5troyed F Y'10 

Cleveland 574 15-Dec-09 11-Jan-10 671,784 Destroyed 

Oaklahoma 263 25-Mar-10 I-Apr-IO 300,816 Destroyed 

St Louis 436 26-Sep-10 18-0ct-10 492,414 60-1 (1 Pallet) 

Newark 1516 8-Jul-10 23-Aug-10 1,673,549 Dc~tro~·ed 



····-· - · - -- ------- - ----- - --- - ------------------ ------· . 

New Haven 418 26-Jan-10 1-Mar-10 456,038 DcMroyed 

Columbia 160 14-Jan-10 27-Jan-10 184,882 Dcstro~·ecl 

Albany 424 8-Sep-10 23-Sep-10 480,659 60.f (2 Pallet~) 1 "/\lcmphis 

Albuquerque 393 21-Sep-10 8-0ct-10 449,765 60.f (2 Pallets) I w/Seattlc 

Anchorai?e 62 II-Aug-10 16-Aug-10 68,790 Destroyed 

El Paso 316 31-Aug-10 Destroyed 

Kansas City 323 23-Aug-10 31-Aug-10 386,095 Destroyed 

Little Rock 118 29-Jun-10 2-Jul-10 132,537 Destroyed 

Mobile 89 20-Sep-IO 22-Sep-10 101,359 DcstroyNI 

Richmond 217 23-Jun-10 30-Jun-10 237,145 Destroyed 

San Antonio 56 Destroyed 

Salt Lake 0 

Memphis 177 7-Sep-10 13-Sep-10 208,156 Dc~troycd 

New York 7087 8-Dec-09 21-0ct-10 6,948,298 60.t <S Pallets) l w/LA. A-F & I w/K.C 

Los Angeles 3208 14-0ct-10 60.J (11 Pallets) 



Dallas 
Cfoclouati 
San Francisco 
l'tlloncannlis 
Houslon 
wro 
Detroit 
Baltimore 
Charlotte 

I 

Por11aod 
Norfolk 
Omaha 
JadUOD\lllc 
lodlaoanolis 
Butte CN.0.) 
Jackson 

INDEX CARD DISPOSITION TRACKING SHEET 

722 27.\Ja,-.os 114un-OS 912.140 12/JOl2003 [X...ttto\N 

241 liJun.OS UJun--08 199.030 IVI0/2008 Tk41U\l'd 

381 .i.;\"o\.OS l"-;\"o\'.{18 J7U50 1J&r2009 DN"r,.,N 
81 17.'iOl'.()3 1180\..0S 997 025 11312009 UMtrn\..d 

265 t~Ffb-09 U·Ffb-09 JOS.669 61192010 Jk-o.1ro~rJ 

LasV--• .a!-3 U -fctMW ?J.Fcb-09 ~7 61192010 l~.,.,,tl\C'\J 

LouinlUc .OJ lJ..Fcb-09 J.'.\far-09 498..Hi &rlYlOIO lh.~1'D'nl 

Cbic:a 0 2800 J.\lar-09 12-Anr-09 J.l,,17,160 &r1Sll010 tbtro\cd 

Snrin2ficld 276 U-.\11,.09 1,,.'.\ln-09 JlJ.160 61192010 l~Mcd 

Oto\ tr 106 9-Jwt-O? 2..J...J.o? 2!-6..5..Q 61192010 Ik...t1V\<J 

Bosloo llJ2 JO.Jun-4'51 ll.Jul-09 l.JG.U.16 6'192010 lk.olr~td 

fY'OO 

F l° W 

f.:~~:,~::~:~~·~.,-.--1-~~~~'--t--, ... -,~~~-~·~:,-;-~:-::..~':~.:...•-IO_;---~~-·~-·~-·--t---..,-.,.-,,-,.,-,.---t------~':._.~•~•~-~~:~'~;-------if-.:itt1.:::r·~"*J 1'•tt S11tlf'.et"-: .).-;.JP"t .. !.'..t:Jh 
Atlanta U-1 z.t'tb-10 9-:\l:u-· IO 551.891 611mo10 1~1,...,N 

PbilallcJnhia 1152 27.Qf1.o9 IM>tt-09 1 • .al6,790 61192010 IJ011~nl 

Buffalo .. m 16-.'icn.09 IS.~n.09 !11,165 611mo10 UNro\..d 

Saa Ju1n 386 JO.\lu.10 111 ll.."f .dt 

Pltbbunrb JJ6 JG.\11r·IO 13 .. \nr-IO JS7J76 \Uc 111•o1nr11 

Seattle 
~74 l!t.l>tt--09 ll.Jan-10 671.71' \1~( ' 11: l'.\11"1."' 

Oaklaboma Z6J 2!--\hr·10 I•,\ r-10 l00.816 Mmo10 

St Louis 
Ncnark 1110 

NcwHa\CD lo\lar-10 61192010 

Columbia ... U.Jan-tO 27.,bn-JO ... ..., 61192010 

Alban,· 
Albaaucraue ~t l11J1\(",ud1lnu• l':! : n111 

Aacboruc 
El Paso ,,,. 
Kansas Cit\· 

UttleRock 118 

Mobllc 
Rlt'bmoud 111 fol).~l.ab 

Saa Antonio 

New York 1011 

LosAa2clcs 1J0(1 Stnl Boxln2 ltutni<1lon 2.13.2009/Boin on -UJOIZOIO 

~., ' ID 

&lS.~~"'eof'13ZaS:--.:"'9ft'Aan~1:ccntMrA~ 
~1~3.. :l9-'\•at~~~6.."!t.T-Cft!tO'llfM~?}t:t 

.. ;11as~ 11•..,..a.i::~b"a."IV"~tc{o..,rt\l'p10.!0CJ. 

(-.i'!flS+ "'IC4'lS~f(-la"l~dte-.:nlhe-P~ 

2"',:i'CJ:l'l!'3. ~;:J .. 1£9tl) 

6.'1& ~-c::::::J.n ~ 111-1.J n~Jf\Q rr,.r .:ir ~;:d.\:• en 1r.: i:.r~t~ 
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Albany 479 Should be ready within the month 7.21 

Albuquerque 448 

El Paso 400 Told to ship once pallet boxes arrive 7.8 Sent elm 8.3 

Mobile 180 

San Antonio 56 

St. Louis 449 Should be ready within two weeks 7.21 

Memphis 186 

Los Angeles 3208 Sent pallet boxes, told to ship 7 pallets once packed.8/3 
.. • • - ~ .. • • ' , > ' • : ' •• ~ , > ' • ' ' : '. ' ' • ~ • ' •• ' ; • -~ • .~, ' ~. : ' ' • ' 

Albuquerque 448 

Mobile 180 

San Antonio 56 

Memphis 18fi 



FY 2011 FY 2012 
New York 7087 Albany 479 
Newark 1710 Los Angeles 7500 

Oaklahoma City 700 Richmond 1120 
St.Louis 449 Kansas City 320 

Cleveland 579 Mobile 180 
Dallas 700 Memphis 186 
Seattle 500 Little Rock 145 

Pittsburgh 600 Albuquerque 448 
New Haven 442 Anchorage 63 
Columbia 187 El Paso ? 



INDEX CARD DISPOSITION TRACKING SHEET 

,.,-,. 

-?~::~· 
'~": ~"~ ~ 

FY'OS 

FY'09 



RIO'S INDEX CARD TRACKING SHEET 

·' ,_, 

tl 

FY'08 

FY'09 

FY'10 



FY 2011 FY 2012 
New York 7087 Albany 479 
Newark 1710 Los Angeles 7500 

Oaklahoma City 700 Richmond 1120 
St.Louis 449 Kansas City 320 

Cleveland 579 Mobile 180 
Dallas 700 Memphis 186 
Seattle 500 Little Rock 145 

Pittsburgh 600 Albuquerque 448 
New Haven 442 Anchorage 63 
Columbia 187 El Paso ? 





3. Open the folder called 
the folder icon beside 

DALLAS by double 
the word Dallas. 

clicking on 

ri~~~·.1:;t%f!~~~;~~~·t ____ ----------· -~-- __ .,._·_,_:::: =~~~::~:-~~ ~~~~ ~-~ -~~: _____ -:= 
!J.4"eock ·-~ ·@ffi G!l_t\s..rch CiJFovortos f{9Medo '6:~· ~ ra1 ;B fA 1]1.k'oks :::!]FBI!ntroncl ~Home-Mami!ndoxc.rds @.lu<llcoTelovlslonNotwofk » 

~~ •• ---·-- , , - .... : .: ~- .- ~:. , .. :._,_·_,., ; ._: ... ":_.: : __ ... ~.-.. ~--- . ' •• • :TJ ~G; 
Har'-"' Ir.do>: Cads Welc·-·1 WfU'O)(FBI) • I @l ~ 

~1:l} Manual Index Cards 
1·iiome 1 

[rivst~t: Shorodoocuments :::::(:_ .. : ... ·.· :.::~.~-..... · ~ .·: ~ -: ... : .. :~E.i 

Meinu~I Inde). Cai ds > Shared Documents 

Shared Documents 

r. \low Al Sl.-c~-;t'""-"1 r ~·.~~~-~~the t•anilr1_•.<fd"9!_t.o_tJ:is ~~ _lbrf"~· . 
' Documents i Actions ... 
•Shor~Doc......-.ts 11--Tl'll"~.-llor!le~~~~~~~~~~~~~~~~~-d~~~~~~~~~.MOOl~-~d-C-o/~~~~~~~~~""'-~~--! 

" Dolas I t:.J Brief 5/15/20069:11AM DRl'O)(FBI) 
0 

To- " : r Doles ·~ 6/5/2006 12:06 PM RMO)(FB!) 

5/30/2006 3:39 PM RMD)(F6l) 

9/30/2006 9:13 AM RMD)(FBI) 

5/21/2008 6:37 AM RMD) (FBI) 

VieW: All Documents 

• Knoxvle 

1~ • CincinMtl 
Knoxville 

• San Francisco Site u~oe Instructions 

•Mnnoopolis ki Tempo (TP) 

• Houstoo l 
Lists 

! 

• Cdendar 
•Tasks 

Discussions: 

• Te~Oi:scusslon 

Sites 

People and Groups 
~-----. ................ _.., 

r 
1i)°i;;----~~;..,;=-~-===-=::.:.c-::~.;.,";.;:'..::~~~~~~;::_~~=:..:ffr~~~;1 
!llstortl!J@nbox·MlaosoftO\ltlook j.:!IDDocunentt ·Mlaosoftw . ..:jj~shoredi>ocunicnts-ti.. lJOcsktop "lJ ~ i.:&J !'£!l·0 j~gr.1~~12)~~ 11:16AM 

I' 
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4. Go to the VIEW: ALL DOCUMENTS drop-down list and 
select EXPLORER VIEW. 

I •,·.. , '.dm29 

1;;: rii" .. J~.;}~;;;;;..~~,;;.;;-e: ~;:;;;:,fl~li:Ti;::::.:.~.;:.:..;;;;;:if ~-J..j 
1i Shared Documents .. U.S. Department of Justlc 

]Adaess jij . _ _ -·· -·-·--··-··- ·-· ·-·- .. -··· __ ... --· .. E'.Ji ,PGo 
H.,..,,j Ir.&.>: Cord< We!com.J -rRl'O)(All) • I @I ~ 

t~ Manual Index Cards 
rttomc I 

L~J 
Monu•I Index Catds > Shared Documents > Oollas 

Shared Documents 

!~:;::-· ,, __ j~?:'~~~th~~::d~~tot~·d~~·ll .. ~~y:-- -·-·- - ·-· ~~-,.,.-.• d::-·· --- ---- · =~·~,~~;~:-;:~-~.=·. 

