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U.S. Department of Justice 

Federal Bureau of Investigation 

Washington, D.C. 20535 
June 8,2010 

Subject: FILE NUMBER 66-HQ-2319 
FOIPA No. 1145479- 000 

The enclosed documents were reviewed under the Freedom of Information/Privacy Acts (FOIPA), Title 5, 
United States Code, Section 552/552a. 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 Form OPCA-16a: 

D(b){1) 

~(b){2) 

Section 552 

D(b){3) _______ _ 

D(b)(4) 

D{b)(5) 

~(b){6) 

o (b){7){A) 

D{b){7){B) 

~(b){7){C) 

~(b)(7'(D) 

D{b)(7){E) 

o (b)(7)(F) 

D{b){8) 

D{b){9) 

1,237 pages were reviewed and 1,235 pages are being released. 

Section 552a 

D(d){5) 

D(j){2) 

D(k){1) 

O(k)(2) 

D(k){3) 

o (k)(4) 

o (k)(5) 

o (k){6) 

D(k)(7) 

o Document(s) were located which originated with, or contained information concerning other 
Government agency(ies) [OGA]. This information has been: 

o referred to the OGA for review and direct response to you. 

o referred to the OGA for consultation. The FBI will correspond with you regarding this 
information when the consultation is finished. 

~ You have the right to appeal any denials in this release. Appeals should be directed in writing to the 
Director, Office of Information Policy, U.S. Department of Justice, 1425 New York Ave., NW, 
Suite 11050, Washington, D.C. 20530-0001. Your appeal must be received by OIP within Sixty (6o) days 
from the date of this letter in order to be considered timely. The envelope and the letter should be clearly 
marked "Freedom of Information AppeaL" Please cite the FOIPA Number assigned to your 
request so that it may be easily identified. 



Enclosure(s) 

o 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 mayor 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. 

!ill See additional information which follows. 

Sincerely yours, 

David M. Hardy 
Section Chief 
Recordll nformation 

Dissemination Section 
Records Management Division 

Enclosed is an excised copy of FBI Headquarters file 66-HQ-2319 (sections 1-5 and EBF's 140, 174, 178, 
185, 186, 190, 198, 280 and 372) which is responsive to your Freedom of Information Act request. 

This release is being made available to you on CD at a cost of $15.00. Please remit a check or money 
order payable to the Federal Bureau of Investigation (FBI) in the amount of $15.00. and mail to the following address: 
FBI, 170 Marcel Drive, Winchester, VA 22602-4843. 



EXPLANA TlON OF EXEMPTIONS 

SUBSECTIONS OF TITLE 5, UNITED STATES CODE, SECTION 552 

(b)(1) (A) specifically authorized under criteria established by an Executive order to be kept secret in the interest of national defense or foreign 
policy and (8) 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) personnel and medical files and similar files the disclosure of which would constitute a clearly unwarranted invasion of personal privacy; 

(b)(7) 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 be 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 be reasonably 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 ofthe law, or ( F ) could reasonably be expected to endanger the life or 
physical safety of any individual; 

(b)(S) contained in or related to examination, operating, or condition reports prepared by, on behalf of, or for the use of an agency responsible for 
tbe regulation or supervision of financial institutions; or 

(b)(9) geological and geophysical information and data, including maps, concerning wells. 

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

(d)(5) information compiled in reasonable anticipation of a civil action proceeding; 

0)(2) material reporting investigative efforts pertaining to the enforcement of criminal law including efforts to prevent, control, or reduce 
crime or apprehend criminals; 

(k)( 1) 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; 

(k)(2) 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 hislheridentity 
would be held in confidence; 

(k)(3) 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 IS, United States Code, Section 3056; 

(k)(4) required by statute to be maintained and used solely as statistical records; 

(k)(5) 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 ofthe person who furnished 
information pursuant to a promise that his/her identity would be held in confidence; 

(k)(6) testing or examination material used to determine individual qualifications for appointment or promotion in Federal Government service the 
release of which would compromise the testing or examination process; 

(k)(7) 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 hislher identity would be held in confidence. 
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JOHN EDGAR HOOVERt 

DIRECTOR 

;3nmm nf 3In1Jtsti,gntixm 

Wmllrlngtmt, ~ C!J. 

December 8, 1927. 

1iEJ.tORANllJl,t FOR THE FILES. 

, 1./ i: 
I discussed VIi th Assistant Attorney General Marshall, on D cember 2nd, 

, the matter of the care of thEPBureau.o.riles advising him of a ber of in-J stances in which the files of the :Bureau had been sent for by'D!l'artmental 
c officials and these tiles had, in some cases, been sent out of the city -- , without t~e Bureauts receiving advice thereof, or sections of the files had 
been~'ved from the files and not re~rned to ~he Bureau. I stated that, 
in vie' of the fact that I Vias responsible for the file s ot the Bureau, I 
felt t some Departmental Order should be' issued forbidding the removal of 
any papers ~~9~ Bureau files and providing that no Bureau file should be sent 
out of the Department by Departmental officials without first communicating 
the necessity for the same to the Director of the Burean. . 

Mr. Marsha.ll stated that he did not think it was necessary to issue a 
Departmental order since he felt that I had sufficient anthority regarding 
the Bureau files without resorting to a Departmental order. He stated that 
he felt that I, as Director of the Bureau, could refuse to issue any file to 
a De);artmental official. if such official had given indication of improperly 
handling the files. I indicated that I would take this action. 

Consequently, I have issued the follo\nng orders to the head of the File 
Room. That no :Bureau f'i1.e is to be sent to any DepartmentaL offic ial wi.!h: 
oBl first having the file a~roY~!Lgy"'j!.~~ :I?~:r;'~(r~or ,,9r ~ss~stan1! Director; 
that the Director or Assistant Director will issue to Department officials 
only tile~ on.sucn matters as are assigned to them officially by the Attorney 
General; that the head of the File Room shall see that no Bureau file remains 
outstanding l!l~r~~ :t;~~ twenty-£o~ ,~hQ'\;rs.s(ith~~ a :reQ.n~ge,..:befng ma.de and .' .. ' 
that before--the recharge is made he shall personally see'that the file is in 
the hands of the person request ing the recharge, and that before the return 
of any receipt to a Departmental official the head ot the File Room shall 
see that the file is,intact. 

DEC· P E27'~ ','. 
o!::r/' .. ",Tf!:" i ' 

DEC 9 1927 ,--.-;;,...~--........-.~J.-.,.! 

.j 
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, 1927 

Referring to your memorandum dated December 3rd. ,. with 
ref'erenc.e to fiIes <?harged out to ~epartmental offici~s. - . 

There viere. ~n Dec,ember 8th_~, .1Q,filea 'charged out. Today 
~ o~tained a. recharg~_ on 7·o~/them. The 3 files listed below a.re 
charged to Mr. 'lw.msey ,who informed .me he was 'not going to be annoyed 
~ach day with~ook~.for files and he wou14 not give me recharge 
for 'same. ·He also, stated he -would have to receive orders ;from his 
chi~f :!>efore he :viOuld tB.ke a.ny"steps t·o look: for <Bureau files, ->. &- .' ,. "r • • , 

- -~-------------

. . 
.l-File on Stephens & Co.- File No •. 49-1961, charged 
. to. Mr .• llanise~ on Decembe;- .6th.· . 

2--File on ~ie ~rfinklEh"; iile N? 49-1183, charged 
to LIr. Ramsey on December. 7th~ 

2~File on. Emery Olmstead,~File No. 29~1569, c~rged . 
to Mr. Ramsey on. December 8th. 

Respectfully, 

.DEC 10 1927 P.1J. 

------
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o From: o. 
Assistant Attorney General Luhring 

to 

Official indicated below by check. mark 

Attorney General ....... -..... --.... --.,.. ...•. .",...,. ... -... --.. .,.,.--.... ______ . 
Memorandum 

Solicitor General._. _____ ... ,.: . .,....,..-... ,.,. ... ----.,. ... -.... ".-.-.-.-. 

Assistant to Attorney General .. ..,... ____ . _____ ... ----.... 

Assistant-Attorney General Galloway""_ ........ ----.--. 
Assistant Attorney General Marshall ____ ._ .... __ ._ 

Ass~stant Attorney General Willebrandt._ ...... _ ..... 

Assistant Attorney General Farnum __ :"'.' .,..--,,_.-
, .' 

Assistant,Attorney Genera:l Parmenter ...... ,. ... _. 

Director, Bureau of Investigation. __ .. ,..-... - '._.-.'.-' 

Superintendent of Prisons ~-"'--'--"'--.'~---'--' '''_.0-.--.' . , 
Mr. Pagan._ .... " .... ----"'-....... ., .. -.... -.,. ... -.... -__ -._"' .... ___ a '.~"_-:" 

Mr. Finch ...... -~ ...... -.. -----......... ___ -.... -----,,-.-...... -..,.,. .. .-:-._-.. 

Mr. Bald vnn ___ . __ ....... -... --..... ---.":".---"'".-.. -.-. "'-._._.0' • __ ....... . 

Mr. Sornborger _._ ......... -.-.-.--.-.".-.-,.-...,.""' ... ,.-".--.. -- . ___ ... ,,_; 

Mr. Robb ____ ,._.-. .. -,..-.--_.-.... -,.-"'-.... "".--.Y'.-. .., __ ...,.,...~ .. "'. ".-'-'.' 
Mr. Ridgely_ .. -.. ""'-.••. --........... -.. ,."'"~.., .. --•.. -... --... ----.. ___ .,. ........ 

Mr. Parrish _ ... ,. __ - .. -... -.-••. -.......... -.... ------.. ____ . __ . _.,. fiLE 

Mr. Wixson .. _____ .• _._ ....... --.""" .. -... --.. ..,-._.-.-..•. -,..-. __ • ____ . 

Mr. Fisher._ .. -.-..... -.-..... ,..---... "'.-, .. ,,-.-.-.-""' .. -... ------:. ~ ...... -.-... . 

Mr. Ramsey -.-.-_ ..... "" ............. ~--.. --... " ... --...... -:-:-c •. - •• " ........ . 

DEC 1 71927 

Mrs. Gilbert._ ... ---.~ ..... -....... -... ".,,-.. -.... ,,--.-.... .,.--.. '.' '.':"'.' 

Mr. Chase _ .. _____ ._. __ --.--.. -.. .,. .. --,. ..... -.,....,..-_ .. ____ .-.. _ ..... ". 

---'--------- - _. 
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I 'liavO •. by 'Fe~e~enCe, a merno~~dw;t pf: ~he,8.th ~llsti1!it :i¥ldre$sed, ",0 

'YQ.u1?t .l{r~ ltoov&r~ ~lrect~~· ·of the ~urfia.'l\ ot :I~vel5.t1tation. j30tting 

fp;-tb. the. ls;lB't~t"onS" issued by h~m iIl.; Q:r4.e~, ~o ~eep ,r~k 'Of thEt 

!lur~Q,~~l~~s,. ¢1~ ~~PQ~~ln~ ,~l;~. s.e~~·loss Qf ~e'; .f~l.a~ Pharg~~ ,t6 ri1e~ 
, 

,Tlj~: tl1~ :re-ferr~d. to .~·1(~te,d,to·~a ,leit .. m,. .:l'·o~ '~ve~al ~s ago,t . 
• 

and .ts ?t9~.ab11 back ~n.. :~h~ lfu;t'oeti, ltl~S'< $e,f~re thi~r .t!cie. it 'fiellt out 

~n. the r.~~ co~se of, bu8~~SS •. 

'~8: ,~~, ilia ine,a!l~e~· ~~eD. ))1 Ur. ·llooY~t· :t9·l;t,~e:p 'ti-a4~ 'ot his ti1--~st 

I p.e~tllT 8;>prove" h~8 .&arneet :p~po~~"'1-n .. "t~t, ~iro~t1on·llnd. jJh41~· b" 
$leul 't,p. coo.p.~rt\tG In: ant- p,ac~lcal?l1! .li1an •. 

,r ocna.~d.e~ bi.s p~s.erit ~;L~t· b~ri~e~. ~r tfhlcll ,b,e )'llDtlojes· that 

~he chief of ·t~e J~l,~ :~9~, ·Jir,·~e~drt)1.t" 8~l ;iJ~e e.,e~r datf)'T(8Q fl1~ 

.4l;'iWil qv,t bT 6fti,c,eYs ~c\. ~~~O'.l,~s.of- "~J.1;e .l>JJP!1rtme.p.t ~ is' t~·.~ :mind· 

1m,praetical;l~e ·aild ltilpr9vld~4t. and 1 h;~:'i~' ;:efwf~4- tQ; havern". 'tim~ ~aken 

:t1]) i,n tli~t:'l~l~ ~tiQh ttli3$ 6~t~* n$c8'82~ily acco~p~ ~Jte· 1etters Bt;d 

mem6t~d~a for~ th~' pt(rp~~t~orl. ot ·"'41eli tl,t~l ~r~ .needed, f:UlCL .s~ ~e se~t 

'. to. u~. Ridgely! ~'9 :19U,t. ~d. to. ·th.e ,$olic£to~ '~J1eral~ 'and EJapetime~' ~6tli~ .... 
I 

A~~orno~ G:eneral. ~ ~o ot~e;, ~tti<;~r8 ·9£ the J1ep~tm~pt •. A~ antH~e8k 
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., 

.1 
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\The~e 'Cent otn.e~ )':latterp ~~ be- ;preaB1nc and. mt .matter ~Y, 'lie ;for. s$\Jerat 

~8 or .. week bafor. it cnn b~ reaohed. l;t '-8 i~raot1ca.ble t9 J;e:l\e::1'qer. 

at an7 cQClent ju~t where eo:o~ one of those: ttles r~ ba~ ~d. (U\ ~rovldent ,~ 
:a,se of time to' hi:1nt \hent U? every day., 

When 1- )lave fini,s'he\\ 'ft!th ~he t11~,8.;t 'return ,the~' to the- Dur~~u. 

'whom l send the:::i., 

llurea'Q, f1i~~whlch bAs 'been ciharged to.me and 14 ~ow lost, t "U.t make 

.ev~r,r offor" "~() iqeate, 1~4 

) 
"l 

.1 
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, I 'hav. at bAn4 ;rour ,memorllhdwt ' 
. 'oftbe i&11\ ift8tantt: .lIlaH •• 'to the papers, 

wh1Qh hay. bet?u toX'Wardad t.o :tau. from t1~ 
to d_ '.1 Uz. i."rAnd y;l~oh you hay, 

,helel. ,.In .ptak1n.'5'wH.h ),11'. , .. than 06n- , 
,c.rnin;" ~is mati'l'. 1_. 1nt'onud ,hat it 
•• aneVir b1, tntanUon that y01l eh(rll].d 
. Meta1n arit .corra.pondeme 181:1' to :loti I'll 
!lr~ 11 ao "1 ~ bU1 tha t he r;~rt\11 ref'errfX\ to 
lJla ale ~11PS, ent 1°U. " 

'. ' UUdt!Jr 'no eort41 tiOll IhOUld "au 
, :' aOcttp't or retain .zq et>rl'e~pbn1.noo Il'hj,ch 

.; : 

i, lint to 70t1 aocoIIPM1ipg arw tu. from 
ImT j)epar'kaent$.l 01" 11 oi&1 , , 'It, sb.cAa.14i 0., . 
returned to the DtpattMental ofC1oia1 &nl;\ . " 
it Mdols notacoept th~' ftMe it IIhwld, 
tha be tent ~o the .l •• isiant Attorney GIIn.ral 
1nCharge of the DIvision or to the Dell't ... 

)x .• ···A,/~\ 
.11' " 

, . \ ~ . 
.' , 

m_nt File Room. ' 
.: .. 

3> 



~:'\j , . o c- January 16, 1928 

:MEMORANDUM FOR THE DIRECTOR: 

With reference to your instructions in connection with 
issuing BUrea.u files to De:pa.rtmenta.lOfficials,I wish to say: 

ltr. Ramsey has been sending corpespondenc;e with charge slip 
attached thereto requesting our files pertaining to same. I have 
returned these letters to him sta.ting that inasmuch as he will 
not conform Vlith :Bureau regulations I cannot issue files to him. He 
refused to take them back and s'ent. them liack to me by messenger 
who st~ted tha.t llIr. ·Ramsey sa.id we should keep them Until we let 
him have our files. I spoke to Mr. Na.than with reference to this 
~tter and he a.dvised me that I could do not~until I received 
further in~tructions from you. 

I am attaching hereto the papers referred to. 

Respectfully, 

BUREAU OF INVESTIGATIOil 

JAN 17 1928 A. M. 

j)iv. u,~ ... *,IL( 

DEPARTMENT Of J'-~ i ICE 
JAN11 1928 
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~lORAll'DUl! FOR TlIEDlREOTOR: 

{Attention J.lr~ Nathan} 

1928 

, ".:~O!~~t;,'-
~b'l~::' '" /\" 

>, /' ..... "'(/)" 

~'·'·AV ", \ 
c., LI -" 

~~ ,-fJ 
~.,~ - . 
, • ./1' -J' ,d" 
' .... 0 ':::;;i\\'~' . 

For you':' .... iy.formation on April 19th five files relating ~>-
to one W. OU'cheide yrere charged out to Mr. Marcum, Room 
622. . 

I \"~s able tp get recharges on these files for several 
days, but for the past four days I have not been able to get 
into 1.fr. lfarcum's room, the same being locked. 

~M:AY,,~' 1~8' 
" .- ~ 
,'. 

". 



,," 

ldE1.'ORANDU1r FOR THE DIRECTOR: 

(Attention 1.fr. Nathah) 

o 
June 5, ~928 

" I. V{;sh to say that on April ,19th.,.!" fi-re files re;tating 
to one _,r;. C. Scheide were chaXgedout to Mr. :M'arcum, Room 622. 

Mr •. Marcum apparently 'has never looked at the above files 
as each day: when getting my r~cha.rges, :( noticed the fUes ·resting 
in ~he s~e place 'Where he~first placed the.~ on April 19th. 

, 

~h~ above fo;, ;'four ~orm~tion. 

,'J JUN. 9 i928 A, M. 

FILE 
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'oUt. ~"~,~, Wilt ~~~t,cii! '3'_ a1:. '1';.,., . 1~10-'" 
#eq:~~l.T,,. Wti~ t:il, Ba:veaa' ~4 t')e~.s .t •. ~ .:. 

. tlt1s • ii";~. Jl\l!iiH. /lot ·ie lllti -tit~1.D. _. •. ... . . <: 
::tlll~1'.~c1t'~ DhiJJi';;.'.utll~ e'Ve;y etff.lw:t"_e:~, " 
,.ct& .t~ :l,OC'a~ ','t&~8:lV&e ~ ; 'Oll" • .ru.h 16th" ,l.~"~, , I,:, 

.,., ~~e'lWj;:ltt'Q'~ )I,t'$,,. ~lleiir(4!IQ.~I:tt~J)bi:U~, 
~e~i.\~ 1l1hL8'fl.I~;0 til\i:'uwrit'ft ~_"iM llia\ :1.:' 
.ha4 """'l'Iitu""'~ lUa ~¥*<i4¥t!''''''''' ~.l'P1' 
'_4 ~ 'Ii :~lii ,4.td:. $: ~Qwl'~tl\¥ ;i, 1. .1.\) 1l'i~~.l,. ¢$$iG. !.~tQ' ,,,, .t~$ ~(IJ'lti1I1l1tsi(i~ Qf'~. $.iJ~bCt»«el\'<.:' ~ha J!a~adWa 
fi't~.ta J[:r ~ ,SQ1'~tD.ilJ,·IiG:r ttl} .Ix'. JfeQ.,Uch;:ht 1. a'tt~o.&a., 
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, 
JOHN EDGAR HOOVER 

PIRECTOR 
o 

~:ep:a:ttm:eut nf ~hnitt:t:e 
;311rmn of ~m.ttnigatintt 

~hinghm, 1J. QJ. 

August 22, 1929 

:MEMORANDID.t.FOR THE DlREOIDR. 
I 

This is to advise you. that on August 21st. 
Bureau File' 4/:66-86, which pertains to eleotion f~auds 
in<1Iidalgo Oounty, -Texas, was oharged to :Mr. Fisher in 
:LIr ;, Lanr:r ng' ·£J' ... ·'d'i vi si on. . , , 

Today when I went to see Mr. Fisher with 
reference to getting a re~oharge he informed me that 
he turned the file over to Mr. Horwitz, Vlho I under
stand works on the eighth floor, and handles election 
fraud matters for the Department. Mr. Fisher also stated 
that he had asked 'Mr. Horwitz to be sure to return the 
file to him as he was held responsible for it. I then 
went to see :Mr. HOr\utz in order to locate the file and 
get are-charge bu..t was informed by Mrs., Smith, in the 
Prohibition division, tm.t l1r. Horwitz was out of the 
oity and she thoush~ that the file I was looking for was 
looked up in his desk. 

This is for your inform tion. 

Respeotfu.lly, 

\. 
\ 

\ 
I , 
I \ 
I 

I 
\ 

AUG 24 1929 A. lA. 
DEPARTMENT Of JUSTICE 

J)i,b' ~ fiLE ~ : 



, 
o 0, 

September 3, 1929. 

lJEMORANDUU FOR THE DIRECTOR. 

Attention Mr. Nathan. 

I wish to s,ay that this> rile was retu~ned to me personally 
by Mr. Fisher and ~e~ore releasing, ~he cha.rge I had- the fi·le 
checked over carefully ,to see if all paper~ were intact. Finding 
it O.K. the rile was ~hen put in: its proper ,place in the' riles. 

,. . -" 

This ror your in:for.ma.tion. 

Respectfully, 

SEP 3 1929 P. M. 
DEI >.:\1 f,iEt-! { Of IIJ:> nCE 

fILE 
~EP 31929 



. . .. 

June 2f" 1930. 

MEMORANDUM FOR THE DIRECTOR'. 

This is to adv+seyou ~hat ,on ~~e' i2th 
Bureau File No,_ 62-23285, sections 1 and 2, . ,pertaining 
to the case of F. VI. GRIFFITH and F,. E. BONNER, o~ the 
Federal Power-Commi~sion was charged<to l~. Luhring. 

Today wh~m I went to see 14rs. Gilbert, 
1~. Luhri~gis secretary, w~th referenc~ to getting 
a recharge, she informed me that this file had been 
transmitted to the Senate. 

The· above for your information. 

Respectfully; 

JJiv. ()n6 

JUN 24 1930P, ~/: 

JUN'2 4: \930 
DEPARTMEh I vf JUs'nee 

JUN 121e39 
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l~ove::.ber '7, 1030. 

" :;;,.~ -,"'~.~ 'lz} JJE!!O~~~ ll'O~ AmltiT.Al1l:' A1'iO~Y, q::~.JL, t:l1JG~ 
NQV'1 loaa 

In -connection ~ it1)" thq ~aDe ot "th~ J.:;1er~can ~oatl.e,1itl0. 
'Co:lPIDV "fa • .,Unl,ted Gta~e8; Cops. fJJ.7e:l.'J, ~erQ' ~ .forword.ed to 
You on~ QQ-tobor:1:t9 t· 19~Ot .tur9au ot Invssticat~on tUG. ,o~ B1charCi 
G. \1t1GIler'~ .'D~eau tUe '6;a-e~zPf . I 

Yosterday t a request \'las t!:ldQ' ot your office ~or ~ ~~~Ge 
OIl 1;~is 1'ilO und l!r •. Ooott. at your l>'iuo1on 'do c1ined· to s1en~ t~1n 
re-Qha.rce- slip, a~t:iI13, tba:t .he woui<l :probably l:e~p this ~+"eou. 
file fo!! e~yeraltlgnthB and th~t if tho. ~au: o~' In,vestic;ation: 
desired the l:'etwrnot the fUe. 1;ha a:::no lfOuld j~ rottr;'nod and a. 
l~t1;er )fr1tte~ tQ :tho :At.torney aene~ .i1~lQ.tl3 for the 111Q. 

Xt htlfol. boex;r 't~opr:;icttc() '()~' ~h~ El\re~~ 'ot lnjest~eo.t~on foX' 
.. ee.ve~ yeartr. )19t. ~o' D:~(rft' ;s:n o~iC;~~ .1;if£f to· rcai~ ~n ·tho poa~ . 
,,",j!J~1on ot. a, ~pQ;'tmQ~tQ.l .Oft!Q1o.~ tor a period o~ 1»O;r& than .24 
hO\lrs 'w1t~o\1t h~'V~ilB"th~ .:t'U~ r~-~arcca.. ~~~ :p~edu;'O io nos:
oeco.ry beoauAA ot ~ho' (}Ul."r~n.t, m!.~"'r() 9t' '~c.u ~lles on~ the Pl'O
eoti~G,' }laG J;>lien, o.~ov~d 1>f,i;li~ 'l>O~boI}.t.· ;In vie. ,o,f tho fn<1t 
tha~ a '~\Qbc~ 'J)t ,tUroa~ :fU~s ho.vo been. lOQt and', 1ucol:la 1ttata~o~, 
,pa~;,a r~:lOv'od therotr<:d ana ~dt ~~ne.d tQ t.'io· tUl:oau,. it htus boOll " 

. lfoU,ud ll~~~~aary 1:~ tJe ,:p~t1¢Ul~1~ :C~~1'Ul :in ~nt~dUai'9.ill8 tbe .~au. 
papers, ~h1'ch al,4~ '!3~ee~ t6 PO)i~~tQ1 O~:t.d~dl:s.: ~ cl:lt : ot courqe" 
~rst)ilally re8ponES:1'Ql~ '1;'0:1;' tUes thUs ~0C,'4C~ ar;d 0Vlilr,r ~rnd~vc~' is . 
;r:nc1.~ ,to ~Oi> a .Close. 'cl;lock .o~ ~cb. -i>tt1c1al llnP~;OS. 

In~.l!tri' 9~' 'tho toxe0o~h8, .. 1 e!3 ~Ul"6 t~t: You "'~li ,~l!Prooitit~ , 
lhe . dd8~b111 ~ o:C, '~he ~enu' s. proci4-~cf J,t;I: 'Cl'p;tneotlonlft. th tile 
1:.andl.~~ ot. ~~u fil,ets. ,Unlep~·ij#. ~c~tt is 1f1l;lint$,1o' c¢.~l1 

_ 'n t~ 1;po' TUl~~·,.AAd' ;,~~atlC?ns 'O~ th~ .~~u ~ea:r~U~~ ,t~ ));Op~r 
:p~():teotlbn ,ot it$' t1~j3t'J. ,it Is roq~Qo'tQd t:ha1,i the, tile,'ll?, ~Qs~1o~ 
be r~turncd ~Q "the 'EUr~~~ J11; onQo~ . 

'VerY ~~ }"OUl'E1 i 

j 
I 

.~ 

J 



n . .s. tJttt,ltrtmrnt of ~stiq 

:But~a~ llf~nu~sti¢illtt 
rmnshingtnn,,~. QI. 

This'is to advise Yo~ tliat'<on::"Qctober. 30th, 
the, BUreau FiiEPon RICHARD G.,WAGNER<f,- "Fiie N6.62~6938tt 
was 'charge4:tq,' .A.Sstst~:t',!tt;;~rney g~ne~ai' jkgg~ , . , ' 

1 - ~<o;: , iF' , 

- ;; ·Todai,· ,wh~n, 'a ,re-cl1arg~ "was a~~ea '1;6~ on th'is 
; y7U/;,'lUJ avM;(l;;[j;. ~i1e, ~~!' ~co~t ~n l~ • • !.tu:gg;'s d'.tv:iSiO~~ r~~,seci:7to ,Sign 

" t&.t.a q '~l re-charg~' 'slip, stating ,that 4e ~w'puld prob.?bly keep ,the AN '~-'_ t }]file for'~iye,:.~~ six Ill9~tli.~'~. "~d it,J,!~s:.:t:~",use coming , z-"~ (). 'over to 'th~., ,~~~ike ,Buildilig every'; ... d~~ t?r' 0. re-charge 

~J":' ~ o~ 'this fil~. ~!I, , ~, ", ".,' ',. ' • 

Mr. Scott was" told'~that this was a Bureau of 
'Investigation ruie, i.e. :gett1ng a re-charge, every -
~wenty-four hours on a ,Bureau of 'Investigation file 
that'-is charged to 0. Depar.tmental ott.icial:." Mr. Scott' 

l\
:then stated that ~t Mr. H~over .wa~ted 'the' f13:e back, 
he, would re,turn it and write a letter to the Attorney 

. 'General aSki~g ,for the tile';' "r--. .,.. • ..:.'...,...._-, ~J-,~·;....3~l-i-.',~q~*-,~"'::.''Y-.::''""' 

The abov,~ to~ YO\Jr intor~tion., HI?:" \/1 ()( IfZVrC;TIGAJIOt4 

L~.m:.Oao~lti NOV 7 
NOV.,7 '1930 

Re~pectr.uliy ! "'--'---r---~ 

NOv C j~ 

COPlE'S DESTROYED 

;,t 70 JAN 141965 



JOHN EDGAR HOOVER 
DIRECTOR 

f,EC2lVEO 

'NOV 1 21930 Pit 

o 
n. ~. ~arlmrnt of ~sttt.e 

c;3ur:eau nf ~nll:estigatilltt 
~hin!ltnnt ~. (!J. 

November ll, "1930. 

o 

MEMORANDUM FOR THE DIREOTOR .. NOV 1 21930 nn 

The tile ot Richard G. Wagner. 62-6938, which 
was the subject ot a recent communicat1~n~ddressed 
to Assistant Attorney General Rugs, lvrr'~~cott ot Lh-. 
Ruggts ottice having retused to till out-8-~e-charge 

"slip for the same, was delivered to my oftice""thi~ 
atternoon by ~essenger. 

Res:pecttullyt 

L. 1 • 

Olyde A. Tolson. 

~~. """"V""~_\ ~ 
rv "~~oClII ~ ~~IJ4.o'''''' 'L04;~ 

ao,l 
~ 
~ 
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JOHN EDGAR HOOVER 
DIRECTOR 0. 

!it. j. tJw~:q:m!ftt of ~stitt 

13Ut£Rlt nf mUll£5f:t¢txxn 
rmitslrittgton, tJ. QJ. 

MEM)RANDUM' FOR 'lHE DIRECTOR. 

.~ -
" 
~ . "1-'" ~ . '\ 

P~ease ':pe~i t me ,to, ,call your attention t~')"" . ~~ f~, " '~'!I 
to my memoran~ ,under date of Juile 21, ~930 in (~~,\S\:. ~. ',,~, j: 
which :( advised you that the Bureau file No. ,62-23285, \ .;::.'\ (-':"'"",\ ",: :', 
sections one and two :pertaining to the~c~se 'ot F. W. () bif£.;: :~~::' • 
GRIFFI'l1i and F. ,E. BONNER of the Federal. Power V. 2 Q :f,{ 
Comniss10n, was charged. to ~. Luhring, and also /?I.:"C I ~ 
stati~ that Mrs. Gilbe~t, Mr. Luhr;1ngts secretary, 8/83{)P.1 ~ 
informed me that this tile had bean transmi tted to I ~ 
the Senate. d 

I have noted from the :pa:pers':pertaining to 
this tile a resolution by the Senate Interstate Commerce 
Committee asking the Attorney General for all :papers in 
this ca~e. It is also stated in a newspap~r clipping 
that the matter would not be handled until December. 

1 
However, to date this file has not been returned tg the 
Bureau. . 

The above tor your information. 

Respeotfully, 

DEC 201930 
.0tG 20 

DEC 121931,) 

~ 



fl, - --:-------:-----__ 

JOHN EDGAR HOOVER 
DIRECTOR 

nxn::eau nf 2Inu:esttgattnn ' ' :l 1"-•• -

Witshittgton, t;}. Ql. ," "" ... ~':I 

December 19, 1930. 

ME:t.DRANDUM FOR mE DIRECTOR: 

Refe;rence is made to the memcrandum directed to yw 
under date of December 12, 1930, by Mr. Seyfarth, relative to 
Bureau file #62 ... 23285, pertaining to the case of F. W. GRIFFITH 
and F. E. BONNER of the. Federal Power Commission. this f"ile 
baving been charged to Mr.· Luhring, when he was Assistant At
torney General anq was subsequently forwarded to the Secretar,y 
of the United States ~enate. 

::resterday morning, I conferred with Mr. Ridgel.y of the 
Criminal Division concerning this-file and he advised me that the 
file bas not been received from the Senate and in his opinion no 
aotion should be taken at this time with a view'to effecting the 
r~turn of the file; further, that the matter, he believed, should 

. remain in status quo. " 

Respectfully , 

/~~~ 
'T. F. Baughlre.T 

BEOORDl!3B 

DEC 19 11SO 
DEC 201930 
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Reference· is made to ~he' iocation ot a, Charga~, 
.out sl;ip for ,Bureau: 'file 62-3GO which Ina~cated thB;t, 
tho file was cbargod to' Mr. Rooney on J'una 28,1922', 
and that a new filo' was started in the BUreau on the 
mme case subsequently starting with so;,,1al f/4,· al .. ' 
though throe serials or tho .tilo were ,~oD:ta:b;lod in 
tho t'older c].larSod out to Mr. •. ·Rooney_ 

;1'.. ai:J. desirous ot .having a com-z>iot.e .cho~ made. 
of"all Bureau '!':i~es dated J)ri~r' to the initiati9lf 
'of thO 'present· sy.~tem ot. checking oJla,rge-outs in' 
ordor 'that 'it mY' be ascertained 'whother~Y' other 
files ara in the possess ion 01: Dop~t:J.iJnt~ .offi-· 
ciala which should have been returned to the Bureau., 
I .tim informed by- Mr., 'Tolson 'f;hi1t this work ·can pe , 
completed by one cierk in' a, ;Periog,. of ~pprox~t~i7 
9na: day- ". 

jllease have this check made il:l:IiWdia taly and 
advtse D:W'l>y momrandum as to 'the ~sults there 01;. , 

"'{ery truly' .j!Qurs, 

/ 
j/' 

D1rect~r_ 

I 
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~ltl>~iu9t.on, ~. QI:. 

March 29, 1933. 

MEMORANDUM FOR THE DIRECTOR 

The following is written for your information: 

This morning I received a request for Bureau file 
#49-5819 from Mr •. :ippel. The fUe was charged to Mr. Ramsey 
on March 28. I asked Mr. Medler to get the file from Mr. 
Ramsey, telling Mr. Ramsey that Mr. Appe~ needed this parti
cular file special. Mr. Ramsey informed Mr. Medler that if 
he had the file he did not see it', and m~de no 'effort to 
locate 'it. He also told Mr. Medler to leave the charge slip 
from Mr. Appel for the file on his desk, so vffien he was 
through with it he would send tl].e file to Mr. Appel. I _ 
immediately telephoned Mr. App~l, telling him what Mr. Ramsey 
had said. Mr. Appel again requested me to make an ef.fort '~o 
get the file. I then w:ent to Mr. Ramsey's office tmd found 
that he was out. I asked his stenographer if she had seen 
the file, and she told me that she' had it on her desk, and 
that she woul~give it to me in just a moment. The file was 
delivered to me, and I gavej it to Mr. ~<\pp~l~ About five 
minutes later Mr. Ramsey telephoned me, telling me that he 
needed this file again and to return it to him; that he would 
send it back to me when he WB:S through with it. I again saw 

\ Mr. Appel, asking him for the file and telling him what Mr. 
Ramsey had said. Mr. Appel said that he needed the file and 

, V'f 
1it.r. lfathan......... " 
Mr. TolsCll' ••••••• •• 
~. :E:dWArds .. , __ .,. 

Mr.Ologg .......... .. 

.. _-'!'"'------------------

that he would return it .. when'he was through with i~t::.:::.~ _____ -=--~ ___ -1 

Resp~~tf.!l'r~ORDED bb .. Qt 3 I 9 ..,..;:fI 
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~~ ,I, < APR 1 1933 A.M. 

C. F. Seyf • \ I I r, I OF JUSTICE 

I ~? ~o~ 
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~CH 12, 1.934. 

ME2.~O~U1t JOR -Mir. NATHAlt 
CLEGG _ 
TOLSON-
QUINN _. / 
~~ARTH, 

;MU1.WHY 

j 
. 'E,ffegtive 1.mme~.ft.:tely, ;r~que.~~~ ~Qm D~.R~me~:xt;§:1 __ . 

offj.cials for Divi?ipn~ms will 'he pass~d .upon by 1Jr~ 
-: " '\.::., S~rQUJ:nb -~c1 approved ~y ~ before such .f~eJ3 al;'~ ~shed 

. \to offic~als o;e 1!he Depari!ment. I~ -the absence, o'f· 'Mr. Quinn, 
th~?e ~equests sJiould be s,eJlt. to! Mr./i81~~~ _ tor ~:ctiqn~, 

V tar:! truly tours, 

t>.~-., El.,~, 

ik~~~1ior. . 

Ibb~~:i.-11-i f_: 
." I, 

t .' J ~ 1934 }! 

-. 
~ ( -

' .. 



:~HN EDGAR HOOVER 
J DIRECTOR 

Q o MR. NATHAN. __ 

ViR. T01.S0N _~ 

MR. Cl.EOO ...... . , 
I 

TNS:CSH 

~i&i$im1 nf "J1nfr~$tigtttinu 
2i. 3&. ~tpurlnteltt of IDU5t~ 

~tt5Itin.sfolt, ~ .. Gr .. 

March 15, 1934 

:.:n. COWLEY,,,, .. ,. 

i\:n. EDWARDS." 

MR. t'>QAN ••••••••• 

I ~ .R. QUINN •••• ,... 

~ ,R. LESTER ••••• 
, (;t. LOCKE ••••••• 

fv".R. RORER •• _ ••• 

I -->". -'.,' -_ •••• _ •••• 

MEMORANDUlJ FOR THE DIRECTOR ~~. 
A_IJ~~ 
~~a--I$" .. ~'I-

~ 
This morning Mr. CQw~ey requested that I confer with 

Mr., ,.Fi-sher~ of the Criminal Division relative'to certain informa-' 
tion-hi'our files regarding Factor's extradition, which was 
desirea by the state Department. Mr,! Cowley desired that I 
ascertain from l~. Fisher just exact-ly what information was 
desired. ' 

Mr. Fisher advised me that Mr. Keenan had seen an 
unsigned memorandum ~n the Division's file on the Factor 
kidnaping case, which- contained information regarding a ~ivil 
suit brought against Factor by people in 'England who have -been 
swindlea by hiM; also information indicating that the kidnaping 
was a frame-up-by Factor to preve~t his be;ng returned to Engl~d. 
Mr. Fisher stated that the State Department desired to see this 
unsigned memorandum and that representatives' 'from that Department 
were coming over at 10 4~M.r that~e saw no objection t? giving 
them the information, in ~iew of their interest in Factor and. 
the coop~ration extended by the~ in allowing Factor' to remain in 
this co'untry until the cqn~lilsion of the Factor kidn~ping c,ase; 
that he was sure that they would· treat the information C}0nfidentia.lly 
and that it was his, Fisher's., understanding that t~ey did not 
desire it for trans~ittal to the British authorities, but merely, 
to b~ intormed concerning this 1:riatter. Mr. Fisher sta,ted further 
that the state Department had made inquiry regarding th~s matter 
some time ago and that he had dis~~sed the matter, ,thinking that 
that Department would forget it; however, that they ~e now 
insist-ent and Mr. Fisher advised them that they could come over / 
'and review the ~iles i!l an effoIt to locate the unsigned memorandum. 

COPIES DESTROYED 
2 70 JAN 14 1965 

I explained to Mr. Fisher the difficulty that we would 
experience in trying to locate this memorandum in our vol~nous 
files in view of the meager information with which to identify it;, 
however, that I would immedi~tely begin ,a sear~c~h~fo~-r~i~.~:"""!:~_r~_-' 

~RDED c..~-2. 3/9- &7 
I advised Mr. cowley of this and th n-undertoo~search-r-

of the Division files in the Factor kidnapin casell\01~oFaiiaf ·s.T'·:'-,\T;ot~ 
the Fa-ctor extradition case (62-25202). MAR 17 133+ A.M. .. " 

u, S. O~Ptl, I h:cli r Oi J~STICE 

MAR 111934 Fl£ 

\ 
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Director. - 2 - 3/15/34 

At about 10:30 Mr. Fisher callec;l me and inquired 
concerning ~ ~uccess, and I advised him th~t I had been unable 
to locate tpe,~signed memorandum, but I had not completed ~ 
search whichwould,require some time. 

I then conferred with Mr. Quinn, who s,ugge~ted that r 
again contact Mr. Fisher personaJ.J.:.y, expl~in to him the diffic~ty 

.in' locating the,m~morandum, and suggest that arrangements be made 
to contact t~e State Department sf,ter the ,s~arch had been completed. 

~ catled Mr. Quinn's attention to a memorandum of a 
telephone cal~ from Special Ag~nt in Charge Purvis ,at Chicago" 
in,which it was stated that rumors were afloat that Factor 
h~'~o~ been kidnaped, but was 'using this'as ,a stSli to ~revent 
'his return to England. ,'Mr •. Quinn ~uggested' th~t this be shown 
to Mr. Fisher. 

I again contacted"1r • Fisher" who, introduced me to Idr. 
B,eker of the State Department. I explained to' 'him that it would 
require cO,nsiderable., time to 90mplete the search ~ci 'sug gested 
that the Division later communicate with Mr. ,Baker. At, the same 
tim~ I ca1feq his att,e!ltiori' :t9~"~he only ~signe~ meI,llOrimdum 
referrin'g, to. ~~e angle of a poss~.bre :fr~e.:cup which I- ha5i b~en 
able to' 'fin~.- }Ar .. ,Fishe~ read, t~:J.s 1nE!mc>r~,d~ to Mr.B8.kel":, ~ho 
adv~sed t~a.~ ,;!;hi~ :wa~ n9~" ~h~' ~nf9~~ti0!1; they had in mind. I' 
then sugges~ed~ to hlp. B~er,t~a~ it·he could furnish us ~y 
additional, info~tro~' as tp.what wap ·contained in the unsigned 
memorandum \~;t' a!lY n~~~ ..'iifl~t might, ·appe~ tJ:lereip., it m.ight 
facilita.te the search." - -" .• ,: -" 

.... "1('" ~ , .. 
""" 1 "" ! 

~ ~'....., > \ .. \ '~h~, 

:' "Mr'. 'BB.:keJ; ,th~p" :~~lf4ned 'that Factor "a a:ttorneys in the 
extradition.,prooeed:!ng's 'had: fi:led"a ,brief :V1ith the State 

... """ ., 11' • ""'......."" 'f'" , • .~ , 

Departl!le,n:t, in i/hieh they, all;E)ged tb~t t~e ~ea1 lI!oti ve behind 
England' '8 ~~eekirig Factor,' ~h lr.etur~·' was, ll.pt,~or proseC?utio~ on 
the ,offense, yn:th- whl.cA h~,"liva,~ cna:rge~, but 'in order that Factor 
could be made t?"di!3qlos~~ t¥~ whereabouts of the money which he 
had frau~ulent1i oDt~;i.t:leQ:~ ~at the unsigned memo~andum mig~t 
be of no value to the State Depart~ent; howe~er, that they mere~ 
desired to see it in order that the.y could adVise the persons 
interested in it that they ~ad seen it. Mr •. Bakerstated that 
he would return to Mr. ~isherts office the following d~, 
March 16, 1934, at about 10 A.M. While Mr. Baker could furnish 
no additional information as to what was contained in the 
memorandum, he suggested that refere~ce might ,be made to the 
name of Ove~er. 



o 0" 
." 

Director. - 3 - 3/15/34, 

"I " After Mr. ~aker s departure Mr. ]fisher stated that he 
had not heard of this prior to that time; however, that it seems 
now that Senator Copel~d, b.1 reason of his connection with the 
Crime Legis:J.ative Committe~, had obtained the information from 
Mr. Keenan ,that such a memorandum' was' in the Division's files; 
that 'he was sure that 1.Jx.. Baker 'desired no other information 
from our files than merely to see this letter" or un~igned 
~emor~dum in order that the 'State Department could so advise 
those interested (this would indicate that the State'Department 
desires to furnish the in~ormation to Senator ,Cope~and). 

". ~ " 
I advised }!r. Fisher. ,that the search would be -'continued 

in an effort to locate tlie ~esired correspond~~~e: . , . 
..-

- T~ ,~ •. " t~plet9n. 
, - • > I 

~ 
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March 19, :1:9.34. 

MEMORANDUM FOR THE DIRECTOR. 

Supp1ementi~g my memoranda of March 15, 19.34, with 
reference to the unsigned melI!0randum which vIas seen ,in the 
Factor kidnaping file by Mr. Keenan and which vias desired by 
representatives of t-he State Department, I advi~ed -1.fr. Fisher 
on the morning of ~arch l6, 19.34, that I had made a thorough 
search of the Factor kidnaping file and the Factor ~xtra
dition file without locating the unsigned memorandum and sug
gested that Mr. Fisher call the representatives of the State 
Department in order to save ~hem a trip over to the Dep~tment, 
which.had been planned for later i~ the morning. 

Mr. Fisher stated that he would confer with Mr. 
Keenan and advis~ the State Department that t~e memorandum ~ould 
not be :i:ocated. To date I have heard nothing fUrther from Mr. 
Fisher. 

Respectfully, 

~'.: 
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"' I:I/l r~ to tha ."a~' .... ru~ fro. ar. at.,Ple._· "tM.tr~ l',' 1934, " 
~ ~ ,req,lIMft ,01' ..... ~ fv~ ttlaa 'ot '\hI!) 1):l:f1.,ioa 1r.& ~ 'Faetor ~, .1 
... t. te.taU tb1.oo .... ,.. ... ~.,. tile :acu_ whtda .. 'tatea Ut,·itl.'la Ht''*lr. 10 
t1lM of tAt. '.D!l:t'ia1ee·.tU"IlI W ~ ._ 1.'Ytd1.&ble to .., Jepa~W ott:tcd.&l wlt.bou.t . 
",. flPHU1. -~r1.MUG.l). :of eQVft,. tbDn 1 •. ~'j; be _ .. p't.1oo 1ft .tltl ... tar 11\ 

. resard to .. .1tt-o:rn.e:y G .... el. .... ~ ~"'1 the ., .. 1.tat. fA) ~ A'tt.o;rae1 GSQtft'al. 
"rhi .... ~.~ •• been ~ troll U. te tiM ~ ~. put. IJIll if rq 'l'MJO~ . 
Uoa ,DW'It .... ~eu,.f .lNin.t .t't~ Qeera1 ~ .. 1tl61"S ICO ",~ol'l_' 
- ttl> MeJ.U. w ~. -. .. tl!1It>IA t:11e. tc~ta1 offiei .. l ... · fbtt 'rea .. for 
't.hiIl .etA. at due \0' the fact that MJQ" ., .:)VIr tUR ~ k-. lNti p<>rtiou or .ttt. 
bad btMe ~t tQ U. 0ap1:Wl w1tDw.t. ~ t .. ~,. '&'Qd. 1.tontat1on eaatataf:ld in our- . 
ruest.Q.Qo.mia( c:.oat~twUtonl rrW QitotMr ftr'T, .b. ,at1_tlal lJ.at.tfl'1 bed ~tten 
out ~ lOIIe ~iIIt !Ia$re:t'o.N;t ~ ptflt1ca ~Q"" the 1)S, .. ,-1,1_ has alwqa· take a1». .. 
tb4t t1ae ..... that, tb$ til ...... ,t.to 'bet .\IitIIf.h ~1ll7 a"mll&~, 'but 11' ,t-he . 
Do~ __ tal e>tt1e·lal wUl irl41c. .. _t pa.t\1fA1l.c' tlUsiJ .be 1. ~'t.t~ tor" the nl..-t~ 
.,1_ rill ... the .... ·of ita ,t"Utwt __ ~ ~ .... W"1'IIIlt1_ 1, a 
taet 111 -u:.e ru.. -..at ~1' ..... flit t)\U!' t11 •• or PtPfl!'a.i'S' to M ~ aftiia.ble 
1'or .X'U1ll&~ h Mlk'"\o _()~ eoftr ... t8l np:NMQ_t:t.". Ia liM lVitri w.. ~ 
tieW.&:r _t~,· it. Will tao :I~lati -tb .. -t ... ~ IP. ~5t .... b.r the I1b¢ 
01&1 •• toni,A., •• ,*ls m.~ ._ 4!~_ to.-q .~bl. it. .,. 1'~le. te ' 
~.MD'_U'fIU' of .at e~ •• i ..... te attomq' .ppear11l1& .tore tiItI' ao.ias1oa. 
31Metttat t4. ....... ~ "'" .., or the verT ~aa\ ~ .1;, ..... i __ .. 
er1c1Ml do.a.w.Mte·ot ~bl.e u~pll_ ~ biftori_l ~U.8. b&WJ 41.ap~ared 
trta our filu... 1t\11~, ftt ~I t ~ .. that. t.lHft ...... ~ fr. ·ow'tUn ' 
• the r..-:k'tl._o·t 'ilia tiH4 e~' ~aa1.o&t "' .; tIaa att.om.eJ'lf. a~ __ 
rON 'Wlat ~ttai_,. Jet: 1t 1 •• 1gaU1eet~" tb.tiI.e ~ df'ifll""1lJ'<I4, lAd tbat tMU 
MMppaRqa ... ttnb.ed atter' thi. ~,'M\'~ of the !1l.e8 b.r: 1il'ieSe. eta.t4e pu'ti .... 

.. ' ·~tqllSli~,,:cw, ,fl1 •• of thU lll:rl..ioll ~ ~ be ..-,eer.u;r aw.1labl.t par-
tic~l:11R 'l!tei:l~ aDtJ·oth.er U'1a1Jlal taMS !1molv.:1ng. ,f,11e •• b7 .th .. l)i,:risioa . 
01 001\!1cletlalW01"MlIlU, for 1 eoui ... that,. it!. QQl" pe4awtl IUp!JUibil1ty '" 
p_teGt -.d at .. ..,....thia ~1d"':1tla$. W5l_tton gril' ~ ~~!tT et curf'1ua • 

. 01' ~ in ..... u.ftt~ ..., Nt~«m~~ ~1'Q at-ten ·AU •• 
fia7' .P1tTt&1a \0 1'81" ltt*~ ..... LiUp't1oD a4 ot.bld' ptaeral ~t!s&tiw .. ttttM. 
dtel&iM lf11l ..... ''IpaG __ &t ti:lae tu .. ·upeA ita 0'_ ..:rita. arId .•• 'pn'fioul1' 
~ed,. ill .fA cu .. wm " J.Wet~ te tIr. QI.Um, ·104 ill l\ta ~, tQ »~. !.l-.oft, 
for utio1lt.. ~.' " . . . ' .' . ' . 

;;;~-..,..:>-: ,;;; . ,,'~ '. . . 
, :!i.' F'n ~IE:B .6 tit 0 "r.' 'Q.'.,1 + ... ' " 
, . J~ ~~/t':~"'~I~; ':I;;~~" .' ,!;I', . "fe17. ~ ,..a, . , , 

.. 1 't:'. C'~ 'l.'Il.!1~ .~t~' ;=. ;:" . . , . 
. ,,' ...... I . . '., .".: Ii" 
I~cl. .! ~¥jg1: .: '~,::~I1~!13imOiJJ' 'Jf' . . ~~.. . 
C?~I:Z3D~;);;~\~~f),I":!(1. 'J~i~~:r~~~~,' ./. '. / /{ 
"'i v JJ-'Nl,41~b5.·· . . "': ':,c .:c, "' .. ;;,.. ":":'. .). 
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Ref'erenc~ is made to your oral ~cqucst of :t:cy 10, 1934 
that I ·c~~fer with ~. ~a~~si i~ his o£rice-co~cernlng the ~~tt~~ti~s 
ot ijeinZ:~~'p{Ullaigeb~1 and cx.~ibl.t, to Ur. Carusi s~ar,y ~et,X)rana~ in 
t~e DiviHion file 62-26760 rela~ing tq. Spnnknoebel. Up6~ ~r~ving 
~t tAr. cnrus!r.~ otfice I pointed out to hiei the 11u=t\'l7 JtiGr.loranda in 
the file, .hi~ consists of two sections, after whiCh he reqtloste~ ~e 
to leave the £U~ "With .hi::tt, *~c~ was done. Mr. carus~ asked ma it' 
the file c9nta1ne~ information other than that poncerning Spa~oebeL 
end I advised hUt that it, did. lIe them asked if' 'the,re was any thin.; in 
it oth~r t~an~~zi ~attere~ and I advised hl~ th~t the tile cOntaine~ 
general into~t1on on Na~i and Comm~ist propagsndn. 

Yestordr-y, May" 14, ~9~4, ~ ~o~tacted llr. qn:rusi in 1:1iD 
off'i~e tor thq purpose ot obtainill.. tho- fl1~ 1 advisine hil'!l tllat the 
Division. bad occasion to reter, to it'!> ltr. Car-"~:ltheil 4dvlsed ~lat 
the lile had boen scn~ to ConereaDm~ ~~Cor~ack nt ~:e nquse at 
Revre{!entativeB,w~o \\'.a~ the head of 8, coc:n~ttea inq':lir~ng into !lazi 
~:ctivltie~h and that ~e fi;le haA' ,not.be~ ~e:tur.I1!ld. I t..ien,as~ed 
U'r .. Carlisi it both sections of ~e £ile l1ad bl3ene.ont or parta thereof', 
and, he' ~tatQd that, th~ entire rAe' had boen .sent, and th,8't iilr. I!pqvor. 
know 'about it. tt~~ bef.,ng t'amiliar l1ith the arrange:non.tp, 11' ony,. *hich 
had ,bee~ made by the Divis~on and Mr. Carusi$ I wanted to J:1s}ce, eur~ that. 
t understood Mr. Caru~i apd I as~ed,hi~ ,again ;t Ur., flooYer knew th~t 
the tile was 'to be sent outs~de ot the .DepartQent, ,end be stated that 
~ .. flo,over <U.d" ~s he had ~alled ~r,. lloovor a.."l9. told hi!l ~hat. he 
~antod t~e tile tor, to which Ur. Lpove~ h~~ a~eed. 

After confe~ng Withyou~ 1. contacted Congr~~smen, ~cC9r,mac~ 
thi~ J:lorn!tig~tr h~s :ottice for tn~ purpo.oe 'pf optainlng the .til$- ~d 
explained ~o h~ tJlat the D!vlsi9n til+: l':h~c}1 had Be~n gi'Ven to him br 
Ur <It a~1fusi :,aa 'on S,9ti va .£'~le and that tr.,e ,.Di vis19n had, occasion to 
l"~f'er ,to ~t and woUld li'keits return. I c:xpleincd to CO:lt.TeSS!'ll8n 
.u~Cormack tho:~ there were, c~rtain leadq in tht:t file whic.'l '\l:'e;,~ ~en 
being inves:ti~3.~a by th~ ,Dlv.1:si.on, ,~d tbat ltwas l\erlossary to 
f'Urni~ 9ther fiel,d 'Qf'floes, which did ,not have co~eS- of tJr.e re:?orts 
il+ the, file, 1rh~ into~tio:o. th-ereiu ~ o;rder. that 1;hE!Y coul.d, be t'uU1' 
hi!'9rt1ed. :Cpne;-esSman, i.1<?l!omac!t' advised me that the t~e ~d not: 
been out of his. po~aesS.i<Ol1 and that he had not 'ba~ an opportuniv ~ 
re.view it. thol;'o~GhlY, partic.'.1larlythellecond tectio~, ,but t,';;at he 
,had noted that there ,was rome infqr:1atioll, t~,orein :d-:be-VGP"J'Z -Ii Z . I 1 

r:f :Jt{,EC )l.,.l' "',.1) , 1-. 6 ~-5.j3 -~~, _---1 : 
&, -.. ~I 

, " MAY 2'2 1934' llr;:"~, 1 \' ,'I 
'~ 1 ,C ' , .. 
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'Vaiu~ble tq· hirr co~t1ie~. H~"ever, that the. copimltte,a 'had mu~ 
.more inJ:or".J&t~Qn qonc'el11ing Naz! aQt~vities than :the nbtlsib~) 'Which 
h9 e~l9-ip.ed, 17a~ ;lcces.se.rll.y SI) i~ tb~t the Co~t~e$' ha9. made It. ,8., 
PQirlt to cQl+'~c1i this"~nrorine.t1on, w~e' ho flUly realize9. ,that ~he 
D~Y1E?~l?n J't~ bee,! ,.hari(iicappe'd ;in- ~hat th~Nazi. matters ~~d p,ot .c()me 
v4tli~ itQ l~~eet1,gati-\"e juris!3ict19Po! Co~gret~H3m6ri. lIoColtliack I.?ta.te~ 
that he 'had C;.on.feri;'cd w~ th th,~ Dir~~tO,r in tlli:~ co,n~~c~lon: $a 
¢oUld apl'recia,te ~he J>O,JJition '9~ tJle l)~vl.sion., 

- Con gr.Ets Sl'l18A' McOofIri!l'cl:: turned the. ille, ovf:'!,~ to tiO and 
,sta~e,d that:be: ~ou,lct 'like. 'to obt&.ii;l at an ~a~ly dat~, ,and npt.. late~ 
then tQtti&ht" ~r p~a~~~Q~ble,. QOpioa ot ~o ,~epo~ts in the £ile, 
1,d1~ch .e~'u.l:ci 1;10 use,d, 'by.tl:~' com:Jl1tt.ee. .I then exp~a~ed.'~ Con~ossman 
lAct,;orms.~k that. it wpuld '1:io' 'l.m.practica~lo to' rb1.;u}m t~eD~vi~ion' £i'lo' 
~"htm ¥l that i.t liO\1ld 'have ~Q: be ref'e;rreq, 'to p~O:6:tU9~·Hy. evo17 dSY,'. . 
H(:nt~v'er, t~at, i.'tf ~p;h~ b~. possibll) 1(o:arr~ge 't(j~ COP~QS 'to l?e t'w:nishc~ 
:h1!4" $~cl1tlS ''f!as. done ~n, ,c.onne~,t1Q~ ~ith,\ t4e 'D~~.p,P~n~ po~ i:q.veot.:1;~~t:t9Q.,~ 

" Congressman, J.l9q~t~cl;~,sked )l1e ~.us't wb~"t i;nvestlgatlori 
th~ 'D~visiC!n w,a,s ):l~king co~ce,rning U&zi:1 ~cti:vitieg Ilrld" relat~d '~at.ters, 
~d I adv~~ed hii:\ thl1.t 'I. lf~S not, tully jJ}torm~,di ~ha~ '~~ch in'Vest1ga
tiona. wel;'e Jt1~Q,e ,as l:'eQ..uea~ed py: th~ A~:tornet :Ge~erAt 1!~wEfve~, ~hat 
r ~~w1t'e 'were 8,ttll, 'm.AAg 'a'Q~Ly,e ert;~~s t.o" ca1:\f!o' J~Qe,a:pprohen6ion 
q,~ l!~~~ 'SK~oebe14lo. Congli"~s,s::J~~ UcC<:,r;n!lclt., a:tiated' ·t}lat; he 'W~s, ,Goi~g 
to,qont'er,'jv~th. the A~tl?rn,eY G~n~ra.:L: and ,the Di~ctor ~,~~~er~~!~', 

, "pa,t; 'Yea ,baMiLl qon~ tp.. ;Ili's '9<?Jln:~ctbn '&net tha~ he, t-h<?ught 1.1\0 co~~tte~ 
~hC!u1d eUQ:ut -a tjll~a~ ot :t~s; iflf~rino.ti<?n.tO :th~ 'Pl vi'Sl:..Q~ in qrder 
tha.,.. e~ dupliQatiQn, ot :work 1io'qld not b,e p~~rtormetl'.. . "':'~ ~ ,,-,'~-

nEis;p~etf'lAly ,~ 

. ~-

l 
,I 

I 

I 

'I 
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, ,::'::JEli&~?~Otlif~£ ,~tffie5~ig~iuit , 

, ,." ~ji+~~parlttien±n{ ~ustin~ 
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. '\ " MEMO~DtJM, FOR ~'" HqOVER GLAVIN 
. ' NATmN, ' 

TOLSON 
EDWARDS :, 

-, CLEGG ,,' 

: HAm 
, HARBO 

..... : .~ i APPEL" 
BAUGHMAN 
BILLINGS 
COFFEY;' 

: mImE 
:J0SEPH 
,KENNEDY 
"LESTER 

, COWLEY 
DEADERICK' 
EGAN 

, ' LIST:ERMAN" 
>"; tarT' 

" 'LOWDQN ' 
'McGARRAGHY 
WcKEE 

" 
",r,;}':' ' 
~ ," ",,f., 

, ~ ~-; , 

• r~ 

" I 

, : 

NEWBy, 
, QUINN 
RENNEBERGER '. 

('RICHMOND ....-

',~~~~:/",' 
SMITH" <' 

TAMM 
,TRACY' 
WA.R.NF.5 

, MAIL,:CLERK 

'., 

1 ~) 

/ ' 

, " .. :':':' ", ' Ef~btive ~riedia~eli I d~sire that ~cit-eq,ues''ts for iriformatio~ 
- yontl:4ned in ,the 'tii vision t s files: and receiv.ed from~epartmentaJ. 'Emlployeee ' ' , 
:s~ould be honored unless th~i origina.te with the Assistant Attorney 'General . 

, lncharge 0,1' a particular,' DLvision or 'the Acting Assistant, Attorn,ey General in, 
\; ! ,,: ,charge of that Division in the ,absence of the Assistant Attorney Geli~ral in_ ' 

, , clW,i-ge. " '~ . ' , ' , , ' , ',,' , , , 

\' 

I~' 

. .. ,', '- ~~u~~ts f9ri1i:;or .... tio~ contru.,;~d in the Division's f~l~S 
, , made, by representatives of the~oleBoa.rd shou).d come' from' the ,Chairman ,;-i' .. 

or the Actirig Chairman of the Parole Board. .!~.,1 if. ,I . J.) . " f~. ',r., , 
; , 

, . . " " t"125 0 /'d ;"'l- r : li :', ~ 
, " Requests for information from the,' ur.eau of Prisons will be 

honored onJi ·w1:!en made by or'through Mr. Bates or' Mr.Benl"'l~tt •. 
- ; . .; . '. 

, ' , tn 'the 'event' anyemployee'or' the Department 'othertlian those 
'enumerated above requests' i.liformation conc,ernlng the'· contents of a Divis:i:..on " 
file, he should be advised that this information wi,ll be funiished,if" .,." 
avai~a.ble, :upon the re9,uest' of the' Chief of his ~t~cular .1?iyision'. . , . 

Very', truly yqurs" 

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

:ilui Ed~~HoOVer; . 

\. 

,": ,Director. l1l"'i"""...-' ~-'--'-""!'i\Ii!"--' ... '~' ...... '~ , 
, . RECO:[)~ ... .. ~,.t3 (r"~"'J' 

. \,' " 1,t'DEXlilD, ';- f..:;:',:· ,-' ';' .. ' (' ",'; 
~ 

, " St-P i fo- jt3~; "';" ;, 
~ ~ 4:.. ' " 

~ ",' . 
" t, ,.i, 't,~."": ",' J:.~ >'~: 

, " 

'1"' ...... ~: : .... ~.<o.\. ~; ... ;;,"'(-... 

'FiG, 



ADDRESS REPLY TO 
"mlC AnORNEY GI.NERAL'· 

AND REFER TO 
Itm1ALSANDNUM~, 

COPIES DESTROYED' 
IJ 70 JAN 14'1995 

"'~J/ l~, '.;,:"!l\{i''''-p 

--. ,--. :. - , ~ .. 

O"~' ~r. Na~han ...... 
. _ _ '.:'\. ,Mr. :o:son., ..•... 

(/' \ '" Mr. BaUghman 
, ---, , . /. Chief Clorl< ....... · 

DEPARTMENT OF JUSTIC:E 

WASI:iINGTON, D. c. ...m·:PE 

. .Y}/it II' Mr. Cleg~ ••••••.••• ' 
. Mr. Coffey ........ . 

Mr. £dwar ••••• 

May' 
16 
1935 

MEMORANDUM FO~ MR. HOOVER 

There is herepy reterred tq you ~or 

such act~on as you deem proper ,a me~orandum 

da~ed ;May l?'th, t~oni the Criminal D1.v1.sion in 

which .the latter a~ks tor 'mOre eXi>editiou~ 

handling of request~ tor files trom your Bu
reau. I can readily conceive ~hat i~ an at~ 

torney or other ,caller come,s 'in for '8, c,onter

ence relative ,to a case" it, is essential tor 

the attorney who is handlihg theconterence to 

get the ,tile promptly. On ·the' 'other h~d, I 
. 

,also, realize that'. th!3 nature 'ot your f.~~es i's 
~ ~ t -

such that it is not d~sirable to hand th~m out-
-

to any attorney in the building for th~~ere 

Mr. £1:' 

asking 'without a check on the req~ests. .Poss~b~y 

the suggestion,ot the Criminal D . " a. "~I"?"':J, ,"~~ 
nECORDEP- . 66" ~ ,; f '''8~ ~"T .... Id.. ~ 

will supply' you ,vIi th a list 'Qf a: 'tor lle:,Y.,~ obi i'''t;' · '~" , 
, - • F ... O; pi mlpo' OF JPVE:AIGATlON, 

Division who are aut~orize~ 1io~ tj'qu'est f&1l\Ets~~1935 .! M. 

pertaining to cases handled by t~e C:tUmi~~jAr!)ii'l!rOFJUSTlCE 

MAY 29193Ji ;;\~<t.t$ot~ l{"FllE 
o J> -~. ~-~ 

<t ~o-o 
.. \. J _ 



o 
-8--

sion would help expedite th~ handling of such 

requests. P~ssibly you might also find it 

desirable to designate more than one person 

to pass on s~ch requests, so that if one happens 

to be in coIiference, some,one else will be av~i~

able, ,and instructi9ns might be given to those 

of yotir'su~6rdinates who are Qlothed with_ stich 

authority to :i?a,ss on themqu1.cklY _,-

I am piaking, ~he foregoing tentative sug

gestions ~~rely for your con~ideration. 

j 

" -
'~a ~~ .. jAL /~d,/; 
~"- 0·/1 
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DEPARTMENT OF JUSTICE 

\Vash~ngtoD:' D'. G. 

FMP-muh 

May 15th., 1935. 

'MEL\oRANDUlk FOR MR. HOLTZOFF 

With reference to our recent conversation concerning the furnishing 
of Bureau of Investigation reports to this Division in cases under our 
supervision and the furnishing of dismissal letters to the Bureau in
cases in which the Bureau has original investigative jurisdiction, I 
desire to br~ng tq your ,attention another matter whi~h I believe is deserv
ing of consideration. I refer to requests £or Bureau files made by attor
neys of this Division. 

In the past we have experienced some difficulty in procuring promptly 
such files. The delay seems to occur in having some responsible Bureau 
official authorize the sending of the 'file to the'attorney in this Division 
who requests it: If such official is engaged in conference, as is frequent
ly the case, of cqurse, we may not get the file for some hours, or even days. 

~ 

Frequently attorneys and others are referred to this Division by the 
Attorney General'~ office or Mr. Stanley's office with respec~ to cases which 
the Bur~au has.inv~stigated. In some of such cases the Department files do 
not contain the Bureau Teports, or if they do contain some reports 1 do ~ot 
contain the latest one, or show whether the investigation is finally concluded. 
It is necessary, therefore, for us frequen~ly to draw ?ureau files in order 
to transact the public business in this Division with efficiency. 

I am wondering whether some system can be devised by which we can pro
cure such files quickly. If the ,Bureau desires, vie will be glad to furnish 
a list of attorneys in this Division who are authorized to request such files. 

FRANK M. PARRISH, 
Special Assistant to,tne Attorney General. 
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, JOHN EDGAR HOOVER 
DIRECTOR 

EAT:TMF 

~ Lt~ _L~ t' \0 
2'l~m ~~.cmt ~.l. c'!'nUes tgm:c t 

~t,~. ~cparlnttltt of IDusfkc 

~asllilt.stlllt, ~. at 

MEMORANDuM FOR THE DIRECTOR 

)?~. 

/ 

l!.r'. Nd!1~n ••• ., ••• ~ 

• 1411'. Tolson ..... -:. .... 

r.Sr. n~uzhmam •••••• 
y..{t. Clc:S'a ......... ~ ...... . 

-Mr. Cor.'cy .... ~ ...... . 

1\11'. Dt.WIICY ••••••••• 

Mr. E;1wnrd •••• ~ •••• 

Mr. Et:IUl., •• .,.···~·~ .. , 
f,lr.·Foxworth ••• ~ ••• ~ 

JIll'. Glavfn ....... ····, 

:'11'. Iiaxbo ...... , .... 

, TQ.lX1U1 •••••••• _. 

Wi th reference to your recent ~qu_iry co ilx '!'raey ........... . 
cerning the .-number of B~eau f~les seBt toLDepartme ~dY .......... , 
officials, you are advised th~t eight Bgreau fi. es '~:.~._ ...... " ......... .. 
sent to the Department" p:cincJ.pallY to tEe Crimnal ' ....... ~ .~ ... u ... .. 

Division durihg the period of from July 6 to July l~1...:··:.;;~··';;......-' --....,.I) 
Respectfully, 

~ 
E. A. Tamm 

~lU>JW dj~~r~ 11;,11 .~ 
1'\:.1.. .... , .. ,1.. r... '.,.,.~ .. \:W~S\\GI\1lQN 

tdUL SOlltj36 A. tt 

I' FILE 
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~. , " , ".wftA.lDmi 1011 '81 'pian 

, ' 

.. ". .. 

,'Vr. a..aa,. of the CrSlJ~ad D1:'1J'1on ha$ caUed to~ .all rUee "ln' 
, eo';nactlot\ with tb1. itlY8$tlgat1on. 1'00 tilo/$ haLve been rev:S .•• ad !q Jr., 
PRn1ag\~J1 end _nell Wore 'being aent to Hr. R4f1P81~' but it would 'appear., 
14 ~ !.hat 1ft il 3. waste ot tiM, toe.cwi cI)p1ee of ~pQr"8 on ~n,'ust101;", " " 
tlons to ~ Cria1nal Dj:riBion, .ince wbersfmtra, eas& COM! 'Utl it '~ •. , ' , 
neQestarr to saud ~eent1r.r11& to th. C~i~iQblD1v1&1o~. I tb1ok,.oa. " 
atTau~cnt sbIDuld be wol"keJd out' Wh.fJreby wo .1 t.l..r land' all ~8,tJOris to ,': ' 
the CriJJinu1)1v1.1oa .t. Q1~ 1JJItt. or that the1,tu~ bettet> care or '~ , 
report •• ent ~"J eo that it ]fW1tt;be nec ••• arT for .'tUts Barfiau til$ to 
De eent ,to the "'-putm.n~.: ' ", , 

Jua't tbe other d&7. JIr;:lWIsa7, call«d fer ~e riles o!a the larS. :" 
~vinj£S, Plank ea.. 'rbis ;.alant • review 1.thi8l,)iT1tfi~ ot .pj1toJ1~te11 

. ,li or I: hours,ot ttl. tU •• betore thei could 'bi: sent to'Mr .. , Rauey, and 
... you know in hotb 01 the ~.' tHIlt1011fd htrein" coplo, ot ill inv.st!-

, ,ptiy. reporta Mft btml,tonr&rd.~ to the, Cr1lainal t'1v1a1on wL.eD tn-,. 
. I •• 

were l"flceiftd,ln 'th1.e Bureau. . ' , 

.' ," 
,,' " ' 

" '. 

, .. 

··~···, .. ·.·.2--.... Jlf· . 
. ' .~ 

. :', .. .' 
.'. "' 
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l1etc:"Ol1C!l 10 =~i) to. yQ~ !'-e!ltor~e'±t ec.tod, 1=1 16,. l.9~'" 
't'o1t.'.t~vc tQ l"O,;::.z.e:.ts· U,Q:l. tl::'l FcdC!'tU Thtr~ of' Invootitiltion .from 
tb.t') Crft:1nal Dlv;tsicm.of' th.Cl )Jo~:;:~t tor tUo:s 'Q.;~.int..;1necl in ~ 
~~cu p~: ~ ·~~~~~C~?~. 
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.""' ", 
.' " . 

'. . ',.. . .......... ,;.-........ ,:.... . ... ". ". " :';.' 

. . '. ': ~ . '. :, . , . '-, ~ .. ", : '.:; :.'.' " .: .... . . .', ' .. ' . :.'. . ' "', " 

.-;.' J ••• ~;,. .:~... ".'.,,'~:.; '.':\.:.' •• :.~.; •••• 

~~';." " . ' .. Me~or~~tim' r~r . '. '.;'<,>. ':~.:~ .:<.:. .... ,,'" .:' " ..... : . ,.,. 
'.. :' ....... Mr. Holteo!t.··.... .,/.' .. ,. .... ·<>",2.;·.:·)· "< ~"'\': .... :: ..... :. :>; ... 23..,.:35.';·. 

,t •• _ ~. . • • '. _\0" ~. ~~. • ::-... '.~ • ....'"..., '." •. ~ "" 

I .. .:'" '0/.'.' ~, ~ t : '.." .' • '~. ' • • .,', - • .' ~.:':. ~ • ( •• , ;' : '_ ~.. • ':','.'; " 

.' .... ~vlst~~at:tve-"O'ass8, and .. th~ offt7C1a1a: -of,·the,Bnreau· ... t· wa~h1ngton 
. ,.-' " - heedquart.ers ara 'in telephonic)' -and telegr~.ph1o eommunj..cllticn with .: 

. '. ~ . 
" " " . 

fieiq 'ot£~:oef$ of'the B~ll'o~u·.tall.timeB, and~u.et ,tha:ref<>r.e· have,; 
.. ' ~eed160Ce$fJ -tQ-the t'tlas~' It the·s •. ·t'ile$: 'are isaued ~ to De~t-. :. .. ,', . 
'., l1ulintal attorneys the1,ill not be- readily a.~ai.lable· tQ the $U;-eau::.·, . . 

Qrriclal~ charge« with'the responsib111t,'tor t~e Juparyision'o! . 
these ·lnyeetigatlons •. ' ~ ','. _ .' .. " '. . . ' " 

.- .. - ': I r~ail ~u1~e; 4!6tlnot~r"'~~-:1n~;~~~~~'" ~~~e years'-' 
ago, when B:u:"'ea.u filss were, issued to 1)ePattmenW attorney., that 

.', . they It'ouldbe transferred from , one a.ttorney.~tO thz, other. or routed, ' 
, t~rough' th.e ,D1 villonl of 'the Dep~rtrlent, . ed ; tija t it· would '~ake som!i--:: .', 
time$ da.ys, a.nd lri. .fa~t "eeks,t~ loeat.e the 'flle.· Meantime,' the 

,Bureauiltd not Mvea:val1llLble the intot'mation it needed for ,?roper' ... 

• ~ • j', .'.' 

" 

", ' .. 
.. ' . '. 

. ~, .. 

. , . 
I. 

. supervision ot. it. cues ~., T.b.,reh.ve been other. ·lneb.nce$ where :.;.' 
Bllreau, til ... 'hayO be.n1J8~ .to n,pattmental offIcials and have; ," . 

- been loet b1nSpa.~t1!ental ~':te~a~'fo~ bavebeen trans:terred .to, " . 
,other ".,enoiea of' the gciv~l!JIEint, ,-l'.nd 1 t to~k us months to find ',' :,' 
pome of ~h08~ files. It ·WAs: ~rter 80l1e of 't,hs:;f) experionqes that . 
the vet'y definite poli()1,waS e$~bli'h~d of . riot 1~3uing BUreau file" , , 
to Departmental e.tto~neY$...· ~." ...' '. ' ,.' .' ... " .. ": 

, ., ':.+,'. , . 

. rh~e woUl.<i' ~PP~1" .to" ~"nO 'taflsoIlwhyD;,?p;{i"tllental of .... · 
, , ficiltls should not rely. u~n tliefiles of tlle Depal"taent, which eh:mld 
'. 'be oom.plete 'in 6,11 eaSEls, l'~ther than ~~pect to eall f,or the Bur&tiut t;l 

files. It w,~ul.d seriilusly inte'rf'ere with the op~ratiolls of· this '.' 
. Burea1111'e~e. this' peller tp be changed ,and, were Burelu files to be, '. 

issued tOe all atto;rneys in tht,,:! Departmetl~calling for sa$h '-.- '0 : 

'. l: Q retUrning, t~' y6u h.r.~l th th~ meraoTandum· addressed 
to you in this connnCtion. Oli). .ay 15 by Mr. Frank M. Parrish, Special 

" • .1 ASSistant to the. Att¢)rneT.General.· '._ '. , . . . .' 

... . 
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.. . , 
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\ '.' 

, " ~. ,j' " 

'. . ..... \, _.:,. 
';.' 

, . ' . 
. ,t : 

. : ': " 

.' 
'r'," " 

Very .trUl.l yoUr3,. 
'. .... . ~:;: 
J

. '''':'A(!':;,7' HQ,;Yl. .' 
• ." S! ... ,';I', '. 

John'EdiarRoover; 
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ADDIIII:" RIlU'l.Y TO 
··THI: AT1"ORH'It't CI£Hll'tAL.'· 

ANORUERTO 
ImTlAL$ ANO NUMDI:R 

A:E~:~;:.~:31· Mr. BlIuzhm.:ln ..... . 

Mr. Clcg:t .......... .. 

'IJr. Cotroy .......... . 

Mr. D~W8ey§ ....... . 
DEPARTMENT- OF Jt.JSTICE: ,·~dwardlJ. • ••• 

"' .... ..JR" • • Egan" ... -••••• ~. 
WA~H~NC?TO~. D. C. Mr. FOll'worth ....... . 

'f , , 
. I 

: ' 

i 

)'lBR: gm Mr. Hnr~ ~ ........ . 
1-lr. Gln"l,n ..... _ ••••• 1 

' .. . --""',. 

. -, 

, f 

'iuly 2~, 1936 

~ - ;MElloRANDUM FOR MR. HOOVER 
DIREOTOR t "'FEDER:AL. BUREAU OF INvEsTIGATION, 

"Effective April 1, 1~36, Judge Marvin H1Helter 
of OhiO, was apPointed to assist Mr. RainSe'y; With all .the 
vlOrkperta1n1p.g t,o bis desk. 

Th.a:t;. fact make!:! it. just as Iie'cessary and' 1ln-' 
portant for Judge Helter, as for Mr. Ramsey, to have ac
cess 'to th~f~;L~S !d .. ~;t:Le~Bureati. .. Qf_+AiE1~i~!rJsn relat
i~g· to such cases. I will appreciate it if y~u will ar
range to have Judge ·He~terts requisitions for fil~s 
honored the same as ,Mr. ~amBeyts. 

~eSpectfully, 

M;r • .lQscp!1 ........ .. 

Mr. Lester _.~ •••••••• 
lUr. Ni~bQ18 ••• "' •••••• 

1I1r. QUllln ....... _.-... 

Mr. ScbUder.. .. ••• 

ltlr. Tamm: •• _ ••••• _.... • 

Mr. Traqy ....... _ .. ,.,~ :I 
lIUss Gand,Y. •.•••• _ ..... 
..... __ 111' ......... "5 •• __ .... ~._ •• " •• 

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

" 

FEDERAL BUnEAll OF mVESTIGATION 

\AUGt.-4·)93ti A. M. 
AUG 5.,. le3a l u. S. DEPAR1MEt.r OF JlI~.i'CE 
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October 16, l.9.36.· . 

. -

Mr. ·John Hill, ~orirlected wl~h' the Chief Ol~k'a 
o£fic~ of' the' l)epartment, :cal:led yoste;rdtil .nnd· -stated that Ae' had 

~ boen In'atrtict'~d b~r !tb;: •. :Keon~ to . .mokea. thorough inspect~on of' the 
~ Pept\rtme!l~9-!. File R6g;n" which he ha.a now 'i:?oen. ·c.onqucting £0-;. eO]no 
'd~lsr-pas.~. He statoo. 'that the File ltool.!l 'w~~ a ,nhorribl~' mess" end 
h~' waa:vronderin.g whetp..or he .c.0':1ld, take Mr. PQnalq~on and ju~1i. have, 
h~m V(alk thro.ug~ th~ B~rea~' 'Fil:e ~o()tt .in o~d~r to give bim.· scuil~ 
ldea ~a to the ~uinn¢l: in:fthiQl\ tqe Bureau maiitw*ea '1 ts ti19~' ~d 
records.' -

He also ?tented to know ·.,hethor' he could ask ·Ur. 
Qey~ar,t~· two,.oJ! three genqraL quop~j;ohs em .tq~ proper' aanb.~r in whicl\ 
files should bq inai,ntalned.. !Jr •. HilJ.: vm:s ~dvii3ea that thore vrou14 b~ 
h,c:(obje,cti6n to' grliuting his 1Zeq,uest. .14);"" Donogan "as llotifi¢cl ~d -
1~a.~rY.ctdd t~. 'confel; wit:tJ: ~r:. G~1#.'art4 pr;Q~ te;?' his. cpnf'creilc~ witl) . 
M~. H.t~l,.' . 

Rospec'!irul~;y; 

'1". ~. Quirin. 

~.t: , 1!2!!'-
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. !:JF!JORANDUM FOR JAR. TOLSO~ ~ 

. Mr'. J~hn Hill o~ the ~epartment spo~e ,0 me 
todaY' regar~g the' Department Fi~~ ROO1;1 and -stated t}1at ,hew?uld -. 
Uke to know it. ,he cO\1ld talk ov:er ~ ferr l!1atters with Mr. ?,eyfa.J;tb. 
and ,alao !Stated t4at he WOUld' .l:ik~, too br~ Mr'. Don*-1dsQn, Ch~ct 
Cle~k of' the, Depar~ent., through to ~ee, ,o~~ excellent File Roor.:,i. 

, . He .stated that he· is conducting an inspection 
~f ~~ Dep~tment Fi~e R90~ and he beli~ve~ it wou14 be ye;y helpfuL 
to ~all toUr.. Donaldson's attention the vivid contr,ast between " 
,th~ ,Bureau and Dep~~en~File ·Rooms. .1 fW.gg~st.e4 that ~r~ HilL spe* 
,with lIr., Quinn., ' . 

. In acco~dance with, the instructionu ot Mr. Quinn 
. 1:. -conducted Mr. .~~ lind ~~. Do~~dSOri through ,:th~ F11es Section lllld, 

Mr. ~onal.dSon repeatedly reni~rked. th3.~ ~h~ Working .co~9i~iona ,;r:ere 
'sp1~;Ldid i.Uld that the ~I:angemen~s mid methqds of handlipS'. tn~ wo~k 
l'~re ,extr~ordlnari1Y'efficient. Mr,. ~ill, on numerous occasions. 
dUring the' trip t~ough tqo riles ;Section' called the atten~~pn or Mr. 
Do~a!dspn to the tact'that there~as a place for ever,y.~hing· and 
ev~ry.t.hi~ was ini ts p~ace and ,he particularly .caJ.+ed ~.if:!:' attention 
to '~he f~ct that th~re ~ero no papers on ~he tloor or-on top of the 
f'i10 cabinets. 

(~-

" t~ 
t 

'0 
'JJ 
.~ 

. ~~ 
f'I;J 

j 
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A~ the conclJ,lsion "91' ,the t9ur Ml"~ :Dona"pso~ expressed ,~ 
his ,apprQciatiqnJ P~1or to this tour With Mr •. Donalg~on ,l.~r!' fi~ll talked, ' 
with "~!'. Seyfarth ep.d asked his opinion 911. 'Various m.ethod:a {)~ filiJ?g 
and haoollng m;tt~rial. Mr.Soytai'th stated th.s"t this \Va'S ot ,a .general 
~~ture and pert~ned principally- :to our methodr:r ~t handling abstracts and~ 
'the tiJ4ng ot materio.l in .comp3r4son "i~b. the .meth,od{3 ~sed by the 
,DO'parment". . 

. ' lu , .... h . ,lunderst~d. tba1i th~re. has -been ,cQ~siderabie; dis-, 
,aati,sfact1ol1> ~'i;.he Departmep.t ,F~le' ~qom a~d, t4at :Mr • .K~~nan has o:;,dere,cl 
an _.,i~_spection ot the Depart:nent .Fi+e,.Roo~. . -, 

Respectfully, 

I 
(p , --¢. 011--

"---.:...----~--~~. '. '-' 
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.Purstio.rit too, the l'aque$'tconttdtied' in your me:it~ 
~anaWll '~f J\.\lY' 241 19~6,·.- thq D~~~a!l:'w~ .a:b:qid, to. ,1udge 
fla.rv~ H. Belter,; :who. ~s be.en ,~ppotnted 1!0 I1s~ist .Ur. 
~-e1 C;'I£ your D1visioll; ,t~ SDZlO' ~~ cot.tccr$lg'.in.;.... 
y~at!gations con~uetod py t~a ~4rcau,w~tc~ ~re ~e5ently 
mad~ j.vill~~o. t<? Ur~ ~301" 

,Lv;;: ;r. ~~_~ ""'-- ;! 

."~ • ."1;,;.('1/' _ ,.". • 

" " 

-I9}ui )!dgar f1oC?vex:, 
Dlrectqr., . 
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DIRECTOR 
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October 15, ~956 

MEMORANDUM FOR MR. ToLSON 

=- .-

1'~ WI\:n:'-' 
Mr. '.l.''' ,&-"i I 
~J' :;'·!lt~lI:1.L '. 

:t."...r. e'egg .. _ ••.. , .•. 

Mr. ::·awaoy _., 
ldr.1!ga!L._ ••• ___ , 

Mr. Forworfu __ 

Mr. Glavin ."---- . 

Mr. Bar;'o .-. 

M.:. J08el'~ , __ 

Mr. Leate'/;' 

1I1:r J'llehot... .... -

Mr. Quln~ _ ~._. __ 

~. SchJ..Jer " ••.• - • 

Mt. Tam.nl ..... 

Mr. 'tracy, ". . 

This is to advise that on June 19, 1956, Mr. Holtzoff requeste(iie:tliet-;! .. 
,Bureau File on John T. Nolan, applicant ~or restoration of civii righi!.s·, .. ·FH.e'.- .--... " 
#75~4167. The FU:e was ·i~ the posse~sion of Mr. Holtzoff lIDtil July lE,-·at-'""' __ ~" t 
which time it was sent by 141',. Holtzoff to M~. Carusi in the Attorney General's 
office. Mr.. Carusi had possession of this File. from July 10, lIDtil October 6, 
at which time he sent same to the Pardon Attorney's office. Mr. 'Callahan of 
the Pardon Attorney's ?ffic~ wno handled this particular matter_~nformed me 
that he was lIDder the impression that he had sent this Bureau File, together 
with all the P~don A~torney' s papers, to the White House. Mr. Turner of 
the Pard~n Attorney's office was 'very cooperative, Shd was very sorry that the 
Bureau ;File had apparently-been' sent, to, the White House,and made several tel~
p~one c¥ls to ~ Mr. 'Hes~ of the White House i"n an endeavor to locate the 
Bureau File. M~. Hess Wormed Mr. Turner that 'he could not locate either ,the 

" BureaU: File or. 'the -pardon papers which ,were sent to the White House and he be.:.. 
lieved tli~~.all the papers, togethe~ with the Bur~auFile, had been sent to ' 
President Rooseveltts, home at Hyde Park, New York. Mr. Turner further informed 
me that after the President had gone over these 'papers; they would be returned 
to him ~d no ,doubt the Em-eau Filewduld be among these papers, and immediately, 
upon 'receipt of same, ~e'would notify me. -

I will' maKe periodic call~ 't9 ,Mr. Turner' ~ office in order to check 
up on th~s Bureau File to see that,~t is returned ~o the Bureau. 

Respect~ully~ 

It, C, -~.3" / ~;., .;6" 
illl riAL BGBEAU (-F' INVESTIG]\tION;' 

UCORDU 
OCT 2t:) 1936 A. M. 

OCT 3 01938 U. S.'DEPARl MEN 0 UstfCE 
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.JOHN EDGAR ·HOOVER· 

DIRECTOR 

CFS:MBE November 5, 1956 

"-
MEMORANDUM, FOR, MR.' TOLSON 

This is to advis.e ·that at appro~mateiy' 2: 50 P.M. today 
I.received a telephone caJ.;l. from Mr. TUrner i~ ilie Pardon Attor
ney' s offic~. Mr. Turner stat~d that he had! received a memorandum 
addressed to l'{~ Keenan by t.ir."Hoover with xleflerence to the Bureau 
File on John T~\Nolan, applicant for restoration of civil rights. 
You will recall 'thi's was the Bureau File which v7aS sent from the . 
Attorney General's' office to tne 'Para~m 'Attorney' s· of:ri,C~' ,and ' 
in turn by them was forwarded, together, with pardon.papers, to 
the White House and at the present time can not' ~e' lo~ate¢l. 
Turner se'emed ve much u ":set and t· ei.that h' 
memorandum a ad essed to the Pardon Attorne 
rather' ,than to Mr. Keenan. I, of course, told ·Mr. Turner that 
I knew not~ about the ~emorand~ being '~en~~o ~~.~Keenan; 
that all I ~d was to submit .. a memorandum- advisi~ the Director 
with reference to the loss of this file. : Mr. Turner then .told 
me'that they are doing all they possibly can', in an· e'ndeavor to 
locate the filer that he had just called 'tne! Whit·~ House again 
with reference to same·andas soon as it was located he would no~ 
tify me. He also stated that Mr. 'LYons, the ,Pardon Attorney, was 
listening in on our conversation. . . . . 

NOV 11 1936 

.REdoRDED~ 
& 

INDEXED 
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October 2~, 19J6~ 

JdrJ!ORANotnt 'FOR THE ASSISTAUT TO TilE ATTORtJEY GEHERAL, 
MR. JOSEPH D. K~ENAU _ . 

Under date or J'u~e 19, i936 t.he-;BurI(!Cu til.f:! 
.p~rtaining ~o lJrt Johp'T._ No;Lan, appli9tmt for restQration 
oC, -Civil ;-ight:,1, t'11~ jJ73-4167 J' WilD requested by th,e Dopnrt
~e~t, wb~ch reque8t was co~~l;~4 with. 

I ~n~orst~d th~~th18 BurQBu. tile was sont 
t~ ~b~·o~rice ot' tho~~rdonAttorney ~n O~tob~r 6.(~d tn~t 
Mr. Qa~ah~ or tho·ottice o~ tb~Par4oD.Atto~ey, who ~aa 
handll~ this ·CB80.,i9 .un.dor, tho 1mpr~ssioD ttm.t ~e t'orwarded 
1.bio part!o~la;-' tile, t08.et11-~r with the negea8~r;r .Ju'peI:8, 
to the \'ih~ to Houae., '" . 

The Bureau i11e· at this, 't~r:le Cflll not 'be loca.ted 
a~~I thought yo~ phould be. ad~8Cd,or thi~ tact ina~:ach .s· 
it places .tho' Bureilu J-Il a. 1!10S~ ·~ba.rras{ling position., 

It is' 8ugges.t~d that ~pprpp.rit\te abt~Q~ b,e tl1!:en 
1>1 the' Pardo.n Attorney's 9rricG ~n: an effort tt? loc~te this , 
.~ile- in ordor that tho sme" may- b~' ,~~~tilcd ~~ tho. 'Bure~u' vdthout 
Jurt.i.or ~~lay. ' 

I 
\ -""""!!"'-

JohP. E4eQr ,Hoovpr" 
J?irector.-

'-: (I 

f~\ \, 
, 
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Rql, John 1'. 11olan, ' 
Appl1c~~t to~Beator8tlon 
of Civil 'nl~ht8+ 
LObS or 111~. 

, :;--.-...-

. .Referenco is riD.d~ t,o' t.b~ attached 1l9:noranduo ad,dressod to. yen 
ClD.,~q~ N'ovc::~e~ ~, ~9;?1 a~\jtlittca by" Ur~, Dot19Ct.~ concorniul tho lO~8· '91' 
tba aq~y~ Q~nt1onod'file • 

'Plc.aljo be advised. t~t today I diS9ussod th~ lqn~' or thi8 fUe 
nth Ur. D. U. Lyons, '1'l1l'don At.tornq. I poir",iod Qui; tt?, Ur. ~y.onfl :that. 
EO tar 8S our'racqrda ara concol.'ne.d, 'thsy):ot;Locted that 'on June 19,. 19';6, 
,this file was cbarge.d out. t.o Judge nol t~of!'J that. 1 t wa~ tr-Q:noter.r~d to 
,~r'. OAruolt~ office on J~ 10, 19.36 .. lin~ that tias Lenke of ~J;' •. Carusl'~ 
~r~!ee X'e.called tqrw~ltlff tho ..rUe to the Pardon Atiorneyt-a otfi{;o on or 
,bo"tOctobor 6, 1936. 

. I po1~te~ o~t t.o Ur, iqOtl.s that. his .,=,r" Oallahan lloe:;~d t,o recall 
that, he forwar;;1ed this fU. ~o: tho 17hite Houto in vio~ ot the ta.c1i'that the 
tilt) ,had ,£overal 6oriu,s which hOi Callalin;l, belioved ~hould :cave gone to 
t.hG Whito Hottes. 

liJ:'. ,L7Q~S ~dvi8edJ;l$ tbn~ he ha~ not ~een t.lcqull~t;lt~;l .~th this, 
matter ,prior to t\Y visit. He stated that ·tho' lSt~tef3o~t. p~ boe.n ~d~ to 
him tliat -the fi.lc was £otwa.rdad to the. Paroo})" 1l.tto~nQY' s or£lc~on 
Ootobor f>" 1936, .. and he .~as 04dor tbo ilnprosai,?n toot ~:e~AJS' ror~d4cl 
direct by tho Dureau and )lad notboen -relayed tQ" bi(J oftice f}:f;tA 1;1t". 'C4Tusi'a 
otfi~«. Ha ~\~ted that '~e £110- o~ tDis ~ttor ~~s tQr~nrded to. the ~~Q 
Rouee 111, Auzust, 19.36, lUl~ so· far ~s bo knCYf tbe th1.to f!out)·~...a;e asked tor 
noth1ns tur,t~er concorping th~ .matter and nothing furth~r has Deen; Dent to· 
,tho White 'lIoUO& frcl3 the Pard~n Attorney~8 of~1co. Be Btat~d tba~ in vio. 
'of thf' ~~orcat1on J: ~Dhcid him, he 'l':ou14 1=ed1~te11 J:~V& a vcrir 
thorough ch,ek Qado Qr his orfic~s in an otf9rt to ~~cate th~ tile} that 
1£ it ~6ro not,tound~ he. woUld be cp~pelled,~o await the returrt o£ the 
Pardon £11e trom the'White nOUDO botorehO c~~~ f!!~~llq~.~9.ntaot the Qf£1cial~ 
I.\t the 1flrl: t& l!:ouse. , I . I ...... *.-1 l· (~1 .'1:J d 

ic,·'0h
h 

\ r/ P.Ecj::::~l~~~~_~~~/> -~q---a 
).}t }.'~!.' ,,< '\ '.\~~~ 

L..-__ ----....;~~_--...:.-...:. _ __'___-----=V~:" . . _. 
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'Ur .. ,Lyons. appoared to reaent the .tact 1;hat. tho Butcn.u: 
·co~cated ~ tl} t~~ ,J)o~ent. C!)nC8rn,1ne tho 10513 .of this £11e .• 
He po~tQd out to. mo that ina .Pllrdo~ Attorneyrn £11~a ~ore. not,~8" part 
of' thG DOpartmont fUes at tlll.S that the' l.ocat16n or tb~ ,Pardon .' 
At.:to~oyfB. of'flpo, .ii Just a ;:atter of convculieil~~. . 

" ~'. 
. I pOinted out, to him that I had noi;. kil6wn b1~ .£iles "were. 

8e~rate t:rom the r~gulo.r D9par.tment fileB nnd thB.~1tf tb,e .tu.ture it 
.~ ,jere intorested in securing. any tUea from the Pardon, attorney's 
o~i'1.ce, wo·'\tQu14 co~tact :h1m. . ' . 

1 shall contaqt ~'* !'yons wi.th1u the next. rey{ days to aocorta1n 
whethor lle': ~S: :locat~ tho' 'fi;ie ill t1u~si;;i.on .. -. . . . " , ' . 

May: ,to sugg~&~ 'that,in the :i\tture ~n svT iieal1ngt; with .the 
# Pardon Attoiney!~ .o,f.fico, ~t ~~ deal d1roe~lx ~~<llr., Lyons ra~ller. 

th.an: t~ugll one· '9£' i'-ha~:t>eptlrlmorita;L o,t:t'icin.l~. . ,. 

'. i N!),speatfUlll.;" 

. -i._ 

At1dendum: 

• c ~ was, ~dvised this i!lorn7-n,g by Mr-., Lyonn. that -the .file 
in questiQ~ hcs been ~qcate~ at t4~ White. :Ho~ss and w,i~l be ret~r~d 
to t~e nurea~ within the next sev~~al days~ 
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1)IPEGT0R :CF Ttre J?ED~ /I.L BTTFEAU 07 n~7E'3'l'iGATICN 

Attacned p).eqse findnOI'lorand'®l fI:om 
the oft! ce of DilJli~r M. 'Lyons, 'Pardon ~\1;;torney, 
in~e3ponse to q 'l;'oq~est that h~ ruisist tJl 
J..oclltt~~ th? B\~~cq.U fiiQ of one J,Ohrt~. r;olt}n, -

"Bureall lio. ~7"'416? f VlhiC~ ·pre~4$~b;r.y '11U~ been -
rilisl~d.. ' 

The As~1;,st~r~~ to the -Attorney- OOllprut ~ 

Vf.l~~ abQut 'th!3 2 ~t~tqm;mtg 
marked. in attacbe,q. me~:a 

,,Are ,tJ~ey cor~e~t ~ it~q hQW 

c~ Vie e~pl:ai,n '9Ul,' pOsitiol!? 
3'~E.H. 