'Dallas ! .:J A 5/29/20081:'!1 PM I CMDXFB!) E~!.!._;J. 
•T-'~ -
, Knoxvlo CJ 5/29/2008 1:i I PM =---:tRMD.:, XFBI) 
, Cinc'1noll :J C 5/31l/20087:16AM RMD)(FB!) 

• San Fronds:co 
• Mnnoopols 

• HoostM 

Lists 

•Calendar 

• Taslr.s 

Discussions: 

• Team Discussion 

s~es 

~ People nod Groups 
......,............,,,_.,,.~---:----~-

t:J Cl 

!:J 0 

CJ E 

t:J 
::J G 

l:J H 

CJ 
CJ 
:::i 
a 
:::i M 

U Ml 

w N 

t:J NI 

w 0 

::i 01 

6/16/200812:50 PM 

5/31l/20087:17AM 

6/2/2008 1 :22 PM 

5/31l/20087:17AM 

5/30/20087:16AM 

5/30/20087:16AM 

6/11/20081:16PM 

6/9/2008 11 :34 AM 

5/29/2008 I :45 PM 

5/29/2008 I :46 PM 

6/3/2008 l:IBPM 

6/17/2008 6:46 AM 

6/10/2008 10:27 AM 

6/17/2008 8:06 AM 

6/6/2008 1 :06 PM 

6/17/2008 9:23 AM 

RMD)(FBI) 

RMD)(FBI) 

(RMO)(FBI) 

IRMD)(FBI) 

RMO) (FBI) 

RMD) (FBI) 

(RMD)(FBI) 

(RMDXFBI) 

(RMO)(FBI) 

(RMD)(FBI) 

RMD)(FBI) 

(RMD)(FB!) 

(RMDXFBO 

(RMD)(FB!) 

(RMDXFBI) 

(RMD)(FBI) 

ii'~~--~--·---,~- ' - ' C"'!':::;nnno=:..:'!.'!''~' "':.:':_ ________ ...... ____ .1'0"':;::~c;;\.:.;'C:;-O;O:,:.\ ___ rrr~l0,(~-titr~t 

;~St•rtljt@Jnbox-Mlaosolt~ 'j!i!:J~1-Miaosoltw ... Jl~~h~C'db~climin(s·;~"' ]loesktop "iJ $c@I r!ll 0 l<!~O~~~~b'lil! ll:iBAM •· 

b7E 
b6 
b7C 

b6 
b7C 



This will change the screen to appear like this: 
.., • I -"~"" ' d~Lltl 

~-t ~°t<li ~-:Oi~-~~ <I I~· 6i ~;.iiJ:Jl.;.;_,;m..;;~-~~;;.,W,: .-;;;o;;,,;;.;~ 
Marml !rod«x Cord• Wekom.I [RMDXFBI) • f @) ~ 

~ Manudf Inde>< Cards jihlsllst: Shored Documents iii . ·-·- .,-,::_·==::.=~:,~.~: ::")~] 

·.~;;,iirs;;-;-.:oiii.~--

oocumcnts 

• SharedOOC~s 

•Dallas 

•T'-
• KnoMe 

• Cilcmou 

• SanFrlY'ldsco 

• Mlnne.apolis 

• HoustM 

lists 

• C-*ndar 
•Tasks 

Discussions 

• Team Oiscussoo 

Sites 

People and Groups 
~-,~~~ 

',!' 

Manual lnde" Ci!!:rds ;.. Shated Documents ;.. Oailas 

Shared Documents 
1·sh;';;·~~r~:~ih~~~~~bY.~R,tothf;doc...;:;;;;t~:--·-- ·----·- - ------- -·----------

Actlons • \lleW: , ~1!1".''!." '!_l_cw 

wli>o- r....ILl 
'g_,£.. 

Dallas on home 

Select on j;em to view its 
description. 

A 

H 

NI 0 

Tl u 

Cl D G 

M Ml 'N 

01 

w 

5. Open a second session of the index card SharePoint 
site using the same link as in step 1. Resize both 
index card sites to be side-by-side on the monitor. 
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Welcom<1 .. _____ .. [R11:>)(FOI) • I 

Manual ~,Ths-Us-. t-· Shor--.d-D_oc_ume_nt_s_;J~ .. [' .•. 
~)11 Index · 

iii . --- -· 
Cards 

Manu~I Index Cai ds > Sh"r~d Documents: > Oalf.?Ss Manual Jndex C~rds > 0'3llzis 

Shared Documents Dallas 
1- _,,. ~ . - ' ·-~-···~~ 

I 
View Al Site Content 

1 Document. 

!"' • stwed Documents 
I 

l:~::a 
c 

J O~s Manual i~'< C.Y~. 
* ' "*·- ·- ··· · -""'"'""'""""'''"" t ·- ,_ .......... _.'' 

r Actions•· View: AU p~~m~n~ 

i Type t.J.'1'M Modf .. d 

j•r._ 
• ;::i A 1012112008 9:59 AM 

' 
I • Knoxvlle ! l:J 10/21/2008 10:25 AM 

Ml 

I ' I• 01c1mat1 ~ t.J c 10/2112008 10:25 AM l ' San Frondsto l 
• Mfileapclrs 1 t:J 

D IOl21IZ00810:Z5 AM 

1 • Housten 

I~ 
IO/Zl}Z008 10:31 AM 

! Lists 
IOl21}Z008 I0:31 AM I· CelendM I' Tasks 

G 10121/200810:31 AM 

Discussions tJ H IO/Zl}Z008 10:34 AM ! • Teem Discussloo a 10/21/200810:35 AM 
Sites 

~pie 
1

and Groups 'CJ 10/Zl}Z008 I0:35 AM 

WI 10/2112008 10:35 AM 

··~ 1nt?1l?tv'IAtn•'lC::llM 



7. On the second session, click on VIEW: ALL DOCUMENTS 
and select EXPLORER VIEW. 

• Tampa 

• KnolMle 

• Ci\cilnatl 
• 5¥'1 Fr M'IOSCO 

• Miooeapols 

•Houston 

•Cal~ 

• Te¥n DISCUSSIOO 

T 

' 

Manul:I Inde:x C.a1 ds > Sh~red Documents > Dall.as 

Shared Documents 
-·"--" ---·-· ~-~··- ·- ~--·~~T ·-·~ 

Share • dct<A'11ent - the team by odOOg t to tl"IS 
document"Lbrory. 

Vi~: .·~~E!~!~-~.~~~-··, 

~ C!1 ~ ~ . 
A c Cl 

cg C9 ~ ~ 
D G 

C9 C!9 ~ C9 
H 

' L!:1 . ~ ~ . C3 
M Ml N 

1 Documents 

I • SMred Docunents 
I 

I
I• Dal.as 

•Tampa 

• Knoxvile 

i. CM>n•tl 

I • SanFr.onasco 
1 • MnneapclrS 

l •Houston 

I Lists 

Te<Yn DtSCussion 

Sites 

Manual Jndex Cards > O~lias 

Dallas 

l~ c 
I 

I~ 
D 

G 

H 

, 10/21/2000 10:31 AM 

10/21/2000 10:31 AM 

10/21/2000 10:35 AM ~,::::n• 
P~'.:~.~ CJ 

10/21/2000 10:35 AM 

10/21/2000 10:35 AM CJ 
IOl?t l?nnA tO•':!;C<: flM 



Both screens should look like this: 

• ] ~ F~vortes TO¢!-: H"''P 

.J <l-'llock • ..+ • ® @:) ~ i ~Search (iJF•Yorites 

I[ JM<kess jij ____ .. - ·- ... -·~- ----· .. ·- ·--
Welcom . ._ _____ RMD)(FDI) • I 

Mc:mual ~IT_t"is_l.Jst_: Sh-.,-.d-o-orume--nt-s-7-1~. I 
~~Index :::... · ·- · 

Cdrds 

f Y.;wP.iSit~c;rte,'.t--
1 1 Documents 
i;' \. 

1
• • Shored Documents 

4 •D~M 
' 
I• Tamp~ • KnoXVJlle 

I' Cll\Clmotl 

1
·~Fronc1sco 

• Minneopo5s 

•Houston 

II.bu 

~
olendor 
asks 

C\LHi.oJUI 

CMl Discussion 

... 
ople~Cro~-

M.ainul;l Ind~x Cards> Sh:irod Documents > Ooll-!s 

Shared Documents 
!Share• ~~~~tf~t;amby~t;"tlis--

document lbrory. 

j A!=&os • VIOi": . El<p'2~~ y1~ 

C9 03 C9 I . ~;, 

A c Cl 

C9 . ~ ~ ~ 
D G 

C9 C9 ~ Cj 
H 

C!'.:l . ~ ~ Cj· 
M Ml N 

C9 C!j ~ C'.j .. 
"' :~~ 

m--------------·rr1-:r~~ 

I VlewAISi:oContoot 

I Documents 
• Shored Documents 
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•Tampa 

I · Knoxv~. 
l • cncmotl 

j •SMFr~i$co 
i • Minneapolis 

1 •Houston 

1 usts 

1•Co~ 
•Tasks 

DJscuss:lons 

1 · r .... o.scussloo 

Sites 

L~~~ 

Welco •-----_..RMO)(FBI) • • 

::r 

·Monual Index i:.,1ds > Ooll~s 

Dallas 
O.l.s i1orm1 Index cards --... --·~ ... --"--
Mlons • View~ ~!_aplor,e_,r: Vie~_ 

.. 23 C9 ' Qj c 
A c 

C?j L'.9 D· 
£ Forms 

.. ~ ~ Qj 
H 
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M N 
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8. On the first session(the one called SHARED DOCUMENTS) 
click on the folder labeled A. It will take some 
time for all the files to load. 

i.] 

Select a'! Rem to vJcw ts 
descri>tJon, 

.<f: I ~ 
b---------==r=r=--::r=r~ 1.JnmowoZon•(Mxed) 4' 

!!!!!~!~!_,,..,.!!!!!~!~~!~-~y~-~ ...... ~ ........... ~ 
p1!Jl#fey&~ .. ~·~·;. :,; ~ - _ _, _______ _ 

U-~~t':._:_c:- \l;e~ -~~~---:~~~ .. ~~:.:i~------- .. - ·~ --- .. 
!) 4-ollock • .+ • @ ~ ~ ; ~Search !'i!Fovortes "iJUnks" 
lj_~_~ij __ ·:.:~:~ ... .............. ·- EtEJ 

i View An Si:e Content 
, Documents l · Slwed Doc:umenti 
j • O~las 
I" Tampa 
l • Knoxvile 

• TeMn Discussion 

Welc~)(FBI)•. 

SJ. .... :~.:~·-~ -.. -~-.~~::.:::~:::.~.: 

Manuel £ndex Cards > [.1~114~ 

Dallas 
O.,l~s M~r~J~ [ocfex CMds 

Action>• v~w~ _'E~P,~!~ ~i~w . 

. ~ C!j ~ 
A c 

~ ' ~ LJ 
Forms 

. ~ C9 . ~ 
H 

[!] ~ ~ 
M N 

~ ~ ~ c 
'< -- Q R ~ 
lfil.tittp://hom~/r!l'?'efer~~·11ndex>rrr~ Zone (Mx•dl ,a 



9. Once the page loads, you will select the .pdf files 
and drag them to the A folder of the second session. 
It is recommended to select several .pdf files at one 
time to move. Do this by selecting the first file, 
depress the SHIFT button on the keyboard, and select 
several more files. 