~COR~Bl: 
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t-r ("J' l ... ..;.. ,.,., 
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Off~ce o~ the :,pardon Attorney 

WasJ'lington . 

November 6, 1956. 

MEM9RANDuM FOR MR.K~AU, 

'1?HE ASSISTANt TO T~. mQRNEY G~ERAL. 

Tq,is if3' inre~ t.o ·the memorand~. of Oc;~ber 2~, 19~6,. 
to you b.y. the. Diree;tor Rf the ¥e~er~ Bureau o~ Investigation 
-co:ltl.cernit)g the case 'ot John T. ~,o~an, applicant tor ';r,estoJ;'~tiOp. 
of civi~ 'rights, Bureau. No~ .11-!-n67~. 

The Bure~u :tile ·was· at no time .reque.sted' bY this ofJ;~ce ,and J; 
8m informaed that. there is no· record' at the Bureau of the :file 'ever 
b~~~t charg~d' to this offic~. At the' ti~EiI of a: pr~Vi~us' ·:1nquiryl:\pOut \. 
ti~;s m~tt~r., :i:- an ,~fQJ;'.me4 tiiat .Mr. 9~~~~~ pi .an ef;ro~t to '¢oope.rate 
.with ;~;he :Bure~u" s~gel!ited ~J3 ai1l9ss:l,bl:l~y tha.t. ~~" B¢"e~u,rile. in~~ht 
h~'Ve b~en s~n~_ ~ :the 'White ·House with the par9.~n ,£p.e. T~is sugg'est~on 
9~Mr,~ ·Cal-lh~n! ~ waf? ~O1; ¢oupl.Eild Y1i~b: ~h! def:tnite. .~ec.Q~~ectiob: ·tha,t 
-th2 Bu:rea~ ,£i~e' pad. at any t~e been re9~iv:ed in tbAs o~1'ic~. 

~ "" . . 

:tri. a ·fur~p.er. :e;e1'or~ .. to· as.sist" ~we te~ephonE}d ,t:he White Hbuse .arid 
were info~ed t~t aJ;1 pap~rs ;;tl th~,~ <?8.s,e had ,.t?~Eilh s~n~ tq Hyde ,Earle, . 
'New, Y9r):c;: at th~' Presi~ent 1 s re<i~~st. T~~ case 'is st~~ 1lnder gonsideration, 
~d the pap~~s ~ave~ ~her~Tore, not'bee~,re~ufn~ to the p~par-tme~t. 

,The' ,s:t~~e~nt ip tlj~ ~orandtpn ,tP tlie- ,ef~eci.! t.h'a-p the, f.ile was'sent 
tq. th~ of.fic;e· .ofthePardon ;h:tt!'rney ~ Oc~oper,6, 1956" compl:i:cates 
the 's~~~t~on 'be.~ause ~h~ p~o~ £ilew~s'sent to. t4e .~nit~ Hous~ on 
>Aug~:t ~-,+956" aI¥i, t~.ere wOl!~d, be no .appar~nt ,reas9n 1'91; the Departtn¢nt 
requi.r~g the use of the .Bureau file on O¢.tol?er ~'. 

~ r~aL~tha~, th~ situatiQn,~ howe~efemb~~ass~g tq.tpe BUreau, 
does ~oj; war~ant persistent ,J$.ter:r.oga.tion o~ the l~ect;1t.iv~ off;c~s, 
ap.d at pre.sent ,;t cannot th:;rut: at 8I}Y app~9J>;-iate actio~ tb be taken 
by me :i:h an ~t:+ort to 1~6~te t~~s file '1.11 th~ ,al?~'en,ce Q£ .any record 

-1£ ~ts' tr~smissio~ tg tbis:office. ' . -

~~pecttu.l1t, 

Daiiie~ M. i.Y9JlS, 
Pardon, .A,ttorn~y.c 
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At· llt-4p A.Jh this' 't1Qrn.1r.a, a tol~~h"no call w.a~ 
ro~o1vod trom Yr. ',!IUmO:r 'of" tJ\o P~oi1 Attornoy's offico, 
ettlUna that ho had Ju.at rt)c~lVOd..,a:- to1ej):lono caU froil the 
lVhitCtHo~o) ~nd: tha~ ,li~,;1'o.tf cdvi'aed that tho Bureau"Elle 
on JqJm ·r. nolan" 'ruo L't.."'3))er 1lS~6'lt ;Nas o.~tachQd to .~ 
~~ant pa~flrD l'h1C~ had poon' -90rit to t1;c iih1te ROuno by tho 
P'prdo.n Attornoyt ~., o£l.1~o. H~ to¥! nO. h(l ltOuldl:!end 1,;ho filo 
to. r.te b.G ~on.·tl$· he ,):'oco~vcd- tc:te tJ'OD. tho White H()U8~. 

.R08,PSotfWiy,. 

c •. ,. Seyfarth 
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Re,terence j,s J:!uide-.to your meroo}."andUlll dated November 
.l2', 1~56, V!i~ which ypu ·~.orwarded ,a memorandJlIll from Mr. 1;)aniel "M0' 
Lyons, .,l>ardon fo-ttorney, $1ated Noyember 6, 1~56, '\d;th respect :to .. the 
fi~e of the'Fed~ral Burea~ of Investigation cover~ng.Jo~ T. Nqlan, ~ 
Applicant for ~estor.ation of Civil Ri~ht~, Bureau fUe 1i75-~167.. ~ 

~ ~ 

Please be advised that ·the Bur-eau. received informa~ion '1 
from Mr_ Turne~' of. :the P~9n; At~rneyt·s off5.,c:e· on No;em:Qer ,ie-, ~9~~,' . ~" 
to the effect~hat this 'file. was attached- to- ~D~l'~l;'t~en t· papef,s 'Which 'h~d b~~n ~',/ 
sel}t t<? the White Jfouse by t,he P~rqoil ~~to~etr:s 9ff:;i.ce~ It '~ppear~ tJ;1a;t; t', 
tij1S £ilew~s ,q~ged q~~ to J~ge£ol~~off P.1 the F~der~ ~ea~.Q~ Inves~ 
igat-ion. on June 19, 1956~ thai; it was transfei-red 14 }!r.. Car.qsi' s o~fice on 
_J'~y 10, 195'6", and forwarded b:,- bir .• Ca,rusiJ s, ot'fi,qe ~o' tQ.e P ardon 4ttorney(~ ~ 
offige~ ~ 

-
Very: truly yours, 

,ol0bn Edgar .Ho~Ye~, 
bi~eritor.. 
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, JOHN EDGAR HOOVER 
~ DIRECTOR 

V 
6 r~] 

J1fevetal ~ureau nf ~llfre5ftgatinlt, -: 

" , 

. -
TJD:MBE 

~. j!§. 8!l!pndmcllt of ~u1'ltiec 

~ltslliu.stolt, @. <!! • 

January 21, 1957 

I .7': 

f
-'" ., . _ .. ':. / ' 

, MEtIJORANDUAt FOR MR. TOLbON .:/~ . 

Reference is made to the memorandum prepared by 
C. G. Carr, Assistant Chief of the File Secti~n, on January 15, 
1957, for Mr •. Quinn, stating that Mr. Ramsey could not .recall 
location of a file charged out to him, and during the conver~ 
sation criticised the policies of the Bureau on the furnishing 
of information. 

.. ::....., ~ <-

- ... _-
1 ' '""""'; . -_. 

I wish to advise tha~ the particular file Mr. Carr' 
Vias endeavoring to locate, vlhich was entitled Patrick O'Connor; 
National BankrUptcy Act (49-24J.4~, was subsequently located in 1. 
Special Agent V{arnes' ,0fficJ;~bw~0 .is Supervisor o.f bankruptcy y;,~\/ 
q,ases. This had been forwarded by Mr. Ramsey to Mr. Warnes, /~' 
although Mr. Ramsey could not recall the fact that he had for
warded this file at the time Mr. Carr talked with him. Mr. 
Ramsey had forwarded this file to Mr. Warnes by routing slip. 

Mr. Ramsey has also been repeatedly contacted in order 
to locate the file on Ennis Smiddy, With Aliases, ~t AI, First 
National Bank, St. Jo, Texas; Bank Robbery (91-99) vlhicn \'las 
charged to Mr. Ramsey on December 29, '1956. Mr. Ramsey stated 
that he could not recall where he had forwarded this file. It 
has been s,ubsequently: .learned that this file was sent to a lf1r. 
McGuire of the Criminal Division, and it is being returned to 
_ the -Btn'eau. 

. .. 

,. 

, 

l _______________________________ ~ __________________ ~~ __ ~~~~~ __ ~~~-----~J 
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~OHN EDGAR. HOOVER '?t.. 
,~. , 

DIRECTOR 

2ij'~h~r~ :~ttt~mtuf ~ufresfi.sctfiOlt 
~. ~. ~.cJ:~i:fllumt of mmditc 

~ru;lliu.sto1t, ~. <!1. 
" ;;./ 

JanutlFy 15,1937. 

~ "1 

CONFIDENTIAL 

MEMORANDUM FOR MR. QUINN 

I contacted Mr. Ramsey', of the Department, on 
January 14,1937 ,with re~rd. to·a bankruptcy file that 
had been~ charged to him since December 31,1936.' 

Since he no longer had the tile, and evidently 
had sent it' elsewhere, I: endeavoured 'tc),,'have him recall, 
where he ha4 ~en:t the file and tlie subject matte'r th~reo~. 

During my ,cOnversation with Mr. R~sey, he made 
the statement that "The Department is not like the Bureau, 
tHat the ~ureau doesn't· give information to any. ~neex~ept 
the press and this is ,done very frequent~ytf. . 

I' ao not· know what prompted this statement, except 
the fact that I had as~ed him to try to recall where he 
had s~~~our file. 

Respectfully" 
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·.J.~f:!N EDGAR HOOVER 
DIRECTOR o 

TJD:MBE 

Jlfwetal ~ureau nf ~nf.resfi,Sa:tiOtt 
.~. ffJ. ~epl1l:illtelti of Wuniice 

2!lus~i'n.stolt, ~t or. 
J~nuary 14,' ~957 

" -

. 'MEMORANDlPlli FOR MR. TOLSON 

11;1: • 1 ,"" 

Re:OEil:~s.reques:t~(t'bY the' D~p~t~ent • 
, .' 
J' ~., ~ • 

There ~~."set "fo~th :Qelow~a.14st of; th~' ,fif~s requested by 
the Departmen~, .f',rom 'Decemqer .28', i1~5,p, 'i to, Jam~rt '12:, 1957. There is 
also set f6rth't~e, ~e' of the ~f£;c~al ~n the Dep'artment requesting 
these files. :/'. I " ' }t .t? 

FILE NUMBER SUBJECT OFFICIAL 

91-99 Ennis Smiddy,WA,Etal, Mr. Ramsey 12/28/56 
Fir~t Nat'l Bank, -St. 
J"o, Texas - Bank Robben" . 

29-6972 Murray. Ginnes, Trust Mr. Ramsey 12/29/56 
Officer; Allegheny 
Trust Co.,Pittsburgh, 
Pa. - Federal ResJLrve Act 

49'-6575 star Silk Dyeing Co., Mr. Helter 12/50/56 
"\ Inc., Henry Nazzaro, 

Pres., etal - Nat'l 
Bankruptcy Act 

49-2414 Patrick W. orconnort , Mr. Ramsey 12/50/56 Nat'l Bankruptcy Ac 
49-7219 Samuel Ross Morgan" Mr. Ramsey 12/50/56 

(Sec. 1) Eta1 - Nat'l BanK-
,ruptcy Act 

91-178 Floyd HanuIwn,. Etal, Mr. RaI!ls.~~ 1/2/57 
First Nat'l Bank of ~OORDED ~ -:-~JLZ~*3 Handley, Texas - Bank 
Robbery ..... 

49-7219 Samuel Ross Morgan, Mr. ~sey MAR1J~'i1937 
(Sec. 2) Etal - Nat'l Bank-

ruptcy Act 

, o'f. ~. 
COPIES DESTROYED : \Y.~ 'i~ ~0 ,', 270 JAN 141965 f 
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,,:,,2.:.. 
Memo Mr. Tolso,n 

FILE NUMBER SUBJECT OFFICIAL 1M@ 

47-11848 'James H. \yats<;m, Mr. McG~e, 1/5/57 
Imp'er~oxiat~ol1 

77:"'765,1 John Biggs, jr. 
Departmentalft?plicant 

Mr., Collins 1/5/57' 

49-7241 Ed. B. Hill, Eta! "- ,AJr. Ramsey 1/6/57 
- Natfl Ba~tiptgy: AC,t 

29.:.6980 Lyim 'Ii. 'Craig" Pres., 
Citizens state .Ba~, 

Mr. Hel]e,r 1/6/57 

Palmyra,Ind. ~ Natfl 
Batik Agt 

49=-7561 He.~y ~. -Springman, ,Mr. Ramsey 1/7/57 
Eta! - NatfL ~ank-
?fuptcy A:ct 

,2,9-6096 james-a. ~oy~, Jr., ;.tr. Ramsey 1/5/57 
,Bool9.Ceeper, 'First, Nat f:l 
Biink·,of·Vl~ynesville,N:'C. 
,¥atll. Bailll: 'Act 

29-6925, w. ~. Lewis, Teller; Mr. 'Rams~y' 1/10/57 
Etal; ~er,:,e Haute rirst, 
Nat I 1 'Bank, Terre Haute,In4. 
~atfl ;Bahk Ac~, ' , 

, ' 

Re:spectfully; 

~·1'·D~~' 
'I' T~ J., Donegan 

'- -
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r~ ~ JOHN EDGA~· HOOVER o 0 ',. .......0 I RECTOR -' 

/ 

II1.eil.erul f!lur~uu nf :JlnU.e:stigutinn'1;J K 
ltniteil ~tut.e:s ,il.epurtm.ent nf l1u:stir.e 

EAT:T1rF mu:sqingtnn, ~. <!!. / 
March 19, 1937 V 

MEMORANDUM FOR THE DIRECTOR 

We are receiving an average of sne request a day 
from the 6rimirial Division for the Bureau -:tiles in cases in 
which a copy of each investigative report has Deen submitted 
to the Criminal, Division. 'I do not oe'lieve'that the Bureau 
should send its files to the Criminal Division in cases 
of this kind and-am at~chjng hereto a,mem~randum to Mr. 
McMahon, advisi;lg him of the Bureau's attitude in these cases. 

Res~ 

E. A. Tamm 

RECORDED 

FEj;~" ,_ ( "1:/ U (F H~\iESTIGATIQN 

APR L.6 - 1931 A. M. 

,J' 
I 



~7' 
J~H~jEDGAR HOOVER 
.... /' DIRECTOR 

5-4 29-7058 

5-5 49-46,7.9 

5-5 49-7542 

5-10 91-750 

5-10. 49:...7411 

"5-11 91-99 

5-11 29-6402 

5-11 49-7689 

5-11 29",:,6618 

~ 
J~ o 

~~h~tttl ,liu~~~{nt ~~~~fi.satio~ 
,. t 

Mr.. 'Heltl?t 

'Mr .. Helter 

Mr. Ramsey 

Mr." Barry-

Mr •. Helter 

Mr. Helte;c 

~ •. $§. ~tp~liteltt of Wmditc 

2Das~il1.st01t, 81. <n. 
April 2,1957 

J:,ouis ,J~c9bson', Fir~t National Re,turned. 
,Bank of' Jersey;" Qity:, N.J. - , 
'NATIONAL, BANK ,AND 'JtEDERAL ,RESERVE 
ACT,. ' , , 

Abe, Bahna. ~ NATIONA"D, BANKRUPT'CY 
ACT'. "''''.' ' 

Emmett ·D. Davidson -NATIONAL 
BANKRti~CY A,CT ' , , 

M~rtin Pr.i:samen~, Coriupercial. 
BaJ?k" :Crawf'ord, Ga:. ~ B~K 
RO~~ERY ' 

·Costos,G., Mourikas - NATIONAL 
BANKRUPTcY ACT.' . 

, , -

Enni!3" smi~dy, Firsi?National 
Bank, st. Jo, TeXas - BANK 
RO!3BERY 

Returned. 

Returned. 

Retu~ned. 

Returned. 

Returned. ~ancis 'qc~vi~r M,ay" Georgia 
Railroad 'Bank, Augusta, Ga • 

. , NATIONAL, BANK AND-l1!EDERJ. rtIr-------Mr.IltCII:f'llC::I~ 

~i~iS· ~:th~~t:.~~s~ :7 
Valley M:Llls, Inc. ,; c., VI. pm,l.~h, R~~tWn~~~ ~.* 
Pres., - NATIONAL BANKRUPTCY ACT~ 

-t" " ~.", ". ~..j. Ii. JI1 t.,I 

Mr. He~ter '/" W?-l1i,~ ,Kraf\t, First jN~tional Ret~~f!l~~~ 

fi
~ , , Bci;lk, & Tru~t, Freeport,. N'.'Y; -: .. "'f 

~ "" -~ , '. NATIONAL BANK ~D"-FEDERAL~Z7£VE-~ I .. ---i 

. ~ ,;~, ACT. . *' l ~fJ~ .<t ~' .' I \~. LE 

~ 
. fJ? - }.' ~ ~ ....... <!. , 'J?"Y ,,\~V( '"]j'" - , . -r 

-" • ?t'" , II:'~ c;r /: ., 
CO ~S DESTROYED .:. , "e ttl h", <" 
i<:,70 JAN 14196,5 ~ 
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MEMo FOR MR. TOLSON ,. -2...: 4-2-~7 

DATE NUMBER OFFICIAL TITLE STATUS 

5-11 62-55522 Mr. Yates George lV. Jeffords; Invest. Returned. 
re personal papers and passport 
,MISCELLANEOUS 

5-12 29-6251 Mr. Ramsey James Irvine; Cleveland Trust Co. Returned. 
Cleveland, Ohio - NATIONAL BANK 
AND FEDERAL RESERVE ACT. 

5-12 29-6580 ,Mr. H.elter Howard J. Benson; Commercial Returned. 
National Bank, .Bradford, Fa.-
NATIONAL BANK AND FEDERAL RESERVE 
ACT. 

5-15 29-5615 Mr. Ramsey Ethel M •. Buddenhager S~th; Returned. 
Commercial Trust Co. of N.J., 
Jersey City, N.J. - NATIONAL 
BANK AND It'EDERAL RESERVE ACT. 

" 
5-16 91-609. Mr. Hel.ter Charles Arthur Simmons; Unkno~n Returned. 

St!bjects; Brill .$tate.Ban~, Brill, 
Wisc ., - BANK ROBB~Y 

5-16 29-7117 Mr. 'Ramsey William Edgar . §~J>1 it. a.; County Returned. 
Trust Co .• of Maryland, Upper. 
Marlporo, Md. - UATIONAL BANK AND 
FEDERAL RESERVE ACT. 

5-16 29-867 Mr. Ramsey William McDowell;-E. R. Brians Returned. 
NATIONAL BANK ACT. 

5-16 29-412 Mr. Ramsey Hugh M. Gage; -NAT"IONAL BANK ACT Returned. 

5-18 29-574 Mr. Rail)sey Edward F. Lewis; -NATIONAL BANK ACT. Returned 

5-18 29-400 Mr. Ramsey John r. Mann; -NA'rtON~L ~ANK ACT .Returned. 

5-22 49-7575 Mr. Helter Irving Levine;, ¥r~nkie'G.Skinner; - .Returned. 
NATIONAL BANKRUPTCY ACT. 

5-22 29-7121 Mr. Ramsey Quentin John Hunger; Union Returned. 
National Bank, Rochester, MinI?-. -
:NATIONAL BANK Al.1D .IfED~R.AL RESERVE 
ACT. 

5-25 91-789 Mr. Helter Alfred Sandqval; First National Returnea. 
Bank, Glendale, Calif. - BANK 
ROBBERY. 

{~----



MEMO l!'OR MR. TOLSON 

5-25 75-5541 

5-24 70-5284 

5-24 29-7165 

5-24 29-6826 

5-24 15-5115 

5-24 29-5007 

5-25 49-6860 

5-50 * 91-66Q 

5-50 * 49-5908 

5-51 29-7091 

o 
OFl<'ICIAL 

Mr. Barry 

Mr. Helter 

Mr. Ramsey 

Mr. Bodson 

Mr. R8.nisey 

Mr. ~sey 

Mr. Helter' 

Mr. Ramsey 

Mr. Helter 

* In Mr. Tamm ' s Office on 5-51-57. 

o 
-5-

TITLE STATUS 

David Trotsky - PAROLE Returned. 
VIOLATOR 

Mar,r Belille Potak - Returned. 
CRIME ON GOVERNMENT 
RESERVATION. 

Elmer Kelsen; Federal Out 
Intermediate Credit Bank, 
Omaha, Nebr. - NATIONAL BANK 
AND l"EDERAL RESERVE ACT. 

Gilbert E. Woods, ~t al; Citizens Ou~ 
Savings Bank & 'J.'rust Co., st,. 
Johnsbury, vt. - NATIONAL BANK 
AND It'EDERAL RESERVE Aetr. 

George Dezenza; ,- THEFT l!'ROM Returned. 
INTERSTATE SHIPMENT 

John Edwin Greer; Bogota 'National Returned. 
Bank, Bogota, N.J.-- NATIONAL BANK 
AND l!'EDERAL RESERVE ACT. 

Samuel Farb - NATtONAL BANKRUPTCY Returned. 
AC~. 

Chest~ William Clark; East Santa * 
Cruz 'Branch 177, Bank of. America, 
Santa Cruz, Cai,if. - BANK ROI}BERY 

May Sue Lo\'l ":"' NATIONAL BANKRUPTCY ACT. * 
'Russell 'B. Bastain; Fidelity Out. 
Philadelphia Trust Co., Philadelph~a, 
pa. - NATIONAL DANK AND ft'EDERAL 
RESERVE :ACT. 

Respectfully, 

oiIf~ 
O. H._ patt.erson·. 



; t .... 

You will -recall that .on J~y ~, 19&),. I inaugurated a poliCY' 
" ot 'forwarding to- 1~u a copy of, ehcli investiEtat~ve report preparetl in 
all critlina1 eace3 in ~ich a copy of thq re;k)rt. was 'in~licatcd for tJle 
Vnited StatesAttorne7-o~ contained information or intere8~t~ the 
prooecution' of th.G case. l' :felt that in tranc:rl.ttilig Copies of l-~~ 

. ports to. Y0l.\ in this manner you would have ir.::ledlately- available,.in 
your division co~plete investigative files in case~in whiCh ,your divi
sion ~s interested. Des~ite ,the .tact that ~hia system. bat? pC'eil iJ:l 
operation £or ~o8t nine contha, ~b-e 'Bureau 8til.~ rec::J!i'Y6s .d~y 
re~uests from attorneys in your division, reques~in& that ,specir~c 
:Bureau. fUes be forwarded to the::! .. ,An exc.m1ila..tion Qr theso ri~es 
discloses tha1t a cO:.'lplete sot or ali in~estigative ~po'r~8 baa' :iier~
toto~ b.een furpished to your ~vision. 

It' :is abeolutol~ essential that there 'be 'on £i1.o in the 
Burea~ at ~ tice~ a com22et~ investicative. file, becauso qur super
vie~f"s 'in th!). J3urea:u are in constOJ::).t teleplionic end tolegraphic cot!
J:lUIli~tion with t;i~~d C?ffice,s co:t:1cerning the progress ot cases. U~turallYt 
'When riles are c4~3ea 'out to other 'Part~ of ~the ,Depart:ent, it t:ak~~ 
it. impossible to have l"cadyacce~a to tho ):c¢ords •. It was for this 
reason that wC'initiated tho procedure o..t:'pro:i:lptlyse::~· to the 

A rir:lint4 DiVisio~ copies or all roport,§ as soon as they arc· received 
\ in. the Bureau~ thus l:l1ak;1.ng it, PQsSible' 'for: a complete 'sot, to be main ... 

·tained ~ the Criminal Diviaicn. or- in the ·Piles DiVision: ot: the De~ 
>=~--=-_=~ ____ part!:(mt. It lroi.tl.d, thcrE1fore, be appr~c~atod if st-cp:i co~ld be taken 

9 
In 
........ 

"'), 
~j . 

-..,... 

~ , 
~~ 
~. 

... ,~ ./';Do that it ~ not be peces:z8.l.7 for the a,ttol"lloys ~r the Critlinal 
, ' V,' )Jivi!?!on to 'c,all fo:c th~ original, Bur.ea.'.! ,rUeq. In tho ,pas.t when. 

ifUes have been call,ea<1'pr by j)op{U"tcchtaJ. a-;~otnoys they have'. been 
p.eld someticle~ tor days and in sOme inst8.%l.ce~ j,t.h~s Deen iJ:lposs~ble 
tor ~hem to b~.~?c~ted,in t~6 Dcpart~~nt waen the Burea~ baa be~in 
prgent nee4 of the~~ I ~ cert~ y~u can realize tbat this creates / 
a cevere- handicap, :in handline the work of the- Bureau, and since there 
;is. beinz. sent a cOMplete. set -ot all reports to.' the Cri~nal. Division, 
~ t would Deem l1llI:lccescary there~ore roi- the Bq~eau rUe: to be requested 

1>1 Depart"'!D-ta1...&ti"!:sJ,s .... ~ : .,..,,<)lWi!l\) ":: ',::- '. ~).. --;-J \ :{ - {3q 
./ \~~.p.;", " ve:.r.Y .trul:7 ;yotu.-s, 

- / j': : ":: ' ',J- John ~:.. no~r, , 
1 t. "L " .r ~, Director.~, . . -.~-
I 

!f , .. 

-r) 
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ADDRESS REPLY TO . 
·'ml: ATr'ORNI:Y CENERAL •• 

AND RD'ER TO -
INmAl.S AND NU':'BItR 

·0 
DEPARTM~NT OF JUSTICE 

W~SI1INGTON, D. C. 

~Prii 1,3, l~:?? 
- '. 

-. .". N:I):'::':;l 
tho. 'l\~<Ot,l •••• v. .. . 
::'ft'. rllu::!lman ,_ .. .. 

'~ :Mr·-C;~zg ...... ' .... 1 
Z~5(if C<:~~ '<\ _ "" .... ,.._ 

, :'!r", l' ... WfJ6Y '" ...... "' .... ~ 

1'" ':' !!!t •• ,:: -/' 

\ ~~:T'~c;j~::::~ • 
-. rill~ ........ .. 

~. JO~6Ph .u ••• ~ 

:tI.r • .Leakl:' __ •. -_/ 

t!r.l'ikhotV . ,-
tJr. Q:I,bn-.... !.. t, 

:Ul'. ~hllt{C'I:'''~7' 

~ , '" r _"~ ., 0\> • ~ l\fr. T4'X!1n! ~ ... ~,. .. - .... 
-1lEMORANDUM FOR THE DIRECTOR, BUREAU OF IN"VESTIGATION. ~.'I',r.t\.:lymY:::":," 

". .• .-- '.- 'Ct .. ~tf ' J r.~ G.=ey._ .•• -. ~ 
V 1,'3 \ \ " .• _ ........... ~-~ -f. 

, . k ....... _.~ ... _ "~.. ... ~ 
·I have 'yoUr memorandum· ot-April 5, 1937" ,in "\'lhtch you c,all a:tten ",.? ' ... ' ' 

;tion toa policY'inaUSUrated by the BUre'au of :forwBrdins :to thisDi'~ 
Vision a' copy of ,each lnvestigatf:ve report prepared in 'criminal) ca'ses ,/ 

- " '"'' ~ - "" - . ,t 
in whioh a 'copy 'of',the report was, indicated, :for. the Un1 ted' States Attor-
ney or'oontain~d 'information'of 'intere~t'to the.prosecution of'the case. 

·You. state tha:t\~j/t,Is' absolutelj essential t1W:t '~there be' ori':f1'le in the 
B~ea;u: at. all t~e.~- ,a~ complete .:i.nv,eatl'ga~~v~'fiie,~ 1;>ec~u~~~, YQur ~uper~ 
visors are in constant 'telephoni0 and tere~aph1c oommunioation With 
:fi~;tdottioesc<?~:~e#ling' ~~~"~~ogresJj ~:i: ',e~~~6~,:~.g, ~ha~ ~en f~~es .~e 
c~ge~. ?ut, to ?t~er. :.p~s .o~',~~e. Pep~~e!l,t, ,'iJb~e~ 1 t 1mpq.~s+ble :to 
'h~ve ready; ~o~ess,;to :the ~~g.ol;',ds;.,,, ;You .sugge~1B: ,tli~r~f()re, that ~~eps 
be taken so,·,that 1t:,YTill, D.9t .. be D.fi!o~ssary fore ~!i~ ,at~'p;neys, of' t~e Crim
irial Divi,s1:o4,.tq~ ~.al~, for. ~p,e qri~ip,al,:.Bl#~~~<f~+es .• · You. c8.l1.~tt~tion 
to the' -facti that in ,the- ,past :Depa:rtnlental ,attorneys :have held such fil:as 
at t~es' :fo~' d~s~' ~~ il}. s<im~,j.nS~~~~~'1~ ~h~~ b~~ti:",:im~c?f!I~i1>le~o~ #~~ 
to ,be looated in ·t,he D~p~ent wh~ th~Btir~au hs:s been in urgent ne~d 
'o~ :y~em~: 

I appreciatec the situatfon :to 'which you;. o all 'attention, and ·the 
neoessi 1iY of ' the Dureau-'.to· have '1 ts tiles .aVailable'in the efii'otant 
"dis~iltoh of" :tJ:l~ W<?rk. ., . .' "., . '. ,..! •• 

However, there are certain instances in' which ·the ':fiies' 'of'the' 
~eaj:t *e ',ind1~pensable:'t~ ~~~j)~V1~~0ll:, 'in .~6nsbv~.r?ing prc:>pelf. s~e;p~ 
to t~~ ·.vlit~ ·re~pe.ct. to. th~ prose~t10!!,o~, ~~~al. c~ses. Fi'eqU:entl1~, 
'requests are rece1vedtroin ,United 'states Attorneys in bank, maiL fraud' 
or"baD:k:ruptcy oases to disn{ss, pending indictments.: In: some 01'. tliifse 
Wes,' t:or. one r~~sonc orf:Uio~h~.~i'''tP.E(CO~p,;~te 'Bu.re~u, repgrts ar~not in 
~he Department ,1'.11es, •.. -:Beforcewe .c'an, in-:t;ei,ligep.:tlyact uponc the request 
of. the Unit'ed Stat.es Attorneys. we must prQoure~~he oompletefile ot the, 

, oases, including all investigative ~eports.,· Tb1sis particularlY'true 

~th refer~ce to.~se,.:oX:1f::k:;:":'I!b~~ c}--: .~ e-.-\ 
. ,In O1ihe~ instanges 't~~ Bure~~ ::t::p.e - f.tta±p:":C?:gi'efO!~~~ 
wh1ch~e notiIlvesti~a~~~~, p.~ports.~d' . ifclP~'ieBnotAijeen~rfUl'll:~sli~~}N 
the Department :file" DUt ,'\vh;ioh con'taiIl;, form~wnl~PI0g§rt ~~f~e 

. . cU. S. OEPARlMENT Of J !.:-= " t: 



r
'l' 

" f 

... ' 

- 2 ~ 

/\ 
. {..;I 

correct handling or 'disposal ot the cases b.Y this DiVision. 
It is also true that in.many instances Bureautiies are more 
complete and more up to date t~' the Dep~ment tiles. 

I should appreciate it very much it you will consider 
whether or .not some -arrangement:may be worked out by which 
Y9ilr tiles c~: be furnished -promptly to attorneys ot tliis Division 
when requested>, vii tli the agreement that they shall be returned 
by the attorney re~~iying them ~t the earliest possi.~le ·mo~eJ;l.t- -
by special messenge~ and in no case shall the tile be retaiiled 
more than t\,lenty~tour' hours, Without the attorney ot this Division 
checking vlith your"records diVision to determine whether the tiia 
i~ neede,d • .: Seyeral. .attorneys in the Criminal Division intorm II!e 
that· they.:: are holding on their desks a number ot'important matters 
aWa(tiiigJ~e 'receip1:; ot BUreau .fi-l:.es -':lhich' have 'bee~ several times 
requested, because D'epartment tiles are 'not complet~,and intelli
gent' action.:.c.Em 'not be taken without cliecking With the Bureau files. 
It if:!' tr,ue th~t mO,at ~ of.' thes~ mat~ersrelate 'to old case~, ran"ti~:- -
dating by several years~uly 1, 1936. I apprehend, however, that 

, ·as'- to current cas,es the need vl111 more or less :rr~quentiy '~rtse to 
inspect the Bureau ffles~ . . . 