'Internet AdcteSs ... 

http:/fhome/rmdref< 
http:/fhome/rmdreft 
http:/fhomo/rmdreft 
http:/fhome/rmdreft,, 
http:/fhome/rmdref< 
http:/fhome/nndref< 
http:/fhome/nndref< 
http:/fhome/nndref< · 
http:/fhome/nndref< " 
http://home/nndref"'' 

• • http://home/nndreft 
.. http:/fhome/nndref< 
• • http:/fhome/nndref< 

http://home/nndref<.' 
http:/fhome/rmdref<" , 
http://home/rmdref< 
http:/fhome/rmdref< 
http://home/rmdref< ' ' 
http://home/rmdref< 
http:/fhome/rmdref< 
http:/fhome/nndreft 
http:/fhome/rmdref< 
http:/fhome/nndref< 
http://home/nndref< ' 
http:/fhome/nndref< 

°iaFOIC·Ol·A61Hl0026,pdf http://home/nndref<' 
ruFOIC·Ol·ASD-00027.pdf http://home/rmdref< 
'i!)FOIC·Ol·ASD-00028,pdf http:/fhome/nndreft 
'i!)FOIC·Ol·A60-0'.l029.pdf http://home/nndref< 
t;lFOIC·Ol·ASD-00030.pdf http://home/rmdreft , 
'i!)FOIC·Ol·ASD-00031.pdf http://home/nndref< . , 
'i!)FOIC·Ol·ASD-00032,pdf http://home/nndref<_:!J 

:il [''"' · ltlH 

) ,:io ~<lit- \·,.;i.~1-~ ~wont~ ft;.';!;._ H•::;i _ , . _ 

'] ~Back • .+ •@ g'J Gll I ~Scorch f!JF~os 
T~~!JAri ____ ~: .. ---~~-~:~~ - ---- ... . . 

Wek.~·~L-----.J 

Monu~l Iode>: C.erds: > DallllS' 

Dallas 
r:::~i~cord< 

rrt:; 
'.....::] 

H 

('iti 
CJ ~ 

M 

C!:1 

~ 
N 

(!] c· 



10. Take mouse and point 
Then drag mouse to A 

to selected group and click. 
folder on second session. 

fOV<rtos Tools Help 

Internet Adcres5 ""' 
http://honie/rmdreft 
http://home/rmdreft 
http://home/rmdrof< 
http:/fhome/rmdrefE 
http:/fhomefrmdref< 
http:/fhomefrmdroft 
http:/fhomefrmdrof< 
http:/fhome/rmdrefE 
http:ffhomelrmdrofE 
http:/fhomefrmdroft· 

• • http:ffhome/rmdroft• 
http:ffhomefrmdref< • ' 

.. http:ffhomelrmdreft. 

.. http:ffhomefrmdreft' : i 
• • http:ffhomefrmdref<" 

http:ffhome/rmdreft 
.. http://homo/rmdroft · 

http:/fhomo/rmdreft 
http:/fhome/rmdreft 
http:/fhome/rmdreft 

" http:/fhome/rmdreft 
• · : 1 11Mr1. • • http://home/rmd'efe 
• ·: • 1111 • • http://home/rmdrefc 
I ' ; I l'I IF. • • http:/fhome/rmdreft: 

• • • ; • 1111 • • http:/fhome/rmd'efe 
ruFOIC·DL•ABD--Oem6.pdf http:ffhomefrmdref< 
ruFOIC-DL•ABD-OOOZ7.pdf http:ffhomefrmdref< 
ruFOIC•DL•ABt>-00028.pdf http:ffhomefrmdreft 
ruFolC-DL·~.pdf http:ffhome/rmdref< 
i!lFOIC·Dl·ABD-00030.pdf http:f{homefrmdreft; ' 
ruFOIC-DL·ABD-00031.pdf http:ffhomefrmdreft', 

¥:1FOIC·DL·AB~:~ • ~tt~:~/rmdrel<.i!J. 
.~ fr - I~ ·~ -.i ~ ., • ~ ; • ,, " tl----, 

.a 

• Oafas 

•Tampa 

• Knoxvile 
• Cr"d"W'letf 

~ '• 5.!ln FrMICl$CO 

l • Mn'leapolis 
' ~. Houston 

l Lists 

1 • C•lendar 

! • Tosks 

I
' Discussions 

• T earn Discussion 

!
Sites 

!!opl~d Gro~ps 

Mcnual Index r:.,rds > CiollJ.ts 
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('fl':~ 
L::J 
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Forms 
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11. The files will begin to transfer to the selected 
folder. Again, these are large files and it will 
take some time. The following scree~ shot shows the 
files being transferred, and the pop-up one will get 
if he/she does not have the correct permissions. 
Please contact the supervisor in-charge to request 

~ FOIC·Ol.·ABD-00020:pdf http:/Jhome/rmdrefe 
mFOIC-Ol.•Alll>-00021.pdl http:/Jhome/rm<i'efe 
't;1FOIC·Ol.·A80-00022.pdl I http:/Jhome/rmdref( , 
m·FOIC-Ol.·ABD-000t3,pdf http:/Jhome/rmdref<: 
illFOIC-Ol.·Alll>-00024.pdf' http:/Jhome/rm<kef<­
iaf9l~1'!,·1l9~P.;lf http://home/rm<i'ef( 
'i!:)FOIC·Ol.·All1Hl0026.pdf http://home/rmdrefe', 
t;jFOIC·Ol.·AllD-00027.pdf http://home/rmdrek 
~FOJC·Ol.·AllD·00028,pdf http:/fhome/rmdref! 
~FOIC·Ol.·AllD-00029.pdf http:/fhome/rmdref< 
~FOIC·Ol.·AllD-00030.pdl http://home/rmdref(, 
~FOIC·Ol.·AllD-00031.pdl http://hOme/rm<kef<• " 
mFOIC-Ol.·AllD-00032,pdl http:/fhomo/rm<kef<.±J 

:<1 r ~: 

-• ~ "'· ~, ... 11 ··~":~~1~1-- .... ~·-·- ·:· ·· ·-·-·~--·· ·­
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Welcomel1., ____ ....1 

Meno:il Index r.:<()rd' > CtelJJls 
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I VlewA'i"Si-;;(:-;,t.;;t·-1 °M.sM~~i~~:i;~~--- _::::: 
! Docurn.enu AcbonS "" View: 'Explorer Yiew 
~ • nts ~ -•~~ .-i:~ · · · . · l 
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Focms 
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le and. Cl'Oup• 

C!:1 cg (!j C. -~----..-
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Q R 
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12. Once the transfer is complete, the .pdf file should 
longer exist in the first session, and should 

FOIC·DL·ABD·DOOZ7.pdf 

in the second session's folder only. 

·~ 1. :JnterMt AcktesS , ':.. 

i!lFOIC·Dl.·AZZl·00871 .... http:/fhome/rrndrefe 
'tr!FOIC·Dl·AZZMl0872.... http:/fhome/rrndrefe 
't1jFOIC·Dl.·AZZl·00873.... http://home/rrndreft 
'tr!FOIC·Dl·AZZl·00874.... http:/fhome/rrndref< 
't1jFOIC·Dl·AZZl·00875.... http:/fhome/rrndreft 
'tr!FOIC·Dl·AZZl·00876.... http:/fhome/rrndref< 
i!lFOIC·Dl.·AZZl·OOSn.... http://home/rrndreft 
i!lFOIC·Dl·AZZl·00878.... http://home/rrndref" 
i!lFOIC·Dl·AZZl-00879.... http:/fhome/rrndref<, 
i!lFOIC·Dl.·AZZl-00880.... http:/fhome/rrndref< 
°laFOIC·Dl·AZZl·00881 .... http:/fhome/rrndref< 
°laFOIC·Dl·AZZMl0882,... http://home/rrndref< 
i!lFOIC·Dl·AZZl·00883.... http:/fhome/rrndref< , 
i!lFOIC·Dl·AZZl·00884 .... http:/fhome/rrndref<' 
°laFOlC·Dl·AZZl·0088S,,., http://home/rrndref< 
i!lFOlC·Dl·AZZl·00886,,., http:/fhome/rrndref" 
~FOlC· • • rrndref~ ', , 

'[jFOlC·Dl·AZZI· tp: / /rmdreh 
'i!)FOIC·Dl.·AZZl·00892,. .. http:/fhome/rrndrefe 
'i:::1FOIC·Dl.·AZZl·00893.... http://home/rrndref< 
't:!JFOIC·Dl·AZZMI0894.... http:/fhome/rmdrefe 
i!lFOIC·Dl·AZZl·00895 .... http:/fhome/rrndrefe 
°laFOIC·Dl.·AZZl·00896.... http://home/rrndrefe 
i!lFOIC·Dl.·AZZl·00897.... http:/fhome/rrndref< 
'l!jFOIC·Dl·AZZHl0898.... http://home/rrndrefe 
i!lFOIC·Dl·AZZl-oo<JOO.... http://home/rrndreft 
°laFOIC·Dl·AZZl-oo<JOt .... http:/fhome/rrndrefe. 
i!lFOIC•Dl•AZZl•00902,,., http://home/rrndref~ 
$')FOIC•Dl•AZZl·00903.,.. http:/fhome/rrndrefe~ 
:< 11 T .': : · , , , , \LI- . 

~FOIC·Dl·AZZl·00899 .. .. 
"!JFOIC·Dl·AZZl·00999 ... . 



Advantage: Prior to cards being scanned, each field office had to manually search their cabinets. Since the 
cards have been scanned, all field office and HQ personnel can search all 56 field office collections and the HQ 
collection (90+ million images). Employees can search for a card at an individual field office level, all field 
offices level, HQ level, or field office and HQ collection level. 

Disadvantage: Due to the poor quality of some field office index card collections, the OCR process yielded 
approximately a 16.5% non-searchable rate. The following disclaimer is displayed on the SharePoint Home 
Page: The FBI Field Office and HQ Manual Index Card and Popular File SharePoint sites are electronic 
reference tools for the FBl's i~1vestigative, intelligence, and analytical communities. Any index card 
search results should not be used as the sole basis for further investigation. Rather than merely relying 
on the Manual Index Card SharePoint sites by themselves, when considering whether to engage in further 
investigation of a particular case, agents and/or analysts should review the actual contents of the file(s) 
referenced by the corresponding index carcl(s). This collection is classified as)lt:@P1'%: 

Impact: There were 44.5 million images exported for the field office collections. Based on sampling of the 
collection, there are possibly 16.5% of the index cards that are not searchable. This translates to approximately 
7.4 million cards that could potentially not be searchable. During the workflow process, we removed 
approximately! lcards. Based on the sampling of the INFC collection, there are potentially 
I lcards in the general collection. This has the potentially impacts FOIA and NNCP searches. 

Mitigation: Employees that search a subject I individual name must open up a series of cards within that 
alphabetical range (this would be at the folder level) and review each image. 

NARA Acceptance: Based on the Technical Review (20 Questions) submitted to NARA, RMD has 
successfully met NARA requirements for transfer of the index card collections. NARA has officially accepted 
the transfer of 30 field office collections, currently processing 24 field offices, and rejected 1 field office. Once 
NARA receives our hard drive, they upload the images to their computer system. After uploading to their 
system, archivist performs a random search of 40-50 images and notes the name on the images. After randomly 
selecting and viewing these images, they perform a very basic search (using control/£) to search the names 
previously noted. So far, all field offices, with the exception of MW, has been accepted. Archivist is 
approximately 30% complete processing the last hard drive and has had no issues. The MW collection has by 
far, been the poorest quality for OCR processing. NARA provided examples of the issues involving the MW 
collection.I !performed the same type of search and was able to confirm those issues. Since the MW 
collection was scanned (2009), the OCR software has been upgraded. Upon request, DocLab has completed re-
OCR for 5 folders that was on NARA's example list. Th~ lteam will now compare image to image 
to get an approximate improvement rate of searchablility. 
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Field Office Total Images 

AL 478,181 

AN 68,937 

AQ 448,214 

AT 549,085 

BA 616,888 

BF 511,692 

BH 411,333 

BS 1,287,646 

CE 373,504 

CG 3,204,196 

CI 295,987 

co 184,804 

CV 670,836 

DE 1,840,822 

DL 902,231 

DN 256,074 

EP 364,277 

HN 118,147 

HO 792,348 

IP 392,478 

JK 246,734 

JN 304,668 

KC 385;371 

KX 305,622 

LA 3,380,230 

LR 132,344 

LS 494,399 

LV 547,503 

ME 207,988 

MM 930,822 

MO IOl,349 

MP 641,792 

MW 629,789 

NF 206,334 

NH 431,203 

Field Office Index Cards 
D:A:I'E, 04-12-2 

Possible Ima >"es - Unsearchable 
Unsearchable 

Images 

78,900 

11,375 

73,955 

90,599 

101,787 

84,429 

67,870 

212,462 

61,628. 

528,692 

48,838 

30,493 

110,688 

303,736 

148,868 

42,252 

60,106 

19,494 

130,737 

64,759 

40,711 

50,270. 

63,586 

50,428 

557,738 

21,837 

81,576. 

90,338 

34,318 

153,586 

16,723 

105,896 

103,915 

34,045 

71,148 

111111111111 
Field Office Total Images 

NK 1,665,615 

NO 735,193 

NY 6,875,716 

oc 297,245 

OM 181,681 

PD 345,341 

PG 385,891 

PH 1,410,830 

PX 361,268 

RH 234,799 

SA 55,918 

SC 254,182 

SD 565,584 

SE 969,407 

SF 1,896,560 

SI 322,003 

SJ 433,642 

SL 490;966 

TP 211,386 

WF 4,195,289. 

Total Images: 

.__ _ ___,!Removed: 

Possible Images Unsearchable: 

Possibl~.__ ..... IImages Unsearchable: 

Unsearchable 
Images 

274,826 

121,307 

1,134,493 

49,045 

29,977 

56,981 

63,672 

232,787 

59,609 

38,742 

9,226 

41,940 

93,321 

159,952 

312,932 

53,130 

71,551 

81,009 

34,879 

692,223 

44,602,344 

7,359,387 b7E 
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Percentage of Unsearchable Index Cards 

Type Field Office Folder % Unsearchable Field Office Average 

INFC OM A 10.00% 17.28% 
INFC OM B 20.41% 
INFC OM c 21.43% 
INFC PX D 20.00% 21.45% 
INFC PX E 28.57% 
INFC PX F 15.79% 
INFC SJ G 20.45% 10.69% 
INFC SJ H 11.63% 
INFC SJ I 0.00% 

INFC Average 16.48% 

Type Field Office Folder % Unsearchable Field Office Average 

FOIC BH JAZ 11.32% 11.56% 
FOIC BH KID 12.92% 
FOIC BH LEW 10.44% 
FOIC NY PAO 20.88% 23.56% 
FOIC NY QUIOl 29.00% 
FOIC NY RIB 20.79% 
FOIC SF MAR4 6.78% 14.91% 
FOIC SF NZP 26.63% 
FOIC SF OBR 11.31% 

FOIC Average 16.67% 

Combined Average 16.58% 



!(RMD) (CON) b6 L_ _______ _J~;.;,,;,;;._~,;;.;.;,c.._._. ... _. ............ _._. ... _. ......... _. ... _._._._._._. ... _._b7C 

From: 
Sent: 
To: 

Cc: 
Subject: 

UNCLASSIFIED 
NON-RECORD 

KRYSA, JOHN CHARLES (RMD) (FBI) 
Frida A ril 23 2 0 11 :07 AM ---------. 

.......... ....---~,,,..,.,....___.(RMD) (FBl)J j(RMD) (FBl);._I _____ __. 

~,....,,...__,...___,.,.-..,,...(RM D) (FBI) 
RE: Destruction of hardcopy index cards 

L..____ ____ _____.lbS 

JK 

I l<RMD) (FBI) From: 
Sent: Friday, April 23, 2010 10:39 AM 

KRYSA, JOHN CHARLES (RMD) (FBI);L..I _____ _.l(RMD) (FBI);j l<RMD)(FBI) 
I ICRMD) (FBI) ....._ ____ ___. 

To: 
Cc: 
Subject: RE: Destruction of hardcopy index cards 

UNCLASSIFIED 
NON-RECORD 

Team Lead, 
Electronic Information Management Initiatives 
I I 

From: 
Sent: 

I 

To: 
Cc: 

KRYSA, JOHN CHARLES (RMD) (FBI) 
Friday, April 23, 2010 10:07 AM 

I kRMD) (FBI);._I _____ _,l(RMD)(FBI);I l<RMD) (FBI) 
. HRMD) (FBI) .__ ___ _..... 

Subject: RE: Destruction of hardcopy index cards 

UNCLASSIFIED 
NON-RECORD 

1 

bS 
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bS 

b6 
b7C 

b6 
b7C 



From: I ICRMD) (FBI) 
Sent: 
To: 

Friday, April 23. 2010 9:38 AM 
I ICRMD)(FBI);I lcRMD) (FBI) 
KRYSA, JOHN CHARLES (RMD) (FBI'..,_);..-1 ----""ilcRMD) (FBI) Cc: 

Subject: RE: Destruction of hardcopy index cards 

UNCLASSIFIED 
NON-RECORD 

I 

From: I ICRMD)(FBI) 
Sent: Friday. April 23, 2010 9:27 AM 

I ICRMD) (FBI);...,I _____ l(RMD) (FBI) 
KRYSA, JOHN CHARLES (RMD) (FBI);I ](RMD) (FBI) 

To: 
Cc: 
Subject: RE: Destruction of hardcopy index cards 

UNCLASSIFIED 
NON-RECORD 

I 

I ICRM 
RMD/RASIRMAU 

I I 

I kRMD) (FBI) From: 
Sent: 

I 

I 

Friday. April 23, 2010 9:18 AM 
I lcRMD) (FBI); KRYSA, JOHN CHARLES (RMD) (FBI);I kRMD)(FBI) 
RE: Destruction of hardcopy index cards ....._ _____ __, 

To: 
Subject: 

UNCLASSIFIED 
NON-RECORD 

I 

I 

b6 
'b7C 

bS 
b7E 

b6 
b7C 

bS 
b7E 

bS 
b6 
b7C 
b7E 

b6 
b7C 

b6 
b7C 
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From: 
Sent: 
To: 
Cc: 
Subject: 

I ICRMD) (FBI) 
Friday, April 23, 2010 8:38 AM 
KRYSA;JOHN ~H~RLES (RMD) (FBI);._I _____ _.l(RMD) (FBI) 