yo~ coope,ration in tJ::1e matter will be ve~ much ap~reciat_eci. 

~~~~ .. , . 
4ssistant ,Attorney Gen,eral. ". 

~. 
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.. 
lH.e:b.erul mur.euu of ~nu.estigution 

1!tuit.e:b itut.es it.epurtm.eut of 1Justi:c.e 

tttusqingtnn, it. (!!. 

August 24, 1937. 

With reference to Bureau files being requested by the Department, 
sometime ago Mr. Foxworth panded me a memorandum dated April 6, 
1937, prepared.by Supervisor Brandt and suggested, that at the 
~~t opportunit,r ~~screetly discuss the matter with either 
~. ~Ramsey or Judge}QIe1 tar. 

Last Frid~ I had occasion to talk to Judge Helter at some 
length pertairiing to the investigation of a bank case, and 
mentioned the fact tl~t on occasions when Bureau files had ,gone 
to the Department it required a considerable period to get them 
back. Judge Jfel tar s~ted that the only reason the Department 
kept requesting Bureau files was due to the facttbat the 
Department files in a large number of instances are incomplete, 
not due to the fact of our failing to send reports, but because 
the Department, sets up a new file it the title in any way 
changes. • 

t have noticed recent:q there has been a marked decrease in the 
number of f~les r.equested by the Department. 

r . , . 

r'LI j 
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.J 



"R HOOVER 

RJB:TD 

o 
DiehernHBurenu nf inue.stigntion 

1Itnifeil j~nfe.s :illepndmellf of Yu.stire 

mu.sqiugfnu, :ill .. OX .. 
April 6" 1957< 

l\D!2I10RANDUM FOR MR. TMn.1 

I wish to advise that at approximately I 11: 50 A.M." Mr. Ramsey" 
of the 'Criminal Division" again telephoneq me relative to securing the 
Bureau's files in connection with the .investigations which were conducted 
relative to the robbery of the Farmers National Bank" Deposit" Ne,w York, 
on August 21, 1955 and the <murder on an Indian Reservation of one 
Christ~a Mary Jureller • 

. In comp1ianc~ lVith previous instructions received from you" I 
informed Mr. Ramsey that the <files were-in the Director "s Office and 
were not available at that time. However, Mr •. Ramsey appeared to be 
quite dissatisfied and st~ted. that since h~ had be~n ~ndeavoring to 
secure these files for the past three or four months pe was very 
desiro'l,ls of securing definite information reg~ding them and he insisted 
that I call him pack on the telephone. 

At approximately 5:00 P.M. on the same date, I called~tr. Ramsey's 
Office and conversed lVith a young lady there, advising her that the files 
were' still not 8:vailable and apparently vlere in the Director· s Office. 

J
On this same date, I conversed .with Mr. FOxworth relat~ve to this matter 
and he informed me that a memorandum over the signature of the Director 
had been forwarded to the -Criminal Division" advising that vlhere copies 
of all reports have been furnished to the Criminal Division" the Bureau's 
fil~s will not be made available to that Department. I have heard nothing 
further from Mr. Ramsey. 

Respectfully, . 

!(»f;;~ 
R. J. Brandt 

RECORDED 

,I 

. .1 
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~AT:T,,"7, 
f:'--23l:j-3~ 

April ~2, 1937 

o 

l1it.lt r.ot9re~ce ,to' y<?ur. mQ~oranau:i of: Aprll 1', 1937' 
'porta.tn1nz to t)l3- .ror~argJ.,ng to ~tt9rncyu of your DiviSion of" 
invQst1gn~~v~ rl1o~ or this' Burou~J anl with p3rtlcular referenco 
tQ yo.~ 8tat~QCnt that ~OQO of the D~par~cental'iloa do.~ot 
con.tain copies of: aJ.l ~urcau ;1.nve~ticative re'por~1 you ~p ", 
advis.od' thnt I 1" .. '\Ve '.1ustlcd appropri'ate instru.ctions 'so ·tp.O-t ~n 
any ca~e in 1fb1c~ .. y'ou ~~v~· r~o.son to d~ubt the.'!; cop~cil or- ,.l1ll 
:reports' :havq boon flirni.sho<\ to yo'.1, an .iremodia.~,e- pll~gk 'WID ,:b~ 
l1Ui~e~~d ~~e;, lnq~ring attorncl or your Di.vislon will. :bo 
furnished ~th cDpie~. of apy invostigative roport~ not thoreta~ 
tore furnishod t9 you. I £eol that thio' pfoc~dure, ,Will nogat1.vQ 
the necessity tor furnishing to attor~e.ya in you~ D1Viaion the 
~urcati's investibativ~ filos. I, desiro to ~oin~qut tha~ all 
i~orl:'.3.t1o~ obtained' iIi lnveetlco.t1c?:la co~ductcd 'byJ::t!!~ Burenlt 
1s lncorpora~eq in' roport £o~a, rogA~~leos of the fne~ tha~ 
'&~chi~fortnation ~s so:nQt~;eB trnnemit.ted to, the ~urea.u by 
letter prior to ~e,an~orporat19n b~ the ~ror~tion ~n;an. 
invoatiga~ive report. .. 

Vory truly you.ra, 

,John, edgar nooyo1,", 
cD~r~ctC?r e, 

... "~~.-~-
,./ 
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Octob'er is', 1937 

Re':' SAUCEL RO~.:>!J.l~llGAli',ET- AL; 
National. Bnillti;'up:t,cy Act. 

'Ur. Ault of'tho Files Sectioh:' called the writer's atten
tion to the fnctthat, this file, w~ch is in .thrbb sections, bad 
been furnished to 'Mr. Bel-tor of the CriI:dnal. DiviSion for tho 
use or, Dan J'ackson, Spacial ,Ass1stant\ to the Attorney Oen~ral.' 
l.lr. Ault called tho "r1ritort 8 attentio~ to the fact that while 
the charge-out si~p tor Bel.te;- hii4~ ,be'en -'approved by' .!t~. Gla~, 
nevertholesB i t·had not be.~~ 'appr6ve4 'b1 tho wri t~. 

'I ' 

It is, noted tha:t; the file. ~t\~ it peon, rev-lowed by t4a 
wri~er" would :p.o~ haya been !urni"shed'"to ~r.· HaJ.t~ -in the -form 
in which i,t wq,i3, sent'. As An exnmp;Le, tj..t is noted. th,at in a tl~o
·;nn4um dateg..:[Uly i, 1937 w~ch ·is. ser~al. 81, the Director ,tnade 
somB comments,.. I~ i~ aleo noted tha.t serial. 83 is a poraqnal: 
8.J:l.d confidential. letter from the ,SPQ~1!a;L Agent IttCh~rge, 'at. Lit:tl~, 
Rock, ,and contaip.s inf~tio~ wPi9~ e~Q~d,hot havo b~e4 t.ur~ohQd 
'i!o the De.p~t::1(m.t. I \ 

1Jr. Auit :adviaed tie tha.t when ho discovored thisI!la..tter 
it 1'it1S c~.ed to thq '~ttent~<?n ot ifr. ,~tiytru:'th~ . ~'. ." 

R~sp"ect.fl.tl+i J' 

\ 
\ 
\ 

s. U'.. Drayton~. 
\ 
\ ' 
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August- 20, 1938 

il.:30. am. 

~E'l:O:U}1Dtr.l FOR t.lR. FQXtot:m 

RE~"1AUQHULA CF;TRAL PlIAF.!TACY, :mO., 
CharleS' B.Vtutp,crfprd, e~ al.; 
tJATIO!~AL Ml;KRUPTCI ACT 

JudGa~elter or tbe,Vo,artcent 'phonod ~e and ro~ueBted 
/, that he be 'r')C:rt.U.ttea i{o U::1Q for a y;hila the- Dureau tile in the 
J S' above entitled C48e. no, indicated th~t t.~a Do~s.rt:montfs rile 
. is. ~ncoIl1?letoj that ntu:orous invcsti!.:'-!tive J'(,C.X't::a, were- -not re

coivQd, rmd that ,11 lnttcr nil"cctcd to th.e Attornoj General Undot;' 
da+:e of Decewbor 3", 19'5>7, C,1 tho Unit(~d D~teB At.tornoy tor the 
Co~thor.n District or Florida c?~d n?t bo loc~ted. ne ~,la1ned 
t~~t it oo;;y cf enid 19~:tO~ '\'ioa .referred to ·the Bureau with e. 
cover mo;,sor':!,nQus. d"",ted J'.:lti,U,~ry 19, 1?3S, re":.ueatin~ .an eX"~ross1on 
.of the Director's "Views ~r.. the rec;..!e3t of the United ste,te~ A.t:
tome,. to diaoiss the indic.tt:~l:.t returned in:, this Cll~O. 

I, told J'udgeHeltor I *ould be- Sled to tend him copies 
of that letter ahd copies ot the investig~t1ve ~oports Mhicn 
have not 'Yet bE?en. ~en~ ,to hitt.· Be stated that this ·would be 
O.'tK. and thn;t it would. not be. neaescar;r £0J! hitt to see the Bu!"" 
reau. file. 

Iiespectf'ullyj 

.... ... ~ Mr" Crowl __ _ 

Mr. Ol ... ey ____ -

.,' 

' . 

Mr. rOlCWorth:-.-.,_ 

Mr. Clov/n -..-__ 
U. 6 -,,' ~lJ .:. 5)!- .t 
t h_ ,- :,,~ I j':"(' l"'J.~·',il:" i:." I 

-BEOORnElJ 
, &.. 
IN))1!JXFlTl 

~r. Ha_,,;.' _......,..,. 

'Mr.'''nt.t __ ...,.. • 
j 

I 

---'7 
-" 

\ 



I~ 

7 , I." "f 
: 'J 

I , I , 
,eDGAR HOOVER {) o 

VCZ:COH 

IJjrlh~ral ilturrau at :Ilnurstigatinn 

1!tnitril ~tatrs ilrpartmint nf lIu1ltir.c 

ntasllingtnn, :B. Qt. 

July 18,,· 1989 
Ti,me: 3:45 p.m. 

MElIORANDUM FOR MR. TAlfl[ 

111', 0.-tJ Ba~rl{ ,0/ ;h~ardon ". t1;~ rne y '8 Ollt c e 

1;el'ephoned tn connec:l;ton wi1;h hi,s prac1;,i'ce o! 

r.eque~1;tng Bur.ep.u !tles i;hrough Mr. Foxwor1;h. 

I 1;o.ld h:"!lJ. thaii.' 'lJ,er.e'o,!1;er ", such requ~,s1;s should 
> / 

, . 

be sen1;, 1;o\1{n. i Ro.sen tn .room 5784. 

pespec1;!ully" 

'{..e ffJ,# 
VAL C. ~ER 
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\ -
lIJt::MoRANDUU FOR. TH~ ATTOIDlEY GENERAL 

f -*; 
J!r!, J8J:les ROlfe" Jr. has' f'uthished me iiitn 1;he draft of·a 

proposed Qir.cul:ar t()· D,i vision ~el1ds concer~g theil,'" c'ilrtai1.ment 
ot' th~ distribution in tho ,J¥l~ment of Ju~tice of lo'edera1 .uurea~ .. 
of .Lnveot1gation repot'ts- o~o~!.tinental. App11cants~ I am defin
~tely of the Qpinion ~hat ani S:t;epir ~~a~--coUIne""'tal,(en ~n ~qcor4-' 
an~e wit.h. tho 'oxieoncic3, oi~ .'~ particul§lr case. t .. o ~ea'!;ri~t tl1edis
tr~bJ1tion 6f thener,ePOr.~s Ylol,ll4 be des±raple. 

. 

, 

You might cono~a9r the ~dv~sability of including in ~ cir
~ular of this kin~.~ bl'oadstatomonli of Jx>r;tcyi~ re,gsl'd to th~ 
~vail~bi~~ty of the~e ropor~s t?, pers9ns not 0~7within the De
partment of JU~'!-ic'e but ·eener.al.ly_ ':E firm;t.y believo iih~t thosQ 
repol'1;i~i. sbould. bQ aV#ilablo ·tono QnQoutsi~e of tho appropl;'iate 
off;lci~ls ot the Do~rtmentb:£' Just~co.. ""his rostrict,i~n should 
apply~thout oqutvocatiQn to Qv~~yone, except ot ~our~e the Pr.eai
,dent:, and ,1. do not seq that there can 'Pe any ~4dle .~bund ';n 'this 
situ.ab5;on. 

. ~\ . 
': 

You r.rl.ght also ponsid~r the,ad.v~saQi1.ity ot. includ.1.ng t~~ 
*,~ct t~at ~he" iM:ormc;t~Qn contained in ,a Fede.l:al Bur,eau of .Lp.v~s.-. 
~1gatton rr.port. is ,J:urpishe~ to the Speqial ,Agent ~ak1I1g the in
·ye&ti~ationwith. th~ oxpi~ct~ ~nder;ta~ding ~hat ~hp data ltill be 
-tr.eated. as str~ctly ·conriden'\iia,l.), ~nu ;rtaor!l this co.n.fl.denco ';s not· 
respec'tcd :.ttt .iu· ex.hrettely etlbarr~ssing 'bqth to tl~Q Feder~ ,Bu;reau 
~f ;tnvestigation and to the peroon ~Tho fur.ni3hed the in1'<>rI:?ation •. 
l"ll,rth~ri.;.o:re, ·publ1.c kno\tledge that s~ch a qon~"denc~ is not r.espected, 
·could rel;>ult in the £ai~.ure Q.( persons intel'vieTlCd to giva £.reely 
1'\111 and complete .infqrma:~ion,Qon<?erm..ng the applican't. . 

Ai1o.th9~ it'e~ that, yt:>u r.rl.ght. iTi~h ,to include 1a 8:1 per.sqpal 
.otie \1it~ th.e 'employee in'Vol.ve~. '''''he investigation s9mot~es dey~tops' 
i9f'Ol;'m~tion conc~rnillg an employeb iiliicli .coUld· J)'O a source, 'of etl
barraBsm~nt to ~ic w~re fello\1 e~ployeos to learn of ~t! I l;'efer 
sPec11'1cal~y to . pUrely pe;-sona~ ipfopuati,on auch as youthful indis
cretions,. marital dir~iculties and: Qther i:latt~rs qi' ~ kindred n~.tlme. . . , 

A copy of ·t~s memoran~um i~ beiri~ furl)ished to ,Mr.. RO\1e. 

Ra~pe~tful:+," -; . -L '" ..• 

., . £:'",,-23 Lr- !i0 .. 
J. FAg~ It 9V~. .,. ~ ~; -~l 

. Ffn":I"l_L r~~"''::~fl r- ,q,,', , ."., .... ,~. 
~~l-~ 1, _ ~ _ ,t ! ~ _.; t • 

John ·Edgar oover , 
Director' I., 

.J 



CC-247 I Mr, Tolson /" 

I Mr • .E •. A. Tamm_ 
:~. Mr. Olegg __ _ 

Mr.OoUey __ _ 

Mr. GlaV~'n ... 
,Mr. Ladd 
Mr. NiJ.b 

• ./ Mr. RosKn __ _ 
y, Mr. Tracy __ _ 

Mr. Carson __ _ 
Mr. -Egan, ___ _ 

October 28, 1946 

MEMORANDUM FOR MR. NI 

Mr. Hendon __ _ 

Mr. Ponnington_ 
Mr. Quinn Tamm __ 
Mr. Nease __ _ 
Miss Gandy __ _ 

There is attached hereto a memorandum for Assistants to 
the Direct~~ ... d Assistant Dir.ectors reiterating existing~ules re
garding th ~_ ~~r. oJ: files_()y~ Q.( th.eJ3..ur.e.a..u. This, of course, 
has parti ular reference to t~~~sm~~i-.a.:L9.t,f!!~s ~9_the )?~u=!~ent. 
The last time this regulation was issued officially was on l.Iarch 12, 
1934, (66-2319-18). 

In the Records Section no files are ever delivered to the 
Department unless they are handled by Ur. Seyfarth who sees that 
th.ey are cleared through appropriate channels. -This does ,not cover 
requests for files by Bureau supervisors and officials when we have 
no knowledge that the files thereafter may be sent out of the Bureau. 
However, iri SuperVisors 1 training courses as the new supervisors go 
through the Records Section, we try to cover this problem along with 
many others. involving the use and transfer of Bureau files. This 
procedure will be continued. 

Attachments 

FWvl:tmb 

Respectf'41ly, 

J3.~COj3.1)1J) 
&. 

~~f W;~~ 11/. 
lOOJ-lS"" JeJ, ~ 

.d . .I' .. 1"'\ 'r. 4>>'" 3't1 . " ..,. .. 

~~ THIS MEMORANDUM IS FOR ADMINISTRATIVE PURPOSES 194fP BE DESTROYED AFTER ACTION IS TAKEN AND NOT SENT TO FILES ~7NOV7 



~Office 
TO · MR. NICHOLS . , . 

FROM 

SUBJECT: 

'\ 

ll'ATB: 9ctober 3.0, a ~ 
W"'Io1ion 1 

lIr. E •• :}.;. ~= ,.. lIr. Cl~~ , 
'llr. co !\ "' ' 

~.avll1 'i'u.r, 
• LaM" ... ..., 

lIr. N1C~~' I 

lIr. Rosen I 
lIr. Tracy : 
lIr. carson I 

lIr.Ega!\ , 
lIr. GUI'Ma 
lIr. Hen4on:--. 

There is ,attached hereto ~uggested rule for inclusion in 
stenographic manuals, ~irecting that "Bureau.!il~ are never ,to be sent 
or delivered to any offic~s outside the:Bureau by secretarial or stenN 

ographic employees except with the specific approVal and direction 9£ 
'Assistants to the Director "or Assistant Directors. 

1Ir. Pennl~ton • , 
1Ir. QuInn Ta: • , 
Te1e. Roo= " 
1Ir. Nease 
1I1ss~~-.-. 
IIls3 GaMy • 

, i , 

'\ 
\, 

I 
Attachment: 

~ 
RFC:~p ~ 

Approved bJl "the Executi ve Oonference on 10/31/46, con8i'~~ing , l'\ 
01 11~88r8.I,;Tol-8on, -Ro8en, Ladd, McGuire, Oallahan, E.A. TammJ IV"! \ 
]J 0 rgan J Ha~bo J fracy and Hendon. I I (II \0 

'" ,,~ 
~ . 1;;.. : 

~, CORDED t~~ .1-} !f" ~ ~ 
IJI\ &11. ~ ""I l \ ' ~ 

~ c 

~ 
~ o 

~~ 

-' '-" ~ 



.•.... _ .... -.-.-;:--------------------

PROPOSED CHANGE IN 
STENOGRAPHERS' MANUAL 

BUREAU FILES 

October 30, 1946 

BUreau files are never to be sent or delivered to 
anyone except Bureau employees., Secretarial personnel and 
stenographic employees should never forward Bureau files to 
any offices outside the Bureau e~cept with the specific ap
proval and direction of either the Assistants to the Director 
or of Assistant Directors. There is to be no exception ~ 
this rule. 

(j 
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(1) THE SUGGESTION: '1t ? .:'...,:r - .:.-( 

'~,bat employees, of U1~ Director's OI£lce who cail 

. , .. ' .• 

,tf~~ '~r: ·~he. p~tP.0,s~."ot 'sec:urmg backgro~ inlo~tioIi regarding 
~1ter. or inc()J~~~nf(teUcr4~,~:,~~ th~~r "pr.e~~nt ir~c:tice ,of. se~~&. .. 
~_ ~a:~"t.2f~)',~~J~:S~,~~~~at:th~_~lY!. ~(th~ g_~'y;,aJid ~stitu~e ~e . 
,p%"~rC!tice. of. senaiii~:lhe~ls tq,t1;~ head of the ,c()~~sponC!ent~!!nit~~ 
o~C~ime Recorda 'S,ection 'arter' haVing them b;'ans£erred to ~. 

- ~ ~-...... .... '_. __.... "'f' ...,.-.'= .... - '-..,. _....,.,.. _ ---.-__ ~ ~ ... """ __ 

(2)' 'TJtE .PRESENT PRQCEDURE; 

At the present time. employees .ot the Direc:to,r'~ 
O~it;e call fiies oli 'pers(JJ~s ,co~responc1ing'with the ,plrectoJr wl,lose 
incoming corre8pond~nce -{srouted through ~he Dlrec:tor't~ 9f£iee. 
The purpose ofWs, is to gain some brief ide~ti£ying data conce~ning 
the writer of the lette;' vihic,n is: given t9 the Director with' th~ '"in
coming -letter so that ne ~m. have, the benef~ of it when read~ng ~~ 
inc~;ning letter., In,'.some ,cases, this.'identi~yins ~~ is ~d 'on,a 
tln::iall 'slip o£,.p~ J?aper' and stapled to ~ inCc,~ing 'letter but" if' is 
often TC,movcd from the -incoming letter "before 'bemg, 'received Pt the 
edDie necord~ Section for the preparation of a 're,Ply.. \'1hen these 
-n9t~s' are'-prepar~d': in most cases. they are very brief and do. not 
giv~ ~uf#cient~o~ation to .assist in *he prepat'~tionof a reply,tc? 
,the >l~tter llOrdo, they indicate. whetner' ,all ~les on' the W1:'i~,r· of ~ 
lettcrMve be~n checlte~. 

'the fUes, called by tlle employees of the,DIrectorts 
.. '': . o..(fi~e are 'held unt.il the evening of the day they 'are 'receiVed and a?:e' 

then thrown. out for ,return to'the File Section, which is located- In; the 
Identification Bulldin~: .", 

, When. the letter is' rec¢iv~d' by the. Crirrie. Recot,:ds . 
·~ect!orl. w~cb.ls genera.lly-on (hc:.iollowing day, -no fUes ac;com,pany 
it: ,and ~ list-'of lilereferenc~,_ is attach~d~T:h~ ,eo~respondence 
'clerks in the Cr.ime, Rec:ords'.Se.ct~on must then b~e the ~me of, the 
correspondent searched through 'th~ lmUc,?s (a duplicatiol':1,qf. what bas 
already bee1\-done by the·DIrector's OfiiC'~) and, when ~c l!ef~rences 
are, secured. call t~ File SectiQn to have tht;' ..fUes .pulled (a~~ther 
d~lication of w~t, ha~ attendy been done by tpe ~~rector's Ofi'ic~)!, 
.A1most,invariably' ~e .File Section <advises tllat'the ~les 'Cl~e cbarged 
out to tlie Directorts O!.fice. When our cler~s attempt tp se~r~ ,the 

I l' . .' ~,\ * Ll lJl 
L>1 .,"'" ..J~:" \" '1 ' r~ 
ENCLOSURE 

\. 
A, ~ , 

t. 
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Q: . Q' ."" . .:-r'.,,'" '.t- :' ''''' 
~ .~'''~ ~ '~,!t" • • • 1" "" ",. '" ~ '* ..- , '") ~ 4:,! ~ .. , 

\ .~ ~ t.; .... '.,.'" '. 

fUes. from ,the Director's O#ice~ . they· are. adVis:ed ... that' they bave ''b,e¢f:1. 
~eturned .to· tl;le File" Se~tion. It., ~ereforet becomes necessary to put 
the files on·nlotate" ~o/we can 'secure them in or4er·to pr~par~a. 
reply.. 

This. c~~ses a.dupliCation .o! 'Work, -a, :b~rden. oJ? the . 
ltllii~ea and' FUe .Sections and: a delay.in pre.par!ng '1'ep~es' to letters. 

fa)' ,.::w~exp~e- pr~pa~atlo.n'of repUe~ t~ lette*_by 
Crime: ~ecorps Section. ~ 

, 

(b) \7iJi.e~t~, dUpUca.ti~n.~·l$v1ng-:ln4i~e~: se~.'~ch~s, 
,z:iladc ont~ same C:or~espo~~~.~ b9th ~e Dlrec,to:e's Of(ice. and 'the 
,c;r!me, RpcorclS> §ec;tion'! 

. '(c:l iVineliminate-d~p~cation.~,~a1ling th~ same .fil~s 
'from the ,FUe Sec:~o~ by b~.th the, Dire~tor t s: ~fice and tl;1e. Cr~e 
Rec;ol'ds Sect~on • 

• lI!~, 

. ,(d) Wili;~lf.:pj;M:~e th~ De~eisJ.W·~o:r::·'Fi1e,S~ction,.to'. ' 
"~oc,aten 1""lIe~ ;,etur~ed bY):)lrectO,r,'s':Offic~w~h'have ,;not yet been 
'JUea'in the Flle ,paction. afthe '~frne" they: 'are requested 'f~om,. that 
s~cti~ ,by ~rimcR!!cqrda Sec#on. -

<:4) DI~ADV.ANTAGES OF THE ~UQQE~TION: 

~,(a)'V~ llecedl!lta,t~ -a. litHe .more 'Work. on: ~e p~~ of 
t;tie .. enjployees of·tll~:<Di1':ecfOr's.;Q~~c:e bu~ only ~o,tbe exte;tid. tjJ. ~nlr 
a ph,onecnU tp the EQ.p'S~c:~.i~' an~ requesting tha,t:the fUes b~ ~a~ .... 
.(e.~red· to the hec;td gf the Co~re.spondence Unit of ,the ,C:L;ime Recorda: 
$'ec~ion. . 

. '(1?).' 'It ~ .s.o'~et1.r.nes o.c~ ~t fn~s ~j.'be 'sent .~o· ' 
the head .of ' the :CoJ'resp,o~enc~ ,Unit ~£,t1teCrim~' n~cords'~~ction ,on: 

.: ~ piece of corl'.espondenc~ '\vhi~ is not' £0 p~ han~ed by.:~e· Cri¢e 
.Recor~s, Sec:tion., The. rue 'will be· ttaJlBlerred to him ,on.the. records 
:0£ the Elle Seciio~.·h{,)weve~, :ana. 'W;t;l119t 1?c' diffic:~l~.to·~oc:~fe. In'" . ' .. 
afl4i tfon, .employees of th~ Dl1,'ector's,Offi~ef' ·th:t'0~gp. e:ql~rience, 'are: 
g~'ri~'l'a1ly aw~re ot-tJ;te:type.of; man ha*dl~d.·~y,t1!e· Crime :R(lcords 
Section and can' ~~nd.to:'tpo, .hc~d o~ ,~e C,<?rrespq,nd~Jjc~' trni~',ci.£ the· 
C~im.¢ :R~¢oZ'ds Ecc,tion.the >I."ll~;vWlii.;'& .. p~itai~ oiUt t.o ~t correspondence 

. which they bow ~s ,~~.e type, to b~ bandle4- py t~"C.~~<n;te. ·Re~9rds: Sectiollir. 

(5) n~COM~NDATI0:tf: 
I" 

'That .th,ls su(Ses~on be adqpted. (vi" 
/)~ ,-\~ 
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MADE BY RECORDS AllD aOMJ.lUNICA'T:[ONS DIVISION 



I, 

lfemQrandul1l :t,o Mr. ,Polson 

Records Se'ct -ton. (a)Wtll el imtna"t.e the nece.ss ity jor the File 
Sect-ton to locq,te, ji,les returned by the D-trector's Ojjice which 
have not beenji,led at the ti,me they are requested by the Orime 
Records Section,. .. 

< , 

DISADVANTAGES: 

(1) .8ipne addttic;>nal work wlll be requ-tred oj employees, 
. Of the l)i,rec',tor' 13 Ojj-tc,e, bu.t- only to t~e fl:ctent oj making a 
call to the Fi,le $ecti~m and, ,transjerr,ing the :tiles to th,e head 
OJ the Corre'spondtnice Un-tt oj q"'im~ Records 8ect,iqn. (2) It 
may sometimes occur·t~at,Jiles may be .8e~t, to the head~f the 
.Oor.,.esponde~Qe .Unit Of 'Orime fiecords on a piece Of corr~sponden~e 
1J.ot handleg.. by Orime Records; however ~ s:tnc~ the file will be , 
t'ransferre4to him on F.1,~e Sectio'n records i it sh·ould not be ha rd 
tio.locate!, Employees oj the J)irectc;>r's Ojjice ,are generally 
Gwa re oj th,e type oj 1[La il ha1J~dled 'by Orime Records and co n/ ,send 

, to them th~ !~les which 'pertain' only to that .corresponaence 
ha ndl'edb y "Orime Records. 

OBSERVATIONS :' 

. _. fir.:' L. B., Niphols~ Recorq,s ami, Oommunicattons D,ivisi on; 
-, . --c~~9 Mr., ,F.,· C ... 'HolloTi;lan~ ,in 'the, I!i'rect9r! 8.' OJ'f.tc e, a re in .favor 

, 'OJ.'t!rlf s.~ggestto~.,. Mr. Holloman sUQgests, howev'er~ that instead 
'of the propose'd pr:o~edure that oncfe or 'twice 'a dfly the. Ftle 

f.l); ~'l S~ct.i o"fl 'm ~gh,t se~~r sOTfleone by to 'get :rile,s and car.ry them to 
\S ~ I phe Ortm.e Record,S Secti on qnd rechc;lrge them. 

-y~ EXEOUTIVES :OONF~~ENCE OONS IDERATI01!: EDM:C~ 
, ~ 

, The Oonference ",019/27/54, composed o/Messrs •. Tolson! 
lio'hT"i, 'Pan:m, Pdrsons" ,S-t2~0.J." Hennrit;h, B'td1n,onp, Rose~:; Nichols 
.and ,}Jason, recomme,nds ~nan~mously favorable on~y as ,it appli,es 
-po the 'Or-tme· Riu?oras· Seqt-t on. '. 
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I 

TO 

nOM , 

llR. NIOHOLS 
l 
P ri. Yr. W'AIKART \. 

DATE: 9-15 -54 
T ol.Ioo --:. 
Boezdman ..; 
Nichols SL 
Bdfllont ~ 
ILtr!'o ~ 
)lobr 
Parsons 
Rosen~ Ta.mm __ 

1t7lS.JBCT : SEOURITY OF TOP SEORET RECORDS 

(11I) 
Sizoo~ 
tinl~no~d":" 
Tele. Room ~ 
lIollo"",n ~ 
Gandy ~~;,.,.. 

SYNOPSIS: 

Survey 01 procedures in handling Top Secret and other 
important data in the Records Section reflects some special handling 
but tha"f; most 01 record material which is 110t classified" although 
it may be extremely important" is processed through regular channels. 
There are certain e:ci s-(;1,ng securi,"ty con,trols inherent; in the system 
such as serializing, abstracting, file charge-outs, recharges, and 
semi-annual file room checks. Additional controls would be adm1nis-

• _____ tra*ively unwieldy, e:ct;remely expensive, and their effectiveness 

titon Of maintaining our lile cha,rge-outs. Currently they are Jcept .f' 

j 
questionable. We would suggest no change with the possible e:ccep-

for 24 hours after the file is returned. In order to keep lor ~4* 
6 mon"bhs period (so that persons who hac the files can be id.en1;~!te.d) 
it would take 4 to 5 employees to maintain the approximately one-
ha~! mi 11 ion' charge-ou.t sl ips ·that would nCGumulate. ""'. - :..-.;r .... ,.., 

Addendum: 9-34-54 PY/W:nle 

Predtcated on your sU(Jges1;ton we haue attempted to esti,mate 
the cost involved in adopting a permanent charge-out .for all files, 
which would re.flect the date and name Of eVA'rll a/iicial that reviewed 
a gi,uen ,fi,le. Based on t/l.e 4i4 million .files that we presently have, 
it ts estimated it would cost ~84t957.50 to have a like number eC 
l2..~r.mfLlle.llt, cho.r;g.e.-::p..t.tt..§..,Pf.flf!?e..d ~PJ) st29.k s£m.!J: .. ar to a jile couer s~ze. 
Additionally, i~~ld cos~ ~,~~1.20 to ~~lassification and 
.file number o.faJ.l"}'f;he f7,rr;;s on."'"1i1ie se c'lici'rge-oui;s. 9,47 addi ti ong) 

i bi nets would .be needed lus snace to house th~ s large amount 
0/ charge-ou ,s ana e, 7,S compu eO. a.t .'/43.900,01, ·Torpos,t over 

,a ~ill ton entr.j.es a yearf.:,on these charge-outs would oost approximately', 
;;6~145.9~ The"·total cos:f{" accordingly, .for the .first year that perman
en ctiarge-outs were. adop£A;! WOUld, IlJe f;Z5~,t;ft.~.a3. This .figure can be 
adjusted anyway the Bureau sees Ii t. For fnrir;cuv:e, i.t it is cone-luded 
that only 1/3 Of the.files should have permanent charge-outs~ ~he cost 
would be 1/3 of the J%gure ci~ed--~5l,23l.54, etc. 

'\~~ . ~~, 
It \'\) V \ (... ).?' - '"); ~ .. -..... 

/ :::.... f1.J /:1\\" . \ t ~.l '{-... .... \ t: .... I \:. 
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Memorandum to Mr. Nichols 9-15-54 { 
l Be: Security Of Top Secret Records 
i 

DETAILS: 

You have requested that we examtne our procedures to 
detern~ne if adequate security is being given top secret material 
and to consider the possibility Of further restric~ing and control
ling the handling Of ~his material by employees assigned to this 
Secti on. 

BAOKGROUND: 

All employees Of the Bureau have been considered "cleared" 
to handle top secret m.aterial on a "need to know" basi 8. From a 
practical working poin~ Of view3 this is highly desirable inasmuch 
as we are able to freely Shift personnel to meet changing work loads. 
Nevertheless 3 certain restrictions have grown up concerning access to 
our fiies and mail. 

A. Oonfidential File Room: 

We have a Oonfidential File Room that presently contci'11:s 
approxima-/;ely 300 fi le s. These fi les contain some 'cop secret mater.i a~, 
but the files in general are designated for storage in this room 
because Of some particular high cegree Of care that should be afforded 
them. This may be because Of importance Of an intelligence investiga
tion, because there may be some relation between someone mentioned in 
a file and some Bureau employees3 obscene matters, and other reasons 
making it desirable to restrict the handling o,f these files. 

B. Files Maintained in Supervisor \L_-------\ Office: 
b6 
b7C; 

For a number Of years in order to limit the chain Of evidence 
and coorcinate security intelligence gained from communica·ti en sources 
and other highly confidential Bureau contacts3 Rureau mail pertaining 
to highly confidential technical surveillances and mail pertaining to 
current developments concerning listening devices and microphones has 
been kept in this Office in order to restriot handling and dissemina
ti on among Bureau employees. Other highly confidential .files are 
maintained in the Office Of Assistant to the pirector Boardman. 

EXISTING CONTROLS AND PROCEDURES FOR OTHER RECORDS: 

Files: 

Charge-outs for all files show the date and person to whom 
the file was initially charged. When the file is returned the charge
out is presently destroyed after spot-checking for accuracy. This 

- 2 - l 
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Memorandum to Mr. Niohols 9-15-54 . 
Re: Security 01 Top Seoret Records 

"involves approxlmately 101 000 liles a day_ There are additional 
instrlJoti ons that 00,11 for prompt return o.1.fi les. We have a bi
monthly accounting (reoharge) 01 liles l and a semi-annual oheck 
lor files that are charged out. An additional seourity exists l 

01 oourse, in our abstraots and serialiaation giving us oontrol 
and leads in locating a lile and who may have seen it. 

Mail: 

Only a relatively small peroentage 01 our mail is classi
lied top secret. Some 01 it in the normal oourse 01 events will be 
placed in li.les maintained in the Oonfidential Room or in I I 
I lollioe. This, however, does not take care 01 all ma~l so 
classified and some top secret mail may lind its way into alnost 
any 01 our seourity olassi/ioation liles. It is pertinent to 
observe that a great deal 01 Bureau mail at the Seaot 01 Government 
is not olassified until disseminated. Accordingly, memoranda and 
other ~ritten media, frequently more important than the highest 
Classification 01 "Top Secret," are moving unrestrtcted through 
many ol/ices and proceSSing jUnotions. To identify and adminis
trat~vely oontrol its handling would be extremely difficult. 

JJuch 01 the mail marked top secret and so-oalled "Speoial 
Handling" mail is received in the Section byl IOfftce 
and limited handling is given ~t in all prooessing units. This is 
done to expedite its processing more than to restrict possible circu
lation. Because the volume is small this prooedure appears to have 
jUnotioned satisfactorily and we leel that there is definite advan-
tage in not being arbitrary in restricting the individual employees 
who handle it. We have lound that our employees are much less curious 
when an enclosure, for example, is not marked obscene, than when it is 
so marked. To a oertai n ext en t this appl i es to m.arki ng "Oon/iden'/;i41," 
"Seoret," or "Top Seoret" mail that is processed throufjhout the seotion. 

POSSIBLE ADDITIONAL CONTROLS: 

Files: 

1. It would be theoretically posstble to institute a 
oomplete log system recording the date each top secret lile ts 
requested, the name 01 the person requesting it, and the date that 
file was returned. 

2. We could tndefinitely matn'liain Charge-outs which would 
wtth some degree 01 aoouracy reoord the names 01 persons having 
access to the liles. 

- 3 -
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Memorandum to Mr. Nichols 
Re:- Sec~r.ity 01 Top Secret R~cords 

3. We could try and tighten our control 01 persons to 
whom liles containing top ~ecret material could be delivered. 

liail: 

1. We could de~elop speCialists who could perform all 
processing functions and carry the mail thTough a~l steps including 
placing it in the file. Presently this type of restriction exists 
on a limited basis except ~hat only one or two persons handle most 
of this mail in each Unit. 

2. We could establish a log and receipt system for top 
secret mail prior to serialization and ~hroughout all processing 
and initialing prior to being placed in file. 

OOSTS OF ADDITIONAL SEOURITY: 

No accurate cost can be estinated unless a detailed survey 
as to the volume 01 top secret and other highly classified conliden
tial mail is made. This could not be effectively determined in the 
Records Section until the Bureau required all Divisions and the Field 
to label at source all potential top secret and other claSSified data. 
To do otherwise would be shorts~ghted and inconsistent. 

OBSERVATIONS: 

• In spite Of the fact that all Bureau employees are con
sidered "cleared" to handle top secret material we already have 
restrictions as to who can routinely have access to certain top~ 
secret files and other highly claSSified mail being processed. On 
the other hand we have no permanent record as to the identity 01 all 
persons who might have seen a piece 01 top secret mail or handled it. 
ffe have no permanent reccrd 01 the identity Of persons who might have 
reviewed and requested a lile containing top secret material. While 
not attempting to minimize the desirability Of a more permanent con
trol 01 files and mail, it, is, I believe, readily apparent that such 
controls could be easily' ci rcumvented by 'the simple expedi ent Of 
copying data from the record. 

OONOLUSIONS: 

It is believed that jUrther restrictions on the handling 01 
li1es and mail are impractical and would be extremely expensive con
sidering the still questionable results. We can and perhaps should 
arrange to keep our controls (file charge-out and transfer slips) for 
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Memorandum to Mr. Nichols 9-15-54 
Re: Security of Top Secret Reoords 

a longer period than 24 hours so that in the event something does 
occur we can identify the employee who handled the files for say a 
peri,od 01 6 months. Even this will be a large operation and rather 
expensive. Predicated on the maintenance of an estimated 559,428 
charge-outs, transfer slips and recharges for a six month period, 
it is estimated 4 to 5 employees will be engaged full time in sequen
cing and ~ling and that 15ff four-drawer file oabinets will be needed 
to house the records. II you so instruct, we will institute this pro
cedure immediately. 

~ ~ i ..... -,,) 4 I ;) 

'l.) -1 .) 

J;, ~ "S ,I .. ..., -------to. -, / 
I ~, > ~ 'c'-

• ~ 

~ 
oJ Y , 

/" 

, . , 
i 

- 5 -i 

I~~'----------------------~;,--------------~~ ~ 

f 

I 
') 



g. ~ " ~"\ 

~ • 
, .. ~ 

~j·.~_M---" -j.---

l ' Office Memorandum · UNITED STATES GOVERNMENT 
Tol.oooo-__ 

Boudlll&A':::"
Nicbol.~ 
Bellllonc~ 
Glnin.--.:..:l 
Harbo~ 
RoseD - -; "'~-

I 

:1 

TO Mr. Harbo DATEl July 30, 1954 

nOM r L. B. Nichols T.lllm....:....:..:.. 
Tracy~ 

.SUBJBCT: STREAMLINING 

lIohr ____ -1 

I'iorerrowd_ 
Tde.RoolII_ 
llo11omaD'--:' 
Wi •• GaDdy~. 

Reference is made to SAC Letter Number 54-36 dated July 13, 
1954. Paragraph (0) captioned "Streamlining ll set forth instructions relating 
to the submission of ideas on the more efficient operation of Bureau functions. 
The Director by memorandum dated July 6, 1954, stated each division at the 
Seat of Govel:"nment should prepare a memorandum complying with the SAC 

Letter. 

At~ached af:e an original and three copies of documents each of which 

set. forth a .!'ggesti0}tn COni'07ty to SAC Letter ,Nu7er 54-36. 

Attachments 'b ~ " "vnJ I ~ " II. 1_ 

cc - Mr. J on;s !'l"'~Vv-' -;:~ __ ~~~ 
r - --- Cf2 

7.5<t P~~ J3J--~'I;' 
7~' -5'c/ 73'" ,:,-'1. J I 

73lf--S;; 
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~Office Memo,rCfn um • UNITED STATES GOVERNMENT 

TolaoD_
Boo.tdmao_ 

TO lIR. NICHot~ ~ 
noM. , W. G. EAllES E!.. 

DATE: 10-2'(-54 

~ Parsons. v _ 

ROSCD"""b7C_ 

ItmJECT: SUGGESTION #837-54 

At the present time, we are uSlng high quality material 
jor all repair work and replacement oj this material will accordingly 
occur tnjrequently. It i~ noted that the jiles are Qeing used more 
now thap ever be/ore and they are receiving in~reased wear since it 
is necessary to transpor~ them 'between buildtngs. This problem lS 
jurther complicated by a shortage 'oj space. 

During the war years, it was not possible to obtain 
satis/actory /ile material and many 0/ the 'covers placed on /iles 
durtng this period are now wearing out. This problem has been 
discussed with I land she understands that high 
quality material is, being used at the present time. \./ 

I I is a member 'oj ~he Streamlining Committee 
and her suggestion~ will be ac~nowledged at the conclusion 0/ this 
progr(J74. • L~~~ J,./ 
f'lGE: jg r~ UV 

"r, 
.. ~ ... " 

p';fCf I 
\t) JL~JOV 5 1954 

---- --

R£CO~DEIJ -1¥ 
JNDEXED"'77 

EX-I03 
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O. 

name liJhen the 
and clerks who 
thetr own name 

d o· 

Oc~ober 25~ 1954 

PROPOSED OHANGES IN 
SOG' STENOGRAPHERS' MANUAL OF RULES'AND REGULATIONS 

hers 

them. 
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• UNITED STATES GOVERNMEN1; 

V Toboe tZ 
DATB:septem.ber' 29, ~~ TO The Director 

nOM' Executives Conference 
1951P(l~~~~$A= l 

Present: ~~: !:!~~nt ~~~;-- l 
Mr. Tamm ibterrowd _._~ 

REPRODUCTION OF MATERIAL AND Mr. Holloman Teie.Room-":":'::" I IUBJBCT: .' SECURITY OF FILES ]Jr. Ros en ,- Holloman ,.......:..;,... 

}Jr. Sizoo _ Ga~odY / 

Mr. Mohr ..' I 
J.£r. Nichols ;> '/, 

~~1.J.-.,u.-A c.. 
,.,..~-~ '< 

The Conlerence considered need lor increase ,security 

II 
in regard to re roduc*ion 0 material and securitt 0 iles_ at 

the Seat of Gove rnment and in the Field. 
It is occasioned by recent disclosure of reproduction 

of Bureau~commun~ations by autostats and by a need for security 
_01 fires." 

The following is brief condensation of Conference 
considerations ana recommendations. Detailed memoranda I through 
VII are attached:.: 

~ 
-;? 

I. PHOT93TATS:,/ (kttachment I) , . ' 

.~ Re~uisitions are required; however, identity 01 material 
~ P.ft.ot;~tated '1),ot clearly defined. 

'., AtCOf,!E1lENC,E i~:o}JME]{DS: (1) Requis itions iden~.u.1Ldoc!fment i_n~q!~~f2-0 
.... 

.... , . .>, - (F)-~ Tliat requ}.~ili.nS. Ite_mgi:..!.!iC!~n~d for ._t~TJLe_.yeaJ:.§ 
-r rathir than =-:-;Ae prese.!lt 60=~ay peri od •. -

:;:,,-.~ _..... . 
. :0 .~_) cr .... ,?_ ,.AJ..~ , 

~,1.. ..c;..L_- Ut\. 

l)llCu, I <>-1 ". I' '. 

II. REPRODUCTION BY AuToSTATS: (A-ttachme"llt II) - ld s.. ~'.~ .... 

'\ '" \ 

.l' . 

I 

J 
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Memo to The Director 08ePt~mber 29~, 1954 

justificati,on has- been prevtOu,slll approved). The Conference 
unanimously feels tha~ Autostat for use in i,nter-~tvj,ston work 

\ 
should 11..Q.j2, require requ,isition but that notation should be made 
on each original autosta..ted as to the number of copies prepared. 

(c) Conlerence unan imou:sly agrees .that should one 

IDiViSion desire to us~ Autostat in another Division that 
requisition be prepared in form of a memorandum approved by the 
Assistant Director • 

'maintain 
flor that 

(d) Oonference further feels that 8,ect~ ons wh ich 
Au,tostat machines should keep record 01 work l!p't done 
part~cular Section. 

~ (j'\..t...... ~ , 
~ r" 

;' 
Ill'. CARB01! COPIES OF ORIGI.YAL MATEaIAL PREPARgi) BY STENOGRAPHERS 1 

AND TYPISTS: (AttachmentIII)--' ..,~-- - 'I' . 
I 

..f..!ll Conference unan imously recommends that:) ten"JJraphers 
and typists place the number of copies made immediately u.nder the ~: 
typed in ttials Of tlte dictator and stenographer'. \ .. 

(b) If additional copies are made following ':'hc first 

1 
run, the Conference leels -that the stenographer or trl">ist should 
note the number oJ' copies on the original. 

" '\ 
, 
J 

(c) Conjeren( e recommends -that when.ever <l hll "!d-written ' 

1 
incom.ing le=ii'ter is oopied,:jor conven.ience in reading), a notation 
be made on the original .. )/ the number oj' copies made •. 

6--~... vA.."- ~ 1\ 
• L~-, -

AND TRANSFER 
IV. ¥J!]!l'lIO!f....f2.L..Qf¥-'t?Oit-:QlI'J}" QJ;IPS _!:PR A !THR1J.E-:IEATi .P!£'l:{!JD: 

\ Attachmen t ;IV / ., "\ 

(a) Under present system, Records Section cannot 
det~rmine who has had access to ~ particular file. (Charge-out 

I sl ips reta ined lor 24 h,ours t }with transfe r slips which a re a part of the 
charge-out system.) 

In view 0/ tremendous number 0/" .files puZled and 
transfers made, it is esttmated -that salary cost would be 
approximately ?i8~ 000 a year to keep charge-out sl ips /07' 3-year 
period. In 6 months charge-out sl tps would jill l.5~ !our
drawer cabinets. 

- :: -
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llemo' to The ~rector September 29~ 1954 

New York Off tee opposed. Wash ingto~ Fi-eld Office 
had no objec~ion. (See Attachment IV). 

Arguments for 3-year rei;ent'f.on of charge-outs system: 

(1) rfe would know for t.hree-year period the name 

(2) 

(3) 

of each person who ,called for file. 

All employees wOllld know of 'f;h f,s record and 
it would make it ha::tardous for an individual 
to imprcperly call for a fiJe. 

If Bureau ever C onfront;ed with outs ide 
i,nuestigati on (1'e i1rmy-J!cCarthy hearings) 
no satisfactory explar.atior. could be advanced 
as to why we did not i~eep f). o::ne recorc of wh 0 
had accesf). to files. 

\ (c) Objections to system: 

(1) Bureau recruitmen~ and trainfng of personnel ,',:1 
i,nsure security. " 

(2) Unfaithful employee seeking to misuse lile 
could gain access without chargp-out~ 

(3) Syste~ would not cover serials orior to the 
time they were placed. in file. 

'd.-oJL.-~ U" \ 

Messrs. 13elmont, Parsons" :[0h.r~Hol1oman.,../;..nd Tamm. 
voted age:, ins 'I; s lIstem of 3-year re-(;ervti:..9r f)j' charge-
outs. They ./'elt 3afe'ntard:: in: ~ ...... A"v 

'-.s: \ 

(lj !nues-tigwf;i,o:; oJ' personnel. )£.. 

(2) Olose st(oenJisior.. 

(3) The Bureau's \.ldrdnis:;ra·l,j,ue practice 0/ 
prompt inu.estigati0~ 0/ alleratio~~ Of 
improper aGtiu~ties. 

I, 

I 

I 
JJessrs. Bi200, Rozen, <lason and ~:"'icl~oZ$ 7'qcf)'i: ... ended~! 
retention of charge-ou-ts anc; transfQr sl ips I".,. ..... 
3 years. ~» 

v. PER.~IANEllT C11ARG~-OUT (/il.P.D 8YS~l'EU FOR P.r.LZi>: (Attachment V) 

(a) System exceedinglv costly and perrr.anent charge-out; 

o - 3 -
/ 

\--: ---------~-.... () = 



I ~ 

Q .. 

ifemo -to The Di.rector September-29, 1954 

card for every file would cost t153,6-94 for the first year. 
Gost of posti.ng entries on cards woula be $6,100 a year. 

. (b) Gonferevce unanimously felt that a permanent 

\

Charge-out system was ~oo costly and if there was to be a 
record, the reten-ti.on of charge-outs and transfer sl ivs would '! 

sUffic~, }.:Ialthouglilas indicated, Messrs. Belmont, Parsons, Mohr, ~t-v\ .? 

Holloman and Tamm are opposed to keeping charge-outs and :transfer slips. 

VI. ])OCKET SHEET FOR EAGH. FILE REFLECTING qlfAR.'1E-:-O!JT: (Attachir.ent VI)' 

(a) In ord~r to determine who has had access to a 
file, be i.t either Supervisor or file revi,ew cJerk, the Gon/erence 
consi.dered the feasibilitY",of preparing a docket form which would 

I 
be placed at the front oj' each file. It would carry the place 
to indicate whet~?r the entire file was reviewed or only a 
serial reviewed, plus the date. (Sample attached ~rked Exhibit 1.) 

fJ 

(b) 1,'he requirement would be that; anyone looking at 
t;he file would have to sign his name to the form. 

New York opposed t;his idea in view of volume Of files 
han~ed. (See Attachment VI). Wash ington Field had no object;ion. 

/,~, 

I 
lfessrs. Belmont;, Parsons, Mohr, Si200., Rosen, Holl01Jl9n 

} 'G.nd J.lason opposed docket sheet. ~ (Y\" IX. 
o },fessrs. Tamm and Nichols favoT'ed adoption. 

{' 

VII. REQUIREilENT THAT FILES BE GALLED IN NAl.JE OF PERSON USING FILE: 

(a) Conference unanimously recommended that all files be 
!! called in the name Of -the person who i.s to use the file. 

Assistant 
name. If 
called in 

1,1 lJ 

(b) For example, if a secretary calls a file for an 
Director, it should be called in the Assistant Director's 
a clerk calls a file for a Supervisor, it should be 
the Supervisor's name. . 

- 4 -
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Field Offj,ce o~\ Divisiori " ',N~l'l YOr.K" I .t, 
~ ~.~ :~. '~ "' . ~: ~,---:-~-:-:---:----,----:::----

b6 
b7C 

sUGaESTIoit: Bureau ,rule. as contained in 'Manual of' R~~S ,and' 'RegUla..; 
tiona,,' ,Section :3~ (D)' (2). ,(Jlj;, Wlf~c~,,~'st~~es "':tn :~~~t~s~atus'~Q.f.:.s_~~,e, , 
s~l __ ~laced ~n 'toP. 7.6ve~.;9f _».+~.; . . ,~.,,:.,t~: ,12enp~p'~ inac~:l; ve~ ~(*) tI,<\ 

D.e cnanged so th!i~nq:rnl?;'":;nactive, , ~tatus no -~.ong~r :~e ,pl~c~~ on . 
t1l~ c,over. ~. _, , - -, ,!I' --.. .. ", ... --.:~,-•• _. -;--.-' 

-. "1\--.. t, . 

I. .. , 

J;ts ad:va~tages ·a'te; SAC L'etter' No.' 54~66 ,(M)'~~st'ate's' ::tnk part, uln, order 
:~nat, all .pendiJlg-int;i.ct'i'v,e' cases' will' ·pe, re-:~ctivated for 'the" prepara
tion o{ the periodic ~p.o~ts 'i~·a.u~if6~,.riialirleriou shqu~d a?here to 
tl1e fo~lowirig p;"o,~edur'esL. ,Forty;-1-'iv,e . days' ;pl?i,O~' to ,the 9,ate each 
,p,eriodic r~port is ~ue the p~,nd1ng-in'act~ye ca~e'l !3,r?l;ild, 'b,e. made peng..;.. 
ing ,active tor t~e preparation pf th~ report in. oroer that the r~pqrt 
can ,be siibmitte$1i to the ,Bureau at the designated time. It ' Under 'the 
present sy~t~m '~J;ilized, by 'Ne~l. ~o~k-- tor' 'revi~w:t~g ,t1~es , assigned .to~ 

, . " , .(cont~n~ed <;>.,n page 2.) . 

It ~hoUl~ saye at, l~a.t..~. .' ? '.. .~rihila~~: IlEGORDED-ZO . 0'~ - 'J:l.;J I J 11 
1'h~ US~' '1?Y-. ~lie yni tep.:,sta ~~~, 'of .my ·,~uggrr9~~,hm .not. ~orm' the'?ha.' s s· of '~a 1,' ~ 
further c~im~f ~ny 'I1a~~re ,by; ~e; ,my heirs, 'or ass~gn~ ~~.1.PBfh .~~ sf.a.tes, ' 

. , - ~~~~ ",' ,~., ,~~\ ~ 

, .. 
Specia 'Agent ~n Charge 

. ~, '.', ( Title )' .. 
'J\. ., 



./ y 

,/' 

> ... ~ 

":'Cl't '" Q '. ,C I ' - ,~" ' , ' ... /J.""' ...... .' . . .., ... ... 

'" '" 

. ~~ .. 
,( coirtiQ'(leq Its advantages are: from pag~, 1)' 

~gents" the sp.pervisol!' '~aiil~ai,ns no t1ckl:~,~ '8:nd fil;es ar.e r~v+e:wed 
with the agent on a spe::l.f~ed day. All 'p~nqing i~active cas'esin,· 
the security classifications are maintained assigned to age,nts be
cati~e 1"i;Les ~re ~xte1'!siv:ely~ act~ve d~~in'g the pen'ding ,,:!-na:~~~ve . 
~tatus period. In order ~o,' 1'qllow Bureau rule set o~t in, refeJ:enc~ 

.SAC Letter', we inust depend on agents activating files. Since, agepts: 
do not maintS:in· ticKlers" the number of errors in'1'a'1lure to,' acti
vate pending in~.ctive ,fil,es ~t ;lny 'one tirq~ 11~1~ be cQ'tjs:i.4era'ble., 
To avoid thi's" it :1:,8 ,~elt ~esir8:ble, th~t'when 'a c,a~~ ~~ place<t ,i'o 
an 'inactive stat~s" ~li~ d~~ewhen it' is ~o be made 'active should 
'be place4 on the, assign.m~,.nt 'c~r,d",which' will 1!h~n make, plac~rig the 
c~se in 'an actiye s~atu~ automatic~ Aqe;ample would b~ p~~~ '~~ 

, assignment car~ on a 'case ~here ~ pending inactive, report is sub~ 
,mi:t~ed would l?Av~. qot '~::)qly th~ dat,e, '01' the, l>epdlng',,,inactiv~ repo~t" 
,but the date' .01'. four months and :fif,teen days thereafter listed: 'as, 
the date, -it is, to :be'come ,active.!' In order to' do. this and: to avo'fd 
pulling 'fi~es" ~to, cpapge th~ ",st~t~s" as ,ref,i~ctecf qn t'~e, cover, ,of ' th~, 
f:1lei. ,the remoyal, ot: the' pen,di,og, 'in~ctiy~ .st,atus, l'r9m:, t~e ~ile ~ov~r 
wi'll Isave considerable c·lerical ',work; both 'from' the'standpoin~of 
putt'ing it :on tne' f.!ilti ;and, ·ciianglng.',1t'. 'Experience 'has, 'shown" th8.t 
'placing th~ p~nd:tng, in:~ctiv~ s'ti8:t~s. C)q 'tllet1'le '90ver ,serVes' no .. 
usetu~, .. p-grp9se to ei,t~~rthe. supe;'Visor or the agent" ~or the Ch~ef' 
,Cle*k l s ottice. In reviewfng files with 'agents" 'the sup,ervis'or 
aoes not depend on. the ,status' reflected' on t'he ,cover, ,but rattier. 
looks into the- file, in. order -to !de,terin1ne its condition' and's'tatus:,. 
". \ ¥ ~ • ,.. • ,,~ II' ~ , '. " ,. _ ~ .. 

-', 

• y ,'~ 

< 

.. 

, .... _ ............................ . 
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(J) FILES -- It is now permissible to place file numbers of 
auxiliary offices on the inside of the file cover. If this is done, 
the numbers are to be placed in the right-hand corner and may be 
entered in longhand. No project is desired; this may be accomplished 
at the time a file is being reviewed by an Agent or a Sup.ervisor. 

----,-
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UNITED STATES DEPARTMENT OF JUSTICE 

o .. ~f14'OI' /'" 'to"'., I) ~~ 

~~f~t.o'" 
~o ~UJY ~o~ 

" ~Q~~ 
.. <(1;,/' '> ..... ~ FEDERAL BUREAU OF INVESTICATION 

, In Reply. ~e:~ ReIer 10 t' Fila No. November 3, 1954 WASHINGTON 25. D.C. 

MEMORANDUM TO ALL BUREAU OFFICIALS AND SUPERVISOR~ 

,~ (A) REPRODUCTION OF MATERIAL - SECURITY OF BUREAU FILES -- In order 
~ that the rules governing the reproduction of material" be strengthened~ 

the following changes iriprocedure shal~ be put into effect immedi
ately: 

., 
• 

1. Photostats: 

a. All Divisions at the Seat of Government shall in the 
future on the prescribed requisition (Form 0-11) give a detailed 
explanation as to the material from which Photostats are to be made, 
including subject, classif'ication and file number if available. 

b. A notation shall be made on the original of the number 
of Photostats prepared. 

c. Requisitions, in the future, will be maintained for a 
period of three years by the Mechanical Section~ 

2. ,Reproduction by Auto-Stat machines: 

a. As you are aware, Auto-Stat machines are maintained in 
various Divisions of the Bureau including th~ Laboratory, Records 
Section, Statistical Section and the Crime Records Section of the 
Records and Communications Division. These machlnes are a quick and 
easy means of reproducing documents. In the future when on~ division 
requests another division to make Auto-Stats of certain material, it 
will be necessary ,for the request to be in the form of a memorandum 
and approved by the As~istan~ Director who is making the request. 

b. It will be necessary for those divisions having Auto-Sta~ 
machines to keep the memoranda for a perioq of one year. Requisitions 
or memoranda will not be necessary for. Auto-Stat work done within the 
various divisions; however, it will be the responsibility of the 
Assistant Director to make certain that proper control i~ exercised 
in connection with the Auto-Stat machines and that the& not be used 
for improper purposes, 

c. It Will be necessary to make a notation on the original 
or the file copy (in the case of an outgoing letter) as to the date 
a'nd exact number of copies made. 

3. Carbon Copies of Original 
and Typists: 

Material Prepared by Stenographers 

J ~6-;2. 3/? _I 
",'NO'!.' I? moo~ I> HiD 

6 NOVI8 1954 
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\, ~ a'. ,Underneath the' i~itials -of the dictator of letters and 
memor?nda shall be placed in parentheses the number' of copies pre-

. pared. (In the case of an interdivisional or interoffice memorandum, 
the number of copies will appear 9n the original.) 

.b. If additional copies are made ,follqwing the first run, 
even at ~Oni~ later qate,the stenographer or typist shall make a 
notation on either the original or the f,11e copy indicating that 
such additional copies have be~~ prepared,~ 

c. When a handwritten letter is typed fqr the convenience 
of the reader, a notation ,shall be placed on the original indicating 
hoW many copies have been, made. ' 

4. Files shall be calied in the name of the ,person using them. 

Files must be called in the name of' the ,individual who is to 
actua11y use them., Fov e'xampie, the, secretary to an Assistant .Directo:q 
'should call the file in her name if the Assistant Director will not 
pe~sonally'review the £il~. st~no~raphers and cilerk~ who'c~ll files 
for SuperVisors. should call them in their own name when the, Super-
viso~ will ~ot actualli review:the file. ". . 

- 2 -

Very truly, yours, 

'Joh,n ~dgar H90ver 

Direc,tor-

• 
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~ric;~~emora~um o 
• UNITED STATES GOVERNMENT 

TO 

pnCUTIVES 

~ 

~~ERENaE 
DATB: 12/22/54 

SUGGESTION'r""df""'Z .... O_9 ..... 7=-'''''5 .. 4 ______ ----, 
111J.DE BY SA I 
NEff YORK OF.!:'::'F:::::I:O::aE=--------.....I 

Tobon < 

Boardman_ 

$v/'~ 
~ :obr°

ot 

~: 
ParsOl!s~ 
Rosen ---"....,......, 
Tamm'---..._ 

b6 Sizoo " 
Winterrowd .:...
Tc:le.Room;";::"':" 

o 
" Bureau rule 'be changed SQ thq,.~nding i/'!g.9-7;jJH!,,_~l:!gj;u.s 

will n . ..o_J-o~~l:--be..;e~a.cfj.d-E'f'! file gpjll!..r:.{!."' ........ ~nves~t ive n!!:)_~s. 

PRESENT RULE 
" " 

lJanual dl Rules an~' Ri?f]ula.tio'fl:s, 8eot"ion. 31>, 2n, 
regardi1f,g the q,q,m,in i-sti'a·ti on o,r in ves1;i g'ai;ive files pro vides': 
Status Of oase sshall be plaoed i on the top 00 'Jer Of file; 
unassigned (UlIiJ); p,ss.ign"ed (name of e'mployee and date); dlos~d (a).; 
RUO; g,ead; polioe department (name-'o!:polioe departmen1;); pending 
inaoti ve (*). 

ADVANTAGES TO SUGGESTImT 

Experienoe has shown plaG. £.ng pend"ing inaoti ve status on 
file oover serves no uSflful purpose 1;0 e"i'ther SlJpervis or" Ag~nt or 
qhie! Clerk's Offioe. In reviewing files w,ith Agents, .the ~ 
Supervisor does not depend on the st~tus re/~eoted on the oover, 
but rather looks into the file to def;erm"ine i1;s oondition and statua. 

"~~ .$A I lpoint's out that in the New York Offioe the 
~ $upervisor maintains no 1;iokler and that files are review~d with 
~ the Agent on a speo,ified q.ay. 

, t~} /S-l,v ... J. J. Kelly, New York" favors the suggestion and ~ 
"'~ reoQmmends 7:1(4',1;- --i1r be oons ide red favo rabl y by the :eureau., ~ 
'\;! SAa L. L. Laugh~~, Washington Field Office" ~tates there appears 
~to be ~ good re~bA why the praq1;ice 0~4rking 1;he status Of a case 
" ' pend inr;t oj-nfLctt ve "on:.~ll~ file 0~~'O a~~ not; -be d i~~nt.ln17ed", other 

, :.'"~'~ ~han the !a.o~ ~hat, t'f:t&. present;~a:c dappecg;J de~~~bl~ I.n i;he

ff
, 

'\~ ~nterest o.r un~formity. _ ,D ~_~ -- oJ... ~ / I - Lt, 
~" " ~ - -- --'- if, 
~ - EXE!l.J!1:1.VES OONFE'RENCE CONSIDER:4f.IO}f,EPJ.f:Tlf(!Jl)DEC 28.1954 ' 

present- at the Exeout'ives oo,nfere~o;f 12/..22L54 l1!ere Messrs. 
Nt ohol s:J Boardman, Mohr" Rose n" Si200, .Trotter" ,Par so n8, and Mason. 
aonferenoe recomm~nded unanimously unfavorable; felt the mat;ter 

::~;;;;;Ui;t;:/tcayune as to not warrant a :~w'~1; the Bureau/sill. 
, \. ~ Harbo fl {1' ytr~r 'V 

I, _r;1m~~:H" ~nS!) 
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rules. Adoption of the rule would provide an exception to the 
uniform practi ce of having the top co ver of each file reflect 
by pencil notation the status of the file. 

i?'7/' 
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... PROM r 
! • 

o 

w. G. EAllES e 

o 
UNITED STATES GOVERNM~NT 

DATB: 12/17/54 
TobOD __ 
Boardman __ 
Nichols " ' 
Belmont _' __ ' 
Harbo - -- , 
Mobr __ _ 

Parsons.,....... .............. 
RO$en..,.....,.,~_ 
Tamm·'_--....-.. 
S.i2:oo ---:-_ .... 

SUGGESTION.,.. #1110-54 Winterrowd __ 
V Tele. Room_' 

I ::t:LZ£s Iha,s suggested. through the FH;'7>iJ ~~z' 
A

Unit representative ~~th~ flecords Sectio,n Str,eamfining Oommitteetha . 
orm 4-5:J whi ch is ci!'li1e request sl tP:J be amended to tnc1ude .:t'h: .. e 

.. e and e:C~}l~iJ.7! 0 t:.-:e.li.eJe~2J-~41.11JJg::..a::JJI!i""'9-fia··'·~1io:ti-:eTi.e¥-date on 
the lorm be placed tn a more conspicuous place. L I i'n ellect:J 
is propostng that a separate space be provided lor the ~upervtsor:J as 
well as the clerk calling the li1e lor him. pe has also proposed that 
-the e:ctensi on be written down on the It1e charge out il i;he !t1e ,t s 
requested by telephone. He potnts out that tv. ts necessary to call 
supervtsors and clerks back 650 times each daY:J and each ttme it ts 
necessary to. look up their telephone extensions on a,dir.~ptory. 

It is not bel ieved that the telephone extensi on should -be 
1tsted on each call. It is necessary to call back on less than 
10 per cent 01 the requests. It would take more time to request the 
extension and list it on each call rece.ived than it would to look up 
the extension belpre calling only when necessary because the It1e is 
being placed on locate. The Filing Unit lee1s that the present 

~ 
request slip is adequate stnce they now put the name 01 the caller in 

\ ~ 
p~renthes~s imm.ed;(,atfi!ly. alter the name· 01 the person who desires the 

, 11,1e. ~ 

t \ ~E(JOMMENDATION: ! J 
~ 11. Unlavorable. That the C!-ttached ietter be di rected to I" 

~
:wm 

~
C. Personnel It Ie -I 

A t bhmento.vv'tPi ,'Z..,2.,./ 10...-_______ ...... 

(5 
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(t, ( 

~ 4·5 
#. Serials 

Section From To Copy_ 

Name Room Date 

Subject 

Special Next Regular Clerk Transfer 
!?elivery 

, 
, .. 

File Out To ___________ Room, ______ _ 

Date ______ Subject ________ _ 
TO BE FORWARDED: 

NAME R09M SUBJECT 

__ ~_~~.~J-~------

\ 

:..t 

\ 

\ , 



r"" ·0 o 

- ?-~-
Date 

# Serials 

Section From T 
0 Copy . 

1 Subject. -

For R()om 

Called by Erl .. 

.., 
" 

- " 

SP.EPIAL NEXT IiEBULAR CLERK ~SFER: 
.r 'DELIVER1 

.. .... . 
, -

File oUt To Room .. -
Date Subject . . 

TO BE FORWARDED:: .-
NAME ROOM . SUBJ EDT 

I. 

i- -
I 



TO 

PROM. t rr. G. EAlJES e 
1'D'BJBCl' : SUGGESTION #12-55 

Ql 
• . -UNITED STA': -ES-GOVERNMENT 

DATE: 1-7-55 
TobOll __ 

Boardman_ 

NiChO~S~ Belmont 
Harbo 
Mohr ~ 

Parsons ......::--" 
Rose n ".,..-."......-... 
Tamm" ..... ~~ ....,..",..._ 

O 5izoo---...--

,~ ~~~ 1, 
Winterrowd_" 

M/ 4/ 1I01l0man __ 

'I ,/ I Ihas suggested through the Class iIYin:~~ 
Unit\r~resenta=ti,ue oj th!3 Records Section Streaml ining Committee 
tha~_au SUp'eJ:.Ejs.E!.§... .be tnstructed to indict!:.t(J t1J:L~9]'_rw, subiec~t ", 
mat~~r _ o.f .ftleU1!i.~_!J1J!~Jng .f~le.-jl'llm~bers lor coptes 01. co~.p~n~~. 

By Memorandum~For All Bureau Ollicials and Superutsors dated 
October 5, 1953, Supe,rutsors. were instructed to adutse the Records 
Sectton 01 the tttle 01 the Itle and the lile number when it was de
~ired that a COfY 01 a communication be placed in an additional lile. 
S~ncel _has $uggested the reiteratton 01 existtng tnstructions 
she has been or,a+ly thanked and no lormal acknowledgement is bel teved 
to be necessary. We will attempt t9 handle this 7!1atter on an tndividual 
1 iaison basis with the uar-i"ouB Secttons in orde~r that tt might be 
discussed in their next conlerence. . 

~pll} 

(( REC OJJJJEN DATION: 

That no·lurther action be taken. 

WGE:nle 
" ~.~~) 
chac: Personnel lile 01 1-1 ______ ---1 



'G'~ v' 

• UNITED STATE~ GOVERNMENT 

-----. -~ e. 
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, ' . . . 

'. 

JJR. DATB: 3-8-55 

PROM. " 

.~ 
Yr. ,G. EAMES e 

1t7B~: 
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To: Director, ~~ 

From: 

SUGGESTION: 

Di visio* of assignment: Fo u r 

That a c,ertain numb~r of employees 'be as?igned to reild 
informa,tion off files when an agent just wi.shes some' 

- -... 

b6 

names or ,any s,mall amount of information" dates~ titles" t': 

address~s" etc., 

C~e~t practice'or rule (include m~ual,citation a~ ,well as fa~ts):' 
",i Po have t/J.t! ftJe ,charged out and the Agent; reads it 

\., and throws ~,t out. ' 
.... ~ L ~ 

~ , 

It would save a great ''[T/,any charge, outs & 10caJ;es. 
lfo.lUd cut? down pn ~h,e number' o!- fi'les del ivered and 

'p:i/cked up and th08~' pil in.,g up "tn the of/ices'., 
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uTITrH 0 S T A'·T t!:S 0 It p k R r M E'N~T' . ..-:rtJ S TIC E~ 

~ In Rf!plr. PleQ,Jc Refer t() 

File No. 

~~ i 

~FEDER.AL ·BUREAU OF INVESTIGATION 

February 14 I • 1955 WA~HINGTON 2S,.D.C., 

MEMORANDUM FOR ALL BUREAU OFFICIALS AND SUPERVISORS 
(j) 

(A) FILES -- I want to emphasize to each of you the importance 
of complete and constant compliance with existing rules and 
procedures prescribed for the efficient handling of Bureau files. 
We now have approximately 4~ million files here at the Seat of 
Government and more than 8,,000 are charged out or retUrned to files 
each workday. You are reminded that· the following rules and pro
cedures Will, if carefully observe~ enable you to obtain files 
promptly when needed: 

. 1. You should refrain from holding a file for more than 
48 hours and files. 'should be returned to the Records Section 'after 
they have been charged out for a period of five working days. If 
needed for a longer period, the approval of the J\ssistant Director 
in c~arge of your divisio~ must be obtained. 

2, On the second Wednesday of each month each .Assistant 
I Director is responsible for a complete check of all files and 
'serials in possession of Superviaors and clerical employees in his 
division. Also, he is required to report the results of this check 
to Mr. Tolson, listing the number of serials and files in the pos
seSSion of each employee for more than five days. 

,3. The transfer of files from one person to another, 
even though within the same unit, section or diviSion, must be 
reported by calling Extension 421 except where the file is going 
forward with current outgoing mail attached. A stenographer'who 
receives a file when given dictation s~ould transfer the file, 
otherwise the responsibility rests on the·employee in whose name 
the file was last charged. 

40 Bimonthly, on the last Friday, each Assistant Director 
is responsible for the preparation of an inventory Qf files in his 
division as of 9 a.m. Each file 1n posseSSion. of a supervisor over 
five wor.king days is to be identified on the list by an asterisk. 
This inventory is prepared op "recharge" sheets (Form 4-4) and is 
forwarded to the Filing UniC, Records Section, whe.re ,;separate m' 
recharge slips are prepared on ~ll files listed. After these re 
charge slips are attached to appropriate charge-outs previously 
prepared when the file was pu~led, a search ~s made of all file . 
storage cabinets and any file charge-out not recharged by ~his . 
process is placed on locate in the event it has been out more t,an 
five working days. ~ ..... J-~l:L- V 

", ,)..~ NOT RECORDED 

6 e FE/j Zb I~Db 128IFfB.24f1955 

-----
I, ... 



Q. 

If each of you will assume the necessary personal 
responsibility for compliance with the above rules and procedures 
in each instance where a Bureau file is in your possession l you 
will find that Bureau files will be more readily available to you 
when needed. I am certa~n the Bureau can count on your continued 
f~ll cooperation in this matter. 

- 2 -

Very' truly yours, . 

John Edgar Hoover 

Director 
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Abo~e proooduren nc~a21u dtscovar ~~~cb ftlcD" arc 
unaccounted .ror no Iatcp ~han t~o ~onth~.a~8r char;cd outj Dr ~~ch 
bocrne~ in 1i'.:Jny inat(;rlcoo:" end ~ eld-~'1nual tntJ6~~oru provtd68 addod 
8af~a~ard. Con8~ddrtn3 E~reau ~~D 4j· ~iZljo~/~l~~ a~d ha~dlc8 ~ora 
than, 8#OQO datJ1, present Dvstea,appaara ta oork a!ftct~~t11. r~~ 

- be tl tls$-rable to rat'iuu'ate present tnstroot1ons ~o £t.J'rcau Olltcl,als 
and 'S~perutsor8 to cooura ~aztcu~ cfJ'ctcncu qj prc~ent aalcGuar~q. 

nEaG'r~Nr._4 nOllC: 

2.. fha.'f; the i:acorcl.8 &ect~on oj the' naoordo and -
Con=un.'da;t~ons· ,L~vtDton~. con*tnuo to 'C;c.,.,.t euery ,a/fp rt -to 
·reduce ~o an cbstlluto tr&nim!lta the nuabe7' Of ltlea ena enqI ouurOD . 
unaocounted j'.o.-r at- "'flU "fjit!6# and -;1'.0"1; 1t be alert' JOT' n!11J naw 
p,roccdu.,.~:u, ~!l tok :;1,t-,:,h"b "be: help/u2 'In ac!vlt1trtriu 'tb '£8 coal. 
Aco~raoU tit "the hCrjdJ,in.!1 01.ff,lc8 .shoqld be stJresiJod: .ctth all' , 
er:l:;>).oycea hC;'I::J'tn3 a:nll dt('f;iC'~ l.nuolv·1no Duroa,u ".1,le~. 



,". y., 

, , 

, b6 

, .,~t tll. D'SriJc1io'l' 'd 'lnBt~ub~ton" $!JPt1"'U'l6~~1 I 
0$ the Inspaotton ptaf~ ~A3 1q9~ed Jnt~ thecatter oft~rcau Jll~D 
(mel enc;Zosur:8S, 'Pac:e:ltly l't'lpQ.J."te'd 0$ qn;wcountCd .ttl,. by 1.')0 Reqordl1 
liectton. ,FluB oJ' "tk~ "th trty"':'!tve .t~c.ns re~.ortod as '1l~8:8'lllg on 
g1S15~ haa bee~,ch~~cpd 'ou~ lor a partbd,oJ'o.ve~ s~~ ¢ont~o~ :he 
.t:frector hcurc6~;rcfl ",ay Cl1~'r0t1 ,ot-lt.s a ro' allot:J(id ;fpr subh f/;t:tended 
per't;ode-.. '_ '-

ar:ltR1iliT 'B.1Tl.1ilJ nll,,1'xtR, (JJ!,.4f:Gl!. anTs: 
~ • A ~ • • ..' • ... • ~ 

, 2. t.hc 'UanufJi lor R:J.,-eatt \sup.eru,~.oor{i; Bco~ton 2QJ sub. 
8~ct'ron (l,8), page ,12j .p:rOV~dC8 that 3Up'C:,.V.~QiJr.D shou2d re./'rr.,r.tn 
;fraT;;, hol.cUn:1" a.. .ttla~ qr ma'tl /or X:Or'6 thfl,n 4~ li"uT'o and> that; tt1.~ii 
~l~ould' be· rp't!.z:rned t~, the Jteao"rils ~ecj;'lona.ttc'1" tl;ey have bo~n 
cha.-ru,ed ou'b .co..,. (J DO,..tod. o,t:' r,l,ue, .:,or1r'tne da'!Io. I.f':n,tu!,ded fo.r G, 
~~m!1e'l' pa"'~J!d, the arprovaloj' 'the AS8"£8tan:b 1)ti'cclt'!p in chtt,.,.ge 
oJ' thp. J]~fJ"'l!r/.pn mU./r!; be'o.~t(l'llied.' e' ' 

. ' . 1J., It{ addt,~t~n, Bupel'1.J1.por"8' Jlanua,2:. 8cct'to'n !1()# -8flb-
"31101;,£0.". (20)1 /Xl;g<l 18# p"'Ot"'d~8 111:ot o~ t~c .so,cona 'Tlednt1~~a.y. of 
,(ach month ooc4 A88~stant D~rootor is· ~C8po~8tb~e lo~a ¢oapl~~? 
cbeck oJ' a2l ftltJ/.t. a.icl 8,c.'I'tct.2!J tn p08Setlst01l 0.1 lJUpcu·u"t$Qrs OT" 
.o2ct"~ba~ f11:Jplol/tJos in "htO;.Divt8tp~ to det~r-~£nf.! 1.1" T::.tJ:i,1. t'l) 'bC1:I.tO 
hC9~2e~, P'r.o~p~lll ,and, P'1:"oPf!J' aotton,b(rf.~(J' -token. BQc~ A8D'/,01;~n1;. , 
'»~"",oC,to.,. to r~qu ~,req' ,11o JU.,.wfi'ih. lI!'U '0; '/"epo rl; l>n .'~~e' 'rl.uu.il-ts, oj' th,~t;J 
fi4t!b.k gltJ;(,'fJf/ the rulQbe~· 0/' '4eT'jfJ1~ ~n: thq-' pqsi;u1iJa"lQll \0'/ eac.l~ . 
\tt~pe"'it!8o''''' ftr' 'z:c)rO t;fjtl'n J'tv!J: da1lp.~ erid toe .nuab¢r (J';f ''flli1;d '/leld 
b01l0fUl the tttIlJ-i:J,aU l~a~t..' 

, 

~. ~kc Supa7u1$O~'~ ~~~uGl qI4o.r~qu.tre~~hat ~he 
,t;'ra.nfJ'.fe'r.- c;/,/tlo,tJ . .tr()'Gf one pcrSpn,1;t1 Gil othe J,;-' ~U8t be: rep,or1;(Jd. 
:t'Q::::.qcl'~t4~U ,by. call~ng f':rtensipn 4.1J1.. TlJe ""'tUlpOllB'~1J'tl~ty /,o'r
~~n·D,.te:r."''l.n.!J a. It:{.a $71 the: f,£rlJl1 .tllstan60, '1~ ~n i1i.e cal'l~y(Je' rlJco"/,u .... 
ing ~t lro~ the Rec.orijs· S~ctt~n, e=c(Jp~ .~erq:a·~to~Dprap~e~ -
'r.qce fv¢~ a ItZe. lO~e.n· ,o-et)cn·d·tcf;atton, ''In suoh ct ~a~e t.'tt! stom? ... 
gr-ophe'f':' j6 T'oguf.,..,d ,"*p T'epo'r:t _ th(f. t'l'a.ns,fc1*ft " _ ' 

_ . 4. B,£r.o.nt'hlu,. on the: la8t, rrt'4a.:J, ~a9h. A.Dst8'tm; t 1i!.~"o1;p,. 
'18" 'riJ.tipQnatb.Ze lo,T!' tllo p'jtep(J"'a~f,on f).t an- inr)lJ~to~u ()/ ,t,he .1('los' ,tn. 
hfl> d:'t!'l~tdn.. 1'h~(J f.nvqntoT'U t8, ;l;q rcp.(J'I'1; 1;h~ .t~le8 tn :1;h~ cl'&t1'£'si.t)'n, 
~B o/" [} a.~Q. an,¢ ?(Zqh. J'tlt1 tn, t.hq P08s0Ss:eonc 01 ~ ;sup<!r~~$or QUC1.' ' 
.ttlte :dC!rllS i8 'bo' be 1doh1;.'tft~d, blla~ a,ter'tt!1; ... ' T.~ ~~ 1nv.e!J~o:ry .1.8' 
p,rllpq~cl. '~1J "i''echa.'I''Of! t;ho!Z:l!s" (ror~ ' ... 4-4) t;111d. .ts ./oJ'f'{J)(lT'de"d ¥I 0' 

. 'th.6- Ftltng Unit: 0.1 the Reco'l"ds Sectf.on. . 



.;" 

REcoMa SF:(}1!IOll ooin'turr,s:. 

, 11,.. Tendcll, G. E~t::.e8" C:t.t,el" Di. the- I:coo rci-a Seo:li'tqn~ cdrJ~ilcd 
ihcf ,e=pIQueea of4's Ceot'on conston*~u arQ 04 t~~ ale~t lo~ 
itlproper-lll fIled. 8t;trfclo an:l' .f~ltJs, and lor ./tles 0" 3o,rrt.als ",h'Jch 
hauo bec.l1 chcf'ged out 1,(J,r' T.'1~ra th~7J ''thtf1 p'~rlt'~~ed per-to,d" ,lJuc 
1;a the .la.,.ge .volut::le 0.., ~uoh ~harge 6u1;s X-pre, 't~Qn. 4,#OqO' ,da,1.1:1I) 
it ja not practtcBl,to ~atntatn a ~ickler on each on~ ~here.bu 
4' "1'anindJ1'" cOf.'ld be ,ll,otit trt'th:.ln: ,tt d~lI' 01" tw~ clt,e..,. *he persr'1:tcd. 
~'t'f,Je, hdq, ,"4~p~7'qd. In 'f!.an!l tn8ta~ceD J'frl'C;s, held' $00 long ,,)'., . 
apot;ot!, ~fI 1:110 /O;cj; 6o~eona elsa re9~(J8~8, the same .t~;t.c and· 
'1.1; b~cot1ctJ nct;CDoa:rll 1;.0 p2a.cer ,*hot ./1.18 on J..oc!J.te !,Of! 'tl:P 1l0~ 
rC'2ue~'l;. In\ v'£e,~ 0.1 -the ./del; 'the .D~J;,.oau. riQw has.' api:.ro:z:'J.1'J.,a.t.eljJ 
.48- n:£Z:U·on./i16D tt .~" np'l; p'racttoal. -te)' ¢h.J~cJ~' 1;b.,~ "hereabou.t-if oJ' ' 
'all J"l~.s t.oo frogucntlg d.lt;~ough. tIl. 'Is hom 10 done· :sen~ClmrtJallij' ~nd 
1;0 4,l.~88e.,. df!UrllB thr.QtJ,gh, 't;hq. 'b"llonthll1 recharQe !J lP t,~r:z:. t:an~'£ onod 
alioU8 un(f~r·~'l;em. *1$.: . _. , ' ~ 

" !r46' re8pon8:~b11tt;y. /0'''' .JJQof.ng to ."'~ ~ha .. t<Jj!l:raau·'./~1.#!J8 a.r~ 
"'~l(J.~l1ed loit , 'Prtompt ~et:lrn ·to· 'tlHt r.ocorda 'Acct1.on .1'&08 .~;r',*h. 1:ht! . 

- nurc¢.u ol"t~ta18', and ~.J.fJCrvt80"'lJ, 'ciho rc.q.ues* :th(f ,1('leB,~, Each /tIe 
,re9u~8teci ttl 9hfl1"gad out in tho- np~c oj' ~he person fo'1" t:hom. it '1.0 

., rqCJu(g8t~d~f II 'tf~a.1; l'.ci-8o~ fctttrha, 'I.-f;. protJ'jJtll/ -Dr tN!ls/er.a ~t; 48 
,teq:J.tred:'- th" p'rl1lJf!?nfJ. tJlIst.tJi,tI. tlhould &.."Or1re.f.foo~fve2u. }Jr • .rc::r:~8 
tealiJ, tr..a:t the: 9'1"CP'f; ·f1'.:~jOJ·.ttll,o;t 114r't1ctJ, 0IJ'lqidZa, anG'1JuperU'tsora 
p.rd86~tlu P~q cQ~plutng. ~$th th6 rpqutred. pr~oddu~a8'a8 6ufdenced 
b~ ~hd !ac~ brily thtrty ~t~08 Q~~~f·&.1 .t21ton ar~ no~ undgopun~e~ , 
.for .(Iive hautJ l)eon lpca.tea. tJinc;e 't'!l.t~ rzqttCl" ~ao ri:p.ot~ed on 1l/3/$G).',.. 

'II ' ' 

. '5:he Recorda" Secti.cm. ;l:CJ~n,*atn8 -the JolZb;:j'l~9 bo~'f;ro28 OVCf" 
t;ho' 1>.Jraau 'a· /1,':)"08: ' _' .. ' 

, . 
. . ·2.. A~ 'G .o<>ndan't· ohec"/f on 'th(f ac..Olrracy ·0/ th..e work 01 

6cplOJlCOB GS!Jtgncd "to.' 'pu;+l 'an,d. "etul"~ ./'lC.lJ~ 'f;~e1:eoo~8 SllottO,n 
'rogu+a~lu c4eQke 5 pa~Qen~ ol'4Jl Bach ~or~pe~/o~~ed~ The Bureau 
p'l'dt1(mtZll has, a.pj.:rrl)ztr:.tlte211 4g ,m:t1.1.:e'on. .ft.los an4· over 8;000· 'Q.t ." 
"b..hf!111! otthor- eire .cha..r-gecf.. 'op:t. ~Or .,.qturnecl 1:0 .,1.1& !locn., UJlj~1r ·day., 
lJU,r~ng the' rt:ODt 1'IJcen'f.;. tnapection of'the Rt;l(:Ord8 :Sec'fi1.on· (9-:1'l' to 
1.0-20-04) "'b t:?ils noted ·that oJ' al2 1'I).e rtlgZ!,e$~8 l'~c1(rtt?cd ~n 
aytlrago, ,0/ 2:] pct'oftnt b't '(;hlJ ./'ll.co aJ.,r4odrl arlJ ohaJ10c,d 'ou:t and " 
t:ustbe pu~ ~o~ J,oca.tc., ratiu2t'&ng '111 all (1;vcrogo' o/' aoo allah. loc,(1.'l;(J1f 
per da.y,' .", ". 

, ~t.· a~.· Upo.n recqtpt tJ/ the )'reC'h(trgi: :ihde.1;e(( '(Fo'N!t 4-4) 
'preptirpd b'tmQnthl.t/ btl tho 8,evaral Scat Of (Jovernt;cnt d'lltltltons~ ao 

4 
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~et ~ut Gbo~e u~der ite~t~, ~he ,t.cQorda ~cc*to~ prep~~C8 a red 
're.chp.rgc pZ tp o~ .dtSch· ft'ca 1 ·Jataq. ",n. :t.~e 'IIT'tJchargc. ilhoe,1it:h II T1r.ollc 
01 'po then '(1re ta1!cm ~o, the a'l;oJ4a:;(i oab£ncf;; t:hfl~e. tJ2.~ ,'lot} -bt:2otJ!j 
~ml t~c ped 'aZ ~p ~;f. 4ttacl1eiJ to t.';.o .:ch.¢.t'Gc ,.cu:/; prt""tc!..gllv plocad 
1;1:0'-0., :hf;t 1':'eruco 'i;p ~"''(f7,,!I' ~hc' c~,attgd t't:.t :up tb: .data, and. 
pr.orrLdcs- Cl chain 01 P08i1oDs1.0n. IOTt t~e' .f~Ze 'n, 1:ltc -culcn* ,tt ;~tltC'1'-
i~ .found ~riao~ou~tCd /tF,. be/ope j1i re.tul'nq 'to ./1.1£1., Afior' t;ne- ~Od 
';'fach'O.rgf] D'l.l'P~ ,Q.1't1 placcrJ. tJ,ppropr:f.a.1J~lu, t4c I'lo DtortJ.gc ·rJ.~c;:;,ar~ 
dr~ chqc1:cd 10.,. ~nu rectttntng -cf:.ar.gtJ ,,?u,* '112:lplJ r:;4~cl~ 1.'opra1Jen1J 
./tlfJB !loti T'cqhd-.,.a~d!l4der1/4~ b,tmC?nthly f'eoharGe ,tiyirJ;eti~ l;u()h' 
cl:a.1'~I:!QU.t,8." .~I' W'..orc, ~ha1i.f~fJft. da~:.r. o-1.ti';J 41"0 ;tti.~od~q~cll,l placccl on, 
l-oCQt;C1. Prf,OJ9 to FODl'~qrll 2$", 2953" 1;~()tlt1, rc.(:!'!.argc p',r.Q.ccdu."'~$ .l:iCr~ b7C 

'r'cq:s'lred o.n a l'lon~hlu. b/JB~U. 1.'bdll "ei'e l'c!1:1oc!1 to ?>~t:ontl.z: as liii 
ccon,or:::r 'cnd St'l'OClt4 in {ng i'laa~uf'e~ l!CtJS7'8. Ear.:otl.a nd. I I 
'of ,the:T!cqprdtt Sc~f;'f,ofl cail JJ,cc no' ju:rt~J~c::f;f.Qn. Jo"" aaa'£n.aqut1'lnq 
*hc~ ~Q' ~c ~d~ ao~th2V ~~~oe ~Q~t~, rcaord~ 1nd!c4tc there rtr~ ~ 
/<twc,T!, 1~~ttB tlnacp,oun1;c~ /oro, npfJ ''than lC:.\cn the: 't'eah·a.1YJo t:Kl$ .:"da-
'r.!.(>.nt1J.l ll.; . ~ , 

, ',8 •. p(jr:da7)llU~217l; tn, J'p'rf.l and octo~cr, '(l ,'co1J'rplc.te' ~Nl(J 
by l'&l(!:c!1.~C1;. 1Jr' ~n'UBntOl'!l "to- r::..ad~' DfJ< t;1tiJ Necor4:r t.cq,'t;'&o4.. ~n~fI 
~}J' a 1;~ei;cndo7,lC1 ';tQ6'[-:. but SC't'PflU, ·tt), pr,p_lJ~de' ~n ,adcou~1;,1'li!l .. ('01* cach 
01- ~h,e ~",r~~u. ~ 8- ~ ~~ll ~()n, J'~ltf(J' 'tt:itoe each yaarfi1 t;:)';::11 ItJ.e,$ no'/; 
o:th~r:.1':te lopated are l0:.nd durlng 1;.1 te chec1(. .. 

. 4,. -A~V l~1.tt J;oum~' un_ac~i?if.n't~·d /(ir tl~ .~. ir~~:z'11o!, C?:r the . 
.. ~ct1tqn~uill' l.nvtnrf:Ol'~h jro1lf. t4f1 b~t:.on.'ttzv 'rl1cht;..rfjc .8lJf!.ton"o"l" b?t any, 
.0.1 t.r..e re;,:.:la,~ dcz'i.'IV pr..ooeduri!s '(jf 'f;~C- . .F::e~ord,D. rJact'ton,: '£ll' 
ri!/a'rrc{J tD .. t~~ lfttitJti:la: Ff,-!eQ, /I(1ak f!.J tha:t;> Cc~t~o~~ ptr.-t,jJ desk' 
detJotc,s .full, ~i~<1 t() a.8y:rte::.a~1c !,q'3r~h ,/flJt t:::&ctdIlU /'£1,.OD. ar..d,' 
,~ oredttqd tit.th' 1:oca:t'lno 1.'!a~!'r 'h,!llld'l'cda .(j~r .!'ft.1.Q,3 o.n~U,a21;l~ 
~8 a~ e=~~ple b~ th~ df!ea~tv,e c~r~ 01 th~8 de8~# ~~e ~enorand~tt 
/rOf;1; 111'.' 1.:a.v.ell' 1;',(): 1Jr.Nir;h.o-lr.t d,a.t,ed. 21C!15s~, -,;~.,. ti1h. :h'J 't4e bq$ to' 
Jar' this ilt.trueu" 7'~-;Qrtcd t,ht'{tt:J-f1,ue !~lC!J ~ert.r lJn*cqo:tn~c.d /0.,.. 
Botl;1aen ~!1nt tt~a· ~~t1 fJ/7/6,51 , ,tf?f.f 01. t~e, ·tlt1)D~i)f:J £:i;citu;. C1e.re 
l.Qoatcd, l'c(;lvfng thtrJ:lr 1.*~1:1.8 .;)~:~ tif_bi) Jau.nrJ~ :al1. o.f 4')aicw ljjcrc, 
found. -tob(] Ld:J8'lnr1' ¢ .. n1.. n9 ~954. a'qi: ,m.p;l:l;liJr- of ~uo~ 't'4C1:l8 -
Il~otuat(J8: OOlJ/lt(J.':l'tJlu os' 80T4t1· artf "lDc~tecl and nfJ.l:1 '&'tCJ1uJ 4'&8opf}orcd_ 
tQ ~~ ~nac~ount;ed !Qr. ~ /$14 that ~bnttn~ea to' bu ~na¢cD~~~ed 
IQ~ thro~jh t~d oon30cu~tue 8c=tannual l.np~ntortcD i~ 'rccon3*t~~tcd 
ao ncct,.~'U ao pO.ostbll1'!! ~-tD cqn 1;0. acC01Jp).'£d-:cct "th:to"cuQh ~sc ~I 
a~at.raot8 .. 

. . s. ~upo't"u{{}"i" I ~ r'~~nd: ,1111i~4 -r.t!~o"rdl1 
&~cJ'tf,on~ (J~t!t8J::P :tha~ 'tn, .Qonndctton.""'t/i, a praqon.'t 'm.u.'lb~1' 01 'Sa Ifl.08- 'and cnc2i)p:u~C3. unacpoun-tca lort"a. constan.t cllor-t to 

.. ~ 
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t'Adc' to keep th.cJ ll:Jaber" _41;- -the 2o::JlJot pobb"tble j*t!T)rf)j that 
p,.e~6rrt ,Jtul~a and pr(JctJcI':Ji'cd t:JO 1"1& 8 a,t'laj'ac:f;orf,ly "tn ]:otr{; 'tnat3rtcft8 
:t.n· !)ct:ttl?:J It·llJ.lJ b!%clr tn:fie» the T:4obrda f:eo'tion; ,*ha.t a r:4Jor1,ty 
01' unac¢Qun'tcct. IO'(f !~1(JJ) ere. th1,TJ" Ql1o. IH· ~~O tJ~:rtal /,&'l'a8~ 
and ara Jaund. to haue beeh .'Q.'iJlt.2ed alt'!:.ou!'}h- cj'ii1;crtt arc c.t:t.8cOtJcrDti 
to haoQ bqpn ~honGcd to' another l~~lc and the ~otat~on.th~t ~hi~ . 
~a dbne has bden ntaplaced. Also" ao~c Jtlcs ~htch h~ue bsen -
on locat:,o Jor an e:c'f;cmacd tt1:l.0 in:.,ldcll%Y coma ",flQa.'f;'f.ngl' back 
trrto ~le Jilt! cabtncrt t:rt~4ou1; any' t'",d1catt(;Ui 1:ihdre 1;bt111 hauc' 
been. 

i.- Cu~rcn~~ulc3 relettnu to the oharGe ou~ ~nd ~~an8-
lcr'r'lng of 8.!4P.cau. .f~'l«!Js ;£/ Jol1.ot)'!cZ closely,·, by Sea.t -01 ti(fUf.Hmrwnt 
ofJt¢t~28'and ~upe~vtBor8j ppoutd~ ~n ~~Jcattue maana ~I kCdpt~G 
th~ ).(In!Jt'~ 0.1 t'tt:;a .ff,lea are. 'oha.T'Oo(J. ~QJJ.'I;" 'tp 0. ,.ct:i~pnab;I.e ntn 'l~1.lt:1; 
anc~ ;l.i)tl~ l'r!HJa'it irJ.ch al:a.r.O(t outs' funning' 'n't~ an c:r:t;cndea. pc-rt,od., 

0. naoo.,..d.t; Ser::t.~on.. 'c()ntr'Qla pr(HI,~dt! t:o.'rkG'blc nodno 
of cla:lioQt'ln!] ph~it 111(1./) hCU)l1 bCC01:J.!i un'acoQUntea :tor end -C.t 
,~oca.ttn!l m~ch ;f:£lcfJ a~, ra.pJd111 dll pCfJsi.b1.C.., . 

, , 

, • 3., Al-thcugh' lZe,r;ords' &ea-t$oll of.t£t;1,aie bel1,'cue 1;he 
9rea,1; r!C1.Jorf.'(;y tt~r ~r".,..ea~, ql'..f:ic1.,a/,l8' ana. tJ!lp(rr~t80rlJ llorj conPly 
"'loth -f'Jt.!les bn.d prlJcadtJ.T'''~ eat up .. ,for:- '1r11,o lJJ'.,ft.o'lant lJ.:zntll f..na 
q/ .B~rccu f.f,,:'-t::J~ f;fj m..a.~l fir! dCG'l:rabl.c to ro 'ta:r~t;e 'thc:lc 'rule.s 
·a~d pr~cpd~r'ao fo~ eu~~a~ ~ff1cta18 a~d 4uper~t8o""D ~p aDn~rc 
contrtnue4 cooperattoJ1. 1.1J. 't-b.fs l.Q~or-tant ~at't.ar • 

. () 
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I Date: 
. 

To: Director, FBI 

From:L...I _________ ---I 

~ Division of assignment: ~ b7C 

(Signature & Title) 
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-UNITED STATES DEPARTMENT OFt.;,.-..:..,,· I' 

FEDERAL BUREAU'OF INVESTIGAT~ 

EMPLOYEE SUGGESTION 

°Fic0 Date 5-11-55 

To: DIRECTOR', FBI 

From: b6 
b7C 

Field Office or Division .;;. __ --:--_S_T_._L_O_U_I_S_D..:.;;I..;,.V..:.;;I..;,.S,,;;;;I..;,.O.;;.;N _______ _ 

SUGGESTIPN: 

It is, suggested that on f~ture printings 0 
FO~~ NO. l-D of I. J U .• S. qov:ernm~nt. Printing OfficJJ..,~"""""""""-"'~ 
16-52991-2, that the \'1o;r-ds "BUREAU FILE # tt ,or 
t~BUFILE It be adde(i unde;rneath the word "INVESTIGATIQNtf. 

its advantages are: - I 

It will eliminate the nece~sity of WI';!.ting in or' j 
stamping "BUFILE" on file fronts in Field Offices., It wi] 
also serve as a reminder for clerical employees to ins:rt lt~. ' 
the'Bureau file number. 

\I ' 
r
1
"'; lI.) 

It should save at least' $ annually. 'I 
I ' 

The use by the United States of my suggestion shall not form the basis of a 
further claim of a)tY nature by me, my heirs, or assigns upon the United States. 

~ 4' t:/ fo" s - i::«..<. 1 I' 
a.Ji.! :(1': 1" rr-v ~, ...... _~~=====:--::~==..,...------l. 

(Slgnat»te of Suggestora,? 

'_.Comments and recommendation of Supervisor, SAC, or Assistant Director: 
The Bureau rules require that where available the Bureau file Number. 
be II1J:ac:f OI(:the outside of the file jacket. The Jluggestion I)lade by 
SA \'/ould not only assist the Clerical ~mployees in serving ,as' 
a rem~n er tpat the Bureau file number shou add d,.but would 
also sca·ve 'th'e time necessary to identif,1..Y.:..' ~4-~::::::"~~::::=::=~~s;::;:..::::::::::...-
t.he file number. It- 'is Jrecommended' , (Signature) 
that the sugg~stion be adoPjed. ~ , 

,,' '~&COR . (e t: ~d0 /q_ S~IAL AGENT IN CHARGE 
tWffj~. ii1,~1l"~ DED-27,.!.£..!: ----- :..:.t..: ~~~ (Title) 

R ('~~~~1~BEXED-27 8 MAY 131955' ~ ,-
il - _K1* 

\ 
--------------~-----
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PROPOSED CHANGE.IN' THE FBI IfANDDOOK 

The FBI Ilandboo'ki Part I" 41A, page ~6b~ ahould be 
,aaendea to reaa. a.s ,follows: 

41A~E NU~EnS . 
'-A:~ 'l7itr(i=jjureau correspondence 

• ' r~clude Bureau t~le number ana the fil~ numbers Of 
, .all 011£c681 ~! knopn) recejving copie.s 01 the. 

cQrrespondence on, all intra-Burea.u correspo.ndenoe: 
ezpept'teletypes. Set/orth tmmedtately Dlter t4e 
name Of the 8endi.~· and r8ce~vtng olltces.' 

-..8. CtJrresnondence ~ local intelligence. agenc1.es 
Include 'the r1.1e nUMbers 0' agencte8 -to whtch thg 
corres ondence '£8 dtrected. if', ctlatlable-. as rollot,s:' 

Tolson_ 
BOardman"":':'" 
NicholS' --=-:. 
Behnonl"":'::':" 
Jt.ir"o·~ 
Mohr· -. 
Parsons'~ 
Rosen -=...::.....:. 
TallllD ... . 

Siioo """'1'"':" .......... 
'l'inlem;wcl-":"':" 
Tele. Roon,-":": 
Holloman -.-:. 
Gandy -.-.:.:-' 

1 In, lett:~r.8 and enoranda lace 'tIe number beneath 
captton~ , 

(~) In'Bureau reports dts8entnated ~o ·an intelligence 
agency, place 're'erep.ce file mLnber in d:lstrt.bu:(;1.on 
,blOCk opnostte -ttt;le 0 C agency -to l"h'lch repor't :s,ent;. 

, 

--

, ,,~ND£X£D • It 
tx-i01 
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TATES.'PEP~~T~ENT 01",_ _ _ E 
't-~ • 

FEDE~~L BUREAU OF INVESTIGATION 

In Reply •. PltOle Rei" ;0 
File ~o. October 6~ 1955 WASHINGTON 25, D.C. 

~ MEMORANDUM FOR ALL BUREAU OFFICIALS AND SUPERVISORS . ,0 . 
(A)· RECORDS SECTION .. ·RETURNING mES ,.:"; You are ~gain reminded of 
the existing rule ·that files must.be ~etu~ned to the Records Section 
within 5 working d~ys ,unless permiss1qn ~s obtained from the head 
of toe DiviSion to keep them longer'. No file should be retained 
any longer than absolutely necessary~ Tne coopera~ion of all ~er .. 
sonnel .1s essential in order to meet ,the Bureau's deadlines "with a 
minimum of persopnel 1~ th~ Record's ~ection,. . 

tl\ 
5 9 OCT 131951~ 

Very truly yours, 

John Edg~r Hoover 

Director' 

\ 
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'-..~/~~AHDARD PORM NO." 

Offi~e Merno[J"!i!Jum" .• ·U~ITED STAD; GOVERNMENT 

TO : MR. NIOHOL4-~\,) DATE: 4-20-56 

L.rOM : l 

t v SUBJECT: 

lY. G. EAllES f!. 

SUGGESTION #715-56 

o 
.. f,' L ~ s 

. 4 d 

To!son __ _ 
Nicbo!s __ 

Board§man - , 
Belmon 
Mason f-
Mohr . 

REOORDS SEOTION STREAMLINING a01f}.IITTEE 
Parscms _' _
Rosen_~ __ 

b": Taaull"...---
o ~easC -_---,,-

SUGGESTION: I I GS-6 supervisor in the Ff,J,f,ng b7C~!~~~~;:~ - .• -
Unit, ~as s~~~ested t~roughthe !i1in~ Unit ~epresentative of, ~;:~~~~ 
the Stream1~n~ng~Oommlttee that a1~nternat~ona1 Worke~~rder ~1 • 1l~ 

lmembershi R 1ists}.maintaf,ned as enc10sure-s in File 61-7341 ( Inter- J...~r 
nati ona1 Workers Order '[i1e) be placed lin legal ,tj1e_ .t.r3!7!_ts .Q7}!j. . 
baoks along with the couer letter. ~is sugg~stion does not come 
within the purvie,w Of I I duties. 

PRESENT PROOEDURE: These membership lists are folded and placed 
as an enclosure in "*he file or behind the file. They are used 
e:ctens1.vely because Of the 'vo-lume Of tn~e:cing and the nature Of 
the informatibn contained therein. ' 

)J)VANTAG~S: (1) -"nLists wou1dbf! more ,readf,ly availabJ-e. 

_ (2) "~ists would be mainta:tned in better order and 
would presen:t-a p~ater appearance. _ 

.' f~ 

(3)~ So~~ space would be conserved. -jI 
- '- f'#f ' . ':.; l1J 

DISADVANTAGE8.~ Em..J).loyee t1.me necesso:ry to, ,~o this proiect. . 

SAVINGS: ,;;'o~siE;'e ~o. convert t"o tangible monetary, sav,ings. 
However, savings in most part w1.'11 cons1..st· 'of ,1.ntang1.b1e fa.ctors 1.n 
that 11.8t will be more readily available anq ma1.ntained in better 
order. Any sav1.ngs accrued will be nUllified to ~ large e:ctent by 
the cost of adopt1.ng the suggestion. -

OBSERVATIONS AND CONOLUSIONS: Suggest1.on has some mer1.t. As a 
result ~f this sUrgestion and a similar suggestion (#714-56 subm1.tted 
byl .Fi1ing Unit employee), a project w~ll be instituted 

/

When personnel lS available to place the International Workers Order 
lists in legal lile fronts and bac~~ as suggested. It is po1.nted out 
there are a large number Of enclosures that; 1J!ill h,g.v'f! -po be changed 
and personnel is not avat1able ap thts time to un~~~ta~e such a 
project. In v1.ew 01 the nature oj thts suggesti'on and the fact ,;th,at 
a stmt1ar suggestion hcis been sl1tbm1.tted by an'iit'h~Tj ~employee,,;!fffe \ ~ 
attached letter Of, ackndw1edgeme.n:t ... ~s .~lJef'ed SUrf!j~ t.· K,f) _ ,\ 1 ~~ 

~ 
RE.~ur<tJt:O ;..~ .rp/to i ;~ j ,- ~ - ~' t-J t~ 

, :nle, INDEXED :. ~4 · .. -" !i A~ - t . \ ;V~t 
~ nclosure l:.o/l/1 ~ B }\P~~O 19 6; " Ot\}-' 

5) fin I\V Q.. . bPI -~ , II " ~ - ~r 
0: f1,~s&h'1iel ~tilS~~ I .-~ _ '(, ~l '.!, 

l'" (See Recommendations seeo Ii page) W ~ 
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MemQrandum to Mr. Nichols 
Be: 8ugges~ion #7l5~56 

REOOlDlENDATION8: 
~ ..,~', 

(j) • "'i 

4-20-56 

(l)- Fduorable~ when personnel available to undertake 
projeot. 

(a) Th~~ the attache~ le~ter be forwarqed 

4'~ .. ~~ 
;". 

to L..1 _____ .....Il
b7 C 

.. , 

" 

'" 

- 2 -



~. };-~- -. SJ.· ~. 
r~~i2-14~54) FEDERAL BUREAU-OF'INVESTIGATION-

\ UNITED STATES, DEPARTMENT OF JU~TICE 

EMPLOYEE. SUGGESTIOw/f f 31 ~ 

'OHles 
tj" Date. J\1Ile 8, 1956 

To: Director, FBI 

SAA L-I _----,-:~--..... 

/£ 
From: Division of assignment: ALBUQUERQUE 

b6 
b7C 

'SUGGESTION: In complicated and. involved cases where there are over ten 
offices handling -investigation in a particular matter, 0-,:' \-There a file 
has exceeded one volume, that there be a summar.y sheet', simtlar to an 
.indices check list and not serialized, plaQe~ as the top-ser.:(al in"the 
file, to show the file number of the offices' ,involve(h ap.d in rugitiv~ ~ 
cases or cases where ·an- identification is to be made-by photograph,-, 
reflect which offices have been furni~~ed a :Photo of--the sllbj This' 
summary ~heet COllld be limited to the £ile. of the 00. Thi's li ,ail be 
kept current by the SA to whom th~ ca~e is assigned when new 'is 
received or a new of.£ice is included in -the inves;ti~atl.Qn: •. 
Current practice' or rule (in~l~e manual citation as ~well' a~, Yacts) : 

- e..;. 

Norie known.' 
c: . Z 8 1, 

J\dv~ntages or suggestion: S.ave: time 'of ~A 'ilJ.en, .s.ending iead~ -t~ 
office for. location of that of£ice's ffl~ number~ ~ If ap auX-i 
office requests the 00' to furnish ano~fier a,*iliary of;fice 
ph9tograph, it can be determined inunediately.-w~ether or not c»lW~ 
office has previously been furnished a photograph. ,I~ is bel 
this -will e~pe4ite handli~ of administrative work in cases h 
a*y volume. 

D~sadvantages ~f ~uggestion: No part·~cula.r disadvanta'~e knqwn. 

See attached sheet. 

. -, 

.' 



L, 
~ 

RecommendationS, and commen~s of Division Head: 

I do not feel~bat this shOuld be made an administrative 
requirement on a ·BUreau~'Wide basis. If the Agent to whom the case is 
assign~d wishe~ to ~eep"such a l~st. in hi~ work box to assist, him in 
a~nisi?~r~ng his,' oW ~a~e, J; se'e. no .objection ~o it but :r f;IlIl opposed to 
a top~ ser,ial in :the fil'e. It :bB.s. ~eIl ri:J.y experience that top serials 
such a's this eventually :OOcome buried in the file and -sometimes become 
erron~ously "~er;i.aliiea.. Or cause' a.rids-se~ia.tization~ , , . 

. , . 



1ITANDARr:! POIIM NO. G4 
• "'g- ~_. r4 

1 ,~ ",' 

M~t1.nfj~; , 
:\U 10 .tt' .'~_ #' ~ 

.' t ;~ •• ,,~ 

() 
• "ONITED STATES GOV~~NMENT { Office 

~~ . 
FROM : 

Mr. ;~18iF~ 
E. D. ]Jason 

SUGGESTION~31-56 
Made by SA 
Albuquerque~~~~J~~tc~e~----~ 

DATE: 7/2/56, 

~i~~i~_ 
Boardman 
BellllOn 
Mason~-.....,.,. 
Mohr '" 
Parsons_ 
-:osen _ ___.. 

b"'C'amm __ -
I rease __ 

Winterrowd _ 

~ SUGGESTION: In complicated and involved cases where t..he re are ~~:f~!::= 
. over ten o/I1,ces handl ing 1,nvestigation in ci-particular Gandy ,_ ". __ 

matter, or where a /ile has e:cceeded' one rJolu7llB:I that the re be a szfm/'rp.:r.,y:,·( 'td sheet placed as the top serial in the. ;/-ile to show the /ile number .p']: :p1)e:~~ 
, o//tces invol ved:l and in lugiti ve cases or in cases whe re an tdenti:t:.~:~,~ i;)) 

cation is to be made by photograph, reflect wh,ich o/fices have been:~ .~ .. ~~ . ~\" 
!:... lurnished a photo 01 the 'Subject. This summary sheet could be 1 imiF~ ... ~q.' ':~'" ~ .v. to th,e lile 01' the ol/ice of origin and would not be serial i.2ed' int"rJ.;.,. .. , ",. 
'.7) the /ile. The 1 ist can be kept current by the agent to whom the case ~ 
~s assigned when new mail is r~ceivedlor a new ol/ice is included in '~1 
"0 he investigation·~~.Jd offlit <i'l F1 e, f]lImbe.r!S fJ,/\ 

I~ ADVA'NTAGES STATEDfj Save time p/ agent when selding leads to another 
\.l)' ol/ice for location 01 that ollice,'s lile number. II an 

I \:S' au:cil iary ol/ice requests the ollice 01 or1,gi,n to turn i,sh another . 
~ au:ciliariJ o//ice with a photo, it can be determined immediately whether 
-0 or not that 'ollice ha13 previously been /urnished a photo. Aginrt II 

I ~ believes the suggestion will e:cpedi·te handling 01 administrattve ~ 
~ in cases hav~ng any volume. 
I(;;f -

ce: JlllSERVATI'ON8: SAO Johnson, Albuquer,que, believes the suggestton should 
, '" not" 'be .made an admintstrative requirement on a Bureau~wide 

:~." basis. SAO Johnson is 9Pposed to a top serial in the lile, but, believes 
Q:.) there is no objecti on to -the agent keep ing sl!ch a ,record 1,11 h ts work J 

Q,) bo:c to ass ist h tm ~n admin istering' his own cg.se. He states that, it " 
-s:: has been h,~s -e:cperienq,e that.top se,r,ials such as the suggested ()ne i?-' 
0) eventually become buried in the li1:fl ,g.nd sometimes becomeJ/' erroneously -
~riali2ed, or cause a m~s-seriali2ation. 

~ Inspector I I Records and Oommunications Division 
_ recommends unlavorCl.Dly. Tratntng and Inspedtton Division agree8 wit". 
s::: SAO J9hnson and also recomme~ds un/alJora,blY. 
S 

~. ,~/ ~ f, • 6tc1!?jO- v ~ 
~. 1. )3' D - 6!> _\.2!....L ~ K: . .l 
cc· ... Pers'onneJ ,,fiJ,.m otnr13 with cc 01 sy,ggest~'on. lorrm. " 6 v JU\- 1 v 1;) 21. JUL 111956' . ~V 

INDEXED.65 --.... -;..-b,;1P 
EX-l:'J 
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'I,' 7;ic~'" MemoGndum~ 
ro MR. BEIJlO~ 

• UNITE~ STQS GOVERNMENT 
'1M ,,' .. 

. 
DATE: 8-3-56· 

PROM 0 L. B. NIOH~W . 
F,,/-c._ 

Tolson.".,....,..._ 
Nichols _~ -.-
Boardman _~ _ 
Be1mont __ 
Mason __ 

SUBJECT:, ;&kANSFERRING OF FILES 4...4-'.,.., .fl ,~:~ 
"'fCcI Rose;'~ .. 

The recharge tnven~ory o! ttles on July 27~ 1956~ 
dtsclosed ~ha~ a ltmt~ed number o! !~les had no~ been properly 
~ran8!erred. A~~ached ts a lts~~ng o! dtscrepanot~~ a!!ec~tng 

~;v : your dtvhton. / 

ENOL. 1 'tl',,"I'IT n~T~'El..,C: 

.. 

RECORDED -: 75 
\l'\\)~t\) • If) 

-. 

11 AUG 14 1956 -- _ ..... 

Tamm.....-_ 
Nease __ 
Winterrowd _ 
Tele. Room_' 
Holloman _-_ 
Gandy __ 



'FILE # 

100-41.7828 
100-28081'1 
100-184207 

. .... 

a. o 

SEOURITY DIVISioN 

FILE ORIGINALLY 
OHARGED TO . ROOM 

~ 
1252 

·1266 
1641 

1...-___ ---....... 

. . -

)'" 1t 

FILE RE-
DATE OHARGED TO, ROOM b7C 

7_24.~ 16120 "IB 
7-25 6118 IB 
7-27 6118 IB 

L...-___ ----' 

.. 

;"'~~~cLosht c:2. .311 ito $' ~ 



~IlERAi. BuREAu OF. iNvESTiGATIOtl. 
UNITED STATES "DEP~TMEN'I' 'OF' JUSTICE 

Date; . July 24, 19~9 

-l!}1PLOYEE SUGGESTION~ 
f) 

';L It? -I' _ 
b7C . 

'Divis,~on o~ assqi~nt: Detr~it~ Micll.igan 

'" ... 

Cu.r:rent,pract:i:~e"or~r~e (include,~anu*l citation as well as fac1:is): 
'Rules and, Re~lat:rons Manual; Section 3', page 11 part. 4< a3 )': To. charge,·· 
oiltf·" ~er.:I;als enq:.e~h!pi ts. The ;-ed .10 x 10 inch c~d is' irisce~ted, in' t~~ , I 

file, in ~.4e spa~~ frql:!;.l'li;l.ich 'the -serial "TaS w1.thdrawn. :COon't p. lar- :: 
Advantages o('suggestion: 
.OP~ ~re~:'~o'8rd cut into .strips would 'be'seryUig a tworol~ purpos,e .• 

The, two~ch red. f1~rip.is sufficiEmtly large to be:noticed in closed .files 
t'o, ~i1dicate that' 'seria,1s, arfj ane.:.rge<l out. The red 10 x.::JIO a,ards would - ' 
<?6nti~ue t<? be .used ~ 'c~¥ging o~t: .. en~ire.. f'i.les'. .T~me will 'be save? b;; ... 
p;aping ,the red ~trip ~der the ch~ge, out to. ,begin., wi1;;h, iI).ste~d of, 
taking, t;he (ile :apar,t 'for other .. ser~a1s which have, ,already been. charge. 
from file. ~h~ file itself" ,w1'l:1 be e~s.ie:r;' to h~dle anq 11illgive a nea:t
~r ,appear~6e! 

Di~adva~t~gesof suggestion: 
None 



't. t~ _, 

OuIal'ent practioe 01' xa:dle,(Con t t){.Jr '!J. - '. 
, . -'W,,:I; - ,ll ~ , 

~t more than one se~1ai is withdl'awn from a section>of 
onl~o< op.e r~a: ~~~', is, t~ ~e~ ~os~d', ~ex:' s~~~_i,on{"} ~. __ 

, . 
II< '1 

'. 
to"'" :" ,._ )0 

''''''/ <, • " , * 

.,' 

- la -
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6 
cUNITED STATES GOVERNMENT 

DATB: 8/10/56 

t,a~M :" E. D. Ma~on ~ 
/ , (!j ?j/~:J , 

SUBJEcr: SUGGEST I~O~'N~#45~..;..;-:::.5..:..7 _______ --, 
)Jade by ~I ~:-:--________ ----I 

))etroit Ollice 

b6 

ToISon __ 

NiChol~' Boardman ,"\ 
Belmont 
Mason,,' : 
Mobr 
Parsons _, __ 
Rosen __ _ 
Tamm __ _ 
Nease __ _ 

b7C 

, . Winterrowd _' 
SUGGESTIO'N: That instead 01 usi ng a 10" :c 10" red card lor Tele. Room_' 

tndicatipg serials removed Irom clos"ed" sections 01 ~~ 
li1eS~e only a 2" by 10" strip. Prese,nt rules require that . ~ 
when a <>e!'-ia1S_is removed .from a closed 8'!2J.:i~n-EL. the .fi1e, place 
a 10":c 011 red card in the pos iti on J'r:om ioTi iCh the se r1"a"1 was 
remo~ed and place the charge-out sl ip on top of the last s erial in 
that sec't ion. Suggester proposes that the 2" by 10" s trip be placed 
on top 01 the, last ser,ia1 just; under the qha rge-out sl ip and secure 
'it with the acoo lastener. Present r'egu1ations requ ire that only one 
. red card be used per section irrespective. 01 t~e number 01 serials 
oharged out. The ,.reg oa.rd aot~ as a '/1'ag to _~1idicate that ~eria1s are 
oharged ou'j; flfgm t.h4t~ection. ~ ~ 

ADVANTAGES STATED: 8ugg.e~ter~ bel. i~',i!e8 th41/ "ther..:~" :c 10" stip ",is 
~ sullic:;'eriti1.y 1arg(J e,n9uiJh~t·o i~dicate that· serial's are 

charged. out. Th~ ,Iile'·w.ill be 'neater and ·easier to handle'. Suggester. 
be,lieves time ,wi'!.l be sa,v~d· in not l].aving t04.m9ve the red card every 
time' a 'serial is replaced. ,in ,the li1e' as! :it will stay in one pos ition 
until all serials ha:ve' 'been returned.. , _ ' 

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

OBSERVATIONS: SAa. Bro:wn, Detro~t.,. rec~mmengs .favorabLY ,as 'it will 
save time." ' ~ . , 

ASAO Fletcher, WFO, 's~es no 'advantage to t~e suggest ion and 
reqommends unlavorab:ty.· He' b(!l·ie·u.~§· the, 10" :c 10" ~ard should continue 
to· be used as it is 'more:·~?ubstantia1. Washington Fie~d 0lfice has no , 

. problem in ·q-cmnection wit;h mov,in'g the red card when serta,ls are cI 
returned as the card is sl·ippe,d into the li.1e without; lir,st securing 
it with acqq lastener. ,I 

I 

~ Mr. Watkart, Records and Oommuni,cations Df,visio1;', ag~r! 
wlth ASAO F1etpher! .. ,~" l'l ~ 13,n! ~~ RECORDED ~ 4 / /-j ~/a b~' 

I'f'" L) .,) - O;1"~ . J~b ~~ (f/I' 
Train ing and' Inspection ))~~. ~otes ~a similar s ~gge'st'ton 

was !'!Clde that the' 1P" i~uq"Or.~·d card be 'cut to fi'~l§G 8q,")~ used , 
lor sa~ purpose as tht;;JQ't '}~])J 10" card. The suggeste l' ~j!t that the 
larger card hampered eas'y handl ing Of the file -and th ough.JL..J;t would be 
more economical. The Execu~ives oonlerence recommended o~18/52 that 
this sugg~stion not be adopted as it was felt that the larger cards 
were more distinctive and b~tter served the'Bur~au's needS.;;;The Director 
a.~rr.e4-.1Dft..tlJ. the recommendatt. on 01 the Oonle renee. ' , 
V U ~tr' ti 19.56· I).~ ," 

L{:ltiE(JOllllE~ION:· !l'hat the suggestton not be adopted. 'y f· I~ 
,~ceh (3) .",,,,-.l 1Itl~ 'Y' 



o 
-, 

10-22-56-
~~---------------t~~-------------------,----~~~~~--~-=~~~----------b6 I ITo: F rom: Employee aSSigned to (Division) b 7 C 

San Antonio, Texas 
, r~ SUGGESTION f
' Director" FBI Security. Patro C er 

It is sugge~ted that the fron~ile coverSof f~les pertaining to armed 
and dangerous, or otherwise dangerous fugitives be stamped in large 
letters w.ith the \'lords " DANGEROUS FUGITIVE". 

Current pracUce or ru~e (Include manual citaUon as well as facts) 

There are no markings on file cofers at present to indicate the 
of fugitWe the file-pertain~ to •. 

, Advantages of suggestion 

'1. Would be an instant reminder to the case supervisor as 
of the subject, so that he could 'warn the agent to us~' 
handli~g leads. . , . 

.2'. Would serve as a '\'larning to the agent ea9h tillle he acts on the C ,t 
'be careful, and to secure aid if apprehension ~ppeaFa i~~pe~t. ' 

3. Would remind supervisors and agents to ~lert othep offices cQnce~ning' 
danger of ~ugitive when setting out leads. 

Disadvantages of suggesUon 

None kno'\'m. 

Annual Savings (Show basis for esUmate) 

Unable to estimate. 

::Ii ~ I¥-i:jst :;~. €J...;\~.:", 
(Th e use by th e Unite d S tate s 0 f my s u gg e s U on sh all no t fo rm . the bp.:U..Ii..Q,.L.a..fu..E.l.b.c.t...S:Jl.W.IillJgJL.suiL:L..llLSWl~tzLm2....m.l'-.bJtlq 
assigns upon the United States)' •• • < -, ,_ ~ n .'.: 

r~7S ~r '0' - r-1 6 4: ,D.·EC 6 '< 195" _ Mr. Mrs. L-JMls~, -L, _.""1:"""." ..,......-;::'~==~= ____ ,...P==~ .• _ . _.. Signatu a d 1:IUe_o Suggester 

Recommendations and comments of Qlvlslon H~ad 11 ':'bellev'e; t'h'at the above suggestion has 
been made on numerous occaSions; however, if the Bureau has not 
considered it, it is recommended. that it be considered because 
I feel that it has m~-t,alid' woul'd'be 
of considerable assist'a'nce. ~~~~~~~, 

.." 
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• UNITED STATES GOVERNMENT 

ro llR. 

PROM 

NIOHOL8)1J OATH: 12-10-5.6 

Tolson __ 
Niehols __ 
Boardman __ LoE. ~~ a A Belmontv= 

4'1'~:;n_-
SUBjEcT: SUGGESTION #283-57 Parsons __ )..~~ ROSeD_ ~ __________ ~/~/ T~m-'--b6 

S . I I I .. D . . . Nease --b ~ UperU7, s or n8e s"/;7, gata ue 7, U'lo S7, on" Winterrowd..., ! C 
suggested a oarbon copy 01 Ii,le re ".Les~z:m LI.-.5 be used as Tele. Room_ 

a routing slip on liles in li,eu 0 J: rm 4-49. Hi,s oaloulati,ons~~~an---
relleot direot sautngs 01 more than ~13" and indireot 
saui,ngs 01 $13,000. 

The Reoords Branoh does not oonsider the suggestion 
lealJ,ible lor numerous reasons lohioh will be set lorth in detail 
i,n this memorandum. FUrther" Reooras Branoh personnel belieue 
that the suggested prooedure would result i,n a more expensiue 
operati,on and elleot no ~autngs. 

PRESENT PROOEDURE:· Requests lor Itles are reoorded on oharge-out 
sli,ps lorm 4-5. Employees assigned to handle telephone oalLs 
prepare serial mar,ker lorm 4-49 in 'conneoti,on with their duti,es •. 
'These two forms ~re attaohed. to a oharge-out baok with form 4-49 
on top. EmplQyee drawing lile remoues.fi,le from oabtnet, tnserts 
serial mark~r in proper plaoe, places charge-out tn the cabinet. 
Basic data on the serial marker form 4~49" such as, method of 
deli,uery and date are stamped on the form by u~e 01 a ti,ckometer. 
Employee handling telephone duties writes superui,sor's name,,· room 
number and subjeot matter tn ink. S,eri,al marker !.orm 4-49 serues 
two purposes: (1) to i,ndtoate sertal requested, (2) to destgnate \ 
method' of deliuery, {late ftle pulled and the superuisor who V 
requested the lile. ~ 

PROPOSED PROOEDURE:. Requests lor Itles would be reoorded on form t5 
4~5 in dupli,oate. It is suggested that the lorm be prepared i,n a· 6 
manner similar to a Bureau abstract whioh i,s q snap-a-pack unit = 
and the original and oopy are detaohed by tearing off the ~ ~ ~ 

> perforated bottom porti, on 01 the abstraot sl,i,p. II suggested . 6 lrJ< t 
prooedure adopted" employee drawi,ng fi,le would be requi,red to .; 8 
separate charge-out alter remoual 01 the form from the oharge-out 2 
baok. The original would be inserted in the cabi,net drawer and ~a 
the copy attaohed to the lile. It would be necessary lor the i~~ 
employee to properly dispose 01 the carbon pape~~as well as the ~O 

JII J~ 
( : ,g,k I RECORDED· 54 6 b - q;.3 / 9 - / 0 '- ::> 

~~ INDEXED - 54 '~ _ _ (ffl~ 

· - 5 ~ £X.llZ.to OE~28 "'-_ . ~ . 

~4 JAN 81951 ''""'-- '~df ~J;<f"""""":" 
'P~rd~~- ~ 
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12-10,-56 

per IDrat.~d pDr·ti Dn, wh i,ch has been tDrJ:J 0.11., IT) th i's cDnnec"fti Dn~ , 
it, is nDted that it wDuld b~ nece~sary tD·ui;ili2e IDrm 4-49~ serial 
marke"'~ to apprDpriately mark' P!1rtine,nt seri.al~ ;-tn, the, lil-e. requested. 
This· is a ~erjj~ce which'we. ,furnish'"{;D ,?uper1!~sDry ,persDn.nel to. 
permit qui;ck and ready ,ac.cess to. specilic, materia~' in th~ !ill!·., 

b6 
, ',. FDr the purpDse Df cl'arity, comments ·are made Dn each b7C 

0.(. .th(! j!o~lDwing' items .1/i;sted as 'advan'taf/es by I I' 
(i) Oblii,ilte 'qdditt Dnal cieri;ca.l :Dperat~ Dn 0.1 the .p,rep.arati Dn '91 
sefJarate. r.Duttn!l card. 

The t,e:fin "rDiit:i;ng' c.a.rd'i is used 'by I l , 
to. descr~ b~ IDrm 4-..:49..., wh t ch i.S a seri al marker. 
In ,qDim,ecti Dn with 'thi's sta.t.ed :aq,l.?an"{;age~, .it is 
~Q~~'d that t;he fiecDrq,s Branc~h prints .pertinent 
~ata on, t,h:~,s~ri 9-1 mar7t~rs b,y the· 'u:se 01, 'the 
"iJi:c'/to]7i.eter. The t,tcko7[1,eter prDCeSSeS, 3~ . .oOO. seri;al 
m,ar:lf~rs p,eT' ·hDur,. .1}asi!d upDn, ~ grade GS-3 'siJ,ld,ry~ 
labor ,C,D?t :tDr 'the. Dpe,ratt pn' is apprDximately 
$1.65. The Dth.er inlDrmatj,pn q,ppearing Dn the 

_se:rial mark~r.; wh i ch-tllcludes supervi 8.0.1"'1 s ~ame;, 
r'ODm. number aniJ :;ubje.ci:' m.atter ~' is placed th:~re 

,qi/ einp}.~y~es wtthi.'n ?ach' ~~b~~i,t,wnD, ~r~ q,§si.!ln~d 
130. re,cel,V1-ng telephpne req,uef?i;s fDr j7,le serV1-'ce., 

.,.., :They,prepc;tre tlie,: ~eri'al marl~ers l).e.twe,en cal~s and 
,in aftdit't Dn~ perj(/rm: a ,iJo,ri-ety 'Df ¢leri cal typ~. 

'f' WDr.'/f .• , ~ccDrdingly~ thi's procedure dge.s' nDt apj>'ear" 
tq, ,be a, taC-p,Dr 'in cDnn~c~i'im wii;h "{;hesuggesti Qn~ 

, ~J)asm:uch, C;S the basj,,9 in!Drmati Dn is. printed, on 
!' tne' s!1ri~a~ marker i'n iJD~ume, by mach'f,:p.e and 7;h~ 
.supplem~ntal ,data ~s reoD:rdf!d ,by emplDyees WhD~ 

: 01 necess-ity~, TTiu~t 'remain at a desk' t.o' handle 
te.l~p1iDne cove'rg,ge., 

(2) Increase ,I!rqducttDn .by,: c:?eri. cO;l: per,sDnnel pull infl ..fil~s. 

The prDPDSed pro,qe"dure WD'lf'l'd delay sifbstan-&iallY . 
the employees engaged in drawi.ng :files inasmuch as 
num'erDus additiDnal pler-ical' lunctiD]lS would be 
required, Dn: thetr par.t. .I~ 'removing -the lil~s i"l; 
wD'uld be necessary 'to. sepgr.ate charge-Dut sli,ps~ 
di s]3qse oj cp,r.bpn paper ·q,na,~ji;h.e perfDrated' pDrti Dn 
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anq in a'dd·iii ~)1i., ii? wou:t.d be ,n(}cessary to ill'sert 
appropriate seridl m.arl~ers~n: the files. u.nq,~r 
the. pre.sen.t procedure the employee~ draw'ing. files 
perfor~ -two basic :fu,ncti(Jns:' (1) inserting' j;h~' 
charg~.;.out, 'car:d 'in the draw'er' and (:J) placing, 'th¢ 
s,ertal mark~'7: ~in fiJe. ·Un.der.; the prop(J~edsystem, 
these, tw.o. "steps""w.op,lq,.,~j;ill b,e necessp,riJ. and. in 

_ aqd'i:l;i on.,.. ~j;]7,£!y woul'a, be i~quire9- t9, appropriately 
," ,'h-~nd1:eth:e~.~cppy 'of the. q~arge-out fo.rrri. , 

($) ~~c~eg,se: -olier.;.~i.;'f, i;i,me taken .. jn. -Irt=Oce,sf!ing tile re'que~7;.s.! 
.:: .I..i; -'is" th'eJ- con;td-ered oPtni,~n ot ,i;he plert.cal 

. sup,e~visory s~aff ,i'n.1f!ilh:l.g l[n'ti; rf;hai;the P'f.·oj>osq,l 
wou'lc!- not' :deqreq"se p"f.Qces.§i'hg i;tme. In th i,s . 

',·qonneci;i on., ii; i,s poirrl;eq." (Jut 7;~g,t mosj; Of j;h,e .. 
"superiJt"sory fi;g:/f., ~eai; 9ft Gove-rnmeni;., co,~oper.a11.?s 
,wij;f1, the R~cords Br:anch .. ~n' ,e:cce1'lent.j'ash'iq,n ~n(r 
,When re(iuesting file;i- .. in' ~Lroui;ine," manner." hdv.(j· 
.the!",charg,e~Qitt sl~p~, pr.ep'are,a",in tlJ..etr own :o!/i,pes,. 
;7.'he. sl·ip'8 .(J,re~ j;hen~ rqlj,,*-.ed ,i;o: i;he i?ecO,rds Bri::J,nqh, ' 
w[1,ere i;he, .. fi)'8's ar.~ drciw'n 'and d~i ~ llere'd. In1)i::J,ri'o,blih 
th'~'s?, req·u(J.l?i;s ane ,rece ~ve,d.' w~ i;1i i;[1,e. supe..rpi BOr 1,~. 
naT1J.e, :and' rp.om !lum.Qer, hand' 'si;'4.mped. ~:cpertments 
.on i;he absi;r4ot s;r i p i'ef-lect; thq,t ,tile stamp ~'mpre'ssi ons 
l?ft 07] the, '-ori g'in;gl are n 07; i;rgnsiirt t-qed ;fjo -b.he popy. 
Accor.d'i.ngl'y~ i,,"/;" would be nec-e,sS;,arYfqr t,he supefovi sqr 
or· h ,,&'s staff 1?0 pr{!pare all clJ,arg'e-:ou!!? in l:01}gha!ld 
or' ,staT(l-p b'o"i;h t;1ie original and: -/;he ,copy. I,h' addi'7ji'onJ 
it,apes no,t. dppecif~ ,thszt pen and:' in!; W9uld be ..: 
sat-&iJ:.actory lor :use ~n 'wr~t;'t.niJ ch'a'rg~.;.out sl,~p~ 
itnle.ss ~ ,batl, -poi,~t i;ype p(Jn. 7pere. :ui;t"l'jzed. A-l?oJ 
.in handl·ing laig.~ spec~als wi·th i.n i;he llecords' Br.anch':, 
when it' -&,s no,t :~n~07nn;on to 4raw, and deli VeT' 1:.,,000 
f.i:l'~'s., we would, have. i;o re?ori; to' ;z.ong~a1)d: to: ,wrii;e 
the 's~pervi,~'or" s name an~ ,1'001[1. number~ 1T.e sei}tlYJ 
,w,e 'u~e' .0" r1/-bqe:r.' ?"f;q,mp for .botlJ, i;h~" name and room 
nu~ber ~n i;hi p~~nd~~oui; sliP~ 

(.¢) Has.ten i;he ~vai,labll;." .. tY' ,~/ .!i,~es' tio par--i;-&e~ requ-es7}.1,ng, t.hem.. 

The sugg'~st~d procedure' proposes -/;~a~ i;he copy 
Of form, {/:-5 be q,ttd,ched tio the front' Of ,the' file' to 
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b~ delive~ed. P~ese~tly~ the serial ~ar~~r whiqh 
e:ctends beyond th.~ edge' of the file i s us~d to 
record deJA very datq.., In connecti, on. !Oi,th sorti,ng 
f~J.e_s!or d~l i very ,as wel!l. as the actual functi qn 
-ofdelipering the, !i'les~ it would l;ye necessary to, 
physically ~andle ~ach and every ftle b~caus~ the 
.del i very !lata would be attac]Jed to -the top of the . 
.,file. Presently tlie .~eri,·al ma:rker is c,learl'y 
,vtsiole to the employee hgndli,ng sQr~ing,jUn.c1;iqn? 
an~ jjelivery' ,duties and even though files. are -
stacked on t~ucks~ pertine~t data is avdi~able 

"l!iii;hout looki,ng at each ,ind"?v'idual file. I"{; is 
·alsp noted that tlJ,e de '1. i very date r-~cor,dea,. on., ~he 
serlal marker 4-49 is for the ·conven:tence Of "1jh~ -,. 
supervi s.or,s who are requ:i,'''',e,d ,-qo. COT[tP~y. wi1;h :th:e " 
lJur,eau's rule qoncerning tIle r,~-pen1;i on 'oJ ff,1;es __ ' 

.' " f.or.o, per~ o.d e:cceedi,ng !i v.e' day,s. - i7'i"fih the· ,~~r7,·al; ... 
~.;t?,.-- m.arlfer? in.- .t-i,'~e~~t ~s' a' s.:i:mple matter' lor a, 

~up(Jh)i,.sor' to ·check .ti1:..es ~n ,capinet drawer?' ·by· ~~, 
referr~ng, ,to the date plai,n1;y 'visibl.e, on - tli,~ ser,~,aJ: .

:lp.ar-ker'. Jlnd~r the _ suggested: p7joced~re~ ,it woui!l 
-b,e .neces~sary to han'dJ.e e,ach .fi'le i,]ldj, vi;(j,ual~y _ ,.' 
i,~cismuc.h qs th~ data would npt be rea'dtly q,vd£iLabl? ~ 

(t?J Av<}id the ele11J:erit Of hUman er'ror ·i~ f)opyi,ng in!-9rmdtipTJ, 
frorr;, a reque~t ,lorm1;o a ~routing-card~ 'thus. prei?~ntin'g pos.~ible 
m.isro~t"?ng Of !,iles. _ _ -. ' 

- ,The el~men-P ,Of ,human ~rr.or is' irivqliJe.d ,in a,1:1 
cl!Jrical operat;i/jnfJ;. however~ from e:cp~rieno~;,. we" 
ltave fo.und thwt; the most f~~,queni; c,guseof errors 
i,s 1?he. reoording oj incorrect; ~nformati Pn at the 
.~ou'rqe,.· Employees 'tak}ng r'~quest's over th~ .te;l:'epfl,one 
op,~~ Of ~'ours~:, misint{jrpret.the caller"s 'instructio~s' 

'or 7;,ransp'os~ file n,umpers or' room nwnb'ers. Th:i.s 
difficulty' w,oulq not. be a~lev'i,'_ated by tlJ,(J, prpposed 
pifocedu,re. '. 

BSTI1JATED SAVINGS.: I I has, ~sti1!1-ated. a dir~9·t sa,vings 'of' b6 
fJ:J.3,446.61_5{ Th~s calcula1aon'i~ appare,ntly based oiL th~ fact b7C 

thcit .dtl'l :data qn se7}ia:L marker form 4":'"4Q ~ s hqnd stamped. As 
previ 9us.lll inq,i ca"f;ed~ the basi;q informdti (m ~ s, plat;?ed' .on. -qhe. 
marker by ma.chin,? whioh 'p'rodZ£ces3~ 000· 'un~ts p~r hour. Th~ 
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-11emo Short to lfi,:ohols 
Re: Suggesti on 1/--283-5'1 

Q 

12-10.:.56,' 

oal'oit1at~ on in the suggesti on ',is ba-sed ,on the faot that 120 
units would be produoed ~n one hour. - , 

The abstraot slJp utilized: by the Burea.u is prepared 
by 1;he Government Printing Offioe. The last suppiy oost the . 
Buregu $2.50 per tb;ou·sand.. On this bas·is" one m;llion suoh 
forms. w'oulct oo's"/; ~~2-,,500. In this qonne¢ti:on it is noted that 
the abstraot slip is too s~a11 tor use as' a chgrge-qut ana in 
,add·i.ti.on there is no pr,inting on the abstraot slip. A.ooord~ngly" 
a <?harge.:..out form 4-5 prt:!par'ed in the ·same manner would undoub"/;ed1y' 
oos* a great de,a1 more. The lJeoha1}i,oal Seoti,on .advises that. 
o~e mi.1'li·on olJ,C£rge-out sl'lps form 4-5 oost $702.0'1. .Iiws!ar 
as the serial markers ~re' conoerned" ~he qost would remai~ the 
~am~ i.nasmuoh as' we .wquld still uti-I ize form 4-49 for ,marki'ng 
pertinent s.eria1s in tile. 

RECOJ.fllEllDATION: 

. (1) That the suggest~on subm~·"j;ted by ,SA I 
not be ,adopted. ~--------~ 

.. 

lftor referral to the -Trai,n.ing dnd Irispeoti on 

'. 
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TO Mr. Tolson 

F.tl.OM Q. T~ 

o 
UNITED .STATES GOVERNMENT 

DATE: 12/12/56 
Tolson __ . 
Nlchols_ 
Boatdman_ 
Belmont_ 
Mohr __ 
Parsons_ 

SUBJECT: b6 Rosen __ 
b7C Tamm __ 

Trotter __ . 
Nease __ 
Winterrowd _ 
Tele. Room_ 
Hollormin --. - I~ G d SUGGESTION: That a carbon copy of file reques~orm (4-5) any __ 

be used as routing slip on files requ~sted in place 
o~outing card (4-4a, revised 4/9/56). Suggested ~orm would 
be designed on paper similar to an abstract form which is 
prepared in duplicate. 

Suggester claims proposed form would: - Obviate 
additional clerical operat~on in p~epar~tion of separate routing 
card (serial marker); increase.producti9n by clerical personnel 
pulling files; decrease over-all time taken 'in processing file 
requests; hasten availability of files to requesting employees; 
and avoid element of human error in cqpying. data fr~m request 
form to serial marker, thus p'reventing possible misr<?utJng • 

... 
Suggester claims tangible savi~gs.of $13,446.45 which 

is based on approximately ~ne million fil~ requests per year. 
Savings primarily estimated on basis that two serial markers 
per minute can be prepared by handwriting and stamps; that one 
million' cards would require 8,333 hours by grade three clerk 
at $1.65 per hour. 

PRESENT PROCEDURE: Reques1g:for files are recorded oli ·dharge-out ! 
_ sll.p (form 4-5) .. Euployees receiving request for '" ~ 

files 'prepares serial marker~rm 4-59) in con~ection with ~. ~' 
their duties. Employees pulling file inserts,,~erial marker : >c 
.in proper place in file and places charge-out in cabinet. ; ... 8~ 
Basic data on serial marker,. such, as, method of ~ellvery and ~ 
date are stamped on form by a tickometer; supervi~orts name, ~~ 
room number and subject matter are writte~ on serial marker. ~ @ 
Serial marker serves two purposes: (1) To indicate serial 0 
requeste~; (2) to designate method of delivery, date £ile PU~l d~ IU~ 
and employee who requested file. • ," .. 

" 
OBSERVATIONS: Records Branch, Records and Communications Division, 

. does not consider suggestion fea~ible. Objections to 
prbp,osed form are summarized hereafter (details set forth in 

:) /) ... litr ~ / 1·* L '1 
.?~c*::-"p~rsoiiiie~ file· of I I CO b - t.7{ ~ / I-~ 
?6/lYW1Y ~fb.)j;r, INDEXED ~ ?4 . - 111 ~ a 

7(:t-,A'fl -J!.'I'1957 RECORDED;· 54 (fO DEC 28 l~if .frL,~ 
Ex-lrL . ~ p:. ~ , f 



Memo Q.> Tamm to Mr. Tolson 
SU~ESTION #283-57 

in memorandum from L. E. Short to Mr. Nichols, 12/10/56): . 
Date and method of 'delive'ry ar.e printe,d by tickometer ,on serial 
marker at rate of 3;OOq,per hour, wh~ch represen~s a labor cost 
of $1.65; employees writing supervisor's name, room number 
and §ubject matter ,on serial marker prepare s~m~, between 
telepQone calls', in addition to other clerical type work; 
proposed procedure. would delay'substantially the employees 
'engaged ,in drawing files as -it would 'be necessary to' ,separate 
charge-out slip, dispose -of carbon paper and perf~rated portion 
of' 'form, in, addition to inserting the 'appr:Opriateinarkerin 
file; proposed' procedure ',would not decrease processing time as 
'many requ~sts' for f:!-les are received with supervisor ',s name, ' 
'an~ room number stamped on request and ,experience with carbon 

,copies, where rubber stamps have been used, reflect~stamp 
impr.ession on origina1 are not transmit~ed to copy, which 
would mean supervisor would Qave' to handprint name and,room 
,num15.~~; as R~c6:r;dS Branch alsol uses r~bber stamps, ,i t~' would,:i?e
,necessary to handwrite original request; present use>of serial 
_marker' '~acili tates' s<?rting o~ fiies f~r' 9.el'ivery 'as' ,marker', is, 
,cl,e@.r~~ -v~sib~e to einp16y:e~ handling s9rt~ng ftinC?~~onl?' '!l1.i.c~:- " ~ , 

~ _ would 'not be true of 'proposed form;, exper~ence has shown, t,ha t ~the· 
',niostfreqilent iiumber of errors in .recording incorrect information '-
'Qn' fi:le ,requ~st results from m'isi~terp~eta~ion 'of: the ,:call~r~ , 
instruc:tio~ on telephorit~f, wh.i~h wo~19·I.iot be allev1a~~d by , 
'p,roposed proced~re. .: ' " 

"~'. -.., Records '~ranch poiil1=s, out that estimatea;'savili'gs. -:LS 
apparentlY,b,ased on calculation that ,serial marker is, hand 

T stam~ed., I~ is to be' ~ot,~d that t~,ey are no:t haIid stamp'ed but 
are" pr9c':l?Se<;l by, ~i~~ometer ~t .ra:t~ of 3,,·009 per hour., (~uggester 
est~mates approx~matel'y 120 l1la:,rkers. would be produced in 'one 
ho~r.) Further, abstract. r;;lips cost,Bureau $~. ~O per thousand', 
th~s ,on~ mil~ion ~o~ld cost. $2,50Q. Suggeste~ fprm·would be 
larger. ~h,ail ,~bs1;:r3:c.t, an:d ,:uridoupted~y ~ould co~t more than 
$2,5QO ~er mill~on. one ~il~aon cha~ge-out slips cost $702.70. 
Gost of .serial marker would remain same as it would be necessary 
to usespch ;marker eveIi t~ough sugg~s't10Ii' was ,adopted" No 
'savings 'Pould be had by .using ,proposedfoJ;m. ' ' . 

RECOMMENDATION: 
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TO .' Mr.::Ho sen'V DATE: ~1/28/56 

PROM., , C; A. EvansV 

11llIJBCl'4GGESTION TO STREAMLINE • •• 0, 
- ~UTING OF FItES ~ t.:. o SUGGESTION #283-57 '7 ~ ~;:L.i 

a; Tbe~e is attached he~etq ~Qr :Qn;jd~ation a 
p ;1 t suggestion proposed by Supervisor T: of the ?\ Accounting and Fraud Seotion, the 0 Jec 0 W crr is to 

I expedite the routing of files. It is estimated that this 
/ suggestion, if adopt~d, will save the Bureau' approxinately 

$13,000 a yea~. 

BECOl1l-1ENDATION 

It is recommended that the attached be fo~vmrded 
to the'Training and Inspection Division for conside~atio~ 
and should ·the prqcedure outlinedther~in be ~mplemen~d 
conside~~tion should~e given·t9 granting Supe~visor 
an appropriate*incentiv.e -cash award in view of the a en an 
savings. .... 

Enolosur.e 
... 

1 - Tr~i~ing.ahd I~spection Division 
.. 

TolsOll __ 
Boudman_ 
Nic:bols_ 
Belmont ---.:.
Harbo " 
Nobr_""_-. 

~" 

~I' 

\J~ 
~,I 

" \ 

"" ~\ 

, 
.1 



t·· ... -a _. 'III -... -.. ,'. 
'Employe' ~lQe'sti~n 
FD·252 (l1.14.SS~ • .. '" 

To: 

/!?;O # .. " . ., 
f 

"''-

b 
. .. ~ .. ~ ... . .-

~ 
).. rs .. ~ 

.{ Date 

Director, FBI (Grade 14) Investigative Division 
SUGGESTION It is suggested a c~bon copy of the file reqries~ir dl'm (#4-22 .. 
be used as a routing slip on files requested instead of s para~ely 
preparing a routing card (#4-~9, Revised 4-9-56) for attachment to files 
routed. The suggested request form would be designed ~n paper in a 
manner similar to the abstract form (Government Printing Office: 
1955-346897) which is filled out in duplicate. When separation of the 
original ~nd the copy is desired, tearing off the bottom edge along the 
perforation "'ill pullout the carbon paper for. disposal; then, the 
original and copy of the form will be-available for their respective 
uses. The original of the request form may be filed to shm., the file 
is charged out as at present. The carbon copy of the request form 
may be ~aper clipped t~~~ ~ile for instructions as to handling and 
routing of the file. ,;--rQ~ 1/ - 7"t 
form is made. File clerks must prepare a separate routing 

D6 

~ra!fia fil~i ~q%es~ fg~'f. i,. gr~t~gntnace~.i~;:y f~ai~~lM '\0 
~~~~~~~~~~~:~~~~~~~~~~~~~~.~~~~,~ 
AdvantaQes of sUQQesUon The suggested use of a request form in duplicate would: '\.;; 
(1) Obviate additional clerical operation of the preparation of 

separate routing card. 
(2) Increase prodUction by clerica~ per~onnel pulling files; 
(3) Decrease over-all time taken in processing file requests; 
(4) Hasten the availability of files to parties requesting them; and 
(5) Avoid the element of human error in copying information from a , 

request form to a routing card, thus preventing possible misrouting\3 
of files. , 

"-' 

.' 

nual savihqiHsli'!>W'b9sis for e.stf.!llate) Tangible savings per year are estimated at 
$13,446.45. ~~ltho~gh over a million files are requested per year, 
est1mate was .gonservatively figured on one million f~le requests., .. ~ 
Page 2 for basis of estimate) ,1 ~ 

Intangible savings resulting from increased speed andefficienby ~ 
in operation 1s inestimable but should amount to at lea"t at, ~.' 

(The use by the United States o( my sUQQesHEQ(!)HDEIl fRdl,Qhe basis of a furJher cia m f any ~ ~~t_~ h~, or 
asslQns upon, tho United Statesb 0 Ofi ". (? _ 

L..!::.JMr. Mr~." MIL".. __ --=~~_="r'l::':~~~~;a.sb1.:-Ae.a.n.1L..". 

Recommendations and comments of Division Head 



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

• '-=- .'. 
-. 

CURRENT PRACTICE 

In ~he preparat;on of separate routing· card by a file clerk, 
the informatiQn ~o be copied from the, request form includes hand
writ,ing in ink of the name of the par~y requesting the file, his 
room number and the name of the subject of the. file; also included 
are rubber stamps of the date, ma~er to be delivered (special, next 
delivery or regular) and a stamp i~icat~ng whether the file i~ to 
be checked with recording as being up to date. 

ANNUAL SAVINGS 

In, connection with the computati9~ of tangible savings on 
one million file request forms, the cost of p~per and cards together 
with printing of both the present file request form and the routing 
card "laS estimated by the Mechanical Secti"on as $2,175.40. The cost 
of abstract forms together with printing .of a million suggested forms 
was estimated as $2,G-78'.40. While the estimated cost of the suggested 
forms would be $303.00 in excess of the cost of the present forms, 
savings are effected by the reduction in estimated labor cost of 
$13,749.45, which offsets the excess material co~t and results in 

". 

a net savings of $13,446.45. such labor ~ost was estimated on th~ 
basis that tloTO routing c~ds per minute 'oTould be prepared by handwriting 
and stamps; one million cards would require 8,333 hours; and the 
average grade three clerk cost loTould be $1.65 per hour. 

/ 

~ 2 -
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• • 
4-5 (Rev. 5-10.-56) 

~ 

NUmb,,: ~ 
• Serials . 

UTD • • 

Section Fr<tm • To Copy 

Name Room Date b6 Room 4724 b""(' I~ 

Subject . 

. 
Special Next Delivery Reqular Clerk Transfer 

• • 
FUe Out To Room . 

Date, Subject • -

~ 

. TO BE FORWARDED • 
Name Room Subject 

• 
• 

• , 

· 

. 

. 

. ' . 



UJ 
I 

1 .1 

4·49 (Rev. 4·9~~61 . ' 
\, 

j 

,.I " , 
-"" '\' 

"""'~~.,,' ~ .. ", ~ , .. \ .... 

, (Qg·gZ,g) '-,toO I . ~ 

Ii ' • v . 

" I 

J o 'I 

J ,~ ; 

,1 
I ' 
I -

f·' 



Date 

january ~~, 1957 
To: Employ'ee as,!,lqned to (DIVision) 

r 
Director, FBI S. 

~ SUGGESTION 

\ To, ,recognize~ pending files: innnedi~taly from closed' i'iJ:e::r. 

fqs attached examples) 

Los Ang~:W s, Cal!fo;t"nim 

. ad colored' fl.]e front..,. to denote UPending file tl'; this "+il~ cover'. to 
e flippe~ over and used on the other side when file-is· close~. (the 

other' side of the file Will!. be the r~gul?r color that' is. nOvI being 
used. ) 

o 
File 

Curren! pracUc'e or rule (Include manual clt~~lon aa well aa facts) 

·Both pending and closed fi~e~' ar~ of the same ~o~6,r. and only·d1:fferp 
being that the pend~n~ file ~s ~oted with t?~ agent~ name and:da~~l 

1. 
• 

It will!. ShovT a "flashtt to ail persorine~ that 'comes in 
the pending file.' . ,:- ,_., 
It ~Jil]. speeq the. ha~dl1ng '( sorting) of t~e files~. _!: _ 
It will keep pending l'iles' .froI!1 being mi·sfiled in toe. clo-~~d 
section.' . ". 