I _ _.. ~J(RMD) (FBI) 
bestru ion of ardcopy index cards 

UNCLASSIFIED 
NON-RECORD 

b6 
b7C 

~~~~~~~~~~~~~~~~~~~~~~~~~~~~~' lfyouhaveanyquestlonsorwou~ 
lil<e to discuss the process or our status, please let me know. Thanks! 

Team Lead, 
Electronic Information Management Initiatives 
I I 

UNCLASSIFIED 

UNCLASSIFIED 

UNCLASSIFIED 

UNCLASSIFIED 

UNCLASSIFIED 

UNCLASSIFIED 

UNCLASSIFIED 

3 
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Source Card Determjnation Gµjde!jnes 
By:I land._L __ ____, 

These are general guid.e!ines to remember when reviewing ALL cards: . 

1 of 8 
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If you have any further questions please contact your coordinator for assistance. 
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Checklist 
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Steps: 

1. 
2. 
3. 

Source Card Project 
SharePoint Verification 

Contac~ lorl Ito get assigned to a city. 
Open the Index Card site (Manual Index Cards) 
Open the City Assigned Results folder (for example WFO Results) and then open the­
Source Card Project SharePoint Verification spreadsheet and the Verification Results 
spreadsheet. Print the Source Card Project SharePoint Verification spreadsheet, but 
leave the Results spreadsheet open. · 

a. To open spreadsheets in edit mode: 
i. Use the drop down arrow to the right of the file name 
ii. Choose edit with MS Excel 
iii. Make changes as needed, enter city name, your name, the number of results 
iv. Save the file and close 
v. Verify that the date and name on the SharePoint page have been updated 

4. Open the city in which· you are working (for example WFO). 
5. D!J~J.~j.!i!f~r!!t!~~i' upper right hand side, type the 1st search term. ,_,al: 

1_n_e~~~_¥_v._,ffi_·~~~~-~~~~T~·Ofu_·-~H-~~----~~~---~---~--~-~····--~·~-~~~---~· ·_--_-_-_-_---_---_· ·~~-----···_··-_·_·~~-Jll1 
__ <?B~ • ,.. ·@ ~ ~f ~S~ch ~Favo~i @Media G f iz1~ ~!mi·~.~ 
A~#~~]1~w~---~~;;;i;;;;;;iii;;;;.-~;;;;;.=-=="'====~~4lr=~==:=..-:======~~iiiiiiiiiiiiiiiiiii~:;:====..:i~~l!;~~fil~ 

FBI > f{,anu.;! Index C&ds 

C jT!-isllst:WFO Welcand ::r~~T- -~ .~~·~~. 
1Hoiiie-1 ·· ;,/-

.i;.,,.,. .. ,,.~----------------~~:--------:::.·.--,,,.~---

f~ Manual Index Cards 

t:~J Wf~odex Cords~ WFO -__ ---

• 't'iew Al ~e Content 

Documents 

! • Shared Documents 
• Oalas 

• Tarf4>a 
• Knoxv~e 

I New • Upload • Actkms • 
--~~~~~~~-· 

; TYP" Name ~\xfied 

! Count =O 
l L:J A 6/7/2008 2:52 PM 

; t:J 6/712008 2:52 PM 
! ~ ohhnl'lo •>.c., nu D RMO)(FB!) 

RMD)(FB!) 

nMn\ICPt\ 

6. This will conduct a search of all the index cards in WFO for the term entered (i.e. asset). 
On your Source Card Project SharePoint Verification spreadsheet, enter the number of 
results for the team searched in the TOTAL REVIEWED column. The results will be 
returned like this: 

b6 
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7. 

ii Search Results: ASSET ·U.S. Department of Justice· FBI l!!ll!Jf3 I Fie Edi VJew FaYO!les Tools· .Help 

{:!Back• ~ ·@@) Gi·I ~Seai.;h {!JFaYor~es. ®Meaia (,1 [ !B• ~ !iilli@ ~----·--~--.-----
-

Addless ,;., 

I ... __ _J 

·1 b7E 1:•lf ~Go f 1.iiks "I --· -- ·- ·- --.. ..,. . ·- -· I 

.lftomeJ -
.... \ , 

I Tlis Ust: WFO 3[,;s:s~~~~=- .. IB.J 

I 

I 
I 

' 
Bi::;~ :W~~~ill:'b tggk 2 81 seconds. 

Resuks by Relevance I View by Modified Date 1-fJAiertMel !lil RSS 

;1 123-!SNext> 

I 
l(~"'':.~::r=t:H, Jfr11~·ow 

. 
I i .: ~ 

lRMD)(F8l) • 3/191'2009 I ' 
' 

I l :· 

lRM~~:n:n' .. ~11WZffJ9 '' I. 

I i 
l(PM:1l (f::l) • ~!ZfiOO'' j'. 

j 

I I 
lmM7Jl (f-f!l • IOl:!ll,2.l<Y.J u. 

Each of these results will need to be reviewed to determine if the card contains source 
information using the Source Card Determination Guidelines. 

Click on the first link to begin review of the first card. Review and analyze to make a 
determination; the card will either be (see following pages to make your determination): 

a. Confirmed as a Source card · 
b. Not confirmed 

If there is any question as to the correct determination, please seel lor._I _ __, 

b7E 
b6 
b7C 

b6 
b7C 



J ! File . Edit . Go To Favorites 

Jt 

] [Address l~I 

; ;~ J Find 
! ;;: •. ' ' ~ ,, 

' .... 

,J'.,. 

b7E 

b7E 

b6 
b7C 
b7E 

8. If the card is 
a. CONFIRMED, copy the link (see red circle in image above) and paste that into the 

Verification Results spreadsheet, then use the back arrow to continue to the next 
card 

b. Not confirmed - use the back arrow to return to the results listing and continue to 
the next card · 

9. Repeat steps 5-8 until all search terms have been reviewed. 

Moving Source Cards 
10. 
11. The following are the steps to move the confirmed source cards: 

a. Sort the SharePoint Verification Results spreadsheet. 
b. Open a second web browser to the Manual Index Ca~ds site. Locate and click open 

the CONFIRMED folder. 
c. Place the Verification Results spreadsheet and two web browsers side by side. 

Using the yellow box on the right hand side, change the view to EXPLORER VIEW. 
Do this for box web browsers. 



~WFO ·U.S. Depa1lmenl of Ju•lice ·FBI . ' _ ,•· • 1!11!113 

View Ais.;;c;,-nt;,,t-. Actions • View: ~Pl!!~ Yi=W . . 
Documents 

11 Confirmed• U.S. Depn1tmenl of Justice· FOi • 

cuments 

Manual Index Cards > Confirmed > Washingb 
Verlflcotlon 

Confirmed 
L~ddata 

Actions • 

• Shared Documents 

•Danas 

,. 1 · Shored Documents 
• Oalas 

• Tampa 

• Knox111le 

• c.-.cooatl 
• SanFranctsco 

• WFO 

• Minneapofis 

•Houston 

•Detroit 

• Charlotte 
• Bdimore 

• Legat Cords 

• Portlond 

•Norfolk 
•Omaha 

• Jackson 

• .bcksonville 

, .QOJl• 

,:g~~~:. 
. fJ'2 

• 10 •; D 

G ·H 

1·' 
1» ,. 
(1: 
f•: 
!: .. 
!r 

f' I' 'i 

r ·w 

I 

I
• Tampa 

• Knoxvile 

• Cncrnati I · Son Fronc1Sco 
• WFO 

• MinneapoUs 

• Houston 

•Detroit 

• Charlotte 

• Baltimore 
• Legat Cards 

• Portlond 

• Norfolk 

•Omaha 

• Jackson 
• Jacksonville 

• lnd~napolis 

• Birmhtjiam 

• Spmgfield 

• Chicago 

• las Vegas 

• louisvile 

•New Orleans 

. f""'.r. 

b7E 
b6 
b7C 

b7E 

b7E 

d. Using the Verification Results spreadsheet, locate the first confirmed card. (i.e, The 
card above isl I . b7E 

e. Select corresponding confirmed source card and right click on the mouse to CUT 
the card. 

f. Move the mouse to the CONFIRMED web browser. Right click on the screen and 
select PASTE. 



-··--·· -··· --

~,.--··iiO!i!~==-1----=--=----~-_-___...--J, 
~ ·~:"i Manual Index Cards ]._ ____ _. 

. l .QJ WFO . 
-- ,_ -·-~----------···------

! Yiew Al ste Cooter/; Actions • Voew: E•J>!oror \'!.<:.!! 
; Documents 

i • Shored Ooci.ments -, ; 

I• Doi/JS 
I 

"""~~$L~~~-~~~~~~~~~~,~~-~~~~~~ 

{;~ M•ouol Indox Cords > Confn mod > W.shlo~~on > ShoroPolnt 
Verif1cat1on 

Confirmed 

! -------·--
• Documents Actk:ins • VieYn '~P~.': _'!~~ 

I
'• ShoredDocumerl;s ;--------------------

• Oal.os 
•T~a 

1 • TMnpa 

'. KnoxYilo 
I • Ctnek'nMI 

I • Son Ft oncl$co 

I· WFO 

I VlowAlsi;;(:~--1 ~ctOt~---. ---·-·-----·----

.. 1 · Knoxvilo I 
• Cincrootl ' 

I • Son Ft onclsco ! 
!•f"1nneapolis 

•Houston 
•Detroit 

• Chorlotte ·-· • Leoot Cords 

• Portlond 

•Norfolk 
• Omoho 

•Jackson 
• J&ksonVJl!e 

j Aliol 

i, ..,., ~'!\ ... :i\· 
l.i ~ ~<' .... 

/>;}, 

I· 
' 1---------........... ---..... --1; Open 

l
' •WFO j 

•Mme"l'Oiis l 
1 • Houston ! ' 
I• Detroit 

•Charlotte 

• Balmore 

• Leo& Cards 

• Portlord 
• Norfol< 

• Omaho 

• Jocl<son 

- Cl x 

g. Continue to CUT and PASTE all the cards on the Verification Results spreadsheet. 

b7E 
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12. Once completed, make sure the same numbers of files exist in the Confirmed folder as 
is listed on the Verification Results spreadsheet. 

1jWFO ·U.S. Depa1tment of Juotice ·FBI . ll!!l~m 1j Confirmed· U.S. Oeparlmenl of Justice· FBI 

r--· ------ -·--r;"" 3t . . .. . . .. .. . .. . tJ?J 

Manual Index Cards ]., ____ ___. 

View AU Site Content 

Documents 

• Shared Documents 

• Dallas 

•Tampa 

•Knoxville 

• Cincinnati 

• San Franclico 

• WFO 

• Mimeapolis 

•Houston 
•Detroit 

•Charlotte 

•·Baltimore 

• Legat Cards 

• Portland 

• Norfolk 

•Omaha 
• Jac~on 

• Jacksonville 

WFO 
Actions • 

[fD@ ~·.a'.:Jl ~·l·~ . ~ .;<. 

: ! Arial • 10 • I B 

'~~ir.;. 

Kl. "' 

View: , Explor,e~ Yi<;."! 

A 8 C D E F 
1 THESE ARE THE CONFlRMED FILES TO BE REMOVl;D. 
2 
3 

Be sure to save your work frequently! 

~ Manual Index Cards jThlsust: conf~med E)i 
" '! 

: . . iv;.:; An"site'c;t~nt -
' : I Documents 

.. : 
'I ~ ' 

,. ,; 
~ !i 
:1i:' 
~ jl . 
ir! 
"'''. 
";' .. 

,I 

I 

J ' t ! 
'Ii 

• Shared Documents 

• Danas 

•Tampa 

•Knoxville 

•Cincinnati 

• San Francisco 

• WFO 

• Minneapofis 

• Houston 

• Jackson 
• Jacksonville 

• Indianapobs 

•Birmingham 

• Springfield 

•Chicago 

\ ' • Las Vegas 

Manual Index Cards > Confirmed > Washlngt• 
Verification 

Confirmed 
: l~;k;ci d.t;... ·- . 
r~~ti~~; :--- · · 

b7E 

b7E 

b7E 



Card Identification 

These are not CONFIRMED 

·. ca.rd Ill 
I. •• .. . 

,~Z(5 

~ 

'O'O ~I'.) , , J,_J.~ -...-, 'i' -

.. ™ 
& 100-00-301 

100-00-336 

r-------------------,_ _ _Jl00-00-534 
r~ 

%S-

b7E 

b7E 



4-6~ .I l ....___ _ __,t 33) 

ka of 

Tel' 
w/m -----
518" 
165 lbs. 
brown hair ~r. eyes 
dob 

.I.-~~--~~~~~~~~~~~~--, 

em].il."'oyment-: 

--·-·-·- -·--·-.. ~------J 

. 
WOUNDED KNEE NON-LEADERSHIP (4/75) 66-3038-55 
TRIALS, COUNCIL BLUFFS, IOWA 

Rel l-
Op1~·n-1~·0-n---o-f_U_S_D_J_B_O_G_U_E___,.i_n_l _ ___.. __ ____,lcase 
for use in responses in view of recent 
publicity re use o~ informants. 
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.,.,~,····.,:·-.. ·" ......... .. 

ll'.SREVJ:A?-IoMS.j S-bf>.nd.ard:t zad: , 1 

(Li st.of O~fense s) 
Part 2 vol 9 #4 
Part'4 vol 9 ¥/=6: 
,Part 2 sec.10 #5 

. " ....................... ,.... .. ,.--. --~ 

. G~-60'7 *. · .. -; 
66-137 

· Sec.10 P• 27 
, Vol. 6 =lf3 

"-!1 ~riminal Recoii:ls Sec,~XIzL, Vol 14 :fl!"I 66-137 
Badio Network·-~ow·- SAO Letter #52 ~ries 1947 
On Cr:iminaJ. Records Vol 16 #5 66-137 

•"' h. 

These are CONFIRMED 
"'-~01.""' 

. - SOURCE OF INFO• b6 

I 
b7C 
b7D 



Oonf: Gent 1 !nf' o 

' 

·.· 

4/59 SOURCE OF INFORMATION 
I I 

b6 
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b7C 
b7D 



-~ ~ ,. 

I · . I I I , 

ALL.NEW REFERENCES MUST BE ROUTED TO -SAC -. · "'~SiCLETTER.#3 l/6/53)~ --
- •""..,,. t«11se~- '- -:: _,.,_.,,,.., r, \l , 41 ••--- 99...,.484 

98-485 
98-486 

. 98-5id6 
~:gr'; 

- 9~~g-
' 

~~~,: 

I 

I 1· 

(7/65,) I I 
!1 '*5,2PMi!-it~~11 

• .... ... ·- ... .. ' 

(1/70) L--1 _ ____, 

DOB: L-1 __ ____. 

Some potential hits, may not be hits at all 
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b7D 



o, ~t, 37 y~s. E-2/4/15 
611~" ..,,, . 
, 



c .. : 

Instructions for Requesting Access 
To the New SharePoint Site 

== ; ; :;:: : 

}" Complete the Index Card Access Request form. 

r Email request form to: ..... I ____ ____. 
, Once the request has been approved, you will receive an email containing instructions on 

accessing the SharePoint site. 
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Manual Indices 
SharePoint Site Instructions 

-;::::=-=":' : ! : :::-; - :: .c -<' : : == ==; : : :: =: : = ==: : : : ::;::: ::::: : =: : :: : ; ' - - - _ ...... ~"'':"_:;;:; :: : :" ==, 

The Manual Indices SharePoint site is a navigational tool used for 
searching index cards 

... _ *''" """'- p -
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,~------------------ --· -- - ------ -· -------------- ---- - - ---- ---------- ------ ----

jf 

·.{Access the SharePoint Site { 

=:- ;: :;::::, 

To access the SharePoint site, visit 
b7E 

~. 
" I -

UNCLASSIFl~Dti!:o~ grn1 ·a1 • ' e < >fili 



This is the main page for the Index Card SharePoint site 
c?H;;;:n;;rdsM.::mc,tcmentOivision ·Manual Indices O::Pop.ular Files .. Wfndow.s Inter.net Explorer ------·------------~---- .. _....,...,,..,"'"=~...,,.,------~---------- ·~·---~~--~~ 

f!! ~<'= ~ .. ~~ Iod< ttol> 
i:F~ ~ f!JFBilrtr«"d: ~Webst:erestoro«TOr 

_i..;, ...... --"""""-"""""""'···, 
WARNING: Informabon av•dable lhrouoh Share Point ·~ s:ubJcd: to the Pnv•cv Ad of 1974 Imms:J 

~eAdioru• at P~c -(RMO)(FBJ) -

~ Records Management Division ~Manual Indices & Popular Files 

Heme 

Oo-:urrents 
Em;ail l..c«z ReQue~~ 

Discussions 

Sites 

People and Groups 

'"i;.Rt:cydeeu') 

~ ,l.Jt Srte Cc,...tent 

The f81 field Otf.c:e and HQManu~l Index <ud tind Popul.ar file SMtePol'.nt: sites are electronic rcfcren<e oools for the fBrs lmcn:.;:11tfvc, lntellitente, 11nd anatvtkal rommunl:ie:s. An't index card 'earch resula ihoulj not 
~used.,, U1c \ulC bub. for (ur tl1c1 im.~'ti£otlon. R11thcr thbn 1nerd1 relyin.c on ~he r .. 1.mv11l lnc.lc11: Ord Sl10trePolnt site\ b)" thc1n,elvc1, when tomide1i111; whcthef to cnro1;e in for:he1 lnvestf,.iion of 11 partKukit use, 
l'CcntstJnd/or tJ.\atvtts shovld rc\iC\"/ :he oc:u,I contents of the fi!c(s) rcfcrented byttic t.Qnespondlnc. index e11rd(sJ. lhis collection Is dfluified as S£CR£T. 

fBl FIELD OFFICE MAfWAL WDEX CARDS 

Alb.any Alb1.1querquc 
" 8o'J.ton - Butf.llo ~ "~-

C-olUmbla ~- D~n';;-, . , . 
Houston lndlanopolls 

LaJ.Ve';)as L.ui;Rotl • -

tt1fwaukec MinncaPolls 
Hew York -~ u;-rr'"oik .. -
Pltt•buroh 

- , 
P;rtt'"a~,d~--

~rsFr.hndi.C.O s~nJudn 

fBJ HEADQUARTERS MANUAL JNDEX CARDS 

A 

N 

8 

0 

FBI Leoiil Attache (ltGAr) Index C.erds 

.. 