T_ --

Annual Savlnqs' (Show basTs for esUmate) 
... "" - -

No savings ;i :---~h1 s -

~~ ~Yl'22 \ '@~i~~~~ '7 'l!!:!~ 
(The, use by the nlt~d States of my suqqestlon shall not form t'Fhe:::...:..;ba:.;:;s.:.;ls;..;:o~f...;;a~fu;;.;;r.;.;:th;.;;.e;;...r c;;.;;I.;;;al;.;;;m~o;.:..f ..;;;al.li:-,;,';"";';;;';";"';;':""';''';'''';''''''':';'''';''''';''''':'''';;';'''..., 
asslqns upon the United States) 

• ~Mr. WMrs. DM 

~~~--~~~~~~~~~------~ 
RecommendaUons.and comments of Division Head' 

The basic idea is gMde . Considerable time would be saved in the s r~
ing 01' fl.le..s; misf.I es in pending '~ases inlclo d'.sectiQ1l1CO'\l~1l be easi y 
e ou 1.10 arrant tee ense nvo veer l.n Q"- "., tV AI . 
S~"Ot:id~ HovleveJ:', ,1; is 'n1:)1; 1'el'~'Che J)~O/:) em v~s 01~ cE;: ~a /,Se:r;'l.ous 
caning t~e presel].t sy~em. . I nature and TWe . -, ..ra.... ., . ........... ... P"'" • _ ......... -
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--6 --, ~ 
• UNITED STATES GOVERNMEN~.- •. ; 
• It' ~ .. ,..... ""'- ' - ~ , ... 

TO -DATB: :.TOlson 'vtv 
'~ (:;:) r; 1,,-:, 

PAOM 

SUBJBCT~ 

Tolson __ 
Nichols _ 
Boardman _ 
,Belmont_' 

MOhr~ Parsons . 
Rosen 
,Tamm' ~ 
Trotter _'_ • 

'SUGGES~:ON #35();..57 
Mad,e, by ..... L ==-----=:=-:--:--:""'"" ______ ....... 

, Los An~geleS DiViS~i(;m ,~~i~~;~~.:. 
SUGGEfSTION: Tha 13vers:i..b..l..e \:file fronts~ be used to distiilgu':Lsh ; Holloma,n, -' 

. ',' p,ending rO,m clos ~( files'. One s~de Qf the file'front G.and ,'v' ," • 
would, be red'to denote that the file is 'pendlng and' the 'r,averse ' 
Side would' be the usual tan. co;tor to' flag the file as~ being closed. ..,' " 

PRESENT PROCEDuRE: Sam - :file covers are used on pending' anci' clas'ed 
files. Thea ly difference is ,that the pending file is 

noted with the agent's name' and the date the file was open~d. 
:,. • - "_ '..4 .... ..z... ,,'" 

ADVANTAGES STATED: Will 'speed up so~ting of files: ana' will, keep 
pend=!-ng fi~es ~roin~:be~ng_ mis:filedi~'. the· cloSled' 'fil~s '~ection • 

• \,~--..... ~!f!' I!l'.,. ..,. .~ _,q '.i"-~ 

OBSERVATIONS: SAC 'Maion~ I 'Los :At1:g~les, b~l iev~tjJ ;the, 'basic idea is 
, ,goQd; however"" he dgeS!not"feel. ~he ,pr<?blem in· the- Los 

AQgeles Of,fice is seri6u.~ en:9ugh to warfant th'e eXl'~p.se ~nvolved, in 'tLO 
cha~ging. th;e' present. s¥.~tem!' "......: '~.:, - . ... 

·Administrative Divisioif· advi'ses that'~reversibiec, file fr~ilt~ 
can be obtained under 'the F'eCieral SUpply 'Sclledule at' i "cost of $34.26 
per .thoiis.a~d or $6:71- "p'er :tI:1ou~~nd' 'nio~e tp:an< th~: re~lar ,fil~ fro}J.ts 

I~ liON being used. ~1\ ,.... _" , " ~ __ .. .. ... 

- .- .... ~ . 
'Mr. ,Waikart, ,Records, and 'ConUntiilfea ~ions Division', recommends: 

~nfa;vo~~blY. It would be ;rie,cessary to type"',th~_ f;le p.umbers and' otJ;ler 
information on Doth sides of" the cbver~~·~' It has been 'found that f·ile, 
covers need replacement sooner ,i'f' used on a reversible basiS since they 
are. ·bent in 'both'dir'ect19ns and tend to tear just below the ACco' 42. 
~~st~ner.', ".' ,., tY~ 

,Training and Ins.pection D1vi'sion recommends t~~ suggestion 
not be adopted. It, is nO,t .f~l~ ,the ~ddi~ional cost to obtain , ~ 
revers.ibie, file covers, is jus~ified. '" l :..l" 

,w" " RECOR'DED-S7' 0b..:!1 i?lf1.1 N ~©1 .... E. . - . .-. ~ 

Tnat ,th~ 'suggestion not, be, adbpted.~r:: ", tQ" 'r~)Ji' • 

~ 'I~DEXW-~!g; n '~.~A.Ri 7:~b~ 
~.~ l' ~ / IJ,~ V~ Y:Jl\ 'Y 
(tl (4) '50 MAR' 1 ~,..:tIM--' ___ ;1_--, 

cc - Personnel ,fi,~ '011 I. with copy of' suggestiC?.n form. 

RECOMMENDATION: 



. " 
eg~:i>'f-oe--sugqestlon 
FD;252 (11:14-55) 
K" 

.; . 
h To: . Employee asslqned to (Division) 

/ Director, FBI _/I Divi~ion 6 b
7

C 

·.J.?lv March S, 1957 

SUGGESTION ~ , 

~at each office maintain og for .~pe pupp~s~ of listins-Ybe~~ 
, number of files received from ecord Section. Whe~ the person 
"requeirt"::[ng tHe tile has f1#:r,shed I)l;s review, he should note on log 
~ final disposition of fi1:e. 

Curren(pracuc!' or,rule (Include manual citation as well as facts) Files are' received, from Recor ec 
" and' no,.'x'ecord:, is"· kept as to d~sposl,tion ,of 1:ile. Locate olerks,looking 

, . for filEv'asK Agent.",l,f he, has r~ceiv.ed ,f11e 'and what disposition made' of, 
.~ '. ' t", f 

-, Advantaqes 9. f suqqestl~)I:!. :~i~. ,wou;L4.save ~im.e for both Agent, all otherpersonn~l, 
ottioe and ·also. :,locate. olerks. ,It would also give a lead to the locate. 
olez.kas to:i :wbere' t()"~look for' the partioular fi:1.e, would increase. theit

'pr6dtic.tiC?~ r_at~. and' pz.;oviqe 1:>etter ,servtce for everyo~e ooncerIled. 
- -' - .... 

~, 
~ 

\. 

\~ C) ~D~ls-a7dv-an~t-~q-e-S-O~f-SU-q-qe-s~ilo~'n~~~~~------------~~------~~--------------~------~~ 

None. 

Annual Savlnqs (Show basis fo sUm e) Atr al test was' "run where 2 . files were 'listed" 
clerk looked for a· certain file whioh took 2 3/4 minutes to find this l' 

. Same 'clerk took_;t3 seconds to check a log and' f·ind the, file.. }3ased on 
hours for olerk actu~lly looking 1:~r files .m ows a savings of .08% of 4 
hburs or 19.20 I!11jJ.utesr in 1 hour ,you save 1 hour and 16 minutes a day. 

. contin ed ' 2 
(The use by the United States of my:suqqesUon snaU'not form the basts of a fur r claim of any nature by me, my 

as

5
· .. ·;;P;phR "l'S ;9·sR~,· I~~~. -(tv~\!}~ . 
- , ~ . 

RecommendaUons and comments of ~ Section Ohief and Division Head: 
I am opp'()sed to this sugges'tion since it me~~~lY' sets ,up a x-equirem~nt 

:for keeping a log 01' files whicn duplicate~ existIng P~oQ~s,and 
laces ,an Unnecessary burden on each supervisor •. td'fAPftilC#lot~e t1J ~s, 
See next a e . Slqnature an<r' 1IIe . 

""Y"Z 



clerk at~$1.53 an bo'ur would ~ave, ~ little over $1.90 a day or $9.50 
a weekr 52 weeks times $9.50 ~qua1. s' savings: '$494 pe~ Yf!ar' ,p~r c~erk; 
,3'0, loaat'e clerks savings: $13~~920. . 

Reconmendatlons 8:lld. dommeni!s :( cpntihued)': 

af'te~ ·handlin'g, alta 'place'd w1:tli outgoing files. ,Those :tew files·" . 
'which: i9~'Ef ,sen1; t.O, another peps0l! ln', the Bureau are l~ggedi, o~:. the: I. • 

, _ Transfer ·J;>e~,lf. Tb.1s pro~~~:uxae. 'Would still ~ot r~liev:.~,: th~ .. .. .. 
" .~ocaj?e~le:r;-k, of tne re~C?n~ib~~ltt fo~, pbysio,~ly a~~~,,~~~,ng,.. ""~ :;, , . 

.. ' q~~-1bes tor,l.tiles .Clalmed_savlng;:s would b~ ,gr~.atly .. {~xc.e~de~ by' , 
,C9s,t of ir!aIhtainlng requIred xte~9rQ.8. ' .... 

F .•• ~. '?rIce ~ Se(r~~.~~. C'h1e~ 

, '(f{f 
, . '--

.~. « .... ~ ~ 

,.' .,.. >.t 

, . 

~---=------~-----'-

" 

- I 

.ir "" 



• - \oj, 

EIIl~gestion 
FD-2S2 (l1-~4-SS) ~ • 

To: 

o ,'. o 
Date 

S/2§/§7 
Employee assigned to (Division) -

b6 
, • Director, FBI "\ - DALLAS ' 

1~I~U~:G~E~S~T~IO~N;---------~--~--------_----------}-~~~~~~--~~~~----~--____ b7C 

From: r------------------, 

, That Bureau adopt printed form to serve as ,cover sheet in all 
D i'iles~.. Cover sheet 1;0 be 'maintained as the top, unnumbered 

serial in each file. "Serial Number", "Type of ConnnunicationU
, 

"Date"J "From"J tlTo", "Copies" on this forIll should be filled out 
by filing clerk as each serial is filed. This will serve as a 
description and location of each serial. tlRemarl<:s II will be used 
by superv~sor. 

Current practice or rule (Include manual citation as well as facts) 

When all copie~ of certain s~rials are charged out, it is necessary 
for clerk to describe' serial on back of charge-out slip. When Agent 

rot~~~XMmtgmt§t!)toc -necessary to search the file for certain ser~als J 
numbers 'of which are unknown.' 

'Aavah'taF e's" 'or: 'S,,( , e'st1:bh 
. 

~ 
)- The cover sheet would serve' as ready index to each file, with 
de~cription a~d ~ocation of each serial in file. < Il') 

0) 

1 
OJ 

t 
"Iould ~ave clerical time in describing serials on charge-out slips. 
It should· be noted-~t is sometimes necessary to repeat this prac
tice several i!imes with, one particular serial. 

" cr 
See next a e ' ! . , 

, appropriate blanks, which is minimiz~d by fact that serial wil I 
not have to be described again Qn cha~ge-outs. _ 
(See next page) . ' . ..... 

Annual Savings (Show'basis fot.esUmate) 

-" Al)nuc:;~ ~ing~ 9y.nnot be dete~OOUEn ,,AA.. 
U/.42.. 'f/~/~1- '$?/ ,fJ \ ~ cc-deslgna1ecrt. 
, ~I-::F'-~~f ~ e~pl'S pars f ; : ' 

~-J~ 
8~R 281957 

--~-~~-l.;~-::""-~" 
Signature an 



3) 

4) 

5) 

6) 

8). 

9), 

'0 ... 

l'l,ould cut Agent f s time in reViel'ling files or searching files' 
for specific iUrormation. 

Would enable ~upervisors to have ~omplete picture 61' file 
contents, When file is snipped or several serials char~ed out. 

l'lould cut supervisors time in revie\·iing and searching fil~. 

"Remarks ll "to be used by supervisor, would s~rve as a flag for 
n9tations such as "Stop Notice", uCornpl~Iit 'Filed"", "Armed 
and Dangerous II , IILe~s IS " IIInfo. only", e~c. . 

.~. - . 
References on incoming or outgoing communications could be 
easily located. 

Agents in dict~ting could reference serials bY,numbe~ and 
thereafter, it would be unnecessary for stenos to s~ar9h file 
,for those particular serials:, as they ",o\lld be described on 
cover sheet. ., 

It is estimated a great amount of time could be saved through 
the use of this form. 

D~s'a:dV'an:t'a:ge's' -'6£ "sugge"s't':to'n 

2) Fact that files witn only two or three serials would not need 
,an index is recognized, hO\'lever, files of this' tYPe- are often 
stripped of all serials. 

3) Cost of printing form~, ~hich is .not available. 

- 2 -



TO 

• 1'0'''4 NO. f4 

, '.' 

Mr. Tolson 

Q. T~ 

Q; 
UNITED STATES GOVERNMENT' ,-

~4/J.O/57 
4 Tolson_'_ 

Nichols _' _' 
Boardman --i 
'Belmo~~ 
Mohr 

b 6 Parsons" 
SUGGESTION #499-57 b7C Ros~ 
MadebYj, Ta~~_ Trotter __ ' , 
Dallasivision Neasc_'_ 

V...,.,., 'Winterrowd_ 

,SUGGESTION: That a1"J::_<?.Y_el:-s~e_e~t.~u.ns_el!ial.ized. be maintaine .. 9~~s_ ~~:~~!~o':..: 
the t2~~~~al. ine~p~~file! ~~rm to ~ont~in, 7._qol~mn~ ~~Y' ' 

for identi-t=y of ser.ials con,tained; in 'file; columns are: Serial II". 
Number; Type of Comniunntion; Dat~.of1Communica.tion; From; To; Copies j' 
and Remarks. The, first 6 columns .should be filled' out by the,fil~ clerk 
as"each serial ,is placed iri' file to show description and locatio~ of 
each~ serial •. Remarks cO+'!lJ!l!l··should be u~ed' b~( superv'iso~ for use. 'as ~ . 
flag for notations such as stop noti.ces, 'compla,int f:i:'led, arnied,~!td 
danger<?us J lea~s oJ: for informatioIl!· (Sampl;e attached.)' 

~DVANTAGES STATED: Empioyee believes t~er sh'e~.J; .. willserv~ .as a 
. ' , ready index ,.,to? each.,f..ile; would~ ~~ve, clerica;l ,ti!.l1e" in describ~nJ$,', 

,serials on charge~9ut slips as it 'is now _ nec,essary to descx:;~~ ~8:, ~.erial ~f 
all copies_of that particular ser~al are c~~rged out. It wo~ld saye ~i~e'~· 
'in reviewing files or ~earchiIlg for specific in~ormatiori., 

DISADVANTAGES STATED: (1) .~ime wo~i~ 'be, speri,t ~by, ~~~ -cl,erk inserting 
. a, )5r!ef,::,de~cript:p)~ of the, serial ~n' appr.opri~ t~ ~la!lks. , 

(2), File c,?ntaini,!lg only ,twQ o~ three ~erial~ vipuld ~ot· need sug~ested 
index .form as the~e files are often s1;ripped 6f 'al+ .s~rials. (3,).. Gos~ 
of pri~ting formS. . . 

OBSERVATIONS: 'SAC .Murp~y J nailas, cOllsiders suggestf.,on to have merit .i'ri, \ 
. majoJr cases and'in cases, involving numerous ,volumes,. Ho.wev~,:1;;"." 

ullder .averag~ ',<?ircumStan.ces, he does ,-not lieliev~ the' ,su~gestion is pr~ctiI 

Training ~nd In~pection 'Division also ponsiders the suggestion 
.imprac:!:ica~ ~ it' 'would ,c'reate a terrifiC? ~mount of dupiicatic)ll arid would 
involve a ,great administrative burden. The, few cases in-which this form 
would ol?viate the n,~cessity "of ,desqr.ihing th~ last ,copy of a serial being 
charged'pu~.would be vastly ex~~e~~e~ by· the number pf ~eriai des~riptions 
required by the form; 'most. of .wh-ich' ·would never serve any practical ~ 
purpose. In'very few'instances would the· suggestion'be advantageous., 
'The disadvantages bf, this suggestion' gr~atiyoutweigh~~ny'~~v~ntages PJ 
that could possibly b.,e, ;~p...:,~,~e~.r~ ,:;.- "r tF';9 i., ~'~i9m-~ r; 
RECOMMENDATION: ~;f ,suggestion not be~U'!.~te~. ,,'. < :.r-~'f';1 

_~.J: / 'R~\'\)~\) yf rt APR~ a 'ii19~1 .J 

~ Enclosure ~ ~{-:\) • 'l3: " ' ,'t.t .. ;1 ~ ... / · 
N. \~~'(,"'. ...... S {to I 

C~H:v,fbA \.E~CLOa~:r~l .~ . ~i\\ ' }- /U 
5 S)APR 22195~.o;< <M~ tE:.1a", .. ~ . 

cc ~ Personnel kf'~ of[ (sen,~ sep~ra tely) 
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SERIAL 
NUMBER 

TYPE OF 
CGr4MU1ITCATION 

~' .. 

". 

COVER SHEET 

DATE OF 
COMMUNICATION FROM TO COPIES REMARKS .-

-. 
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• t:JNITED STATES GOVERNMENr 

TO lJR. NIaHO~ 

paOM L. E. SHi~ 
OATS: 6-5-5'7 

Tolson_ 
Nichols .....,:. 
Boardman __ 
Bclmont~ 
Mohr __ -_-
Parsons-= 

BTJG(JES!J!ION * 642-57 RMr "'. 
REOORDS BRANOH 8TREA.J.aINING OOlDJITTEE b7C~tc ~ 

Ncas _ J I 0 Tele. oo-m_ 
SUGGESTION GS-4 employee 0.1 the File'!.. Holloman_ 

SUBJECT: 

Review and Research onli~ has suggested that 8pectal Agent Q 
J supervtst10r8~ who receive Itles and have liles charged to them~ ~ 
matntatn 09 0,(. the files they have .hqndleA _ She recomme~ds 8' 
that the e logs consist 01 a Itle number~ the~denttty 01 the i 

employee who may have borrowed the Itle~ and e ttme that the 
tile was returned to the Filing Untt. b t } 11 T 

" ~1?c..1'" en _ j ~ 
PRESENT PROOEDURE: Supervisors who have liles c~a;ed to them";:>l~fi:! .... vlsors 
are required to transler the 11,le il other supervisors- borrow 
the l1,le. On some occastons Itles are not translerred creating 
locates lor locate clerks who are attempttng to !tnd such Jiles. 

ADVANTAGES: The employee states that locate clerk8 wouJd be able 
to check such logs and locate Itles much more qutckly. Agent 
Supervisors would not be interrupted as frequently with inquiries .~ 
by looate clerks. , 

aONOLu,sIONS: The employee's suggestion has been the subjeqt 01 

I

surveys in the past and has been found not to be qn improvement 
over the current transler system. Dil!tculttes tn the transfer 
system would also appear under the suggested- procedure. 

REOOMlJENDATION: 

(1) Un!avorable. 

(2) ~hat this suggestion be forwarded to the Training 

~
nd Ins~ftton Divtsion !or acknowledgment. EnCl~ed letter 
ep~re~py Training arid Inspection Divisiop.~,,· r't· / 
1FS.gmo\-IJJJJ ~) 'if 

'5) / iifCORDEf1.a3 ~~1' Yl 

cc. P;~~~i J'Ue oj' 6 6:~~~?::.. ~ 
6~~;1;';7 ~ ,. Jt~. 14 9~ ~.~~ 
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~ .-

~;MMe~ndu~ . 
--~ .. 

UNITEP S/JES GOVERNMENT' 

TO MR. NIOHOLS 

~ '~ ~~vC# 
FltOM : 0 L. E. SHOR v' ' ' . ~~l~~;~~-' 

i- ~ 1>( r. ~J1 lu/~AA (~~~u_",Mo . 

SUBJECT: EOONOMY SUGGESTIONS - REOOR])S fl .u. t::::? r ~ I 

REOOR])S .AN]) OOMllUNiOATIONS DIY. 'SION r~~1 
SUGGESTION #688-57 ~ ~ V' Tele 

In 1 tne ~t th the. !3ureau' s efforts to ec on o m:f,ae, the. ¥J~ j~~Qy ~ 
,follolDing suggest.ton. ts sUbmtZhe Reoord~ Br.anoh:. . ~'" 

. .suggestton: That the cQmple,t ~ echarge oL..t..iles be conducted ~.' 

I qua, rterly rather than every other ,mon~ At the pre.~ent. ~ttme, H€A ttl;, 
superu iSo1'.Y personne 1 in all d iuis ions t.hrough.ou'f;' Seat 'of~ " 
Gouern'ment are ,required to 1 tst the numbers of arlo ff,le,s' tn- II JIJ' I. C 
tlJetr posses~ton. on the last Frtday of euery o~her mpnth., 't/I.w,l .... ~~ 
Personne 1 of the Ftl tng 'Un:tt, -RecC!'rd~ Branch.,. "fih,en d.etermtn.e' 
whether all ftles are either in the oabinets or accounted fqr' 
by charge-outr.-- Labor cpst tn Ftltng Un.tt alone for th:i.~ . 
operation is eS,ttmatea at $500. Thts figure, .does no,* inql~de 
time spent by personnel in"the:'uartous i:liiJlstons~ tn 'recordfn~' , 
t.he files in thetr possession,. The annual cost of .t,his -
procedure in the Ftl irig Un tt ts estimated' at '$3,000 • . By , 
conducting rech~rges on:a quarterl~ baSiS, '1,500 in labor 
costs would be' saved. . 

. Sav ings: $1,500'. 

])tsadvantages:~ Suggested procedure would, p'os~ibly inc'~ea8e 
locate work tnasmuch as some of t~e' dtfficu~t fil~ Jocates~
are ~ound ~hen recharges :are submitted ~o theRecord~' Bran~~. 

I']., ~ >. on 

~"" -, .,. .,. 
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L
'·· .' . , . 

r. . ,,; .. rT~ , 

I".: I If "" ___ " 

.... ~ P:-! !. 32 __ ~ .. d' ---wt;-2;a,., July :J ~ JJ)fj7 

P;]OP039D Ci1L1l:J.S III 
llMIUAL FO~ DUZlEAU ~UP;;;'7.YICO:;S 

OTt.. -the la:rf; F;ri,call of each 1;11:&7"d 'Clontl:.:r spactttcally 
l'pbrua'1" ~ J:a7 , l.ur.::.at;, and 110'Vc"C!bar:1 9aob. :l1::wjatant; JJ'&rt1c1;o-r 
,7;[1 rC~p'cnD1r. a.' or .,a, p-rcpa7"ll } on' -of a~ inVClT,.7;or,U Of iihc l'tlaa 
'in, h,&s d-&vf,s:&tm. Z;;'tG j,nvcntoru' -ta 7;0 rcpo'rj;. the files in the 
d'&vin't 0;'1 aD Of 9:.f)O .A.11. and ,r":'&Di;: rcaqh '7fho' ,Ft11;n!] Dn,&1i oj thc 
Recorda: 1Jl'anoJ7,. by 1;00 P.M. Each ,file. t~ '"lind PODDCDsion 01 ~, 
C':J.PC1'vtsor' ouer' IJ d(JYIJ]:!~s1; be £-dan:l;(;,fiad by an ao1;c1'i,s'k. '~h.j,(J 
,'f,;r.vcnt.ory '&8 cU~';1,ttt;ed on the rJ::,charaq chects (Fop;!,; 4-c.) 01 tine 
Eiltna,U.~~~ ~J 1;pc naco~ds Branch_ 

FOF: vmkft.'ftt 
/,. 

(5) . 
J 

l ' 
~ I I., 

TolSon --"-
Nichols _'_' 
BoardmaD~ 
Belmont-_" 
Nason~ 
Moh",.· -

'~~ "~I ,,J I 
l' r 

'I '~" 
, ~ .-., 

v~ I" "r:-, 
, 't .. 

i 't 

Parsons_ 
Rosen,~ 
Tamm"':':"""':' 
Nease _,_. ../ '~I 
Winterrowd _ ,. ) ~ 
,Tele. Room":' • r"'" - , /' 

I
H'OIlOman ---- (, ,/', J ~ I:' ,_ i' ~ , f 
Gandy -, -, U 0 . I..: ~ ,-

I ~d.J, 
r 6"./ 

I', , 

,) 



tf) 0j;;MMemor9mdum . b. 
UNITED STATES GOVERNMENT 

TO 11R. NIonoLs.L1J io/; OATH: 6-21-57 

~ 
Tolson_ 

FAOM L. E. d';;k S b6 ~~~~~:an-= 
SHO b 7 C Belmont _ 

SUGGESTiON # 733-57 '----V /1I,M:::~,v z 
(

SUBJECT: REOORlJS ,BRANOn STREAMLINING OO]JJ.{I!.TEJ?i;;; . / ~ ~;=;-::= 
s.,tv£t~6/o..-e!) ~/r~ ~ tV (l.,~ JI'~I ~ r ,-t /' ~ 6 . . t.:;::.e

R
-:;;;: 

SUGGESTION: 1 I GS-5 employee· o.f -I;he Oor-r,e1:a-l;'ion ~~~loman_ 
Un'i-l;3 has sugges-l;ed -I;hrough -I;he S-I;reaml'in'ing Oommi-l;-I;ee tha-l; when -I;hQ 

'IGeneral Index Uni-l; ,calls .for a jile -1;0 check -I;he j'ile number oj a . 
p'iece oj correspondence3 -I;he jile be a-l;t;ached t;o t;hts correspondence 
when i-l; is jorwarded t;o -I;he lrumbering Un'i-l; by .-I;he General Index un:~~~~ 

OURRENT PROOElJURE: Occasi,onallY3 correspon~ence is checked inl-1;he~-
Numb~ring Uni-l; abs-l;r~c-l;s in order -I;ha-l; -I;he serial number may be .. 
de-l;ermined and placed on -I;he pi,ece oJ' correspondence. In some 
'ins-l;ances3 ~h~re 'is no t;ab card in t;he Numbering Uni-l; abs-l;rac-l;s 
-1;0 'indica-l;e wha-l; -I;he nex-l; serial numben should be. In -I;hese ins-l;ances 
-I;he correspondence- is s~.1i:t -1;0 the General Index Uni,-I; -1;0 be searched 
-I;hrough t;he .gen~ra'u. indices. On some occasions t;he General Index 
reques-l;~ -I;he' jile put; when -I;hemail is.re-l;urned-l;o-l;heNumber.in[f 
'Uni-l; -I;he jile is no-l; at;-I;ached. T,he Number'ing Uni-l; mus-l; again 
reques-l; -I;he j.'ile so -I;ha-l; a -I;ab card can be prepared. 

ADVANTAGES: -.Emplpjjee s-l;a-l;es -I;h9--I; -I;ime would be saved _ since repea-l; 
reques-l;s wou1d no~;:'be made jor -I;he same jile. In add'i-l;ion3 ac-l;ive 
co rrespondei{i£e woltld be processed jas-l;e.r. 

SAVINGS: Sav'ings are believed -1;0, be! n01ninal since -I;he si-l;ua-l;ion ; 
which -I;h'is sugges-l;ion 'is designed -1;0 :correci; does not; occur very 
jrequen-l;ly. . 

OONOLUSI01{S: Adop-l;~on oj' t;h~s sugges-l;ion' is recommended. This 
procedure has been u-l;il'ized in -I;he pas-l; and .found -1;0 be successjul. 

REOOl!lfENDATION: 

~~O~O~~40~ Ccfo3/~, -7f 
\\~~~~~ 24 JUL 8 1957 t 
f [,Yo-.1"Q.1. i ; 

.../' -L;J\~~vJ.... ", -~"t 

(2) T,ha-l; -I;his memor~ndum be rejerred~-I;he Training 
and Inspec-l;ion Division jor ac7J;nowl edge me n-l;. Enclosed letter prepared 

i ~;1::::~ing and;In~~ection Division. ~71 ~ ~~ 

l EfS:' Personnel ftle Of I I / 
" Encl~~~el~~~~/ "'f"".>' _ __ _~. ' 

Favorab1:e. 

" 

l' .. 
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'\ IL r 
'n~1-N>.14 Q. 
<Office~Me , .,wum· 

~ . 
<0\ \ - ~~. 

UNITED Si . jJ.0VERNMENT . ~ 
TO 

SUBJBCT: 

liR. NICHO(f\J 

L. E. SHORbv' 

PROPOSED CHANGE IN MANUAL 
FOR BUREAU SUPERVISORS 

DATH: 7-3-57 

SUggest~on number 688-57 subm~tted by ~he Records 

Tolson ~ 
NIchols _-_-
Boardman ~ I 

Belmont ~-_. 
Mohr _-.-. 
Parsons ~ 

--f.osen ~ 
<--=\ (,l-amm ~ 
"" "'trotter ~ 

Nease~ 
Tele. roorr _ 
Holloman ~ 
GandY __ . __ -

'f!: • I-.fHt A rJ 
f'".m1<-v.. .J' 

Branoh sugg;~~ed that the present procedure of a complete 
recharge 0/:t.11~ every other month be changed. It was 
suggested that a complete recharge of f~les be conducted 
quarterly, at which time superv~sory personnel tn all d~vts~ons 
throughout the Seat of Government w~ll be required to l~st the 
numbers of all f~les ~n their possess~on on the last Fr~day of 
every th~rd month. 

\ 

The suggest~on was unan~mously approved by the Executives 
Conference on May 29, 1957. There is attached a revision for the 
Manual For Bureau Supervisors reflect~ng that the complete recharge 
Of files will be conducted the last Friday Of February, May, 
August, an~~ovember. 

RECOAAENn,iPION: 

That the a~tached revision be forwarded 
and Inspecti on Divi si on in order for th~ revi s,t on 
Manual For Bureau SupervtBor.. .~~ 

Jc~Vmk Y U 
(3) ~~t, ~ ~ I 
Enclosure l~ I 'l~" ; !~, '/' 

i .. 

I 

~ 

.. J ~ • 

to the Tratntng 
to be made to the 

~1', , 
-----~- --
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SAC, P!tt~burcb (01-246) 

, 
piroctor, FIll 

<. i 
1 ~ ;.:. 

Jul:y.· 5, lQ~7 

6 
F /[/:s. 
~ . 

b6 
b7C 

I 

~I (I 
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SAC, P~rtISBUliG~ (6"1 ~248): 6/1,]/5"1 

(. 

f t /.;£:.$ ~ 
t " ... 

.. 
W;8w:f509(",';; , 
(~) , iJf 

NOTE: A~ministraHve ,Division.lias adYi~ea, that the' .Miami ,bffi~e' is th:e 
?~y offipe pr~s~htly ,u'sln,g ;the9P~p.~shelf> filing ·~y~·tf;~'.'" 'Tr~inii:lg. ihd ' ~ 
~i].sp,~qtiontDivi~ioil \V~1l ·.Ql;).ta.in v~ews ari<;1 x:~cOI~lJ;~:ie,Qd~ti:'ons, .of: Recprds 
~rancp/an,d 'the.,'Mhtmi Field; Qf~ic.e. ,~e P.ittsbur~h: Off,.r;e-:h~s ti~en:, ' 
'~ll:thq:ri'z~d ~y:tp~~,Bureaq ·to secu,re b~qs' r~~ative . .to 'the install~tion ,of ~. 

1< th~ ,dpen-sh~l~Ailin~ ,S.ys.tEf~;.. . 

b6 
b7C 

f 

\ 
\ 

y " 

,I 



1-- _._"._,... ",,~,;:;;, 
• ,'.:. ~ '1"-'1 

Smployeo.S,qqes lion 
FD:252" (n·14.S5) 

To: 

,Director, FBI 

. ... "'---',' ,-., .... ;- ',,' V~," .' ... 

\~ ~'\/~;~ 
. 9-;;5-57 

Employee asslqned to (Division) 

Chief Clerk KNOXVILLE 

l -----f 
SUGGE§TION .: Fot ' 

Tha ~ ~.IDi&. FD-245, .,.h.a. p,:"inted on both s:J.des so that they could be used , ~e fronts w.l ou erasure or ink eradioation. These once-used fronts . 
would be particularly ada.ptable for us.e ill. closed file repair work and con-
solidations iVhere fronts are not remov~d and replaced on a day-t~day basis, 

Current practice or rule Uncludemanual citatIon as well as facts) In keeping with the Bur.eaul s continuing 
econ~ program, both fronts and backs released o~ consOlidation of closed files 

b6 

into vOlumes are retained for re-use as backs unles~ they are to,o badly worn or dirt • 
Advantages of SU998sUon '-

1. File fronts could be used tldce as fronts, and many vTould still be 
for subsequent use as backs after all.n~bers marked o:r~~per sampl~. 
2. Both space and econom;r would be serv~cr in re.:.use of file fronts, as fronts. La 
space would be occupied b.r accUmulation of. used materials 'f~ file backs. Fronts 
would move out more rapidly and supply wo1.p.d"remain more or' less constant dlie to 
the required periodic consolidation 01' cl:o;leq,Jile;l into' volumes~, Security type 
files are not subject to cons91idation; therefore their closing would relea~e no 
fronts. Al~ others, how'ever, ~w6U:l.d ~ventua:uy become ava:p.able again. 
3. Possible increased cost of two-side printing woUld b~ more than offset by 
'estimated 40 to 45% decrease in ov~rall quant1t,t of cardbo~d stock needed annu 
by the Bur~au for file f~onts. 

Dlsadvantaqes of 8uqqesUon 

A.r)y confusion that might arise in the event a f::ront were replaced iVX'ong side up 
on a file could be ?-voided b.r striking out th~ numbers on the lised side. with a 
felt pen at the time the front i~ released from first use. 
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TO 

P1'lOM : 

,----
• UNITED ~ '0', ,bOVERNMENT 

.~: 

llR. NIOH~ DATE, 9-i9-57 

Ii. E. SHOR~ifV CJ l/ / &. S ~~~;i~a~ , 
'Belmont_,. 

~ Mohr_.,.....-
b / C Parsons' 

SUBJBCT: SUGGESTION #226-58 ~sen~ 
" . REOORDS ~RANOH STREAllLINING ~ITTE~ . . _ :~~r .... . 
~1' e ..;,l;;::d _ e.. t? ~.c"'aa q]/ e /i" f!.. ~ S /; /! :. ~ // ele. Room_ 

SUGGESTION: a GS-5 empl;;;/ tnt-the Olloman. 

File Revtew a esearc ntt, has suggested that admtnistrattve 
~ have compressors used wjth the aooo fasteners: .,.-

.. PRBs.zNT PROOEDURE: Several years ago 'in an e;f:'~~11 to oonserve 
spao§ Ymlstorage of r.eoords, oompressors were taken off the files.!_ 
Employee states that with the oompressors removed the prongs of 
the acoo fas~eners frequently oatch on other ftles. 

OONCLUSIONS: Adoptton of this·suggestion is not reoommended stnoe 
to do so would tnorease the,spaoe requtrements of the Reoords Branoh 
for the storage of files'. The presence qr absence of oompressors ts 
not a faotor wit~ respeot to the position of prongs of the aooo 
fastene~s. The most reoent type of compressors'furnished with file 
covers do, not inolude deuic"es for the +ooking of acco prdngs. It 
has been common procedure for eiI:ployees f,,~'l'ing mail to bend the prongs 
of acoq fas~eners outwardly. To handle in any gther fashton would 
take a considerable length of t'ime and would increase the cost of 
filing oorrespondence. Oompressors are used only tn those tnstances 
where file sections become thiok and they are neoessary to hold the 
file together. 

RECOlOJENDATIONS: 

(1) Unfavorable. 
.-' 

(2) Phat is memorandum be referred to, the Training and 
Inspectton Divisio lor acknowledgeme~t. Enclosed le~~er -prepared by 
Training and J;ns ection Division. t {J/~ 

~~' /' ~ '-
. RECORDED. 73 &>~:; ~ / 9 JlP~ 

. - ~a~c.o~o~ 
ure ~'1a ~ , 'iNDmn . 73 ", " a QQJ .1 l!i51 
Ocf~~11$5r.,'. £k\,~l t':'-'~.:i, .1 

of !.-I ~ ______ --' 

" 

> ......... ~: 
~ ... ,..,. 
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UNITED STATE,S GOVERNMENT 

DATE: l1R. llIOHOto/1 J 

L. E. SHO~ 
Tolson_. _, 
Nlchols _ ... _. 

'Boardman_ 
Belmont_ 
Mohr_--.-. 

SUBJECT: SUGGESTION #289-58 4i~~::~ns V-
REOORDS I4RANOH S7'REAMLIIIING OOJ.lJJITTEE T~~:r .~ ... 

~:""I'" • Nease __ . . /' f.,-e, a",", Y\ l1F Tele. Room b6 . • Hollomon _ ~ 
SUGGESTION: GS-8 .File Superv~sor 01 th~ Gandy~b / 
Piling Unit~ as sugges e rough the Streamlining Oommittee~ tha~'------~ 
the Name Check Section 01 the Investigative Division be permitted 
-1;0 retain liles Cor tW.ILJJJJJJ...~Q_eJ1Q.nd tl:!fl_Q.lkr:.r:t;.JELt.:l7.Je-.a.JJ.Y,:: limtt~ 
The purpose 'in retaintng the liles, the extended time ts to permit 
the liling 01 serials which have bee; :emoved to be photostat~d or 
lor dissemination purposes. L _ Jsuggests th~t the empl~yees 
removing the serials Irom lile also, e assigned the duties 01 _ 
ret.urning these ser:&als to lile. b'-I "'h.~ Nv l'l\~ c....hct..1\ UV\',\ 

. _ _ ""... u 

C~RElff FROOED~E: Three employees trai~ed in the removing 01 
seri;als from liles ar.e regul'arly assigned~·to remove correspondenc? 
Irom liles ~o be photostated.lor dissemination purposes. ~/ter 
the material is removed Irom lile~ the Itle is returned to the 
lile room. rmen the correspondence that has been photostated is 
no ,longer desired lor the above purpose" i:t is returned to the 
Filing Unit lor re!iling. 

CONCLUSIONS: Record,S Branch doe'S not lavor ,adopt'f,on, 01 th'f;s 
suggestion. II tpe liles were retained in the area occupied by 
the Nam~ Check Section" then additional cabinets would be needed' 
to house those liles awaiti;ng, the returning 01 serials which have 

,been removed. Additional employees would have to be assigned to 
the Filing Unit to accomplish the return 01 serials to lile. T~ 
keep the liles out 01 ~he lile room an extended period 01 ~imeWL 
would materially increase t.he number 01 locates. In excess 01 
200 serials are removed daily. Under the current procedure the, 
return ,01 these s{3rials is diversified among the six subunits :r 
the Filing Unit. The suggested procedure is believed to be 
unwieldy and uneconomical. 

R" !:.!=~9 - ~t 
(1) Un/a'vorable. C.CORDED"45 

INDEXfJD " OCT '2 1957 
f>t~lO~ _ '~4S ~ _ 

'REOOMlIENDATIONB: 

(~J. That this memora~dum be re rred to the Training 
and Inspecti on DiviJsion for acknowledgment. E~CJ~(y.~ed 17ett,er pre ared b1,Y~. 

~
Trainin~~d In!e~ib~ Division. 6 ,....IJ _ 

:gbt§\'U OC i Q '11957 " I ' ~:J) ~ ~ncosur~-L~ __ ~~~ ____ ~ 
co: Personnel !tle 01 " 
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r --""""=-, 
STAICWtOI"OItN NO. 114 'I j 

Office ML .O"Julum · UNITED ShfESGOVERNMEN'F 
.-. 

TO DATB: 9/30/57 

PilOM 

SUBJBq.': SUGGESTION #233-58 
REOORDS BR;ANOH STREAMLINING OOllMITTEE 

Tolson __ 
Nlchols __ 
Boardman_
Belmont --:0.:..::. 
Mohr "':"':b6 
Parsons ... b 7 C

1 ~-
Nease __ ' 
Tele. Room_ 

SUGGESTION: I I a GS 6 employee in the o Oorrelation Unit~ nas sugges~ed through her .Streamlining 
Oommittee represe1J.tative that all persons at the 'Seat of--
,gpvernment haVing ... occ~sion to use Bureau tiles bl'! advised 

f{!2t to ma.rJc tl1g_1Ja1T!~§_ "1.'{L.f.:fl~_ tn_.aJ!Y-1P.!l!Y.., since certain 
markings have a specific meaning to' u1J.i~s in the Records 
Branch. Unauthorised marking may appear similar to markings 
us~d by Records Branch employees. 

OONOLU8IONS: Records Branch does not favor adoption o! this 
sugges''f?ion. While the content o! the suggestion is worthy., 

,. 'there have been very lew instances in which di:t!icul~y has 
arisen 9ver unauthori~ed ma~kings placed on ~ureau mail. It 
is felt"~ that thos~ instances can be better handled on an 
individual basis. 

REOOMMENDATIONS: 

(2) Un!avorable.. 

~" 9\.~ . ....-
.('t~FS : car c:ev. 

(5)-
Enclosure 

-
CC: Personnel tile of I 

630CT151957 4// /; L...--____ ---.J 

• !' 



~_rQftN~M 0 Q 
~'V Office Memorandum • UNITED STATES GOVERNMENT 

'TO JJJI. NEA~~ DATB, 11-8-57 

~ 
Tolson __ 
Nichols_ 

PilOM L. ,i;. ShO Boardma~ -,. 
Be~mo'\t.b6 , 
Mohl-4b7C. 
Pa!sons_ I 

SUBJECT: 
REaORDS BRANOH STREAMLINING aOMJJ.ITTlj:f I ~te -_ -" 

SUGGESTION #317-58 ROS~ , 

Fi e.5 T:~:. --=-= 
dUGGESTION: ~ I a lormer limployee 01 the Ftltng I HO":::;;'1 
Unit current y 'assigned to the Identification Divisio ~ as 
suggested through the Streamlining Committee" 1;h corru at,..e..5!: -': 

j J:t.i!er sheeJ..~n,g: be ~e .. d q~rt; th£.-!ll!:,§.J...ll'{!.~.9f~x::tJ3 .... u.aq..(L.;j;J)_1rG9,..11§J)_0';;:p, 
.• 1. ~f}. 

ADVAiVTAGES: Employee. s.tates that two employees are required to load 
a' cart with !i~,e8. One emJJ~oyee hold's the row of..-l'-;..;;;;..;;....;......;;..;.01;--.;;;~.;;;; 
'Qth~r em..,oloyee'loads more Itle{3 on the same row. 
?i;ates that the u-se 01 rubb(}r sheeting would preven e 1. es Irom 
lalling over /.:m5i w.ould n'ot require the s.ervice 01 an em.ployee to 
.,hold 1;he.m up wh i,le another emplo ye.e comple.tes 1 oadi ng the row. 

aOl/(Jl;USIONS: Adopti on 61 this. sugge~ti on is not recommended. 
Fre'1ue.n'!ily two' employees a,re us~d to load a cart 01' files being 

~ rpi;urned to j;j1,e ;lil·e Jabi.n(f.ts. . The. purp ose 01 usi ng t]1JO empl 0 yee~ 

The second em)l clyee i's not used solel y to h ol'd t' iJ:es wh il'e I 
is tq ezpedi,te the.l'oadinf} and lorwarding 01 Ii,les to d;he .cabi~ets. C-
another emP70yee ciompletes the loa<!-ing as j,ndiqates.· 
vlhen /i,les are Dei,ng picked up trom sUj)ervz,sors 0 z,ces" one 
employ.ee must rema·in with the cart lor s~durity reas()ns whi,le a 
second employee enters the olfices and Qbtains the liles. 

In addition, it is believed that the use oj corrugated 
rubber sheeting would cause the files to be 1;orn when bei,ng loaded 
or unloaded. 

REOOIJMENDAT IONS f 

(1) Unfavorablf!. 

RECORDED - 81 06 &13/ :l.:= » 
- 19 , . 
12' NOV j8 'f957 

lNotXED ;. 81.. - -(2) T-hat this m~mora~dum be referref to the Training 
and Inspeotton'»ivision lor ao~nowledgment. E~~ed l~tter prepared 

lbY Tr:~~Dg~:J Inspeotion DiViS,i~9:Jfl ~_~V ~. 
~'\~i1:g/ff.· '{,N j/' a ~'t/"f~' ~ V \ 
Encl~q. ~. .. -. ..... -c0 ~ ( 
aa: 19m~ltkei,$ h~lll I 2- \]J""'~ 



0'0 
._ Office Memorandum .; UNITED' STAtE~ GOYER:NMENT 

r TO ,HR. N~8~V 
Pll.OM L., E. s,'{O~ 

\ 

DAT~: 1)-13-57 
Tolson __ 
Nichols _, 
Boardman_ 
.B~lmont_ 
Mohr __ 

SUBJECT: SVGG~STION #335-58 
REaORDfl 13RA}iOH 8TREA1LLINING (JOJJMITl'EE 

parson& ,Rm 
~Jr¥ b6 
(::I"!;~~!~r -b 7 C Nease ___ _ 

{ ~~~m_ 

SUGGESTION: ! !{1S-P emPlOye,', a8s~gned to the r.HOlloman -" 

File Review and R~search Unit" has.f:}!.!!:JI}les·~ed t'hrough the ,.$trea. m-
~ inJIlp aomm:itteeVJ.h9-t ~nk spe9..iql:,,_1?gg ,1>.e stgp,led j;~, 'i;h~ serta f 
!!!arkers ,O!J;hQ~lef.4lMch ~rei;O be handle,d, livery sJ?~(n.a.:J..~ II 

OURRENT ?EOOEDURE: A pin~ special tag is dttach~d to Form 4-5 
w,h1,.ch requests (Z' file.' -Phe,se requests are handled, first and 1;he 
.Ii·le? are plq.qed .irL a l)o:4'J.qpeled, f9r per.y spepial ,requests. 

, .-
ADV'ANTAGE8:· Employee ?tai;.es that his sug,gestion would have the 
adva'(ltage' pf c:f.e:drl;y 7Tiark~ng the j,ii1~ .as .bein.,g a ve,ry specia+ reque'?t 

-·an~ that. ;ft wou'lq not ... b(J necessary for -the F~l i,.ng Uni·t; e7Jtployee 
del iver.ing the f~le to the Qutgoi,ng taqie to t.el1 the person at 
that loca;f;ign that -ehe. !.i~e is v§ry spe.cial. 

. ~ 

(JON(JLU8ION8:, Adop·-qi.on oJ't;"1,s suggesti'on i,s 'not. recomme,,nd.(Jd; The. 
suggested procedur~ ,d,oefj, not offe.r- a mor.e· e:t!e,cient methocj. of 
forwardi ~g ver.y spec.,i'al re.'qzte·sts. 8i nce 'the:re is a ,box on' the out..;. 
going table 'in' whi,ch- ve.ry special requests !?hould be placed j it 

,shou1dno:t ben~c~sscirY'lor 'tn.e employee. to 9r(J,1J,.y advise 'those 
persons aii~tgned to 'the outgoing tdb1e -cn;at the request,· 'is very 
special. In' 'addition, th.e stp,pling and unstdp1i,.ng. o! the· pink. 
specig,l tag wpul,if. 'take time 'and q,e1ay ·the forwarq'ing of 1;he file • 

. 
RElJ01JMEJlDAT ION8·: 

(1,.~ Vn!a.v ora7?le • 
. r . 

(2) That this memorqndztm 'be referred ·tp. -phe Xnaini,ng , 
and. InsBection ilivision for acknow1edg~en't. pnclos~d letter prepared 
,by Training and ,Inspection Division. bit , 

A ~ 
~I\ \~, u,(LJc.KED - 47 l ~ . 

~NFS:9g'r ' .. _ ' (III~ ~t -;Z3/~- ~lIt 
(5) ,. ,,~ _ 8ECORDED "7 ____ ., /1' 
Enclosure ~,"l· ... 'd\ 'I'" . -q. , 1 

• (JC: Personnel file of I 20 NOV 20 1'951 ,,1 

. 6 ~ Ncl~ 1957 ," -~{gj .~ 1\\.tW 



~< Offi;;MM~nd?ndu'; • UNITED S~~ GOVERNMENT 
" 

TO : JJR. NEAtt1 () 
P1l.0M W. G. EAMES e.. 
SUBJECT: SUGGESTION #399-58 

REOORDS BRANOH STREAJ.fLINING OOJJJlITTEE 

DATE: 12-10-57 
Tolson __ 
Nlcho's_~ 
Boardman _ 
Belmont _~ _~ 
Mohr .,,;,.~~ -,,-_ 
Parsons~_ 

,~irr{tJZ: 
'rfe~\se_~ _ .....-~ _______ ~ 1 (';1~' 

b 7 C Tele. Room -

SUGGESTION: GS-7 Supervtsor oj the ~~~l~;an '-~ 
Messenger~ tt3 has suggested through the Streamlining Oommtttee ~ 
J~hat tht;\pers~onnel .til es of- Records Branch e7lJ:p...l;Q.y!!,.es be ,forwarded , , 
7,n enveiopes. ~ S'";J..).. 

ADVANTAGES: Employee st~tes adoption oj his suggestion would 
maintain security oj contents oj Bureau personnel jiles. 

OURRENT PROOEDURE: Personnel ,j,i,les jor all Records Branch employees 
are jorwarded t~rough the Mes~enger 'Unit. Most such jiles are not 
jorwarded in en~elopes. Some supe~visory employees jollow 'a 
practice oj placin{f personnel jile,s' in envelopes., 

. OONOLUSIONS: Adoption 01 thi-s suggestion is not recommended. To 
require al.1 penso.nnel ,at the Seat .oj Gopernment to handle persqnnel 
jiles in the m~:mne~7" ·suggested lqould be an unnecessary burden and 
very tiine-q.on,sumtng., Employees' tn t",e Records Branch who may 
through th~tr duties handle personn~l jiles are cauttoned pertodt
cally concerntn!l these !t'le,sand the method 01 h~ndl tng them. 

REOO1lJ1ENDATIONS: .... 
11.) Unlavorab.le. 

IlP .... ... , 
, "" "-v 

;,{ ... .I' 
'", 

<(2) Thati'thts memorandum 1>,e relerre.d to th,e Tratntng 
-and Inspec{fi,:pn Divtston lor aclr:nowledgement~ ~~losed letter 

. pr~pared by Training and InspeC?tion PiViSior:/{JV • . , <17l: 

1h ~ t::f..&-~""'6-~ 
~~)~ - .... , 

~~f! Ii :~:M. trb. ~lS 1957 f 
OJ> ~~~ \.. ' ,~~ ~ 

fE''' - i'l ' £, ~1~ ~ 

EX: • 143 I '1-'/11/' ~ ~/ 
~~ 76DEC231,Iftb13{ fl·' \; '~' " 

'FS :neb ;;J. ' u-" I 
(5) ~ 

1 - Personnel Itle Oj~1 ________________ ~ 

Enclosure 
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r.:tl,"lfJ;ce MemOandum • UNITED SOES GOVERNMENT ,,;Jl'~ 

TO 

• Mr. Tolson OATH: 11/27/57 

Q.~ 
Tolson_-_ 

F~OM 

0 7-// e.- S ~i ~~~an 
mont _ 
r 

.~ 

C!:£ 
~UBJBCT: SUGGESTION #337-58 

SUBMITTED BY SAC PERCY WYLY II 
KANSAS CITY DIVISION Tele. Room_ 

Holloman __ 
Gandy __ 

W~· GGESTION: That Bureau adopt an exhibit envelope similar to the 
I-A envelope to be used exclusively for retaining the 

iginal copy of FD-302 (Interview Report) and SF-64 memorandum; said 
velope to be designated as l-C and placed in file just above the 
'\ envelope. 

RRENT PROCEDURE: I-A envelope is placed as the first item in a 
file when there are exhibits to be placed in that 

e. At present all exhibits including FD-302, SF-64 memorandum, \ 
)tographs and other items,other than bulky eXhibits)are placed in 
e I-A envelope. Bulky exhibits are designated for a I-B section. 
rther, when the I-A envelope becomes bulky due to the number of 

:hibits contained therein it is permissible to make a I-A section 
. ,d maintain it behind the regular file section. 

VANTAGES STATED: SAC believes that if suggestion is adopted that 
it will make such evidence exhibits more secure; 

~sier to supervise; -more convenient for clerks; and will sp~ed up 
tlling of material. Further, he states that by using the l~C 
~velope there would be a chronological list of witnesses appearing 

the outside of said envelope. He states that clerical employees 
the Kansas City Office feel that adoption of suggestion would 

pedite handling of administrative duties in r~gard to th~ new 
nort writing system. 

I SERVATIONS: The proposed I-C envelope system las been carefully 
studied by Inspectors Malone, Shanklin, Fletcher, Kelley, ~i 

"ague and Gale and they are opposed to adoption of the suggestion. ~' 
, ",e following summary is the basis for their opposition: new system '~ 
,luld, in fact, require more clerical time; woul~ make files more ~ t 

:llky and requir.e more filing space; would further complicate th~ ./ Q 

, lling sys.temj and make it possible for addi tional fili~~. e:tt:0r~ ~ ~ 
,-' made. tI .. l''t:' ,. \ • u:: 

.' , . - .) 

, tr .~u ~ . >- 4 
Duri!lg t,he inspept~on of the Oklaho~r.p~W< .JU.y' O~ .. E *-e 8 

-laws of the ah:f:ef clerk of tha.t diVision weret ol)ta.lireWS !te-
,lef clerk ,~s opposed, to 'ado.ption of th'e sUgft~Plon*~:;l . l' • ~~flf'" ;:l 

. Pa~sonnel ~.ile{ liil~ my ~~. (sent !,,,pa.ra.t~i:Yi.<!'4--;2.3/?+" . JlI 
-~ fOOt ;t." N9~ .RF-C!OllDTllJ) 

'~, [4-', l' . , 76 D£p ,~. Yf)S7'\ 
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o 
Memo Q. Tamm to Mr. Tolson 
Re: Suggestion #337-58 

G 

clerk pointed out that to use the I-C system would require the use 
of two exhibit envelopes in the file where one envelope would normally 
handle the material and would require more work on the part of 
the clerks rather than less. 

RECOMMENDATION: That suggestion not be adopted. No further 
action required as Mr. Wyly has been thanked for 
his suggestion by letter. 

~'--

J. 
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Oift~;" MemIJndum o 

t/'TO , UR~ P~r{ 
UNITED STAOS GOVERNMENT 

F1l.0M M1J •. NEASE 11e 
SUBJECr' ~CHARGE OF. F:U;ES .. 

...it' ,. 

DATE: 6-18-58 
Tolson __ 
NichOls _'_ 

Paisons_. 
Rosen_" _ 
Tamm __ 
Trotter __ 
Nease __ 

, Th~re isa,ttached Mreto a list" co'71lpiled as a result 
o! the qua.r.terly recharge oMiles conducted .pn ,5-29,-:58" 
!"e!l~cting those tiles .,on WhlCh "the~ Re,c.ords Branch' rece.i'ved no 
tran,s!~",. ~ureau regulatio'ns require that the transfer o! !",les 
from one person to another ,must be reported i7Jlmediatelyby t;eJe
phone to 1;1)e Filing 'Uni,t" E:cte~si Qn 421·. 'The transfer o! !iles 
is an e:ctre7Jt.elY important, proces~ lIJ(£ich enable~ the ~ecords Branch 

Tele. Room_ 
Holloman _'_ 
Gandy __ 

to kn~w th~ w~er~abouts o! ~h~ thousands o! tiles charged out at 
a~y given, ~ime.,. The' continued cooperati on o! your- Divisi on i~ 
requested -z.n order. to insure that all !iles are pr·operlJI. trans!err,ed. 

~M:9PM\; -
'3) q 

c;Losure - i 
~ 

.... 

,.. 
.. -

"\ 

t ... ..... 
• -i:.' 

b ~ JUN.26 1S58Jf1 

v __________________________________________ ~~ __________ ~ 
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... ~~ 
{} D ~. 

b6 

LABORATORY DIVISION b7C 

FILE ORIGINALLY FILE RE-
.FILE # OHARGED'TO ROOM DATE OHARGED BY ROOM 

9-33035 7617- 5-'19 D 5'120 
·95-68548 7336 5.-27 " 
145-241 7330 5-27 7614 
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Office Memorandum • . UN1TED STATES GOVERNMENT 

SUBJECT: 

JlR. NEASE ;1'1 
L. E. SH~ 
ORANGE-BORDERED FILE COVERS 
Fi1 i1Jg Unit - Records Branch 

OATH: 12-6-57 

By memorandum November 1a,~57, 
Mr. Boardmon, it was recommended tha~iles designated for 
evacuation no longer be identified by'u3e of ora~ge-bordered 
ft1e cov~rs. This recommendation was approved. 

The Records Branch has on hand a supply of orange
bordered file covers as well as a supply of orange-bordered 
enclosure envelopes. In the tnterest of economy, the Records 
Branch wt1l conttnue to use orange-bordered ftle covers and 
enve10pea when repatring files or enclosures or when maKing up 
newji1e covers. The orange-bordered Cover wtll not, of course, 
have any signtficance insofar as the Bureau's defense plans are 
concerned. 

BECOuurqwATION: 

For information. 

, J.. 
LES: vmk/. .to' 

(a) 

Tolson~ ~ 
NIChol~ I 

Boardman _ 
Belmont~ 
Mohr~ 
Parsons ._. _ 
Rosen_. _._ 
Tamm __ 
Trotter-~ 
Nease __ 
Tele. Room':'" 
Holloman -=-
Gandy ___ .-_ 



~,- - -,-

) . 
"STAHDouoD !'OftN NO. 14 0 o rijJffi;CB Memorandum • UNITED STATES GOVERNMENT . -' 

-~i TO : Mr. Tolson 

'aOM Q. Tamm#(. 
SUBJECT: SUGGESTION #102-59 

SUBMITTED BY NEW YORK OFFICE 

OATH: 

o 
Files 

8/15/58 
Tolson_ 
Nichols _ 
Boaldman_ 
Belmont,_ 
Mohr __ 
Parsons_ 
Rosen __ ' 
Tarnm __ 
Trotter __ 
Nease __ 
Tele. Room 
Holloman _b 6 
GandY,_b7C 

SUGGESTION: Tha~sectioD fjl.~§ serial 1-B (FD-192 - green 
exhibit sheet) be placed in celloph3:ne envelope and 

placed on top of last serial in the first section of multi'section file. 
Green sheet would not be hole-punched and could be easily removed and ~ 

,/ replaced where necessary tb do so. New York Office requests that if this 
"f\t: sugges~iop not adopte~ that the following two counterproposals be considered: ' 
I j) r~\ (~) tha~ \ED.;1~2~be placed as JQP. serial in first volume <;>f mul!~s.ection files; 
.. · 't<'(2) that '~c'co fastener 6e reverseCl infire "sotiiat'the' fTrStSection'bfmufirsecti6n 

file would be opened from the bottom rather than from the top as at present. 
This proposal would allow clerks to remove green sheets from 'the file more 
readily. '.., 

PRESENT PROCEDURE: Bulky exhibits which because of their size, quantity, 
or value cannot be placed in the f~A serial (envelope) 

of case file must be identified individually on FD-192. Orighlal,0:(FD-192 is 
filed as l ... B serial adjacent to the I_A 'serial, if there is 'one', or as the bottom 
serial of the first section of file. c9pf~ of ED}192 is attached to 'the bulky 
exhibit and ano.ther copy is used for ~nventory purpo~es. 

1 

OBSERVATIONS: As to item numberop:~ ~he Bureau is opposed to adopting 
proposals' which requef?t ~~thority to file, serials out of their 

proper sequence and as "floating" serials (maintain~d on,top of file - not 
serialized) as it is difficult to administer the file and 3:s they are'readily subject 
to becoming lost. Particularly as t<;> this portion of the suggestion'the FD-192 
would be insecure,in that it could very easily ~lide from th e cellophane envelope 
as such envelopes are open on the side for the f,u1llength of t!J.:~'envelope. 'Further, 
present rules provide that it is per:glissibl~ to make a subse~~io~ of a file, .' 
for exhibits in which may be placed I-A envelopes and 1-B enVelopes and if this ~ 
is' done there is n.o ~eed for removing a large l?-.umqeJ; .o(,serial each time a V 
notat~on, is made o,¥ ~ new 1-~ serial is to }jEHt9d~~ ,to the file. Furthel) if is 
permissible, for .the:.field to limit the size of the.:first" section of a multisection 
file containi~g the'~-:Aiand 1-B serials to a re:a,sonable thickness (three quarter 
inch size) so as to eliminate problem of fr.equent remov~l:of serials for notaibns 
andadditionstOl-BS.'i'?iial.~~ REc-~8 6k.-c2311- n - / 
EnClosure-~ ~ '" /) ~\t-\j:> 
WWW:vfbAf ~~b '4,tRq" "-., 18 AUG 22 1958 (/ /' 

(2) (jj18:J\UG 261958 ~ - -
) 
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Memorandum for Mr. Tolson 
Re: Suggestion #102-59 

Sl!bmitted by New York Office 

-~ . 

As, to the second proposal the same objections as-above apply. 
Relative to the third proposal Training' and Inspection Divisiqn has no objection 
to the New YorJf Office reVersing .the acco fast~ner in the first section of 
multisection fil~s. 

It will be noted that suggestion #112-58 submitted br.l I ~~c 
I lof the ~ew -york. Office on 7/17/57 'recommending that FD!-::':~-::-:1':"":92~b:--e---:":'fi':"'"le--:d:----l 
as the top ·serial in the first sectio~ of multisection files w~s not approved" 

. . 

for reasons given abov~. 

'RECOMMENDATIONS: 1. That proposals 1 and 2:'not be adopted. 

2~ That New .~ork Office.b~:allow~d:to reverse acco fasteners 
in the first section, of m~ltisection files w~.ere·4esirable. 

3. 'That atta~hed letter be a~proved to New York Offi<;e . 

- 2 -
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Oic;MMemor~dum . UNITED STAr;;:; GOVERNMENT 

) TO MR. NEASE 11e 8-21-58 yJ1P-

L. E. SHO~ p. ,. ::.:1' ~~~:;~ 
SUGGESTION #166-59 ~.!'.... ~=~ 
REOOp)JS~ BRANon STREAllLIlfING IJJl1IT , (' ~ ~~~~\:rn == 

FROM 

SUBJECT: 

~/" ,~ O. . ",. ,to" '---'UJ r e1e• Room .b6 r.-nfA.;F"'. ~ ~J Holloman ";"'b7C 

S TTrfG:l:7STTO F CJ. • I . .:z Gandy __ 
=~U __ 'U"='&I=-==:.=.;::;='N..;:.: L....-:--::--:--:--~~-::-----=-~ t 1 e uupe r v." so 'r as s 7, g ne v- tow C Sull' ..' -.. Ivan the Ftle Rev"iew, Un"it oj. the l?ecQr~s Brqnch, has suggested through 
the Streamlining Opmmittee that the incoming clerk in the Eil~ 
Review Untt lace the a ro p"iate 8u~ervisor's name and room number 
on eac incoming Riece 0 mail~whi~h does not h~ve a routin~-sL~~~-
a ac e ,.... - - '. 
------¥~~ . ,-
PRESENT PROOEDURE: At the present time the e~p19yees as~igned to 
the File Review Unit have (ndividl.lal supervisor's 1,tsr2. 7J}}Jjclt they 
use to determine the appropriate superv.isor to w"'6.m~e should 

• 
be charged. -.. ~ .. ( 

~ 

ADVANTAGES: I ladvisea that the adoption ·of her s~ggest"ion 
wquld result "in the following advantages: 

~ .. 
1. Only' one supervt sor' s 1 ist would hc/'v~ to ,qe kept up 

to date instead of every reviewer's list. 

2.' Time, and paper would be save'd in prepari'ng new super-
vtsors' 1 tsts when changes occur. 'k' 

• 3. Reviewe rs' ttme would be saved in that it would be 
u'nnecessary for them to check the superpisors' list to determine 
the ial!ntt-ty of an individual to whom a file should be charged. 

4. It would eJ,iminate the possibil'ity of reviewers 
charging ftles to the wrong supervtsor. . 

5. It uiould el~m"inat;e recharging pf many f"iles. and would
also assist locate clerks in the location of f"iles. 

1 - Personnel file of ~I _______ ~ -
EnClosure~f~2~~~~ 

58 SEP 19 1958/e.:; 
(Oon't on page two) 

.' 

" 
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Memo L. E. Short to Mr. Nease 8-21-58 
R~: Suggestion #166-59, , 

Records Branch Stream1 ining Oommittee·· 
,~ , 

q,siJ'tgfte4 to Ti1}.e incoming desk by requiring them td ;JJjsi:t;he proper 
supe.rvi~or ':!! na,me an,d room number on e,ach incoming piece' 0/ rna:!,l. 

OONOLUSIONS: ,The Records Branch is in /avor oj the adoption 0/ 
the .a!ore-:m~ntioTie~d suggestion ,and believes that it will enal;:>l!] t1}.e 
F,i1e Review Uni~ to more e/Jic~ent1y carry out'~heir assigned d~ties. 
It is 6e1ii~e~ tha~ ah~ ~o~eta~y sa~ings which.wou1d~cc~r would b~ 
n,ega,ted -by t1J.~ ,add{ti 01).a1 work' placed Z?porf th.e incomi ng clerk. The 
Recprds' Branch,.1ias· adopted' the' 'a/o-r:~'~m.!!.nti'gn!]4j..sugge.sti on arid placed ~ 
it into e,f.Ject. ~.,~, - ' 

.REOOliMENDATIONS :. 

(1) FaiJora}/l.~" • 

,/ t:.. , 

~' ·Pf· 

~2 .. 

---------=---------=----------"'---~---____ --'-_I 



\\I ()jji;;"Memo{1,ndum .' UNITED ST.bts GOVERNMENT 

TO MR,. NEAS~ .' -, DATE, 9-l5-58 

FROM L. E. SJiO~ 
Tolson __ 
Boardman _ 
Belmont __ 
Mohr' __ _ 
Nease __ 
parsons 

~
• > SUBJECT: SUGGESTION #220-59 ~~::~ 

,. ~ , RECORDS BRANCJlI STREAMLINING: COllJlITTE~' T,rotter __ 
, , layton'_' r 

, Tele. Room b 0 

f Holloman _b 7 c 
SU(J(JESTION: I I a GS-3 employee asstgned ~8~(\Y"l>hm.-
t;o t;he Ftltng Unit; of t;he Records Branch, '!,.a suggetr~ed t;hrOUgh·W-~·~ilail 
t;he St;reamltning Commttt;ee that; u -to-dat; ~serial markers be a 
cont;r.(!s_t;:f"ng-;c.o.l9.:!:-t;o t;hecurr~nt; JJf!rf,~J._!!J4rk7frs, being, used~" 
t;hat; t;hese up-t;o-dat;e serial mar'kers be plage~~~jde t;he ~ 
inst;ead of being at;t;ached t;o t;he cov~r~ 
.., I 

PRESENT PROCEDURE: At t;he present; t;ime serial marke.rs are placed 
on t;he out;stde of t;he files with paper ,,~c.lip,s_., They, are whit;e in 
color and have up to dat;e (UTD) st;amped on t;hem. 

--- - ~ - -....... 
ADVANTAGES: ,r-------,'advi·sed t;hat; t;he adopt;ion of her suggest;ton 
would eliminat;e st;o.mplng UTD on t;he serial- 'mar.kers as t;he different; 
colors would be readtlyrecogniaed as'UTD./iles. By plactng t;he 
seri,al marker in t;he ftle, "£t; would elim.inat;e t;he use Of paper 
cltps and t;he loss Of serial'm.arkers whtch delays delivery of t;he ~ 
files. 2../ 
CONCLUSIONS: The Records Branch does not; favor t;he adopt;ion Of t;he 
~or.e-ment;ioned suggest;ion. The Records Branch 'h~s recently revised 
the serial markers on t;wo occasions. During t;he ne~t prtnt;ing Of 
serial markers .they wtll, contain a block in which will be set; 
fort;h UTD informat;ion.The use Of a different; colored serial 

'Imark~r would crea"f;e addit;i onal wor'ktn maintiaining a supply. for 
, l!se an~ compltcc:t;e. ,t;he file ;pulling procedure. The current; procedure 

lS t;he more des'lrable. 

RECOmNDATIONS: 
, .EX 1!Jj~ 

1. Unfavordb1.;. " 
R~C"83 &b-~ '319 -;!? 

. m SE~ 29 1~~9 

2. For referral t;o the Tratning ang_InfJpe;ct;io.n, .. Pivisf,on 
for proper, ,aclmowledgm,ent;. The enclosed letj;~,~ Wff. prepared by Training 
and Inspection DiVision.~, , ' ",~ \~' ... r (} JrV~ 
TBC:Ph:vmA:~ OCT 2 1~~ '(j '(?~ 
(~) . - '" ,,- , -~' !!'. ' , 
1 ~ Personnel file 'Of ' - '/iJIJ:/ 

,~ ~b..': • I 1tK/" 

EnCIosur~~ Jb~ " . 
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STAHO,.."D~':4NO.S4 0 ·0 
Office Memorandum· · ~ UNITED STATES GOVERNMENT 

.TO 

L. E. SRO 

O~(..( (" t..'a F I /.,.. _, 
SUBJ~: SUf/:.GESTION #83;:,..-..=5:.:::;9 ______ ----. 

FROM : 

DATE: 10-6-58 
Tolson __ 
Boardman _ 
Belmont __ 
Mohr -b6 -
Nease -b7 -
parsons _ C_ 

~
~: v .... ::( 

Trotter __ ' _ 
Clayton __ 
Tele. Room_ 

,SUBMITTED BY 
rnvESTIG~rnE~~rrmc=~--~ 
Employee Inves*igative Division, Holloman _ 

Gandy __ 
h~s suggested that a ide s stem be uti1i2ed in cg~n~t~~1;L 
w~*h the main*enance __ Q~--th~-B.uxeauts_ad~.~t,~~tj~~~*o assist 
employees in locating specific ji1es wi*hin *he ji1e drawers. Q 
Records Branch does not favor adoption oj the sugges*ion. , 

According to records management authorities, a guide 
system is not desirable when the units oj file ma*eria1 do no* 
e:cceed 40 wi*hin a particular drawer or spe,cific sequence. A 
spot-check oj file drawers within *he active c1assifica*ions 
developed the fact that there are an average oj 42 files per drawer 
in the Records Branch file room. Accordingly, i* is apparen* that 
a guide system is not necessary. A jurther survey of *he administrative 
files deve10p.ed the fact that 109 drawers' oj 120 drawers checked, or 
more than 9ci/o, contained charge-out cards or enclosures t,o jiles. 
Both the charge-out cards and the enclosures e:ctend above the *op Of 
the ji1e andserve as automatic guides wi*hin *he file drawer. 

/~In view of *he above *he Records Branch does not favor 
adoption of *his suggestion. 

REOO1ll!E]{J)ATION: J 
Inspec1;ton D,,,f,ston. 0 

LES:""'7</ Q~ ~ 
For rejerra1 to *he Training and 

(4) V 

1 - :::::: ::e~mNG AND INSPECTION DIvmI~N 10/8/58 ~ 

500CT23195&~ 
-. 



l, 

TO 

'_~-"10 ---;. I' 

JlJI.'NE~ 
L. E. 8HO~ 

to 
• QNITED STA.TES GOVERNMENT 

o 
E'L~S 

lO':'?3-58 
Tolson '-' _ I 
Board man":'::' ' I 
Belllloni_" 
Me • " , 

~ i 

S!1GGEST:(ON #$'76-:59'0 , , , 
REOORDS BRANOHSTREAMLINING 'OOMMITTEE' 

". ' I /J 3 Jlt, " . Holloilxtn -, b 7 C ; . ~ --SUGGESTioN: I La GS-5 employee assigned , 
to the,' Filing !lii 1; OJ 1;he Records Br:gnch" has 'suggested through the 
Streamlin"tng, OoTiiTfl,ittee that th' iles, char ed ·to, the Name Ohec'l& 
Secti on 01.. the InvestigQj;j.v.e-JJ,i vJ,~ .. s~ . ..o.n e maintai ned' in' nume.r:tca 
~rder in' t11.e' NaTTie CLb,eck. Sectidl~n_. S1j.e suggested the asSigning 0]-

Inumer>ical or-din' and to attach the~: tp the appropriate Nam!!', Oheck : 
two, clerks to:',the Na'me Oheck Sec,tion ,t(J 'keep these files in. y 
form immedtately prior to the time pf handling biJ the., Agent 
Supervisors., ' " _. - " . 

• 
,PRESENT PROOEDURE:, At the present ti"{T1,e the files are'charged ~o th!! 
appropriate supervisor, in the Name Qheck sectton an~ are f!.ttach.ed 
to' the, ,approprtate N.f!.rne q~t;9k forip.., 7'hese are 7,na~ntained}n the 
N9me Oheck ,Section in ,dra,wers asstgneg, tot;he var1- o.us personne'l 
'hanr~ling 'the form.s. In locattng a ,!file:, the ~ocate 'Olerks, must now I, 

99 through ~ll the ,!t~e drawers' ~ssig~ed to the ,Supe~viso~ to Who.~ 
the ftle was chary'ea. .' 

ADVANTAGES: I I b~il t el;1e,s' ',that tiht} a,doptrt on .. tJ..!, her: suggesti o,n 
would save some employee time ~tn :t;hat ,the ~oc'qte p~,~.rks WOUld' b,e 

- ,l!'ble tt? tm71J:edi,~te;ly ,~qc.ate «;l tile cha,rged' t~ -j;1J..eName ~phecl~ 8ect,i o~ 
,and would 'not hav,e ,to ,search throug'/"f many drawers to- locate it;. 

OONOLUSIOllS: The Rec orda Branch q,o~s nqt favor t1(e, iJdopt~ o.i'i ,o! 
,the atone-7,nen'tipned s7!-ggestton. Alt,h(Jugh .in s,i)TfLe insta.nc.e,s it would 
bene!tt the operatt 0'1:[ Of thp Reco:ra~ Branch" ,tt ,w(Juld crea~e· many 
probJ.~m8 :tor, th~ lfp,me Ohec'f :Sectt o~~.' It ,i ~ be'l.te l?ecf 1;'hat' bit 'J141 
df}t"aching t'h:e l?art o'us !,i1:'es ;from, "*he forms alter 7?hey\ have lJl!~?l I If 

"s,earc.'J,ed 'woulp, :~re"te l~any" more lO'9,':'7;~ .'Pr .. oble7!l~~.p,~ I;t i"s al~oJ "beli~ved' 
.tha"f!. the benf}/its whi'ch. 'If?o1.fld resul}i: -z.n, 'tii~, ~operd=tt'on8, ,of" th:e . ' 
Records Branch'would not war-rap,1; the ,"'ss,"t'gTJ,ing oj two -<Jdditiofiql ' 
Pf!!rso,nnel to thl! Name O~e'ck Secti o~n., \" 

\ ~ ';\ 1S ~~\ f'~ von. t· '~\"\" 
.. ('r lSeel,rt-·~comm.endat;tons on Page 2) 

I '1! .. ~ 

' .. 
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Memo L. E. Shor't to 1Ir." Nease 
Re: ,Suggestion #876-59 

Records Branoh Streamlining Oommi~tee 

REOO11MENDATIONS: 

1. Unfavorable. 

10-8-58' 

2. For referral to the Training and Inspection Division 
for proper acknowledgment. Enclosed letter prepared byTr~ining 
and. Inspection Division. 

3. F,or referral 7;0 'the Name ,Oheck Sec7;" on of the 
Investigative Dtvtsion for their informati,'on. (lO/lO/~~, Name 
Ch~c~~~~ncurs with ~ecommendation that. ~pggest~on not be 
adop ~ ~ Afj--

.~yh ,/' rT'I ~ 

- 2 -

, ' 

./-",,\ 



Employee SuqqesUon 
FD-252 t'11-14-55-) 

!' -

o . F Date b6 

v1 r:T:-:'0':-__ -.::.I~~Ul..!.,.'_~~'?:_wl.l~I_I-;::.-.!.',..:..J...::..e:.....:'-=t;,~---.;.:.n,'-M.:....~-1-' __ -t=-_S-:-=ep:...t_e_m_ib:-e_r~25:-:-::· ~~1:-:-,9~5:-8 __ --:"Jb 7 c 
f'I Employee,_ asslqned to (DiviSIon) 

Director, FBI GS,-4 Six ~ 

SUGGESTION I have seen the .files at Ident and have checked t ugh 1'iles 
at Justice when there was a locate on a 1'ile ana realize hat the .file 
pullers have to go through in pulling .files. ~t is'm~ elie.f that i.f a' 
removable tab o.f some sort were attached to the;(.file when they were 
i'lTea-iiito -the-drawers that l~ould "pr9trt!de slightly above the .fi1es

l 
the 

could be 1'ound much quicker and eas:t,eJ!-tl1an by' pulling th,e .files upwa:pd 
checking the numbers. The removabl6'ttabs co.ul.d l When th~:/f'iles are 
charged out to' somebo ~ b~placed on the cha:r.g§...:.oJ,lt .forms~n.d_:t;his wo:ql, .• 
aid in re~ling thelriles.- By aoing this l much time could be saved and 
less employees wou e necessary to remove .files .for the Bureau. The~ 
tabs would protrude in ~he same order as the dividing cards in index 
boxes now being used by most o.f the agents and clerks in some manner. 

nd 

Current pracUce or rule (Include manu'al.!=ltatlon as weU' as faq,ts) 

Explained above~'- - . 

Advantage!l of sugqesUon 

This method'would sa~e ~ime, which in turn 
o.f .file pullers ,needed l which in'~-qrI'!. l-10uld 
thousand ,dolla~? eac,h ye.a:r. , 

" ~' 

.The tabs would have to be made up ,and place~ on the, .files. 
/p.:y-~ 

EX. 7 132 .. / 0 -J- 3, 1.'4' _ -'~ Bf..(}.9~ /? I 
Annual~~avlnqs (Show basts for estimate) 

$3266. ,per employee cut doWn by doing it in such a vis.yOalJ ~1; 1%b~±d 
be .handled by le ss employees. ~ ~V;~N a;i::t:, '-ol 

--=:::=;g .... ~ 

(The use by the United States of my suqgestlon shall not . .form' Ihe basis of a further c!alm' of -any nature by me, my heirs, or 
assiqns 'upon the United States) . ' -' , , W b / ' 

[J2JMr. c=JMrs. LJMI ~---::-:--""77'"--:-:;-:;:;::;-:-:-:;-:::-:-:~~----
Sign re and TItle of Suqqester 

Recommendations and cO,mments of Dlvts\on Hp'ad ~ 'fT ""i a" 
This suggest~on deals primarily with the handling of files in the 

routed to the Records Section. It is recommended the suggestion 
Tr· ning and Inspe ioriFDi·'d!siorl ~~or acknowledg=-~~~-:----:;~:::-:-:-________ --. 

. consideration. d Tltle-



o 
L ~s:;.:' '... '. ,; 

Another pO'sslblllt7 to this is that Jibe . .tcronts .o~, ·the :tiles be maQo.,1n 
~uoh a .. lay that on~ 'edse has··'s Pl!otru"cf!tig edge, such"' as ,that on .the 

'. f1.f1!JS" t:C?14.9~J}v'1l6~. ~; ;!1S.9: rQl'~, QUl',I'.Qn .. tj"ma1lr,v ~ !rhitt:pr.ooedu1'9 ... wo:uld hav~' . 
tgr ~~ l'l~~:tO~9.~ S!J ~~~p9·;;~9'G:'6~t;-"j;b.~ t119s~ ~to.' ;P.ulky:·.ttha.t-.. ~th6~,;.a.ould:>t.lb,tJ·tj,.t; :t 
~n'~~ ;~e" oQ"',;'.i.~~ ~t?X9.~ !1f}od. :f9P'.'!iI'EpJ.!lP.91'Ita.t1ng. :the. t1~9s(:ba:two()~·::blil1~~n!}~. 

,', • - .• • ') • ',' i " .1. 1 • ~, ~ ,"-4 "" ... J " .. ~ ,~ ..1 ~ ) ... I I.... ,,- ~ I \.,,'_;, ... ) jj, \. '. j".. -t • 

,~., 1:\ -.:.. :_."'~....... \ ·)'~"~v iI_" J . .J~(r, 1__ .,' ~ ... ' 1_ ~ r Itt ~ f ;.., ' .... 1' j,,'<~:... r ~, 
'~)'.'hj~"J ii. +.J,,'_,"lr_'I:!.~ 

i.) • 

< 'l; '\:' 
I, 

i ( ~L J7'-: j 

, ,I 

" \ \ 

, " 

I •• 
,..L i",.,-'~"'-i'" _ I '.f!'i, . r 
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JIR. NEA~ 
W. G. EAllES E!-

DATE: 10-20-58 
Tolson __ . 
Belmont_ 
Mohr __ 
Nease __ 

parson2 

SUGGESTION #452-59 ~:;:r __ 
REaORDS BRANaiI STREAJlLINING aOlDlITTE~ a3 f~~~~.s~~l!~a:: 

.j Holloman _ 

j 
J j 1(' Fii&S Gandy --b-6 

SUGGESTION: I la WB-6 employee a88'&gned to the b7C 

Me88enger Un'&t of the Record8 Branch~ has 8ugge8ted through the Q 
Str.eamlining aomm'&ttee ·that a latch type fa8tener (not locked) 
8~71!'&~ar to 'Pbat used on f.fr8t-aid- k-'&t8 be used. on t,he /,'&le bo:ce8 )-r;;1 . 
utllt.zed i~an8p or"t:£TJg~t:J.l.e 8wa7)d .. 711clil be_tWf!J1J'},~th.e-Zqlmj;.ift..J"ca_t~'&on 
Build'&ng and the JU8t'&ce" Build'&ng. . 

PRES~;T -~~-;;;;,;~-;x: ;:~: :,s~~;~ :f;l:.rm§P.~cr~_~t.,&l~!E!~_l~_aJ..L.~Atwp-lJ.n . 
bu'&ld'&ng8 are secured through the -use of h~a~u~y_paalock8. The 
bo:ces are locked before be'&ng re~oved from Records 8pace '&n the. 
Justice and ~_a..t:J..PP..-J3 .. ujJP ... 1,.7Jg to preclude 1088 0:1 711~terial 
wh'&le in transit. " \" Vlj~· Cl!.L~~. ·/aU./ 1& {#(j 
ADVANTAGES: I ladVised that hi~ suggestion would'sade 
the Bureau the e:cpense of purchasing locks and keY8 and would 8ave 
.some employee time 8pent in lock'&ng and unlocking the bo~es •. He 
bel'&eved that h'&s 8uggestion .would also eltminate cpnsiderable noise 
made by the locks strik'&ng the bo:ce_8. 

a01TaLUSIONS: The Records Branch does not -f~i.ior adoption Of the 
sugge8t'&on~: Se.curity of material being transported b~tween .build,&ng8 L
is Of utmotft imp.Qrtance. The padlock systemprevent8 'unauthorized 
~individuals from"gaining access to f1,le material. In addition~ in the 
event Of a;serio~s accident involving a courier vehicle the?securely 
loc.ked bo:ces wi'l~l prevent file material from peing 8cc:tttered throughout 
the truck -or' on.ia public s'treet. f\~' 

REaOllMENJ?A":;I~N~ :: ~'1.\j~ 
r 

1. Unfavorable. IRi'(\ ti') . •• ~ 

,. ~.,:iJ '~~~~/l3./1-~ 
2. For re.l4ral to the Training rand .Inspe.ct;ion. Dtvi$.ion . 

for 'proper aCkn07::J.e ~~nt~ Enclose91e. tter prep.rr~ ,.BY ''Ilriairiihg a:nd 
InspeCtion\~~V:is,ion. It ~ --::::;;-. .' ttt -? 

?s)':Ph:V1<r \~\J! • r' - ,',' · \0 7 /-i~ ~ 10 1958 

1 - Pers0'f!,~l,..file Of I,.:!'/: ~ . <" A -, 
Enclosure -~ · ,..>. :$ ~ vr~ 

~I 1,' 
6 I( NOV 14 1958\~\ 

". --------------------------------------------~~----~-------------
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STANDARO!'OR" NO. G4 /"..-, • . '0" ..... ' 
,I' ' 

, r,4' <0 , Office Memorandum · UNITED STATES GOVERN~{ENT 

MR. NEA~r( 
L. E. SHO~ 

DATE: 19-21-58 
Tolson __ 
Boardman _ 
Belmont' __ 
Mohr __ _ 
Nease_~ 

~~~~:s~ 
C() l~layton __ 

SUBJECT: SUGGESTION #470-59 .. 
RECORDS B~NCH STREAMLINING COMMITT~ 

Tele. RO?~b 6 

'SUGGESTION: I, I a ,GS-5 employee, , .' ~~l::a~, -b7C 

assigned to the Filing Unit of the Records ~ranch, has suggest~ 
ed through the. 'Streamlining Conuni ttee· that· the' Fill;~ U¢~ 
discontinue ,the ,practice .>o·f"~l!~quiring emplOyees ~o..;mae et' t" II 
ident-i4'4c~Uon.Ji.~rd~~an .. :tt~;n~vj,;njJiA£~les"/rom t~e f~,~e·;c,atx:et~. ~ . 

PRESENT PROCEDURE: Employe~s are ~~qui~ed to,pla~e an,identifi~at- . 
ion card in the fil~ drawer,~ny ti~ they .r~m9ve a' file to place, 
current correspondence in the jacket~ -' " 

" ' .. . 

ADVANTAGES: I , . I :l?el~eve~ employee::s '"cquld 1.Jandle the 
files ~ore rapidly with~'l!t,.~~singc the, i~ent~:fic~ti:0n .cards. 

,., ~-, 

CONCLUSIONS: The ~ecp~ds Br~c~ '40'e8 n,cit fayor,~'~~ .·adoJ?tio~n. of 
this suggestion. The purpose of :tlie identifj,.'ca,t1:9n.,'card' is, 'to, 
prevent misfiles and to'. prevent files ,oaihg; out Q1',"the ca.binets 
without '8. cha~ge o~t •. '~h~ ll~e. of' cards .. in the,:Fill::rig Unit ,was 
initiated thr~~gll, a sugg~stiop: J .. n 1:95~., At',thB;,t. 1iii1Je t~.e sugges~..; 
ion to use -cards.~;.was adopt·e~· ;qn',;a ,:\i:rial 'ba,sis .Th~ 'trial p'~rio~ 
reflE!tc.ted th~t, the 'majority 'of" the"employeei foUnd the, card 
'benefioial to them'. The ,tria-l .period-.ref'le~t~~··:1!~'~. :thecar~ 
enabled employees t9 .. f;lemail mC?~e'rapidly. -and. j~,ay~g ~ear ·and 
tear on the tiles,.:- ,- -, --

RECOMMENDATIONS: 

l~ .Up,favorable., 

. 2. For referra-l t6the Traini:ng and Insp'eCtion'Division. 
Formal ackn~~ledgfuent i~ not_nec~ssary in~smUch.as I . I 
is a member of' the Streamlining Committee and her contributions 

~
w~ .. be considered at the end of, .. ~h~. program:.<?!I'l:alniiI$1~nd ,Inspectlon 

',. 1S10n concurs. i" ' \.~ \\) "'/, 

, (~~:~:.VIC, "\ ~'. · g fr'JV, ' 
1 -perSRrWJ,.rt3~,t ", . .,. . ~ZiL~~~ 

\. /REc. 23, 12 NOli 10 lW~~'./ B * _ >' 

tiff.lO;;~~~1 ~~. - U:, .i . . 
~ 

\. 
\ 



'I' 
'STAHoAAD ~M ..0, 8' 

Office, Memri2ndum · 

G~TO 
FROM 

UNITED STUS GOV:ERNMENT 

DATE: 10-20-58 
Tolson __ 
Belmont_ 
Mohr_'_' _ 
Nease __ 

SUBJECT: 

JlR. NEi.~ 

L. E. 8HO~ 

~-~~~::~ 
BUGGESTION #459-59 " 'Trotter __ 

RECORDS BRANCH STREAllLINING COJDJtTPEE b 6 ~~7;,S~~I~~a:: 
, 11~ , b 7 C~olloman -II r~\ .. andy_ 

SUGGESTION: 'a GS:-3 eTTipl,oyee assigned 
to the Filing~U:=n-trt~o~~~t~h-e-R=-e-c-or-d~s~B~r-a-n-c~h~,~ has, suggest~d t~rough the 
Stream.liningOommittee that em:p1.oyees' ber~ql:'ired .to furn""8h~-&nQ 
addit on 'to other informat-&o~~ their telephq~e ~i*~~s~on numb~r 
whe requestinUl,'les.. ' , b , 

'. " ." ' , ' " ' ' I 

PRESENT PROOEDURE: ~ When requ8st'"tng files employees, furnish their 
~<l?lle~. ,ro'opz."number~, fiJ.e number and subject, matter~f r~quest. 

ADVANTAGES: I Ibeli~ves her sugge~"f;ion would sa'ue some 
employee ,time due, to ,the fact that ocqasi,onally 1!he ~in~-&,l!idual' . 
requestt~g the, fi,les. 11l:.us~''fibe, contacted and: 'tn"i;h~ epen~ h~ is wor'ldng 
'in 'an :offi'ce: othl!r ,than' ,1ii,s off'/, ceof ~~8i97)me~t more than o7!e' cq,ll 
i,s' nece~sary., 

ooJioLusrONS: ~he Rec,ords Branch does, not favor ado:tion 01 the 
~ugges:tio7J. ' The si·t~ati~n referred to ~yl ~ I occurs , 
in.treq~ent+y and dOt!s not U?ar.rapt ~the recording of "i;elephone' 'eztension 
numbers on ,0.+1 :requ~s,t!l ./.o'r !i1:-'e~'. 

R~ao1lilE!,»,ATI.~'-S: . 

1. ,UlJfavorable. 



! 
1 

:. 
,1 

• UNITED 

MR.. NEAi/t.v.;l\-"" DATE: 

FROM 

11-21-58 
Tol8on~ 
,Boardman,_'_" 
Belmont _'_ 
Mohr __ _ 

SUBJECT: 

Lb E., SHO 

FII~S 
SUGGESTION #634-59 
REOORDS BRANOH STRE.AJJLINING 'OOJOJITTEE 

Nease ' 

~ 
Parsons_ 
Rosen ,. 
Tamm,e ' 
Trotter _' _' 

b 6 Clciyton _" _. '_ 
Tele. Room--':" 
Holloman _' _. 
Gand' • 

SUGGESTION: ~ I a GS-5 employee assi.gned' 
to the Filtng Untt 01 the Rec01ds Branch~ has ~ested through 

\ 
the Streamlintng Oommtttee tha l iles contatntn~' up.lt .. ca~.!!!. seriJ!l .. n 
n~m.be.l!a be •. pulled and /Qrwar.ded to_ t'tLNumber:!~~ tt !"or ha~dling~ 
PRESENT PROOEDURE: When Itltng a ptece 01 recorded matl~ and tt is 
lound that a serial has a dupltcate sertal number in Itle~ the 
duplicate sertal ts removed Irom lile and sent along wtth the ptece 
01 matl betng Itled to the llumbertng 'Untt wtth' the notatton 
/ldupltcate serial numbers". There ts no sertal removal lorm lelt 
in the Itlo. 

ADVANTAGES': 1"'"1----....,1 advt sed that due to the lact that no sertal 
removal form $s placed ~n lile when a duplicate serial is removed~ 
there is the po.sstbtltty 01 an employee thtnktng that a sertal has 
been ~ts/iled and therealter conduct reviews in attempting to locate 
the serial. ~ 

OONOLUSIONS: The Records Branch does not believe that the Itle 
s'i,ould be: ,charge,d out to the Numbering Unit due to the lact that' 
the Numbertng Unit has no need lor the lile in order to correct 
;duplt,cate serials. Forwarc!-tng these Itles to the Numbering Uni~ 
would create additional work lor the Filtng Unit and our locate 

,problems would also' tncrease. As an alternati've~ tnstructt ons 

'

;have 'been issuea requiring employees to place a serial removal ~ 
lorm in .Iile anyttme a serta'l is removed due to dupltcatt on 0 

~,~sertals. Thts will correct the problem presented bY-",'-:-~:-::-::I~~ I 

and wtll serve, qs a Ilag to employees reviewtng the ~ e a a 
sertal has been removed and lor~arded to the Numbering Unit. 

EX ~ 132 
RE(JOJJ1lENDA'l'ION8: • REC- 95PJv6 h-J- 319 - ,!,h 

1. Favorable ~s .. mo.q,jV!~e.Jl. ; A--

"'7' , I2Q DEC 2 1958 .-

2. For relerral ~o th.e.t,q!rq}ning and Ins eC1{::t:on Diy,tston 
lor proper aclrnowledgmep,t:, r"!Enclosed ,letter P1;~P ,e 15y f Training and 

~W'7ction DiViSion'1k I ~ G ~ 
~~:gREC 81958 f j/i ~1It ~F--, 

1 - Personnel Ii, Zb1 
<;'l II ~,'~ . I, ",r--. JI-::-"A"2"I':Y""'I!)~J?7...-.;;;;t9 ~-----' 
~ ,," ~'1'!r~#'~ftI~~~' . . , 



""~~~"~~m:~~ 'j~~Ef?iWS¥!.:'" t, .. ' .;J~~~$~4~~1~=ff_~..,@4trR$r;;::mn; 
t .. ,- .. , ... ~ • 

<Employee SlOQQest!on 0' ,'''-

J 

FD-252 (11-14-55) -' _-IU"V_-~' =-~~---=='7"T-----
.-- -l 

I :~:~::;:~ FB~at a new procedure be adopted ~ the :::::::~~:;:tem used ~t 
~ in connection with closed)filea or serials fram closed files. 

PJiOCEDURE: Plsce appropriate horizontal and vertical lines on both sides 
t· of red lO~ by la-inch cards presently in use by closed file units. With 

I 
4 appropriate holes the card could be filed with either side up in a 
closed file from which one or more serials have been withdrawn, as well 

r as be used to charge out a file. The card should contain appropriate 
I headings for all necessary information including: Classification; File 

I 
llUt'Iber and section; Serial number and ,-!escription; Employee (to whom '\ 

, char:aec:l); Date, requested and charged:r' Employee to whom recharged; an 
Date of recharge. As each file or se,~ial is returned a line should b 

(ct'int 'd on page la) 
Current pracllce or rule (Include manual citation as well as lactsl, ., R&:R Part 11-3-11, lla - .- . CO 

--FD-5 must be executed and clipped to a red io- by la-inch card whic 1 [ 

AdV=~ o~:q~~t:~ in the ~pa.c.e ~~~ -1c!~~, ~i!:. ;=e~i~~drawn·_ - d, ~ 
1. Reduce chances of loss or detachment of charge-out. ,r-

'.' <:> 2. Insure that requests are recorded in proper order since all Charg~\ : 0 
outs and requests would be placed on one card. ' d 

I 3. Only 1 item (red card) needed instead of 3 items (red card, charge ' 
out "FD-5," paper clip). ' 

4. Reduce supplies on hand to a minimwn since red card used front and~ 
back (success;vely like messenger envelope) could be used a min~ 
of 46 times and, if recharges in every ins tance J it could be used a 
maximum of 92 times.\ 

~ __________ ~ __ ~ _____________________ ~c~o~n~t~'d~o~n~~o-~'a)-.. - ~-_.-_ 

Disadvantaqes of suqqesllOn Would -probably- necessitate tel~phon~c or personal con
tact between agent and clerk to request or recharge file unless effectu
ated by agent making reques t on red card which w,ould then be routed to 
closed file section. 

Annual Savlnqs ,(Show basis for estimate) Unable t'o es timate. 
--M.18t conaidar comparative cost'of: 46 to 91.lD:-5's, paper clips, stor

age boxes and red cards; compared with cost of 1 red card. 
--MUst consider ~proved physical condition of office. 

(~ont'd on ,page la __ ---
(The use by the United Statesof my auqqesllon shall not form the basis 01 a further claim 01 any nature by me; m~9~~a. or-

l
aSSI'lIlS Upon the United States) ~I 

[i]Mr. c=IMra. LIMiaa ._ ' t 
.i"·':,'""-

! 

I 
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SUGGESTION (cont'd from page 1) 
drawn thro\.'8h the entry and card used over in same fashion as a mes
aenger envelope. Red carda to be stored, when not in use, in manila 
folder at· front of top drawer of each file cabinet. To route a file 
to requesting employee, utilize a 3- by 5-inch slip of paper. 

Current practice or rule (cont'd from page 1) 
--Perforated portion of FD-5 must be executed and used to route file 

or serial to employee. 
--FD-5 ~t be execut~d and placed on top of most recent serial in 

file from which aerial withdrawn and red card inserted in the file. 

Advantagea of suggestion (cont'd from page 1) 
5. lmprove phyaical condition of office. 
6. Elilrl.nate exce.aiva wdte - red c4U'd destroyed after 46 or 92 items 

entered inateccl of 46 or 92 "lD-5 'a" being destroyed successively. 
1 • E11lirl.nate use of paper clips, which might become detached in 

cabinet drawer., in or near clo.ed file unit cabinets. 
8. Eliminate necessity for trash boxes and containers to store sup

plies of chargeouts, paper clips and red cards on top of closed 
file unit cabinets. 

9. Uniformly provide supply of red cards in each file cabinet for 
ready access to charge out file or serial. 

Annual Savings (cont'd from page 1) 
--MUst consider only 1/2 ttme is needed for delivery of file to agent 

since telephonic request would eliminate time consumed in routing 
process for PD-5 to be su~itted to closed file unit. 

.. il) ... 

\~~"".'-~'~!~E-'~J;!:= __ :!I'-:=' !:. !:f4!:i .:;: .. :::_ :::::JI'~~E::::::~' ·::·:_~&~~~r .~ .• ~_~. :::::-~ •• ~: -~J::;:L:::. ~:::.~.-~. ~,-~",,,,,:,,,,,;",:,,, ............... ~. ~,-;;;;~"iJ,.'I.....;a.,.. __ """".....v~ .... !, -----.~~.-
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RECOMMENDATIONS AND COMMENTS OF DIVISION HEAD: 

After careful consideration, this suggestion is not 
favorably recommended. The increase in cost resulting from the 
installation of additional telephones in tpe Chief Clerk's Office 
and the probable use of more clerical employees to man these tele
phones, makes it impractical. Also, it would require training of 
agent and clerical personnel in two systems of calling for files -
one for pending and another for closed. Since agents frequently do 
not know w~the wanted file is open or closed, some confusion 
would arise. 
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n_._._k <:> .f). 
Office Memorandum · U~ITED STATES GOVER;NM;ENT 

TO }JR. NEAIN-, DATE: 11-21-58 Tolson __ ,' •

~ Boardman _' Belmont _'_ 
FROM I.,. E. SHO '. Mohr _' __ o .' .. 

Fi If's , ~ ~~~~~~ns,=-z 
SUBJECT: SUGGESTION ,#494-5.9 , Tamm /" 

. Trotter~ 
'R.~CORDS BRANCH' .~TREAlfI.,I1{ING COWITTEE Clayton _b6 , 

." 010. RO,DI]:, 7 C' 
, olloman_ 

~~;;!:~~~!~. ~n' ~ oj Me, lie pOJ;dS 1 ~~~~;;~ ~~~l ~~;~e ~~=~ l?~~~o~~" 1;~~eGf------r 
Btreamlintng Co~ittee ~ha~ocuments such as pamphlets, booklet~~ 
newslett,ers', ." . f,nie,.ted rt:;por:*s.1;>.e_p~r....e..p-~.~~.sLf.g,~ ~~~Zina :0 :~4at. ~~e, 
printed matt , ~ bre accessible lor rega~ng. L __ _ _Jadvlsed 
that the'.!.~les. ~ontf1.in numerou.s, pamphlets and s m ar ma er al whi,ch 

I I suggestion, r~la~es to mat,(f'rial which" is bound or 
a:e ~.m:Qa3i:~e .'to review withqut ta'king the entire file apart. 

s ap e on'e side; ther~a!ter" it ts placei:]." fri file througli the use 
o! !i,le !as7;ners ',through the top ;o! the pam.phlet' or' b601Cl"e~. W.hen 
revieiDing' ,~a !ile, .J,t i8 imposs,ible t~ re'view the pr'inted mo:ter'iill wtthout 
taki,ng t1ie file :apart due t·o the !acT; tha't' tlie booklet or parifp1ilet 'is 
bound both at the stde and" at the top. He'r ~uggesttim 'tndioates that 
thts matertal should be separated from its b$nding on the side and merely 
placed tn !tle wi:th the !,tle !astners on the top. 

PRESENT PROCEDURE: I I suggestton is the current praciii,'ce 
wheret?,er practi r::able; however" on occasi on some matertal due to its ~. 
make-up cannot oehandl,ed, as s'uggested ~Y,I I Th is t's true 
o! documents' prepa~ed on very thin onionate.."n ,paper or oJ simtlar 
matertal that could become detached and lost while the mail is being 
proc,essed" or prepared lor fil,~ng. 

RECOJJMENDA-'1'.IO}J: ~ 
., ~,., 

F.~r rei§rr,al to :the Trainin: and I:spection Dtvtsion lor 
review. A 1tormalT ac'knowledgment o! I I suggestion is 
unnecessary~,as s1i~ has been orally :fm tilted a d, ad~ns'ed that' her 
suggesti on ~.,i he .. ,. To 'act." C 0\ 'awed ,in :the Be cords Branch: 
wherever pO·crS ib Z~ .. Trainbg 'and' Inspectio iyl.~'l;-o~ agrees, ~ tl,e~ 

w=tl." Ne..e1~"""r·t I! ' t1'~ R. is 
?~J:mmr:I1BII<~~ ~ V~. ~t;-:13/r- fit 
1 - Personnel file o! I '-- 4 l1l:I11 1IIaaI.o ! 

9':..,7~ 
52 DEC 8 1958 

21S58 

l~,---L.. __ -----:'-'---~----
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• UNITED STATES GOVERNMENT 

DATE: 11-26-58 
Tolson __ ~ 
Boardman _ 
Bolmont_ 

9:t 
Mohr.' 

, ,Noase' . ' 

SUBJECT: ,SUGGESTION #495-59 lies i~~=n~~' 
f '1:!E2/!!}§' . .J/l8!.$la-STREAllLI1I I1IG OOlJJJITTEE ~~~~:~;. 'b 6 

SUGGESTION: I I a GS-5 employee ass'tgned ~~~~~m~~ci~c 
to the Filing untt, Records ~~~1i, has suggested through the Gandy -," ) 

'

Streamlining Oommittee that 0 be mainta~ned to recor.d the' · 
deliverY,Qt all tiJ§P. This log'would set lorth the lile humber'9 
the name 01 the individual to whom the lile is aelivered, room 
number and t1)e identity 01 the indiv'tdual ma'king the delivery. ' . ' 

, . 
PRESENT PROCEDURE: No suc,h Jog 'ts presently maintciined, however, a 
record is made recording' the ''tg,entity 01 the employee ma'k'tng specilic 
lile, delivery runs. Wtth l th'e 'i'den:f;ifty recorded, it is poss'tble 
to place responsib,i~i~y ~n the even"j; ~a: lile is improperly handled. 

-.... - .. , ' ~ 

OONOLUSIONS:, The Recor.d,s Bran'c,h does ~d:f; lavor adoption 01 this 
suggesti on. ~ 'Th~ prgposal' wou1d 'requir.e a 'great amount. 01 detailed 
clerical wor'k 'in r.e,cqr~ing' thelile .numb~rs 01 all material delivered 
and would con~equently ,slow down the'delivery olliles. 110 dtlliculty 
i8 being e:cperietj.ced with the/prtJsent system, and accordtngly, no 
change ts ne cess'ary../. i, " J . . 

REOOMJiENDATION: . - A .~o~.~(.H~e~yJ0a .. F~p:.~_~,:,~~_ 
i . 

1. j [In!dvorable. 

2. For relerraf to the Tratning and Inspection Dtvtston 
lor proper acKnowledgment. EncloS~d letter pre7lj,ryV by Train"i,nS' ~~d; 
Inspection Divisbn. ~ 1 

L~:~~ t 
~5~ persqTf,ne/l. 1'~1.~· ..... 1 ------,.-},/fw; . . Ij 
Enclosure.t<'·~ I¥~"''' V \1\1 It 0h .... rft~a-rr1b 

~~ '- ~r '·1 .' .. If DEC 9 1958 
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Director, FBI 

,SUGGESTION 

t . e It is suggested tha,Morm FD-24~ile' ~Ol1'~!>'" l?~ .l?r~n~~d _ on ))()~ 
~ sides. This would make the_file fron~-more-useful. After havin' 

-been used on one side" it could be marked through on that side" 
turned over and used again. 

cinrent 'practice or,rul,e -<Include manual citation, as well as facts) 

File Fronts are presently printed on only one s~de. After,beingused 
on that one ,side it cannot b~ useq, a.s a front ·a~y more" and has to be 

Advantaqes of suqqesUo.n-and annual'sQvlnq,s (include basis for <estlmate) 

The advantage .·would be in the saving of file fron'i?s" inas.mu~h as 
twice as ·much use could then be derived from each file fr.ont as is 
now obtained. 'It is. 'beli~ved that m9re i'i.le fronts are now 'having 
to be ordered than £ile backs since twice as .much ·use can be obtained 
from th.e unprinted file backs. 'The file back's 'are presently retained 
for future use after file consolidat+on projects ~ave been completed" 
and an ample supply of file backs is always··on hand. Ai; the ·pres~nt 
time. file fronts' can be used as fropts on onlY-one sid~" and af·ter use 
of one' side they 'are saved for use as backs. It is believed that if 
th~y were prin~ed on both sides" al':\?er being utilized on 011~ side . 

Dlsc::!vantaqes of suqqestlo~ 

Extra printin~. involved in printing both sides of ~he ~il~ ~ront.JI1 

CC-Q€;31gnaif:.d for ~
f tIe 

(The use by. the United States of my suqqestlon ,shall not form the basis of a further c aim of ex 
asslqns upon the United States) "". I,,," 

ITJ~r CJ~rs.. c=IMlss L __ ..,..,....-~~~,.".....-~~~'< 
,,~. Slqnature 

Recommendations and comments of Dlvlslon'"H<ta~t • _ . . .",' 

I ,recommend the adoption Of(Ph~S suggestion provided the 'cost of 
printing does not offs:e~_ 0; 'llaVings, t,o b~ effe:it,~ld. 
\ ~ , .... \:1 ~. <. "., . ~ , . Slqnature and Title .' 

ureau: 
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ADDENDUM TO SUGGESTION OF .... 1 ______ .....J 

f 

dateg July 14~ 1959 b7e 

Advantages of suggestion an_d annual'savings (continued) 

they could then be reversed~ the used ,side being marked through~ 
resulting in the use of both sides. -

No basis presently exists on which to arrive at any monetary 
saving estimate in this connection; however~ it is believed 
considerab;Le, savings would result. The majority of file fronts 
are used only on cases-requiring lim~ted investigation~ there
fore same do not become worn or mutilated and could well be 
put to ~urther use. -

" 
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Office MetmOmdum · UNITED ST~O.BS G0,VE·RNMENT 

TO 

PIlOM 

auaJBCT: 

MR. MOHR 

~Q. SMITH 

• aLEVATOR gLES FOR INDEX CARDS 

DATE: February 13, 1959 

You will recall that we have conducted several experiments 
during the past year both at the Seat of Government and in the field concerning 
the feasibility of using elevato~ files to house our index cards. We already have 
such an installation in the Card Index Section of the Identification Division which 
has worked out very well. Installation of Diebold and Remington Rand equipment 

( on a trial basis was made in the Records Section of the Bureau and it WQS found 
the equipment was not practical for the operation being performed in that section. 

-Similar equipment was installed in the New York Office to determine '"-' 
whether it would be worthwhile in a field office t~ of operation. SAC Foster has 
now advised the results of this latest test. He foun);! that if his entire indices were ~. 
converted to elevator files, a total of 6, 61~ hours or $10,569 would be saved each ~ 
year. Total cost of the 33 units necessary to convert his indices would be $120, 842. !~ 

IlI'herefOre, it would take apprOximately 11 3/4 years before the machines would ~ 
pay for themselves. This does not take into consideration maintenance costs, ~ 
obsolescence and replacement costs which would have to be considered if such an 1:', 
installation was made. Obviously from the above the purchase of this equipment .: 

/vt 

is not warranted, on the basis of monetary savings, for field of(ice use. ~. 
F ... 
~ 

The equipment does have some advantages such as employees comfort&3 
(they can sit down to work in the elevator file) individual responsibility, etc. As 0 
previously noted, the Identification Division Card Index Section installation has 
proved satisfactory. This is due to the enormous size and concentration of this 
indices. The situation peculiar to the Card Index Section does not prevail in our 
field offices. It is felt the initial cost and the fact that only one employee has access 
to the indices cards at a time (the present file cabinets allow a number of employees 
to work in the same area) make this type of equipment unsuitable for use in our field 
offices. 

1 RECOMMENDA TION I ~. t - ':~ ;I? ":....-
i\ Noif RECORDED -
1 It is recommerlE1Jeaftha\;5tH~~ttached ¥ Cfi&) _ 
t \ elevator files are not practical for Bureau u&e B1nG~we h ve 
~' several field offices in this regard.-- - -

ll' . Enclosure .<.r ~ .;l~ r7-S'1 ~/ i:'"r( ;~: 
1 "" Mr. Newman (sent dir,ectJ ..I;,L~ ~.' ~r ~\ \ 't-\ 

'L:; ''V~ ,-
CQS:gt -

3 \66 FEe 271959 ~ __ ~f~~_. ____ ~ _________________ ~m ______ rl ________________________ ~ _____ J 

rtaS9>ut advising 
d itlquiries from 

. / (/ 
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In .Repb". Plcatse Refer to 
FiloNo. 

~. 

UNI.TED STATES DEPARTMENT OF JUSTICE 

FEDERAL BUREAU OF INVESTIGATION . 

February 9~ 1959 , WASHINGTON 25. D. Co 

MEMORANDUM TO ALL BUREAU OFFICIALS AND SUPERVISORS 

"-
(A) REMINDERS OF RECORDS BRANCH PROCEDURES -:... As a result of 
the recent Inspection of the Records Branch the following 
clarification of regulations and reminders are deemed necessary. 

Stop Desk: ~ 
On page 10, Part 9" of the Bureau Supervisors' Manual" , .... 

instruct+ons are set forth concerning the placing of a stop on ~ 
incoming mail with the Stop Desk, ExtenSion 762. Complete data " 
should be furnished to the Stop Desk concerning the scope of the ~ 
stop; i.e., whether it is for a specific piece of mail or a perma-
ne~t stop on a particular case or subject matter. Additionally, t~ 
the desk should be furnished the correct subject matter, source" ~ 
file number if known" and any other information believed pertinent ~ 
and which would insure that the stop is fully effective. There ~ 
are a large number of stops curr~ntly in effect and it is there- ,~ 
fore extremely important that when one has served its purpose it ~ 
be promptly removed. This should be done by a telephone call 
to the 'Stop Desk as soon as possible. Periodically) lists of 
outstanding stops will be sent to each Division. Thereafter" 
they will be routed to the Official or Supervisor who has out,
standing stops listed thereon to remind him of this fact. If 
at that time the stop can be convenient~y removed, it should be 
~rked through and initialed by the Supervisor. If it is still 
to remain in effect" only the initials of the inter~sted Super
visor will be necessary to keep it in effect. ttl!'" dI) V..l,..,. 
Recording and Expedite Processing of Mail: N~DED 

47 FE.B 11.1959 
All mail received in the Bureau that is to be permanently 

retained in'our files will be either recorded (ful1y_p~ocessed-by 
the Records Branch) or expedite processed (partially recorded-
abstract retained in Routing Unit but indexing not completed). 
With certain specific exceptions, this ~hould be accomplished 
as soon as possible after receipt in the Bureau. The exceptions 
are ·tele'types'~ airtels, memoranda originating at the Seat of 
Government, correspondence from the field or any other source 
that will not be permanently retained in our files, and<all types 
of wail relating to the applicant-type cases which are given a 
special type of handling not requiring immediate recordipg .. 
While these l~sted exceptions for practical reasons do not re
quire immediate dispatch to the Records Branch for recording or 
'expedite processing, they must be fully proceased as quickly as 
possible commensurate with the necessary action that must be taken. 

~ . . 

51 FEB 13195~D 
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To implement these regulations~ there are set forth 
on page 13) Part 21.., of the Supervisor,s.t Manual instructions 
commonly referred to as the 5-day rule. On the second 
Wednesday of each month~ every Assistant Director is responsible 
for a complete check of all mail (and- f'iles) in the possession 
of personnel in his Division. Predicated on the check.., Mr. 
Tolson must be furnished with a detailed report of all mail 
(and files) in that Division over five working days. It is 
expected that this regulation will be fully enforced and 
implemented by each Division in order to insure that all mail 
(and files) are promptly returned to the Records ~ranch~ not 
only for processing in the case of mail~ but to insure that 
it will actually get into file promptly and be readily .avail
able' l'or anyone who might have reason to refer to it later. 

Special Requests for Messenger Service and Files: 

Once a month at irregular intervals a spotcheck of 
one weekJ·s duration will be made of all requests for special 
messenger service. A tabulation by Division will be furnished 
to each Assistant Director. Additionally~ a copy will be 
furnished to Mr. Tolson. The obvious' purpo$e of this periodic 
survey is to minimize the number of requests for special mes
$enger service and to pinpoint those secyions or individuals 
who are abuSing this privilege. Accordingly~ you should be 
in, a position to fully justify any requests for special messenger 
ser:vice as against utilizing the regular messenger serv,ice 
available to all offices. 

Surveys in the last two months reflect a steady 
increase in the number of requests for deliveries of investi
gative tiles "special.1I The Records Branch is 'Rresently in 
a position to furnish rapid service on IIregularl and Unext 
deliyery" requests if the Supervisor$ will only utilize this 
more economical Service. Continued 'excessive use of IIspecial" 
service in requesting f'iles will adversely affect all types 
of serVice of this kind.., resulting in slower deliveri'es in 
all categoriea. 

Very truly yours~ 

John Edgar Hoover 

Director 

- 2 -
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"I ',.' ,lED STATES DEPARTMEI ":,' lSTICE 
• 1 ,j 

I~DERAL BUREAU OF INV~ST~~XTIGN 

In Rep~, P1M$6 Refer to 
FileNo. 

January 19~ 1959 W ASBINGTON 25. D. C. 

MEMOR~UM TO ALL BUREAU OFFICIALS AND SUPERVISORS 

fr/.u,- , 
,(A) TRANSFERRING OF FILES -- Since there has been some mis
understanding concerning the progedure to be followed in 
t~ansferring files, and the failure to properly transfer files 
has resulted in cons~derable locate work, the pertinent in
~tructions are being reiterated. 

, . . 
The transfer of all files except personnel files 

may be accomplished by dialing extension 421. This should 
.' 'be done by the sender in each instance in order to eliminate 

the possibility of duplicate transfers. 
Q , 

Personnel files are to be transferred only when 
sent from one 'Seat of Government division to another and not 
ac'companied by dictation. The sender should dial extension 
532'to transfer personnel files. Although the sender is not 
required to transfer personnel files mov.ed from one office 
to another within the same division, his helpfulness in 
voluntarily transferring files when he contemplates that 

'''')~ 
~ 

"
, . 

'6 
,~ , 
~ 
\;' 
z -

any locate problem might arise at a later date will be ap-
, prec1ated by the Records Branch;, It ~ -: d~/.1. '" 

Very truly YOU~~T"RECOAbtO 
. , 141 JAN 211959 

John Edgar Hoover 

Director 



NO.M 
< , -, ·l 

~ O-Iffi~ce Mem(;/}ndum · 
TO I?ATE; 10-20-59 

Tolson __ 
AO/.~W;. 
L. E. 8H~ PROM 0-

'+/Ie~ 

Belmont-_-_-
DeLoach-_'_
McGulre __ . 
Moht ' -

SUBJECT: PUROH,ME 0l;.'FILPJ..R..Q.lw2!8. 
. ' , 

Parsons_ . 
Rosen __ "_ 
Tamm' • ' 

OODE 422 ' Lv /-1 h d Trotter __ ' 

I'Gjpj.~("tJa.f-(1!, _ W.e.Sulllvan·...:... 
, . _, Tole. Roor.! _' 

, (1, ('Jmp f; C? C " C? e.. ~ Holloman -
'~ -.~,=,-' .. Gandy __ 

As you know lor s07[te. ,p~ri od of :t;i.7ne~ we h.ave ,been using , 
a fil~ back 1.iJ~th iTftpre..gnated fasteners (fastener ~s perman,ent'ly 
attached to t,he file~ back); a!!d have found t'hem to be 1)i'ghly 
sat'l:sfactory for our filing ,opera·{;i·on~. For ~om'~ 1fi7TI:~' we have 
been 90nsidering~the ,possibili.ty' Of also ·l!.s~ng fi~e fronts' with 
impregnated compres?qrs: (corflpressors ,perman'en,(;ly at.tached to 
file ront'. A.d' sion concerni1)g this po~si'bil,itywa8 held 
with loca~ representative 0h the Sh~w-Walker 
Oompany~ rom w om: e /3u:reau purchases :qurl' .ti,'~e· fronts. As a ' 
ne'sulii of th~s discussi:e>.n~( I , I,comiesponded 1pith the head-

b6 
b7C 

quar.tcr? Of t~e ~hrtw":"W~llf~'r Oom,pany a7i,~ th:ei,r.' engineers conducted , 
s,ome e:cperiTfl,ents tp see if ,7;h~s idea was 'j'.easible·. They .subsequently 
furnj'shed us with the ,aiJtaoh'ed ~sample fi'le. :which c'ontains botih an 
impregna.ted fas·ten~r ·t;%ttach"¢d' to the, fiJ'e back (thi's }S' ¥Jhat we are 
'ftsing now) and an \mpregnate,d c()mpr,esso,r' attached tp. the .file, front. _ J 

I As' a 'result Of our ~nqui ry~ the Shaw-:'-Wa1kej'· 'Oo!l1:pa7J:Y. has now p:taced J tV 
.. ' .' ~i1C fronts .ioitJ:z. imprey,n,ated. co.mpr~:80rs o~ gove'~nm~~~ 'Sch~dule~., ~1 ... 

J As a result 0/ our e:cper~ments w~th th~s '~le tron,t w~th 
_. " i[npregnate.d compre.s.80r~ :we ,h~v~, 9 onc~lfded .that ·tfl,e 'use rjf ,this type 
, -'of file front would re.sultin a-savings Of ·time in the fiJ..ing Of 

~'Tl}ai1· qnd. would insure tlJ,at the compressors are 'always, placed baok on 
the f·i1e !,!-'st,eners afte.r e,mp,loyees ha lie lini'shed 7i!ith the fil,e. " 

Ifith;, the pres~nt. type. oj ff,le front, bei ng, used (c.ompre.s~,:q .. 
is a .separate item) there are four steps involved in the f,i-ling of'; 
a piece '. Of 'mail,: 1. empl.oyee removes qompressor an,~ file. front 
-from !ilej' 2. fi1e.s· piece -01 mail" ? places file !r.,ont back on, 
!ile.~ 4. p~aces 90mpre~~or· Qn file fastene~3.· By using a f~le ' 

\

lront wi.th .. impre,' gnated c"ompress,' ~'r~ '1;he last, twC!, step~ menti oneq. , 
apove will be. consolidated" thus'.eliminatin ' onc si:e' in this, 
p"rocess~ Oonsidering thq.t for a per~ 0e pf 'twe1.,ve ,mon'ths 9ct;ober 
1958 through September 1959) we, filed 1~107~ 064 pieces ·of .mail'-a d 
opened 90~245 new,li'les" the elim{na.,ti on ofth.is' one step .would 
result 'in a stzable savings in employee time· ,sinde a great majori1;y 
01 the mail being li1ed obv(pus1,.y goes int~ .the new files b!!ing 

'f°P,::::,~#, REC-l, z ~0",'Qh f5L; \ifJ)J ,?-
) 1{\~"dJ I ' ~ lC!} ~ ,~. . ;:/ , 

~ c1 ~ o,~ 'E .. i\ •. 
.. .. ~. 3 1'101/.171059 ft." ~o NOVir;9 

. ~11;:5' ::' .... ~ 

.. 

.~ 
,IJ 
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Memo': Short to 1I0q.u{re 
Re: Purohase o! File Frorr{;s 

10-20-59 

Although these tile fronts will oost fj26,.80 mor(! per 
thousand (additional oost due to installation of impregnated 
oompressors) than the file fronts we are now using3 we feel ~he 
additional ezpense is more than justified on the basis 01 the 
savings whioh will result due to the elimination 01 one step in 
the !i.ling 01 each pieoe 01 mail which would be placed in these 
.files. . 

Inasmuoh as we have only a lour to live month supply of
file Ironts on hand and it takes approzimate1y ~inety days to 
seoure deliverY3 it is requested that 803000 li1e fronts (heavy 
dutY3 18 point lett~r Si2~3 Shaw-Walker Oata10g number 44-~82-A3 
item 3?03 cost $2.4.1/1 per' thousand) with oompressors installed 
(Shaw-Walker Oatalog number 44-182-A3 item 2¥D3 cost $2.95 per 
hundred) be pur.chased Irom the Snaw-Wa1kerOompanY3 local olliceJ 
728 Seventeenth street3 NorthwestJ Washington 6J ~. O. and 
deltvered t.o the Filing UnttJ Room 1113 IE. Thts supply will 
last lor approztmately siz months. 

REOOlJJJENDATION: 

That 80iOOO !i1e iront? with oompressors tnstal1ed (as 
desoribea above) be purohased Irom the Shaw-Walker OpmpanY3 1000.1 
0!lice3 728 Seventeenth Street3 Northwest3 Washington 6~ D. o . 

. and delivered to the.Fi1tng UnitJ Room 1113 IE. 

~A~/'f'1 th I ~ U ..... 

f7-/1;"y' 
~ 

Ill\' iE'./? TAIlS S oS 

e.)d (Ie Ik"",,! I~ed-. 
FG.J~W . 

$0''').7 
/?otJ rIA/IE 
p~ DOVe'" lYE , 

10 

IfIJ-S 



UNITED ST&S GOVERNMENT 

OATH: 11-2-59 

b7C 

SUGGESTION: 

Tolson_ 
Belmonl __ 
DeLocch_ 
McGulte __ 
Mohr_' _ 

~ ________ ~T~h~e~r~e~is attached hereto a suggestion submitted byl 
I I GS-4 File Olerk assigned to the File Be iew '-;oU:;-n-'i-:-t-~-"'" 

who suggested several changes in the procedure of th ,... urnin 

1

£f __ ~~S ~o the Filing Unit. He suggests that (1) wn n files 
are picKed up-rrom the various offices in the uustice ftuilding 
they be sorted into bozes that are marked for routing to the five 
sub filing u~its; (2) that a table be set up in sub Filing Unit Two 
to reoeive the incoming bozes from the Justice Building; r3j upon 
receipt of the boxes with~n ~he Filing sub units, these files ~ould 
be placed in numerioal sequenoe by an employee assigned to re~urning 
the files to the oabinets. He feels that the adoption o! his 
suggestion would r~sult in the following advantages:' (1) Files would 
be returned much faster. (2) Locating would be expedited. (3) Less 
handling would tend to cut down on file repair. (4) Hisfiles would 
be out down considerably. (5) Unit Two would have more space for 
filing cabinets. (6) Returns for night shift would be cut 
considerably. (7)' Fewer employees would be needed in Unit Two and 
on the night shift. , 

PRESENT PROOEDifRE: t' 
Files ·~re, pioked up from offices throughout the Justioe I 

and Identiji oati,qn Buildings and deli vered to the return table '" 
located in the b(1,sement of the Identification Building. There the, 
files are brokeif:'down by olassifi cation~ sequenoed numeri oally and 
delivered t(} tlte" Filing sub units where they are returned to f:f,le. 



rF'" , 

... o 
Memo L. E. Short to Mr.. Mc Guire 11-2-59 
BE; Suggestion # .... -----------, 

Submitted by I L. ________ ----' 

bE: 

REOoiU)S BRANOH OBSERVATIONS: 

Records ~ranch ,is oppose.d to adopti on of the suggestion'. 

j
BeCaUSe of the tremendou~ volume of files returned (l~135~518 
retur~ed during past twelve,months~ t~e monthly average, 94~626 
·and the daily average 4~542) a centralized opera,ti on as we, hq,ve at 
the present time is m.ore desira'j;)le than several tndtvidua'l operat-ions 
and can be operated more economically because ftles are handled on a 
mass production li,,!-e typ.e ba~is. Inas'mu,ch as there i,s an uneven- flow 
in the return of files (major,ity of fi,les returned late in the day) 
the centrali,zed s'ystem is prej,erab;Le to the decentralized 8ystem~ 
particularly since night shift receives and handles ~he bulk of file 
returns and a decentralized system. would create s~pervisory problems 
inasmuch as our records are located in four separate area~ on three 
separate floors in the Identification Building. The same number of 
work operati'ons necessary to return the files from the offi,cidls 
using the files to the 'cabi~ets would still be necessary under 
suggeste.d procedure anq. -t;hese' operations cem be more economically 
handlecl under a cen,~ral·i,!!ed sys-qem. 

REOOJiJ1E1I1JATI DNS: 

~'2. ,!-or ..re!e,~.ra~ ·to 
for acknpuiledg1J1,ent<: ' 

th~-'Tt'aini,ng and Inspeoti'on Division 

f 
~ 

ADDENDUM BY TRAINING AND INSPECTION DIVISION: RWB:jmp 11-4-59 

Training and Inspection Division agrees that th~ suggestion 
should not be adopted for reasons' ~udica~edabove. A letter thanking 

I Ifor his idea is attached for approval. ~ 

, I 
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SUGG~STED PROCEDURE ! 

o 

I't! i$ suggettted tb~t 1;;b~- i;Qllowing 
procedll:t'9's- be 'es~ablisne,d t'n 1;11,0- return
~ng o~ tilea to the Filing Vnit. 

-

_ 1. 'rhat whet) tiles a):,e :picked up' 
frOm tne' va~ious o£fices a~ Ju~t1cef tney 
be so~ted into boxe~ that are marked tor 
fouting to ~~e ~i~e sub fl1ing unit~. (See 
e~a,mp~~' one,.) - ~ 

c 

The ideal situation would be to uti
Lize the cur;rent type'cpurier box (i.7*W 
.long, '.L211 wide' and' ).%'t in depth) as A, 13 
and-C. AS tiling units tou~ an~ six handls 
a Jarger qua.ntity of ~i~es, a .larger bo~ 
WOllLdbe neces~ary. A sugge$ted $ize woul~ 
'pe;, ,18xJ.8x:t8.1'orb6x:es D and E. At pr~sont, 
there ~re eight p~ck-up ~s per day ~om 
Unit eight., ~wo' catts are bor~owed from 
courier service and ~e~ o~ each run 9Y 
Unit eight,. A:t t;he c.ompJ.et!l.on,. o:J: ,~a.cli 'Pic~
up the boxes ~re taken to the Courier Servi~el 
for de J.i very to I-dent ~ , '/ C;--,. /' _ ! r: r - rj -", ~. - I, 'f'" • --<~ITT'T' (- =-

J....:..~ _,1./J.:.l":I.cU:" .tI ."':' '.,.-



M,-.-

o a· 
As fi,.1.~$ ~re al.sO sent 1'1'01'1: unt t 

e1,ght to Cour1sX' Sel'v~ce(piOlI;-Ups trom 
the se"ventn t.toor)-, PO~J')s wou.ld have
to l,le kept. on halld in -Unit eight •. 

:_ ;~\, ~:l:n d 0 inc luling l.~d. 
(GI.Jrrf)ntlY'~l:>,Jlni. 'll.::~.i J 

/--[. - .- ~;/~~ -
11~i ...,J.,..-.-_. ~~I 

'tii ,,-, II ~ t 7fu ____ :,., _p-r« 
, 

D and:: lnc.ll.tdine; lid.-
( ;rvi.\o:iod ) - . 

11' 
ttg - ~ 

I 

. - \ ~ 
- . 

. ·ll.~~8n_; 
NfJ're :" fRegular :i:l1ze t;>o~~s- cqu14 be us~d' it' 

" ()ne- eX1;J;'a- cou14 pe oart'ied on the run.) 
Ec.ch "POX 19 Qqu:ippod, ll;tth ',l ningcd li<t 
~na ~Q.~p~ 

2. Tha.t il ~~bl.e be, set up ~llo ~~f.1.ing: 
Vn1~ Two to ~e6eive the *ncQm~ng.poxes 
trom., .Just 1:¢~ ~ il,t pt'e,~ent tl1eretu:rn 

, table .l1l,e~b.qd ill beipg ut1.;.lized. 



, " 

"'-".-. ,\.' 

..; -/10. 

4 , 

-' 

j 

" 

~, . 

- - i.." 

, '. 

1.t'Q.l:-s tap):e W9\ild' rep~c~ the X'e1tll~X:t 
-t,able ,and should P'Qt 'Oe ~ .space C'on-· 

.. sum:tng 1t~m. a~ ~he. .~al'ges'&--am9uht. of'_, 
r l>o~e~ tj;>anspq~.te4b]!' Couri-~~~ -~e.ry.ice" __ ~ 

_ on· ·one' run, is ~ine. Ifpe a.v.ol'~ge - 'j 
itplount 9f bQxes,- per tr~p :;ts :ecQu.~ oX' - ' 
£i-ve.. A,.s. th.ere aX"'~' f.il'e~p~c·~-:"up rUns ' 
·to 'ol!8ib, .,t?:120J.b" ~"~ile ReYie,w, _ gOl;'r~~.:' 
la~l:on andFLk'ing 'Un~i! six ;f~oin Unit. _ 
T:nq~' b9Xes' ~ou:J;d'-.b~ve to! ,bEf kl:!pt o~ 

- ~and ·at tijepr~pbse~ tap~e f6r-so~t
" ing. '{lOd 9.el+ve~y 'of; the~e 1+1e's •. 

, r 'Tliel'~". 'B.·re §!~~ fil~-_piQ~':'up-' :r.w-rs _.f~Cm " 
. Unit Two;, ~tnrting' at 9·: l5 a~d :end~ . 

·'~ng·· a:~ .,~.; . .J;.5 'PNi- On-e_ employee: .$hou.J;9- . 
besu:t:.f·~9iE;1Rt. t()r, the, ~·1(~~k, oq. .,th:t.:s '~ 

- tahl~. (Jl~wo,. if' the .W9rk iQ'~d re-
- qui'res'. ) 'See examp.re .. II.: _. 

- ~ ~ - - ~, . 

'. 'f 

~."'" . - . IJ:pon: 1?,ec~:tp1! ,C?i: :tb,e boxes _ w::t:th~ 
.. ~: 'ip. the JSJ.lQ· fil:J:·ng ·Un;t:t;s.,. t.h~ f1~~s. 

,.' w9UJ.d,; 'lJ~ l1~"~r;L.cal'j:z·ed py an e~, .. 
ploy~e ·,~s.s:t$ne,4 ·to, r~Ji.~r~ii1g .ot ' 
~j.l~s 'tp' the c,~b~ne~s. Q~-e employ~.e 
-sho,1,l,ld be .13uf;fJicien't for this, wo~k., 

. r~wq. if 1;ll,e Wp'.rk ).o~d requt,:z;-es·. ',J 
As, -:8:99P 8,S .. th$ t'i.te't:i, l1a\i'e. 'bp'$n nu:.~ 
In,6riq~lf~ed).' th~y, _ $hQ~~d 'b'~~lJlllied:l-

- a~'~j;y :se~t :t9",.'~~l.e.~, Empty bo~e:s ,on;' ~ 
,hand· ~'n tlle '$l:lQ Jr~~j.'ng Ulf~~.s.·wqJ:i1,4 _ 

'. j -b.~ _P~:C'.k~a:up - ~1.',te.rea~4- d:~:~~ ve:ri b~ 
em..p.J.<;>y:ee:~ fro1l1. ~Un..it Two. ~hi.s wd.1:~ 

=q:e'!;~.,~ 'atlY"·c:!:ut.te~inglf~l? 01: ~h~, FtUl;lg, ~ 
trn~ tS"..- - ' 

~P.E$EN~\> :PRQCED!1RE, .t.' ; ~, 'r ,At 'Pre·sent.; ·whet)., _r~~e~ _B:r~. ... 
. . '.. pi9ked~up f;rom 'o.,ft1:.'C'e'$, at·· v~s~ic~', ." 

. t.hey '~rEfl:?i"O,Ken:- dpwh j.x:it¢ t:wp -gp.oups 
.( ~ .1.';99 ap"Q. .).00 )1ir~ end Qff:1.~es. Y : 
and pJacecL ini{o _one',bf' 8i* boxe~ " . = 

that -ha~.-tlle p+,o,pe:t:' bJ:]ea,l{- doWn 9n ~t. 
lIhes,e opxes a)?e carried .on a -c~rt 
wh:I:Qh is,pan~l~d py two' emp.;l;6.Ye.~·s, 
,+~o~. Fj;11ng Uni~ ~iE!:lt .( jUSy fc:~).. 
WhLl.~' 'one ~mp~oyee ogtains. ,th~-,.t'i.1.e~r 
t~6m I-"arlous o.tflce~; tbe bt~er··, -

.. _- iaeIna.~ns 'W1. i;h the qart tor se~l.!~j.t-y 
:Ii\e~sures 8.!!d tQ "ar!'JiOge- tbe boxe·s· . 
~~ tpat tue ~i+~ed oqe~' are O~ the 
lower section. of th~ cart.' When the' 
PQ~e.s ,a~e a~l t~£ied ~hay a~~ t~k~n 
·t o· Cpur~er ,~~rvi9<e for transpo~t.a.-

(3·), 

< ' 



• o 
?RtsElilT PB09iDtrRE COlP~:. -ti.Qll to F:t1inS- Uru.t Twp w,tlich ~s, 

loc-ated.. a~ room GIU.,I.ib. The files 
a.x-a- then removed frOrtl t.he 'bOA-OS 

-- and pftched, iI\to sj:x d~f'1'er~nt b:i:ns 
for !urther break down. ( lt~~~ ,~O, 
01 tnru 64, 05 th~ 99, lOo-o thru 
lOO~29999~, ~0U-jOUUUU -thr~ ~nd of 
100 q_lasslficat:l,on and- .LUl t~ 4$7.)
During ~~e morning hQurs an ave~age -
of tw~ Q~ three e~nloioos a~e ~sed 
on th~ return, table • During tb~'" 
afte~noQn it will ave~age between 

. afx and tweJ.;ve employee,s • .A1Ct~r ti).e 
t'~le~ haVe b~encbX'okap. dQ~ t?ix l1~Y~, 
tbey are ~rrant;ed by 'c'a,se nU,.''IlbeJ;.' on' 
the flat surfaoe of the return tabl~. 
Ilnie fiJ.es ai-e ttien compLat,e.L'Y numc~
ica,llze<;l -at't~r enough have ga~.b~red 
to t·yarren't. putting them in:~Q o:rd~·r. ~. 

- l'leanwhj,l~, f:Lle,a -ar,e· peirtg adq.ed to 
the. re.turn tab I'e . ·thro-ush f'i.l,e-piQk:..;., 
ups inQl.l8~lj; td.2V1b,· File Review, -

.,. , - Qorre,lat1on and Filing Ull1;t Si::lt. Th~ 
.t~ie~ ~~Q theq pla~ed onto buggies 

J in· numel'ioa..I.. prder and t.aken tot1;le 
t'~.L1:ng cabinet-s of. the sub ~11ing 
-uni'~~h °The:re i :t;A~, files s:re l~id ,on 
~he end cab~et o~ ea9h row it. there 
Are'!1l~s tor tpat part±cul~' ~QW. 
~nip~oyee$. ~:S$.':f._f$tl~d :Qy th~ Sub F'1~~~~g 
Unit.s ,:to. ~eturn f'-ies wi!.,!; the~ 't.a.ke' 
the .fj,,I,.es alld plac.e them. OVOl:" tbe 
cabinet in Ylhi,cb: theY' a~e t.o 1)e i'e~ 
turned. ~he files are then re~~rned 
tQ :tile. r--

ADVAlf1!AGES ': ~. Files WpU.ld pe :retur~e:d ·much .fa~tl'" 
er. 

-2. Locst1ng t-roul:d 06 eXp.e,(ii-ted.: .... 
3.' Less handling WOU-!-d t-9nd tQc 'cut

down on wear and tea~. 
a.. Rt;lp~'irs 
,b. Lamination ";' 

'4.~ MisfL,t.os would bQ .Q~t dOl'm cons1d
·e.;rably. 

5. Unit two would have ~bre space i'oJ;.' 
f'ili.ng caQ~et s. --. 

6.., Returllft. +,op night shift :would be 
cut considerably. 

7. F9~er employees ~n Unit two and 
-n;i~p.t ~nif't !t 
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~' .-;1.. ~pa,q'E)' 1-il, Filing Un:tt fQ,,~r. 
2~ ~ox~,s I'Qr ~nibs,' fQ'q.'t· 8.11d s+~ _ 
, ;on ;C:ll~-p"Ck~\1ps ab ;rl-U~t·;t:c~· 

. " 

,.". °rtou~cl ;C';1J:J.- m9r~ l?8..picl,.lt t~y 
~o~e§ for"Units qne, ·tWo -~d 

'" ff~e~,*: \. F,:l;1.e",,:p:!ck,,;,ups' e;t;,Jus.- ~ 
. tic,o a~G 'con:t;'rQnt,ed W';J.~h almost 
~he sam.e' probJ.em-now,. -lJ:In~ ).00-:0 

" tlwu -4;5,1' l;Jox~ tt,' fi..L1._ mor,~ i".apld.l.j 
t.l1an ·t'lle .!- .t~M 99". ) . 

).. La·rg~r 'box ;' ~hi'$ -c,ol);!,Q. 1;> e. -OV:f3!"
- !}om.$ :by ad84ng" a:d ·tlt;idi:p;J:Ql:J,8..L' 

. -~(>'::'L ~<;1 tl;l.a s:tx.'boxes~a~;t\~ed· ',oW' , 
.J;ust;1.ce, .:BJ,li:J..di,ng tiJ.e~piolt:~1lp _ 
l'eraonn,e.J,..'., _ "_. ",' d 

4'~ 'Bt~4k;~s ~"Sulkies . .on),y a-y:e~~15~ 
, L5~11 r~tu»ned d~iJy. Th~y $h6Uld 

,c:r~~te' nQ 'r~al ·probletn.: 
."-

. .' 
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1 1 'EXANP4E IX I I. 1" 
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'I' 1 PRO,POSED 'TABmJ TO BE SET UP IN FILIr{G' 'UNIT TWO 
TO REC~VE INCOMING BOXES FRON JUs~Ioi. PROH 1 l' \. 

'HtR~t: £OXES'I~VQULD ~E DELlvt~1ED TO THE, SUB' FILlNG I~ '. 
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" Director,,·-fa-I: . _ " )DAT~:; "l{pv,em~t~, .~959' ;~ 
Att, tn: ~orms')i ~~}1uals DeS~'" ~, 

- TO 

I J _ , . .' wTr~inlng 'and -l1)Spect-ion, D~v:tn I 

I 
I 

SAC, pqi:ladelphi~ .-"- .-

. ~iJBJBCT: I . ~jz:'1:/I~ 
smcULA~NT ~. 
S,UG.GE ST.! ON' : .. _ , 

, '" . 
'Enclosed in ~riplica ~e is tll~' s.~ggestiQii ,Qf. the a'bove 

agent' that file c~v~rs be -made i~ f~ve d~f~erent cplor~\ f9r 
various types 9f .cases. '. J ,') 

" 'jll' I be lieve the suggestion has, m~Ht, alt'houg~ td' Change 

, ; 

) the color of the file -back when a_ subject is designated 'a 
i 1.< \ f~g~~iv~ ·'would .. ~e~te an additio~al -b~rden ,~nd JJe i~practical. 

t I .', . . 
\ ' . ;/" 2 "i.1 BUreau" Ene. 3 
." ;,1' 1 ~Phi1a . 

-$ J i.II. • j < .. 

l 

;. , .. , . 

""CEH:A Vl.t t 

'(3) 

,~ .1~ ,I 
\I aa.\~t,~att-~11 ~~~ 

~ /{ I ~ 
REG- II '1 ~ov ~ ~959 

Eki3~ 
'I 
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Enif;i6;'e~' li~<1e~tlon 
." 'F'~r.rrRtliIi.·;;r"4"S7) 

,,~.... - . 

~, .; 

, 

~ .... r·· • ~. 

Date 

'll/)/59 
To: From:' (Suaaester's namel Dl!lSlon of Asslqnment 

., _ b6-

Director, FBI I .. -- PHILADELPHIA 
D7e 

SUGGESTION It is being .sugge~r~d ~h rrileco:~erSI~!fl~de in fiv.:e . ..different 'co;Lqz:s" . 
witp. .-each color be~g. ~~_s.;i.mt~:b~d ... ~or tcerual.-n:-uyp~ or case. W producing the file 

'Covers in pastel, or· l;igh:b colors" bla¢lC lettering would be J]1ore noticeable and easy to 
read. The follo'wing cat~go~ies ,wouJ.:..d. se'eIIJ. mo.st logical an~ advantageous. 

l'.-r,~Appl:ica:nt c~se.s~ -
. 2. ~ecuriti· cases, ¢ 

') .. FUgitiye: cases ' l-

ll'.. Cr~ai cases, other, ,th8:l?- ,;fugitive 
5. Admihistrative fil'es and'all'.o.t~er files not falling withiq 'the above' 

, .,categor~~s • '- . . , 
. U~ez::th~ ab~e 'sy~tem wqe~ crl.minal cases became fugitive cases it "WoUl,4 

" be .neo,essary t,q..,cp,ange the :ril~ cover. .... _ ' ~ 
-. 

Curron~ practice or'r,!le (Include manual cHaiiop as well .as f?cts) 

,At tre present time file <?OV~I."s ~;(FoJ."lIl No. l~D,. qf i.), which' are tight 'ta'n 
in oolor, are ~~' .for all types of cases~_ .' ., 
:Advantages of suqqesUon and annual'savlnqs (lnclude'b'asls" for ,estimate) , . .,' , -f 

, 'l! ~ave, time iI! 'iocat~ files, espaciQ11j ih the l~ger offigeSe File~s 
. :wp.ich are not in the pendihg, or closed', file .cabinets' and 'which are requested through, 
s'peci~ f:ii~ sea1'o)1, could be 'located more expedit:i.oitsly;. , 

~. JIelp prev~nt m;LSf:Lling, that. isa file' c1:er~ :~lou1d be ,less inclined 
t,q'put a secui1itY'i'ile ina olosed' criminal fiIe oabinet, it;' tpe fi1~ 
covers .were o! different', qolors ~ . , .' 

.'. 

Dls~adv~ntaqe$' of sU9qestion 

None apparent at th~ ~~s~nt time., 

(The use by the. United States of my s'u9geStlon 'shall not form the basis of <i' furth 
, • <;Isslqns upon the 'Un1ted'S~ates) •. . • ~. C//.' 

[:X=J~r. DMrs. c:J MiS,! ~. • 
• ~ ... ..I. •• '" .f ----.,." ... , .~I 

.Recommendations and comrrl"ents of ~ylslonHead I belie'if"e ·thel~uggest'io~' has' me'rit. . How-
. ~v:er, I think that d~,signatin'g fugitive ca~ Ft? a'separate color would 'c~e-
ate a burden and, .wou;ra." not ~, practic~, s( nC!3: ,it Vl,ould requi'?-",e changin,g 

'file b8.9ks 'on ~ ~se.ww~e1?: tJ?,e '- t:" t:;/ "'" ,I. ' , . ..Il:.. • 
subject becomes a :tugit~ve. \. .Slgnature and Tltle ~!'I-.'Wa.t..agell'l~;Char~ 

J 

~? ~=<. 3-/7 ---' / r. r pJd 
.' ~I"'.mv ... }~ 

\~~ 

, 
I 

I 
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Recomw.enda:t:;ions aI;1d ·,ct;>ID.lllSnts of Divisio~ Head' (Continu~d) : 

-! be l:!eve that the 'distinctive color foli different types 
of cases 'woula do much 'to facilitate fii~iig and would . 

-prevent'- misfiling'. ' . . 

-;I" 

" ' 
\ , 

-:..- l· . I t 

"\ j \., 

,/ .... ~' ~ ..... , . 
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Employee SuggJsUon
FD-252 01-14-55) o . -w 

'l 
~~Th~:------------~~r=============~~~-t~==~1~1~1~f~60~'~ __ }b~h~ 

From: Employee ~sslgned to (Division) ~ 

Director, FBI 8AA NEW .YORK b7e' 

SUGGESTION . 
. ~bber st~p" or mimeograph" be prepared" contaiii1ng ·the names of ,;. 

all cities having. Bureau offices, in alphabetical order. Spacecshould 
b~ provid~d 'alongside each city. for the purpose of pl~cing th~ file . 
number ofl\that offi~e" and in parenthesis" the NYO serial number where 
the other office file number first appears. -' " 

- This~tamp or,mimeographwould remain as a top serial. or on the ~ 
file volume 'cover.., There '\'lould thus be a record of all offices which 
ever co~cated with the -office maintaining the r~co~d. . 

\~ _f\l?ro~:. .. et 8,f..t;':.Cr.UA of{U:"t::;~._ f-~ p./~{e.,d ;~;) 
o~d(~ CotJe.R~ of t€4.ux., 1.1~"'~1.. Otf.,:-c'r'7. ,./r: J7: h 

S;.ea..: ~ ~:lo 1, !; "i -1- t I ~ }J U In l:.e I":'" .-

<ttuiM3aca;nCior«~s<itn.r~ieionus~ Cli3M.r~Sff~ aSgeC;~ 3, P. 7 - ·File nuinbers' for 
auXiliary offices 'may be entered in longhand on the inside' .o.f. the' file 
cover in ~h~ right-hand corner. _ 

Advantages,of suggestion 

.' F6rm~would materia~ly assist in,dispensing with £ile reviews 
to locate ~hese numbers'" and which the Handbook says should be included 
in communications to other .office~" .+f readily availa~le. -

I~ the preparation of. reports for dictation" nqt onlywou~d the fil 
numbers of aUxiliary offices be kn9Wn" phould other l~adsbe desired to 
be .covered,,· put the <possibility of these file numbers'being overlooked 
wou.ld' be obviated.· .The rem8.1ning c;>th~r office. file nuinbe,rs". where no 
leads are desired to be covered" would thus serve as reminders of possib e 
leads not covered" and ~lso. 'cau'se c()nsideration of likely leads to be 
covered. . . . 
a rec&~a ~~e~li~ ~~r~~esa~~vee~s g~~riit~~st~~ ~h~t~~Iew: lo~ed in ~epin 

. , 

Annual Savings (Show basts' for ~sUmate) 

(The use by the United States.ofiny suggestfon s!lall not form. the basis of a further claim of any nature by 
assigns upon the United States)' . 

. . - DMro DMrso DMlSS 
. _ _ 1i~ IS S C~ ti :& eo ges er 

Recom'mendaUons and comments of Dlvls!on Head 
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({ 
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': 

o Tolson _--,.-Mohr __ _ 

ulre_'_ 

DATE: January 11~ 1960 
• Jt1 Rosen -.,-. :...' -nTamm __ _ 

SUBJECT: SUGGESTION - FI~W :~ 
Bubmi tted by I C1erk~ SeattIe ~e;'~oe 

I C1erk~ Beatt1e Field t?tjio.e~ 
ha s sugg e sL-=tT"e-a--tr'llh-a-=t""""-:t"T'h-e-j-::-:"i -e l":;".d-;--o ..... j ji 0 e a-rl).liD-&l i ed wi tlrJ:ti 7 e 

Trotter __ 
w.e. Sulllvan_ 
Tele. Room '_ 
InQram --_ b 6 
Gandy --b7C 

baoks o.f the same quality as .file oob~-rsill!tnohed baoks with 
removab~asten~s~ She pOints out that ]tle baoks are 

i :reSejtlY equipped with fasteners glued on the bac~. ~ 
states that the fasteners are o.f thin metal and~ 

aving been bent several times in the jiling prooess are nqt 
reusable. Bhe also points out that beoause o.f the thin metal 
jasteners~ the edges are sharp and out into the, paper oausing 

'-,,- tears. She .feels that with removable .fastenerl!~ t{1.e .file' ba,olis 
"may be reus~~ many times. The Training. and 7nspeot~on Divisipn . 

has requ~sted the views oj th~ Repords Branoh oonoerning this 
sug9,esti on., 

REOORDS BRANOH OBSERVATIOllS: 

The Reoords Branoh uses,jile baoks with Unbedded 
fasteners similar to th.e type, used in the fi~ld~ While these 
baoks' are more e:cpens(v,e~, it has been our e:cperienoe tht?-t they 
are ,far, superi.or .for !,~'1,ing operatigns to those 'baoks with 
removable jasteners. Baoks with removable fasteners have the 
.following majpr disadvantages: 

1. When anemployee is filing mail~ many "f!imes the 
fastener. w.i11/al,1 out Of the ji).e ,baok thus neoessitating 
unneoes?ar.y us"e Of employee time to rep1aoe jastener. 

-?.. A . 2,. Un1,ess ji1e oompressor is seourely and tightly 
fastenedt,o jastene.,.~ - the fastener protrudes jrom the baok of .' 
th~.fil~ ,d~d idny ~imesaatohes on the other files oau~ing tears 
or oriiat~nQ. dif.fi.oulty i~ r.eturning ji1es to the oabinets. 
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Memorandum·L. E. Short to Mr. McGuire 
Be: SUGGESTION - rTr,Ti: BA aKB 

Submitted by I 
ale r k " Sea ttl!-e--=F::-:i,-e-::l""";d--::::'Of,'"::::'.f-::. -:-i c-e-----I 

o 
i/l1/60 

We have e::cperienced very lit;tle di!!i'culty .rpi,~h 
fasteners breaking of! and have been well satisfied ··iDtth th is 
.type o! !i1e back. We intend to continue to use them at- the 
S~at o! Government and !ee1 that the field shquld rea1tae the 
same. benefits. 

REaOl1MENlJATION: 

For referral ,to th~ 
lor appropriate action. 

I' , 

fraininq and Inspection ntvision 

cr 

- 2 -
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, ).2/15/59 
From: (Suqqester's name) Dlvlston of'Asalqnment 

Director, FB~ FBIr. Seattle;, Wash,ington. 
SUGGESTION ' 

r suggest'::that o\itt- offices' ~be 'supplied t"d.th ,:f:11e backs of the 
,same :,qual1t:r as, the ;t1l:,Ef -eove:rlsj. punche_d· ba~ks~th' removab~e, 
t~tener,~,~: 

Current prae:tlce or.rule (Include manual citation qls well, as'facts)' 
~ • • ~ , • I 

1!1';e .. bao,~,:~rl~n,.gl~~~;';~ t~~~xt~r,Eh: " 
~----~~----~~~~~~~~--~~--~----------~~~~--~~--------~----~ Advantaqos of ,auq,q~Sl1on and aririu!ll 'a~vlnq. (1nclude basis for ~sUmate) 

F11ebackS,,:presently, ':fU.rri1shed . come '~qu1pped' ,w:i:t;h fasteners glued Qn 
l?ack'.. The' .faSteners :are',pf ,thin', me~al and after' ha.$g:beeh ,bent ' 
~se~rial. ',t:l.~~: ~: '~he' r~l~' process: .are' not; r~';"usaJjle;" ll~ch 'means both ' 

! 'th~: t:aBten~J1 and ',l;uick: 'm~lflt, 'be: discarded- after ·th~ ,f'1r~t: :USl.ng. Because' 
of 'otJ1e: '~-,metal~ used~ ~he~ edge's'are ,sha..rp 'Md~ut intOi sthe pap'eX'. -
'cau~~ ,tli~~, to: ,t~E¢ .• J~eri·Jf~~eners~.,a:t'e re~vable ,th~; !,1l~ bac~l'ila.:r 
be, ~used, ~~ ~1mes .. }l'hi,s "'Obe1ri.g-the' ,case 'th~re, ,l'lOUld 'be. ',a, .savings, 
ef.f'ected,:td:th:the 'Use 01: removable :faateners., 

- •• ..,. ~,' ;" , - '\,. - .. ¥ > 

D~sad';'antaqes of.suqq~sUon 

(The use by the Unlted'States" of'my ,suqqe'st1on shall Ii ot form the 'basts <>.UUl.l.tulJit.LJ:.L.I:LI.Il:uu..smlUl.l:u.w:.L..Q;IUll;D..-Ilo.:L.tl4l.ta.....cl.t.---, 
assiq'ns upon the Unlte,d State,~) 

t:JMf., [iJMfa. 
R~commendaUons and.comments of DiviSion Helld • ve, con ao e e er >0., es e" ·l'l 0' 
,of op1n1on':the suggestion)l8.s· considerable mer.1~. "'l'here In.11 be a certa. 
savings; etf'e'cted', D~Y US1!R't1le ,backs' Wi thoutz tenerStSlnt:e ''Ghe 

'.can: be "usad' anel re sea'" y' tl..tnes,'Whet'eas as ugges s tue 1'101. 
baCKS 'w:Lt~:atta.cne ',:ras, eners wear out 7 '"/~........., I, 

much 'tastel'-'.an~ 'have' n,o ',~~her ~ Slqnature_ and ~le SA 
(Do not write in this space - for' Bureau use only'" • 

..+ 
.I' 

.. 



TO Mr. Mohr DATE: January 21, 1960 

Tolson .....,--, 
Mohr_' __ .,... 
Parsons __ ' 
Belmont __ 
Callahan _'_ 
DeLoach _'_' ' 
Malone -
McGulre __ ' 
Rosen ' 
Tamm __ _ 

FROM ~"HalOn~ FI/e S 1(fi\} 
Trotter _--..-
w.e. Sullivan _ 
Tele. Room"':"":'::" 
InQram • -
Gandy " __ ,,,,", 

SUGGESTION #3;.:9=1_-=60:....-___ --. 
SUBMITTED' BY I 
SE4~E OFFIC~E--~',--------~ 

SUBJECT: 

SUGG~STIbN: That field offices be supplied with file backs 
'vii:l:h' remov'able :f~ste.ner,.s. -

P~~EN~ PROCEDU~: File b'ac.ks 'with glued-on fasteners are 
~tilized throughout the Bureau., 

OBSE'RV AT IONS : I I ppirited out that the ,f,asteners on 
file covers ~ow utilized are not reusable. 

The Administrative Division advised that the file 
40v~rs we now use cost~'$36.94 per thousand and the file 
covers without fasteners.plus the individual fasteners costs 
$2~~'95'per thousand~ "If the suggestion is adopted, a sayings 
of $16.99 will" 'be realized for each thousand file backs purchased 
,by the Bureau,._ ' 

b7C 

The 'Files and 'Communications Division studied this 
proposal:'and is opposed to utilizing the suggested 'file covers. 
They, gave two reasons fo~ their being opposed which are as follows: 
(1)' when ail' ~mployee is filing ma~l,' many times the fastener 
will fall out ~,f the file thus necessitating t~e employees 
time ·:to replace the fasteners, and (2) unless file compressor it 
is f:!ecurely and tightly fastened to_fastener the fas1;ener 
,protrudes from the back of the file and many times ca~ches 
on the other files causing tears or creating 4ifficulty in 
returning files to ;ca:.bin~ts. T~e sug'gested fasteners proti'ude 
from the back of the files and get caught onto other file' 
fasteners. resulting in files being misfil~d. In the past, this 

~~~s created ~ locate ,problem and much time has. been l~st in 
finding the missing fil~s. In addition, the proposed type of 
fasteners tend to take more' space in file drawers and when used 
in great numbers allow fewer fi~es to be m~~tained per file~ ~ 
draw~r. RE(} 84~~-""2319,:-- (·DA!@ 

. ~. -
In view of thedisadvan~JgJe5noted above and because 

. the proposed type of fasteners tend to extend from4tH~Nf~~e960 
ana could possibly mar desks, etc., it is felt. that the dis-
advantages outweigh the savings. . c=t:II:~ 

, (Continu~d on Page 2) 

f) _ ~- ~ersonnel ~ile of IL....-_____ ...... 

/IYWI tI~~~~· 5 O~JAN 29 196n 
(sent direct) 
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0' 
Memorandum 1r1r. Malone to 
Mr. Mohr 
Re: Suggestion #391-60 

RECOMMENDATION: That the suggestion not be adopted. I~ you 
agree, no further action need be taken as 

IsUggestion was apknow1edged by letter dated 12/29/59. 

1...-------1 ~ 

.~ 

-2-
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.. . 
DATE: }./26/60 

'FROM -L. E., 

~UBJECT: SUGGESTION :#',509=60 
, REOORDS BRANOH' STREAJ.{LINIlIG 001lllITTE¥ 

SUGGESTION: I I a GS-3 employee asstgn~d 
to the Ftl'tng Untt, Records Br~"h' has suggested through the 
Streamltntng Oommtttee that each' ~,uPFP,Jf!p..r:,s~J;ld:.ce through
out, the, B~reau_~t.J}At.a,~1~?,nd, .1£.e..e ·~:::1k-1J..gp/!.~~,.f..J!.TJ!J~~P.~:1j; .. q:§!}j]tg: 
~~,1!fP.~.l!!i":aata .on.:J?:lJ.',."'~~::r;.e~~F.,,:4~,,~,B.1J.t~.:f;]Hf!i.,A~.J:~kli,~~ Wh~ ch p!0iJ1:d 
7eve~~vne travel 01 th~ J~le such as the date and t~me ~t was 
returned to Itle. -

PRESENT PROOEDURE: I I iridt cates that keep.tng. such lorms 
up: to date ~nd havtng them accesstbl~ to ,locate clerks would 
speed the locattng 01 Itles tr{at have been chq,rged ouj; anci ar,e 
wanted by other superv~~ors. 

OONOLUsioNS: Record~ Branch ts :n9t ,in lavor of adopttng thts 
suggestt on i,n that ~t~ ,is Ie.l t ,i t wOlf-ld be a t!,~7p,endous burden 
on ',supervisors and the~r cleri cal stall to keep ~hes,e lorms up 
to date and' they would not be used a sulli cienj; number 01 times 
to warr(l"nt ,the time and e~pense in prep,ar.ing the lorm'" 

REOOMlJENDA'TIONS:, 

1·. UnlavorqiJle,., 

,? For rej:e.rral to 'f;he Train:lngtand, Inspegtton .pivisi,on 
tor acknowl'e,dgment and -appropriate aC"f;.ton. . 1 . a!RfO- 1~ {)~~'~((9 {\ 

, . -130 23 FER' 4 1960 
SEE.ADPENPUM BY TRAINING~ANn INSPECT O~'DryISION PAGE 2. ~ 

~ 

~closure ~ Y v' TOH: llb ;gb v 
(7) 

1 - fersonnel lile oil 
.~ , 1...-, ___ ____' 

y,y.D 8 .fEB 9 1960 
". ,.' 



~ 
ADDENDUM BY TRAINING AND INSPECTION DIVISION RWB:mgj 1/27/60 

r 

~ 
This Division agrees with the recommendations of 

the Files and Communicat~onf Diyision. Attached for approval 
is an appropriate l~tter to I r'~ 

~ 

-2-
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• "'"I (' :~: TO 

OpnONAl· fORM NO. 10 ,~' .... 

U~ITED STATES GOOENT'" 

Memorattdum'" 
TO 

FROM 

SUBJECT: 

.. ~- .. 

MR'~ 
L. E. 8HO~ 
Suggestion Submitted By 
I I 
GS-7~ Correlation Unit 
CORR. EOD .8-29-42 

~ATE~ 3-28-60 

PRESENT, ,PROCEDURE: There are no provisions lor the des,truction 
Of .suc_h mqterial., 

Tolson. ____ 
Moh~ ____ -,..-_ 
Parsons _'_ 
Be Imont .........".,-rl

Callahari'l't-i=:mr 
DeLoacl'l I-Y'4-
Malone Hi-.~ 
'McGuIW_+i='-~ 
Rosenv-t~_ 
Tcimm_'---..,.._. 
Trotter __ 
W.C. Sulllvan_ 
Tele.RoolII_ 
InQralll . 
Gandy __ .".., 

b6 
b7C 

CONCLUSIONS: Records Branch i,s ,not in favor Of adopting this sugges
ti,on sinpe' it would be a trem.,endous j;askto finq 7;h~ files involved 
and have clerical -employees 01 the R~cord8 Branch attempt to 
eva.1ij.dte them ,in .accordaT}c,e with the p:poposed suggestion. On 
subv~rsive searches in the file Review Unit~ the rules provide for 
,the ~denting 9f files if ~n allega.tiop, .01 subversive o.ctil?itiJ has 
be~n. made ujhe~her this allegati'on was SUbstantiated or .not. With 
the T(l.any problems that would ari,se ,in adopting such ~ 'suggestion~ 
it is doubtlul th.at such' a project could be und,ertaken at'.a 
reasoncibl~ ~os1;. ' . 

A-CTION:' I Ishould be orally ,·th'(;J.nked for ?;he submis,sion Of 
this 'suggest'ion~. and a copy ofth-i~ 'memorandum wi·'l:[. be placed iT).. 
her personnel li~e so that her interest in' the' Recqrds Branch Stream
,lining Committee might be noted. 

RECO}J}jiif])ATIOlT ; 

~CH:9~~ 
(5) {~. 

50APR .. 5 

For information., 

.. 

., 
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SUBJECT: -Suggestion SUbmtt:ed By 
I . I 
GS-23 Ftltng Untt 
EOn 12-14-59 

DATE: 4-5-60 

SUGGESTION: suggested thpough the Stpeamltntng 
Oommtttee tha a \ a 0 sub ~cts be ltsted on the lnstde 01 the Itle ,co~v~ep~.~~~~~~~N~-------------~ 

... . ... 

,Tolson. __ 
Mohr -' .. 

Parsons"~ 
Belmon-t~_ 
Callahan __ .- , 
-OeLoach_ 

Ma~" . 
Me ...... /""---. 
Ros n'- . 
Tamm-.."..,_...,. 
Trotter __ 

w.e. Sulllvan_ 
Tele. Room -=
IllQram . -
Gandy __ 

b7C 

PRESENT PROOEDURE: Such a l.1,sttng t's not made and 1,;/ an employee 
is liltng a p.iece- 01 mai·1. show,tng .one subject and, the top piece 
61 matlhas a dilleT'ent subject3 ·the employee ts T'equ1,ped to- locate 
his ,sub.jec~, in the l~lebf1lope lid.ing the mail. 

ADVANTAGES: I I t'ndicates an advantage to adopttng h~s 
~uggestion,wou~a b~ th~ ttme ~~ved 'by employee~ /tltng ~ail who would 
.not ha.l!e "j;o th'umb thno~gh/iles looking lop al'tases 01 th~subject 
01 th,e Itle! 

OONOLUSIONS: .,Stpeamlin}ng dQm~ittee has constdeped a suggestion 
stmilaT' to thts duping,jihecuppent sesston, and pecommended tt 
u~/avopable beca~se 9/ ~he g~!at amount 01 wopk necessapy to list 
all nam~s and aliases eithep on the tnstde covep 01 the /tle OP 
as a top septal 01 the Itle. In addttton sUbstanttal employee,ttme 
would be requiped to keep the data cuprent on a continutng basis. 

AOTION: J Ihas been oT'ally thanked lop submitting thts' 
suggest~on and a copy 01 this memopandum tS,being placed in his 
pepsonne ... l lile to show his, interest in the Recopds Bpanch suggestion 
pT'ogpam. ~ j 

REOOlJ1.!ENDATION: (I/o/' 
For tnlopmation., d/ 

J!b. RfC. 15 ~,- tP) 3 1 ' -/"(4 
TaU: llb: bp7j.J ~-:!J~ ---- --- - f..d I 
(6) 1/P". _------....,'-7 
1 - PeT'sonnel Itle 011L. _________ --'1 IS' APR 'Z 1960 

T;1t~· 

50APR111960 ~ 
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Fodcr~ Bureau of Invcoti~on 
Via.ohillaron,. D. C. 

" l.>e£ttIL.....-___ ---1 

a 

July 2°1" lOCO 

P.EP£ONAL 

I )1n.vo- roceived your suat:c~f1on tbaf a fo~m bq 
prorated to be used aD ttn ail i~ !')catiJlcr files. I am ~ro . 
you 'will bQ h'1fcro:;;tcd t:) knoVl that oy..,tCinG cttnilnr to ~thc 
one you pro)?Oocd havo bc~n tcntcJ. in th~ paGt but \/cr.o 
abollsl1ca bocaucc thoY' Dlowc,d cb~m loc:rting proccd:!rcs. 

b6 
b7C 

~ .-, r-



, -

_ -Mr. MQGu~;t:e' anVi~ed'tlJ.a~ sfriiila~ syste~~ ~aye.'_ 
.bee~-triedi in the past,1;>i:tt :each. w;tsal:Joli~hea in orde~·to. pr9vide' 
,faster service.on locates. -"It was fouhd that the' administ~ative. --
4e\a~i~ nec~ssar.y' tI:> ',operate suc~ ,syst~Ip.S, slowecLd;.ovih: th~ .lo~a:te 
pro.ce.du~e ~d.reQ.uire~ mor~ ,persorinel;·tb,bpe.ra:te~~e
§jSt~a=.wer.~~lislf(f~':" He fl:irther' a~v1sed .that :such'syst~Iil~' -
:w.er~ .cop.sfdered d\\ring p):~ey.fo~s·irispe.cti.otl~ o~'t1!e ~e.cords 
:;Srahc~ :bu.t wer.e.' not p~aced' into, ~f.~~d: ·b~ca~s.e. 9f the ·.dis~.dv~iitage~. 
indic<~tec!aboy.e·. - -~ . -.' "'~ .-'" . . .. ~' . 

. • f 

, . 

" 

." , .. , 

, . 

- .... 1. 
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i 
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o 
DO-te 

-' - 960 

ITT 
rtom:(Sugqestet's name) To: P~vt.s!on o! Asslqnm~n{ o 'Dlrectol.', F~l 

stiGGE:ST10N~ 

;J-/ 
~a~ the Ftli~g Unit ~se a for~ (aee attached samples) 

~o be p~aced in the file dra~er whtle mak1,ng a drawer cheQ~ and 
Itnd1,ng that the l1,le has been charged out.' ~1,~ !~~ wouJ~ be 
placed'on top 01 the charge out in the drawer. When the file is 
re~urned to the draw?r~ the ,perso~ returning t.he lile would 
remove the 10r'C!:" attach '£t to the f1,l'e and send the f'£.1e. to the 
Loc~t.e u.nt;'/;. If the f1;le '£8 8-6'£11 on loc.ate'" 1,t would be sent" 
to the ptrson. II no.t" '£t· would be sent baclr to .ft1e. If Q. 
lo'cate is cancelled or located" t1i~ .fo:rm. l?h,ould 1;>e remope.d from, 
the drawer· so th'e I'&le w uld be returned 1;0 the drawe.r. 

, • "J j 
" Ltlf:..,tt. • ."r, .~ Ck .'/'.@.."il!J 

CU1f~~-t prqf;t(eo or iuie "include l'I'IQnuo(cltotton 1l e ,I Oil f9ct~) ~ 6. i (1:' 
.A Locate (J1er~ checks' -the drawer 'f:osee if the"ft1e has 

been returned, .' 
. Adv<mt.Q9~U~ ,oj 8U~qe8UOn 1lx}d (tl:lnuoi~lIavlt\qs Unclude pallli fol' esOmatel -

Xhe !i~e w.ou1d be JQcat~~ and sent to the p~rson requesttng 
tbe 11,1'e /o:s1;,er. A tile would no'i; be retu'rne~ "fio. th:e drafRer ci*d 
r.ema'£~there unt'il :the drawer '£8 dga~n' che'cked J>or the file." Also:/. 
it wOWf£"d Qut ~oun on the .number 91 times a. person WOUld' have, to 

'f!fheC1f;&e drawer 10.'1" a lile. 

II the file was taken ~jJ loc,ate or was located, ~he fo~ 
would have to be t(1,~en out of the drawe:r:: so the ,file wO.uld be 
returned "po -the dr,awer. 'I..--- -~..-> 

J " '.,.A· . . ., ' "' 
(The ~.sebY th~~Hed f?ta~es. 0.1 my .suqqeiH10n shall nof !orm:the ba$ls ~(.a i~rther claim 'of any natur'it by me, my helts, or 

~::~~::~~~~~(!:.!,~~~!,~:.I"'~;f~:~a, ~:,:~ '~::::' r' ... ',:~".:::: ::: :']!~GRJ 
fl~CO~m).JaUo~.(jnd com\x.lents of pivr~ion: {:ie(ld' . . '- - ~ - . --

"".f ~ , 
~~orable. (See attachd~ shee 

.' '-~, :..:: 
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I Ip.ropos~s that the Filing Unit use either 
on~ 01 the two types 01 sample forms attached as a IIS.POpll to 
~oti!y iihe, employee retu7'ning the li:J.e that the tile is on 
locate. Th.f! lorm would b~ .placed oT} toP. 0.1 the c~d:rge ,?ut .iJ1. 
the file drawer. 1'Ihen an employee returning files linds, one· 
01 the pvoposed lorms on t01fo.f a, char-ge out .for a !1,le be 1, ng' 
retur-ned,,: the employee would attach the !ormto' the .Ii le' a.nd 
take it to Un1,t VII (Locate 'Unit" Roo~ 1116 IB). It.wou~d 
then b~ ne.c,essary lor- sOT(1.eone· to chec.k 7;0 deter-.m1,ne i.f the 
tile is .st~ll on,loca,te and. then t0r-wara, i.t a9ct;Jr-if&ngly'. 

, The llecorq,s Br-anc!l. -i s opposed ·to I I 
suggestion on the basis o! disadvantag~s d~scovered during 
prev1,ous eiperience with systemso! this, type. 8imilgr.~~Ystems 
hq,ve be,en tr-ied tn the pa8t. b~t each was abolished tn order to 
provide laster service ,on locates. It was .found that the 
administrative aetatls necessar-y to operate such systems slowed 
d~wn the locate procedur-e and required mor-e per-sonnel to 
operate than .was nec~ssary al7t~..",,·the sys,t~7f1.s ,wer~ aboltsh~d. 
Such systems were 0.,180 cons1,depeq, dur1,ng, .. at least twq ~ecor-ds 
Br-anph., Inspecti qns. but wer-e ,not adopt(Jd ·'b,ecause'. o.f' the ,dis-
adva~taf!e s. . .' - ,~o • 

To r-equ1,r:e e.mpl.oYe,e,s· \;"et.lir-n1,ngliles to stop and 
turn in, Itles on locate would' 'cause ·constderable loss in the 
m!,s<! production adlJantag«( ga'ned bythfi pz::":nt system 01 
r-,etur-7!:tng ;f.iles ',to 1!he cc;z.b.i~ets' .. 1_ ~proposal would 
tncu~,'{a s,ubs1!ant1,~'l, aam~'!lts_:~r:a~il!e oVl!r-hea '/;n, ;'establ~s1ft1?-g a 
Oontr-ol Desk to;. c'orrelate lbca"t,e'8 between-Un1,ts. tn, the Justtce 
,and Ident'i,ficatio'n Bui~&'tng~!: ' AlsQI't~e' majortty. 'i);/ locates are 
.found before the !1,le' :r-etur-~8' to, t~e ,9abtne:ts and tn each 
ins~ance where this happens; if ~o~ld requtr-e .an eztr-a s~ep 
to' 7'emove t.he IIstopt~, .!ro·m ·the·"9,har-ge out. 

When 'a. si~tlar-' sy.trtem 'was· ·tn ope,ratton b.e.fore" it was 
found that there was a tendency on¥the par-t o! the locate cler-ks 
to, 'watt lor- the "stop" to wor-k., "Locates were delayed, when t;he 
employees were reluctant· to chec;k the re-purn tdbles and' the top 
01 ,the cabtnets beC?ause t~ey belteved tht;ft the "stop" would 

be 
b7C 

get t,he locate an hour or two la,ter- tn any event. At the present 
time" employees 'are requtr-e(j., 1io check the c~binets at least once 
a day ,or- mor-e !r-eque~t on spec~a.17J..J~8G.1Fes.T1J,ey obtatn addt ti'onal 
leads tn dotng thts and 'somlJ~1,mes/(j rtf..'ls!ile.wh1,ch' would escape 
de.tect1,on .for much longer per,iod~ u~der the liS top " {Jystem. ' 

. . 
(Oont1,nued on nezt p~ge) 

~ l; ~)..3)r . .-1// 
:ENCLOS~ . 
. ~ 
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It ts jelt that th~ suggestion encourages. only pa8s~ve 
attention to l'ocates when it should bf! contiTiuous" aggresf!ive 
action unti'l i;hey are jound. The p,dmi1!istrative details ne.ces~ary 
tQ operate th~ suggested procedure", ~n ,vie~ oj ~~e size and . 
~ocation oj the· Records Branch. as we)l. as the 'r;,est Of -the Bureau, 
makes 'this, suggestion impractical • .,c -_ . : - . 

-,' '_ ~ :~'; ~-. "i~p'1""w 

RE(JOJJlfElmATION: " .: c - - ,_ = " j.l - I _ ~', ._ 

;nat I I ;~;9.·~~.t'Jon- riQ:,t'..,b.e- ~cfoPte,d, .• -~-~ 
~ 

- , 
- ,; - - """' ( , 

-. :-'t~'" ~ . ~= 
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'f..;,,: •• ffED STATES GOV MENT 

Memorandum 
TO 

. . 
Tolson_--.-. 
Mohr,.--__ 

Ire __ _ 

Rosen_~ 
Tamm ____ -MR.~ DATE: 8-16 .. 60 

b 7 C Trotter . . 

FROM : L. E. BHO~ 
SUBJEcr: SUGGESTION # 66-61 

REOORDS BRA NOH STREAJJLINING OOMMITTEE 

SUGGESTION: a GS-3 employee o! the 

w.e. Sullivan _ 
Tele.Roolll_ 
I lam . 

Flltng Untt, as suggested through e Records Branch Streamltntng 
Oommtttee that an add' . "Ztle ont and back be obtatned 
to measure 9" z 12". pOJnt~ ou a a he present l 

time we ma"=tntiaoz.n "two s aes ose being-8i" z 11", and 9" z 14". 
I Ipoints out that on occas~ons mat-l is .received a .fifactton 
o! an inch larger than the small cover a~d cannot be matntained 
tn the small cover lor an e~tended =ertQd ;' ttme wtthout betng 
muttlated and tn need o! repair. I _ _ I!eels purchase o! 
the addtttonal stae would handle thIs prob em. 

OONOLUSIONS: Records Branch ts not tn favor o! purc/,astng the 
third stae o! !tZe covers because of the addtttonaZ ezpense in 
stocktng. On the lew occastons where tt ts necessary to use a 
9" z--:12" folder, the present 9." z 14" siae can be altered 
satts!actortly. 

V· 

REOOMMENDATION: 

Dt vt si on. 

TOH:jaojllb 
(4) Jlj/ 

",.-: 

--

(1) Unfavorable. 

(2) For re!erral- to the Tra:f,ntng and Inspectton 

rY 
,..,.. (ADDENDUM BY TRAINING AND INSpECTION DIVISION, PAGE~2) 

{:. 

I 

() 
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(lw47 
ADDENDUM BY TRAINING AND INSPECTION DIVISION, RWB:bmw 8-18-60 

The Training and Inspection Division agrees that we should not' 
stock the suggested file fronts and backs ~ince we would not have sufficient 
use for ~uch folders. As pOinted out by the Records Branch, the 9 ' t x 14" 
size can be altered on those few occasions when there is a need for 9" x 12" 
folders. The suggested folders would cost ~81. 17 per thousand. It is felt 
that I Ishould be advised that in view of .the limited use we would have b' 

for the folders and because of the extra expense involved that her idea is not 0 

being adopted. 

RECOMMENDATION: That this suggestion not be adopted and tliat 
be orally thanked for her suggestio_no r,-------I 

~ F./· Of"""'!' 

~ 
I • 
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~~noW.S '~lM NO. 10 ~ 
U~ITE~S~ATES GOVh.JvlENT 

Tolson __ 
Mohr __ _ 
Parsons ___ _ 
Belmont_-_ 
Callahan _-_ 

DATE:. 8-19-60 ~:i¥ Tamm 

Memorandum 
TO lIII~ ~ Trotter __ 

W.C. Sulllvb6 _ 
Tele. Roon

b 
7 C

Inqram_ _ 

~D 
FROM L. E. 8HO~ 
SUBJECT: STI.GGESTION # 76-61 

RECORDS BRANCH BTREAllLINING COMllITTEE -
SUGGESTION: J la GS-6 employee of the 
Conso1tdattoJ on~t, has suggested through the Records Bran'?,! 

I 
Streamlining Committee that consideration be gtuen to discon-

, tinuing ,opentng ne~in £.iles 0 ' • tter of relatton-
shi~ between forelgh~countries. indicates that 
~1ils typ.:e matl cou'la logically be p. ace In on~ 0.1 the following 
gene7'al ~:h.tles: Polittcal .¥atte7's (109-12) with sub ./ile .tor 
specific country, Military Xntelligence Reports (100-7660), 
Militaru Intelligence (62-9798), and Intelligence Data ./rom the 
Paciftc'(o2-73361). Further she p7!oposed that e:cisttng ./."les be 
consolid~ted into gene7'al riles. 

CONCLUSIONS: The Records Branch Str~amlining Committee recommends 
adoptton -0.1 the p7'oposal to dtscontinue, opening new main ./i,le, 
on thts subject.. In addition, superutsory pe7'sonnel :' :hfl 

suggestion and are 0./ the opinion that it should be a op ed. It 
Classtfying Unit and Consoltdation Unit cnnsideredl :]1 
is to be noted that a uast majo7'ity 0./ the ,./iles opened on t~e 
subject matter 0.1 relationship between two foreign countries: -were _ 
opened'" aurtng the late 1940's and early 1950's. Ve7'Y ~ew /i'les ' 
aue been 0 ened wtthin the recent ~ears and according y no purpose 

would fbe serue lnn w conso a ng such matertal. ?J.'hlS phase 0./ 
. her suggestion should not be adopted. 

~~-

RECOMMENDATIONS: 

adopt(~.~ 
1. That part one o./IL.. _______ ..... lsuggestion be 

2. ~hat empl~yeets' prpposal to consolidate e:Cisti~g~ 
files not be adopted. tb:lll~ REc.....92. 0 ~ -.da f.:l= 112 

to AUG 311960 . 
: 3. For,l~e.te7'~al to the Tra"&ning and Inspectton Diuision. 

Ene 10 sut-e' ' '-~f ~;11 )5,7;" (", ~ , 
L . , 

TCH:LES:bP~ ~ 0 ~ ? ~ 

( ~~DDENDUM,iffRAINING AND INSPECTIdJ'ij~IO.N, ~iGj;;;.2) 
(,'7 SEP 7 ~.-
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ADDENDUlV.I; BY TRAINING'i\ND INSPECTIO~ DMSION",RWB:bmw 8-25-60 

I Iproposes to discontinue opening.n~w main files 
on"cbrrespo!i;qdence:~ich relates to matters concerning foreign countries. In 
lie~, thereof~ sh.e proposes that the communicatipns' be placed in a sub ~ile " 

b6 
b7C 

which woUld eliminate the necessity of opening new files on various communications 
which are receiv:ed by the Bureau. Foz: .example, a report from CIA which 
would pertain to ,military intelligence ill"qhina, the document woqld be 
placed in a sub file on military intelligence. The 'sub files wo~ld 
cQnsist <;>f a breakdown·on military intelligence.,by c<;>untry. The exis~ing 
main file on millta·ry int¢)ligence ;contatns ,only general information anq 
when.a spe'cific 'co~ntl,'y is involved, a.sub file is opened jor'that country. 

. I If'!rlher ,propo,ses to c'onsolidate all of the 

I exi,sting files! ';rhis wo~lg not,serve'a~y ,ptjy.pqse since the material is ten 
to twenty years olg. ' t 

Th~, Training: a~d' Inspectfon Div,isJon agrees that, it wouid 

I 
b:.desirab~e,to,di~c~ntin~e the T?ractice ~f o~enin~ ~~in fil~s since it . 
,wlll,simplify recorqmg procedures;. We .agree tliat It w<:mlCl,not be, desll;'able 
to conso~.id,ate, ex~~ting files for .~easons indicated. 

RECOMMENDATION: That th~ attached letter,b'esent to",",:1 ~_~-:--_ ..... 
. ·advising·-her that t~e !dea.to 'discontinu~ opening 

new files 'is being adopted andthat the matter concerning consolidation is' not J being "raced' into .. effect. . . .~. . 
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Fct~r:.U E~rc~u cf I:4ve=ti~io~ 
7 .. ~~1r.ctcn, D. c. 

1Y~~L.-____ --I 
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December- 21, 1'960 

P~RSd:NAL 

I I 
Federf\l,Bureau of ~vestigaUon' 
,W~B~gton, D. C. . 

Dear'L...1 ___ ....JI 

, ' Ih,a.v,~r~ce~ve~tyolll~ ,proP9sa1,that,ln the ,~vPlit .. " 
of:a change;pi·of~~e"space, the Agents ~:ff~c~ed'shoulcl r,~~harge 
all fil~:? ~. tHeir 'J2QssesE3ion by ,t~e close -of bUsh!ess on the 9ay 
the mQveis ~ade. 1: ~~ pleas,e~ to, Infor,m. you th~.t. your ,i4ea 
W\S been adopted artq neces'st\I-y 1l!str~cU6i1s WiUbe JSBUed' to 
implement it. . 

. -.~, " Your su.ggestio~ ih~ica;t~s your ~~e,~e'f?tJn, ~uJ;~au 
-' . -' ' ' ,. 6p~raJ!pn~ ~p.d·l app'~ec~te.itvQ~il;lu~h. " '. c •• :. " 

MAIl!@. '~ll "-

DEC'Z1196,O Sii1ce't~ely yours, 

COM''''''' J. ~.Mr. McGuire J. £dear HooVer .. ~ 
= i ~ PereOimerfiie· of I . U ~ ~ \. 

,~riJ.~)3:JER:'p~geSUOii. #310.-61 ,dateh~-13-!l0)' 
~r ,~' (5)' ,/"',' 
,~,~ ~ ~9TE: I lsuggests that .gpec~al Agents 'berequire,d 

. b6 

b7e 

~H ~ t6 .. 8ubmit to ilie Filing Uqjt a' ;recharge of all files 
~ od: In their 'rooPls op. those o:ccasions when' thelr office :~p~ce:is ¢hanged 

RJl:m ' zz= to fac!titate locatiilg'f~lef? tpat are~1la~p;ectnu~~....:r~i.1~"'~ ~Speci.al 4gep.t 
TolsO[l gs' L. ,~'. ',Short is in ~avor of adopting this'iaea,a~d P9iIi~ed~Jout that, 
Molit _ '" upon approyal,. the Record, s Branc,h wilf ,imptem'ept this, idea through 

• Parsons • ...,...-;.,.--
Belmont 'lia.!sQn wtth t!1"" S'ection Cb~~9lt~4e emp1.oyees involved whenever 
~~:~~ .' - ' moves 9f thist~e.:t~re~de!lfii.the future~ The newp:t;ocedu:re'will 
Mar 'e '- - -.~ 

'~:en' ',-, , A. j \'1'" .. Wt-1?J! / '(bver)': 
i;o~:i ,'-.' , ' \- ~-,: ., .:j(-l/ 
w:c. suSa~A'N 19 19 ,," ~ 
·Tele. R9~ g ;:-J,. I._ .k~ , 
Inqram ,., ,., ~ . . 
Gand·y " MAIL nOOM. ," • TELf:TYPE, UNIT D~ 

~- - - ~ '.. -. - - - , 



-
NOTE: (cop.tt). 

.riiere~y ·requir~ .th~t Fiiipg'·Unit. ge notified ,Qf ~he new space 9cc~pie,d 
.by the Agents to wh<;nn the files 'at.'e ch:;rged. It-will provJ.de aJ?ett~r 
~ontrol: of fnes apd ~~cilitate their locatiop.. Upon app!.'oval 9f.tllis 
Jett~:r, necessary'actidn Will.be take~ by_the' files· an.d CQ~lm~ic~tions 

~ D~vision aIo!lg .J;lie J,inefl j.i1,dillated. ,~ . ' 

'. , 

'. 

.". 

-, 



#~lQ-61 
To: ;fr6m/ (Suqqoster's'riamo)' 

I I Director, ~B~ 
bE 

SI,JGGESTION 

, , 

j 

None a,s ta}" as jl recharge- is conce.rn~d. , , 

k-~--~~--------~~~~~--~--~~~~ __ ~~~~~----~-~'-~-'~~~~~; 
-Advanta90Ij of"suqqestlo'n cnd,ann~a(:s<:lVlnq" Uni:hide basts tqr.estlmat~) - " < 

, 'B'ythe nea;,-l; mt>rni,1ig 0,'11 outs:f;ancli71,g l'occ:ttl!S wo~ld: be brought 
~p t,6, darte .and woyl,d contain' th'e nell? rioom 'numb,ers for. 0.).1 t;he ag'ents 

, thqt b.hangecl rO.Qms.. ;At. present :it; j;a'ire's ',a 'lew ,dqys b'e1'9re all iihts 
, n~w, ~in!orTil.G:fr;",Qn i:~ pJaced on all1ocq,tes. .it, rechprg.e -:wotq.'cl, als"() 

prio:f?f:1C~t; g.ga~n8,t li·les being -mlsp).aced ~,~ ilfje ~r.o~g 'ro{,'(lI.s or i-n wrong 
cabtnet$. ,Aabol'di'n,g.ly; 1t:a;vtng. the correct in!or.m'a"*~ on p1aq~d on -all 
locq,tes vJoy,ld a!3sts;~ ~ocatr; 91er,l;s~n d~term~nt-ng the. .ne~ room numbe,rs 
!'or t;h~ agenvs ur:Jtrtl,a new direC:!io-ry· '£·8 4t,st;r~b.uterl.. _ ' _ 

''p(SaCIvc!l)ta~~ of SU,qqroo; . 'r. 

'... . 
• ..oj tt~ 

~ 0.., 
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Decemb~r 22, 1960" 

PERSONAL 

F~deral Bu.reau of Inves,tigaUon 
Seattle, Washl,ngton ' 

e;:, 
~~ar~1 ____________ ~ 

. ~~; . 0\ Y~ur Spec1hl Ag~nt in charg~ "has ?forwar~ed to 
'$e~'you~}3uggest1on concerning the' .mainten~ce· of. exh1bi~ ·en
'y~lope~n I!eld oftic~ f:11~s. Careful conside~af:iQn:,has, been' _ 
'given ~~our·1deaand.it was concluq,ed that it should J;lot be adopted.: 
The B~eau feels the ptocedures. curre~tly av~ilabl~ are· entir.ely 

. adequate for·acc9mp.l1sh1ng·.~e ~esult that you desire. ' 

, Even.~ough favorabIe'actlon·is,notbeing t$en-
with regard,to your ipe~, I appreciate th~'lnterest which 
prompted,·Y()u ·to submit ·yo~u~'obs~rvaUons.·· . 

t5: '> Sincerely y()u?:s:, 
s~, iii U. Edaar Hopver e C'l ~ 1 ";"SAC, .Sea:ttl~ For YQ~guiclance}n conil~~t~on wit!). . 

I ~.g 8 . .'. .~ this 'matter, yp'ur, ",ttention is .~ir:~~ted· 

. ::--

i . contain only lA ~XQ.f!:>it enve~opes. wher~ neQef?sary.· . . . 

b6 
b7C 

...D 
,U1 . 
. 0 

, i 

!, '" ~, ~Iii~~~;~~:;:~~'a ~~;~r~te ':.~~~;~~:~~~~:ah -:! !t~ 

I -&r, 1 - pers9~f¥eOfl. J: ,I 'S~' ".< :c,j:' . 
. . ~fQ. 11 '~:bm{(E?Ugg~stion .#308-61, dated {L~-12:.,60) .' 10 VV~-)' . ~-(."~ 
l TOlson~I}"'~(5)l:S -' - - ~ _ I - \ ~ 
1 Mohr - ,_ ... -_ 

~~:,~~. - - NOTE: _ t'J. j I I suggests tliat·~~l:eXIlibi.t :ehVelopes bel --
,Cal1?han _. ~ ,- maintained iil the current or last section of the multiple ' 
f ~~:ch . ..".......--. 'section file rather t~li: inti?-,eJ first sectioJ;l. This wo uld entail taking , 
~~:~r~? f~les apart to ~6v~ lA envelopes e~ch .ti~e.a n:e~ file section is start,ed 
~;::t:~:::=t' Slnce lA enye~op~s~ar~ the bottom·}.te~s·ln·the flle.. Manua~ of Rules' 

;\'1:C. Sullivan ~ ~ and Regulations provides that a separa:te. ~e,ction of the file can:be s~t 
l.r:;e·ij~·;m:-C· 2 Q 1Qh(t _ ., (OVER) . \Gal ' ,-:rn:;: ti,.{IL h'dMt.'D n:Lpype UNlT q 



-~.,..."". <#, '.- .. ·;"f~"''''' .. ,...It -.. -., 

. up .. tq, contain on~y lA e~hlJ~it envelopes whe~e qeces~ary. This is " 
, b~li.;~!1 to, b~ fa0r-e co,liy~nle~ta',ld ;ef~noml~~ ~ ic:\e'll?rese,l\ted by 
I and .provlde~ 'fle~d: q~Vl:.SIO!1S wlf:l~·.~ pr.ocedure 'whiyp . 
can." ~ use4,any time !t"is felt'l1e~essary.. In 'View of. th.e~ fact t~at 

~. procedures curre~tly availabl~ .are adequ~te-,. ~~re Js ~o r~ason to 
.ad9P~ th~ p'r9cedu~e' sqggested .. 

. ' ' 



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

00 
• DaJe 

Dec .• 12 1960' 
To: Fro OlvlslOn o( AsslQnment 

Olreclo~, FBJ ~eattl,e 

, I 

Cu,rrent,pfIX,<Uee ol:llife'"" U~<:;lude manuql 91taUO!l .'as well .!lS faets), - Part "Il, ,Sec ,. 3, pag~. '12, . }.Iantia~ , 
, of RlJles and 'Regulations provides that the lA serial manila. erive;tope 

be Inainta~ned at t pe bot~om of ~he. ~file under serial 1. 
, Ad";~ta\le:i'of sUQq'e'st~'on, and annual l!avli)98 (Include. ba81~ for estimate). ' Th:1i:! would be .,a saving of 91eticai time ir;l 'filing. (}.nd. c},;arging out -

;l.n~. j 1; ng $l,;.:hih.i,.t§.....i,njp.Yl:.t.ipJ;Lyolume f;le..§. UncI~rp:resent .pt~actipe. 
lvh'ep. :t..*cQming 'communications lvith--e'Xfi'i"Ol:t-"'encloSur.e~ a.re rec~~ved, tl;l.e 
communic~t~on is pr~pes$~d an~ rout~d or fi~ed i~ ~he last vol~e but 
it is,necessaT,Y' to ,p~ll tne- firs~ v91ume to ente~ and ,fi+e the 'enclosure 
th-qs ,de~aying the ,Pl'ocessing ,0:( the i,ncoming coIinnunic~tion. .siinila~IYl 

., ,if ,exhibits in the 'lA envelorJe are to l:e ~ ent 9ther o:(fices wj,t~ ,out
gO'i-ng conun:uhications .they w'ould be l'eadily available tosteno~raph~rs' .' 
i'n the las'tf volume. Ther.e wo.u).d also ,be a saving of _9lerical time in, ·tP 
fij,i~g of ,only one volu.me rath~r t,han two every' time an exh;i,bi:t wa'~ 
(s~e ~:ttachmen~) , .",_ 

1vou:J.d invoge extra o+erical 'work ~n·ttansferr . .ing lA. ,envel:ope. 'to ,new 
volume. ,,.,. 

, ' 'e' c-~ 

,'" ,...... 
:.' ~. 

(The use ~ftl'rO ~nUed State!l.O,f my $Uqq~S!lo~ shaH not form i!)e b.,as~.....,. ....... o.w.:Ii~LlIWj~I..lIW""'-'-t_.t.lI..I'""""'II.lf'-' ,.rot 'heirs, or ~, 
, asslqns upon.J1J1e UnIlil.i ,States, ]. undElfstcmd thC!t I will be cOl'lsldere Gslton Is adop!ecf 
within two:y,~g}s·aft.equb;n,ti;8lon;) 

. • " c;o O,Mr. qMrs. lXJM1SS. 
~ . 

Recoil.ime'rl,~at!ol'ls. a~o;nmen'ti; of O'lvis"ton .Head' " 
Uy recomw~a~ion is favorable~ This would,make the exhibits more ~ 
feadily ~y~~lable for review. The inc9ming' ex~ibits could be pi~ced in 
th~ ~xhibl.t.envel9pe quiGker, eas:1er, d ey cou d be withdrawn with a 
minimum of effort. _ ~ , ", r 

, SAC 

- , , .. 



QO 

Advantages of Suggestion (cQntinued from pa~e 1) 

added to or withdralyn from th~ lA envelope. Also's upervis prs W'Quld 
l<now immediately which exh:j..·bits lvere in file. ,without calling for 
an9ther volume. If the plan were adop.ted ~t ,is further sugg~sted 
that as exhibit e1;lvelopes 1Y'er'e' encoulltereq in t he course of filing, 
they be transferreq' to the last volume. This suggestion should 
not involve any gre,a:t change-over ;inasmuch as the m~J.ori ty of files' 
~pnsist of a single volume. 

" 

-2-

. ' 

, , , 

" 
" 



OPTIONAL fORM NO. 10 n' 
UNITED STATES GOVWMENT .' Q. 
Mem·orandum 
TO llR. MC~ DATE: 12-14-60 

- . Tolson __ 
Mohr __ _ 
Parsons __ 
Belmont _-__ 

callahan~' 
DeLoach 
Malone 
McGuIre 
Rosen __ 
Ta'mm __ 

Trotter . 
W.C. Sullivan _. 
Tele.Room_ 

FROM 

SUBJECT: 

L. E. '8HOR~ 
SUGGESTION 287-61 ~~C ?~J, 
Reference is made to the suggestion oj~I ____ -r~~_~ 

,\~os Angeles Division, dated 12-5-60 in which it is proposed that a 
~o7'm be ut',£lizei/. as the :!;.9.P-P..a9ll_pj_j.J.1es jzo-l-j» the ~ames ot 

f!ubjects. lYSed r . . 
The Files and Communications Division is not in javor oj 

adopting this suggestion. It appears that the placing oj th~ 
subjects' names on the proposed jorm would duplicate the injormation 
presently available jrom indez cards. It is indicated that~adoption 
oj the suggestion would prevent re-indezing when current mat1 is 
being processed through the Chiej Clerks Ojjice. Ip is believed 
in this divtsion that any question arising concerning duplicate 
indezing ~ou1d be resolved by rejerra1 to the jie1d indices. . 

Inasmuch as this proposal relates· solely to jie1d ojjice 
operatton, the Tratning Dtvtsion may desire -to obt'ain the opinion 
oj other jte1d ojjice chiej clerks bejore jina11y reso1vtng this 
TTJ.atter. 

RECOJJlfENDATION: 

For referral to the 

j- 1J-
j .... 

REC.4O 

Division. 

66-i&./.2::.1L7 
2S DeC 28 196{} 
--..... 

J 



-, 
... .. Yif' 

... '." O'TIONAl 'ORM NO. 10 I 

:'I{ :M;::Z;;~~~NT 
TO Mr. Mohr 

(] 
.-------

DATE: 12-21-:-:60 

FROM J. F. Mlj.lon~ 

SUGGESTION #2=r-7r.,....;;....::::.61 ______ ---, 
SUBMITTED BYL 
LOS ANGEL~S O~F:;:;:FI::;;:-C~E~-----.....I 

, () 

'Pi le5 

SUBJECT: 

Tolson __ Mbhr __ _ 

Parsons __ 
Belmont_ 

callahan~, 
DeLoach 
Malone ,-
McGuire 
Rosen __ 
Tamm __ _ 
Trotter __ 
w.e. Sullivan _ 
Tele.Room_ 
InQram __ 
Gandy_.--

B8f?~E 

SUGGESTION: That a form be esta~l,led (sample copy attac~ed) ! 
. to indicate names an9 istings of..J?.E~ti~Lnump.ers. anr;L 

ThIs form would be maintained, ~s the . st PJ!g§, of :q: open 'section .of. a pending FI"/ e.-
file. ~he names appearirig.i~ the title of·the reports, letters, etc., in the ----
file would be listed on this forth. \ 

, _.f? u:.~ ec:{s . , 'tv 
ADVANTAGES: pointed, out that .there, have been t\ () 

occasions when,~ name to· be'· index~.d has been mi~sed .. ~ 
or. -when·a· mof6rt.or license.nuinber."which.is meant ~o be carried,:as a:,subject ~ 
is {n, _q.exedj~jh~:bOdy'Of ~)"~P9rt or fetter. 'rhese are no,~ J;eaditY.(U~,cove:red. Sh~: 

-fe$lS' th~t oeiIfg able to. ~esQi:t to a. cl,leck of.this ~orm would. o~Ni~te th'e necessity _ Ji 
of c;heckin~~anYLs~ri~ls,fo:t such. information. If the Il;ame.gjd np~appea:r on the \ I 

LQon. the. ser:~lizer wowq index it and add,the, name tp~~.(J1_0S.7Jisted ont~~ form. \S I 

I .., __ Ithinks this ,would prove an accurate syste~ and.saye bme \ ,,' I 

,espe~ially In . e case. of. m~tivolumed ~ile~. She·.}:ldds.that)t'would'prevent '\}J 
reindexing na~es already indexed particular~y in:the in~~c~s' where' serials on ~ 
which.names have.been indexed are chaJ;ged'pu~ of the 'file. - 0 

La 

CONCLUSION: SAC Simcm'favors adoptioriof the form, because the ise 
:~.> ' ' of it wo~ld'prevent £eind~xii1g. -He,~lso fe~ls that ~ 

t\~wra serve.as a.go.od ticl~lerjor an Agent reviewing the. file ,to ,see that all na;r~ 
¢C-have-ileen.indexed .and none niissed. . . 1f \fil 

\ . At the .present'time, serializersareresponsible' f~r searcliing. and § 
-inqexing name~ appearing .in. th~ .title of reports'" letters, etc:, coming -into a field2 

<, office. When ther:e are several'names in: the title. it is "of ten a ,time-consuming § 
jn;ocess to,~earch them. The aim of I Ipioposal,~s to eli~ip.ate . 
some of these searches if the names had beenindexed<oefore and listed on. the form. 
If the name appeareq .. ori,the 'f~rm, the one .conducti;ng,the'l~earch wo~d krl.ow it 
had~been in,dexed and need se,.ek n. o. f~rther. The absenc7' oj ~l~~~ntthelorm 
would mean it had n~,t.,b~~n ~~de~e~ 1m. .the ~i1e. REC. 40 ~~~'. r. -: f/~ 

This matter was considered by .the Files ~.nd. C<miWi!\Jli'sSqgaf3 
Division; M~. MCGui'~ is opposed to adopting this l!sugge~tion, ,'He feels t~at it 

p;.JB,WB:smr:bm~~ . d- DRt. EX.113 
:VI {2) 50 JAN 4 1961 ~DEC 2& (,[64 . , 'h ~ 
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Memo to Mr. Mohr 
Re: Suggestion #287 -61 

o 

would.duplicate. the information. now available from the index cards. Inspector 
-in Charge, R. K. Moore, .is also opposed to the adoption of the idea. He 
pointed out that to have the form for the· suggested purpose would require a complete 
review of all pending cases in the field to indicate the names anqseri~l number 
on.the brm which would be a temendous task. in our field. divisions. He is 
of the opinion that the addition~l work necessary to place this idea.into effect 
greatly outweighs the advantages to 1:e gained by its implementation. As indicated 
above, the objectives of this idea are· to eliminate, checking the.indices which 
.in. itself would be a very undesirable practice. 

RECOMMENDATION: 

That I ~uggestionbe disapproved. On _ 
apprqv~l, no further action is necessary since she has been thanked. by letter 
from. the Director 1~-1?-60. 

, 
" 

_'2 -
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NAME 

o 
SEE 'SERIAL 

I 
.. , l , 

o. 
SEE SERIAL . 

-------------J-------------." 
I 

26.;-30562 

.' 

, 

·1 
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Fedoral .Eurcau of Invostlgation 
\Vaohln!Jton, D~ c. 
Dcll' ..... 1 ___ ----' 

:March Q, 19G1 

PERSONAL 

'I lnvc recoived your OU3[:o:JUon in rQaard to a 
tovision of Form 4 .. 40. YO\lr propo3nl 10 being givon ct!Xoful 
eonsldoration tuld, you villi bo adviood·if it .s adopt9d• 

Thq iritorcot wliich promptod you to Dubmit your 
idea to JOG Is, greatly approciatod. 

Sincerely ~ouro, 
.- J .: . . CEdi' HOQWlr 

1: - ,Gfiiie:.t"dl~:In~V.esti~liv.elDiv-iSi1m. -.: 2:,_f.?;!Cr' 
"'1: -' PersQnneJ File ofl ....._ 
J~R:~)i1);' ... ,..) "'------.......--.---...... 
(5) Z {#~~ SUgge~tion #459-61 dated '2/24/()1, 

b6 

,...., 

"'1 ..;, 
~~ 

COf~ 
~ 

t-{ "'-

,NO'fE: Eeferred to Files and CommWlications Division for views and (;.....' - ,,- - -

...;:: reGomp}endations, 

MAILED. 25. 

MAR 6 ~ 1961 

,.,.." 

) 



o o 
Director, FBI I General Investigative 

SUGGSS'l'lON ~~ 

It is 'Suggesteq, that Ferm 4-49, which is used by Files, and 
Communications Divisien, bE} revised -on next printing to 3ft by 5tt 

size It;lstead at- the present 211 by lOu size. Th,ls form is used 
te reute £i es at Seat. of 'Government. Two suggested forms are 
attached. ' ,~ , 

;,:;e:'<sJ!-;t -'I ~e.~ . 

Current I>rixC\lce (;'" rule Uncli\do IDanl!ol cllC\IOI;I ~s' well CQ facts) ~ -

Form 4-49 is, ~ttaphed to left side. of file with twe pap~r clips 
and designates persen to whe~ file is re~ted, prierity ef ro~ting~ 
::Inn i~' ':ian::l~ t:n .L n'r lint: f'ilAlglln t.{') nat. 

Xhe r~sed ferJD suggested includes. all. pert.ip.ent data en pJ;esent ' 
~erm ana allows rQom, fer designating p~ierity ef routi~g. The 
"1evis~ form c,?uld be printed en 3u" by 5" inqex car<;1s and w"ould 
~l,j.m~n~te ,the, :useof odd size 2u by lon paper'", Tpf! reviseq form 
~~1d c9ffec,t a. 25% savings in paper cos.t, (pras=e,nt, term ;r.eqllires 
.2J.Y sqU§.~e inches of pq.per against 15 squarEl lnc,ftes in r'evls~d ;r_rm ! 
1tevise~ ferm ceuld be at~ached te fil.ewj.~h,: ene paper clip ~~us in' 
~7~ffec,~~usi:ng 50% s.~vings of paper pl,lps a4d ,rEfsu;Lting ,sav-in!ts 
in cl~qal time. ~.. ' -
Nene indicated. 

{,rne MSft by the Unlte,4 State~ 9{ my sugllesUon shall notfom\ the bas1.s o{ a further cl!%llli of aoy iiatuf~b¥ Il!e. lI;\($~Irs. or 
asslqnS' upon ~he Ol:llt,ed, $tates • ..I. ur)d~stand that I wiu 'be considered f§r 09Y JustHled qwar 
wHhJp. two~~rs utter s,ul1mlsslon.) • 

. ~ D~r. DMrs. DMlss 
Slqnahlr 

!\?collUl)end~IOns ~d cor.nmoot,so{ 1:>lv181011 Head 

~, _.... "C!. 
. ~ 

,-------

, , 
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: Namei .. i' Ro~,' ~ , 
" r' 

. Subtect Notation 
J 

Serial 

I 
jUTD 

I 

TRmlER - CA1LJ1421: 
11 I 

Serials In File 
l . , 

Up to date with 

Looked UTD by . 
Serial not In File 

o Abstract not in FHe (Red Serial) ~ 

OThere wUI be no abstract (Green Serial) I 
----- -" - .~ ~ "~~ . - , -

--- ...... 

1M B..c.o~_ .. _ 

SUbj~ N~t<i'tlol'll 

Serial, ~'!:!?......J 
I 

Serials In File 
, 

Up to date with 

Looked UTD by 
<J 

Serial not In File 

o Abstract not In FUe (Red Serial) 

DThere w1l1 be no abstract (Green Serial) 

, 

-. 

G: 0--)- 3/7 -Jt1 
~RANNFE-RI 

" 

i 

'CAll 421J 
-
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I I 
Federal B~reau 'o~ Investigation 
Washington, D. C. 

.Dear ..... 1 __ ----' 

June 23', 1961. 

PERSONAL 

I.have received "Your suggestion ~oncernlng 
a me~od' 9f ~gglng charge ... out car~ 'fo~ c~rtaln perponnel 
fUe~." After'car~ul consld~rat1oIl' 1.t :~s,'been decid~d that 
your .. proposal should not 'be adopted. It 'is felt the preserit 
syst~m of.a flag on·each:fUe is superlqr. tQ flagging th:~ 
cha:y;ge-out card. 

, . . I want' you t9 k;noV{ ~ appreCiate, the lpterest 
Whl~ proU1pt~d·yoU tp submit th~s Idea:to'me. 

Sipcerelr yours, 
U,., Edgar Hoover 

r--'~~,.......".-_i -" Mr. Tavel ; - " , -
MAIL~ 25. ~. ~ P~e;rsQrmel fUe 6~r I 

JUN'2 3196 ML:h~SUggestiOri 4t67?;",61dab~q.671576~) .. 
COMM.Fsr (5).' " 

b7C 

...... 
m 
'('j 

ci 
""1 I . ::::c 

m 
CD> 

Q 

H~ 
'!O 
(:) 
t:) 

l:: 

"'~,nM ~" ~t'~t!'hW \lH" . , 
NOTE': S~ggests that a whit~ strip 'of t~pe be placed across the top 

, ) ofJhe pharge~out card used in conIJ.ection 'with confidential personnel 
" . hn~k~ ~fit~s of employ.~~~·:WQF~!n~ W. ~ersonne.1 Files. §ectlon). 

, -~~~~~~(' '~{,:a\o '~uig~mer stated:t~is w9tild De -a :n~g'when, pulling1t-b,'drf.etwning 
-Mohr '. _ files t_~t .co.nfidentia . .1 persol1n~l.fi1es are m,aintai.nE:1d. iJ h·tlie c ~tr. ~ ... ~,e" 

~' ~~~r~an~ ~ •. - and not' wlth other flIes. 'The :FlIes and -CommunlcatIons Divlslon ' 
~~~:Ch. _,recommended against adoption ot:" suggestiqn- sinc~ t1!e .&.I/i.rS flagged 

':~~~~~e ~y. a tag on the cover giving ,inf?rmat~o.n that the fi1%tSh'bul.<fkf1tE/ 
SulllvC!n . fI d >f~#., . ./l . ,I ',. 