·-~ r 

/\n<.11ora9e 
Chulottc 
Denver 

Jl!lc:kson 
Los Anoele'6 

Ho bile 
Oklahoma City 

Rl<.hmond 

Seultle 

R 

~'" 

G 

.A.tlunt_, 

,_ ~~hi~(lO~-" 
~troll 

~ac:ksonville 
lfJUISVi!fe 
Newark 
O~aha 

Sacr~1nento 

Sprh1c,1r1eld 

H 

u 

IJJlthnore 

CmclnnaU 

e1 Paso 
Kansas C1tv 

Memplus 

Hew Haven 

Phlladelphla 

St. loul" 
f<JMfld 

v w 

Dlrmloghbnt , 
CJ~...;ci11nd 

·~· .. H~nofulu 
Kn~xvlllc 

Hmnii 

Hew Orleans 
-- - -·-~ Phc~;u~ 

"¥.......-•T 

Sbn Antonkl 
wa,.hluqto0i Field 

" y 2 

--------------~ ~~ -~--. 
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c 

All field offices have been scanned and are searchable 
! : :: ; ::::: ::::;;;; ~::;: ! == :;:: .;• = :: :- := : : = ;:===== : == = =:::::: =:= =:: 

I) Home· Records Man~'mcnl Dlvfdon - IAanual lnd£c,~ El: Poputa.r files· \YindOWJ lnlcrncf £xploret ""'"""'--------------------------- @~ 

:J.g • ~~~~·::n~t'f:~~~:~~;~:~ ~~-:_. ·~~ •H -~· ~ ,_,~ 
fie ~ row '-'" !? .. !!'I',, 
~Fimrtes ~~ 1!J.FBIIrumct ~Websle:restorccnor 

.... Home·R.ecotds~OMslon-~Irdcc. •• 

Records Management Division - Manual Indices & Popular Files 

Home 

Documents 
Em.all Access Requi;sts 

i S.r:arch Instrucbons 

I Lists 

The FBI Field Office and HQ Manual lndn C;rd and Popular Fila Shara Point sites .ara electronic rafenmca tool$ for tho FBl's investigative, intctligenea, and analytical 
communities. Any lrtdcx card i1:0:reh results should not bo used .as the: soh: b::isis for i'urthor investigation. Rother than merely rolyfng on the Manual lndax Card 
SharoPotnt sites by themselves. whon conslderinf; whether to anea~a in furthar invcstitation of a p.uticular c2sc, 2f:Gnts and/or analysts should rovtaw the: actual 
contents of tho ftle(s) referenced by the corrcspondlni: index c:ard(s). This colle~tlon is class1flcd as SECRET. 

~ Announc-e1Mnts 

I Disc~ssions 
j Sites 

I People and Groups 

I ·.:;, R.e:cycl.e ein 

..!lJ Al Site Content 

FBI FIELD OFFICE MANUAL INDEX CARDS 

Albany 

Boston 

Colun1bln 

Houston 

__ ':'!s ye.gas 

Miiwaukee 

New York 

Pittsburgh 

San Francisco 

Albuqu~erque 

Buff~fo 

Dollas 

Indianapolis 

Little Rock 

Norfolk 

Portland 

San Juan 

FBl HEADQUARTERS MANUAL INDEX CARDS 

A 

N 

B 

0 

c 

FBI legal Attache (lEGAT) Index Cllrds: 

D 

Q 

, ~ __ .. " ~nchorage 

E 

R 

Charlotte 

Denver 

Jackson 

Sel1ttle 

s 
G 

Atlnnta 

Chicago. 

Detroit 

Jacksonville 

Louisville 

Newark 

Ornoha 

Sacramento 

Springfield 

H 

u 

L_ . . -+-· 
' 

Baltimore 

Cindnnotl 

El Paso 

tC.ansns City 

JI ,. . ~emphls 
New Haven 

l,~ ·~ _ Philndelphio 

. St. Louis 
= i -~ r Tampa 

v w 
K 

B~nni~gha~­
Cl(!veland 

Honolulu 

Knmcville 

Miami 

New~rfe.ans 

Phoenix 

San Antonio 

Washington Field 

l 

y 

,. 
z 

p 

- 0 

Modified 

Please Note: Change the search scope from All Sites to This Site: Records Management. If you 
enter your search criteria on this screen, you will receive results from ALL collections (including every 
field office r~sult, every HQ result, and every LEGAT result). It's a better idea to narrow your search. 

UNCLASSIFIEDilEnr ' '~Ficial lilte n@i 5 



1: 

Wide searches = large resu·lts list 
+: : : ==== :: :::::: ·:=- :z;:;:=::: : :: : ; ::::::: :=·: ·: -·= : : : =: : :; :: :: : : ~j q; = == =:: ; : 

(J ScilrchRcsulls:: yu~uf ~\Yindows lnferncl £xplorer ----~----~~ 

sne: Actions .. ~ 

iclQ Records Management Division - Manual Indices & Popular Files • Site Search Results 

Home 

Result Type 

;!Jly REsu!t T;·p9 

Adobe PDF 

Site 

My Sit~ 

nnd·files.ftme: ... 

Au tho·· 

Any Aothor 

Partfowe, KaU1y s 

Pa7n~. LE::;;li~ A, • 

Cla-..-poole. t.,te~iJ.a 

A;.~;, Sh.:!1t1e ~;.,. • 

Modified Date 

P:astMe>nth 

Past S1)1. ~-:..Cnths 

Past "t~ar 

Earlier 

Tbs Site: R&ords Mana~ v_ vi..::s1.1f 

Try s6arching ag<ain in AR Sit~s. 