Tavel " 'I?' '~""~ -LtJ ',4.. ";t' ( 
" Trotter . . - " u . ' V'" i ". ..... , 
:rele.Soe!~' ~ f":f" If f './ ~ 
\~~~a; U~Ll1J U LMAh... Rod~!'J.l1. TEL.ETYP~ UNIT D , 

. , 

a:-:::;c: 
. ........., 
r....., 

\,,) 

.f: 
~ 

~ .. 
~ -

,I 

'I 
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.. 

\ 

Q ' " 

, I 

~ 
" 

·~eturne·4 fa· Room 6~46~ Th~y stated w;h~n pullirig'~ cop.fideJ?ti~l 
.(ile, it is,:n~cessary,ta ·go. tq the' correct,file dr~w~r !Jlthe ,re~u~a.r' 
p'er~Qnnel .fil:~s .. ift· any·, event ta, c;l~termine :tha~ ~tJ:u:~ fUe is' ,kept Ut 

. 'R9C?Pl·.6p46. There wa!11d' be· ~o agvanhige in flagging the . 
pa~~tcu!ar cha;rge .. .out f!ar<;i. The TraInIng ~l1dlnspectiQll PivislpIi 
agr~~s. with t1;le, '~om~ents of the Files .. al1q CammlHlicatians 
,Divis,i:on ruid"',recQipmends ',suggestipn not be'a<;iopfed~ 

. , 

'" .. 

." 

, . .,' 
;'f . , -

" 

\'" . +, 

~.,-,----,-,-. ~ .~ ,,-'-' '--' .. 

i . ' 



r-Date -" _ 

6/l5/6:t 
To: • Division ~H ASBlqnment 

Director", F'BI 
I ,rom: (Suqqester'B name), " 

I Files & Communications 
- - b6 

SUGGESTION 

- ~v"-To, put a wpite s~rip ,of tape across, ~he top ,of th ~ onfidential 
,-charge out t ... the ~harge outs which deSignate files kept in tfje o~y:rce
at 6 46. It would be an immediate flag when pulling 'and returning_ 
ffles of the location· of thqse on emp19yees o~the Perspnnel Records 
Unit and, their pelat~ves. ~ 

Current'pracUce or rule (Include manu"al cUaUon' as, well ,as facts)' 

, ,A cq~fidential ,cnarge 'ou~ similar to a r~guxar charge out 
is, placed in the ~~binet. ~ 

; • Advantaqes,of suQqestloii'."and',annual'savlnqs (include basis for 8stlmate) '" _. 

, ' . T.9 SaVe 1?i'~~ ,7~h~P' ~X)e 'is pulJ.i~g .a~d~ r!?turriing ,t'iles. 
~ - - i:!:t- -.;. -~ .. 

.\ir /' , 
--
~ 

-?'- ..<;' - ""'''lIy 

,:" .. - ,.,. , ....... >;01''-'11<--,'' ~ 

.! .,. 
-~ 

" --
--.,. 

," , 
" 

, 
" _ .- 4,,;; '\ 

,,~ 

-

\ .. 
,None.,. exc~pt ti.me to put --tape on ~he charge out. Tape is' 

,-available' in ,the, unit. This time involved \-lould be overbalance'd 
iri s~ying pf time i~ work proc~dures~ 

• "(The use by the·UnUed' State's' of my s'uqqesUo"n shall 'n ot· form the basis of a furt'h'er' cfalm 'of any nature by'me, my 'heirs,' or 
asslqns upon, the: United. States) " . -, " ' J . . . . 
, . -- - -\~i IMr• :CJMrs. DMlss , . I 

... ". . ," OiijUUCUi6 WiU i InG Oi oayyoscoi 

Recomm~ndatlons arid comments of Dlvlsl~n,. Head '1 IJJJ ~ 

.. Un/aiforable.:See' oOmment8 on attaohed Pii9~ ~ ~ (//" 

b7C 

.. ' , 

"I 



.~EJn,ployee '8uggestf,on 
FD:..252 ' 
·Submitted by 1-

1 
______ ..... 

. 
aOWENT8 : 

b6 
b7C • 

, , , , 

, ... ' t " c - , , 

Recom:tll:ended, tl7.at this 'siJ,ggestiqn'_ not be ddop:ffed,' b~cause' 
the7'e is no adriantage ove7' the p7'e.sent system o.t ;.tlaggi~ng",:,c.9!ltidential 
.tiles. These jiles,now bea7' a tag on eachjf,~e signi.tying that they 
a7'eto' be 7'etu7'ned, to Room- 66,46 .t07' .tf,l'~rz,g 'and they .wolfl.r:!-~:f;he7'e.to7'e 
not be i'etu7'ned to the 7'egula7' pe7'sQn.neJ, 'j'1,-les room. _~ ___ ~ 

-When 'pul11,ng~ a con.tident .. tal~ /1,le' 1,t' is ne'C!!8Sa7'Y to ~go 
to the c07'7'e'ct jile' d7'awe7' ,in the,_ r.egula7' pe7's onn.e.l /1,les . ~oom 
1,n any' event to dete7'm:£ne that the .tile: is 'kept in Room -6646. ' There 
would be no ~civ*ntage in j~aggJ,ng_ *_he p'a7'i; iculq,7' charge -out ca7'd. -(I' . , . <' 

, bJ~' .' /"'. 

-,' 

. . ,. 
"'e 

, 
-" 



TO Mr., DeLoach DATE: 10/1'6/61 

--
Cii.. .Tolson _____ ........-... 

Beln'!ont,~_. 
'!J: Mohr ... -
~ Callahaa::::...-
,.., Conrad __ 

..... Ded-cxfch _-. 
Evaj![...;;.-;;.,..· __ 

CO Mal2!le.!_.'~.--
Rosen ....,..,... . ...__

("'t") Sullivan :0:.;.. .. : ------; 

FROM M.~. ~/ 
Tavel ~::-;n-J -

C5 Trotter ---':s: Tele. Room_. 
[nQram . 
Gandy __ _ 

SUBJE)iCT' ~ UGGESTION R~GARDING 
~ CATING "Y.:IEWING FILES ... CHARGED 
"'UT IN THE IDE -TIFICATIONBuiDniN'G::--'-

~ ~ ; ." * ;j Ol::';~:; =, "I I:i: Z c:a A.... lib Cii$w.hawnm:aa:a: tIII2I:IS 

...------========:;--
Attached is a memorandum from I lot. 

the Correspondence and Tours Section to Donald C. Morrell dated 10/6y.61 
b7C 

regarding the above-captioned suggestion. - ... 

On 10/12/~1 this suggestion was considered by the Str<tamlining 
Committee of the Crime' Records Division and it was agreed it had considerable 
merit and should be adopted. 

REdiMMENDATION: 

:: 0.,) It is recomm.~nd~d that I I suggestion be brought 
"1 ~% th~ttention of the Suggestion Desk of the Training and Inspection Division 
~o~ apUfopriate handling. .JV\ 

~ ~M ;,::. '", .. 

Enclosure 

1 - Mr~-Malone 
1 - Mr:' Mo"rrell 
1 - Mr. Jones 

:r6 OCT 23. 1961 

f I 
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" ""' ..... ~ "0.'" .. '1-: O. , ,.,,,, ., "~ . 
~NIT.Eb STATES 'GOVER' NT 

~ Memorandzt:)z 

FROM : .... 1 __________ 1 ~ 

SUBJECT: 'SUGGESTION 

b7C 

Q 
o 

DATE: .1<h-6-61 

LOCATING 'AND REVIEWING FILES·CHARGED 
OUT IN THE IDEmIFICATION BlJILDIN~ 

{f= Gtlo-b DL 

Tolson_.......-_ 
Belmont __ 
,Mohr __ ~ 
Callahan __ 
Conrad_~_ 
DeLooch __ 
Evans __ _ 
Malone __ _ 
Rosen __ _ 
Sulllvan ....-,-_ 
Tavel...---_,..... 
Trotter __ _ 
Tele. Room __ 
Inqram __ _ 
Gandy __ _ 

Many' of tqe .file, revi~ws" in ~onnect~o~ with.cor;r,:espondence 
are:handlec:i by~ file ,review ana,l¥sts ,located int~~ Identific~tion Division. 
Correspondence.research,clerks.of:t:qis.Section 'ca:ll the ,Reyiew' Unit 
and, furnish.. ~l!e necessary ·information from the incoming .piece of m~jl 
alqng"with the: file ,numpers ,obta1ned.from:th,e Ser'Vic~>Unit relatihg to 
"each,ltern.. !Th_e,arialys~s rev,few. the files 'and ca)l tqe ,correspond€m'ce 
,research"qlerks, furnishing t:Q,~ ,pertin,ent.information. If, some.qf th.e 
.fi~es concerI1:~4S:ar.echargei:l oU:t, t:qe, an~lysts also advise 'which files 
and,to whom th~y, are 'charged. 

Current: procedureJs for the correspondence ,research 
clerks-to'place :the file,S on\ specia~.locate. If:a .pertinent. file is 
'charged ~~ut~t9 'an,' eIll.p,loyee .in the Jdent~ficationBu.ilding, this .reqU:ires 
:it beJoca:ted" transported .to·Ju,stice Bu,ilding" an,d,t:Q,en ,sent') ,down to the 
.apprpPl;"iate .~lerk by, 'specia:l, messenger.' T~Js involves transP9rtation 
timefrof 30'min1:'tes:to:one:hour, and,~lways.requJred:th.e use Qf a ,specia:l 

. messenger. 

It-is suggested that. in instances'when the .. file on locate is 
,charged oll;t:to:someone,in th,e.Identification B'Q.~lding, that-wejnstru,ct 
the locate::ql.~rk.to ,d~liver :it to the reyiew ana:lysts .for :re'View 'rat1!er 
.than:forwa~ding :it:to t~e, Justice,Bujlding. Wh,en t:p.e an~lyst cal1~ the 
correspondence.,research ,~lerk, to furnish.t:qe :information 'and the .numbers 
of the:files .cp,arged oll;t" and to'whom, .at that time the .. correspondence 
,rese~ch C!.1erk .could advise·t~e ,analyst"whichiiles, of t:qose charged' ou,t,in the 
Jdentificafio:q. Building, ar,e ,to be play~d on ,~ocate. TAe ana:lyst could >then 
.p-qt tile works9-.eet: to. on~ .side until t1!~ file~arrived and .t1!en c~IL the cor-, 
respondence research .cJerk wit:q.th~ :information,. There will be times, 
ot course, wqen it w~l1 be.necessary for tQe dictating"superyisor to .review 
the files· personall~l< It is "felt, how eyer , ,. this will, be~an exc~pUPJJ...._, 
than a general ru,le. ~ REC- 51 / 'EaCLU Z: J h I 

'MLN:~~PJ 
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REC- 51 

Fcde~al Bureau of Ip.vesij.gatlon 
Washington, D. C. 

Your suggestion has ,boen 'forwarded to n}o 
:regardiJ)g ,a method· for 'handl!hg f11,9 reVIeWB 'per"iitlnlng to ,\ ,.: ': ,\', 
co~res.t:)'onqence matte'l"~ when, ~ fU~ Is ~charged put .to an. ~': ,r >,; ~ 
employee in the IdEmtif~~ati(in·BU11d1ng. Qareful.consiaeratiqn f I 

is, being given to YOQ,r proposal and you. wllth,e advis~d-.J.f lL.' ", . " . d . . f ." - Q.a' 
1S a opted-. " '. ;,'" ~ .. ,' ,.' ~.; 
~ , . "- -- -, ... ! The inte~esf yqu c4splay~d:in ~ubm!tti~g ~ . :Od 
-loea to ';me is appreciated.' . ' . '~ ~'~ OJ 

.A.._ :~~ '~~: ~ ,,~ 
...,.,. tv ( , ." ~ ., ..... ,; '"': 

;G: .Sfncerel~2yo1:lrs" . .c,..;;.. '. > 

... ,J.' <::. '~ '04-
~ J. e:dgar·~oov~r ::.c::;:, ,,' ",:..; 
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OPTIONAL fORM NO. 10 
~ .. - - • t Tolson __ _ 

Belmont __ 
Mohr __ _ 
Callahan __ UNITED STATES; 

MemOr~rr;-ul;t(ft 
TO MR. TAVEL ~ DATE: 10-26-61 8&1

g~~::Ch 
vans;. --- ~ 

'~Io;I.o.i2l';;:::= 
I oSJn 

J SUlJivan --
Tavel __ _ 

FROM L. E. SHO~ 
Trotter __ _ 
Tele. Room __ 
Ingram __ _ 
Gandy __ _ 

SUBJECT: 

SUGGESTION # 210-62 

,.' 

The Training and Inspection Division has requested the 
views of our DiViSi;n :n connectirn with the attached suggestion 
submitted by[ ~ _ _of the Crime Records Division. b 

I Ipo1nts ou t at many of the files reviewed in connection b7C 
W1th correspondence are handled by File Review analysts in the 
Identification Building, and suggests that in instances when a 
file needed is charged out to someone in the Identification 
Building and is placed on locate, that the locate clerks be 
instructed to deliver the file when found to the File Review 
analysts for reviewing rather than forwarding it to the Crime 
Records Division. She points out that this procedure would save 
some time in handling the correspondence and W9uld eliminate the use 
of a special messenger. ~" 

• 
The standard locate procedure in the Filing Unit iSlas .' 

follows: When a file is charge)i out, the person requesting ~e file 
is notified and determines if it should be placed on locate~ IfJthe 
file is placed on locate, when it is found it is delivered tc:r th€·. 
person who requested it. The Filing Unit handles several ~dredl,. 
locates daily and the proposed procedure would be an exceP"IJ-on to:the 
standard operating procedure and would complicate the resp.af!sibiHities 
of the locate clerks. 

A survey conducted on 10-23 and 10-24-61 to determine how 
many times this situation occurred in handling Crime Records requests 
reflected that it occurred five times on 10-23 and six times on 10-~. 
This small volume does not justify a change in the standard procedur~. 
Furthermore, if the suggestion were adopted, in some cases it would,ije 
necessary after the File Review analyst reviewed the file and furnisned 
the information to Crime Records, to send the file anyway, thus ~, 
necessitating an additional transfer of the file and additional hand~\ng 
of the file thus creating a further delay for the Crime Records Divi~on. 

'>- /fJA t REC.'1{;~..J.L.1~7S?/~~ 

x,' · M:bne,1I.Tf"'IT o.o.~-J'J.J'¥N ,," ~;! :v 
I 3) ~~ j Jo'" \.~h UI NOV 6 ~ 1961 \ { (\~~ 

~G mV's~elggt:.:~/Llr~,._ 6' ~~ .. ~~:~ ~ V\\"l 
SEE ADDENDU:Mt"OF TRAINING AND INSPECTION DIVISION ON PAGE 2 
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II 
Memorandum L. E. Short to Mr. Tavel 
RE: SUGGESTION REGARDING LOCATING 

AND REVIEWING FILES CHARGED OUT 
IN THE IDENTIFICATION BUILDING 

RECOMMENDATION: 

" 
10-26-61 

Unfavorable. This memorandum should be referred to the 
Training and Inspection Division. 

. 
ADDENDUM OF THE' TRAINING AND INSPECTION DIVISION,~L~h:.(1l/2/61 

The Training and Inspection Division agrees with the for~going 
views of the Files and Communications Division. It should be noted also that 
most "locates" are found on the night shift after files have been returned to 
the cabinets and the File Review analysts are not ~m duty at this time; therefore, 
additional responsibility would be placed on the GS-3 locate clerks with regard 
to whether the file should remain in the Identification Building for review by an 
analyst or forwarded to Crime Records. It is felt many complications would 
arise in this regard. Additionally, if an exception is made to the standard pro
cedure for Crime Records, then other divisions in the .Justice Building and 
Riddell Building could be expected to want to use this procedure. For these 
reasons, it is felt suggestion should ;not be adopted. 

RECOMMENDATION: 

That the suggestion not be adopted. On approval, no further action 
is necessary with regard to the suggester as ~he was thanked by prior letter. 

-2-

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

til! rJ ~ j/J, ~ 
d r r(h 
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r .' • • 
Nov~mber 27, 1901 

PERdONAL 

~-:---~_---::-=-----II tY,~\\~~ 
Federal Bureau of Investigation ;' ,'.,.;" -: I t'; - / 62~ 
V,'ashi~ton, D. c. 

DearL..I ____ .....I 

Reference is made to your suggestion concerning 
the hundling of files and communications. After careful consideration 
it has been decided to adopt a modification of your proposal and steps 
are being taken to implement it. 

I want to thank you for the thoughtfulness you displayed 
in bring~ this matter to my ,attention. 

=-
~ ~ Sincerely yours, 
o tor- Q) U. idgat Hoover 
'~ , ~ 
~ ~ ~~ 

1 - "'8'2 Ro~n ~, 4If 
1 - ~erson.l file of I -'7 t ~ 
JER: mgj ,!s CD ;:; 
(5) ,;,:rl (Suggestion 41=264-62) #-.t ~ ....... 

; "" " .... . .. /' C) ~ 

NOTE: Based on memo J. F. Malone to Mr. Mohr, datP<ll~2/61. 
re: Files, Suggestion #264-62, Submitted by SPL _ I 

~. I I Gener.al Investigative Division, JER:mgj. . ~ ...... 
I~ j' % ' ,~ ~ I., " :, ,- \ ': ; , , , '-- f \ f,r 

Tolson___ .1 4 . , . '.,' 

~:~;a::tn __ I-"--'-·;'~~--~'F.~j1: . :i'~" 1 :- < ! ", '~r".! ~ '1 '\ 

;~~~:Ch __ , ";,1' [ " ," i "~' ~l'l /;,' (t'~i 1',_ '.' I . 

Evans t IJO~ ,. ~·~~:"l I!I ~ i , J 

~~~;:n 'l' -"'\ ".:~-". \ - l,I-1 1,--- I,\.·,,')·):~ ~'" 
Tavel :£1 ~: , 
Trotter , ,," ,:' 
Tele. Room __ '. 

b6 
b7C 

~~~51 D:EC 5 MAI1~1D TELETYPE UNIT 0 
____ . __ ~~~~ ______ ~~~ _____________________________________ 4~ 
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I I 
Federal Bureau of Investigation 
Washington, D. C. 

• 
November 15, 1961 

PERSONAL 

::u 
m 
("') 

ci 
'1:;h 

m 
CO~ 

H~ 

-~ 
.~ 
Q 
~ DearL-I ____ _____ 

.:0 :I 
I have received your suggestion concernil1g g c:n 

the handling of fUes and communications. Your proposal 3: -

is being carefUlly considered and you .. ..vill be advised if it 
is adopted. 

I appreciate the interest which prompt~d yoft 
to submit your idea to me for consideration. • 

~ 
ca Sincerely yours, 

·3. Edgar Hoover 

1- Mr. Rosen 
I - Personnel file I .. {,':, J f 
)" . /"'. ... 

\\:ML:jmh s '(Suggestion 1264-62 dated 11/7/61) :: ~~. -*W" 
00 f • 

-

b7C 

~ ~ .. 
NOTE: Referred to all divisions at the Seat of Govern~t fO~~~W~ and 

recom .-'I.' -: ... 'c,.. . Tolson __ _ 
Belmont __ 

, Mohr __ _ 
Callahan __ 
Conrad __ _ 

, DeLoach __ 
Evans __ _ 
Malone __ _ 
Rosen __ _ 
Sulllvan __ 

. Tavel __ _ 
TroUer __ _ 
Tele. Room __ 

:. - '1 ' MA1LEO ZU ;f:; '.J i j"t;: 'i i .. ~: 
l"OV 15190\ ~ '. 1-.. .ltJ ~'-' 

I . " I 

COMM·fBl ./ ;.' ::.\ . / 

1;;'; :',. :' ]')'; 

, , 

Ingram __ _ 
Gandy __ _ MAIL ROOM 0 TELETYPE UNIT 0 

--- - - - - -------~-~~-~----~------ -----"---



~ ~~p'lo"ye;, ?U9gestion 
~·FD~252dFi.ev. 9-11-59) 

~. .r 

To: 

"Director, FBI 

SUGGESTION 

, 
November 7, 1961 

Division of Assignment bE 

General Investigative b 7 C 

That the following rule be placed into effect concerning the 
handling of file~ and communications. Personnel at the Seat of 

overnment when cal~'ng files relative to incoming communications should 
a,t.ta ch the pe;t'ti~.ni;! fj.J.e~ jtp the cOJ!!!llU»Jsa tiQJts~~l1d __ f_9.rwar~ them to 
t~e proper supervisor o~ s~~~~~Q Lo~~ appropriate A~~~iE9~ Pertinent 
f21es should not be separated from incoming communications until all 
action required is completed. This would appear to be a common sense 
rule, however, the frequency with which it is violated-demonstrates the 
need for a formal promulgation. 

Current practice or rule (Include manual citation as well as facts) Frequently files~ are called concern
ing incoming communications, many times to determ2ne the proper section 
~r person responsible for taking the necessary action and when this is 
\ietermined the communication is forwarded to the responsible supervisor 
Ad;"antages of suggestion and annual savings (include basis for estimate) for the appropriate action. Fil s 

are then placed en route to the 
file room rather than forwarded 
to the appropriate s'upervisor 
with the incoming communication J\ 

This would greatly facilitate the action to be taken on incoming ~ 
communications. Occasionally delays are caused by the unavailability of ~ 
necessary files due to the fact they are en route to the file ~om from ~ 
the person who originally obtained them. This would also eli~ate ~ 1 

great de~ of the burden placed upon the locate clerks who ar~hen ~ven ~ 
th~ assi~ent of locating these files. :! .... t ~ 
~ ~ ~ 

(The use by the United States of my suggestion shall not form the ba 
aSSigns upon the United States. I understand that I will be conSider 
within two years after submission.) 

~ -I 
o w o 
tt:" 

L-________________________ ~I=X:I~M~r~.~[]==~M:r:s.~E:J==:M:iS::~J:::::~~~~~~~~~~~~::::~\ ~ 
Recommendations and comments of Division Head Z 

~ 

that it receive favorable 

~fia:s~·&t' 'l"'""" 

.I 
L....-_~~~~~~_ _____ _ __ 



OPTIONAL fORM NO. 10 • 

UNITED STATES GOVERNMENT 

Memorandum 
TO 

FROM L. E. 
f. 

SUBJECT: SUGGESTION 264-62 

DATE: 

o 
hILeS -

• Tolson __ 
Belmont __ 
Mohr __ _ 
Callahan __ 
Conrad __ 
DeLoach __ 
Evans __ _ 
Malone __ 
Rosen __ _ 
Sulllvan __ 
Tavel __ _ 
Trotter __ 
Tele.Room_ 
Ingram __ _ 
Gandy __ _ 

Oomments 01 the Files and Oommunications Division have 
been requested ooncerning the suggestion 011 I b7C 

General Investigative Division, in whioh he proposes that personnel 
at the Seat 01 Government, when calling liles relative to incoming 
communications, attaoh the liles to the communications when lorwarding 
the material to the proper supervisor or section lor appropriate 
handling. 

This Division has no objection to the adoption 011 
proposal providing supervisory personnel oomply with existin~g------~ 
regulations relative to the transler 01 liles when sending liles 
to another supervisor. 

REOOMMENDATION: 

For re:terral 

LES:bpr) 
(3) -IV'"' 

(}I 
to the Training and Inspeotion Division. 

REC~ 4 
17 NOV 291961 

EX-lOS - -
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OPTIONAL fORM NO. 10 

UNITED STATES GOVER.NT • Memorandum r. 
MR. TROTT~~~~ 

i • r 
TO DATE: 11-16-61 

FROM 

SUBJECT: SUGGESTION #264_61 I . 
o 

It appears obvious that when files are necessary 
to handle an incoming communication which is referred to 
another Division such files should be transmitted with 
communication. 

Tolson __ _ 
Belmont __ 
Mohr __ _ 
Callahan __ 
Conrad __ _ 
DeLoach __ 
Evans __ _ 
Malone __ _ 
Rosen_b6 _ 
Sullivan -b 7 c-
Tavel ' 
Trotter __ _ 
Tele. Room __ 

Identification Division agrees with the soundness 
of this suggestion. 

RECOMMENDATION: 

Refer to Training and Inspection Division to note 
our comments. 

RCA:bm 
(3) 

qf( 
58 OEe 5 1961 

--

.' 
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FROM 

SUBJECT: 

DATE: 11/17/61 

Division Streamlining Oommittee 

SUGGESTION NUMBER 264-62 

()h'L~ 

I - Sullivan 
I - Traiining and 

Division 
I - Donahoe 
I -L..I ___ .....JI 

Tolson 
Belmont 
Mohr 
Callahan 
Conrad 

./ DeLoach 
Evans 
Malone 
Rosen 
Sullivan 
Tavel 
Trotter 
Tele. Room __ 
Ingram __ _ 
Gandy __ _ 

Inspection 

b6 
b7C 

Domestic Intelligence Division (D1D) lomments h;~e b:en 
requested regarding the suggestion submitted by IOf 
the General Investigative Division that when fi es are ca eao 
determine which supervisor or section handles a piece of incoming 
mail, the file should remain with the mail when it is forwarded to 
the supervisor for handling. 

Suggestion: 

I lassigned to the General Investigative 
Bivision has suggested that the following rule be placed into effect 
concerning the handling of files and cqmmunications: 

Personnel at the Seat of Gov~~ment, when CallingJ~:files 
rel.a.t ive.-::t"o_inc-om-i1J.g_ro.mm.U!J._tc_a_t.toJ).s,,~ shf;1'r1i"d> attach the pert i "ent fi I es 
to the communications and forward them to the'proper superv·sor or 
secti'on for appropriate handling. Pertinent files should not be ' 
separated from inoominy c~mmunicatio~s until all .S!2"pion refJ,!:!:.i~C!:. is 
.!?2-llI:J].7,e~t..ed. _ _por,nts out thr,s would faczlztate actzon ttr-be 
taken on incoming mail and eliminate delays in endeavoring to locate 
fi 1 es. 

Current Practice: 

The above suggestion, as far as it relates to sending files 
with incoming mail to the supervisor for handling, is already a 
current practice in the Domestic Intelligence Division. However, ~~ere 
may be instances when this procedure is not used and the file is ~( 
returned to the Records Section. It is noted the suggestion also : 
states the file should remain with the mail until all action is ' 
completed. If the suggestion actually ~eans having the file remain 
¢ith the incoming mail through signaturemaiZ channels, this is not 
the current practice in the Domestic Intelligence Division. 

(Jommittee l!'irulinqs: l"I..l~!.lEe.. 4 lob .;) '3/5 -I'~ Ie, 
If a formal rule is~ecessary, as far as it relates to 

sending files with incoming mail to St'?f'Bervisors for handling, to- insure 
the suggested procedure is carri,ed out~· [§Inl;~b(fj19-CEyr,:p~ that such a rule 
should be adopted. However, it is noted this h~j!~v~been~problem 
Enclosure ~ ',"""' ,.,. EHM.. 'n .-to /1'\ ~ I , {10" "9 1961 . I 
(5)·.] P ~';"T ... ,- ..,., .... If.. ~ ~ l'{7 • .I ..... ' ,,~V 

~,~ ;. Dt:~~a III It I .:J If. __ --- /, ~ •. II·' \ 
\{ j;" '1<''f.J d 'itt ~l~ fl Ii 



• 
Memorandum to Mr. SuI I ivan 
Re: SUGGESTION NUMBER 264-62 

• 

in the Domestic Intelligence Division. In the event the suggestion 
is intended to include having the file remain with the incoming 
mail through signature mail channels, DID feels such procedure is 
entirely unnecessary. At the present time the background of 
signature mail is fully explained through notes on Bureau file copies 
of outgoing correspondence and/or through memoranda and the file 
would be an unnecessary and cumbersome-attachment. 

AOTION": 

It is recommended that this memorandum, recording DID as b6 
favoring the suggestion ofl las far as it relates to b 7 C 
sending files with incoming mazl to supervzsors for handling, be 
forwarded to the Suggestion Desk of the Training and Insepction 
Divison. As noted above, DID is opposed to having the file remain 
with incoming mail as it p~eeds through signature mail channels. 

iw-¢' ~. 

~~ 9f", N~lJtftfS prr 
?~ 
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• 
ADDENDUM GENERAL INVESTIGATIVE DIVISION: 11/15/61 RJG:ige 

It has been suggested that personnel at the Seat of Government 
who call files relative to incoming communications should attach the 
pertinent files to the communication when it is necessary to forward 
the communication to a supervisor or a section for appropriate 
handling of the communication. 

While this is generally done, nevertheless there have been 
several occasions when a communication has been received for 
handling and the files have not been forwarded with the communication. 
This necessitates placing these files on special locate, which not only 
ties up unnecessarily a locate clerk but results in a delay in the handling 
of the communication until the pertinent files are located and reviewed. 

It would be desirable that in each and every .case where a 
piece of correspondence is forwarded for handling that the pertinent 
files be attached. 

..-
~ 

'" -i:» 
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J:t 

co 
Q..) 

",,4 

.-i'.; 

...-.:---

- 1 a -

I ,. 
\ 

--- - ---------~~---~ 



r 
... ··-,· 

.., '" 
! 

.' 

LABORATORY ADDENDUM (BJW:mn 11-15-61) 

The Laboratory has been following this practice for many years 
and it certainly would appear to be most desirable. Inasmuch as the 
Laborat ory Division handles practically .all communications. routed 
to it because of the. specializ,ed nature of the work, it is extremely 
unusual for the Laboratory to route mail to. another division for' 
handling after a file has been .called. The files, of course, are 
kept with the incoming communication when being handled in the 
Laboratory Division., 

'rhe. Laboratory has. no obj ection to making a formal 
promulgation of this practice; however, in .our particular case_ 
it does' not appear to be necessary. ~ 

:: 
"t2I 

.'0 
-;or. 

- 2-
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OPTIONAL fORM NO. 10 

UNITED STATES GOVE 'ENT 

Memorandum 

., . Tolson __ _ 
Belmont __ 
Mohr __ _ 
Callahan __ 
Conrad __ _ 
DeLoach __ 
Evans __ _ 
Malone __ _ 
Rosen __ _ 

TO :Mr. Mohr DATE: 11/22/61 Sullivan __ 
Tavel __ _ 
Trotter __ _ 

FROM ;;. F. Malr Tele. Room __ 
Ingram __ _ 
Gandy __ _ 

SUBJECT: .FILES-
SUGG ESTION #264-62 SUBMITTED BY 
SA L-I ______ -----IIGENERAL INVESTIGATIVE DIVISION 

. 
OJ . 

SA I lhas suggested that a rule be established to the ""-
effect that personnel at the Seat of Government, when calling files relative 

1 to incoming communications should attach pertinent files to the communi
cation and forward them to the proper supervisor or section for handling. 
Pertinent files should not be separated from the incoming communications 
until all action required is completed. 

He notes that frequently files are called to determine the 
proper section or supervisor to whom incoming communications are to be 

\ 

forwarded for necessary action but, once the determiD4tion is made, the 
files and the communications part company and the files are routed back to 
the file room. This causes delays and necessitates special locates. 

The views of all Divisions at the Seat of Government were 
solicited as to the merits of the suggestion and to find out if any particular 

that, for the most part, no trouble was experienced, at times the problem 

b6 
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I 
Division was experiencing a problem in this regard. The consensus was 

did exist occasioning delays in handling and placing of "locate" for the file. 
Also occasions have· arisen when the supervisor who handled the communication 
in the first instance routed it to another for additional action and the procedure shoul 
apply in these instances too, provided the existing rules for tran'sferring 

t 
files were abserved. It was felt that seldom, if ever, would it be necessary 
for the:. files to. accompany mail thraugh signature channels, except in Administrative 
Divisian. 

The Training and Inspection Division agrees that the proced~e~, .. 
is worth enunciating inasmuch as same difficulties have been experienced, but 

I recammends against establishing an inflexible rule at the Seat of Government 
since the Divisions and file rooms are haused separately and files are not always 
readily available. Msa some incoming communicatians can be routed and 
handJ,ed withaut benefit.of the file, by virt~e of avai}.able tickler~ a;;d ~h.e like. 

. Enclosures (2) -~ j;.d-I..f·f~.J.J;r:·!C"'~ lo-~~~....'ik.Y~la '7 
~.~.::r/JER:ngj ~ I . 

(2) ft1ru' 0 atl/ ~ tt<1\)'i!. REe· ~ (';( Wi 291961 .-; 
~ ~ ~ ~~, 

58 DEC 5 'l961 1",,0/ \: 
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Memo for Mr. MOhr
Re: Suggestion 41= 264-62 

It 

If is felt that a memorandum to all Bureau officials and supervisors would 
produce the desired effect without the necessity of a formal rule. 

RECOMMENDATIONS: 

1. That the suggestion as modified be adopted and the 
attached letter of appreciation be directed to SAl I 

~t.tf/ 

vJp-- if~ 

2. On approval, that the attached memorandum to all 
Bureau Officials and· Supervisors be published. J' 

(fJf1/- r 
# ~ no J~. If1l- ":(", 

r;~ 

-2-

bE 
b 7 C 



... 2fnONo>.L FORM NO. 10 . .-

UNITED STATES GOVE.ENT 

Memorandum 
I 

Tolson __ _ 
Belm<'nt __ 
Mohr __ _ 
Callahan __ 
CODrad __ _ 
DeLoach __ 
Evans __ _ 
Malone __ _ 
Rosen __ _ 
Sullivan __ TO Mr. DeLoach Tavel __ _ DATE: 11-17-61 
Trotter __ _ 
Tele. Room __ 

FROM 
Ingram __ _ 
Gandy __ _ 

b6 

SUBJECT: SUGGESTION SUBMITTED BY b7C 

I IOFTHE 
GENERAL INVESTIGATIVE DIVISION 
DATED 11-7-61 0 

BACKGROUND: 
P,I Le s 

You will. recall that a s.uggestion submitted by the. above-captioned 
individual has been .subm;itted to the Crime Records Division by the Suggestion 
Desk of the Training and Inspection Division for our recommendationl3. This 
suggestion deals with the calling and returning of files. incidental to determ.ining 
the proper Bureau supervisor who will have to take action in connection with the 
particular piece -Of correspondence. 

OBSERVATION: 

It is not felt that this. division has any particular problem whereby 
files are called in "Order to. determine to Whom a .specific pie.ce. of mail should be 
routed and the files being returned when the item ~n question is forwarded to the 
supervisor involved. While this may be a problem in other divisions, when an 
incoming communication is received, it is generally readily apparent from the 
nature of the communication .itself as to the i1).Cltvidual who would have the respon
sibility for handling it. Certa.inly, if any files are called in connection with 
making thi~ determination, they are forwarded with the communication to the 
appropriat~ supervisor, or he is informed as to their location in the division. so 
that he ca~.:retrieve them in handling the. item in .question. 

RECOMM151IDATION: 

Tb,is m.em.orandum be forwarded to the Suggestion De.sk in 
accordanc~ With their request. 

~ 

1 - Mr. M~ne rI\,~ 
1.- Suggestion Desk Ao'" I M 

_,{t~~ ~ fl" r'\ I 
JMM:vc/l/·c. il' . 'c> 

(5) f~:~;J/ 
58 DES 5 196«1 
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SUGGESTION NO. 264-62 
BY~ I 
~ INVESTIGATIVE DIVISION 

ADDENDUM ABE:jah 11/17/61 

b6 
b7C 

Inasmuch as there are many instances where files are 
needed by various Bureau officials it would appear inadvisable to 
have a formal requirement that pertinent files be attached to 
incoming communications before being sent to the proper supervisor 
or section. Where pOSSible, files should be attached. This is 
the current practice in the Special Investigative Division. 



!:rup loyec Suggestion 
FD-~52 (Rev. 9-11-59) 

• 12/Z3/61 

I FrOj' (Suggester's name) I DI:iSiO~.,.O£ Assignment 

Dmctor, FBI 1 llLBlA:)UEP..QUE 
'7'0: 

I 
SUGGESTlO!\l I"t'; is su~ges"i:;0d in 0 ;liles in e:::.ch volun.e n I-A brovn 

envelope be pl~cGd cdjccont to the file b~cko All I-A's 
p0rt~inin~ to serials in this 1ile uould be placed in this 
envelope ~nd ~ notation ~~de on the ~hite I-A to uhich serial 
the l-~ po~tainso On ccch serial a notation uould be placed 
us to uhich I-A contains the enclosure o 

-

b6 
b7C 

Disadvantages of suggestion 1/ .::/ ,_ ~ I 
-,,' ;', G -.) .j/ 7 ~ I 

NOT rU::CQRrM~B I 
141 DEC}() 1961 I 

None 

(Th" uae by the United States of my suggestion shall not form the basis of a further cla!:n of cny nature by~ heirs, or 
'.lssigns upon the United States. I understand that I will be considered f . n is ado ted 
withm two years after submission.) 

SIgnature an ug 

Recommendations a."'ld comments of Division Head This appGC':rs ~co be a very good suggestion 
in orGGr 'co conserve filing space z cu';: dm-1l'l on -3j.lvelope expense and 
presen"c z;. be'i::ter appearan.ce in the filepl..-/.J. ,:...::c:r,'S-::n~d ao.opt:iono 

"-, .-:-IV -r 1/-:'---

(Dc. not '''n~e in this space - for ~ureau use only) ... " r i-/ 

/ 

> .-( , 

; '" f ~ J 

'. : .. :: 
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., 
, . 

,\:' .) 
Tolson __ _ 
Belmont __ 
Mohr __ _ 
CalIabn __ 
Con,,1 __ 
DeLoach __ 
Evans ____ ~ 

!.blor.e __ 
Rosen __ _ 
S'Jlh.",:m __ 
Tavel __ ~ 
Trotti"= __ 

Tele. 3\00;;) _, _. 

iblmes __ 
Gandy __ _ 

• 
fife-li 

• 
April 25, 1962 

PERSONAL 

-.-- : 
1 • ;:--..., 

CD ~ 0 

:z:: ... -1 I:') 

Federal Bureau 01 Investiga:i:ioll 
W~ashington, D. c. 

Dear L-I ____ ----I 

I have received your suggestion that when a 
main file is requested the serial marker be placed inside the 
file. Your proposal has been considered and it was determined 
the advantages of the pl"ocedure in use at the present time 
outweigh any saving to be realized by the proposed nlethod~ 

-= Although your idea was not adopted, I want W 
thank you for the interest you di.spiayed in submitting it to'~e. ~'." 

Sincerely yours, 

Us- Edgar: Hoove.: 

---' 

::v 
0 
0 
::: 

:,::,.. ..., 
::0 ......., 

J"I 

J:J 
0 
N b6 

" =: .. 
c:n 
, "'-J 

N~~i e 3a ~sts that serial markers be i?,laced insi~lltpH file on 
main file requests. \_~t tp.~ 'pr~~~l}t time wh~n altma{h jffliU e. 

is reques~~, rthe seria,l marker is' Placed 0, it the outside of t,he file. Wf{~d ~ 
a se,:rW.U " eS~,i~l(eCleiVed, the mar;~:f.:_~~,~?!a~,~d inside th1e file ~t~the 
locafro'tl 0 the serIal. I, .' . ;~ ~ <., li'\ t t, . .;, I .. t •• } - . 

. ,- ... ' ... ,~~ - SEE pAGE 2 "p' 

~ / 

I l 
~:, \ ',ii / 

'MAIL ROOM D TELETYPE u:m 0 



• 
The Files and Communications Division advised the procedure 

facilitates the sorting of these files prior to delivery enabling employees to 
more rapidly separate the files which have to be "looked" up to date from 
those files which do not. The serial marker contains blocks which are used 
to expedite the "looking" of main files up to date and the present procedure 
of placing the serial marker on the outside of the main file also facilitates 
this operation. Additionally~ this procedure is of benefit td the officials 
receiving files because it enables them to differentiate at a glance between 
a main file and a serial reference. For these reasons, this suggestion is 
not being adopted. 

- 2 ..., 

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



"" Eril~IAfee Suggestion 
FD-2.52 ~ev. 9-11-59) 
~ • , 

Date 

4-20-62 b6 

To: .---------------------~--------------------------------------4_--------------------------b7C---
From: (Suggester's name) Division of Assignment 

Director, FBI I I Files and Communications 
SUGGESTION I 

1/ 
Tha~~rial markers be placed insid~_the file ou_main 

file requests. - - . ~~ . - -- - .- . 

Current practice or rule (Include manual citation as well as facts) On a main file request, the clerk 
must check the subject of the file with the subject of the request. If 
s,;ubj~ts ~!-'~ !!:J:~ same, t!te serial marker is at;tached to the cover of 
T.he TIle w;'T.n l;WO c.1.ins 

Advantages of suggestion and annual savings (include basis for estimate) 

Use of suggestion would save approximately 6,000 paper 
clips per month, and approximately nine seconds per main file request. 

DIsadvantages of suggestion -- .. 
None apparent. 

EX-1Jj 

Recommendations and comments of Division Head 

I I 18 APR 271962 suggestion is recommendea unfavorably for 
adoption. The present procedure requires th~~ser~l mar' .~~ (marker 
( 2) 1\ ItN ';} ~ A1Jt C Nl >,Jlin'.... lin J"~ 
see page \ ~~)' : J s JILt! .. •• si<ft,~t\1re txHd ¥m"" ~I;) 

(Do :;ot write in this space - pr Bureau use only) 

l,;:, I J ,J:",C. 
, I., 
. I .. ," 

.1 

----------



Memorandum I I to Director 
RE: SUGGEStnT:;:;:I~O-;::N:-----------I 

4-20-6~ 

on which is placed name and room number of supervisor requesting 
file, type of request, and perti~ent data concerning looking file 
up-to-date) be affixed to the outside of main file requests and 
on serial requests the marker is placed in the file marking the 
serial desired. This procedure facilitates the sorting of these 
files prior to delivery enabling us tp more rapidly separate the 
files which have to be looked up-to-date from those files which 

b6 
b7C 

do not have to be looked up-to-date. The serial marker contains 
blocks which are used to expedite the looking of main files up-to
date and our present procedure of placing the serial marker on the 
outside of the main file also facilitates this operation. It is 
felt that this procedure is also of benefit to the supervisory 
officials receiving these files because it enables them to 
differentiate at a glance between a main file and a serial reference. 
While a small amount of employee time is consumed affixing these 
serial markers to the outside of main file requests, the time 
consumed is more than compensated for by the advantages accrued in 
the subsequent sorting, looking up-to-date, and delivering of these 
files. 

2 



.Jj 
t_l' , ( 

• 

Federal Bureau of Investigation 
Washington, D. C. 

• 
:May 31, 1962 

PERSONAL 

Dear ..... 1 ____ ...J 

Thank you very much for your suggestion Rt t. 

particular employees at the Bureau in addition to those bJr ~ 
Records Branch be trained and authorized to remove aerllls H: 
from files. It may interest you to know that this idea walDCona:: ~~ 
~ldered previously and not a.dopted because of disadvant~s ...u:~ 
mvo1ve~ ~ J. :0 

Although your suggestion was not adopted in this 
instance, I hope we will continue to receive the benefit ot your 
future observations. 

Sincerely yours, , / 

d I., \ J. Edgar Hoover: 

1- Mr. Evans 
1 - Personnel file of I ',. L--_____________________ ~ 

iER:jmh (Suggestion #950-62 dated 5/28/62) 
(5) 

b6 
b7C 

I -' 

I '\ ~ . 
" . 
I 

r; , 

T~lson NOTE: Suggests that GS-4 clerks assigned to SJt~oiaJI.l~~nt Supervisors 
~~~~"nt -- at the Bureau be trained and au~a~ect=t~~~l1t% serials 
~~~~J;r' -- from files on the instructions of their supervisors. At pres~nt only authorized 
~~~::Ch -- Records Branch personnel, are permitted to remove s~i'Ji.ls.. ..!:-l. ~~~=:!:.:L..-..... 

~::~e the same idea was advanced (Suggestions :JI:470-fV.crt,llbmitted 
~~;~~m I I Crime Records Divi~ion on 1/11/62, ana :JI:447-62 by 
i'r:tt'er Domestic Intelligence Division !)fi 1/5/62) and not adopted. 
Tele.Roo=::_ ~ ,,' 4 e. -,'" ~ ~"! . SEE PAGE 2 
~;n!.!d'yE>J fl' t>;. ,JUN· 'j~ ,t. 000 "1., p~".~" "'''7 0 --"_ __ ,.,., ' ...... :t.,..~t..t.a ~H'- .. J.l'-1.._~d .. 

~ .~.Iv. ~ 



• • 
Files and Communicatiol!s Division pointed out that a similar procedure was 
placed into effect on 12(22/47 as a streamlining measure but was discontinued 
on 5/24/48 as a result of Congressional Committee inquiries concerning serial 
removal procedures in connection with the Kansas City Election Fraud case. 
Since that time only authorized Records Branch personnel have been permitted 
to remove serials. Departure from this procedure, it is felt, would weaken 
security of our files and lessen control and uniformity governing removal of 
serials thereby increasing the danger of loss or error. 

- 2 -
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Emp'!oy~e Suggestion 
~D-2~2 (Rev. 9-11-59) 

. .J 

To: 

Director, FBI 

SUGGESTION 

• 
Date 

May, 28, 1962 
Division of Assignment 

Nine 

It is suggested that GS-4 Clerks assigned to Agent Supe~isors at 
Bureau be authorized to remove serials from Bureau files in 

b6 
h7e 

with approved procedure following instruction from Agent 
~u~etrvisors. These GS-4 Clerks who are already trained in the handling 

mail and are tho~ughly aware of the necessity for properly ma~ntaini 
handling Bureau files. These clerks could be specifically instructed 

this procedure by the Records Branch prior to assuming this 
Iref3p.4:>ns;ibili ty • 

VIO I,;:, 1?~mt.,Vt ,J F"{dil hI.::.} 

Agent 
pe!~~~~~~:i' and clerical employees shall not s from the files at any time. These 

authorized of Records Br 
Advantages of suggestion and annual savings (include basis for estimate) 

The adoption of the proposed procedure would relieve the 
Branch employees of the responsibility of going throughout 
the purpose of removing serials from files, and it would e~pe~ 
actual removal of the serials for the de~ired purpose. Sinc~~b~ c~erks 
assigned to Agent Supervisors must acqua1nt themselves with ~ s~~~als 
to be removed from the file must call the Records Branch for a serial 
remover, must instruct the ~ecords Branch Clerk concerning ~ se~$~ls 
Qe removed, and must again call for Records Branch Clerk tJfsePlace~the 

ial in file, it is felt that the clerk assigned to the nt ~rv 
could remove and replace the serials with~iliess effort than s invo~ved 
in the current procedure. This suggestion will effect a saving of 
employee time in all divisions as well as personnel in the Records Branc 

Disadvantages of suggestion 

None known 

(The use by the United Stales of my suggestion shall not form the basis of a further claim of any nature by me, my heirs, or 
assigns upon the United States. I understand that I will be considere . uggestion is adopted 
within two years after submission.,) 

OMr. OMrs. DMissL ____ ,...,...,..,.... .......................... .,.I;:===~---
19na ur an 

Recommendations and comments of Division Head 

Not recommended. Similar suggestions have been made previously and ~ 
turned down on the basis that the Records and 

Communication Division must maintain st ~jac,ce'untability for all 
Bureau record material. 
")0 not write in thi~ space - for Bureau use only) 
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:F'ederal Bureau of Investigation 
Albuquerque, New l\'fexJ.co 

Dea~~ ____________ ~ 

• 
July 3, 1962 

PERSONAL 

I have received your suggestions that Form FD-'lft5 ':: 
be ,constructed from. material of a lighter weight, and that a c~e 
be made in the wording of the statement prohibiting removal of: 
addition of material in It file. After due consideration, your.... '. 
proposals have not been adopted because of disadvantages involVed. ~ ~ 

~ 

Although your ideas were not adopted in this 1na.tance, .~ 
I want to thank you for your continued interest in submitting sdigestlons 
concerning our operations. 

<~, I: 
I 
! 

J .. ~, -ll( ,. " f 
Sineerely yours, 

J. Edgar. HooveJ: 

b6 
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1\ \ 

\ 
• f 

I\,l ~ .J(w 

----~-.:-SAZ Albuquerque - 1- Suggestion File VI '" 
"", 1 - Field Personnel File of R 

I '\ :, ~ . ---,I ~ 
,;. , ~ ... Personnel File ofl &:4 

\·JER:spd~.' - - !,. fi:: 
(6) (Suggestion =11:1038-62 dated 6/21/62) g 

.'-., NOTE: Suggests that Bureau use a lighter weight material.~ Form FD-245, the 0 

• <.~' <: .' file front. Also that the statement contained on ;1 I :u; "Material must no~ 
.TDlson be removed from or added to this file n, be changed to one less misleading, such ~ 
~elmcnt as, flMat$ial3to f)ei!ft~~ir remov~d bY"aut1)orized personnel only. ft ~ 
",ohr .t ~, "," I \ ~ 
Callahan __ 'f:-. -4 "~,I' .. dt~, ~ 

;~;:r::Ch Files a~~Qommunications Piv.i-siQll and Washington Field Office ~WFO) 
~~~::e were contm,~ ~d:rpi:q.g"these, ~p~g~.~t~?~s. ,ifpd both felt they. s~ould not be adopted 
Rosen A lighter elg~ht fIle cover could not stand the wear and tear mCIdental to the Sullivan _---=; 

, T.lvel __ _ 
TrcHer __ 

(continued on next page) Tele. Room __ 
JUL I Holr.;;>3 __ 

G(lndy ___ I M~.IL RO;)~.! 

~ # .41 JtU' ":. f.J L 



f ~ 

.;;. 

os 

.~. • • 
(Note continued) 

handling for r.eview, routing and serializing operations. Also the file front 
bears the file number and if damaged to the extent that it WJ uld be effaced, 
would have to be replaced. 

With regard to the change in the statement, WFO felt the 
present one was fine and the proposed one would not add appreciably enough 
to its content to warrant a change. Files and Communications Division pointed 
out that the present statement is more desirable and the wording of it had a 
salutory effect in connection with the Congressional Committee inquiries conI-< 
cerning serial removal procedures in conne.ction with the Kansas City Election 
Fraud case in 1948. For jl.E t such a reason, the present wording is preferred. 
Training and.Jnspection Division agrees and notes in addition that the proposed 
wording could cause confusion in regard to who would be considered authorized 
personnel. . 

- 3 -
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.... EIlJ1.I~eJ' • .§RIggestion 
FD~ !Ffev. 9-l!-59) . \ 

'" 
I ,\ 

, 

-21-62 
To: 

Dire ctor, FBI eraue 
SUGGES 

the - . 

TION 

It is. ~0es. the Bureau use a lig!lter_l·reirl~~._t~rial in 
constrt1ct1.011 of.. e fronts ("?D-24.5). ' --~ - -" '- r I' - - ~,' - -- -, ' 

bE 
b7C 

(ma 
be 
in 

It is ft!rther st-rU"'icsted the statencnt on th~ FD-245 cluote 
teriGtl must not be re:;ioved from or added to this file) end quote ~ 
deleted Olr replaced Id th a statement which would not be misleading 
content. This could be qt1,ote (material to he added or renoved by ~ 
10rized personnel only) enc1 c~uote. ~ ~ autl 

n-l 

Current practice or rule (Include manual citation as well as facts) 
Use the FD-245 as 

Advanta ges of suggestion and annual savings (include basis for estimate) 

mon 
It is felt by usinfj a lighter l\'"eight rna. terial o. great deal of 

ey would be saved by the Bureau in the 'Construction of the FD-2 

in 

the 

The lighter I'reight material used in the 1!'D-245 would be 
that the file back 9Tovides the SQlport for the file. 

Ft1rther justificption would be that file fronts are 
refol'"'e the lighter na terial l'lQuld have little wear. 

Disadva ntages of suggestion 
None known. 

(The use by the United States of my suggestion shall not form the basis of a further claim of any nature by me, my heirs, or 

~ 

assigns 
within t 

upon the United States. I understand that I will be considered fo~r ' ..! !, , ~on is adopted 
wo years after submission.l 

1[]Mr. OMrs. DMiss :1 erk 
ster 

Recomm 

(Do not 

endations and comments of DiVision Head This employee 
~ave a great deal of merit and it is 
be given favorable consideration 
the Bureau has previously determ1~'n~e~d~~~~~~~~~~~~~==~~ 
this suggestion is not 

write in this space - for Bureau use only) 

7 
e ~1962 

- -- -----, - -- ----------
I 
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Federal Bureau of Investigation 
San Francisco,. California 

Dear~I __________ ~ 

~-------- --

September .~, If}62 

/ 3 c:1-, PEPSONAL 

f-l:lO 0 _.::;:.. -.3 
t-:= -a \--', <." --

2 ... : 

Yoar Special Agent in Charge has forwarded Your::' 
suggestion to me that a marker be u~ed to indicate the position of 
the last report in an investigative iile. Your proposal has been 
carefully considered and it was decided it should not be adopted 
because of the disadvantages involved and the fact that material 
filed on tOll of tilis re-port must also b~ re-vlewec1 

I appreciate the interest which prompted iou to 
gIve me the benefit of your observations on this L.1Atter.:--. .:' 

" Sincerely yours, . --. 

J. Edgar H60ver 
I' .:. J 

, .,. 

b6 
b7C 

____ . ., " -- 1 
----I I 

7clsbfl __ 
I<"\-cOlt __ 

,::'11bL"n __ 
'In'Tl __ 
r_·Lo:t~h __ 
~~~lancl __ _ 

'.~'J:lcT.e __ 
2.osen __ _ 
::'"ll,,,,,,, __ 
1',;el_~_ 

7':~ttet --0-

T€Ole. Ro,,:~ _./_' . 

2 - SAC, San FranciSco - 1 - Suggestion File 
1 - Field Personnel File 

1 - Personnel file of SAl .J L...-______ ---J l,,/' 

\;:ML:jmh (Suggestion 41=170-63 dated 8/28/621/) , )' . , I 
(6) / J j f (.. 

I 

NO,£E: ;~_ ~ .)~'9:I?g~ts the ~s: of a m~rke~ ~imilar to that used in the FBI 
\- -/'J Hitiidbook to Indicate the posItIon of the "last report" in an 

inVesti~Ative f~le. The marker would be placed in the file on top of the "last 
~~p9,rtt.~,a;n.9-fVl.puld be so marked on the tab extending from the marker. 
"t(CH,E' jl I~l!'f\; "hI SEE PAGE 2 

:,~_\:L P.': -:.\ 0 TELP.TYPE U::IT 0 
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Suggester feels this would save much time of Agents and supervisors reviewing 
files. The marker would have to be moved each time a new report is placed in 
file but the slight additional time that it would take a clerk to perform this fWlction 
would be compensated for by the saving in Agent and supervisor time. 

The 'Views of the Inspection Staff, Training and Inspection Division, 
and appropriate supervisors in the Washington Field Office were obtained con
cerning this proposal. They were in agreement the suggestion should not be 
adopted. In security matters, important information is received by letterhead 
memoranda which are filed on top of the last report and must be reviewed. In all 
cases, material which is pertinent and has been received since the last report 
was written must be reviewed to know what has taken place in the case since the 
report was written. Adoption of this idea would make the files larger and take 
up more space which is a definite disadvantage due to the space problem in all 
offices. Unnecessary work would be involved in the Chief Clerkts Office since 
each time a report was received all the top m:ail would have to be removed from 
file and the marker placed in file. Additionally, these markers would become 
torn and ragged in no time due to the necessary handling files receive. For 
these reasons, it is recommended this suggestion not be adopted. 

- 2 -
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ElI'Vl1oy,ee Suggestion 
i!'D-252 J?tev. 9-11-59) 

..... -
" Date 8/28/62 

I ;r;r (Suggester's name) 
To: DIvision of Assignment 

I Director, FBI Sin rRr~ICISCO 
SUGGESTION 

~arker for the "last report" In an investigative file. This 
could consist of a 5 n x 8" piece of lir-ht cardboard sin:ilar to 
thos(! s'~rvinu as T,;wrb.;r·3 in- the fgentsHandboo}::. Tne r'1arker· ~-:ould 
be placed in the file o.il tor' of tb:! "l;:.st rcrn:rt" and. Hould l~' GO 

warked on the tab extendinf! frCom the mar-ker, as seem in att<tW:",,~;;,L r 
diagram. u,;.; . i' > I }cl: \. 

~ \...-
\'2 .,. ~ 

i:~. \' 

b6 -
b7C 

~t.V 
~\-tl 

Current practice or rule (Include manual citation as well as facts) 

l.J'one 

Advantages of suggestion and annual savings (include basis for estimate) 

, ~~ 
'!his mar~er \'lOuld serve as an imnlE;diate locator of the "~ast ~por f .. , 

1.n the f1.le and would save much t1.me for both the Superv1.sor ,·iJ.9' - . 
periodically reviev]s the file and for the AGent to whom the.~9a~,;~". 
• • . - J ' ~ 

1.S aS31.f.Iled. This mB.rker could be moved to the "last repor1;'21 e3ch ,f 

time a report is l.'lritten. The tab should be placed on the ~:m.rht -; 
side of the file. 

Disadvantages of suggestion 

This s lir,ht additional tiI!'.e that it v?ould take Q clerk to perform 
the operation is not material and is greatly out'C'!eirhed by the?,,/ 
savines of p..gent ancl SUDervisor time~ ( "-. ~i 

{The use by Ihe United States of my suggestion ~hall not form the basis 
aSSigns upon Ihe United States. I understand that I will be conSidered f 
within two years <lite. su~m~:"s\on.l 

\

_ i' , 11, 

.,f\~.. (.,t';'"'" " 

Recommendations and comments of DiviSion Head 

or 
opted 

:: S/f 

This suggestion appears to have merit and it is recommended that 
it be considered for a trial basis in the larger offices~ after 
which a final determination may pe; m,ade. F~ i. ~ 

~, ' .~ f • ,: J:.:.:' if ~~ignature and Title S-6ecial. "Agent 
(Do ~Qt write in this space - for Bureau use only) 

- ,.. ~ 

.;:$ - dUreclU ~t;ncJ. • .lU)· " 
1 SF 66-1743 (SuQ'rvestion File) 
1 3 r G 7- lPe ~~onne.-"l _____ f"-,'1.",,-· -","lc--e~---",""-=-":......J.. _____ ~~"";"""~~~~_~~~~= __ _ 
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I • 

Tolson __ 
Belmont __ 

, 

October 2~' l~ •. 

~ ~ (.:.1,. .', I 'l - I :3 3 
1.--------.....:.........1 

Federal13ureau of Investigation 
Albany, New York 

( 

Your suggestion that file fronts have the same 
information printed on both sides has been received. The 
identical proposal has been considered in the recent past and 
not adopted since it was felt maximum serVice is being obtained 
from these items as they are now prepatc;:l. 

Although your idea 'was not adopted, I h')pe we 
will continue to receive the benefit of your suggestions in the 
futm."e. 

Sincerely yours, 

((. r !) 19&2 

2 - SAC~ Albany - 1 - Suggestion File 
1 - Field Personnel File 

1 - Personnel file of I 
j ~----------------~ 

JE:R:jmh (Suggestion #330-63 dated 10/12/62) 
(6) \ t '\ . 

I 

b6 
b7C 

;0 c::> 
TTl ~ C'> 
~ ro,..) 0 

,1 ;b 
r...., 

TTl 25 OJf; 
N 

H~ --.a 
;D ~ 
<:) .. 
<:) c::n 
X ~ 

Mohr __ _ 
Casper __ 

NOTE: SJl9~t\~that Form FD-245 (File Front) be printed on its 
\ \\1?eve~se side in the same way as it is now on the front. This 

~~~:s~.::~-== would ~blJe the !.~le front to be used more than once and should effect a 

I Callahan __ 
Conrad __ 
DeLoach __ 

~~~~;an considerable s~~~... I·'\~ 
Ta~el •• J/ '-: :: 
Trotter _ ' '\" f\ .' 
Tele.Room_ ,/...c'.~'~ I 

Hol~ ; -, ,., ~( .~" "7 i") G-2J ~"V 
Gan?;:" "_.": ", V' it-1M. ijQ~ I TELETYPE UNIT D 

, I 

SEE PAGE 2 



• 
The same suggestion has been considered a nunb er of 

times in the past, the latest being Suggestion #249-63 submitted by 
I bf the Atlanta Office on 9/14/62. It was 

, 

not adopted for several pertinent reasons. The Executives Conference 
of 9/24/53 recommended against printing file fronts on bo~ sides 
because it was felt the covers are producing maximum efficiency as now 
printed. F'tp·'ther, field offices may place auxiliary office file numbezson 
. the inside of file fronts in longhand and this would obviate ~eir use a 
second time. AdditionallYI the cost of these items would rmcrease if 
this idea were adopted. The Training Division feels these observations 
are still pertinent and this suggestion should not be adopted. 

- 2 -

b6 
b7C 
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Ylmployee Suggestion 
FD-2S2 (Rev. 9-11-59) 

To: ester's name 

.. 
Date 

10/12/62 
Division of Assignment 

~~D;i~re;c~to~r~'~F_B_I ________ L-__ -L ____________________ ~ __________ L-__ A __ L_B_A_~ ________________ ~-pb~c 
I SUGGESTION 

That Form FD-245 ~e fronts) be 
they are now on the front side. 

printed on the reverse side as 

Current practice or rule (Include manual citation as well as facts) 

File fronts only used once. 

Advantages of suggestion and annual savings (include basis for estimate) 

This would enable a considerable savings to the Bureau as when old files 
were consolidated, the good file fronts could be crossed through and 
the uclean sidelt used in opening new cases. It is estimated that Alban 
closes approximately 500 cases per month. In a year this would mean th t 
approximately 6,000 file fronts could be re-used in this office alone 
each six months where files are consolidated if suggestion is adopted. 
The Bureau would have figures for cases closed for each of~~ce and the 
cost per file front, and could arrive at the annual savings. 

Disadvantages of suggestion 

J.'l0ne apparent. 

(The use by the United States of my suggestion shall not form the b 
aSSigns upon the United States. I understand that I will be conslder 
within two years after submission.) 

Recommendations and comments of Division Head I cos t 0 printing 
negligible, this suggestion would result in app 
the Field. It would, of course, be essentia 
well blocked out before reuse to avoid 

y heirs, or 
!ion is adO'pted 

. Clerk 

,.', . peCl: 

~5 ~_- Bureau 
2 - Albany LTC:pab (7) ) 
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November 2, 11)62 

~ 

i:': 
C -J ) '-. 

,t. ec:era I ureau 01 

Ho~ston, Texas 

Dearl~ __________ ~ 

ro 
l-; 

fil 
~. 

'=' M. 
c:. 
#.-
0 
c -

" I lli1.'t0 rezeivad your sug~estioil e~~erning a 
'!\l0thQd for nag \vith\consolidated files to facilita~e~catjng files. 
I am pleased to advise you that your proposal is being ado~tct.l 
1m." ucc in tIle ilour:to:l C'iilca C~l ~ trial b!\Gic. 

I apprecIate the interest and ingenuity you dis
played in sub:nitting- this idea to me. I hope we will re~eive 
the bcn3fit oJ any fuv.lro o!Jservntio:ts yeu m~y havo couz~rnin~ 
our opcrc.titln:J. 

- .. c· 
~...:; 

-.,3 

-':; 
~. ~' 

c· 
~ --... 
-:'~.i 

~ 

Sineerely yours, IC .~.-: 
J. [tj ~,'~,! HI~r;,."-O?" .::: :?:J 

o 2ii" i-~ 

'v:~~ ,y ~:;l 
I r'f Q)~/= ,::) 

.. _. I.l CO • ..-'':'" • 
r-~~~--:,,~,:--~.-2-~- SAC, Houston - 1 - Suggestion File ..... ~, .~.:. ~ .' 

b6 
b7C 

I -.. 'J - I 1 - Field Personnel File V ::0 -.! :~ ~ 

I r~".- .,.' i You are authorized to place this suggestion int~ff~~: y.ur 
- '':;''.: .. :'.c .' o:office" fGr a,sliJt-month trial period. You should advise the Training Division 

I • fl by' close of bUSiness June 1, 1963, the results of this trial so that consideration 
Tolson may be given to extending this idea for use in other field offices. 
Belmont r : OJ 1 

Mohr .. ~',: , , L' 4 
g~:ra~ran __ ~~'i' :.:;fpersonnelfile of S 

~:~:~h -- \~L:jnih (Suggestion #37'-' l---63-da-t-e-d-l-O-/2-9-/-6.....12) 
Gale (6) , 
Rosen , i 
Sullivan __ I 
Tavel __ _ .. 
Trotter __ _ 
Tele. Room __ SEE NOTE ON pAGE 2 
V·..,es __ _ 

MAIL ROOM 0 TELETYPE UNIT 0 



• 
NOTE: Suggests a 5-inGh by 8-inch white card be placed under 

the file back of a volume of consolidated files 1 folded 
around the top of the file and secured under the front cover of the file. 
The file number of the first and last file in the volume will then be 
placed on the card in a vertical position. In this way, the numbers 
of the files in the volume may be determined at a glance when the 
file is placed on edge in open-shelf files. 

SAC Rightmyer, Houston Office, advised he saw no ." 
obj ection to the suggestion and that it would increase the ability to 
locate files quickly. 

The Training Division feels this system may be worth
while but that a trial period should be allowed to be positive it is of 
sufficient worth for extending to all offices who use open-shelf filing. 

- 2 -



.. 
Employee Suggestion 
E"D.!252 (Rev. ".!A1-57) • ~ v." 

\ 

D<Ite 

10 
To: Su ester's name Division of Assignment 

Director, FBI 

SUGGESTION o HI-f:.5 

Place a 511 x 81~ite card un.de.I!-tae file back 
of a volume of c_onsoJ.._idated files.." fold around the top 
of the file~ and secure under the cover of the file. The 
file number of the first and last file in the volume 
will then be lettered on this insert in a vertical 
position. This will cause the numbers of the files 
in the volume to be determined at a glance when the 
file is placed on edge in open shelf files. 

',Current practice or rule (Include manual citation as well as facts) 

File numbers are Qlaced on the right hand edge of 
the-cover of the volume. 

Advantages of suggestion and annual savings (include basis for estimate) 

1. The wanted volume of closed and consolidated 
can be ~ocated more rapidly. 

2. The files will not have to be handled to locate·a 
needed volume. • 

3. The smooth cover over a portion of the upper edge of 
the files will present a more neat and uniform 
appearance on open shelf files. 

Continued on a e 2 
Disadvantages of suggestion 

I 

None 
(The use by the United States of my suggestion shall n at form the ba 
assigns upon the United States) 

ITI Mr. ~Mrs. [=:J Miss 

Recommendations and comments ~f Division Head 

I see no objection to the suggestion 

eirs, or 

b6 
b7C 

ability to locate files quicklY. __ -J~~~~~~~~~~~~===== 
SAC 

(Do not write in this space - for Bureau use only) 



• • 
4. Annual saving would be estimated at 

240 hours of a clerical employees time, caused by the 
increase in ability to locate files quickly in an 
office using open shelf system for storing closed 
files. 

- 2 -
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:F ederal Bureau of Investigation 
Kansas CIty, 'Missouri 

DearL...-1 _-----II 
I have received your suggestion that ~~ 

envelope be maintained as the first, fJ~J,'lal of the last vOlume . 
,Q.L~3!le. It:fter careful consideration, it has b.~en decIded 
this proposal should not be adopted. The alternatives of having 
a noatlng serial or performing the el.ira. clerical work necessary 
to keep the flles up to date outwaigh any advantage to b~-ga.ined. 

The interest whieh prompted you to subthlt this 
idea is Indeed appreclate:1. 

fincerely yours, .: 

MAlLEI) 20 

MAR f) 1963, 

~// 
:.Iv Edgar Hoover 

I co"r' f,'- " ( . ~_ .... ,~~~;:?<.t:., -SAC, ¥...ansas City 1... Field personnel file 
1 - SUggestion file 

.. -,,L) ,~ 
if
! '- Personnel file ofl 

(I L b t ..... --------.....1 i:--: :pa c( ,1,).'-
(6) (Sdggestion #753-63 dated 2/27/63) 

;0 
o 
o 

_ .. 
s-
~o 

'..TI 

,--..;) 
b 

t-' b7C \0 
-0 --...::... .. 
en 
~ 

! ___ }., r 
Tolson __ _ 

NOTE: Suggests in files which have more than one volume, the exhibit 
envelope be maintained as the first serial of the last volume. 

Belmont __ 
Mohr __ _ 

: g~~ia';;an The Training Division recom.me~ds suggestion not be adopted. 
, Conrad It is felt the administrative detail Of chaJiging' the -exhibit envelope each time a 
1~~;~:Ch -- new .. ..-volume is made and the renumbering of serials in file far outweighs 
I~~~:n /' I ,~ny savin~ of emplo~ee time. Washington Field Office advised the exhibi~ 
,~~I~~~an '_:f ,,-envelope IS not requIred so often that such a procedure w:~ 'J?e worthwhIle. 
Trotter , J _ L . _ £" ,,< . ' /' 
Tele, Room _. 1.14'" 1 ~., I' I! I 
Holmes , ' ." 
GandY MAIL ROOM D TELETYPE UNIT 0 



'Emp\olee SuggF..jition 
FD-~52 (i1~v. 9-11-59) 
'*'~ , .. 
I 

To: 

Director, FBI 

Date 

Division of Assignment 

KA1~SAS CITY 
b6 
b 7 

SUGGESTION 

lA EXHIBIT ENVELOPES Where more than one volume of a file exists 
that the exhibit envelope be maintained 
the first serial of the last volume. 

Current practice or rule (Include manual citation as well as facts) 

That exhibit envelopes be maintained as the first serial 
and be na~bered serial LA. 

Advantages of suggestion and annual savings (include basis for estimate) 

In each instance where a file is required, the last volume is the 
one that is normally needed. This 'IDuld place the exhibits, which are 
frequently referred to, with the file most frequently used and would 
eliminate the need for requesting the first volume of a case when 
there is a need for exhibits maintained in the LA envelope. It would 
save both the stenographer's and Chief Clerk's Office time when the 
stenographer needs signed statements for copy in a report or removal 
of items for transmittal to other offices, or the Bureau. It would 
save Agent's time and the employee in the Chief Clerk's Office in the 
elimination of numerous requests for first volumes of files where a 
review of the LA exhibits is necessary. It uould save the supervisory 

Disadvantages of suggestion 

None, other than the serial number of the envelope would originally 
be lA and all the items contained in it would be seriali~ed from a 1A 
envelope. The IA is meaningless as far as the maintenance of this 
envelope, oth&r than for identify.ing purposes. 

(The use by the United States of my suggestion shall not form the b 
assigns upon the United States. I understand that I will be conside 
within two years after submission.) 

This suggestion has merit and I 

(Do not write in this space - for Bureau use only) 

jJ..;t l) rub. J ~ m;} :- fc/fj .... ' .3/5, b 0;;' 

-

------------' 
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• • 
2LlPl\OYZ~ SUGG3STI Ol~ - LI ________ ---J I;:t.HS~lS CITY 

L:' :8XHIB!T ~!rv.:iLOp:_cS 

Advuutfl.ges of suggestion and annual savings (include basis ior 
estimate) (Cont'cl.) 

b6 
b7C 

staf1' and clerical timo '.'lhen the supervisory officials Ylel'e 
signinG outgoing mail, in that they i70uld have the cUJ.~rent section 
and the exhibit items together, without the !leed for requesting 
the iirst volume 01' the li10. This \70uld serve a ~reat deal to n. 
more eificient handling of a case at the time it is closed 1 in 
that the ;':gent, :::rt0110r;rn.pher and supervisory stn.ff ".':ould have the 
l~::' e;;:hibits j_ll their 908fmssion at tho time of dictatioll, 
tl.'an0crihin~ and siening of the materin.l on v:hich the closin1:: 
of the ca.se is bascd. .t:d; this point it ~:.'ould climilla-'a;e the necc! 
?Ol' pulliuff the Ji}. section from the first volume to deter:i,liile i1 
a.ll necessary iterllf~ wel'C being returned JGO the source. 

Disn.dvantages of Stl:igeE:ltioll (Contfd.) 

It is true that \711e1'e num.erous e:;;:hibit envelop t3s are required, 
due to no lar3e number 0:( e::dd.bits, a.nd maintained ill the iir8t 
voltune., n subsection would not be necessary, and by placing them 
in the last volume n. subsection ,"lould be more suitable, however, 
~ subsection containiu(J Li\ exhibits in most instaJ.1ces is an 
e;~ccptiOll. It is not pOG~ible to evaluate a savings, in that 
employee tif>le in this reGard is utilized OJl a continuil1:': basis 
find the pl~ir'l[\'l'Y pUl'pose of thif~ is :Lor the cOl1veuiol1ce 01 thE' 
.. lueut , steJ.l0~rnphor nnd 8upervisol'Y personnel. It is helieved 
it would be considerahle in f;nvill;; of Agent, stenouraphol' and 
Gupervisol'Y personnel ti:m,e. 

-2-

- ------~~~-----~~~~-~-~~~----------------



OPTIONAL fORM NO. 10 -= 
UNITED STATES GOVERNMENT 

Memorandum 
TO MRo TAVEL ~ 
FROM: L. E. SHO~ 
SUBJECT: ~E INVENTORY - LOCATES 

DATE: 3-19-63 

Tolson __ 
Belmont __ 
Mohr __ _ 
Casper __ 
Callahan __ 
Conrad __ 
DeLoach __ 
Evans __ _ 
Gale __ _ 
Rosen __ _ 
Sullivan __ 
Tavel __ _ 
Trotter __ 
Tele.Room_ 
Holmes __ 
Gandy __ _ 

Th.e results of the recharge of files conducted on 2-21-63 have been 
tabulated and reflect that 14 files. and one enclosur·e are· unaccounted for at the 
present time. 

As a result of the last previous recharge on 11-'30-62, 17 files were 
unaccounted for. However, 12· files were found leaving a total: of five files on 
locate. From the file inventory on 2-21-63, nine files and one enclosure were 
added to the list of .items unaccounted for. These· files r'eceive constant attention 
and every effort is 'being exerted to find or otherwise account for each of the 
15 items. 

RECOMM·ENDAT10N: 

&JLWB:bpr 
(5) 

For inforJllation. 

Q 
I " 



r 
·t 

( -

Tolson __ 
Belmont __ 
Mohr __ _ 
Casper __ 
Callahan __ 
Conrad __ 
DeLoach __ 
Evans __ _ 
Gale __ _ 
Rosen __ _ 
Sulllvan __ 
Tavel __ _ 
Trotter __ 
Tele. Room _~_ 
Holmes __ 
Gandy __ _ 

- • 
/;..pril 18, 1963 

PERfONAL 
b 
b7C 

-/,,---/37 
J# I 

I I 
E'ederal Bureau or Investigation 
','ftashington, D. C. 

Dearl~ ______________ ~ 
Your su gestion has baen forwarded to me that 

one or more cleric mployees assigned to the Riddell Building 
ba instructed i , ~lIlovjng serials from filas. 'too may b~ 
interested. to Know this proposal has been considered previou~ly 
and not adopted. It was decided any departure from the present 
procedure would lessen the control and uniformity governing 
removal of serials. 

Although this idea wa.s not adopted, the interest 
which prompted you to submit it is indeed appreciated. 

Sincerely yours, 

\/

• U. Edgar Hoover 

1 - J\ir. Sullivan __ 

~{~~:~:~s;~nZ~l file ofL.I ___________ ----J 

.. 
-'-; 

" 

(5) (Srtggestion:'#9:3J -2>3 dated 4-16- 63) 
NOTE: Suggests one or more clerical employees assigned to the Riddell 

, Building be instructed in serial removal procedures and 
desigmiti€d, to perform that function in the Riddell Building. 

This suggestion has been considered previously and not adopted. 
The Files and Communications Division pointed out at that time a similar 

) 

procedure was placed into effect on 12/22/47 as a streamlining measure but was 
discontinued on 5/24/48 as a result of Congressional Committee inquiries 

. concerning serial removal procedures in connection with the Kansas City 
. ':~' t', I', -1' .. ~."" CONTINUED ON PAGE 2 

MAIL ROOM 0 TELETYPE UNIT D \ 1 • .' 



.. -. 

• • 
Election Fraud case. Since that time only authorized Records Branch 
personnel have been permitted to remove serials. Departure from this 
procedure, it was felt, would weaken security of our files and lessen 
control and uniformity governing removal of serials thereby increasing 
the danger of loss or error. Training Division recommends current 
suggestion not be adopted. 

- 2 -
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• Employee Suggestion 
FD-2S2 (ReV>:" 9-11-59) e • "'.,... 

r 

To: Division of Assignment 

Director, FBI Domestio Intell ~genoe 
SUGGESTION • It ~s suggested that one er more olerical employees presently 
assigned 1;e 1;he Riddell Building be instruoted in serial rem.val 
pr.oedure and desigaated 1;e perf.rm that jUncti.n in Riddell Building. 

Current practice or rule ('Include manual citation as well as facts) Serial removers now come ,from 
Justice Building when their servioes are required. 

Advantages of suggestion and annual savings (include basis for estimate) 

Present; prao1;ioe re-sults in -travel 1;ime between buildings o,f 
appre:xrf,ma1;ely ~ hr. ,fer eaoh 7'ouna 1;rtp as well as s .me delay in 
having se.rials rem.ved or replaoed jn ,files. I,f sugges1;ton resulted 
in saving o,f only one r.und tr-&p per day there w.uld be an annual 
savj,~ '.1 $220 in travel time alone based on ~rade 3 salary. 

(f"" 
,. c::: 

~ c:~ :: 1''1 
Q) 

e-, (f4 

rt1.~ 
0-, ._' ... . c.- ...... -.. 

I Pis of tmggestion 

~~ The ,funoti.n w.uld be per,f.rmed by a n.n-rec.rds secti.n 
empJt6yee, h.wever the saving in travel time and the advantage ',f 
m.re pr.mpt servioe is believed t •• utweigh the disadvantages. 

(The use by tbe United States of my suggestion shall not form the 

b6 
b'C 

aSSigns upon the United States. I understand that I will be conSidered f-_ ................................ _--................. _-_ ....... ---....................... --....., 
within two years after submission.) 

Recommendations and comments of Division Head 

(Do not write in this space - for Bureau use only) 

'-IV..a, ".fJ a...r-A: 
?-;rJ X, . ;f!d'-~ ~ -/ B -{.:3 ,. 6 APR 23 1963 

(SEE DOMESTIC INTELLIGENCE DIVISION ADDENDUM PAGE 2) 



- ... _I--...... • • 
STREAMLINING COMMITTEE 

ADDENDUM DOMESTIC INTELLIGENCE PIVISION 4/16/63 HHW:rmc 

This suggestion appears to have potential for saving time and money, 
however, it deals specifically with records administration and management. It is 
therefore being referred to the Files and Communications Division which is 
primarily responsible for the security and condition of files. The Domestic 
Intelligence Division in referring this suggestion requests that consideration be 
g,iven to the possible saving of money that could result if same could be accomplished 
withou,t 'affecting the responsibilities of the Files and Communications Division. 

Unless the Files and ;CommunicatioIl3 Division has reasons which would 
preclude the removal of sert~lls 'by non-recordS section personnel it is recozpmended 
the suggestion be adopted. 

- 2 -
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Tolson __ 
Belmont __ 
Mohr __ _ 
Casper __ 
Callahan __ 
Conrad __ 
DeLoach __ 
Evans __ _ 
Gale __ _ 
RO~f'n __ _ 
Sullivan __ 
Tavel _---=-_ 
Trotter __ 
Tale.RooID_ 
Holrnes __ 
Gandy __ _ 

• 

I 
I ~ 

- ! 1 13~ 

I ~ I 
I erJeral JJt.treau of Inv0~tlgat1on 
Kansas CIty, Mlasourl 

Dear 

• 
:Yay 31, 1963 

PERSONAL 

Thank yOtt very much tor your suggestion that 
certai ,~ ile numbers be placed on the outside of the front 
cover of~ files. It may interest Jou to know tbat simUar ideas 
have been conside1'ed previou~ly and DOt adopted because of 
several disadvantages Involved in buch a proce..iure; ho\;;ev~X', 
I am sare you are aWal~e that fUe numbcr~ for auxiliary 
offices may be Uated in longhand on the inside of the IUa 
cOver. 

Tne intereat you. d16p1ay~d in aublUittlng 
this idea to me Is indeed appreciated. 

;0 
m 
n 
a 

'14, 
IT! 

CD~ 

t-i~ 
;:c 
Q 
0 
x 

(i '- ~~i 
SIncerely yours, ,'..' \~ ') 

3: 
~ b6 
Co.r.) b 7 c 

L.) 

# 
~ 
-,:, 
:Z:1; .. .-
Q") 
~ 

il .. Edgar HOQV~'/; - _ /~ 
2 - SAC, Kansas City 1 - Field personnel file -£ gV<'-1 ,/ /~·i. .' 

1 - Suggestion file ::: I.,;, ~ I""'; ,:" I ~ ~ ! ~ ~ < ... 

,~ - :erso~n,-el file of SAl I t. r,' ~ " ';:. _' ': ~ 
\,.ML. pah "- ,/. . 1 ,_ 

(6) (SJggestion #1075-63 dated 5-27-63) ',~ .:-()., 
NOTE: Suggests the FBI Latent Cas e number,. ,-the Eel ~boratory 

number, and file numbers of other fiekJ-offi'Ces in' an 
investigation be plq.eed,?n Q!ltside' of front cover of fi~s in:Addf#on to the 
Bureau file number ~ 

Numerous 'suggestions regarding addition of file numbers or 
adminis~r~t~¥e data on file fronts have been considered and not adopted. Extra 
t1iH1e!\vo(dd~ be required to make such notations and keep them current. Employ 

. " ,J SEE PAGE TWO 
MAn:. ROOM D TELETYPE UNIT 0 



• • 
NOTE CONTINUED 

reviewing file woold rely on notations indicated without reviewing file 
which would be a most undesirable practice. If a file front is damaged, 
time would be consumed placing information on new front. Training 
Division recommends suggestion not be adopted. 

- 2 -
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EmpI6~e. Suggestion 
F.JI-2$2 !Re.v" 9-! 1-59) ... 

." 

To: 

Director, FBI 

• Date 

5/21/63 
Division of Assignment 

b6 
Kansas City 

I:SStU1<G~G~E;SnT;IooN~----------------~~~~--------------------------1-----~~~~~~~~------------_____ b7C 
'- Show on the outside of the front cover of files, in addition 

: to the Bureau file n1l111ber the FBI Latent Case number and the 
--: l ~'FBI Laboratory numbe:-; anf'l the file numbers of other field 
7oiiicE:S i.a the invosl,lgation. In voluminous files with numerous 
1 field offices in tho investi~ation, the same cover showing 

the nuoerous numbers could be transferred to the last volumn 
to elinlinate the necessity of copying several field ofiices 
file numbers on a new cover each tiDe a new volumn is opened. 

c.:~ lr"f1 N ~l! 
::;? ','" 
',J .~ I I , 

Current practice or rule (Include manual citation as well as facts) 

None 
Advantages of suggestion and annual savings !include basis for estimate) , 

The showing of reference numbers in addition to the Bureau \ ,'-, 

Disadvan 

(The use 

file number would make it possible for the FBI Latent Fingerprii).t 
Section number and the FBI Laboratory numbers to be readily \ ,'{i \ 

available for showina; on letters for examin~#tion in those 
divisions. This would be of p~.rticul~~r advantage in cases 
with several vol~~s where considerable time is sonetimos 
requir~d to find the Latent Case number and/or FBI L!1,boratory 
number for reference. LiIre.,fiise, location of auxiliary oiiilJe 
file ntuilhars in ~. voluminous file takes an extensive amount 
of time. Although an estimate of the time saved is not 
possible, it is felt that not only would time be saved in the 

It would require some clerical ti~e to list the Latent Case 
numbe~, FBI ~~oratory nu~ber ~nd other field offilJe numbers 
on the file cover. It is felt th~t this clerical time 
would be XRT less than the time required of stenographic 

a file for these s 

assigns upon 
within two years after submission.) 

Recommendations and comments of Division Head 

recommended the suggested 
Agent to whom the case is 

(Do not write in this space - for Bureau use only) , \ 
\,' . 

I . { • \' \. \~V·'·' 

has merit. 
be made optional with the 



• 
.1dv[',trt:,1.C::>~~s of SU~t~···.:FLJ..on 8.nd r:nnuf~l 5['\~inrcJ:_' (:tncludl':! hr,55.8 :Lor 
u5tiu[l·t,~,) contlnu(~d 

£i<:o,l(1 in loc[I,tin',' the numh::rs, but it liouh'!. s&rvt:~ to ins!.!!''"", 
thtl..t the r~'fe:t'{}l1cu n'l1mbaJr~ '''ould be listE'd on cOD .. r:mnic;:'tions 
to thE- Bure~.u ~')3 well n.s other iic~ld of:Cicf's, ';-Jhich would 
J.n 'i,u:!;n s;:::.v'':' c l(jr:i..c~l t 17:1.(:' r:t the- T::ur8iilU and in the oth~r 
fie': 1,] o~(Iic'~'s. 1'h0 U.~tin·; of tb~, L-:tent C~'SE' nur:lh~:t:" [Ina 
thE' rBI L:1bvrc'tm:y nur.ib,.~J." "ou.Id ,-~Iso :,n .. :r".?'~ in ~! !;,~\.~j ,,";; (,;: 

the iile to direct ~ttention to th9 fact that l~tfnt 
fin:;(,rprin:'cs <lJlc1 lO'vidpncll2 ha.) b0'l~n subrL';i ttl'(1 .1ur:i.n; tho 
invt~stiG':rl. tion. 

2 
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opno .... t fORM HO. 10 e 
'UNITED STATES GOVER.NT 

Memorandum 
TO MR. TAVEL ~ DATE: 

FROM /!. 0 0' L. E. SHO.tp"') l'l..l!.-.l 
\ /' , 

,'" SUBJECT: FILE INVENTORY - LOCATES 

, 
6-25-63 

Tolson __ _ 
Belmont __ 
Mohr __ _ 
Casper __ _ 
Callahan __ 
Conrad __ _ 
DeLoach __ 
Evans __ _ 
Gale __ _ 
Rosen __ _ 
Sulllvan __ 
Tavel __ _ 
Trotter __ _ 
Tele. Room __ 
Holmes __ 
Gandy __ _ 

The results of the recharge of files conducted on 
5-29-63 have been tabulated and reflect that eighteen files and 
four enclosures are unaccounted for at the present time. 

As a result of the last previous recharge on 2-21-63, 
fourteen files and one enclosure were unaccounted for. However, 
four files were found, leaving a total of ten files and one 
enclosure on locate. From the file inventory on 5-29-63, eight 
files and three enclosures were added to the list of items un
accounted for. These files· receive constant attention and every 
effort is being exerted to find or otherwise account for each 
of the twenty-two items. 

RECOMMENDATION: 

For information. 

PoLWB:F A~ 
V- (4) U' 

REe- 2.1 

i' --

![7 JUN 27 1963 

--
~b 

D 4: JlJ! 1 1963 



.~ 

~. 1 
• O'TIONAL FORM NO. 10 

) 5.10-104-,.. 

'uNiTED STATES G.;RNMENT . 

Memoranaum 
~f{c{~_ 

:r~.c:~.- Or- 'L 
{-I '~ 

TO DATE: 6/21/63 

FROM 

SUGGESTION FO~E OF "REM,:[,AG 
END FOLDER" IN' OPEN-SHELF FILtNq ~ ---- - - ........ ~....-~-,,~~-,.. 

SUBJECT: 

;1 !;u '"J 

r: 
i T~: _ 

At your request, the Inspection Staff made a survt:::y Ul. l.ut::: ut:::l:iu'- I 
ability for the utilization o!jft~ll1~~gJInd..Rol.d~.r..§:'~for those offices utilizing 
open-shelf filin~Tlje suggest jon for the adoption of the Remtag System was 
made byl IPittsburgh Division. 

It is the consensus of the Inspection . Staff that the benefits to 
be obtained from the Remtag System or similar system whereby the end of a 
consolidated file could be covered arid.a notation made on this end concerning 
the scope of the file numbers contained in the consolidated file, would be 
most beneficial to the Bureau. The use of such end tags would save considerable 
clerical time in the location of a file and would certainly enhance the appearance 
of the closed file section. 

~ However, careful consideration has been given to the expense 
involv~ in converting to a Remtag System and it is believed that the expense 
wO-:uld ~ e~9J¥bitant and that similar advantages could be obtained through a 
mcj~,e simp~~\~wstem at only a negligible cost. 0- ~ (,/\ _.~ 

. -7'r' 

.""':. -e. .g There is attached a part of a file back which has been cut and 
fold~4~ to'~):'eat~ a file end and it is the understanding of the Inspection Division 
that S!mi~p file ends have been used successfully to achieve exactly the 
same 'desffid result as the more expensive Remtag System. A Remtag is also 
enclosed. Several of these file ends could be produced from one file back and f 
could be placed over the Acco fastener as the first and last item on the fastener 
and would create a durable end tag which could be marked at only a fraction of 
the cost of Remtag. It is likewise believed that there would be little additional "G 
clerical time needed to fashion this exceedingly simple device. The Inspection 
Staff further believes that the suggested Bureau-made end tag would be more 
durable than the Remtag and more easily adaptable to the varying thicknesses 

Enclosures (2) Ldcct" ~t /?J~1v f;.i:) 
1 :;. Mr. Callahan / r '):::> f 9 
~DW'~~ c-J. If! f().,."'" r7- v .- //../ A \/Y. ,,\~ (;) , rl ~ ~ m ,vl..) RtC~ 1 \) - - - 7 V l\~\:.? 

" (! (V'"if r,1/J / b!. , , 0) \ I \ ' 

°/o{~' ~ .. rJ (lk'- J a JUL~96:a {.l}~ '1 \ 

~'J rd!l! P IY' If 

t~~~;~.'1.YJlJlv -, , __ ~~ __ C)_"_\'_~_t' __ 



~---------~ ~-----------------:w 

•• ..:: •• _ 1< • 
J. H. Gale to Mr. Casper 
Re: Suggestion For Use Of "Remtag End Folder" 

In Open -Shelf Filing 

• " . 

of the consolidated, closed files than would the Remtag System which has only 
two positions to cover all thicknesses of closed files consolidated volumes. 

It is further suggested that you may desire to contact the 
Exhibits Section of the Administrati¥e Division to ascertain if they could fur
nish any methods or procedures which would further simplify the making 
of these end tags out of used file backs. 

In recommending a system of file ends for closed, consolidated 
files in the open-shelf filing system, it is recommended that it be optional 
witl?- the field divisions as to whether they simply start afresh with the newly 
consolidated volumes and utilize a file end system or whether the conversion 
to the end tag system be set up on a project basis to cover all of the closed, 
consolidated volumes. The conversion to such a system will require a consider
able expenditure of clerical manpower. 

RECOlVtMENDATION: 

That the Training Division consider the observations of the 
Inspection Division in reaching a decision on the adoption of 
the suggestion ofl felating to the use of the Remtag 

System. ~ . 

- 2 -



, ·OPTlONAl FORM NO. 10 
MAY 1962 EDITION 
GSA GEN. REG. NO. 21 

e 5010-106 

Tolson (, , 

~J 
• UNITED STATES G_RNMENT 

Memorandum 
I Belmont~ \·1'lY 

MOhr~'\" 
Casper I V- \ 

,\ 
./ 
',.1 TO 

FROM : 

SUBJECT: 

f 

Mr. Mohr DATE: 7/1/63 

~tJ~ 
J. J. Casper 7iJ 0 

Rl!".s 
MAIL 
SUGGESTION 41=371-63 SUBMITTED BY 
sAl I HOUSTON OFFIGE 
SUGGESTION 41=1029-63 SUBMITTED BY 

I I PITTSBURGH OFFICE 

Callahan 
Conrad __ 
DeLoach __ 
Evans __ _ 
Gale __ _ 
Rosen __ _ 
Sullivan __ 
Tavel __ _ 
Troller __ 
Tele.Room_ 
Holmes __ 
Gandy __ _ 

b6 
b7C 

SUGGESTION: SAl I Houston, by suggestion dated 10/29/62 proposed a 5.., by 8-inch 
whIte card be placed under the file back of a volume of consolidated files, 

foldeq around the top of file and secured under the front cover of the file. The file number of 
,the first and last file in the volume would be placed on the card in a vertical position. In this 
way, numbers of the files in the volume may be determined at a ,glance when the file is placed 
'On edge in open-shelf files. Houston was authorized to place this idea into effect for a six
month trial period. 

. I I Pittsburgh, by suggestion dated 5/8/63 proposed offices 
using open-shelf filing obtain a commercial product called Remtag End Folds(sample attached) 
and manufactured by the Remington Rand Co. made for the specific purpose of containing 
files in open she!;ves. Suggester quoted the cost of present system as .1139 per one consoli
dated file as,:,'conlpared to . 1459 for the proposed system or a difference of 39 per file. 

'. ~ 

,ADVANTAGES: .Tpis method for maintaining such files would provide for greater accuracy in 

I 
~. U~ing and files could be located more quickly. Files would, present a neater 

l
and mo:-e unffprnl:appearance. A saving in time of file review and correlation ~}erks wOK a 
be reah-?!ed.~. - ... . /: 

, ~ - ~j - - , 
~ ~ ~ 

OBSERVATIONS:' At the conclusion of the six-month trial period, the Houston Office advised 
the system proposed by SAl Ihad proved to be entirely 'satisfactory. 

iles could be located more rapidly and approximately 240 hours of clerical time could be 
saved annually QY using this method. It was pointed out that in using tbis method to identify 

~. -, 

'Enclosures~ 7-4t..-b:t // -~.D. J/~; ) 
1 - Mr. Gale ~ ._ J; f!1.,J.t1. -#J. >{~ 11 
1 - Personnel file ofl I \(~'};'I.\i.- < 

~ersonnel file ofL::S:-:"A"T"I---------1. [} JU~963 

(5) :pab~ CONTINUED. ON PArm-r.,f -

I' , 
~/'-

11V()/{/' 
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!Memo to Mr. Mohr • • Re~ Mail 

closed files, shelf dividers are not needed in sections where files are consolidated and 
marked with 5- by 8-inch cards. This saves time when shifting files and eliminates nec-essiy 
of relabeling shelf dividers. Houston recommended suggestion be adopted for use in offices 
where open-shelf filing is utilized.' b6 

b7C 

The Inspection Staff made a survey regarding L~e use of Remtag End Folds as 
iiproposed byl I Pittsburgh. It was the consensus of the Inspectors that the 
{benefits to be obtained by a system such as proposed would be most beneficial to the Bureau. 

~
owever, it was felt the expense involved in converting to the Remtag system would be 
xorbitant and similar advantages could be obtained through a more simple system at only 

negligible cost. It was proposed that file ends be made from our present file backs by 
,cutting a strip the desired size and folding to create a file end. Several file ends(sample 
attached) could be produced from one file back and could be placed over the Acco fastener as 
the first and last item on the fastener. Little additional time would be needed to fashion this 
simple device. Such an end tag would be more durable than the Remtag End Folds and more 
easily adaptable to the varying thicknesses of the consolidated closed files since the Remtag 
system has only two positions to cover all thicknesses of files. It was recommended that it 
be optional with field divisions as to whether they start using this system with newly consoli
dated volumes or whether the conversion be made on a project basis to cover all of the close, 
consolidated volumes since a considerable amount of manpower would be needed for conver
sion to such a system. 

The Training Division feels the use of file ends with open-shelf filing is 

~
'deSirable due to the above-stated comments from the Houston Office and the Inspection 
Staff. Since the commercial product would be quite expensive, it is felt the method proposed 
by the Inspection Staff has merit and would prove more advantageous than'the commercial 

roduct or the 5- by 8-inch white card since it would be cheaper than the former and more 
urable and adaptable than the latter. Although neither suggestion is being adopted as 

submitted, the objectives of both will be obtained under the system being recommended for 
adoption. 

RECOMMENDATIONS!: 

I . (1) That a modified version of both suggestions be adopted in that each office 
wit~en-shelf filing use a file-en~systent by making these ends from file backs. 

RECOMMENDATIONS CONTINUED ON PAGE THREE 

- 2 -



r .. yr-~~ __ ~ ____________________________ -= __________________ --, 

Memo to Mr. Mohr 
Re: Mail • 
RECOMMENDATIONS CONTINUED 

• • 

(2) That the attached letters of appreciation be forwarded to the suggesters 
I advising them of the modification involved. Suggesters were thanked for their ideas by 
prior letters. (). I /J /J fh 

?M '~ a 
(3) That the attached SAC Letter be approved and forwarded. 

(4) That the Mechanical Section, Administrative Division, prepare a 
sufficient number of samples for one to be enclosed with "(J.O Letter 0~ffice. 

- 3 -
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PERSONAL ATTENTION 
SAC LETTER NO. 63-33 

UNITED STATES DEPARTMENT OF JUSTICE ,,,-

FEDERAL BUREAU OF INVESTIGATION 

In Rlply. Please Refer eo 
FileNo. 

July 9., 1963 W.ASBINGTON 25, D. Co 

(A) FILING SYSTEM - OPEN-SHELF FILING -- A method for preparing 
file backs has recently been brought to the Bureau's attention 
through the Suggestion Program. This procedure is for use in con
nection with closed, consolidated files in those offices utilizing 
open-shelf filing and will facilitate locating these files. File 
ends., of the desired width, (sample attached) may be made from file 
backs and placed over the Acco fastener as the first and last item 
on the fastener to create a durable end for each file. The beginning 
and ending file numbers in the consolidated volume should be done 
~n permanent black ink on the file end. It is being left to the 
d~scretion 'of each SAC whether this system is placed into effect as ~ 
ne\t~ consolidated volumes of files are prepared or whether the con
version to this system is set up on a project basis. Offices now 
using another method for preparing end tags will convert to the 
above-described system as new consolidated volumes are prepared. 

AlL.INFORMATUlN CQ,NTAItB 
HEREIN IS UN·C~·IFlED 
DATE 9\ 13 Is?> BY, ~"A"6"sldcL 
c~ tot, ltpfe4; - 5 

b~ - ').3/9-
'l'Jr5-i .<~:'.; . - .-, -
~rJUL 19~53 
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Ii 
July 11, 1963 

To: Division of Assignment 

Director, FBI Administrative 
SUGGESTION 

It is suggested th~t _~~er ~a~~r be_~sed in place of Index Paper 
for the printing of orm 4-49. (Sample attached) 
~ It. ~ 

Current practice or rule (Include manual citation as well as facts) 

Index Paper now used in printing form 4-49. (Sample attached) 

Advantages of suggestion and annual savings (include basis for estimate) 

Last year 1,250,000 copies of form 4"49 were printed by this Section. 
This required 24,500 sheets of 32 x 48 Index Paper. If Ledger Paper 
was used it would have saved $494.90 last year. 

Index Paper, Property #7.~25, size 32 x 48 $56.90 per 1,000 
Ledger Paper, Property #679, size 32 x 48 $36.70 per 1,100 

SAVINGS 20.20 per 1,000 

Cutting time would also be saved both before and after printing since 
Ledger is thinner than Index. Index is ~II per 1,000 sheets 

Ledger is 5 3/411 per 1,000 sheets 

Disadvantages of suggestion 

None known 

sheets 
sheets 
sheets 

b 

(The use by the United States of my suggestion shall not form the 
aSSigns upon the United States. I understand that I will be considered for-~--....... -....::lo."""';;"""--"';;"'-';""";;""-.....i.""";"--'d 
within two y.ears after submission.) 

.JUt ~3 1963 
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REC- 25 
I /' ~ ..... 

'j 
• , 

-

July 22, 1963 

.... ,., ~C'ON' AT .s: J.::.:\'\,o;. .L:..L.I 

:0 
m 

_0 
~ 

t:l 

" 1 7.2 
m 

1 I 
Federal Bureau of InV'estlgatlon 

mg 
z 

}--tCW 
b6 
b7C 

.' 
I, 
.~ 

.!../ 
1 __ , .. - l 

Tolson __ 
Belmont __ 
Mohr __ _ 
Casper __ 
Callahan __ 
Conrad __ 
DeLoach __ 
Evano __ _ 
Gale __ _ 
Roseo __ _ 
Sullivan __ 
Tavel __ _ 

\Vashington; D. C. 

Dear~1 __________ ~ 
Thank you 'Very much for the suggestion that 

;xJ 
o 
'=' s:: 

Form 4-49 be prepared on ledger paper instead of index paper. 
You. may be interested to know different types of paper have bee~ 
used previously for this form and it was decided the index paper~ 
is the most suitable for this purpose. ~ *' ?f ..L...,,... ....:G: " 

---.~ Ii") • , ~ 

The interest which. prompted YOll to SUbm\L~S~ ~ .. ~ 
i.iea Cof·ccijoiiii~.ijtniOionDl< is indeed appreciated!' lfiJ ;., ~. 

JUL 2 21963 :::.:=.'-~; 
Sincerely yours, is.' . 

OOMM·FB~ ,~ .(>2'1:. 3. Edgar Hoover 
..... ~ ~.~--

1 - Mr. Callahan .. 7, 

1 - Personnel file of ' 1_ ----------~J1f/-:- ,'1 .' 

ML:pab ~(l_i~- ~ 7" . 
(5) (Suggestion #50-64 dated 7/11/63) 
NOTE: Based on memorandum C. R, Davidson to Mr. Callahan, 7/17/63, 

re: L.1---:'_---:-_____ ----JIAdministrative Division, Suggestion 
Program, l~Sr:q::v~~.\ d _ li. 

FilE(s and Communications Division opposed adoption since 
paper of a li~~ter:~;o/ei~~trt~an the index paper. is n0t sUlitable for seria! 
markers. 'Db'EA.'nltrker becomes bent too easIly and gets turned back mto the 
file making it difficult for supervisors to find the correct serial. Training 
Division recommends suggestion not be adopted. .1,/ 

.j ~ . I 
\ 

Trott,!,r 7 . • I I 
Tale. Roorr,'_lt . , 
Holrr.e!a, '"' , • .... I!-

t, "'\ ., t-' (. "', ;" ,,,!'/ 
• ~ j "" 

v " l:4;J·J 
~/f"t, ~., .', I i 

;' 

Gandy __ _ MAIL ROOM 0 TELETYPE UNIT D 

----~-
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O;iiC"..I"~ fORM NO. '\0 • 

UNITfED STATES GOVERNMENT • ~ 
Tol"so'n __ 

Memorandum 
~o;; :;/' 
VWa~rtr 

Conrad __ 
DeLoach __ 

callahaU ( 
TO Mr. DATE: 

FROM 

7-17-63 

b6 
b7 

Evans __ _ 
Gale __ _ 
Rosen __ _ 
Sulllvan __ 
Tavel __ _ 
Trotter __ 
Tele.Room_ 
Holmes __ 
Gandy __ _ 

SUBJECT: I 
ADMINISTRA TIVE DIVISION 
SUGGESTION PROGRAM 
9Fw64 

I ~ ~~ggested ~er P...~.ge.!'-he....use.dwiIkplace .... o.L 
In~ex p'~p'er for the llr~~~'Bcj:,!9_\ ~a~e.z:::pers are attached. 

In his suggestion he pointed out a'o' e""If@"fYod of a year we could 
save approximately $494. 94 through the adoption of this suggestion. Form 4-49 is the 
form used by the Records and Communications Division to mark areas in files containi~ .... ij 
references which were called for in connection with a file review situation. Index Pap~'if 
is of a fairly substantial quality and it lends itself very readily to the job fW; which it h~ 
been designed. Ledger Paper is quite a bit more pliable and limp and doe@-J1o~fPpear~ 
to be nearly as well suited for Form 4-49. The stiffer paper does not bentlt:nearly as 

'1 d C,:,l -c rru eaSl:" Y' an even though there would be a savings involved, it is felt i1h-a~. we'\should conLtJ.ltl3 
to use the heavier paper in making up Form 4-49. Co!~ h. \ 

.... .1 ,-' C1.J 

~ 
I 4~ • \S) 
pf the Mechanical Section has said thatl Isuggestio~ 

has pOsSibili""'i .... e-s-,...,br-u"""'1t .... t":"":h.....Jat the Ledger Paper may be too light for use in the R~.cords 
Division and recommended that this suggestion be sent to the Records aIffi. Communica5a:s 
Division for their co~ments. The Administrative Division's Streamlining 90mlmitteeQ 
does not feel that .thiS· suggestion should be adopted. i' ~ 

RECOMMENDATIONS: r-·f"~L,.. 8 
1. That this suggestion be forwarded to the Training Division, Suggestioi 

Program Desk, for acknowledgment, and to record our feeling that the suggestion sho~ 
not be adopted. -"1~ tl 

E~CLosURE ATTACHED 
~~~ !l. 

\ t • .. " 
~ ~ .... ~ . .; .. ", '. i 2 "'~rior tS' final' action, howeve!I', it is recommended that the Tl1aining '. 

D~visiO~ ~~~comments of th~ Records and Communications Division regarding 

tlus ;p;;! \G..d~')J \ ~ h.:i:~ ~~ RE.C- 25 /' /' "" r'1/I' .... 'iC"f'/r: 
"', . 'fr\i; D,j-I -~%<'~r.{LXEROX· !,.#-t;;;r!:2;IY -1413 7..1,"' ~J }''I 

h~~ V \ ,- ~ /,\.,J -+\.( l\ 

f)J::::::Z'~.JVJJ JUl 24 1963 . '':- . . .. J ... V' ~ 
ESM:ves (2) ~ & aJ..O .p,lL ... 3 196~ ,.. \~~lll 
Enclosures r ,o.d~ cf' 7YjI' :ea.~1 'r:' ........ _ ., Q},\ . 
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OPTIONAL fORM NO. 10 ,5010_1()6 
MAY 1962 EDITt9J'l 

.. GS~G£N~ REG. NO. 27 

.. UNITED STATES G RNMENT 

. Memorandum 
TO 

, 
DATE: 9-26-63 

Tolj\on __ _ 
Belmont _--:-
Mohr L flA/' 
Casper V fYi' 
Callahan __ 
Conrad __ _ 
DeLoach __ 
Evans __ _ 
Gale __ _ 
Rosen __ _ 
Sullivan __ 
Tavel __ _ 
Trotter __ _ 

FROM 
Tele. Room __ 

L. E. 0 F,L<s ~~/Z 
S~rCT: ~POSED ttr.:P:,~_~gAlR-.ImCO..RD!!.-.EOJ~M,_ ~ 

f,' /r.:h t 7&IJ. ¥ -4. t. I lo.!ff:~!J.t 
>I:t J.;~ •• ...requested that the attached proposed "File Repair ~dn 

Form be-app~ov~dJfor use in connection with file repair operations in the 
Filing Unit. This form will serve (1) as a routing slip to forward files 
in need of repair to the Repair Desk, (2) as a work order slip showing 
what repai~$ are needed, (3) as a record of what repairs were made to a 
file and wn~n and by Whom, as well as an individual production record t and 
(4) it willLassist locate personnel in tracing files. 

~lf approved, a requisition slip is attached for an initial order 
of 5,000 ,copies of this "File Repair Record" Form. ""M 

RECOMMENDATION~~. 
1)/. V/~,,:, ", .) {' v-Uv,' ~ ,,9-

-4': :'~ 

(1) Th~t the attached proposed "File Repair Record" Form be t 
approved. 

, -, i ' '!- ',' "- [R'(.V ~ :\ 

.# . .t £. ,.I ...\ '. I j"{ ~'1 ~~-~ 
... #1>1 vi" 

, . 
/.:.i~ROX 
OCT 31 1963 

M 
I 
~ 
~ 
Z' 
;.1 
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I File . ~pair Re~ord 
4- b b'l o' ,\.- ., • IJ 

; '" (i#?I.-Io~ ,/ ... r,.~<~ 
, r., . 'ft,. [ 
! TO :_~I! REPAIR DESK, RM. 

, FROM:l 

-""""" 
\ 

G 101 IB DATE. _____ _ 

~ . I --------------------------------------~~'~ 

RE : - , FILE # SECTION ----------------- ---~~-;" ::,t:.;;~ ... 

1 This file charged or transferred to Repair~by: 

DATE 
I 
. Please repair items checked below: 

1. ( ) 

2. ( ) 

3. ( ) 

4. ( j) 
, \ 

5. ( 1) 
6. (<...l ) 

7. (~) 
'-

8. (j) 
9. ( ) 

10. ( ) 

EXPAND 
Jl .~' 

NEW COVER "t',~' 
\ .) y 

NEW BACK '\);' :fj),J 

CHANGE COVER SIZE 

CONSOLIDATE SECTIONS 

MAKE UP SUB A FILE I 
I 

REPAIR SERIALS __ (~r -+Y ...:':;.;..' ...:;.1.-+1------
LAMINATE SERIALS...:'~~, ...:\o~'~r-..r~" .;...1 ______ _ 

CHECK SERIALIZATI~N_'-~{~':~'d~ __________ __ 

MISCELLANEOUS (SPECIFY)~ 
I 

! REP~IRED BY \ _________ ---.,;DATE._/ ___ _ 

! CHECKED BY:4~1----------------____ ~ 
1 FILE SEN;;t:.:,~ ,~) 

(~l) 
Return TaQ£e. 

Lamination 
"4-

(j) 
J 

_________ Rmo----
I 

(Use reverse side for additional remarks) 
(Jt, ' , ~ .~) PROPOSED NEW FORM 4-661 



r . -
" h 

• 

• 
File Repair Recard 
4-661 (9-26-63) .. " 
To Repair Desk, Room G 10118 

From: 

Date ________ _ 

Re File No. __________ Section ______ _ 

This file charged or transferred to Repair Desk by: 

-------____________ Date _________ _ 

Please repair items checked below: 

1. D Expand 

2. D New Cover 

3. D New Back 

4. D Change Cover Size 

5. 0 Consolidate Sections 

6. 0 Make Up Sub A File 

7. 0 Repair Setials 

8. 0 Laminate Serials 

9. 0 Check Serialization 

10. 0 Miscellaneous (Specify) 

Date 

Repaired By: _____________________ _ 

Checked By: _____________________ _ 

File Sent: D Return Table 
~rf' 

, ~.t?J-' 

o Lamination 
,~~\ 

D ----------- Rm. ----- -
1~]l' 

(U se reverse side for additional remarks) 

/p &_ -?- 319- / L/.s -
1'SC~()~~~~ 



r~ ).: > . ",.. ... 
t- . 

l l~ .... v .' • .. .... , 
! 

.; 

(/ 

Federdl uure:tu of fnv~stigation 
\',"asblngton, D. C. 

ltJG 
October 7, 1963 

.::
Q 
-,;, 

5 ::!: 
o .. 

b6 
b7C 

De.ll"L..1 ___ ---I 

::: e; 
;/-j 

~~ . ~r.~C# ~ z· 
/j1·..r..::Jil·~:r .. " ~ ./ Th:lnk you very much for the suggestion tn1.! ' 7 tr:t;-J • 

-4 Form 4-634 be revised to provide for the. bl.lnk space to ~ 
'I"apveardliattlle top of' the serial llL.'1rker ill5tead ofthelJOttom. '{'~i f; , , 

I am indeed pleased to advise you this llroposalls being 'Ii [;,. ;0, /':;~', -" 

adopted and bteps are being talt€n to place it into effect wh:ztt Ii -/I~I 
tbts form is next printed. , • ,.* 

.. ) r,\ ~ .....- • • .. • 
• ~ .~7r- ,'j,~ ."'-:";> '~-r The h'lterest and initiative you displayed in 

t.~\..., _),{ ,t;[; b~~~gi~his ma.tter to my atte~tioo are indeed appreei~tej. 
~~ f'v-' ;"J . I hf,tpe wet wilt receive the ben~flt of any future thoughts you 
,,:' tv:~~. :.~) m~ha:ve regarding our work. ~~{ !_:_ 
, ,," .. , -.'" .., ~., I -I • 
'..l' • ' - - ---'-.~ .' Eincore.LY yours, ,:, :--' ~ ,', 'I' 'r~ •• "'~ , "~ I.....:. t, 

':~ ('\ .. , ql: a.EdgarHoOver-~h ....... ' r..~,~~--
! 'JJ:;;"": (-\ :: f , -.:..~"~ '¥<I':~:" .,'':, .. . --," :;:} ... ,"F...... J J; -I to'· , - , ,.;.;. 

--- 1.'"1-Mi.. Tii;,!!l \ ~ 
) ..i -Perst;mri~i File of! I ~ . 

,.~'-~:mll ';:;:{Suggestion 11=217-64 dated 10/1/63) b:j.JJ~//' 
(5) 1'.'-(Y 0" ,-
NOTE: , ~" !~~~~~~~ts~0,Fm,;1-.~3~1!:w .. revised to provide for the blank 

"'..4', ) U~,! \ & space appearing::alJIie top of the form instead of at the 
Tolson bottom as at present. .' " . 
~~:ont ::': "-, .. U;! l H dJ ttl ~tl ~ , >·'n., 

g~~ia~an -- "!::Ctn '\ j'- bFll-e~'and Communications Division advised, if printed 
Conrod as suggested, it would a~d ip. looking .files up to date and recommended DeLoach __ , .. 

Evans the change be made with the next order of the form. Training Division has no 
~::jIo.v, ',66jection to the revision of this .f9rm and recommends adoption. On approval, 
~~~~ 7' NO\h~a_will serve as authority for the Forms Management Desk, Training 
i:~~t~~oom __ Division, to take appropriate action. 
Holmes __ _ 
Gandy __ _ MAIL ROOM D TELETYPE UNIT D ./"-.J 



. ... 
-. Ei;qpi~~ Stggestion 

F3-25~ ..(ftev. "':11-59) 

r 
, 

To: Division of Assignment b6 
Director, FBI b7 

SUGGESTION 

That form 4-634 be revised placing the blank space at the top. 
T~ space is for the name and room number of the person receiving 
the file and includes, the current date. This change will be as indica 
on the attached sample • 

• 

Current practice or rule (Include manual citation as well as facts) 

Advantages of suggestion and annual savings (include basis for estimate) "-it..:. 0 '" 

Co: (..~ :;::t 

That after the serial marker has been inserted un~ i~e ~~co j 
compressor, indicating to whom the file is going, it ne~a fi~t ~&re- ~ 
moved when looking the file up-to-date and making corresp~di~'correcg 
notation on the serial marker. ~ 

Disadvantages of suggestion 

(The use by the United States of my suggestion shall not 
aSSigns upon the United States. I understand that I will be 
within two years after submission.) 

Recommendations and comments of Division Head 

(Do not 
.~",,-

\~ - 1/ j. XEROX 
i 

NOV 1 1963. 

;L :~ 
'-. 

. ;-/ 
-'" 
g 

,.,.. 
, -r ;-:) 



.,':1 • .... . ~ .. ' . 
~. . . .. • . ' t • . 

Employee sUgrestion 
Submitted by: 

L...-______ ....I 

COMMENTS: 
F 

b6 
b7C 

. ' 
~ • ,. 

Form 4-634 printed as suggested would be an aid in looking files up to date. It 
is recommended that the change be made with the next order of the form. 

" 

.. 

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



CONFIDENTIAL 

PERSONNEL FILE 

LOCK UP AT NIGHT 

For: Call: 

Requests &' 
Transfers - 532 

Locates 2303 

Abstracts 642 

10~te 
with serial / ____ 
No. /-5 

Abstract not in file for 

•• 
'/-6:-3 y..CiQ-. 10-7- '3) 

i /1 I- . 

11\ "Ii~' 
; \ 

4-69 1 =(Re i. 9 SIS 9") 

~ ~ 
~-~-

... 

(;v9 

'oN 
ropes qnM 
elop-ol-d n CJ 

SPOJ1s q'l{-

_!o_ 

£0£(; se1Doo'1. 

(;ts - sJeJsuoJ.L 
'.s> slsenbeH 

:nO;) : lO.:I 

1.HmN 1. V dn )1:)01 

311::1 13NNOS~3d 

1VIl.N30I::lNO::> 

• 

CONFIDENTIAL 

PERSONNEL FILE 

LOCK UP AT NIGHT 

For: Ccrll: 

Requests & 
Transfers - 532 

Locates 2303 

Abstracts 642 

Abstract not in file for 

,f, 

J\(. XERO~ 
NOV 1 1963 

~~-23/9-J¥t 
:rnNCLOSUR]li 

4-634 (Rev: lO-7-6::si 

. ... 

b6 
b7C 

CONFIDENTIAL 

PERSONNEL FILE 

LOCK UP AT NIGHT 

For: Call: 

Requests & 
Transfers - 532 

Locates 2303 

Abstracts 642 

~ft) 

[:=J Up-to-date \ _ \}.,t.. 
with serial •. {() 

'> 

No. . .,'" 
r }Y~". 
~J'~ 

Abstract not in fil 

PRINTED REVI 
4-634 

-.; 



" 
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-
.;< . . 

.r 
~ 

~ 

~ 

• 

Federal BUreau Of Investlgation 
Kansas City, Missouri 

DearL-1 ____ .....I 

• 1 

.. 
Thank you very much for the suggestion that . .;: 

Special Agents be required to keep a current list of alt,tnes,).n 
their possession attached to their workboxes. After ~~e~l.· 
consideration, it has been decided this proposal shoultl'-not be 
adopted. The additional work involved in keeping such a list 
current would far outweigh any anUclpated saving of time"~· 
required for searches. .:...; 

Although this idea was not adopted, I appreciate 
the interest which prompted you to bring it to my attention. 

MAIL{!Q ll' 

NOV7 1968 
Sincerely yours~~ 
u. Edgar Hoow-

_ CO~J~ 
""--J 

2 - SAC, Kansas City - 1 - Field personnel file 
1 - Suggestion file 

_ .l.r :personnel file of I 
~vIL: mlf/7i~r L...-_________ ---I 

(6) (Suggestion #320- 64 dated 10/30/63) 

b6 
b7C 

Tolson ---,...".--,-
Belmon~ "J" , 

NOTE: Suggests Special Agents be required to keep a current list· 
,,' . of ail 'files in fheir'~possessiQn attachecl to their workboxes Mohr __ _ 

Casper __ 
Callahan __ in an effort to save on searching time. 
Conrad __ 
DeLoach __ 
Evans __ 

GRale " .' ./ osen r. -;'-1/ 
Sullivan r~'-Tavel __ _ 

Trotter .'." b 
Tele. Room _ .'. . ... ~ '.' jJ 
Holmes ~ ~ ,0; .. \ I ';\ ~~. ~ 
G5!Jlliyr. ' .', \i \; ,~ MAIL ROO TELETYPE UNIT 0 
'f 1."_' 'V' 

I • 

SEE PAGE TWO 



.. • • 
NOTE CONTINUED 

SAC Fitzgibbon recommended suggestion not be adopted 
since ti"me spent in preparing a current list of files would exceed the 
time required for searches. Files and Communications Division and 
Training Division also recommend against adoption. Such a list, if not 
completely accurate at all times, would be misleading. It is felt complete 
reliance could not be placed on a list such as proposed and complete 
searches would still be needed. 

- 2 -



E!!!e Iq~e ~uggest!'pn 
FD-'252' (R~. 9-11'-59) 

~'" 

t..t 
~ ... , 

To: 

Director, FBI 

, 

Current practice or rule (Include manual citation as well as facts) 

To my knowledge no such lists are kept. 

ages of suggestion and annual savings (include basis for estimate) 

Time saved during searches~ 

Disadvantages of suggestion 

10/30/63 
Division of Assignment 

KANSAS CITY 

r. . 

.• ' 
-..,. 

The time spent by Special Agents to keep these listings current. 

(The use by the United States of my suggestion shall not form the 
assigns upon the United States. I understand that I will be considered 
within two years after submission.) 

IiJMr. 
Recommendations and comments of DivisIon Head 

b6 
b7C 

The time spen~ .in preparing a cu~~ent 
ropinion, exc~ed the time requir~d, ~or 
of this suggestion not recommended.' 

files would, in my 
sear·Ctles;·'. therefore, adoption 

.(0.0 not write in this space - for Bureau use only) 

(5 NOIJ 

-
~~--~~~~~~~~~~~~~~~~------------~~~------------------- ---



• • 
November 13,. 1963 

I Federal Bureau of Inves4tion 
Albuquerque, New ?tfexlco 

DearL.-1 ____ ---I 

PEflSONAL 

:.rJ 

~-"f 

-.: 
-
~ 

r., 
:::>-
0 --Cj 

;:;: 
,=' 
'=> 
., 

~ 
0 
~ 

....., 

~ 

I\) 
U1 
-0 
::?!: .. 
en 
-N 

Your suggestions have been. received concerning 
the preparation of two of our forms With preinserted carbon paper 
ana l'egarding the manner in which Form FD ... 245 is printed. You 
may be interested to know both of these proposals have been con
sidered previously and not adopted because of disadvantages involved. 

. The initiative you displayed in subm.Itting these 
ideas to me is indeed appreciated .. 

MAn.ED.l~ Sincerely yours~ ~ 
tl. Edgar Hoover / NOV 1 31963 

COMM·f!£l1 
. \ 

.4 2 - SAC, Albuquerque 1 - Field personnel iile·_~. '~-~---
<'I ~ 1 - Suggestion file . /:' 

- Persannel file afl I . 1/ ! 

:mlf..-nJ'~ . l 
(6) (Sugg;~ians #330-64 dated 11/4/63 and #331-64 dated 11/6/63) 

bF . 

b7e 

NOTE: Suggestion #330- 64 proposes FD- 245, file frant, be printed 
on both sides to permit using them again when files are 

Tolson consalidated. Infarmation appearing on this side could be crossed out in 
Belmont l>{ 
Mohr black pencil. Same idea considered several tiines and not adopted. Exec- ~'! 
Casper / I '.~ 
Callahan utives Canference of 9 24 53 recommended against proposed procedure fJ 

g~~::ch __ because it felt covers are producing maximum efficiency as now printed. n 

~~E: ~ J 6,~' XEROX V'{(tr., ,'~ /(f/ ;1r/'~;? ",}~,.1rt 
Sullivan \g r' - . l/~'l \ V· 

~~ve\ '\ ~ NOV 14 1963 
~~i~4=NQV 2 1953 . _ SEE PAGE TWO 
Gandy MAIL ROOM 0 TELETYPE UNIT D -



• • 
NOTE CONTINUED 

IS 
Information, such as auxiliary office file numbers.i~placed on inside of 
cover in longhand and this would obviate their use a second time. Cost of 
file fronts would increase if this idea were adopted. Training Division feels 
these observatio~s still pertinent and recommends this idea not be adopted. 

Suggestion #331-64 proposes FD-204, first page of reports, 
and FD-263,. cover page ·for reports, be prepared with preinserted carbon 
paper. On 10/16/63 same idea considered and not adopted. Training 
Division,. after consulting with Inspection Division, opposed suggested method 
of preparation since neither form is prepared in any set amount of copies 
because of difference in dissemination of investigative reports and it was 
decided it would be impractical, and often wasteful, to prepare them with 
preinserted carbon paper. Training Division recommends current suggestion 
not be adopt€?d. . 

- 2 -



1;.1'!l~ Suggestion" 
.". ~t'r?:2'5l("Rev. 9-11-59) • E· 

Date 

11/4/63 
To: Division of Assignment 

Director, FBI ALBUQUERQUE 
SUGGESTION _ lL _ _ . 

It is ~uggested that Form FD-24~JLc!RtLbe printed on 
both s1des. When files are consoI1dated these file fronts 
could be reversed and used again. The file numbers, volume 
numbers, etc. could be crossed out with a black marking pencil 
to eliminate the possibility of the wrong side being used again. 

t{p 
/ 

Current practice or rule (Include manual citation as well as facts) 

When files are consolidated the file fronts are thrown away. 

Advantages of suggestion and annual savings (include basis for estimate) 

It is felt that by being able to use both sides of the file 
jnnts there would be considerable saving to the Bureau, although 
it is not known how expensive these fronts are. 

Disadvantages of suggestion 

None 

(The use by the United States of my suggestion shall not form the basis of a further claim of any nature by me, my heirs, or 

within two years after submission.) 

b6 

assigns upon the United States. I understand that I will be considered estion is adopted ( 

L-________________ ~CJ~Mr~·~[]T~hi~~r:Ss·~a~~~~E::;arss~s~~~~~~~~~~~~~.~~J 
Recommendations and comments of DIvision Head ..... V 
n the event the Bureau is in posse 10n 0 

\i 

I, 

reclude re-use of these fil~ folders, it 
uggestion be given care+uj c9nsideratio_~--'lf 

--, ' ~~~~~~~,------• ' -=-<i. 
O. 

(Do not write in this space - for Bureau ,sa onHl ' .. " -\ '/ 
\' II',' *' 

.' .'" :.:1' ;0 I'· V"I ~"·I ~ \ A.:J 
.• ! -J ,J 

,;1 {:, . ~/-.J .!f/",:~I •• 
1/ f/~1 /,' t ,,' J 

~~ '1. . ..-./'" 
.; 



r 
r 

• • 
November 15, 1963 

I I 
Federal Bureau of Investigation 
Vlashington, D. C. 

DearL..1 ____ ----I 

PERSONAL 

'-:;' 
-~1 ?: 

rn cPs 
-;;: 

r--\ c;"~ 
'X" 
o 
.:;1 

» 
I have received your suggestion that each 

investigative fUe at the Seat of Government contain a serial 
which would remain the top serial in file and would contain 
certaln pertinent information. This proposal has been care
fully considered and it was decided it should not be adopted' 
since the cost to maintain such a brief in each fne would:J,al" >.,' 

outweigh any anticipated benefit to be gained from such·-a:" ~ 
procedure.' ' 

~ . ..... 
Although this idea was not adopted, I appre@l.te 

the interest which prompted you to submit it to me. . 

--., 
b6 
b7C 

MAlLEQ 11 - Sincerely you~s, 
J. Edgar Hoover N'OV I 51963 

COMM..f"Bl 

Tolson __ 
Belmont __ 
Mohr __ _ 
Casper __ 
Callahan __ 

1 - Mr. Rosen 

.1} personn.el file of SAl 
~L:mlf/f)Lty ...... ---------' 

(5) (Sugges~ion =11=338-64 dated 11/13/63) ?>: 
NOTE: Suggests ·each inv.estigative file at SOG have a serial 

designated "Retain as Top Serial It on whicii would be listed 
in brief pertinent facts regal,"ding the investigation. ThiS" sertai should be 

7i?~ ~ ;:fl:.. 
LJ 

SEE PAGE TWO 



r-
" 

• • 
NOTE CONTINUED 

inserted in file at beginning of case and information added as case 
progresses. Suggests this procedure be handled by the Correlation Unit 
of the Records Branch inasmuch as one of the functions of this unit is 
preparation of summary memoranda on individuals to centralize information. 

General Investigative and Files and Communications Divisions 
opposed adoption of this idea. It was noted the cost to maintain such serials 
in an up-to-date condition would not be warranted due to limited use which 
would be made of such briefs in the majority of cases. Case supervisor is 
always aware developments in cases supervised by him. In major cases, 
files are kept in supervisorsf offices and they would not be available for 
preparation of proposed serials unless taken from office. Training Division 
recommends suggestion ndt be adopted also since it has been the practice 
to keep "floating" serials to a minimum. Good records management dictates 
aU mail should be serialized into files. 

-2 -



Em~ loyee Suggestion 
F~-2~2 (Rev. 9-11-59) 

To: 

e 
• 

e • Date 

11/13./63 
Division of Assignment 

b6 
',.., General Investigative bie 

r.s=U~G~G~E~S=T=IO~N~~~,f7~~L-~--------------------~--------~----------------------------

~ That each investigative file at the Seat of Government 
have ~s.~rial_ .. tobe .d.esignated "Retain as TOp Serial" on which_serial 
will be listed in brief and succinct form the pertinent facts 9~ the 
inves_tig.at.iQn. Such facts should include the allegation, resu:Ets of 
investigation, and prosecutive disposition. Also to be include~ would 
be the names of all subjects and serial numbers where des,c.r'iptions of 
such subjects may be found. It is felt that this "Top SE?lt:ialu-should 
be inserted in the file at the commencement of the case ~d be added to 
as necessary upon development of the case. It is not suggested that this 
procedure be made retroactive as to established files due to~the readily 
apparent burden this would impose. Regarding preparation of,~:the "Top 
Serial," it is suggested that this be handled by the Correla~~on Unit of 
the Records Branch of the Files and Communications Division (See Page 2) 
Current practice or rule (Include manual citation as well as facts) 

Current practice does not provide for the above-described su~sted 
procedure. The investigative files contain serials as recei~Stl. To 

lean er i ent facts necessi a es s arch' h 0 s· 
Advantages of suggestion and annual savings (include basis for estimate) 1-;' _ 

. Such a procedure, it is believed, would greatli_~facilitate 
Bureau officials and supervisors in obtaining at a glan~ without 
tedious and time taking effort the necessary pertinent facts::-.so often 
necessary in preparing communications for submission out o~he'Bureau 
and intra Bureau memoranda. ~~ -

A savings in dollars based on implementation of this 
suggestion can not be estimated. 

Disadvantages of suggestion 

A small additional effort required to maintain the 
"Top Serial" in current status. 

(The use by the United States of my suggestion shall not form the basi 
assigns upon the United States. I understand that I will be considered 
within two years after submisSion.) 

my heirs, or 
sHon is adopted 

gna ur 

Recommendations and comments of DiVision Head 

The cost of implementing this suggesti 
Recommend against. 

A 
hief 

-



., ..... 

• • 
Suggestion Continued: 

inasmuch as one of the functions of this unit is to prepare 
summary memoranda on individuals to centralize information. 

- 2 -



- ''r • .. 
,,+-, :. ... 
,-r -_ 

., 

January 16, 1964 

PERSONAL 

::t1 
l"rJ ~ b6 
0. ~ b7C 
B 

17~ ,;;;-
Federal Bureau of InvestIgation 
Washington, D. C. 

near ..... I ___ .....I 

C1.:J~ 
t:) c..., 

I-;~ ~ 
~ ~ 
Q 
~ ~ 

. ~ Your suggestion has been received concerning the .:.:;. 
!lse ()')n§_~g:rer.a.of a particular type in connection witb our work. 
This matter has been carefully considered and it was decided it 
should not be adopted. Fil~ covers as described by you are not 
av-ailable at the present time and this procedure would actually 
be more costly and time-consuming than the one we now have in 
operation. 

AlthoUgh it was not adopted, your thoughtfulness 
and interest in submitting this idea are indeed appreciated. 

~-

MAlL_I;Q l~ 

JAN16 1964 

Sincerely yours, 

:COMM.FBI 

1- Mr. Evans 

,1- - PersonnJ;.l)He of SAl _D Gh. ~L:mlf/'V{ L.....-___ ----I 

~ \/ (5) (SuggestIon #490-64 dated 1/13/64) 
Tolson NOTE: Suggests SUitable, opaque, plastic file covers be used which 
~~~~ont would have pe:rt4J:feI;lt data from the forwarding slip and the 
Casper serial marker printed orr them in- addition to present information printed 
Callahan __ 
Conrad on file covers. These, cO'fers would contain black lette7ing n white for 
DeLoach__ 1'·', I 1,.1 '1. "" 

~~=s /.., t!l} ~ I :;ttt~' f ~'~' 
~~~~~n ;; 3 J~M _~4,; 19u ~ ~ t-i)(~ ~J~ 
Trotter ~- 1? J SEE: -PAGE TWO 
Tele. Room _ • 
Holmes __ 
Gandy __ MAIL ROOM 0 TELETYPE UNIT 0 



r , . f ~ , J. , 9. 

NOTE CONTINUED 

applicant-type matters, green for criminal, red for security, and blue for 
miscellaneous files. Suitable writing instruments would be used to write on 
the plastic so that such writing could be wiped off with a wet Kleenex or 
paper towel to provide for using the serial marker and transfer form numerous 
times. 

Administrative Division and Files and Communications Division 
recommended suggestion not be adopted. Plastic file covers do not appear 
on any Federal schedule but plastic is very expensive, particularly the weight 
which would be needed for a file cover. Cost not warranted. purpose of 
serial marker is to mark location of serial in the file so would not be used 
to best advantage if located on file cover. More work would be involved in 
keeping wet towels to wipe instructions off of cover than is necessary at 
present. Colored covers to indicate type of case have been considered 
previously and no advantage inherent in using them. Training Division 
recommends suggestion not be adopted. 

- 2 -



Emp loyee Suggestion 
FD-252'{Rev. 9-1'1-59) t .... ' "'. ~ 

... 't ~o)., 
Date b6 
January 13, 1964 b7C 

To: From: (Suggester's name) Division 6f Assignment 

SUGGESTION -/ Y 
A sui table·\]1o~trans'p'ar_ent~la,s:ti. ~ fil~. c.ox.~J;. be utilized which will 
have ~rmanentJ.LJ?t~~e_d_ in:to_;i,1;Jn addition to that information 
currently appearing, the jpertinept dat.aJ.J:".Q1ll. forms 4-7 and 4-49, the 
forwarding slip ~9_se~~ajmarke~,-respectively. It is further 
suggested tliat~reen, white, red and blue plastic be us~d with 
black lettering on each. 17hite will indicate an applicant-type file, 
green a criminal file, red a security file and blue for miscellaneous 
files or files not falling in the above categories. Further, 
suitable writing instruments and/or inl~ should be used to write 
on the plastic. For example, the model is written by ball point pen 
and can be wiped off with a wet Kleenex or paper towel. This is 
desirable for the transfer form and serial marker section. 

(cont on at+!:It"'h~d) 
Current practice or rule (Include manual citation as well as facts) 

The current practice is to utilize three different forms; hence, a 
different step is involved in performing the functions attributed to 
each form. 

Advantages of suggestion and annual savings (include basis for estimate) 

1. 

2. 

3. 

4. 

Forwarding form and serial marker cannot become detached in 
transit. 
Saving of time since file cover will not have to be removed to 
insert forwarding slip and serial marker will not have to be 
affixed with paper clips. /'" (j-I""" 
Saving of monies in that form 4-7 will be el~mina~~d ~d the 
serial marker will be eliminated. The appropria~serial can 
be marked with plain piece of paper. 
File covers can be used again and again since the in~ on the 
plastic used to designate file numbers and informat~on appearing 

(cont. on attached.) ~ 
Disadvantages of suggestion 

None known 

{) Fit.&~ 

(The use by the United States of my suggestion shall not form the basis of a further claim of any nature by me, my heirs, or 
assigns upon the United States. I understand that I will be considere r_ If" ". f my suggestion is adopted 

within two years after submission.) ~ D c...? "IJU-A, O.;;:r-
LA-lMr. Mrs. DMiSS lei. t~ 

~ ,,,gna ur", un" itl of Suggest r 

Recommendations and comments of Division Head RtC jU ft,~~ ~ '3 19_/,50 
This appears to warrant consideration by the Files and 

Communications Divislen. I ,~c a ?~ 
r .• 1 \1[: . Signature and lMie 

c J" '--'" 

{vie /li 
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~ .. ...... 

Suggestion (continued) 

Plastic charge-a-plates have a special area for the 
ownerts signature. This might be desirable for the file number 
and serial number area. In the attached model, all information 
appearing under the plastic will be permanently stamped into the 
plastic cover. If the suggestion is adopted, the correct plastic 
and ink to be utilized will have to be determined through contact 
with appropriate manufacturers. 

Advantages (continued) 

in forwarding and serial marking sections can be wiped off when 
so desired. 

5. Will utilize no additional space in file cabinets. 

6. Plastic will allow files to slip into drawers more easily, 
preventing any damage resulting from binding. 

7. Plastic will not tear or become dog-eared and will afford 
better protection to file. 

8. Colors will facilitate routing, handling and filing. 

9. Probably the biggest advantage is the consolidation of three 
separate forms into one, resulting in a If one-package" operation. 

- 2 -
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I I 
Federiil Bureau of Investigation 
New York, New York 

DearlL.....-__ ----I 

• 
January 24, 1964 

PERSONAL 

I have 4f,ived your suggestion that an 
,alllba~UcaUisUDg~~l~toffiees _with a space. for entering 
a ffie numbe:r by eacti one P-e-placectoll_theJnner-side otf~~_ 
covers. You may be interested to know this proposal bas 
been considered several times in the past and not adopted 
because of disadvantages involved. It was felt the addit16wU 
eost involved is not warranted since in most cases there 
would be only two 01: three auillary offic~s to be listed. 

The interest and thoughtfulness which 

b6 
b7C 

:::0 §;;-m 
C") z: 
0 

,......, 
'1::i, 

.c. 

m 
~ CD~ 

% ~ t-i~ 
~ tc 

~ 
Q ~ 'Z ~ 

prompted you to submit this idea to me are indeed appreciated. 1 
- M8I1i'll1l!! I s~~-->-- ~;~)~ 

JAN241964 .II.~ __ (1;P~ 
L ~_ }- f7) 

e 2 - SAC, New York 1 - Field personnel file (' /Jt;)ftIF 'V . 
.IJ-... 1 - Suggestion file 7Ii ;)IJ\ ,., t~ 4<,/11 / 
I -;- ~ - Personnel file of SA I ' r7"~v ~ ltv 

J-ML:mlf n., ,--.~ 
~~:~~~t-- (6) (Suggestion *.517:"i34:dated 1/22/64) 
~~~er NOTE:' Suggests an alphabetical listing of all field offices, with 
g:~r:~an a block next to each for listing respective file numbers, 
~~;::Ch{~ J!rpr,eprinted on the inner side of file covers. ~ 
~~~:n .~/ ~ ~ .t!l~ a .. t 'lfJOO . ~ 
~:t~l:n J Ij~o' I I" \ · SEE PAGE TWO 
Tele.Room_ 
Holmes __ 

Gandy MAIL ROOM 0 TELETYPE UNIT D 



.. , 

, J • • 
NOTE ,QONTINUED 

This idea has been considered numerous times in past 
and not adopted. Executive Conference of 9/24/53 recommended against 
printing file covers on both sides since it was felt these covers were 
producing maximum efficiency and no attempt should be made to print 
in this fashion. Field offices q.re permitted to place auxiliary office 
file numbers on inside of file covers in longhand at present time. Cost 
would be increased and complete list not needed since usually only a 
few auxiliary offices involved; hence;. a complete lisling of all offices 
is unnecessary. Each time a field office is ·opened or closed the supply 
of covers on hand would be outdated. Training Division recommends 
current suggestion not be adopted. 

- 2 -
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Employee Suggestion 
FD-252 (11-14-55) 

To: 

Director, FBI 

SUGGESTION 

• • Date 

Employee assigned to (Division) 

Nm'l YORK 

It is suggested that the inner side of file covers (FD-24S) 
contain the alphabetical listing of all field offices with 

b6 
b7C 

a block next to each so that the respective file number ~ I~l~ 
that office might be entered when it becomes available inna ' 
particular case. 0 ! . 

r;k:;, ~ • 
~1tl 

Current practice or rule (Include manual citation as well as facts) 

Current practice permits entering the office name and 
file number on the blank space now existing. 

Advantages of suggestion 

In complicated cases involving numerous field offices and - ~~ 
inVOlving one or more title changes in the same case, the attention ~-1. 
of the assigned or reviewing SA would be directed to the fact that a 
particular office had already conducted investigation in that matter::' 
and the possibility of an incorrect fi.le number designation or even l 
its absence would be. considerably diminished. II 

The advantage of the printed alphabetical listing over the 
current practice lies in the accuracy of its alphabetical listing as 
compared to insertion of the names and numbers as they become available 

Disadvantages of suggestion 

Field offices might become eliminated or added. The providing 
of additional blank lines for such ~~urrences would offset this ~I 
apparent disadvantage. ~~, ~ REC- Iti ~C:, _ ol317 -l::J J 

Annual Savings (Show basis for estimate) ~ ~ ?it 
The suggestion does not lend itself to a finan~~ . 

(The use by the United States of my suggestion shall not form the 
aSSigns upon the United States) 

~Mr. DMrs. c=JMiSS 

Recommendattons and comments of Division Head It is bel~eved 
~ this suggestion would ouuveigh the need. 

name of office and file number, in cases 
sired, is believed to be sufficient. 

/,,, . 

I.J'o,. 
'.J . 

or 
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, I 
Federal Bureau of Investigation 
Washington, D. C. 

DearL...-1 ___ -----I 

• 
February 13, 1964 

PERSONAL 

-::0 -f 

rn Si 
~ -o ,~ 

-n I 

~ W 
OJ~ ~ 

~ J:/ 
\--\ C) -;I 

~ 0# 

o 2 :s:: 
Thank you fo:t your suggestion concerning a method 

for verifying the aecul'acy of designations relating to the disposi
tion of certain serials. After careful consideration, it has been 
dee!ded that Y0l,lr idea should not be adopted since it is believed 
our present system of correcting these items as they are 
encountered In connection with a current iUe search is more ~. 
practical. - -..... ;;" 

l...y.i:! : 
I appreciate your thoughtfulness in giving ~the- " -, 

benefit of your observations in this matter. ...u{f, ,. 

MAltEIl lJ.l 

':'::3 1 3 1964 
Cm.~r.1~El 

;:0 
"1 

,!!l;y 1 - Mr. Tavel 
Pt..f1 f f/ 1 - Personnel file of I 
'~l "~~;/JER:mlf~ L.. __________ ----1 

( (5) (Suggestion #583-64 dated 2/5/64) _ 
Tolson __ NOTE: Proposes a procedure to review files and serials to pick 
~~~~o_nt~~~~ up fil~s' an~',se~ial~ ,marked;"Destroyed, " "Not Used, " etc., 
g~fia'::an __ and furnishing them to Consolidation Bnit for appropriate action. 
Conrad __ 
DeLoach __ 
Evans __ _ 
Gale __ _ 
Rosen __ _ 
Sullivan __ 
Tavel __ _ 
Trotter ,. 
Tele. Room _-~ 
Holmes __ 
Gandy __ _ 

File~ add c~irll~Jhica~ions Dj.vision opposed adoption. They 
noted suggestion refers to practice in Records Branch some 15 years ago 

~~:"f 
_ ....... ~ \, I \ ( 

\ ,'~': ,_I SEE PAGE TWO \ ,', 

MAIL ROOM D TELETYPE UNIT 0 

b6 
b7C 



• • 
NOTE CONTINUED 

when files and serials to be changed were merely marked as suggester 
mentions but new file number not indicated. Under present system, new 
file number is shown each time a change is made. Suggester would 
arbitrarily review files and serials to pick up and correct those which 
were changed under previous system. These are being corrected now 
as encountered during current file searches and the Division feels, and 
Training Division agrees, this procedure is more practical than suggested 
project. 

- 2 -



, 
I 

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

Employee 5uggestion 
FD-252 4Rev. 9-11-59) 

To: 

Director, FBI 

SUGGESTION 
I 
I 

, 
Date 

?-5-64 
From: (Suggester's name) Division of Assignment 

I 
~ 

Suggest that during file by file and serial by serial checks 
e.m!2.ley_ee QQ_te_file.-aQd_m_ail marked II Destreyed" , "Killed", er "Net 
l}.s.e.d!.!.-and~'£on'\1ard _list to. Censelidatien to. be handled. 

-rc, 
Censelidatien Unit to. make up new file backs stating "Change 

Tell giving new file number. If no. new file number er IIChange Te" 
is given, a netatien can be put en the erginal file back nVerified 
by Censelidatien" giving date when handled. 

-= Current practice or rule (Include manual citation as well as facts) Q!a _ 
File Review returns such references to. Name Searchi~g ~ .. ~ 

be checked. If verified by Name Searching, file number (~r~cke12 
Advantages of suggestion and annual savings (include basis for estimate) 

1. 
£liMiNA"'~ 
Elima'be varieus precesses in current use. 

2. Reduce time in handling ef references to. be reviewed. 

I 
Disadvantages of suggestion 

Nene 

(The use by the United States of my suggestion shall not form the basis of a further claim of any nature b)...me.: my heirs, or 
assigns upon the United States. I understand that I will be considered for 
within two years after submission.) /' 

OMr. OMrs. 0MiSS -

Recommendations and comments of DiviSion Head 

¥ Unfavorable. 
EWM:ler 

(6) REC. 23.(;' t; 
(Do not write in this space - for Bureau usl:' ci~iy) 

(See comments on pag~_ 

, /j ""//'1 I ; .... ~ ~r "V,- , 
..... LA d 7 - J {!;. '] J....wflrtffture and Title ./ 



,. 
CURRENT PRACTICE (con't) 

in Numbering Unit. If abstracts states file number is 
canceled the reference is then sent to Consolidation. 
If Abstract states "Change To" and new. file number is 
given, this file number is reviewed apd a slip is sent 
to Consolidation giving subject and file number and 
requesting that card be changed in General Index. 

- 2 -



I • • , 
S~ggestionl Ito Director, FBI 
FlIes and Communications Division 

b6 
b7C 

COMMENTS: 2-10-64 

This suggestion refers to a practice in the Records Branch some 15 years 
ago when files and serials which were being changed were merely marked "canceled" 
or "not used" and the new file number not indicated. Present procedures call for the 
new file number to be reflected in each case where a change is made in either file or 
serial. The old "canceled" and "not used" files and serials are being corrected under 
file review procedures as those file references concerned become the subject of a 
current file search. It is felt that this procedure is adequate to accomplish the 
purpose. Nothing would be gained by arbitrarily reviewing all files and all serials 
to pick out the "canceled" and "not used" numbers and effect the appropriate change. 
Many of these "canceled" or "not usedH numbers may never be the object of a review 
or a search in the future. d/ ,-. I 

>~ / I , 

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



;. . 

t( 

r:~1@l 

•• 
l&rch 18,. 1964 

PERSONAL 

-
.Deal-L...-1 __ -----I 

I ha;\te receiv~ yOUI' suggestion concerning 
the administration of mes at the Seat of Government. As a 
matter of p<)sslble lntere~t to you, we already bave a prNO- ~ 
gram in effect which anticipates th,e problems mentione{i:in ~ 
your proposal and which we feel is more efficient. -:f'-o 

b6 
b7C 

-"\, ~ 
AlthGUgh your ~dea 'WaS not adopted in \lj!s~ ~ .~ 

ins~ce; 1. appreciate your thoughtfulness and interest 1,\1% ~ • fl J1' 0'---
subnuttlng it to m~. r- -g r,;{ .\.J U 

a /,1'.,1 
~ . 'il' 

--'-'.M~A\-;;:LE""D-;:19q, Sincerely yOlJrS, I I 
~ 

, MAR 18 1964 ll. Edgar. Hoov~r/ } '~ 
COMM·FB\ 'Li.! b ~-

2 - SAC, Seattle 1 - Suggestion file . ! - f,~, .--
1 - Field personnel file lJ f ~ 

1 - Personnel file of SA I ?A'(~~~~""":;/' :>' 
£)'n ~ER:mlf/~ . t V',t .... / 
lrV{fr U (6) (Suggestion #701-64 dated 3/9/64) 

Tolson __ 
Belmont __ 
Mohr __ _ 
Casper __ 
Callahan __ 
Conrad __ 
DeLoach __ 
Evans __ _ 
Gale __ _ 
Rosen __ _ 
Sullivan __ 
Tavel __ _ 
Trotter __ 
Tele.Room_ 
Holmes __ 

_,Ganc;!y, ,,". 

l./' :<F J •. , ~~, i .-., 

NOTE: Suggests subject's birth date be placed on fne.~acket, 
concerntnr;, ~tI+gl~j sqbject at SOG. When subj ect ," 

reached arbitrary age (70- 8:5) and there was no recent a,cfivity,. file 
be destroyed. 

't. ' L\ .' I.'; >. 
SAC Milnes of Seattle Office opposed adoption since 

he fe~>Ji~e, of individuals under these circumstances are already 

~~ j~ SEE PAGE TWO 
.- MklL'ROOMD TELETYPE UNIT 0 V 



-- • 
NOTE CONTINUED 

destroyed in the normal course of our destruction program without the 
need to add this extra notation. 

Training Division agrees. Matter was discussed with 
Files and Communications Division which advised present system at 
SOG already envisions difficulties mentioned by suggester and is more 
efficient. We work from dates and index ... cards in determining if both 
files and inc;iex cards should be purged. l' his is more practical and 
obviates the necessity of any notations on file jackets such as suggester 
has in mind. . <> 

- 2 -



Employee Suggestion 
FD-252 (Rev. 9-11-59) 

II! • I 
Date 

r,1arch 9, 195 4 
To: Division of Assignment 

Director, FBI Seattle 
SUGGESTION 

Files at S.O.G. - sugges~ist subject's birth date on 
outside of file jacke.~t, "Jh~ case deals with one subject. 
Transfer to top serial tf consolidated. vlhen subject 
reaches arbitrary age (70 to 85) and no recent activity, 
destroy the file. The subject is either dead or no longer 
a problem to us. His fingerprint card is still available 
for the few exceptions that occur. I also believe no 
purpose is served in reproducing such a file on film. The 
practice of destroying records in the Field at twenty, t~, 
five, and three years would make the above suggestion of_~ 
no value in the Field. 0" ~ 

I ( l __ ; 
t... ~' ; 

Current practice or rule (Include manual citation as well as facts) 

Advantages of suggestion and annual s.avings (include basis for estimate) 

Should save us some space and the cost of 
sU9h files on film. 

Disadvantages of suggestion 

b6 
b7C 

".' 

Would require going through files once each one, tw~ 
or three years to locate those records that may be destroyed. 

: 
(The use by the United States of my suggestion shall not form the basi 
assigns upon the United States. I understand that I will be considered r-:....;,.~.:.:..:.:....:.:~:...:.;:..;:;~:..:;.:.:;.:..:...:..:...:::.:.::..:::.:~~~d~;nt.ed 
within two years after submission.) 

Recommendations and comments of Division Head 

appear to me that files of i 
before they reach this age in the 
program. To add this add1tional ~~.~~ru 
destruction seems to me to be a 

tive burden the 

'\' \ \ \ 

\ l· 1 

----~-~~ -- -- --

.- ~' .. -
-I.. I' 
I 'I" t 

, ' , . 
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1- ~. 

I I 
Federal Bureau of Investigation 
Washington, D. c~ 

DearL-1 ____ ---I 

• 
April 8, 1964 

PERSONAL 
';:c 

m 
("'> 

o 

" :h rn 
OJ~ 

t-1~ 
;:0 
o 
o 
X 

I have received your suggestion that it no longer 
be required to list serials removed from files and tba:t\'Form 4-94 
be revised accordi.llg1y. After careful consideratt6i1, 'ithas been 
declar:·j that the present system is the better means of accounting 
fOE all ~erials taken ir.Q~ anyfiI~. 

Although your idea was not adopted in this instance~ 
I ~ant: tQ thank you for your interest m submitting it. 

t' 

APR 8 - '1~ti4 

Sincf;)rely YOttrs. ~ 

n. Edgar Hoover • • i l j V -

C4 bE 

S bIt::: 

~ 

., I'"~ . ' J t-' fjJ--Jt:1 POMM.FBl - 'I' ""., .-p 

(), ! = :;8:::; file ofl ~- ,: /,' 
1~1..-JER:mlf~' 7~ ~i7l/' 7 \ U (5) (Suggestion #763-64 dated 4/2/64) • 

, /) li:l. NOTE: Suggests listing of serials removed from files be 
1\Jr/'1 eliminated and Form 4-94 (QQsolete Serial Removal 

jLQrml.· be revised accordingly. 
Tolson __ 
Belmont . 
Mohr Files ,andr,GomIriunlc-ations opposed adoption since all 
g~fra~an __ serials removed from file's should be accounted for. Und~r proposed 
g:~r::ch __ system it might be assumed that a:Q.y:,~serial not in. file' had been destroyed 
Evans which is not always the case. ,." . 
G~ , 

~:I~~:~G~ Training Division agrees that itemized charge---out of 
~;:t~~r . I ~erials removed from files is most practical means of accounting for them. 
~~:::es J PR ~ 1l10f:jJ ~ 
Gandy . tML ~cfdl~ TELETYPE UNIT 0 U 

, 'vc, ~ I> ".v 
_._------ ----------



. 
E;nploy.,~~uggestion • 
~FD-25 2.. ~ev.,.9:~1-59) 

".' .' , :iJ-7b3 ..... 1..fJ 'r-D-ate---/"-,.J-}----, 

APRIL 2, 1964 
To: From: (Suggester's name) 

Director, FBI I 
Division of Assignment 

b6 
FILES AND COMMUNICATIONS b7C 

SUGGESTION v/ 

That t~~iS~~~g~o.f_§~~~als be e~in~~ed and thislform 4-94 
be r~vised tJ)_:r;:.~d 'flUl sEt~ia_l$_:r:-emoveq from this.file._pav:e_Qe~n 
destro~ accordance with- autlior-fty-contained in'" 
(See attached present form and suggested revision.) 

o Fi /es 
-... --: 

Current praCtice o~~ule~(irlc1~ude manual cHati0lqs well _~s ~act§). i 11 
Se~~l":numbers are ~steQ 1nQ~V dua y or 

(Indtvigual serials purged are checked off the 
Unit). ~ 

in scopes, as necessary. 
tab card in Numbering 

~,l 
\ 'l 

Advantages of suggestion and annual savings (include basis for estimate) 

Will eliminate a time consuming procedure now used. 

Suggester has no basis for estimated savings. 

Ali 1 u~Fri~f..~~ TJn}~ CnNTAmEn~ 
~rro:;r;;~J -to. :~l\'~l~' . ,; ~--:~r:D 

lii.~_., ,.. f ~ ,': -\" .. .., 
c[.rtif..~lb .:t..i u,:'\.,a:.~ .'..,,·v " 1 ... 

,~ 
/~. 

"} 
'\ 

'-s 
'~ 

nATE <t-19- v.?- .BY5P1~~LW/ cd. ' .. 
~~--~~----~~~~==~~=-~~~~--______ ~u_ '-

~ Disadvantages of suggestion ft 8 
.l" None known. / c.. 
~ k ~ 
I ~L,l', i ~t 

~~=---~----~~~~~--~------~~~~--~--~~----~~~~--~~~--------------~~--------~ (The use by the United States of my suggestion shall not form the basis of a further claim of any nature bv me, y heirs, or 
, assigns upon the United States. I understand that I will be considE ion;;a:s a:_ 01>, ate~~ ~ 

"'-.within two years after submission.) " _ ..-
~~ 0 ~ 
;; Mr. ~Mrs. OM 
~ • -<4 ~ 

........ Recommendations and comments of Division Head 'R£C 5 ~ ~ ~2. "":J;;:J{ L -; I":~U 
I, Unfavorable. S¥e COjdnents attached page. ~.'.- v ,-. Ii Y tr 
~.< JPPABPY k \ 
~ (5~ ~ ~- XE~v$ 1 ___ G_A_FR-:-:-9--:-19_6_4~ ___ --==-_ 

171'--'"1PR 1 ().10~ Signature and Title . .......----, 
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,. 

~ . " , "" • 
Employee Sug{f8stion 
Submitted by: I 

~------------------~ 

COMMENTS: 

b6 
b7C 

• 

It is felt that serials removed from file should be accounted for. This 
suggestion would automatically give the impression that any serial not in file had 
heen destroyed whereas this may not be the case. The accuracy in accounting for 
serials is well worth the time consumed in the current practice. __ 

:;?I 
If~ 



••• 4-94 .. (Rev. 1-26-61) 

I , 

FOLLOWING SERIALS REMOVED FROM FILE AND 
DESTROYED IN ACCORDANCE WITH AUTHORITY 
CONT AINED IN 

1 thru 19 
21" 24, 27, 28, 
31 thru 45 
48 thru 53 
56, 58, 61" 62, 
65 thru 74 

EhCLOSURE 

Present Form 
b6 
b7C 



• •• 
ALL SERIALS REMOVED FROM THIS FILE HAVE 
BEEN DESTROYED IN ACCORDANCE WITH AUTHORITY 
IN 

b6 
b7C 
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t 

SAC, Cincinnati 

REC- 22(. ~ - .;, S I 9- / g;-&~ 
Director, FBI 

CLOSED FILES 
SUGGESTION 

July 8, 1964 

PERSONAL 

Reference is made to the suggestion which you' submitted dated 
~~J!k 1964, that the mandatory provisions now in effeet regarding pr.eparation 
~~ ~q~, for ~!<?S~~ ~iles which are_~t!!l!tameg 0l:l0~~ sh.elvesjle eliminated. 

,? 

This procedure was carefully evaluated at the time it was placed 
into effect; however, due to your suggestion, it is being considered again by the 
appropriate division. You will. be advised if a change is deemed necessary at this 
time. The interest which prompted you to submit your observations on this matter 
is appreciated. 

1\ J. - Personnel file of SAC Edmund D. Mason 
~ML:kaPt' ,-

(5) I~ f- (Suggestion #20-65 dated 7/2/64) .. j....;~;;: ., 
NOTE: Suggests elimination of the mandatory provlslq!m:,.of preparmg fIle 

ends for closed files on open shelves, as stipulalf.¢d in SAC Letter 
63-33 dated 7/9/63. ""l' c 

~ 

. Referred to the Inspection Division for views and rec:O'mmendations. 
Also, suggestion being considered by Training Dtvision • 

Tolson __ 
Belmont __ 
Mohr __ _ 
Casper __ 
Callahan __ 
Conrad __ 
DeLoach __ 
Evans __ _ 
Gale __ _ 

. ~;j~, - 3 1!Jt.4 
COMM-FSI 

~~l~~:an R ~ .; 7 ~'II4"/' ~ 'r/' ..,. 
Tavel 1..,1.:'·' ,"~/ 

I Trotter /c , " 'l " J' i,' h ' "( It 
Tel .. : nJoml_<l_lI , , ' , 
Holmes '-' J. 

Gandy MAIL ROOM l TELETYPE UNIT 0 



I:rn'P)-c&~~9~est'n 
FD-25Z, (Rev. 9-11-59) 

<-- '; r ,,' 
, . 

Date 

7/2/64 
To: Division of Assignment 

i 

Director, FBI ti 
i {) 

~i' 
SUGGESTION 

Eliminate the mandatory provisions of preparing file ends for 
closed files on open shelves, as stipulated in SAC Letter 1f:63-33'-
dated 7/9/63. 1--: < 

o 

Current practice or rule (Include manual citation as well as facts) 

Advantages of suggestion and annual savings (include basis for estimate) 

~-," 
"-l,. ' 

"&. ( 
~"'. 

It costs money and takes employee time, under salary, to prepare 
the file ends. As files are destroyed the file ends no~longer 
fit. File ends made for a volume of a particular siz~..;~re·not 
adjustable When the volume is made smaller through de&t~ction. 
Few field offices have artists available to make the a~t.ractive 
lettering on the file ends. There are ample ways of qU1:ckly 
and effectively identifying files without the need for the 
mandatory provisions stipulated. ~ 

Unable to calculate savings. REC~ 22 "C -d 3/1-
Disadvantages of suggestion 

None. ---CJ 
16JU~1964 

J~~ ______________________________________________________________ ~~ __________ -----______________ ~ 

(The use by the United States of my suggestion shall not form the basis of a further claim of any 
assigns upon the United States. I understand that I will be considered for any JustifIed award only if m}l'~gge,stlon 
within two years after submission.) 

Recommendations and comments of Division Head 

\, 

~ 
.x Signature and Title 

r-----------------------------------~~----------------------~------------------~~~~~~ 
(Do not write in this space - for Bureau use only) 

I.-+- --/,- > • ~. J. '"'"' .J I.·,.i I't':-' ~,T ·'A_ .. J' 7"'_~ .. -, 
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MAY 1962 EDITION 
GSA GEN. REG. NO. 27 

.' UNITED STATES G RNMENT 

Memorandum 

, Tolson __ _ 
Belmont __ 
Mohr __ _ 
Casper __ _ 
Callahan __ 
Conrad __ 
DeLoach __ 
Evans __ _ 
Gale __ _ 
Rosen __ _ 
Sullivan __ 

TO Mr. Mohr DATE: 7/16/64 

FROM J J. caspe~/ 

FILES 
SUGGESTION 41=20- 65., SUBMITTED BY 
SAC EDMUND D. MASON, CINCINNATI 

Tavel __ _ 
Trotter __ 
Tele.Room_ 
Holmes __ 
Gandy __ _ 

SUGGESTION: That the mandatory provisions regarding the preparati0Il ,o~e ends !or L, 
closed files ma~t~~ne~_~D: 9pen .sb,elves as set forth in SAC Letter 63-33 \S) 

be elimin~teg._ 
~ 

PRESENT 'PROCEDURE: Above-mentioned SAC Letter set forth a method to be followed 'X\ 
. by those field offices having open-shelf filing for closed, consoln-

dated files. File ends are to be made of the desired width, and placed over the Acco ~ 
fastener as the first and last item on the fastener to create a durable end for each file. ~ 
The beginning and ending file numbers in the consolidated volume are then placed on the fite 
end in permanent black ink. This letter left it to the discretion of the SAC whether this A 
system was placed into effect as new consolidated volumes wer.e prepared or whethj;!:I 
conversion would be placed on a proj ect basis. . ii: 

ADVANTAGES: Suggester states it costs money and takes employee time, under s lary, ~ 
prepare the file ends. As files are destroyed the file ends no longer fit. 0 

File ends made for a volume of a particular size are not adjustable when the volume is gs 
made smaller through destruction. Few field offices have artists available to make the g5 
attractive: lettering on the file ends. There are ample ways of quickly and effectively frl 
identifying files without the need for the mandatory provisions stipulated. ~ l 

:::> 

OBSERVATIONS: The Inspection Divtsion advised it does involve considerable time to 
prepare these file ends and, of cours~, it depends upon the person pre

paring the lettering whether it is done in a neat fashion or not. There are several other 
methods which could be used to accomplish the same thing but taken on an over-all basis 
the present one is workable and should be rcetained for the sake of uniformity in the field. 
There was no objection, however, to the use of labels or other method of putting the number 
on the file ends if so desired. REC 21 ~ Ie I 

, - ~ ~ ?-3 I 9 - /;;;»# ((R 
The Training Division feels suggestion s ould not be adopted. This method 

for preparing file ends was adopted as a re:Sult~of a fO,rmer suggestion and seems to be 
working sati$factorily in other offices. At thJ"time thi~,~:rpatter was under consideration, 

; dwL· mlf ;., fl/" -....... ) 
,'"lVl. / I" ~ 1 .J(J. ~ '\ 
\ (2) . , 'L..,e ·'~.tlt.<..4 

Enclosure 'f ~ ~ ~ JUS4. 

64JUL291964 

---
125 JUL 20 1964 

~. ="""'!!..s'SEE PAGE TWO 

- - -----



Memo Casper to Mohr 
Re: Files 

• 
Suggestion. #20- 64, Submitted by 
SAC Edmund D. Mason, Cincinnati 

• 

a representative from a commercial firm was consulted since they manufacture such file 
ends. It was determined to buy the finished product had disadvantages such as additional 
cost and the fact that they had only one or two positions for adjusting Should the contents of 
the file become larger or smaller; therefore, it was decided these file ends could be made 
in the field office from file backs as time permitted. They must use the file end method 
but there would be no obj ection to use of other methods for placing file numbers on file 
ends. 

RECOMMENDATIONS: 1 - That the suggestion not be adopted. Proposal was acknowledged 
by prior letter. 

2 - That the attached letter be forwarded to SAC Mason for his 
guidance in this matter. 

- 2 -
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SAC, Cincinnati 

Director, FBI (66-2319) 

CLOSED FILES 
SUGGESTION 

• 
July 17, 1964 

PERSONAL 

Reference is made to your suggestion dated 7/2/64 and 
Bulet acknowledging its receipt dated 7/8/64 regarding the use of file 
ends with closed, consolidated files maintained on open shelves. 

-, 

After careful evaluation, it has. been decided the manda- f::
tory provisions set forth in SAC Letter 63-33 should remain in effect to 
provide for uniformity in all field offices. There would be no objection -
to the use of labels or any other method) which might prove more 
beneficial in putting the file numbers on these file ends. You should" 
therefore, proceed without further delay to carry out the instructions 
issued in the above-mentioned SAC Letter. 

~ .1)- Perso~el file of SAC Edmund D. Mason J :~ 
~"ML:mlf .. t"·'~~ r-' 

(5) (SuggestIon #20-65) ~'II 
NOTE: Based on memorandum Casper to MOhr,_a/16/64, ML:mlf, 

re: Files, Suggestion #20- 64, Submitted by SAC Edmund 
D. Mason, Cincinnati. ' c-ryv 

Tolson __ 
Belmont __ 
Mohr __ _ 
Casper __ 
Callahan __ 
Conrad __ 
DeLoach __ 
Evans __ 

, ~~~:n f< - 'i-1 
Sullivan ~ , C 
Tavel Ie:, ~ i\ IJ G 3 
Trotter Ii ,Q "li~ 
Tele.Room_ 
Holmes __ 
Gandy __ MAIL ROOM 

REC- 22 tt (ft <).3.!l...Ii' : I 
EX! 110 \ . .. ; ';J 

~l20 19~ o-\~\ 
;"1 ",/I 

(}

I ~/~, I, I f/~~ 
//' '/.-.1,.// I .,._, 

/ I 



·' ~ It) , OPTIONAl fOItM NO. 10 • 5010-t06 
'it MA.Y 1962 EDitiON -

GSA GEN. REG. NO. 27 

UNITED STATES GUVERNMENT 

Memorandum 
TO Mr. Tavel ~ 

FROM 

SUBJECT: 

/tf.~'-~~. 

DATE: 

• 
7-20-04 

b 

Evans __ -;: 

Gale --r 
Rosen_-+_ 

~_Ilit!rva,_n --:1#--

r.5l ~rotter __ _ 
Tele. Room __ 

.Holmes __ 
Gondy __ _ 

b7C 

- ,y' 
, , Branch ManaKer, Feder,al. Gov:ernment Division, ])iebol~. 
;Y !ncorpora e an an ass0ciate called on t~I}N.J:J.}P,I .. 7 -17 -64 and proposed 

/that they conduct a survey without any cost whatever to th'e-1:fur-e--au{oJ)._bnpl;o,wedstorg,ge_ 
of pecSQImel file.§..1J!gizing mechanized 'e;au1ll.!!!..en.LoLDie!J.9ld_Incpxp_or.aj:ed. 

These gentlemen mentioned that numerous installations have been made 
in the personnel files of other Government agencies with uniformily excellent results 
and they are confident that through the utilization of their mechanized equipment 
greatly improved file stor~e and handling will result. It will be necessary for one 
of these gentlemen, I ~ J to make a fqrther survey as to the extent of file 
holdings in personnel hIes m orer to submit 'practical recommendations. A check 
of our records onl I andl ~s negative. 

ACTION: ~/ 
'_ Unless advised t6 the contrary, information concerning our file capacity (fud 
vOlume along wIth related data wIll be furnished! lof Diebold Incorporated in 
order that they may furnish without cost to the Bureau an estimate on mechanizing all 
or part. ~~ our ~onnel file.$.., A brochure on the Diebold equipment to be utilized is 
attaeheCf.? -_\ ~ r; " .', " I'" ',' i' .) !'i I '/:l. ,. 

II~'~C'~~: l c' 1_ _ ____ " '-(IV' ,--------""-
En<;!losurH' . 

51 

~o 



V@Vill~ I~nlnl ~~~n~ 
TWIN MECHANICAL & ELECTRONIC SYSTEMS SAFEGUARD PERSONNEL & EQUIPMENT 

FILE NO. 34·5 

~.". Diebold Power Files embody 'Fail·Safe' ! ' 
ele~rical ci~uh~,. This system means that 
should any sa~~ ~ature or any other 
componentoftheele~ricil.·sy~emfail to . 
funclion, Ihe entire file beeomes inoperative . 
Cons!quenlly; h is. impossible to ope~le . 
)he file ~nless .aJ! sat,ty featuresJre 
'"operation ....... · 

~
o t' n 'rYiW_m:oo ,. 

The entire control and safety cireuits of 
Diebold Power Fites are 24 volt by design. 
These exclusive low vol~ge system.; are 
important additional s~e~ facto~i ~ey 
~ssure longfite Ii~, since low vol~ges put 
lighter lOads on circuits and eleetrical 
components, 

A heavy du~ circuit 
. breaker ma~tains 

continuous monitoring 
. action during file 
ope~tion, Should over· 
;loadsQCtur,cireuit 
breaker immediately slops 
fileoperation,pro~ 
entire fite meehanism 
from possiblerlamage. 

Maoofacturer reserves the 
rig~tomakech8ogesWllh· 
outnolice,lndeslsn,~ecl· 
fl~lionsaoomodels, 

INCO.RPORATED 

CANTON 2, OHIO 

REDUCE THE HIGH COST OF HANDLING 



11[lnl r~W[1 flU 
OFFERS THESE BUILT·IN BENEFITS 

Push a button, , , there's 
our record! That's the short 
story of Diebold Power File 
speed and convenience, No 
drawe~ to tug open or shove 
closed", no walking from 
one file cabinet to another 
",no reaching up or 
stooping down to find whafs 
needed, And because Diebold 
Power Files save time and 
energy,pe~nnelareable 
to get much more done in 
less time, They feel better 
and work better! 

The electrically-operated 
Power Counter equips 
Diebold Power Files with 
immediate adaptability for 
seated or standing refer- I_~~""''''''_'''';''''-;, 
ence: at the flick of a switch, 
the counter is moved upward ' 
or downward to the desired 
position, providing eye-level 
reference when seated" or 
standing, Counter control 
switch is located within main 
control panel on front of file, 

Diebold Power Files offer a wide range of Provision is also made for typewriters, add-
counter options, including types engineered ing machine~ reader-printers or for copying 
for specific applications. For specific appli- machines, Ifs primarily a question of your 
cations, Power File counters can be designed deciding on counter function, and Diebold will 
as work stations with drawer pedestals and 
equipped for telephone services of many types, engineer the counter accordingly, 

t'lm~,. __ 
All Diebold Power Files offer front accessibility to operating components for servicing 
and maintenance, This important feature means that Power Files can be located back 
to back or side to side, require no change of location when service is needed, 



OPTIONAL FOttM NO. 10 
5010-104 

UNITED STATES GOVERNMENT 

I' ,tMemoran&m 
TO DIRECTOR, FBI 

~M. SAC, SAN FRANCISCO (66-1696) 

SUBJECT: ~LING SYSTEM -
optN-SHELF FILING 
... - _.,... ...... -~ __ 6-. • 

.' 

---
Re SAC Let 63-33 dated 7/9/63. 

DATE: 9/ 'a/64 

The Closed File Section of the San Francisco Office 
consists of approximately 425,000 files. Prior to moving to 
the new space on 5/1/64, the closed files in San Francisco were 
on several floors, some in ordinary filing cabinets and some on 
open shelves. In connection with the move to the new space, all 
closed files were placed on open shelves. Prior to the move it 
was not feasible to institute the system of placing the file ends 
on closed files when the files were consolidated, for three 
reasons, (1) the fact that the files were both in file cabinets 
and on open shelves, (2) because, as the Bureau is aware, San 
Francisco has had a shortage of clerical personnel and individual 
desirable but unnecessary projects have been set aside until per
sonnel is available, and (3) the closed files in the San Francisco 
Office which are maintained on open shelves are maintained with 
the open end of the file in an outward manner, in contrast to 
some offices which maintain the files with the closed ends out. 

As the Bureau is aware, I was SAC at Dallas at the time 
tpe suggestion described in relet was sent to the Bureau. I in
s~±tuted the system there after trying it for several weeks and 
I fully endorsed the system. However, the system presupposes the 
personnel have the time for the project. Upon my arrival in San 
Francisco I checked into this matter and found that since the 
thousands of files in the closed section were maintained with the 
open end out and it would be a tremendous-'time-consuming project 
to change them, plus the fact that personnel was not available, 
the project was not instituted. Also, an important factor was 
the fact that the move to the new space was contemplated and de
layed for months and months until the move was finally consumma1-/e 
on 5/1/64, when all closed files were placed on open shelves. 

In view of the volume of files in San Francisco, this 
would be a tremendous project. Referenced SAC Letter states that 
the project would be left to the discretion of the SAC as to 
whether it should be placed into effect as the consolidated volumes 
of files are p~epared or whether the conversion to the system 
should be set up on a project basis. hC: _ .2.;', ~ 

REC-21 ' . -Vr - J ,s- t::}1 

:SB> l-~-lJ-~ - ~ EX-lOS 

-



SF 66-1696. 
COL:hko 

t: 

In carefully analyzing the number of manpower hours 
required to institute this pDoject in the San Francisco Office, 
it does not appear desirable from an over-all efficiency.stand
point of Bureau operations, since the project would not ~ncrease 
efficiency of the office but would only make the closed files 
section more presentable from an appearance standpoint. 

We have estimated that it would take ~pproximately 
1627 hours, or approximately 3/4 year, for one employee on an 
eight-hour day to complete this project. I do not think in an 
office of this size, where the closed files are' all in one section, 
that it would be feasible or desirable to put the system into 
effect for only a portion of the files, but if it is instituted 
it should be instituted for all of the closed files. 

In view of the tremendous amount of time and obvious 
manpower required to place this sy~tem into effect, and since we 
have had a continuous shortage of .personnel due to the high wages 
offered in private industry in San Francisco, I do not feel that 
it would be to the best interests of the Bureau to institute this 
system in the San Francisco Office. 

UACB, the project will not be instituted, in view of 
the reasons outlined above. 

ADDENDUM 
INSPECTOR I 

The Inspection Staff has looked into the 
foregoing matter and has determined that 

b7C 

AT SAN FRANh:T?c"!"'l"srl"crl"o:o---....I 
(9/8/64) : 

the findings of the SAC are factual and the time 
to complete this project is estimated as close 
as possible. The closed files section in this 

office makes an over-all favorable appearance as it. stands and the 
institution and completion of the project set forth above would not 
materially enhance the appearance of the closed files, would not 
increase the efficiency of operations in the closed files and, from 
an economic standpoint, does not appear to have any real beneficial 
advantages. In view of this, the Inspect.ion Staff agrees with the 
recommendation of the SAC that the San Francisco Office not be 
compelled to institute and complete this project in its closed files. 

~.J:: . 
~. ~#n.~~· 
~Y;~~~~'-
H~~~qf.flttf.~-.J. 
?~~~6 -2*-
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September 23, 1964 

A~'~ 
<, ~~ "e:':.:t~ P13RSON'AL 

l 7/p ..... :.:. ~ .. ,.~ 

~ ""':.<._.nP'ii.. 6. r (J". r);· / 1-- I J III <'" J'I!( < :.~ ~ :~s,~~ 
d', .l\t.\i." - l,t (; - / ~ c, - It?jWt ~ t':"\ .. {%~ 
~ , ~ ·t~.r~w .. ;,if;. 

~I ----------~i ~~~i~~ ~ 
L.......:;:F:O=e-:rde~r:-::"'alr"'BUr~~e~au~of .... I1t..,...--.,.."!Ie--.Jstigation '-f'A ~ 

Birminghamt Alabama ~ ~v ~ -11::b ~_ ~ m 

W ~g 
Dea~ I ... "" 

... 1 ..... ____ ----I -:<u 1-1 ~ 

I have received yo~r attggestion eo~ning a ~ 
method for use in the disposition of files in certain classifico.tions.~ 
Yoa may be interested to know that current instructions proVide 
for keeping a list of fUes which are removed when twenty year$ 
old, if of no value; therefore, there appears to be lid reason to 

inma40~tain ~onts_htJ!l~66 .... 0_g1as~ifi~?±iQn,s~~e they fall 
wus category. -

~. The' interest which prompted you to give me the 

en ,.., 
-0 

r""'-l 
.~ 

,'\J 

b6 

~ ,,;, 
~ 

"", ", 
" OJ 

.' 

benefit of your observations on this matter is indeed aPPl'eciated. /,' ,<. 
, '" '," 9) 

" ,;, , ~~ 

','J. I ":""'("0'8-, - S~Cre;elY YO"~St ,~"f .J' JI I~ 
. .:":1-,,, 'J" \,- 'J • r,<'7,:"!r H(r~~ - ''::> 

./1- \. ..:.~Oi-l 

Ci:","J-:T:j , 

2 _ Birmingham Files in the 66-0 classification 
_ I 1 - Field personnel file are retained for twenty years _-1..__ XEROX; 1 _ Suggestion file and then a list is maintained , ' 

SEP. <).3 1:64 regarding disposition of those j: " r ., 

~
'~'Y' considered to be of no further value. Bureau is interpx:~ting:Rot~~rJ- It Js' -

:7:y administrative-type filesrt to be those maintained in otIi~l': 66l?las- /1 . J 

~ \JrI sifications; such as, ~n;ventory, photographiC equipment; ,et ~etera/I 
These files are to be'dest-royed, \ if Of no value, at certain periodsl 

~~:~~~t and there is no requirement to keep a record of their destruction 
~~~~er provided all file numbers are accounted for. If file number$, are --
g:~;:~an __ not accounted for, file front should '00 retained and phic~d in~nume~-1" /' - (;' 
~~;~:ch __ ical sequence in the clQsed files section. ~:~:' t,:. t~_f' /,' i '::) ):." _ 

~~~:n t 1 - Perso.nnel file ofl I ~ 
Sullivan • F.'I -\~L.j mn I, " \ .' I 

~~:I~~ 4~,='~~ ~'~'(6) . (Suggestion #210-65 dated 9/14/64) SEE PAGE TWO'/ 
Tel ~~p~ A~n~~ I ~, ,-J 
Hol~U~~'II'~I'" ~. 
Gandy MAIL ROOM 0 TELETYPE UNIT 0 



I) 

.-
, 

• • 
NOTE: Suggests only the file front of the last destroyed volume 

of a closed 66 classification and other administrative-type 
files be maintained with wording to effect, "This and all prior volumes 
destroyed on (date) as over (number of years) old. If 

Due to the views expressed in the note to the SAC 
regarding this matter, the Training Division recommends suggestion 
not be adopted. 

- 2 -

~------------------------------------~-------------------------- -- --------~ 
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... , .... 
r 

Empl!)yei Suggestiotf"'" 
Fl;4,-:ttS2 (Rev.~-q-S91. • , 

Date 

September 14, 1964 
To: Division of Assignment 

Director, FBI b6 Birmingham 
~S8JU~G;G~E~SS.T~I~O~N~-----------i-t ______________________ Jr------------L-----------------________ -P~7C 

~ 
Only the file front Qf the last destroye,d. volume Qf_ a_c_:lQs~d 
6~ Classifica-ti.o-n and other administrative type files be maintained 
with wording to effect, 'tThis and all prior volumes destroyed 
on (date) as over (number of years) old."" 

Current practice or rule (Include manual citation as well as facts 

}IR.R, Part TI, Sec.3, Para 8, "When £.iJ.e.s .. are destroyed, retain file 
fronts, writ1n9 thereon reason for "d.eS"tFuction. It Exampled bY' fact 
Birmin ham Off1ce currentl has 7 file fronts of destro ed 60MO volumes ~. 

Advantages of suggestion and annual savings (include basis for estimate) 

Save space and eliminate numerous file fronts from closed files 
section thereby making it easier to locate files,. 

Unable to estimate savings. 

Disadvantages of suggestion 

None known. 

(The use by the United States of my suggestion shall not form the basis of a further claim of any nalure by me, my heirs, ore 
assigns upon the United States. I understand that I will be conside y suggestion is ad,:.pted 
within two years after submission.) 

~ R£C. sz (Pia - :ZS/9- J IL f) 
This suggestion appears to have considerable merit, a-nd i tv~· .:! 

recommended that it be given favorable co sider = A 

Recommendations and comments of Division Head 

(Do not write in this space - for Bureau use onl~ 

t XERO:t /t;:.;Z C( ~- ~:-/k 
~E~' 10"4 1- ~'.:..' -? I( .> wO ~ • "_ 

1 II ( ...... ,'I • 



• • 
October 7, 1964 

PEnGONAL 

I I 
Federal Bureau of Investigation 
F.JPlSaB City, ~fissouri 

DetU'L-1 ___ ----J 

-f 9 
Thank. you ver:y mdch for the suggestion concerning 1 ~ 

a method for indicating certain action which has been taken CD i; 
!egardlng a perSOll or property mentioned in a file. You may be H ~ 
interested to know that similar proposals have been considered ;0 

previQ1,lsly and notaclopted because of disaUvantages involved. A g 
case may be elosed even though these notices remain. outstanding; 'l: 

therefore, reUanee would have to be placed on the i.llde~. 

'The interest you Qisplayed in SUbmitting your 
idea is lndeed appreciated. 

Sincerely 1OUrfJ, 

n. tCfgal mOtel 

2 - Kansas City 1 - Field personnel file (\a q 
1 - Suggestion file '-:iW<' /'j(/f) . 

1 - ~erso'!ll,;l file of I I I t~ 

~ 
~~L:Jmn j'lh- p - • '-- .. :.« ~~;-~-" (6) (Suggestion #259-65 dated 10/1/64) 

....... NOTE: Suggests files wherein a stop notice has been placed 
~~::::t agairr~wa\\:>erson or property be flagged by printing the 
~:~:ach word \1~3:!q:;P!t accQplpani~d by the seri~kpumbe:r Rt tl;1e ,communication 
Casper in which ilie stop was re~.uested on file 'front in 1arge letters. Stop 

b6 
b7C 

.. 
0"') 

...c:::.. 

g~!~:~on could b~\~~eIl{ov'~E?~d~'~YJtSuf)ervisor 1 agent, or employee handling case 
~~~:s without 'duplication of e!f~rt at time"comtnu,nicati(;n:i,. cl~E?_ing, or RUCing /' ;.J.7/-
~:l~~:an case is ~~~<?ived. When 'stop is removed, word "STOP" and other V(.(.- .Jr"' 
TTovel infOrmatr~' wrutd be deleted from file front. I~"~ 

rolter .. ~ 

~:::~~oom-= '~~ _ 1 .~01:p-r, ".",V SEE PAGE TWO 
Gandy - ~tl:'~8b~[., "TEcE·fyp~·uNITD (f 



--NOTE CONTINUED 

Similar ideas considered numerous times in past and 
not adopted. It was felt no advantages exist since stop card index 
and bulky exhibit inventories now used are more practical. Such 
notations duplicate stop cards in stop card index and information on 
bulky exhibit green sheets. Errors could also result from failure 
to enter or remove items as appropriate. In event file cover 
damaged, it would be necessary to transfer data from old one to new 
with more work and chance of error involved. Employees should 
review file in any case and not rely on presence or absence of notations. 
Training Division recommends idea not be adopted. 

- 2 -



~cmpl«f.yee Sdggestion ~ 

,_~~52 ~~-ev, 9-11-59) 

ft1 (,f 

To: 

e 
e 

u e ter's name 

October 1, 1964 
DIvision of Assignment 

KANSAS CITY, UISSOURI 
b6 
b7C 

SUGGESTION! . t (' -

\ l It is :ecommended ~tstem O~"!l'~_~jE-e 8~~e~eJ.?!!ed, ~ those ~ases 
where a ';~top notJ.c~ has been p ceaon1c1\Terson or property lfJ.thin a fJ.le. ThJ.s -coUld 

}-'h,..,.-,::rrn'l;' eyed by prmfihg tne wor-dlfSTOPWaccompanied by the -serial number of the com
munication in which the stop was requested on the file front in large letters. This 
stop could be removed by the supervisor, agent, or employee handling the case without 
duplication of effort at the time a communication clOSing, or referred upon completion 
to the office of origin (tWO) is received. "ihere a stop has been ;removed, the word 
nSTOP" and other information would be deleted from the file front: 

-e~;:--: :~--=:_~~:e.-~..: -ree. 
Current practice or rule (Include manual citation as well as facts) 

An employee periodically checks the stop notices against the files to 
ascertain if a stop notice should be removed; as in accordance with MRR, II-B-l~. 

Advantages of suggestion and annual savings (Include basis for estimate) 

If adopted, this system would greatly improve the Bureau fS expediency in re
moving stops immediately after the apprehansion or recovery of property. At the presen 
time, stops are checked quarterly and it is conceivable a stop could remain outstanding 
with a law enforcement agency or other governmental department for a period of ninety 
days or longer after it should have been removed. It is also conceivable that in 
voluminous cases w~ere a stop has been placed ~rly in the investigation and the case 
subsequently reassJ.gned, the stop could be mdected by the employee to whom the case wa 
reassigned because there is no method of flagging the stop_ The d~ggested system of 
l1andling the stops could correct any deficiency such as this, and'thereby assist in 
improving the Bureaufs prestige with other agencies-. It is felt thl:s system, if adopte , 

~ (continued on attached page) 
I r-----------------------------------------------------------------------~ • ,It. 
I, 

Disadvantages of suggestion 

In closed cases quarterly checks would have to be made because many times a 
stop, where property is involved, remains in effect after the case is closed. Therefor, 
clerical time would still be required for the quarterly checks. 

(The use by the United States of my suggestion shall not form the basis of a further claim of any nature by me, my heirs, 0; 
aSSigns upon the United States, I understand that I will be considered fO~ [10n is adopted 
within two years after submiSSion.) 

IXJMr, OMrs, DMiSS . Clerk 
ster 

J_~ ., 
merj.t 

j ! 
~~ 

Recommendations and comments of Division Head '\ \\'1 
Review of the suggestion set }~r~h above indicates it has 

and it-s adoption is recommended. 

H A 
(Do not write in this space - for Bureau use only) 



f A f 

• • 
Advantages of suggestion and annual savings - continued: 

would also eliminate part of the clerical ti~e now being utilizGd in the quarterly 
checks of stop notices. The quarterly checks should still be conducted as a means 
of double checking the stops in order to further eliminate the poesibility of error. 
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t: UNITED STATES G ,RNMENT 

FROM : 

SUBJECT: 

Memorandum 
l<P 

Mr. Tave17. t~ 

L. E. Sh~ ;::> IF :; 
FORM 4-94 

/ , • •• '0( 
_ ~ r.. _ 

Tolson __ 
Belmont ~ //.1ik ,/ "J -.l" aper 

allahan __ 
Conrad __ 
DeLoach __ 
Evans __ _ 
Gale __ _ 
Rosen __ _ 
Sullivan __ 
Tavel __ _ 
Trotter __ 
Tele.Room_ 
Holmes __ 
Gandy __ _ 

A copy of the current form and a requisition for a supply of the revised 
form are also attached. 

RECOMMENDATION: 

That this memorandum with attachments be forwarded to the Forms 
Management Desk, Training Division, for appropriate action. 

~J 
RVM:bpr 
(3) 

Enclosur es \\ "'-c:, 
rr"'. ".-.-

~,1. .J 

---+-1 - X~3.0X I U\ 
lIv I :1,5, 19~4 i ~; :O~Ofl 
~ V Uv 1 ...., J.. I'" J 

tG OCT 14196.t 

---
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october 14, 1964 

PERSONAL 

RtC- ?1 (/ k ;;. ~ ,.-/ 17 ~, 'b3 
" 

LX-lo.f!l I 
Federal Bureau of Investigation 
Washington, D. C. 

Dear] 
1 have received your SUgge8ti~= a particular 

procedure be placed into effect with X'egard '1'1 -=- cUing,'tequests 
for files. You may be interested to lmow the proposea~ffystem 
has been tried in the past and discontinued because it was found 
that pur present method affordS better service. 

The thoUgbtfulneas you displayed in giving me 
the benefit of your observations 011 this matter 1s indeed 
appreciated. 

. . 
Sincerely yours, 

:x: 
rn 
CJ 

0 1, :1 
m 

cpg 
% 

t-1C' 
;;0 
0 
0 
% 

~ .' 

~- Personnel file ofl '. ~~ - ~ ~ LaJ. mn ,~_ .,__ . ~<:":r;,,,, t t"", 

1 - Mr. Sullivan 

\_ • ,< r~" __ •· - ,. . 

I
jr (5) (Suggestion #290-65 dated 10/6/64) '. ~~l ,: 

NOTE: Suggests when a file is requested and it is known ' 

c:::> 
~ 

b6 
..c. b7C 

U1 
.-
0 
-0 == .. 
CM 
.J:-

that the file is on its way back to the Filing Unit' J ~ 
~ stop ?r flag b~ placed in t.he file folder to alert emplo,ye,~s tQ~ { yt-t-

~~!~~:t unmedmtely recharge the fIle to the person requesting,lt.· :- : -' ., t J 

~~~:= ~. Domesti;?:J,ierugefic:e;I)iyision advised ;OPO';;d ~:r' 
~~~~:d syste~- • a In past and abolished because it was found present 
Gale I'" syste ' affords faster s.~r~jce to Iocates. Inspection Division has 
~~~~~a~.,~· 'C/ oct~rrw1a9 dtwo methods on sever3:l2oce.asions and concluded present 
Trotter ~~' • ~A ,SEE PAGE TWO 
Tele. ROOffi_ 't ., /' 
Holmes ,I ~ ~ 
Gandy MAIL ROOM 0 TELETYPE UNIT 0 V 1/ ~ ~ 

-----



• • NOTE CONTINUED 

system should be continued. Disadvantages noted: (1) locate clerks 
have to be notified file has been found; (2) when file is found before 
it reaches its cabinet extra step of physically removing the stop 
necessary; (3) large space occupied by the files dictates that groups 
of files be handled as separate units and proposed system would require 
a central control desk which would mean adding personnel:; and, (4) there 
would be tendency for locate clerks not to go all out in their searches of 
return tables and other temporary repositories for files as they would 
normally conclude file would reach its jacket within an hour or so 
anyway and be on its way to the requester within a reasonable length 
of time without any effort on their part. Training Division agrees and 
recommends suggestion not be adopted. 

- 2 -



When a file requested is not in the Filing Unit but is known to 
be returning to it, a stop or flag be placed in the space usually 
occupied by that file. Upon its return, the file may bec immediately 
charged out and routed to the requesting person. 