p 

~~~~~~~~~~~~~~~~· , ____ ___ 
, ____ ____, 

,,_____ __ ______. 

,,______ __ ______, 

!.....___ ___ ____, 

1;_1 ------

In this example, we received about 4,600 results. 
There are 1 O_ results per page. We received results 
from various sources including collections from HQ, 
NY, SJ, WFO, MM, LV, OC, DL, PD, and many other 
Field Offices. If you believe that a card in the results 
list is of interest, click on the appropriate link to view 
the index card. 
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' ; 

Scanned image of original index card 
= = 

~ hllps:l/rmd·files.fbfnt1.fbllrmdreforence/Manu1llnde>;C6rds/Detroit/Tflll.18/fOIC-0[-1U1B·00249. -Windows Internet Explorer ~m 
---------~~ 

: : _·_ f ~-: ::_ ~ :.._,_ : _:..::.·~:_~_! ____ ~_ T~, - --:--"~T-- T-~--. ----,..~...,..---

><"f~ W. !tf81trtr<YU ~~restttoermr 

I,_._.,.~-""' m•-•-•-m _,,..,..,_., 
l.}t ... 0 ;; ~ ... P~· $/Jtfy• Tools• G· ,.. 

-~------- ----- --- ------- ------- ' - - ---·-- ---- - -- --~---- -- ,. - --- - -- -- ,n_ - ~ •T TT ~ --~T __ ...,,,..,., 

TELEPHONE NUMBER 6/84 

00: NY 

UNCLASSIFIED/!or ufti1 isl ijg" t 16&_ 
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Here'~ an easy way to narrow your search results list 

-AP.ovortM ~ ~,.FeIIntrenet #~~restol'Oen'OI" 
' -

-·----------------·--~. Q 
t!. e;.;i • f~· ~ety- TRC>k• $• "° --- ---

Silft Actions ... ltt Pag• 

~ Records Management Division • Manual Indices & Popular Flies 

Home Ttus Site: Rec:o1ds Manas ., p 

Documents Announcements 
Email AcC615S R.-,qll1'r'-ts 

S<t~ro:h Ins.trucbons. 0 Q TitJe Mod1fi~d 

Tho FEI Field Ofiico and HQ Menual lndaic Cord and PopulDt' File Shon::Polnt sltcis aro o:lectronlc rafu•ncci tools for tho FEl's invosUi;atlvci, lntcilli;e:ance, and analytical 
communities:. Any Index czird scorch rc:u1ts should not be used as the solo b:asb for furthcdnvcstl.ezitlon. R01thcr thon merely rclyln: on the M:anu:sl lndcx Oiird 
SharcPoint sites by themselves, when considcHlnr; whether to cnt;at;c in further Investigation of a partkuhar case. accnb and/or an•lysts Jhould revi!=w tho actual 
cont•nts of the file(s) refarenced by th• correspondlnt indu: card(s). This collection b clanlfied •s SECRET. Th,.•e bl"e no iti:!'m!: to 'Shcv1 in t'-ro;. ;v of tf·~ '"4nno1~"l",...,.n1 .. • 'rt T 1 Md~~""" 

Lists 
Announcements 

Discussions 

Sites 
People and Groups· 

~:~ R.!.:y.:le Bin 

..;J:i All Site Content 

FBI FIELD OFFICE MANUAL INDEX CARDS 

Allmn,v AllmquerquP. 

Ro!. ton nuffolo 

Columbl.a O;.iiillas 

Houston I;1dianopolis 
,_ 

Los Ve:ga5 Little Rod( 

Mllwcukce: ~_Jr~nc.apoll:s. 

New York Norfolk 

Plttsburqh Portland 

San Frandsco Sl'ln Ju.-.an 

FBI HEADQUARTERS MANUAL INDEX CARDS 

" 
" 

n 
o_ 

c 
p 

FBI lcqcl Attllchc (LEGAT) Index Cllirds 

0 

Q 

Anchl1r1J9P 

CIMrlOU.c'I 

Denver 

Jllckson 
-~~-..-.. 

Los Angel~~ .-,-
Mob lie 

Oklllhom1;1 (jly~ T T 

TT-> 

Ridunon,d .. 
SfMtUe 

,, 
" R s T 

ll~m.. d<k ~f.it>w'"~ 

Atfontu Bnltimore ~ir,rnin~~Mm 
,~ 

Chk:.n!?o ClnclnnnU CJ~vel.,ud 

Detroit El Paso Honolulu 

J211cksonv1lle Kans-;,sCilV Knoxville 

Loulsvlllc Mcrll-phl5 - Miami 

Newark New Haven Hew Orleans 

Otnahll Phll<'ldelphin Photu1ix 

Sacromcnto St. Louis S.!mAntonlo 

Springfield ·rampa W11_:0.hlngton flt~ld 

H K M 

u v w x y z 

The more specific you are in your search criteria, the more narrow your results will be. In this 
example, we have added the namel I 
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Additiona.I Search Criteri-a 
: :; :;:: : =:; ::.:: 

l!s;;~;Jts:YusufHilnna ·V/indowslnttrne!l Uplorcr ----._,·~ ------·---- --...... ~~-----_,,~~~~ 

I 

Srt•Acllons • ti ,ftMD) (FBI) • 

tib: Records Management Division - Manual Indices & Popular Files • Site Search Results 

By being more specific and adding the name._I ___ 
we went from about 4,600 results to 92 results. We still 
received results from various sources including SF, EP,. 
LV, WFO, CG, etc. This results list is more 
manageable. 

Home 

1P1s Site: Records Manaf.., I 
Try s6arching again in AB Sit-=s~ 

~ 

Result Type 

;..ny Result T)-'Jl!a 

A'1obe PDF 

~1 I Site 

AAy Sit~ , I 
rmd~f.ies."b1net .... 

Author 

AA"! Autho! 

i I 
81g~av: f..obert {R •• 

Syste~ ACCOUl~t 

! PJ7ne, Les:i~ A, • 

I J.'lCConn~t. Sh~1 a .. 

i I I she;...,· mar~.., 

I 
Mod•fiec Date 

AAV Mo&f~d D~te i P;:i;st 5111. Me"ths 

Past Year 

eaRer , 
UNCLASSIFIED/J!_Or I •maial "' § ('ii& 
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-- ------------------------------------------------

Specific field office search 

-=:=:= =~ ......... ====== -== :: ; ; : ;:: :: = = ;::=::; == : : == = = =: 
();.to;'~mentOfvicion ·fAanui.l lndfcec&Populillr files· Windows Internet fxpforer ....- ~ 

vv ~~ftt;~~·~=_:_-~ 
[le~~ ·-".l~_t,l'I> -
~Fevates ~ ~.tfBilrtr~ ~Webslorestorccrror 

DC•C:UIT'l('ill:S 

Em&a Ac«ss :teo:uesa: The F61 Field omcc and HQM11nu6l lndc.o; Card .md Popui.r File Share Point sites uc clc~tronic reference tools fo, the Fats invcstli11tiYc, lntclliccnc-c, and •nalrtical commvnidCJ. Any index cud sc,u<.h results should not 
~ u'cd as the: -iole be~ fo1 fo1thcr irrvcstia:,don. l\.lithcr than merely tc:>f)inc on the t.1.muel Index C..1d Sborcroint ~hes by :ht."l'Mch-eo, when conddcrlni whether to cn,~a:c In fu1the1 io'tHlia:•tion of ts portiwlu auc,. 
•tent1 and{ or analysts shoold review the am.Jal contents of the fiJe(sJ rcfercnc-ed by the com:spondlnc Index ordh}. This ooJltt:lon Is dassified as SECRET. 

LSt5 

0iS,.1$Sl01'1'$ 

I 
Sites 

People and Grou?S 

I '1 .. ~ ~t-.cle Sin. 

.2JJ A.'1 si::c centen:. 

' 

FBI FIELD OFFJCE HAHUAL INDEX CARDS 

Albany 
tO).ton 

*~-~ L - ~ ~oiu~-bJa 

.,. ,H~uston 
Las VC',11)!> 

Hnwaulc.e.e 
N~w York 

Albuquerque 
Duffulo 
D-..,llb~ 

Indlanoi:iolls 
UttleRoc.k' 
M~n~ellpof1;- - "'~ 

Norfolk 

Portlimd 
5.linlu1J1n 

Anchor.aoe 
~a,~rfottc 

•i-·- - -___ _ __ -~cnvr.r 

~ ~ , ,lack~on , 

---- l~s A!19el~ 
Mob lie 

OklAht1mb (",dy 

Ri<.hmond 

Sc~ttlc 

G 

R s 

Atl.anta Baltimore Blrmln9ham 

Chlcaoo Cinc1nnab Clcvciand' 
DctroitL H' El Ph"iO H'?nolulu 

Ja~k;~nviif~ Kan~as City Knoxv1!I~ 

Louisville Heniph,is H1uml . 
Newouk New Haven New Orle~m,s, -Oin.iha N11lhdt:lph1a Pho{;'nix: 

S<Sc.r.nmento $l. Loul:r. Sn.0A11t•mio 
Sprh;of1cld- T1111npo Wasl11noton F~~li 

H K .. 
0 v w x v z 

FSI POPULAR FILES 

To narrow your results list, perform a more specific search. Locate and click on the Field 
Office of Interest (ex. San Francisco) 

UNCLASSIFIED/if.Or c )ffatlal ijgg '@¥ 
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You have entered the San Francisco index card site 

(.)All Site Content-Windows Internet [xplorer • @l8) 
-~ :r.J~- nfbn:t.fb.,. 

!"' ;"' .. l""'. ,.,.,.... l~. ~ 
\l"f.wort.cs ~ ~FBilrtr«let ~:Webslerestcceerror 

wAlsteeortent 

Home 

Libraries 

Us ls 

Discussion> 

~ R~-:ycle Bin 

4J All Sit'? Content 

Docum~nt Libraries 

A 

c 
0 

G 

H 

M 

N 

0 

Q 

s 
T 

u 

v 
w 
x 
y 

1~ • Q ..:. cijo • e .... ~..,.. r.,,.. <Q-· » -·-- ---- ------------ T-- --- - - ~~---- -~~-

5earcl!th1SSI!~ ••• ~ @ 

View: Document Libranes .. 

It.ems Last Modifio!J 

If you enter your search criteria from this screen, you 
only receive results from the SF collection.· 

UNCLASSIFIED/{EC>t •EFitial '';Q l mfi 

67C27 3 mOf•ths Zg6 

1o;r.;1 3 morths ago 

17177 :; morl'°l> .);o 

33142 J morths .ago 

8l65J 3: morth:; 69Co 

11745".> ~ morths ago 

42637 J morths .agv 

4107 3 mooths 4g~ 

94/J7 j ffi()f'ths <iQO 

:200099 J mcrths a3C> 

92S.54 ~ miJf'ttiro ;;gc• 

1'..l037 3 morthi a;Jo 

'3'-'?,1 J morth.s ·l1'} 

%;2:~ J months ago 

;517 3 mor:tli~ ...i11<-

19~79 3 morths ago 
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-· -- - -----------------------------------,, 

• 
. 

. 
. 

, "' 
Manageable results list= quicker processing 

~ ... 

{j Scotch Results: Yt1suf .. windows lntctncl Cxptorer ~~ 

@G • ~~: ~~: Jbnet~\::~-=: •. --~~ ::z~,~,?;---~ k~,~: -::~ --~---- --~, ,-.-.-;. -.. -"..,-~ ..... --~ ... -.. _ .... -.-... -.-. ·~-::-: -: -~ --._-~~;_~~,.-.-~ -,:·~-.. - -­
E'< tdt "-""' ·~"!""'!!'I>' 

Sit~ Actions .. It 

W SF IndexCards • Site Search Results 

Horne 

TI1is Site: SF lndexCuds ..., 'n ... s .. t p 

Resi...ltType 

/!r1 Rt=;~1.tft Type 

A-::!ob~ POf. 
~ 

Sit.a 

Ari:- Sitt: 

~1 rn'd-~:fblnet. 

Autt.o· 
A....,y Author 

~1 Sy<>t'lm ACC'Otmt 

Modlfl.O Dare 

:..,."'yf.'\o';t.f~JD.;11tP ~1 
Pa~t 5,:.: f,-le"lt11s 

~1 

~1 

~1 

~1 

~--: T_,__,_ 

Your results list is more manageable with only 68 
results. Review the list, if you believe that a card is of 
interest, use your mouse to point to the link and simply 
click that link to view the image. 
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•
• 

!.. . . . 

~ . 
. . Use both methods to receive results 

::e: 

~ Seu ch Resulls : Yusuf JJ~n& ~Windows lnlcrnet bplorcr ~m 
n..-...-~~~~ • ..,,..,. u~ • ,.., . 

,f -- ~;. ,_. • .,:· . "S _ ... ~ ~ :... . ~ .. '• . ... - •• -~ 

@. SF fndexCards • Site Search llcoull> 

Heme 

. •{u~u{ H301\a p . . 
~c .. e,. .. e-n-tnt'f avai.,l>le 

Search an individual site with as much information that 
is available to receive the most narrow results. By 
adding the namel l we went from 68 results to 
three results. 

0 

"'• . "'"""' . . 
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Specific Search 

Remember: The more specific you are with your search information, 
the more narrow your results list will b~. 

UNCLASSIFIED/iE:§r I iPFizial 1 '§e orl£ 



HQ Search 

- -

UNCLASSIFIEDi7f:or Qffh "al W 1 
• • 'riTi 



HQ Search 

{)Home· Records Management Divfs:ion -1Aanu1.l Indices: a Populu files .. \Yindows lnlcrntl Explorer ------------~---------------~-~~--·{;Jm 

@~· JJ~-'~';r{~:·~~fbl:-·~~~~~- ---·~·;=~=-~~~;,~·~:m~:=-"~-",w-~-·-:-"w'~'"'J• •' 
f.I:_ ~d< ¥""' F!""''"-I°".' t!o1> 
(.; Favortes f,a PJR!Ilntr«d ~ Webslerestorettror 

l,J) • Q ii!i> • E ... • ~- Tod<•~- » .,,wttome·Records~DMslon·~Ird:e. •• __ ------~~~~·"·-----~~--~u-~~----~~~----- ----·-.-~--·--------.,.,."~'~---~-----~·~-· -~-·--~----------------

Srte Adlons • ti P:19• 

Ct; Records Management Division • Manual Indices & Popular Files 

Home 

Docur.,ents 
Ema1t Access Requests 

Search Instrucbons 

Lists 

Disc~ssions 

Sites 

People and Groups 

~.:;, Rtcyct.? Ein 

..!1J Alf Site Content 

Tt11s Site: Records Mana~ v p 

Tho FBI Field Office and HQ. Manual Index Card and Popular Fiie SharaPcint sites art electronic: refaronco tools for thC? FBl's lnvastieativo, lntolligance, and analytical 
communitic,. Any Index C3rd scttrch ra,ults should not ba u'tid tis the 'olit biui' for further inva,tigation. Rather than merely relying on the Manual lndox Card 
Share Point sites by themselves, when consldcrin~ whether to eneae:o in furthe:r invcnie:atlon of a particular case, aeents and/or analysts should roview the actual 
contents of the file(s) referenced by tho corrcspondlnt:: Index cardfs). This collectlon is classified as SECRET •. 

FBI FIELD OFFICE MANUAL INDEX CARDS 

Alb;.,ny Alb,uquer~~~ [ Anchorage Atlanta Baltimore Blrmi?gh~m 

Boston Cuffzito :r· Ch.,rlottc Chl~Jl~ Cindnnotl Cleveland 

Colun1hl~1 oollas Oenv<~r Detroit ' EIP!ISO Honolulu 

Houston lndianop~lis Jackson J;,cksoov111e r K<Ji~_sas City Knoxville 

Las Vegas Utlle Rock LosAnqeles Louisville ~~- !'l~mp_h~s Mio mi 

Milwaukee Mlnneapo!,!_s __ ~ Mobile Newark New Haven New Orleans 

New York Norfolk l Oklnhoma City Omohn Philadelphia Phoenix 
_,_. .. / ... 

Pittsburgh Portland Richmond Sacramento St~ Louis San Antonio 

Son Francisco Son Ju,an SCllltle Spring Held Tamp;, Washington Fleld 

FBI HEADQUARTERS MANUAL INDEX CARDS 

c;::) B c D F G H K L M 

N p Q R s II v w x y z • 

Select the appropriate letter of interest (ex. A) 

UNCLASSIFIED/[or ( M• isl ~s 'iili 

Annoi.1ncem~nts 

Modified 

T"i.e~,a. .. e_'O""~.stcs. :>-.. !'! t'°'•!".'t\</OfLli11•;..r-:: ... "'1Wl"'l~·1st To aO<:a~ .. 
~t!"->, di~-: ·~ie::.~ 
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... ~ 

• 
~ 

-
~ -

, . . 
. HQ Search of the index card site 

(J Home: • llQ Index Cards "'A w Windows Internet [xplorcr f;J@~ 

(;~. ~ ~ :~~·-~~ ~"~:-.--_~·-,~~:~!7"i:.:~,~=::_- -=---=--T-·_':""':::::::=,,,:, .. ~:-~_-=:.:-;----~~-, -.. -.-,-:;,~-~~=~,~-~-,,---. --, -;~-~,-~-~ -:---",l...:":l ,_;t: ~ L ... '•11·---~~ -~-~~- ;, ... 

Ele~-·~1"""11<1> 

© HQ!ndexCards·A 

libri3:MS 

.:..SS! 

.1.652 

ASS3 

"'"'' 

AMJ.C 

.:.set 
AEE.2 

.tbtl 

'!~ • Cl ~ Oi? • e .... :;,1..,.. ,.,.. tl· » 
-- _, ______ - -----~-~~-----·- --~--- --~-·----------------~-------------~- -- -- ----·--------------------~--------·---~-----~----- --------L--

p 

Enter your search criteria (ex.I 

UNCLASSIFIED/!or QfH ial I tse urili 
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-··---- -- -----------------------------------------

Results List from a broad HQ search 
~Scorch Results: addlson ~Windows Internet Deplorer (;]@~ 

C\;) HQ Index cards - A • Site S€arch Resu:ts 

t1cmc 

This Sitt: HQ lnd<:xClr~ .:icfd1s.on p 

1~10 cf .l)hwt 1.:00 rc:.i.lt~ 

Sit~ 1 I 
1 I 

Hod.died Date 

i-------1 
~1 
~:=1 =====::::::: 

~_1 -----, ____ __ , ____ _ 
~1 ____ __ 

---~-------

Review your results list (1,300 images) or change 
your search criteria. In this example, we will add 

the namel I 

UNCLASSIFIEDt®r ( >"1 isl Y ii* t >ii&. 
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. .,,.... 

-·-· .· ~ . 
~ . 

Results List from a specific HQ search 
== :::: : :::: = : : ::.-: : : ;:: ; :: ::= : = =-==:; ;:::! 

(Jscarc:hRtsuUs:: •ddison paut .. Windows lnlerncl bplorer r;:@~ 
-- - --- 'm - ~ - - --- •-· • - • 

-,.; . ··, ·:.:. .:.::L .. ":":..~<::." :···.. · - ii.'~, -:.-.~.';!.:u~ :~'::~·~· · .. :·- : . . .. • ·• '~ ; .:-.:.:u~:·~~;,'! J\ .. ·~·; :•::, . ::: ' ::: • "' ""''' '""''u ,,.,. ,,,.,. .,,,... " ' - u .. ...... .-.. ... . ., ..... ~ ...... .. · ~ 

"" ~dt )low ........ J"."' tlol> 

';c-f.wair:s ~ <{,;J. @:_FBltrtrcnet @}~festonsmor 

• .,,sew.Re<W:-p«J 

~ HQ Index cards • A • S•te Se•rch Res,::s 

R<!SU!tTypc 

~1 
,=====================::::: 
~1 
'!;:::::I =====::::::: 

"t.___I ___ ____. 

i.___ ___ ___ 
1i.___I ___ ____. 

~1 
~=1 =======: 

By adding O' to our search criteria, our results 
list went from 1,300 images to 86 images. 

Review the results list to determine if any cards 
are of interest. 

UNCLASSIFIED/!or QFP" ·31 Ws ' iiiJi 
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.. 

View a scanned image 
r; Search Results : •ddlson paul .. WindOWJ Internet U:plorer ~ 

_[lo tdl: ~ ·'"""'-~""" ~ 
~Favorlei ;..;-+ ~FBl'lrtr«"oet ~~tcstoroerror 

~ HQ Index cards - A • Site 5€arch Result> 

heme: 

~Sll'€:HQlnde:>::<;.lrY .. 1 __ _ p 

Re-;ultTypc 1·10 cf 1J°bcllt t!5 rcsul-.c. 

Sit~ "!-I ___ _____. 

Author ~-1 ------

noMiedDate 

~I I .___ _____ __.I 

1:;-1 ___ _____. , ____ _____. 

~_1 ___ _____, 

~-1 ___ _____. 
'!;-I ___ _____. 

1;...__I ___ ____. 

~1 

To view a card, use your mouse to point to the pdf 
file, use your mouse to click on the link to open the 

original scanned image. 
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Original Scanned Image 
:= =====· 

(j hllp<:l/rmd·fil•s.fblnol.fblfindexC11rdslhq/o/ADDMIQll20JND[X%20CARDS·AJ.ADD&·DDB60,pdf ·Windows lnl•rnol [xploror igm 

Fie Edt GoTo favorles ffet> 

26-416285 

TENN :GA:IND.: 

UNCLASSIFIED/jE§r <UPI isl 1al 
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~ •
_ ...... ~ .. 

~. '( Additional Information 
r 

~ ..... , . 

.. This presentation is located on the home page under 
documents at b7E 
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,~--------------------·-------------------------------~~---------------

Contact Information 

r:= -: ::::;::: 

Records Management Division 
Records Automation Section 

Document Inventory Management and Control Program 

UNCLASSIFIED/®>r Qtto I I ~sO.' trifi 
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UPLOADING HQ DOCUMENT LIBRARIES 

NOTE: Each person will be given a DVD of folders to upload. A folder takes between 5-8 minutes to 
upload to a document library. To maximize efficiency, a person can upload and create document 
libraries simultaneously. 

STEP 1: Logon to HQ Index card site 
------------------------------------'="'.,..-------~ Ensure you are pointing to the CORRECT LEITER before you begin uploading. 

STEP 2: The Tab should read ALL SITE CONTENT. Click Libraries in the left margin: 

(#All Site Content - Windows Internet Explorer ![J[:g) ~)".( 

@g ~ i.:1~:::" """""========.!..1--'v'l !•'f ! ! X: IP Live Search l~:I 
Eile !i,dit !,!Jew FE.vorites Iools !:!.elp 

f.? Favorites I ~ 
·~Il All Site Content 0 cil ... e_age... 2_afety... TQ.ols ... G ... 

. . . 

PAYNE, tESUE A. {R~ID) {F.BI) • 
Sit" A.-fun• • U 

loo HQ Index Cards - A • All Site content 
. D1:;pl•y::i "11,,;i.,,,_. li:;t:;, er:! ~in tl''s .. te. 

' H"m• 1 I < "') 

. ......::.::.J ..... ~··········· ········· · 

~ibrari" ~ f!j >• """'"°"' 
.aAD 

p 

» 

STEP 3: Using the right scroll bar, scroll down to the document library you will be uploading. SELECT the 
Lib_rary. NOTE - Library should not have any records . 

. j ALEl9 

'.!<~ AU::SD 

. ·.l ALE31 

L::iALE32 ~ 
'-.l ALE33~1 
L:,l ALE34 ~J 
•,j ALE35 

l..j ALE36 

.. j ALE37 

:!.i.Ot 17 b;...,, "'-' 

11:55 37 ..,·~;.~"" ";" 

1144 24 mim.te.:; e.;:-

~CS3 1mlr:i..-t:."S" 

~o 5w""k:;o;:> 

/ C 5 "il~~ks -'S=" 

~ 5 l.·.,e~;,.!O :!S:::i 
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STEP 4: The Library should be selected as shown on the Tab and Header. These will be your QUALITY 
CONTROL checks when uploading: 

.'~ ,.. ..,,..,. _ ...... , "' 

Libraries 

A 

AAD 

! l!>t>r,.ry7oe'!:: I 
00l:'Jt=ntl; l.11:'1'2fY 

STEPS: Click on DOCUMENTS under the LIBRARY TOOLS tab: 

:kQ3 ~~~3 - All oo~umen;----0 ~ .., ~ .., I.di 

I t'ibr,.~·7col> - j 
it<1 .O.:tic>ns • " : Dc:cJm;:nt. ,;y ' 

HQ Index Ca,ds - A • ALE'"ents, 

H~m:.•1 

STEP 6: Click on the drop down arrow for Upload Document and select Upload Multiple documents. 

J~ ALE33 - All Doc~~~nts 
.__._..,....,...,....,...,....,...,....,."".'""'., :.J /:>.;;:# D.:<:u:r.-,nt • 

tJ U;;~=O>:! Oc.:•J:r..,ntC' 
~ 1 ,.,_ .. _,. .,, "' 

,• 

ii:;.,.. E~-: 
:~,;'1',:C: ?"<:~'1 



STEP 7: PUT the DVD in your DVD drive. 
a. Scroll down to select CORRECT document library 
b. Click on Select ALL box 
c. CLICK OK. 

,, 
! ALE33 - Upload Multiple Documents 0 X , 

~ ·lOl ALE24 ~.....:~=· .... 1 .... N--am.....,e======== A., 

; enALE25 ~ ~ ~ ~ 
i ·JO ALE26 ~ ~ ~ 
;. en ALE27 1771 liii':. . ~ ·~ 

·fCil .C..LE28 ...,. 
~ v..; lC;J ALE29 -

·e:Jl ALE30 ~ :m 
(,:.'=>,. ~/)I.. 
ll.-JI ALE31 """" 

. en .C..LE32 t' · ~ ~ 

. eJ ALE33 ,~14£• r ~ 'tl: 

. G:] ALE34 v·1 ~. ~ - - .-..., -
.. ·-·· ..... •ii. · .. - .... -- ... ' : ~~ :(J, ~ ...... ~':'_ 

' i{;i 

ax 

. STEP 8: Wait until following messages appears and CLICK Yes. 
internet E~----------~ 

You are about to upload 816 file(s) t~------

Do you want to continue? 

- _Y._es~l IL:::::::::~~:::::::::::::JI 

STEP 9: The upload process should take between 5 - 8 minutes depen~ing on the size. When complete 
you should see the pdf files in the center frame. You may receive the following error messages: 

STEP 10: Please document what library you started with and what library you ended with and the 
number of hours of OT worked. Please send an email to your POC and myself with your summary and 
hours worked. The metrics will enable us to parse the work out accordingly. 

b7E 



ERRORS MAY OCCUR: 

When uploading HQ Document files, you may receive the following error message: 
These errors are normal and we are investigating the reasons they occur, however, it should not prohibit 
you from continuing to upload. Just Click OK. 

~ttrtn:m m:.:-Ott<~tt,~>;-0' -t:m-~ltEt-JJf.~~.'.{ii~~f~==-·----··----···--·-=-=-:~_· ·--· . . ··~n 

t~i •• ,, - ''-· =ll 

The instruction at "Ox368afe99" referenced memory at "OxOOOOOOOO", The memory could not be "read". 

Click on OK .to terminate the program 
Clickon·CANCEL to debug the program 

OK Cancel 

You may not see the .pdf files in the center frame (that is ok). Just go back to STEP 2 and select the next 

document library. You will notice that the files did indeed upload. 

IF YOU RECEIVE THE FOLLOWING ERROR MESSAGE: 

This message usually happens if you wait too long before Clicking YES. 

Please close the window and wait about 5 minutes. Start again with STEP 1, you can try and select the 

document library you were attempting to upload before receiving the error message OR select a new 

one. If the uploads continue to fail. POWER Down,·wait 1 minute and power back up and try again. 

SharePoint -·-------~ 

0 The upload failed. Please try again. 
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