Current practice or rule (Include manual citation as well as facts) 

The supervisor or Ius clerk is notified by phone when a file he has 
requested is already charged out. The file can be placed on locate 
or a second reauest may be made after wai tina a oeriod of time. _ 

Advantages of suggestion and annual savings (include basis for estimate) 

The difficulty in judging when the file will reach the Filing Unit 
usually results in a number of telephone calls and trips to the 
file cabinet by Filing Unit personnel. In addition, the file may , 
be returned to the Filing Unit and be charged out prior to a '( 
follow-up request by the original supervisor. If the file is put ' 
on locate the work is unnecessarily increased. ...,.....1-.... 

,~~ 

If this suggestion is adopted it will result in no known Inonetary 
savings. 

Disadvantages of suggestion 

None known. 

~;~ 108 
(The use by the United States of my suggestion shall not form the basis of- a further claim of any nature b~)l"'lYe"iTS";""o~' 

"'"'qnn n,qn <ha Un".d S'e'an. I nnd .... =d <he' I .HI ba =nn".~d fo~ ::: : ( 
within two years after submission.) 

OMr. OMrs. [X]MiSS 
31Yl1UtUZ uuu ~~c 01 cagy S(E1 

Recommendations and comments of Division Head 

Do not recommend. 

(Do not write in this space - for Bureau use only) -,! (' '" 
/,~-. \' /l ,'~ 
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• 
ADDENDUM 10-9-64 RAM:jmw 
Domestic Intelligence Streamlining Committee 

This involves a suggestion that a stop or flag be 
placed in the space normally occupied by a file when it is known 
that the file is returning to the File Room so that immediately 
upon its return the file would be charged out and routed to 
the person requesting it. At present the requester either asks the 
Filing Unit to place the file on locate or waits a period of time 
and resubmits the request. 

The suggested system has been used in the past and 
was abolished because it was found the present system affords 
faster service to locates. The Inspection Division has compared 
the two methods on several occasions and has concluded each time 
that the present system should continue. Some disadvantages 
inherent in the suggested system are: (1) locate clerks have to 
be notified that file has been found; (2) when file is found before 
it reaches its cabinet the extra step of physically removing the 
stop necessary; (3) the large space occupied by the files dictates 
that groups of files be handled asseparate units and suggested 
system would require a central control desk which would mean 
adding personnel; and (4) there would be tendency for locate 
clerks not to go all out in their searches of return tables and 
other temporary repositories for files as they would normally 
conclude that the file would reach its jacket within an hour or so 
anyWay and be on its way to the requester within a reasonable 
amount of time without any effort on their part. 

ACTION: 

Recommend this suggestion not be adopted. 

]!o,/f'\l' J;""~ ty , 
~ 

,bt<i ~dr 
/0 ... /4 - &,1 

f. 1 /, ff /~) h .. 
'.' . 
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TO 

FROM 

O'TlONAl fORM NO. 10 
MAY 1962 EDITION 
GSA. GEN. REG. NO. 27 

5010-106 

UNITED STATES GOVERNMENT 

Memorandum 
• 

DATE: 10-23-64 
Evans_-c----: 
Gole __ b6 
Rosen_-b7C 

i
llivan 

~tter V t 
ave! F 

' .• e!e. Room __ 

.1":~~~ 
~} -
~ 

Reference is made to Waikart to Tavel memorandum dated 7-20-64 
which concerned the request of I I and I I to make 
a survey of the extent of file p_Qlg~ngs in personnel files ~n order to make 
practical recommendations cQncerriing the mechanization of personnel files. 

'11' :: u_ 19f __ D~~Qo_+d l~gQ~PQ_:;J;a..t,eq conducted various 
surveys during AugustJ"and September, 1964, concerning the volume, usage, 
and activity of the personnel files. He has been in contact periodically 
with Records Branch and each time advised he needs a little more time. 

On 10-21-641 ladvised SA! Ithat 
his surveys had shown that thel.r equl.pment could no be utl.ll.zed effl.ciently 

\

With any savings in space or time in personnel reco~ds. He stated that the 
files are far too active and the type of ~older used prohibits the use of 
.their equipment. ! 
~COMMENDATION: 

\.i 
No further action. 

~ 
~ ~~rF rY 
, 

~~ 

61 NOV 1 31964 

For information. 

-

~4~·1(-fL.. &~~1- ~ .... I..,- - e. J61: '~''.''''''I··:~J__ 1(,1/ .-) 
~ __ ~ ____ ~ __ f_1~~~~-;~-/~!t~'~~_'~~~ ________ == __ -= __ 4 



TO 

SUBJECT: 

OPTIONAL FORM NO. 10 a 5010-106 
MAY 1962 eDmON 
GSA GEN. REG. NO. 27 

UNITED STATES GO ~ RNMENT 

Memorandum 

FILE INVENTORY - LOCATES 

DATE: 

, 
11-25-64 

Tolson __ 
Belmont __ 
Mohr __ _ 
DeLoach __ 
Casper __ _ 
Callahan __ 
Conrod __ _ 
Evans __ _ 
Gale __ _ 
Rosen __ _ 
Sullivan __ 
Tavel __ _ 
Trotter __ 
Tele.RooID_ 
Holmes __ 
Gandy __ _ 

The results of the recharge of files conducted on 10-30-64 have been 
tabulated and reflected that twenty-one files and ten enclosures are unaccounted for at the 
present time. 

As a result of the last previous recharge on 8-29-64, nineteen files and four 
enclosures were unaccounted for. However, nine files were found leaving a total of ten 
files and four enclosures on locate. From the file inventory on 10-30-64 eleven files and 
six enclosures were added to the list of items unaccounted for. These locates receive 
constant attention and every effort is being exerted to find or otherwise account for each 
of the thirty-one items. 

RECOMMENDATION: 

For information. 

LB 
LWB:ler 
(4) 

~ ,t1{ 
64DEC I 1964 

fo ~ - :13 /C(.-- / ~ 5 - - -...",.,., 

4 ,lVO~ 30 ~". 
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I I 
Federal Bureau of Investigation 
New York, New York . 

DearL-1 ___ ....J 

January 19, 1965 

PERSONAL 

::0 
m 
n 
t5 

""1~ 
m 

CDf; 
N 

Your sugges~ has been received regardlngthe H ~ 0'\ 

manner in which· the perso!l1le1 fUes of iadh1duala no longer in ,g ~ 
our employ are tnaintalned. After Qareful conSideration', it has x ~ 
~n deci~d that the p;resent alphabetit'!al arrangement of these 
files it$- the most praet1cal one to. use~ 

Although yO"J.lr' idea was .not adopted in this instance, 
I ap!!~iate the Interest which prompted JOU to submit' it. 

\ 
\ 

2 - New York 

Sincerely yOUI"$, 

1 - Field personnel file 
1 - Suggestion file 1'ytf- {' 

~ 1 - Person,nel file of SAl I 0./" -5' 
O
~JER:jmn);Yl/Vl.. r 

(6) (Suggestion #586-65 dated 1/15/65) 
NOTE: Suggests "Out of Service" personnel files be filed by year 

employee ceased duty and alphabetically within each year. 
Feels this will enable Seat of Government to place all such files 10 years 

Tolson __ ~~~~ont __ '1·:.':9ld or more, ll}.,an "inactive status" and make more space available for 
DeLoach __ more recent·ones which are referred to more frequently. 
Casper __ 
Callahan __ 

~~~;ad SAC, New York1 opposed adoption because suggested 

ST:~r~o~tltVe~ar" system would require too m~U,:~h;,~~:~e ta~d effort to set up and the several 

~ . ."""'- .,~!?/2/ SEE PAGE TWO 
~Tele. ~~ ,A J IJi' .~HolmJ\(i.~I'j~1 ,,,,. 8,[' ~,~",I_ {/ 
Gandy ~ I -1 1: f:~AIL RQPM'q TELETYPE UNIT 0 (, . ) ''':;:' 

.""" .. .. - .. ..::::, y ... ~ 

bG 
b7C 

--- --- -----~-~ 



,02 • • 
NOTE CONTINUED 

alphabetical groups would be no improvement over a single over-all 
alphabetical system. 

Files and Communications and Training Divisions both 
oppose adoption. Present system of having all personnel files in 
alphabetical order is more practical and enables easier location of individual 
file than the several groupings proposed. Suggested system would save no 
space but would just result in moving some files from one place to another. 
lP..er:sonnel file searches are conducted on basis of name and year has no 
initial significance except as means of distinguishing between two similar 
names. Length of time since cease employment date is not good crtte~itin 
of number of times reference is had to file since many former employees 
are quite active in their subsequent career-.s. 

- 2 -



• 
EmP loyee ~uggestion 
S~::2S2··iRev. 9-11-59) 

To: 
Director, FBI 

SUGGESTION 

, I 
Date 

est r' ame Division of Assignment 
New York Sec. 14 

That all t t of service personnel tiles at SOG be filed ac,q5>rding,to 
the year in w1:n. h the employee resigne.d. 

Subsequently, under each year files should be filed alphabetically 
according to the individual's last name. 

Different colored name tabs should be placed on the files using a dif
ferent color for each year. Each tab should also indicate the year of the' 
employees resignation. 

Each corresponding index card should 
employee resigned. 

indicate th~r in which the 

:.BH? tlReG 
-3S-JAff 18f9SS-~ 

Current practice or rule (Include manual citation as well as facts)All out of seYOvice files at SO are 
iled alphabetically according to persons last name. The name tabs and the 
ile 'ackets of the out of service and in service files are identical ex-

. 0 m h "aut of Servic 11 starn ed on their f'ilt\ &r-"a""C7'k","el;L...L:t'~I-_-=-=-I 
Advantages of suggestion and annual savings (include basis for estimate) It would enable dOG to place al 

out of service personnel files 10 years or older in an inactive status 
since most emplo:rment inquiries would ~ot concern employees who had resig -
dover 10 years ago. Thus, more file space would be available for the out 

of service files that are used the most frequently. I} 
The efficiency of handling the files would be increased since the are \ 

to be searched for a name would consist of files for only one year. 'liJhis </ 
ould expedite SOGtS answers to employment inquiries. (, 

Different colored name tabs would readily distinguish out of service' 
iles from in service files thus eliminating the possibility of misfiles. 

It wpuld facilitate purging of files on the basis of age since it wo 
ot be necessary to check all files but only those under the pertinent ye 
Disadvantages of suggestion 

~0.~;J.3It It~ ----Time required to change the present system. 
~\ 

;« Jh,~ l~ 965 
(The use by the United States of my suggestion shall not form the basis of a further claim of any nature by me, my heirs, or 
aSSigns upon the United States. I understand that I will be considered for any Justified a ald onJy tion-is a~-
within two years after submission.) 

Recommendations and comments of Division Head 
I would think number of times anyone file would be pulled would be 
small and creating several alphabetical groups would 
improvement over one alphabetical group. x 
help, but too much time an~ effort -~~~~~~~~~~~I1~~~~~~~ 

(Do not write in this space - for Bureau use only) 

< -

) 
,/ 



• • 
Mareb. 17, 1965 

PERSONAL 
R£C: ,: I, 

(.1) 

,-)' 
~ 
~ b6 
_ b7C 
-.l 

Fed~r~ Bureau of lnvesUgation 
Washington, D. C. 

DearL-1 ____ ---I 

Tba.nk you very much tor the suggestion concel'ning 
a method for handling file requests. You may be interested to know 
that similar proposals have been considered previously and not 
adopted. Surveys which have been conducted regarding the use of :~. 
such a procedure indicate the. additional amount of locat~ work involyed 
is not warranted. ~;;; t· 

~-". ;..-" 
. . ~ 

The thoughtfulness which prompted you to g1v1f~.itie the 
benefit of yOUJl thoughts on this matter 1s inqeed appreciated. ~J ~r • 

Sincerely yours, 

J&~.!Ioqys 

...... : 
: 

,1)- ~ers~!IDel file ofl 
~~L:Jm~~ L.....-______ ----J 

(5} (Suggestion #751-65 dated 3/8/65) 

KLS:deh, 3-11-65, re: Suggestion, I I KJr 
NOTE: Based on memorandum D. C. Morrell to Mr I DeLoach. 

Crime Records Division) Procedure to Reduee Phone Calls From Filing 
and Locate Units to Reviewing Agents or Clerks. TolsOD __ 

Belmont __ 
Mohr __ _ 
DeLoach __ 
Casper __ 
Callahan __ 
Conrad __ 
Felt __ _ 
Gale __ _ 

The proposed procedure has been previously explored by 
the Files and Communications Division (Bufile 66-818-5067). Surveys 
conducted at that time disclosed that 246 file requests (43%) were canceled 

Rosen __ 

Sullivan 1 
Tavel __ _ 

Trotter J If 1 

~~i:~~oom --f1 irs. fir. ~\ D t-J.JJQ h~~ 
Gandy --==W\Ct lilt hbdit~'+M:HYPE UNIT D 

~ 
«(f~ [f SEE PAGE TWO 

tr'/'l..) } ~. 
. 

' f " . /",,;', f/- '-'~ .. ; .. 
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! • • • 
NOTE CONTINUED 

and 331 files were placed on locate (57%) as a result of 577 return calls. 
This proved that files are requested that are not necessary to be located 
if not in cabinet either because time element is too urgent or need for 
file is not great enough that it cannot be eliminated or postponed without 
expense of locating file o Proposed procedure, if adopted, would increase 
file locate work by 43%. Telephone calls under present system take 
relatively little time and serve purpose of immediately informing requester 
file is charged out and not available unless located. Other employee time 
would be required for steps indicated in suggestion. Training Division 
recommends current idea not be adopted .. 

- 2 -



March 8. 1965 
To: I From: (Suggester's name) Division of Assignment b 6 

Director, FBI I I Crime Records Division b7C 
SUGGESTION 

When a file reviewer (Agent or Clerical) requests files and it is 
determined by the filing unit that the file has already been charged out to someone 
else, the filing unit clerk prepare the locate form in duplicate, or as many copies 
as are necessary, so that one copy can automatically be sent to the reviewer along 
with his files. Also, at the same time, assume the reviewer wants the file located 
and place it on locate immediately. Further, that the locate clerk assume for at 
least 24 hours t~e'1~i:1er sttill needs the fil~ and he ~hould continue to make every 
ef.fort to 10Jcate 1t. ~P' ~Jt(l.l-J,:;,~(J/)II-;~._.I.:;:'-' ):",,-,",/lIj" 

q r.:. ,- J • ,"'1 " ~ I'..,pi" --~ 
li·';"9<.''-~) -1s_ rrJ Y ott.;:., ~~i._i_'~_()ll._::_.'. ' , ;jl/~, 
1/·- ---~ . "r I D 

,~- : r t k. 
Current practice or rule (Include manual citation as well as facts) When the file a reviewer has requested 

is charged out, a locate ,form is prepared and subsequently the reviewer is contacted 
to determine if he still needs the file and wants it on locate. Oftentimes the locate 

Advantages of suggestion and annual savings (include basis for estimate) ClerK W1ll tOllOW tn1s call up with 
another to the reviewer within a few 
hours, asking again whether the 
reviewer still needs the file. 

By sending the carbon copy of the locate form to the reviewer with 
the files that we~e pulled or at the same time, the reviewer would immediately know 
how many files are outstanding and what they are instead of receiving a call and then 
searching through a search slip to note the ones on locate. Also, if the file were 
automatically placed on locate it would eliminate numerous phone calls from the filing 
or locate units asking if the file is needed. All the files requested (continued pg. 2) 

Disadvantages of suggestion 

None. 

(The use by the United States of my suggestion shall not form the basis of a further claim of any nature by me, my heirs, or 
assigns upon the United States. I understand that I will be considered for anv lustified award onlv if mv suaaestion is adopted 
within two years after submission.) I /0 ~) 

OMr. OMrs. IRJMisl I-l'(~=:.:::'~':'::"::'--"-
gester 

Recommendations and com~7evision Head • J~C.-~~l' 6t,~J If-".)/§~ ~ 

~ H~_:'!t?/. //~l%~~H'< 
ll~H 'J :~ _ '1 I ~ u. Signature and Title .... ~ ___ iiiiiii"'" 



• • . ... 

Advantages continued: 

are needed in almost every instance as the reviewer has no way of knowing what 
a reference contains without seeing it. In the Crime Research Section particularly, 
as many as 50 to 100 summaries, involving 1 to hundreds of references on each 
summary, may be under preparation at one time in one project. Oftentimes these 
summaries are being handled on an expedite basis for the Director or the White 
House, and the numerous initial phone calls received, in addition to t:Q.e follow-up 
calls from the locate clerks a few hOUl,'s.llater result in considerable delay. Under 
the present system, should the reviewer be away from his desk for a short time, 
delay results in locating a charged out file because the file is not placed on locate 
until the reviewer can be contacted. 

While actual monetary savings are not possible to estimate, it 
is felt this procedure would considerably speed up the handling of summaries without 
any extra time involved in the. Files. and Communications Division. 

- 2 -



,'oJ 
":r,.... .~' OPTlPNAl FORM NO. 10 _ 5010-106 

'!'_ ~A.y 1962 EDITION 
GSA GEN. UG. NO. 27 Tolson __ 

Belmont __ UNITED STATES .ERNMENT 

Memorandum 
,. 

~~~roac~ 
Casper 
Callahan 

~ FROM 

'-

C") SUBJECT: 

Mr. DeLoach DATE: 3-11-65 

D. C. MOrrel~ 

SUGGESTION 
I I 
CRIME RECORDS DIVISION 
PROCEDURE TO REDUCE~ONE...c~LSJ.RQM O. 

Conrad __ 
Felt __ _ 
Gale __ _ 
Rosen __ 
Sulllvan __ 
Tavel __ _ 
TroUer __ 
Tele.Room_ 
Holmes __ 
Gandy __ _ 

b6 
b7C 

FILINg._ANI.LL.Q.G.A~ ... VM.'b~~ 'XQ_~VJE,.wrN.G ,., 
1\.GEN,'I§ .. ,QE.QLERKS rl @:. 
.Jf'l15J-!ab'< .----.....--

t I I has proposed that the filing unit clerk prepare' the file 
~ locate form in duplicate, or as many copies as are necessary, so that one ,copy can 

,-") automatically be sent to the reviewer along with the files. Also, at the same time, 
..... assume that the reviewer wants the files located and place them on locate immedi-
'" ately and, in addition, the locate clerk assume for at least 24 hours that the reviewer 

still needs the files. 

Under the present system, when the file a reviewer has requested is 
charged out, a locate form is prepared and subsequently the reviewer is contacted, 
many times within a few hours, to determine if the reviewer still needs the file and , 
wants it on locate. l' 

L..:-."....-."....--......... ----II suggests that under the above proposal, the reviewer 
would immediately know how many files were outstanding, and which ones are, and 
would eliminate the necessity of searching through a search slip upon receiving a call 
to liote the ones on locate. She also suggests that by automati.caMymlacing a p:re ,on, 
19.Gale.. and assuming that it is still needed would reduce the number .of .phone 'calls from 

Enclosure -;;d~~ .t~.\\)Cj ;;' . (}' 
the filing 02te un~.ts. 

1 - Mr. De ~ 1 closure -V~ / / ;ff/,/Cj .... //Jf) 
1 - Mr. M. A. Jones - Enclosure . to f9 U'~. ____ 

1 i I(Room 5302) - Enclosure ~ ~ 
N\i\R 18 \~ij\\ 

CONTINUED - OVER, 9.. II ~ ~ ","j { 

.~ ... U~· t ---fC 

3-1'i-&~ 
(\ I ~ ,t,h .,,;:',. -

(l 

/' 
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• • 
Memorandum to Mr. DeLoach 
Re: I I 

OBSERVATION: 

The Crime Records Division Streamlining Committee has 

b6 
b7C 

carefully consideredl Isuggestion and although she 
primarily is concerned with reviewing files in connection with White 
House summaries, the Committee is of the opinion that this suggestion 
has Bureau-wide merit. The Committee believes the suggestion is 
worthy of adoption. 

RECOMMENDATIONS: 

1. That this matter be referred to the Training Division for 
its consideration. 

2. That an appropriate letter be directed tol 
concerning her suggestion. Letter attached. L.. _____ ---J 

-2-
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~--_c~ __ ~ 

. . . ~ 
.j;. • 

Federal Bur€au of Investigation 
Bufialo~ New York 

D":
2r

L-1 ------' 

• 
April 19" 1960 

PERSO.t~AL 

I have r£ceived your suggest1911 that fUe ends ba 
pxrspUQd in a. eert;tin fashloJl at the Boat 01 Government for use jA 
field offlce~. You may -be interested to know that all aspccfS of1, 
this procedure were thorQughly investigated at the tmxQ the ires~ 
syst(';nl was lnitiated. It was decldQd -at that time that pr~4Pres 
in uff'ect were the most Efficient and economical for our purDasesf 

(J.1 ~ ~ 
-;;. -

Although your idea was not adopted in this i\lstifice $ 
~~~~W:!ttett- pro~pted you to submit it is indeed appr~Ci~d., .~J\ 

APR191965 
COMM·FBI 

Sincerely yours, 

J. Edga1! lIoo~ 
~ .. _ A . 

2 - Buffalo 1 - Field personnel tile 
1 - Sugrestton file 

J - Personnel file of 
~J.4vIL:wls t,u..Ld ------------1 

(6) (Suggestion =/1:835-65 dated 4/13/65) 

~ 

0,. . 

b6 
h7e 

NOTE: Suggests file ends used in closed, consolidated files where open 
fJ . shelf filing is utilized be made at the SOG of heavier material, 
l' -lr reinforced on the inside with linen-type material; prepunched holes on both 
lV_i I t~ 

Tolnon __ 
Belmont __ 
Mohr __ _ 
DeLoach __ 
Casper __ 
Callahan __ 
Conrad __ 
Felt __ _ 
Gale __ _ 
Ro~(>n __ _ 
Sullivan __ 

ends; prefolded and ruled lines printed on file ends for file and classification 
numbers both at top and bottom. Color of ends to be the same color as FD-245 
File Front. File end of consolidated file be marked with a red sticker to denote 
c.--.nsolidated volume not in chronological sequence in event; file pending or 
maintained as separate volume due to size. Any exception as to chronological 
sequence be noted on file front. I) 

/1 \;; I 

Tavel ~ Trotter I', .... 
Tole. Room ~ - J 
Holmes ',,;I,,~ 

,t·'(- ...,; 
11-~~.,~~ SEE PAGE TWO '-( '.. 

Gandy -__ MAI'(~OOM 0 TELETYPE UNIT 0 

_ 6&AlI'6 ti&5 n_ 



• • 
NOTE CONTINUED 

Two separate suggestions regarding use of file ends for closed, 
consolidated volumes were considered in 1963, and a six-month trial period was 
made in the Houston Office using the method finally adopted. Inspection Staff 
made a survey regarding use of Remtag End Folds, a commercial product for 
thi~ purpose, and the consensus of the Inspectors was that use of file ends would 
be beneficial in our work; however, the expense involved in converting to the 
Remtag System would be exorbitant and similar advantages could be obtained 
through having field offices make file ends from file backs by cutting a strip of 
desired size and folding to create a file end. Ends mat<le in this fashion would be 1, 0 

more durable than the commercial ones and more easily adaptable to the 
varying thicknesses of the clos~d consolidated files since Remtag End Folds 
have only two positions to cover all thicknesses of files (Bufile 66-2319-141). 
File ends made at SOG as proposed is not feasible since we are not equipped 
to make such items and they can best be made when file is at hand to know 
exact thickness, etc. Training Division recommends idea not be adopted. 

- 2 -



.' '" ~ ... 
Empl01ee Sugg~stion 

c FD-252 (Rev: 9-11-59) , .. 
.. 

Date 

4/13/65 
r-----------------~----------------------------------~---------------------------D6 

b7C To: Division of Assignmen t 

BUFFALO Director, FBI 

SUG1ffygN end~ }1-~'~x __ 8~'_' cJ,lti,~i~e_~ ~osed consolidated, files (Open .e!:le.lf.. 
FIling) be made up at the Bureau-or heavier material, reinforced on 
-m-e-'inside with linen type material; prepunched holes on both ends; 
prefolded and ruled lines printed on file ends for file and classi
fication numbers both at top and bottom. Color on file ends should 
be of same color now used on FD-245. The file end of consolidated 
file be marked with a red sticker to denote consolidated volume not 
in chronological sequence in event; file pending or maintained as 
separate volume due to size. Any exception as to chronological 
seauence be noted on file front, i.e., "100-9716 separ~te file." 

o 
~\ \ I?<'. 

Current practice or rule !Include manual citation as well as facts) 

File ends are cut from file backs by each office using them. 
LETTER: -63-33) . 

Advantages of suggestion and annual savings (include basis for estimate) 
1. The strengthened file ends would prevent Acco fasteners from 
cutting through file ends, and file fronts as is now the case through'" 
handling and usage. This would result in a savings of clerk time in 
repai~ing and replacing file ends, file fronts and serials. , 
2. Would insure unifO'rmi ty of size and better appearance by bei~~ ,I 

prefolded. ~ 
3. Would provide for better appearance in consolidated files by line 
file ends for file and classification numbers. 
4. Would result in a savings of clerical employees time in that file 
ends would not have to be measured for size, holes punched, and folded 
5. Red sticker would be flag for clerical employee that consolidated 
,Tn 111m.:. 

DiS~eft':I'~'!s of suggestion h fit t~ ('"' - ;? 311_ I.-""-Jio!..---' 

Initial cost of having file e~ made up at Bureau. 

(The use by the Uni·ted States of my suggestion shall not form the basi 
assigns upon the United States. I understand that I will be conSidered F"'-........ o....l.......u.i~ ............... L....wa ........ u...._ ........... ...,. 
within two years after submission.) 

Recommendations and comments of Division Head 

Suggestion has considerable 

; 
-------~ 



FO • 245 (REV. 4.13.60) 

. 
t . 

t 
; 

lt ~. 1!Irpartmrut nf :1Juntitr . 

f 

(MATERIAL MUST NOT ~i:: REMOV~D FROM OR ADDED TO THIS FILE) 

FEDERAL BUREAU 

of 

INVESTIGATION 
j 

Bureau File Number 

See also Nos. 

~---- --~--~-~-~-.----' 
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G/a - :""'~/l / 1 fj 
SEc.-tO 
I I 

Federal Bureau Of Inveatigati,O!l 
Las V t}gas, Nevada 

Dear~1 __________ ~ 

:lit .. _ ..... - ... 

PEllSOtlAL 

I have :received your suggestiO) tb.'\t file eO'q'ers be 
obtai.l'led With a permatle!1tIy attached eover clip. After eat*eful 
conatderatio!lt it has been decided thif$ prolWsal should not be 
adopted. This item would have to be obtailled by specIal order. 
tbereby making it much more expensive than at present and, . in 
adtiition, it is teU the clip would not alWays be effective dUe to 
the vari~us thicknesses of material wbieh must be attached to-
a file. 

Although your idea was not adopted in this instancef 

the ~t~r st you ai$played lit submitting it is indeed ;:appreciated. 
M,c,j';.CD 5 

. I ~gr~5 Si~lv Y.QUrS, 
h: , I G a:~- l!idgal' l:I.oover. 

COMM·FBI J;; 

! 

b6 
b7e 

~. 

2 - Las Vegas 1 - Field personnel file \ 'rl · rp ?¥~ 
. 1 - Suggestion file ~,';'I<t/r ~ $ ~ 

. ~ - Persol1nel file ofl I /'"~/:''' k. -!S' .". 
~L:wls [v-'~. ]I}' ,;... r"..'( ~ !V"'#.,.~ 

(6) (Suggestion #846-65 dated 4/16/65) ~ :h 
NOTE: Suggests the file cover be obtamed with a permane§tly ~ached 

~ .. ~ 
metal clip built into it. 

~~i~~:t I''!; & lAdministrative Division advised such an item is not now 
~~~oach __ aV9;),~~ble{ ana ~0J;le would have to be pre1>.~~ed in. this fashion just for FBI. 
Casp"r This i'S~not. f~asible due to the additional cost invo~ve~ ,In. a, ddition; ,SAC 
Callahan __. • 
Conrad Elson, Las Vega!s,r;_pid not feel idea should be adopted. He~believedthat 
~~:: with the different thicknesses of varioqs qe:rials which must be attached to 
i:I~~:n a file, the metal clip would not be effective. Trjirt}lfg Division agrees and 

~:i~~~ooF.'_-_ ~n.!e~ suggestion not be adopted. rr{iVJJ' ~~ ~ ., 
Holmes ~~\'n.,~ ~""" (" ~ . \.: -': 
Gandy : .2.= ~" !), ~IL "PCl~.ID. ",,lLETYPE UNIT 0 ! I~ -, 

\0/ 21 • ~~~:~ _ JC 



"Emp Icryee.Suggestion 
FD-2S 2 (Rev. 9-11-59) • • Date 

4/16/65 r--------------------.------------------------------______ -4 ___________________________ b6 -

I 
F\rom: (SUaaester's n"TTl.,) I DIvision of Assignmen t b 7 C To: 

\\ 
\". 

Director, FBI Las Vegas 
SUGGESTION 

~ 
" 

That th~~ile cover have a built ia cover 9Jip. A spring steel-type 
clip wi~h a rounded head be permanently attached to the file cover. 
(See attached file cover. Should be a similar type clip only 
smaller). 

~ 

7: 1~5 
,\~--------------~~~~--------------~--~----------------------------------------------_4 'J Current practice or rule (Include manual citation as well as facts) 

Manual clipping of mail to file cover with conventional type paper 
clips. 

Advantages of suggestion and annual savings (include basis for estimate) 

Savings in clerical time. Would eliminate scattering of paper clips 
from serializing and other clerical functions. Less chance of mail 
becoming separated from file due to slippage of conventional 
clips. 

Disadvantages of suggestion 

See comments of Division Head. 
tr. '\\0 0')\ 

~\~ 

J 
·

t~, 1.1 , ,I !' I 
l , 1 J... 

(The use by the United States of my suggestion shall not form the basiS,~f..l;a ... f1;l;\u~rtl ... h""e!r-.;c ... :I ... ,ai ....... mo","f,-,a .... m ...... vn ... la' ....... tur ....... eb ...... vm ...... e,--Il1:"""i--heirs, or ~' ~I I 
assigns upon the United States. I understand that I will be considered on is adopted \ 
within two years after submission.) 

[i]Mr. OMrs. DMiSS 
• Signature a~1:i~(!n![fJ2t¥e'it'atrol Clerk 

Recommendations and comments of Division Head I do'; not feel that this suggestion should be 
adopted. It is believed that ,*i tIl ~'the different thicknesses of various 
serials which must be attached to a file that the metal clip would not 
be effective. It may work on serials" of/'l' 2 or 3 p~~es but is not 
adaptable to thicker serials. With £;J~'" • }'~n:;::'f~Hj/ SAC, 



, • 1 • • 
Recommendations and comments of Division Head (cont) 

a metal clip as a part of the file I feel that the filing in the 
closed filing section would be difficult. 
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Tolson __ 
Belmont __ 

• 

Fett~rCi1 Bureau ()f Iiivestigation. 
Phoenix, Arizona. 

Dear!L..-___ -----I 

• 

D 
! have received yOa!' $u~gestion tb~t iileJctlvers be 

printed on both abies so that they may ~ used mQre-than onetime. 
You nmy be interested to know that We proposal has been evaluated 
numerous times in the past and not adopted' a1nc~ it would inerease 
the cost Qf these items ~d~ in addition, it would be difficult to 
:remOl'e tlle varIous adtninistrative n~Uons which are frequently 
placed Oll the inside of the -cover. :, . 

Although your idea did not zeceive fa:vorablt 
cOtl$ideration in this instance 1 I want to tha~ ,011 for 10Ur-
lnteltest in subttdtting it~ t.· • 

MAlLEt! ~Q 

MAY ~ 11965 
SJ!l~,

J
A 

Edgat RQQV~ 

2 - Phoenix 1 - Field personnel file 
1 - sUfe:estion file 

1 - Personnel file of ML:wls wW 1....-________ ...1 

." 

11 

bh 
b7C 

.... , .-m 
~ .-
r,j 

co:'--C1 

Ho 
;U 
0 
0 
z: 

(6) (Suggestion #938-65 dated 5/7/65 
NOTE: Suggests file covers be printed on both sides so they may be 

used again. 

J::. 
~ 

< 

~. 

.t:" 
c.n 
-aD 
::::;:: .. .... 

Mohr __ _ 
DeLoach __ Same idea considered nume:rQl,ls times in past and not adopted. 
Casper ' " 
Callahan __ File covers are frequently used on same file until they have to be replaced 
~~ d . d 
Felt because they are unserviceable. In these 'instances, reverse si e prlnte as 
~~;:n proposed would be wasted. Further" adQit4,onal printing would increase cost 
~:~~~an of ~he covers. In addition, the inside of cover frequently used for longhand 
~:~~t~~oom _,_ n9fati~ps such as auxiliary office file numbers entered by Agents for convenia:re 
HOlmes~~-JUNfl~ U ~ "L/ 
Gandy dUd 'A.lrJD65l TELETYPE UNITU /.~./ ' 

, )r' ~ '_' - SEE PAGE TWO 



• • NOTE CONTINUED 

Executives GIDnference as early as 9/24/53 considered idea and 
disapproved because it was felt file covers as now printed were 
producing maximum serviceability. For these' reasons, Training 
Division recommends current idea not be adopted. 

- 2 -



. 
,E;"ployee 'Suggestlon 

"FD-252 ·(Rev. 9-11-59) , 
Date 

May 7, 1965 
To: I From' (Suqqester's name) Division of AssIgnment 

DIrector, FBI I I Phoenix, Arizona 

b6 
b7C 

SUGGESTION Savings on the cost oi;!fi1e covers. Printing on both sl.des ot' 
file covers so that the file ,covers may be us~d aga1n. . .. 

Current practice or rule (Include manual citation as well as facts) When files are conso1i~te~~'::-the 
old file covers are tal{en off and torn up and replaced 'Wi th~ew·covers 

Advantages of suggestion and annual savings (Include basis for estimate) The cost of file covers might , 
be cut by one third to one half depending upon the office, and the ~r 
number of files opened or consolidated. I see no r~ason why the file / ; 
covers could not be re~used for new files if the file numbers on the f 

reverse side were rendered unreadable and if the covers were in 
reasonably good shape. 

f! -- '7- ffi \~ 
~llu. 4 MAY 2iS1B6t1 I~ 

Disadvantages of suggestion 

~ .~ 

(The use l;>y the United States of my suggestion shall not form the basis of a further claim of any nature b:-::. my :=0. J~)p ') 
within two years after submission.) ~ 
assigns upon the United States. I understand that I will be considered I ~01?ted f'" 

r::::t;;;. DMrs. DMiSS • 

Recommendations and comments of Division Head ~ 

I can see no disadvantages to this suggg ~ ,-
~rom monetary standpoint my only recommen ~~i~n , 
l.S t~at matter receive consideratio/Wl ~1t ff' t,~ (If·,.,.( ~ .> I <-jf'.( 

SOG l.nasmuch as PX has no cost figures on .. ," ~1'Signature and Title 

Wo vn'8t'-$}1t~ib tliU: ~"Y~c'", .""" B\dM~4ii3e Jrrl7) covers Pl'."~n-~~o. o:q OO"th sl.Cles. 

J 



I I 
Federal Bureau of Investigation 
Washington, D. C. 

Deari ...... ____ ---I 

• 
June lV, 1965 

PERSONAL 

I bve rae ed your suggestion tbat the reverse 
side of ~e_ine c~r, ,l~~r}n~F.'~345~ be printedJn the identical 
fasnr0!l~!lSJ!te J~nt_ As a matter of interest to' you, the same 
propoSal has been evaluated in the past and not adopted since it 
vrould increase the coat of these items and, in addition, the 
inside of the cover is frequently used to enter Yarious administrative 
data of help to the Agent handling the particular case. 

JUN 1 7 1935 

.COMM·FBf 'II!. Edgar Hoovr" 
1 - Philadelphia - Suggestion file 
1 .,. Mr. Casper 

. ~ - PersolU),el file of SA I 
~~L:wlsu~~ ~----------------~ 

{6} (Suggestion #995 ... 65 dated 6/11/65) 

b6 
b7C 

NOTE: Suggests file fronts be printed on both si es with the same 
information so that they may be reused by merely crossing 

out the old file number and turning the front over and markin~nt1V{ data on the 
reverse side. \SECt.~f..E.\) 

Tolson __ 
Belmont • Same idea considered nume.rous t~mes in ~~st an~ n~ \~q~fed. 
~~~~ach __ Flle covers are frequently used on same fIle until they fflive'tb be repIaced 
g~71~~~n __ because they are unserviceable. In these instances, rev~r~~ .$~~eJP:~inted 
~~~trad as proposed would be wasted. In addition, the inside of CO'vll~ll($\ f!l?e~uently 
Gale used for longhand notations such as auXiliary office file numbers entered by 
Rosen __ 
Sullivan AgMts for convenience. Executives Conference considered idea as early 
Tavel \ 

~~1;~oo~~ff)f -1!~~~!. ~Ok{V' ~~O ()J~ 
Gandy' I'l ' 'I I, ~'~b TELETYPE UNIT 0 ' A ~ .,.-

, • 1 "- "_1 • . -."v:.~ ~ ,."" ,EE P GE TWO 
\! 



i' 

Employee Su~e~tion" • 
~-252 (l'}ev. 9-ll~59) 

_ -~t -' 
~ 

9/8/ 65 
r.T~O-:----------------'--F-ro-m-:-(-su-g-g-es-te-r-'s-n-~-~-~-_-_-_-_-_-_-_--_-_-_-_-_-_-_-_-_-~t~D-i-vi-s-io-n-o-f-A-s-si-gn-m-e-n-t---------h6 

r- b7C Director, FBI tenographer Charlotte 
SUGGESTION 

It is suggested that the attached form be printed and 
placed into use by the ceos throughout the Bureau. This form 
is approximately 2" X 511 and could be printed on any color 

, ' 

paper (except yellow ~hich is the color of FD-2l7 and approximately 
the same size) without its being confused with other Bureau forms. 
Upon removal of a file from the desk or workbox of an Agent or 
stenographer, the form would be left with the individual who had 
the file as an indication of its whereabouts. 

o 

Files on which stenograph 
or Agents)bave work (or dictation) are taken from the ceo and ch~irR~a~ 

that person. When mail com~s in on this file or it is needed 
Advantages of suggestion and annual savings (include basis for estimate) 

An Agent or stenographer could tell at a glance just where 
e is; consequently, no extra time would be used in dete~mining 

ocation of tne file, submitting another request slip, or, if the 
is expedite, requesting the eco to make a search of the office ~orU1 

t file. This form would be small enough for the cle~~ locating f 
o place it in his poclcet and have, it readily availabJ:ei'for use. 

No actual annual savings would be realized; ho~~r, the fY 
savings would be considerable in clerical time of persb~el. 

c... 

Disadvantages of suggestion 

None known. 
> 

(The use by the United States o£ my suggestion shall not form 
aSSigns upon the United States. I understand that I will be considereq.. ...... - ................ ~ .......... i.-..w.. .............. ..,q'qestion 
within two years after submission.) 

Recommendations and comments of DiviSion Head 

I feel this suggestion has merit. 

(Do not write in this space - for Bureau use only) 

j 
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Tolson __ 
Belmont __ 
Mohr __ _ 
DeLoach __ 
CQsper __ 
Callahan __ 
Conrad __ 
rclt __ _ 
Gale __ _ 
Rosen __ _ 

_ .t '. • 
September 13, 1965 

PERSONAL 

I I 
~ 
fiJ 

Federal Bureau of Investigation 
CharlQtte, North Carolina 

[~7 -..... 

Dear .... I _____ ----1 OJ'f ~~ 
Thank you for your suggestion that a form ~~ fit 

you devised be adopted for use throughout the field. After ceefuig 
consideration, it has been decided the expense involved in p:inti~, 
stocking; and distributing a form for. the purpose you described· 
is not war.ranted. 

AlthOugh your idea was not adopted in this inStance, 
I appreciate, the interest you displayed in submitting it to m,e. 

~ :- .. 

Sineerely yours, 

Jd lUdgar. lIoover 

2 - Charlotte 1 - Field personnel file 
1 - ~{;!estion file 

~ll - Personnel file of L 
~"JML:wls ~ L.. __________ ----l 

CD; 
..tJ .:. ," 

:1"', 

< 

b6 
b7C 

(6) {Suggestion #.~-66 dated 9/8/65} 
NOTE: Suggests aKfm:.::m (sample attached) be printed tor uSJ?~in the field 

vID..snJ.'<~Lfile_is_ t~mqved from- a cte$k9;r_~~wQ:rkbQx aLan l\gentJj~ . 
steIlQgl:aphe;r Ito advise them of this action and to whom the file has been routed. 

q 1 

Training Division feels a new form for this purpose is not 
warranted. If a file is charged out to one individual and it is obtained for 
another individual, a new charge-out slp: ,must be prepared and placed in the 
file folder so the Chief Clerk's Office always has information available 
regarding the location of files. All that is needed for advising the individual 

Sullivan . I 

»!(J!,[;J~JJ 1./ fEE PAGE TWO -
Tav~ ',~ 

Trot,'lR: D ~I "rJ /? JJ _ 
~~:~e=ob'=$l:P ;; '·1·1:Qr::~ 
Gandy ~II! ~~~ TELETYPE UNIT 0 

~l d. _~-jj ~/ -(r ' ... ~ ... 
, ,-; 
~ C 



... • 
NOTE CONTINUED 

from whom the file is taken as to its whereabouts is a note giving 
file number and person to whom it has been forwarded. A form of 
the size proposed could eaily become lost in a workbox. Cost involved 
in preparation, printing, stocking, and distributing such an item is 
not warranted at this time. 

- 2 -



·~ --- • NOTE CONTINUED 

as 9/24/53, and disapproved because it felt file covers were 
producing maximum serviceability as now printed. Training 
Division recommends current idea not be adopted. 

Letter being directed to suggester at the Seat of 
Government since he is in New Agentst class which commenced on 6/14/65. 

- 2 -



e ~ e 
• c,;'\Q • t1:~ 

~ Date 

6./1)/65 
,~ nn~'" Division of Assignment 

b6 
I Philadelphia b7C 

To: I "' .. 
Director, FBI II 

SUGGESTION 

While doing consolidation of closed files, I have noticed 
that the fronts and backs of files which are consolidated are reused 
as file backs - only. It is my suggestion that the fronts be printed 
on both sides with the necessary heading, classification and volume 
numoer-spaces, etc. In this way perfectly good fronts could be reused 
merely by crossing out the old file number, etc., turning the-front 
over~ and marking the new file information on the reverse side. 

Curreni practice or rule (Include manual citation as well as facts) 

II-3-7a reuse of file folders as file backs. 

Advantages of suggestion and annual savings (include basis for estimate) ,....,~. _ 

Co,-;; .. 
In this way we would not have an overabunda~ of f~le backs 

in supply, any possible waste of good material would be~n~gated> and 
a time factor of supply ordering and requisitioning would~e -eontrolled 

C: 
The additional cost of printing both sides see~ negligible, 

considering the possible savings involved in time and money. 

A basis for an estimate for annual savings is not available. 

'~;~Hj ~ t 
Disadvantages of suggestion 

None the suggester can bring to mind., 

(The use by the United States of my suggestion shall not form the basis of a further claim of any nature by me, my heirs, or . 'I l 
~:::?: :::~:~;: ~;;;.:.:~'~;:~"'.J."d."'~dM:·· ~:":~ .~::::r '''" :~~: ' :'::::: ~ ::: ::r ;;;C.{ ~ 
Recommendations and comments of DiviSion Head It is ~e~~ this suggestion would result in a 
saving on file fronts. However I ~~~~d,f;}ration ShOU_erld be given to the POBI
sibility that file fronts could b~-pla~w~h ~ e Bide~uPI thus 
causing some confusion and mis.-tr1~1ng·~J[\,);, A/ A .I ~---
(See attached sheet') . In, , .2'Pec1al AgOM\~ "'Lfe and Title :tn Charge 

(Do not write in this space - for Bureau use only) • ~. '\ "" ," / &. - ./. 2/1/_ • L:7~ 
-;~.' .. (, " j' .0." ~~. ~1J.;C ~ r7 r,.i/. ~' , t1 "'''~~ '0' ,\,/ ' 

f/I'7/I.:S: t;·l~".'-~~ . .\~. I,i\\;" !'. 

6 J LI~ l-Q, ~(15 ~:', ~~"llf/~' ~, I 'V·v., " -- - \\~ ./ 



• 
Recommendations and comments of Division Head (Continued): 

unless care is taken to mark out the used side prior to 
opening new files. 

- 2 -- -- -- -------------------------------------------==-=-=-------------



. . , .. 

work more expedite than the work the stenographer 1s typing 
(or the Agent is dictating), then the file is taken by the 
ceo. No record is made that this file has been taken or for 
whom. 

2 

~--~------------ --



)' :" 

File # was taken -------
by ceo for Agent --------------

Steno ----------------
Mail I 

and will be returned to you. 

" 
'l' 

I . 

" ( 

I 

" 



.. : 

• • 
REa., 16 

q;:lOl 

& ? _ 2 3 / 1- 11 fJanuary 14, 1966 

PERSONAL 

IFede1'iII Bureau of tnv~on 
New York, New York 

Dea~~ __________ ~ 
Thank you very much fOr' the suggestion that a 

particular t~ of filing system be. approved for use at the 
Seat of Government and in the field to maintain certain files. 
You may be interested to know shelf nUng is 'used in some 
instances in our work; however, it has been determined this 
is not the most satiSfactory method aftilable fo~ our purpos~. 

I appreciate the interest which led you to give 
me the benefit of your thoughts on this matter. 

Sincerely yours, 

2- New York 1 - Field personnel file 
1 - Suggep:.:st:::;io=n:..:f=il::.::e~ __ ----. 

~::;sonnel file of SA I I 

b6 
b7C 

(6)') ))y (Suggestion ~~-66 dated 1/14/66) 

f1ruv NOTE: Suggests th~Conserv-A- File y ~ling system as described in 
attached broc'huresoe used at SOG_and in field for maintaining 

'~ll_~losed fi!eS' and at SOO for maintaining~ persoooel files. 
Tolson __ 
D L h MAILED 7.. 1.1 C'J 
M~hroac - ~! ..til V 'tL'·li.l~ ,iC yi> a j~ ht 'auf;, 
Casper JAN 1 4 66 !. "II 1 . t 
Callahan -- 19 7~' ~ IF . . 1 
Conrad I "'11''' '. U • ,," 0' l' 
Felt COMM.FBI ~,I ... \) II r. C .Lin .. 
Gale , !t .. E.O-O\b~ CI ... 
Rosen __ 

Sullivan oJ"J1i ~ 
f,;~~~r ~/ - JJ/YVV (!f~tP~ 
Tele.Room_ ~ _~'. - ,; l 
~~~5 JAN 2 CtILJ&CY;P TELETYPE UNIT 0 

SEE PAGE TWO 



~. - • ., .' 
Files and Communications Division opposed 

adoption of this idea. It pointed out the equipment, manufactured 
by the Supreme Steel Equipment Corporation, is on Government 
Schedule and is well known to the Files and Communications 
Division and the Bureau. The use of shelf-type filing for certain 
personnel records has been thoroughly explored in the past and, 
because of the odd shape of space utilized by Personnel Records, 
additional filing space would not be gained by converting to shelf 
equipment. In some areas, the Bureau does use shelf filing 
and, in Records Branch, it has been its experience that shelf 
equipment does not provide the most satisfactory type of filing 
arrangement. Training Division recommends idea not be adopted. 

- 2 -
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~~ 

• • .. l ~ 

Emplo.},!e!;! SU~9)g~stioo 
FD-252 ,lR"1 •• g-l-l':59~· 

To: 

, 
From: (Suggester's name) 

• .--__________________ b 6 _ 

Date b7C 
1';./14/66 

Division of Assignment ~ J i~li 
Director, FBI I New York ('" ___ ~ "'~ 

SUGGESTION ~ IV 1 ~ 
Tha t the Cons8rv -A-File 'Jl: filing system as described in the attached brochur;;: i-~ :\ J 

be adopted at SOG and in the field for maintaining all closed files. It is also l'-'.,) [l 
suggested that this system be used for maintaining applicant files at SOOt' _~ [I· 

<.0 ~ . .I,. 

~ -l"~ P'-' I 

~"V 
tV 
() 
• 'I' ~--------------------------------------------------------~J. Current practice or rule (Include manual citation as well as facts) Closed files at SOG and in the field are 

filed in conventional filing cabinets. Applicant files at SOG are filed in 0pen shelvipg. 

Advantages of suggestion and annual savings (include basis for estimate) 

1) In any given area., Conserv-A-File'J{ holds l! to 3 t:imes as many records as shelf 
files or conventional drawer files. 
ft Since this system provides two rows of files in one :i.t reduce. the number of a[is.les 
required by conventional files. . 
3}AS a consequence of a ratio of steel to content of approximately .75:1, as again.~t 

a ratio of approximately 2.0:1 per lineal inch of content of conventional files1.'it i~ 
pessible to increase the capacity within a given area without adding to the floo l.ad, 
4) Without moving, a clerk, working between two units h~s the equivalent of 40 rawers 
at her fingertips~ Since the file area is more compact, 85% of the w§lking gn -freh o~ 
the other filing moti.ns are el:iminated thus increasing speed and efficiencYft(See ~g~b. 

~ 
~~----------------------------------------------------------------------------------------~ Disadvantages of suggestion 

--

II 

It is recognized that to effect a changeover from the present systen 
would require a large amount of t:ime and money. Consequently, it is suggested that a 
cut off date be established and that all files after that date begin gradually to be 
incorporated into the Conserv-,A. .... File 7 system.. ~ro,~~) 

Although the initial cost of this filing system mi~ht be a little exoens; VA it. won 1 n 
(The use by the United States of my suggestion shall not form the basis of a further daim of any nature by me, my heirs, or . .'l 
assigns upon the United States. I understand that I will be conSidered for a?ln~~~igi'd g~~~+;mlY if m)\ I~ ~ .... _'0 
within two years after submission.) 

DDMr. OMrs. DMiSS J 
Sign ature ana 1 HIe 

Recommendations and comments of DiVision Headlt ~reCOmmended -cna-c, II nO-C preV10us-.ry con 
sidered, this system be stu.a~q. C!..s·i;eOf~$ibilij:y for FBI use.

J 
-'- Lf 

~' ) ,,:".J;~ &; ~_ :2.3/f- 7~, 
(\ .. ~~ 
~ ~;;dfiUe3AC !ADM. DIV. ~ Y 

(Do not write in this space~g:;f urec:u us-:ytp J (/.I. Q, J' . /1 - . 
/ ',~, (-"~( 'f . ·qJL::~;~'I·· illlrrA~,hv.; '!1 6. JAN ~1966 ~,~ ~ 11 c·'.... ... • -'-' /' II I 'I. 1f- '-..../ 

~·ENCL.BEHINlJjd.1..t1" --- - - ~,,1' If'"I~'''( 
c-...;., ~i' J I!-· I .~~ i 



~">'~ • - ~ 

( f,ntil)Ued) pg .. 2 ... 

• I ~. 

Advant'ages 
5} Over 5'% of all the records in the unit are accessible time. Using a 

convA1onal drav~er file, one cannot file above eye lev~l. 'Ihis system allows filing 
to the furthest p.int the eye can see and the hand cal\ reach .. 

6) Conserv-A-File V cannet be tipped over even if ali the outer cradles are full 
and the inner ones are empty. ~~o anchoring is ever necessary. 

b6 
b7C 

Disadvantng~D 

hi;' E:rce than .ffset by the savings of the cost .f floor space. 

Adminj,..., ';20.tive , ~ 
1'" 

...> "ti; r;hJuld be noted that this system has been adopted by many leading Financial 
"L ~~i1C~ltions, Insu::ance . Firms ,I,lanufacturing Finns"tIedical. Institutions and Govornment 

l', LeD as descr~bed m the attachB<lbrochures~ 
f'lr~ith the increasing responsibility placed on the FBI it is inevitable that more 

1.£ sp~ce will be required in the future..c Since the cost of office space is at a 
.Ve:::lilrl and will in the futu¥e probably be more expensive this system of maintaining 
fillCB will in the long run account for substantial. monetary savings. 
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PEBSONAL 

REC- 82 

-I, '1&S (;ft,. ~W f 15 
I I 

li ederal Bureau of Investigation 
~eattle) \1a.shhlgtQ!1 

nea4~ __________ ~ 
Thank you for yoar Buggestions regarding the use of 

eolo;red file covers to designate major eases and a system for ~se 
as an ala ill our recruitmen.t program. Tl1ese Pl"Ol)OS:.U6 have bes:J. 
earefillly evaluatec.1 a 1d it has been decided they shoald not be 
aaopted. It 1s. felt. the administrative procedures cUl'"rently :m effect 
IJl'ovide lor I1.."l!t:~ling mail regardinb these cases Ll an eXfeditious 
£~O!l. ~'iih regarj to YOUl'" second iC;ea, the disadvantages involved 

~.ou~,oigh allY anticipated advantage since ilia needs of the Bureau must 
~ ~~dleGte;.ho\V assignments are made. 
~:: ~..,. 

~~.;:~ .~ '~tQ The interest wfU.\!h led you to give me thG benefit of 
tJ~OUffithg1ltghts on these matters is i!1.-laej ap~Jreciated. 
~~;_ S ....-

t~~ ~ 
~-' -\ .... 

- . .:7 
Sincerely yours,. 

I
--? .J!_~I.' 7--. I 

1 "'"rob 
I~·_· I , __ --=- J-.\ ~ 

t
£J. : ~ 2 - Seattle '} i' / r,;f ~/ 
r-f)l',t/! 1- Field personnel file v.t! a·' y~ 

Tolson 1- Suggestion file /~iJi~ ; 
~~~rCh-- t~ - P~rsonnel file of SA I I / 1 

'V 

Casper {\VML/nJm , 
g~~r:~an_- (6) ./. t ~ _ (Suggestion 560-66 dated 2/8/66 and 561-66 dated 2/15/66) 

~::~ " . - "' ,-. ,- NOTE PAGE TWO , '~jJ-
Rosen I ~ "- . ." f~' I' /'~ 
Sullivan , t':'~ , ;rJ " j 
Tavel ~ ~ ..,/ Q , '.(:1 ,_ 
Trotter: is . ""-::-n'ftRi1i,~"" I"" ";. " , 
Tele. Ro~~~-- I' f9 1. I ........ i' \ 
~_ V 
Gandy MAIL ROOM 0 TELETYPE UNIT D 



• 
NOTE: Suggestion 560-66 proposes different colored file covers be 

used to designate maj or cases and cases which are thought 
to be of such importance by the supervising desk that the mail be more 
expeditiously handled. 

Training Division opposes this idea and the Inspection 
Division agrees. Colored file covers would only add to the confusion 
in the Chief Clerk's Office in handling material for files. Colored covers 
are not on the general schedule and would have to be obtained f:tlom an 
outside supplier making them much more expensive. Administrative 
procedures are in effect to handle major case communications in an 
expedite fashion and supervising Agent as well as case Agent is aware of 
cases falling in this category. 

Suggestion 561- 66 proposes that in order to meet the 
Bureau's needs in recruitment of Special Agent applicants, consideration 
be given to sending Special Agents, who have completed their three years) 
service, to their home city where they grew up or went to school. Selected 
Agents who have demonstrated their professional ability, devotion to their 
job, and show all indications they plan to make the Bureau their career, 
could be given this opportunity. 

Training Division recommends this idea not be adopted. 
Bureau must have a sufficient number of people in a given area to handle 
the work regardless of whether they are from that area. Assignments must 
be given on basis of needs of service. As an example, Southern offices must 
have a satisfactory ratio of Northern- and Southern-born Agents in these offices . 

. Normally, a large percentage of Southern-born Agents would want to return to 
the South. Another factor involved is fact that specialized needs arise in offices 
and no Agent is listed as having this office as office of preference. In these 
instances, one must be selected for transfer to' fill this opening. Bureau 
could not commit itself to transferring Agents to their home location in a 
three-year period of time. 

-2-



Employee SOggestion 
FD-252 (Rev. ,9-11~591 , " ,-,< ~ ',\ J. 

r 
Date 

To: DIvision of Assignment 

Director, FBI Seattle b6 

SUGGESTION 'I 
It is suggested that a differ'en1:,i c.olored file cover be used 
to designate major cases, and cdses' which are thought by-the 
supervising desk to be of such importance that the mail be 
more expeditiously handled. 

Files having the designated color, such as green, 
would have mail handled before the mail on ordinary files. 

"Tl 
(Tl 

a:J 
J-l 
..;f • 

These colored case covers could be used 
MT cases; ITSMV ring cases, ITAR ring cases, TFIS 
Murder, etc., and other important cases. 

in ITSP - MC C,<:o . en - MT, CGR - en 

Current practice or rule (Include manual citation as well as facts) The same color file cover is used 
on all type cases. Themail is vari-colored to designate 
type handling. Special tags used for specific pieces of mail. 

Advantages of suggestion and annual savings (include basis for estimate) 

The supervisor would have an opportunity to designate important • 
cases which are not .necessarily designated major cases. A case 
which the supervisor wants mail to get to the Agnt, no matter 
what type of communica~ion such as letter, report or teletype 
would be handled before other cases. _~~ 

This would help the rotor clerk locate files on which a great 
deal of mail is being sent to, by merely checking the colored 
file covers for file number, the clerk would not have to search 
for a file thr.ough large stacks of mail waiting to be processed. 

t handl~ng a complex case would get his mail fate~ making 

Disadvant~~augeo§(il!" Substantial invest~gative and clerical effort saved. 
The colored important case file covers could be over used, but 
not i~ controlled by the supervisor. Other case files could 
tend to be neglected if not controlled by supervisor. 

(The use by the United States of my suggestion shall not form the basis 
assigns upon the United States. I understand that I will be considered for 
within two years after submission.) 

Recommendations and comments of Division Head 

My recommendation is unfavorable. 
this, only more work. 

(Do not wrll",in this space - for Bureau use only) 
-~~ \ 

~3-' - Bureau 
2 - Seattle (1 -

. . J 
/.........-: ~1 .. / 

(1 -
I" 

J N/las ~-./ 
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!Ire. Q2 (; h :)..31 9 / l' 6; 

• 
February 21, 19C6 

PERSONAL 

( // EX 1051 1 

Federal Bureau Of Investigation 
~an Juan, Iruerto Rico 

DearL.I ____ ----I 
I ha;"e receiveJ your suggestion that file bacms bo 

purchased prepared in a particular fashion. This fJrol~oaal has been 
carefully (:ol1s1derea and it bas been deeideJ it should nat be adopted 
due to the cO$i involved in obta1nlng tilese items. To avoid the 
situation to which you have refereneet it woald apJear better to 
place a new back on the file .if the clamp becomes mutilated to the 
extent that it eauses damage • 

• ~ T·he interest and thoughtfulne$s WAlch prompted you 
to subm;it y®:t idea to me are indeed appreciated .. 

~, ' ...., -__ ~ ..J (~ 

~-l~-~ ~~~ 
~ • .,.. 4 

.. ~, , ~ \,) ~;.! O'J 
Sincerely yours, 

'--n,~. GS"'t"''i---:':'C ~ to""'" 
~" " ,~,~-: - "t\ ... 

.. #4-' 

.. '~;"109;; 
~ 

'2 -~' ~:::;~an -0 y:~ < ,V~; 
1 - Field personnel file Pi }.:- 0;'" '/ 

, 1 - Suggestion file ,,,,,~ 
• ~ - PersQllllel file of I 1 r--
\~~L/njn:- , 

~~~:;C-h=== (6) '; , ' (Suggestion 563-66 dated 2/14/6,6) 

b7C 

~~~~ NOTE: Suggests that a file back be purchased that has a covering over 
g~~I~~rQn __ the metal clamp on the outside. This would prevent the clamp 
Conrad from tearing mail and files which are underneath it as well as protecting desk 
Felt __ _ 

Gale t"ps from damage. 
Rosen __ 
Sullivan __ 

Tavel /') 
Trotter 1 *.'" _ /J __ 
'.,le.,ROoIT/ ............. '\ ,- _ " _~ /'J"-;. 

'ne(}\! 1":', I '''I J,,) '~J 111~f-
;W \\. , " '~.~AIL a061 [0 TELETYPE UNIT 0 

tW;b NOTE CONTINUED PAGE TWO 

f/l ;;?h!--



• • 
NOTE CONTlNUEb 

Administrative Division advised backs prepared in this 
manner are not available from the general schedule for supplies and to 
obtain them from an outside firm would make them much more expensive. 
It appears a better solution would be to change these backs if the clamp 
becomes mutilated to the point where it is causing damage. Training 
Division recommends idea not be adopted. 

-2-
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I 

!;mp(oyee Suggestion . 
FD-25\.(l:l..eV ..... 9-11-59)~ ........ 

.... 
... J. 

r 

To: 

Director, FBI 

, 
Division of Assignment 

b6 
~ ____________ -L~~~~~~ ______________ , 

SUGGESTION 

I suggest thatK,rile back be purchased j:;ba.t-has a _u~v:ering 
over the metal clamp on the outs ide. This \'lould prevent -the 
clamp from -tearing mail and files" '\'lhich are underneath it, 
as \·rell as protecting desk tops from scarring and being gougetb. 

,J::a 

Current practice or rule (Include manual citation as well as facts) 

b 

1-1/~ 

File backs presently being used have metal clamp. 

Advantages of suggestion and annual savings (include basis for estimate) 

A file bacH; with the metal clamp covered would prevent copies 
of' 90rrespondence from being torn and would not scar and gouge J1Jb 
desk and table tops. This would improve the physical appearance I 
of the office as well as improve the condition of our correspondence 
inasmuch as it would not be to rn or mutilated. Savings would 
be realized by not having to replace furniture which would have 
been reduced to an unsatisfactory physical condition caused by 
scarring and gouging by the metal clamps. 

Disadvantages of suggestion 

None known unless the price of such file backs is slightly 
higher than those presently used. 

(The use by the United States of my suggestion shall not form the basis of a further claim of any nature by me, my heirs, or 

",",""' "0" ". u"u,' ",0'.'. I "",,,",=' ,"0' I wIll b. 00"""" I .,' L :::: f'U'" ,. o'Cp'" within two years after submiSSion.) 

OMr. OMrs. BMiSS Clerk as 3 
SilJiiUl al l4 a lIe 01 :s ggester 

Recommendations and comments of Division Head S reC'-'U.LL"'J~ 

erable merit but would depend upon price 
without the exposed metal clasp. It is s 
to cost of __ file baeks which have a gummed 

have consid
file 

r st r the acco metal - --~ijtt~~~~f:~~~~~~~~~ 
(Do not write in this space " for Bureau use only) 

'/ - : ' -, ." - . .,. - I· 

1_). _- Bureau, 2 - San Juan -710; 1 -

REC- 82 

~ \~~ 8 
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• 

Federal Bureau of Investigation 
Chicago, Illinois 

Dearl~ __________ ~ 

• 
April 15, 1966 

PERSONAL 

I have received your suggestion that when a file is 
consolidated, both its front and back covers be retained. After -~ 
due consideration, it has been decided the disadvantages involyed, ,'~: 
in the procedure would offset any possible advantage to be achieved. ": 

Although your idea was not adopted in this instance, 
I appreciate the interest which prompted you to submit it to' me. 

Sincerely yours, 

J. Ed~ar llvover 

b6 
b7C 

2 - Chicago l/'" "t ,,/ "J.-
1 - Field personnel file lJ IN' ~'./ r-' .. 

--_ _ 1 - suggesti~n file 011 "il. ';..1'J;~!. r" 
\\ 1 - Personnel fIle ofl I I f J ":' 

\f.Lt..;fER/njm. . I 

LJ;~ LJ (6) ,J'~' (Suggestion 751- 66 dated 4/8/66) 
G r\"1 NOTE:' Suggests when !iles are consolidated, gO/flfront and back 

~ F ~\~~ers be retaIned. !J[C;:-Il ~t' 

~~t:~Ch -- r-T~~~ning Division opposes adop~i~h ffor abvlous <lf13advantages. 
Wick , At present ohly fr6nt cover, which contains administrative data, is retaineq. 
Casper I ' 
Callahan -_ :-f\RetentiJ2ILQUl;loth;covers would not only double the f,~\tn.g.'~p~ce needed, at the 
~~~:ad 'i/ very least, but would increase the work of the clerk:s who'handle the 
~~~:n 4! ) consolidation. In addition, many of the rear covers are in good condition and 
sTUllivan,t¥ are salvaged for reuse. Training Division recommends idea not be adopted. 

wcl ~ • 
Trotter F', Ii ,_~\.fJ . ...-IJ A_ • f\:\ V' I t ('., 
Telc. Room~~ ~:.' 1"'j '~. ; 0 r.-f~rN '-.\::t \ ~ H '1 t ____ 

~~~~;3 " "MAI~ ROOM a TELETYPE UNITD \l" ~\ l 



That 1',rhen files are consolidated hoth the front and bac}\: covers of 
the eliNin~tnd fil0 be rc>iiainerl, 

X~,\ Current practice or rule (Include manual citation as well as facts) 
I' 

t" Only the frout cover is retained (Hanual 
)' Part 2, Section 3, Page lIb). 

Advantages of suggestion and annual savings (include basis for estimate) 

of Rules and 

When the front cover only is retained it sooner or later becomes 
very dilapidated. By fastening the front and back covers together, 
the additional support given provides for better maintenance of the 
files and for easier handling of these itens when searching for 
files. No monetary savings can be estimated in this instance. 

Disadvantages of suggestion 

None other than the small amount of additional room which will be 
taken up in the file cabinets. 

(The use by the United States of my suggestion shall not form the basis of a further claim of any nature by me, my heirs, or 
aSSigns upon the United States, I understand that I will be considered for any Justified award only if my suggestion is adopted 
within two years after submission.) I I 

OMr. OMrs. [X]Mi~ ISu"-- ' .... Tr.;.ROrV f!lp-rk. 
Title of Suggester 

Recommendations and comments of Division Head Recommend favorable consideration be given to 
suggestion as it is felt this will alleviate di_f~kidated single file 
eovers and the possibility of destruction of ~!sin~ file cove.!t:tn error. 

~M#~\~~"7ia)z7 'Jtflfmf." "'in f!h2r~p.. 
, ~,. § Signature a;"d Title 

(Do not write in this space ~ for Bureau use only) 

REv 65 

EP (5) ~)..Hnreml; , 3-f~bic[!~:6 (1 ':'crnoPl.el file I 



r OPTIONAl fORM NO. 10 
MAY 1962 EDITION '. 
GSA "MIt (41 Cflt) 101-11.' 

,,,,-. U~l'TED STATES GeRNMENT 

Memoranaum 
,j • 

TO DIREOTOR., FBI DATE: 5/16/66 

SAC., NEWARK (66-1520) 

SUB] CT: EMPLOYEE SUGGESTION 
=*'Z#-foCc 

o 
!/I.-CS 

! 

Enclosed suggestion was received from three Newark 
employees relative to the purchase of numbering machines to be 
~sed throughout the field to stamp filefrorits and jackets. 

While it is felt the suggestion has merit~ if it is 
determined there is no field-wide application~ the Bureau is 
requested to authorize the purchase of a 10-wheel machine for 
Newark1s use. 

l \ \ q , 

1 • \' 

\! }' ,J '\" \ , . , ' 

, i':'-' 
l) : 

2-Bureau 
I-Newark 
IasB:ets 
(3) 

(Enc. 

.I .. ~ 
{-,' i - , 
-/ . I 

i:BJ 
#," ,,: :~ --

" 'r 0: .. If r'" 

" .r" ..... - j.... "i 

Buy U.'s: Sa;ings Bonds Regularly on the Payroll Savings Plan 

-



To: 

-e 
e e 

Date 

MAY 161966 
,.......F:..:r~om:::.:..: .l.::(S;.:.u.....:;e;.:.s.:.;;te;.:..r·.::.s..::n.::.am:::.e~_-::-t ___ ---' __ ......L....iDi vision of Assignment 

and 
bE 

SUGGEST O~ TP~J3ate_<~ .umberi~g ~~??ine, stan ar. mo-yement ~ L"~ u~e~-="""",~Q.r 
ampJ.ng fJ. e !'onts a.Jl~ae-'ke1;s-:- The machJ.ne J.S a vaJ.lable from the 

.- .B~t~~S-I~~ure;ctu~n-g_C:Omp_ap.y,. Orange, N.J. in 10 wheels 'tiith !tf numbe!'s. 
TJ::i.e machine can be sette printniun'tfers-'consecutively, in duplicate, or 
repeat. Thus it is ideal fo!' stamping file fronts and jackets. This 
suggestion does have universal application. The machine can be purchas 
in orders of 50 or more at a cost of $60.29 each. Purchased individual 
the machine will cos t $78.30. '!Phis machine is also available in an 
electric model which might be practical for the Bureau and an~ office 
vlbere there is volume. "T.b.e cost of the electric model is $184.50. 

I!~ • J 

Current practice or rule (Include manual citation as well as facts) The Newark 01'1'J.c e J.S curren y 
using a 10 wheel rubber stamp and each number is advanced by band. 
Some off~ces ~e handwriting the nUt?bers. There are no specific 

Advantages of- suggestion and annual savings (include basis for estimate) on 
O"1· 

The rubber stamps are not very serviceable and must be replaced a miDam 
of four times a yea!' to get satisfactory results. In addition, because 
of the mechanism of "the rubber stamp the fingers of employe e become J,; 
very sore after several hours use. \ii th proper handling the Bates J' 
machine is guaranteed to give long and satisfactory service. The 
amount of employee time saved, which would result in annual savings, 
would depend on method used and since this is hot unif"orm throughout 
the field a proper estimate can not be made. The attached samples 
were made with a 9 wheel machine, however, the machine is available 
in 10 wheels and the difference is nominal and, therefore, would recomm nd 
the 10 wheel machine. The individual cost of the 9 wheel or 10 'tiheel (C nit) 

Disadv<;Intages of suggestion 

" '--
None known. 

(The use by the United States of my suggeStion shall not form the basis of a further claim of any nature by me. my heirs, or 
assi~ns upon the United States. I understand that I will be conSidered for any justified awa"d 11?jkif my suggestion is adopted _ 
withm two years after submission.) Hi .. -- / ,/ t:;" I' 7: 

OMr. OMrs. DMISS see page two ~ (. ... - ..:t 31 /~rj 
Signature and Title of Suggester 

Recommendations and comments of Division Head Since it would achieve uniformity, field
wide, and would be an improvement over hancl ttering and/or rubber 
stamping, it is felt this suggestion has me d hould r~. eL~RTTRm 
favorable consideration. ~AC-

(Do not writ~ i" this space - for Bureau use only) 
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Current practice or rule (Include manual citation as well as facts) 

(Con t t) 

The Newark Office prepares app~oximately 500 files and 500 jackets 
per week. ~s is normally assigned to someone to complete on 
a '&-leekend shift and coIiiSumes approximately 6 brs. of employee time 
to complete. Rubber stamps currently in use are obtained from 
the Bureau and cost per unit is- unknown. Utilization of number
ing machine~ field-wide, would elimina~e~need for the rubber 
stamp, thereby eliminating a recurring expense. 

Advantages of suggestion and annual savings (include basis for 
estimate) 

(Cont t) 

is $76.05 versus $78.30. However, 'the difference of price when 
purchased in bulk t-vas not obtained. In addition" some offices 
and the 'Bureau would probably need the 10 wheel machine to 
accommodate their file numbers. A machine stamped file number 
affords uniform size and legibility thereby greatly reducing 
chances of missfiled files. 

(The use by the United States of our suggestion shall not form 
the basis of a further claim of any nature by us, our heirs" or 
assigns upon the United States. \ve unders tand that we vdll be b6 

considered for any dustified award only if our suggestion is b7C 
adopted within two years after submission) 

~aJ6:s~ 
Signa tur e and Ti tIe of §flggeste~ 

~GS.s 
Suggester 

Suggester 

2 
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F ecleraI Bureau of Investigation. 
~'fewa.rk, ~iew Jersey 

Dea~L-___ ----' 

r~!ay 19, 1966 

~ERSONAL 

The suggestion submitted by you. I I 
and Ir-----~lhas been received regarding a particular type 
of machine for use in printing fUe numbers. 'While it has been 
decided this proposal should not be adopted on a field",wlae 
basis, I am pleased to adVise you permission is being granted 
the Newark Office to obtain this equipment for its use, 

I want to take this opportunity to eX!lress my 
appreciation to you. for giving me the benefit of your observations 
on this matter. 

Sincerely yours, 

b6 
b7C 

2 - Newark Experience at the Seat of Government has 
1 - Field personnel file shown that, due to the volume of cases 
1 - Suggestion file handied, several of these machines are 

\.. B I needed to have them available for the different 
classificat~ns 111 ~opening new cases. They are not used for placing numbers 

;;~~:;Ch__ on file fronts.,... N~perinidtl&C~n'lP.\flY be used for other duties in a field 
~~~~ office'''fhe~ than placinglfigU~~ Qn fIle cotrers and since you have indicated 
g~~f,,~ran __ you feel it wo\1ld ~id YPu~ operati~l1f=l,: , ap.proval is being grant~9 for you to , 
~~~:ad obtain one ~R"'lWbeel, sfA.ndl\a-d th6ve~~, numbering machine for the '\ I" v 
Gale Newark Office. , ~ ~. lL 
Rosen :y /" 'I ,,' , 
~~~~~an -- ~ _ Personnel file ofl I" ',i;" (f-I. t;./ ,SEE NO E 
~:~:~e~com_r;S~.}'J-.It!.'p:l1t ~~ i , ~ PAGE TWO 
~~~~;s ~UM~~ 19G6PEU~ITD (Suggestion 849-66 dated 5/1l~}.66) 



r 
NOTE: Suggests a standard movement, lO-wheel, Bates Numbering 

Machine, with one-fourth inch numbers be obtained for 
placing numbers on file fronts and jackets. Machine can be set to print 
numbers consecutively, in duplicate, or repeat them. Suggesters feel 
this equipment could be utilized at Bureau as well as in field offices. 
Machines cost $78. 30 if purchased individually and, if purchased in 
orders of 50 or more, cost $60.29 each. There is also an electric 
model which sells for $184.50. 

Since SAC, Newar~, has requested authorization to 
purchase one lO-wheel machine for Newark's uSe in event idea not adopted 
on a field-wide basis, Training Division recommends he be permitted to 
obtain one such machine but, due to cost involved, that this not be 
extended to other offices. Files and Communications Division uses a 
special-purpose typewriter for placing these file numbers 0:1 files so 
proposed equipment not suitable for its use. 

-2-
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Tolson __ 
DeLoach __ 
Mohr __ _ 
Wick __ _ 
Casper __ 
Callahan __ 
Conrad __ 
Felt __ _ 
Gale __ _ 
Rosen __ _ 
Sullivan __ 
Tavel __ _ 
Trotter __ 
Tele. Rooffi_ 
Holmes __ 
Gandy __ _ 

" 

• 

Federal Bureau of Investigation 
Newark, l'iew Jersey 

DearlL.. ___ ----I 

:May 10, 106.6 

PERSONAL 

1 have received the suggestion submitted by you, 
I I and I Iconcerning certain equipment 
Which might be used to advantage in our filing operations. It 
is indeed a. pleasure to advise yoa the Newark Office is being 
granted approval to obtain one of these machines. 

The interest which led you to bring this matter 
to my attention is appreciated~ 

Sincerely yours, fL . .c· 
'. / r 
j .,..~/. '". ~// 

/ •. ,ht..#'~ 

J. Edg,at lIO:V~ y. iJ ~ ' .. ; ~ 

<}Jr\1;!A .. ;S"l ~ 
(J it J 

Experience: at the Seat of Government has 

f.::.,llIiQ 11. 1 
;tiAY 1. [) 1966 

r::',"'" I'll tJt, ~ r-~,..', .- -..:.~~:::~-- -_J 

2 - Newark 

b6 
b7C 

1 - Field personnel file 
1 - Suggestion file 

shown that, due to the volume of cases 
handled, several of these machines are' 
needed to have them available for the different 

classifications in opening new cases. They are not used for plaCing numbers 
on file fronts. Numbering machines may be used for other duties in a field 
office other[t~!l placing figures on file cov.ers 'and since 'yop have indicated 
you feel it twoUld aid y.QUJi:oper..ation:Jf, approval is being granted for you to 
ob~ flf1.e lO..,wheel,,, standarli ! movement , numbering machine for the 
NeW-arE Office~ t~.\ 'U \ \ \, ~I \~'t )t~ i1 ~ _ . \1 ~/ 
~U- Per~p,I)ll~X}tl;e od , . v / n T 

t~ L/n]m :.:.Ir;:~. t.: . t t .• 'h.· .• 1J;.:1,~ ( ; . t. 
((» ~ .• ,.~-' (Suggestion~~8149Aeo dated 5/16/66) SEE NtlJ E PAGE TWO 
" "(I~ , 

( ( .. /J~ I( MAIL ROOM TELETYPE UNIT D //} 
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NOTE: Suggests a standard movement, 10-wheel, Bates Numbering 
Machine, with one-fourth inch numbers be obtained for 

placing numbers on file fronts and jackets. Machine can be set to print 
numbers consecutively, in duplicate, or repeat them. Suggesters feel 
this equipment could be utilized at Bureau as well as in field offices. 
Machines cost $78. 30 if purchased individually and, if purchased in 
orders of 50 or more, cost $60. 29 each. There is also an electric 
model which sells for $184.50. 

Since SAC, Newark, has requested authorization to 
purchase one 10-wheel machine for Newark's use in event idea not adopted 
on a field-wide basis, Training Division recommends he be permitted to 
obtain one such machine but, due to cost involved, that this not be 
extended to 'Other offices. Files and Communications Division uses a 
special-purpose typewriter for placing these file numbers on files so 
proposed equipment not suitable for its use. 

-2-
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1 1 
Federal Bureau of Investigation 
Newark, New Jersey 

DearL-1 ___ --I 

Tbankyou~v=er~====~ 

:rr.ay 19, 1966 

PEP~ONAL 

by you, "'-1 --""";;';';'''';;';;''';;''1 and 
which is manufactured byL.,-a-pa~rt:-rc---'-_ -r""""'firm be obtained for use in 
placing figures on fne fronts and jackets. It is a pleasure for me 
to advise you that approval is being granted the office to which 
you are assigned to obtain such an item. 

The interest and initiative you displayed in submitting 
this idea to me are indeed appreciated. . 

Sincerely yours t 

J. Ed~at Ho. 

C#t~4t u1IA.-

b 
b7C 

2 - Newark 
1 - Field personnel file 
1 - Suggestion file 

Experience at the Seat of Government has 
shown that, due to the volume of cases 
handled, several of these machines are 
needed to have them available for the different 

classifications in opening new cases. They are not used for placing numbers 
-;~~~;Ch __ on file fronts. Numbering machines. may be.'\Wi~ for other dumeS In a field 
~~~~ office other than placing figures 6h?ftfe~cQ-vers 'and since you 'Have 'ilidicated 
g~~l~~ran __ you fee~ ;iJ yJould aiq y;o~~ operations, approva\ .i~ing,gr~ed..iar; YHU ~~ 
~~~:ad obtain one ~O-wheel, standard m?;V~Jl1.;en~\ nU:&je g ~~~ine for the .. 
~~~:n Newark OffIce. , .. .. ,;.' /1./ V . ,; r 0, ; '{ ./ 
~:~~~an J ... P~rsonnel file.ofl r!\dl~( (f >,,/> .~ ~&., :L 
Trotter ~~L/ nJ m ' L ~ /-./' , . 

~~:~~~oom_ (6) 'D~uggastion 849-66 dated 5/16/66) S~~ NOTE PAGE fwo 
Gandy __ \y 'MA'IL ROOM TELETYPE UNIT 0 
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NOTE: Suggests a standard movement, 10-wheel, Bates Numbering 
Machine, with one-fourth inch numbers be obtained for 

placing numbers on file fronts and jackets. Machine can be set to print 
numbers consecutively, in duplicate, or repeat them. Suggesters feel 
this equipment could be utilized at Bureau as well as in field offices. 
Machines cost $78. 30 if purchased individually and, if purchased in 
orders of 50 or more, cost $60.29 each. There is also an electric 
model which sells for $184.50. 

Since SAC, Newark, has requested authorization to 
purchase one 10-wheel machine for Newark's use in event idea not adopted 
on a field-wide basis, Training Division recommends he be permitted to 
obtain one such machine but, due to cost involved, that this not be 
extended to other offices. Files and Communications Division uses a 
special-purpose typewriter for placing these file numbers on files so 
proposed equipment not suitable for its use. 

-2-



Federal Bureau of Investigation 
Savannah, Georgia 

Dear~1 __________ ~ 

• 
June 17, 1966 

PEnsONAL 

! have l'ec'ived your suggestion that a form be 
approved for use asa)'ble_ot~QB-tentsJn the front of e~chli!e_._ 
This prQPosal has been oarefully evaluated and it has been decided 
it should not be adopted. The administrative work involved in 
keeping such a form current would outweigh any anticipated benefit 
to ~ derived from this procedure. 

Although this idea did not receive favorable action, 
the interest which led YOll to submit it is indeed appreciated. 

~\ 

I~lA!'-E:D. 2.Z 

JUrI171966 
co::t~ ,;:L;J 
- ;nna 

1 - Field personnel file 
1 - Suggestion file 

~ 

Sincerely yours r 

l.; E~ lIOov:.el 

~ - 'Personnel file of 
Tolson ~'ML/njIp: L...-______ ~ 

~:~:Qch-_ (6)-I'f l ':' (Suggestion 905-66 dated 6/13/66) 

.. 

b6 
b7C 

~~c:per NOTE: Suggests a form (sample attached) be approved for use as a 
g~~l::'~Qn __ table of contents and placed in front of each file (current volume) 
Felt and kept there at all times even after th~ files have been consolidated. Form 
Gale __ _ 
Rosen should be used on current cases as of a certain date and not extended to include 
Sulhvan __ 
Tavel closed cases. 
Trott"" . f-3 ;;0 ./ 
Tele.I1-)~~.q -.'. } Holmes.9Ql.~~:J .tl1U;l~1"" NOTE CONTINUED PAGE TWO /)¢~:·I· "., ~ .. 
Gandy ..... M'All}!J:!~",,,,,:' TELETYPE UNIT 0 .J., .- V' ~. -.-!/" .~ 



~If,···' 
'. . • 

NOTE CONTINUED 

SAC Neagle, Savannah, recommended against adoption 
in that this procedure would entail more administrative work than time 
it allegedly would save. Training Division, after consulting with 
Washington Field Office and the Inspection Division, recommends idea 
not be adopted. Washington Field advised it would need more employees 
to attempt to keep such an item current and that, since mail is normally 
filed in date order, problem is not as large as suggester would lead one 
to believe. Time involved to accomplish this procedure would be 
enormous. In addition, policy has been to keep top or "floating serials ff 
to a minimum. 

-2-



rtf ~ _ ( . -------------------------------------------------, 
! Emp.Joyee .iuggestion 

FD-252 (Rev. 9-11-59) e 
e 

t 
/ 

~\, 

Date 

June 13, 1966 
rTr.O;,:------------------r-~~~~~~~~~::::::------------~DDhiV~is~i~on~offAA~SS~i;g~nm~e~n~t---------~ 
" b7C Director, FBI Savannah 

SUGGESTION 

It is suggested that a Table of Contents form similar to 
the one attached or as the one attached be put into 
operation. 

C)A copy of this form should be placed in the front of each 
fil~<current volume) and kept there at all times, even 
after the file is consolidated. 

The use of this form should be started with current cases as 
of a certain date. Cases closed before this date will not 
have this form included in the file. 

Current practice or rule (Include manual citation as well as facts) 

When the last copy of a serial is being charged out, 
the description is put on a Serial Charge Out form, FD-5. 

/.~--------------------------------------------------------------------------------------~ 
Advantages of suggestion and annual savings (include basis for estimate) 

Many times an Agent, etc. will need a communication. He 
will know which office it is from and about when it was 
received, but does not know the serial number. With the 
use of the Table of Contents form, the serial number can be 
located in just a very short time, which will enable him to 
know which volume the communication is in and about where in 

• 

the file the communication will be located, saving considerable 
time in many cases. The time saved will well surpass the time 
used by the clerk to fill out the form. l~ 

r 
(continued on 

Disadvantages of suggestion 

None known. REC- 94 

(The use by the United States of my suggestion shall not form the basis of a further claim of any nature by me, my heirs, or 
assigns upon the United States. I understand that I will be considered 11 :: ; : con is adopted 
within two years after submission.) 

OMr. [iJMrs. DMiSS DiG aiM g Mae i e Tpa sspibep 

Recommendations and comments of Division Hea~ JJ l' 
I recommend againstr'jtn.:~.adoption of 
procedure suggeste<I"woult1 entail 
the time it al~g~adl~ would save. S Y •• (1 nt'l 

(Do not write in this space - for Bureau use' oniy) 

J/ 
, -"1.,,,-, Tf""I"V".t..IZ'·TT;?::r 
'J . ,~ .... '--Y-

Bureau 

Signature and Title of Suggester 

this suggestion in that the 
administrative work than 

'" 
I 

\)..\ 
JUN~ 1966 

v 
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< ~ -

• • 
Advantages of suggestion and annual savings (continued) 

This form will also serve as a way to double check in case 
a serial is ever misplaced or the Serial Charge Out form is 
accidently destroyed while a serial is charged out. 

This is not to replace the Serial Charge Out form (FD-5) in 
any way except when the last copy of a serial is being 
charged out, the description will not have to be included. 
The "Description of Serial" column on the FD-5 will be used 
by the Agent when"requesting a communication when the serial 
number is hot known. 

-2-
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TABLE OF CONTENTS 

FILE # ________________ __ 

1 
DESCRIPTION 

SERIAL NO. OF 
NUMBER FROM: TYPE TO DATE COPIES VOLUME 

, , 

.-

• 

# 
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REG.- aa fb (p --:2311- \~1) 
I I 
Federal Bureau of Investigation 
\Vashington, D. C. 

near 1 ..... ____ ...... 

• 
June 27, 1966 

PERSONAL 

~'I'-
"\"" , _. ,., , 

.'~ -. 
'~ 

o • 

Your suggestion has been received regarding the 
manner in which certain serial markers are prepared and placed 
in main files. After careful evaluation, it has been decided our 
current practice should be retained since these markers actually 
serve as work sheets for individuals who handle these filing duties. 

Although this idea was not adopted, I appreciate 
the thoughtfulness which prompted you to submit it to me. 

Sincer~o~s, 
MAlLEb4 ~~ 

JUN ,",'~ "J !f~ 
'" .1966 r/.. 'Ifl[l / / O. 1;1I,(/)1 ';./Jfv~· - ..51 

1---~;;';::;':'::'~'~.~:!:.:F:~IC-k-?tmi t ;/''t/ ,0/ /<? (/ ).' '. 
Ii ~/ 

./) ", K !J.. - P~rsonnel ile of I I I 
0.l.,\IY ~L/nJm., . , 
\ .. >·l (5)' <? (Suggestion 924-66 dated 6/22/6'6) l 

NOTE: Based on memo Morrell to Wick, 6/23/66, PDW/kcf, 
re: Suggestion submitted by I I 

b~~~:Ch__ Correspondence and Tours Section, Crime Records Division. 
Mohr ~ ;1 ;;' tlfld Ill' -;a.dl.~ Wlck __ _ 

g~~:;'~an__ • Filesct~9:51Jnrtmunic~tions and Training Divisions a.gre.e 
current practIce of - .the serml: marker to the front of a mam flle Conrad __ 

Felt __ _ 
'Gale __ _ 

Rosen __ _ 
Sullivan __ 
Tavel __ _ 
Trotter __ 
Tele. Room_ 
Holmes __ 
Gandy __ _ 

is more practical anB' elcieht hia-h ~fffe proposed method. Approximately 
280 stamps would be need~d tG> place "MAIN" on serial markers or two 
separ~te supplies of thes~ i~ep.:1s woultl need to be maintained for use of 

f)/I('IUL 1 ~) 10C~ • /:- .. ' 
MnAtobl':lt.UL *u'£.T'i@\!J~ D NOTE CONTINUED PAGE TWO 

b 

- ~--. 
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• 
NOTE CONTINUED 

employees pulling files. Markers will not stay in place on the top 
serial as they will when placed by serial further down in file. 
Markers serve as work sheets for individuals handling this work 
and, if placed on top of main file as is currently done, they can 
readily ascertain method of delivery, name of individual who 
requested the file, and status of file with respect to being in an 
up-to-date condition. It is recommended idea not be adopted. 

-2-



Ein~loy.El~ < s.(9gestion 
FD-25~.(Rev. 9-11-59) 

To: 

Director, FBI 

, 
Date 

Division of Assignment 

Grime Records 

6 
b6 
b7C 

SUGGESTION used in marking and delivering 
main files to individuals 's~::.:...::;=~~~ on the end of the marker 
designating the word MAW. This serial marker should be placed on the top serial 
in-ffiefile,- and the -red stamp MAIN would be an indication that the entire file 
relates to the subj ect. C)....... / ~ 

/-1 -;-) 

Current practice or rule (Include manual citation as well as facts) The current practice requires that the . 
serial marker be placed on top of the file with two paper clips. This denotes a main 
file. When a serial is requeste the serial marker is placed (see attached) 
Advantages of suggestion and annual savings (include basis for estimate) The advantages 10 this suggestion 
would be first to reduce the number of paper clips being used by the Bureau. S,,"''''JU\..<' .... YI' 

it would save time inasmuch as the person pulling the file would not have to secure 
paper clips and affix the marker to the top but could merely place it on the top serial. 
A further step would be eliminated inasmuch as these paper clips must be removed 
before the files are returned to the filing cabinet. A third advantage would be that 
frequently small files become clipped to other files in transmitting them from 
to building and are frequently undetected and misdelivered. 

Disadvantages of suggestion 

None after personnel are advised of the change. 

(The use by the United States of my suggestion shall not form the bas1S-'l.l...I:I~Wl.liu:..c.La.I.IllI.....Q,Jt..e:II.:.....I:I.a.w.I:a..I=..l:Il.Q...~...tI.&I.Ijs, or 
aSSigns upon the United States. I understand that I will be considere adopted 
within two years after submission.) 

Recommendations and comments of Division Head 

I feel this suggestion has definite merit and ~~be .:Joptej. . ' 

IL2' /Vtdi_ -44d~ 
. I Signature and Title 

-) I ---(Do not write in this space - for Bureau use only) 

REC-3S 
c"- .t:"/:,, 

4. • JLN 30 196b 

--2.; I 
! ... ' 



• 

on top of the required serial. This is done to make a distinction 
between a main file and merely a serial reference contained within 
a file; however, it is believed the stamp MAIN on the marker would 
be a sufficient designation. 

- 2 -
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''IooOM10HAL

1
fOI1:i4"lNO. 10 '5010-106 

J.AA Y 1962 EDlTION 
GSA GEN. REG. NO. 27 

UNITED STATES G RNMENT 
, Tolson __ 

DeLoach __ 
Mobr __ _ 

TO 

FROM : 

SUBJECT: 

. 

Memorandum 
Mr. Wi~J DATE: 6-23-66 

,A. 
D. C. MorreilbL'Y 

OF I /-f' : 
SUGGESTION SUBMITTED BY 
I I 

CORRESPONDENCE AND TOURS SECTION 
CRIME RECORDS DIVISION 

4fq;;.. tf-,.b 

Wlck __ _ 
Casper __ 
Callahan __ 
Conrad __ 
Felt __ _ 
Gale __ _ 
Rosen __ 
Sullivan __ 
Tavel __ _ 
Trotter __ 

Tele.Room_ 
Holmes __ 
Gandy __ 

b6 
b7C 

I Isuggests th~e:ri~LnlarkerS used tn marking 
and delivering main files to employees here at the Bureau be marked 
with a red sta~12--2-n~the ene! of the marker IfMaiJ.?. If The serial marker 
thereafter should be placed on the top serial in the file, and this procedure 
would indicate that the entire file relates to one subject. 

She points out that the current practice is for the serial . 
marker to be placed on top of the file lengthwise with two paper clips to 
denote a main file. If only a serial is requested, the serial marker is 
placed on top of the serial in the file. She points out that the advantages 
would be to reduce the number of paper clips being used and would save 
time for the person pulling, marking and routing the file. She also 
indicates a saving of time in utilization of paper clips would accrue and 
possibly would prevent the loss of smaller files becoming attached to 
larger ones. 

OBSERVATIONS: 

This suggestion very definitely has merit particularly 
with reference to delivery of the main files. When many files are stacked 
together oftentimes the serial markers on top of the files become attached 
to others and many times become detached. The procedure of placing 
the marker immediately beneath the file cover seems to be a good Way 
to alleviate this . 

1 I 1 - Mr. Wick \. ,i ) i-~==----....., 
CONTINUED - OVER 

4 JpN~f~ 
t· 1 '\ 1 - SA I ~ Room 5302 (sent direct) 

.. \ 
. " \ ,I' 

I \ .1 
" \, 

. '1/ 
~:. ~ ........ ==---



• 
Memorandum to Mr. Wick 
RE: Suggestion Submitted bylL...-________ ..... 

RECOMMENDATIONS: 

1. That this suggestion be forwarded to the Training 
Division for its consideration. 

2. Tha~ .... ___ ----,Ibe thanked by letter for her suggestion. 

- 2 -

b6 
b7e 
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Tolson __ 
DeLoach __ 
Mohr __ _ 
Wick __ _ 
Casper __ 
Callahan __ 

• 

I I 
Fede~ Bureau of Investigation 
Omaha, Nebraska 

DearL-I ____ ----I 

• 
August 19, 1966 

PERSONAL 

I have received your sp~km1nat it be n:ade 
optional in :field o~ices. as to wh~~!~!le~§ are placed 9ll.)!~l'L. 

__ files,"....,. After careful consideration, 1£ has been decided our present 
regulations :regarding this matter should be retained since any 
anticipated adVantage would be offset by the lOBS of secut1ty in the 
maintenance of this material. 

The interest you displayed in submitting your idea 
to me is indeed appreciated. 

MAIL.ED 30 

AUG 1 :} 1966 

2-0maha 
1-Field personnel file 

Sincerely yours, 

J. Edgar Hoover 

l-Suggestion file ....--________ ---. 
.1fPersonnel file ofL,..I _____ ...--__ ----J 

~L:frw 
(6) }--dll (Suggestion 100-;67 dated 8/16/66) 

NO~E: Suggests it be' Qwtional.wtth field offices whether a fastener is 
placed on top of material when new files a·re made up. 

~~~:ad Training and Inspection Divisions oppose adoption. Current 
~~~:n rule states "Files must be bound with fasteners and covers. Tf While it might 
Sullivan F= 8 C J?' 
Tavel ~ ~ 

Trotter M <ViU~ (NOTE CONTINUED OVER) 
Tele. Room • H ;) 1066 
Holmes .' (~ 0 
Gandy MAIL ROOM TELETYPE UNIT 0 



• 
Note continued: 
Re:~1 ______________ ~ 

• 
b6 
b7C 

save a little time to use proposed method with files containing only a few 
serials, it would not be advisable to use this method with those which are 
bulky since material would slip around in file. All types of exceptions would 
be needed to limit this procedure to type of files which could be prepared in 
this fashion. It is not advisable to change present rule to one that is optional 
with field since instances could occur when fasteners would never be used. It 
is recommended idea not be adopted. 

Unit. 
Suggesterts official name isL..I _______ ...Jlper Movement 

- 2 -



Employee Su.gge.st,iorr 
FD-ZSZ (Re.l".9-11-59J r 

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

To: 

Director, FBl 

SUGGESTION 

e • 
Division of Assignment 

Omaha Nebraska 

The suggestion is being made for Bureau consideration that in the 
filing system when a new file is made up, it be optional whether 
the compressor or top of the acco fastener be used. 

Current practice or rule (Include manual citation as well as facts) 

Files must be bound with fasteners and covers. 
Manual R&R part II Sec III page 7a para. 2(c) 

Advantages of suggestion and annual savings (include basis for estimate) 

This would save considerable time inasmuch as it would eliminate 
the time necessary (approx ~ minute) to remove the compressor and 
replace it when a new file is made up or serials are removed or 
placed into the file. Of course the deletion of the compressor 
would be optional and would depend upon the file being maintained 
in a neat and orderly fashion. 

Disadvantages of suggestion 

None 

(The use by the United States of my suggestion shall not form 
assigns upon the United States. I understand that I will be con 
wi thin two years after submission.J 

Recommendations and comments of Division Head I t appears the suggestion has practical 
meri t through saving of time in assembling Q,f files with few serials 
and a saving of time in adding or erials files. It is 
believed the~suggestion is worthy of 

b7:~ 
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~ ft -?{611-tl~~' 
I I 

Fe!leral Bureau of Investigation 
Detroit, ~:iichigan 

:'iovember 16, 1966 

PERSONAL 

DearL-I _____ ..... ~/. 
I have received your suggestIon that ou~fn~ fronts 

be prepunched at the time they are manufactured. After careful:
evaluation, it. has heel decided the present manner in whi~h these 
items are prepared is more desirable since they may be used for 
a longer period of time and present a neater appearance. 

Although thi$ idea was not adopted, the interest 
which prompted you to submit it is indeed appreciated .. 

------:oa -"··I'H-·~1 ''' .. ---
l,u: . '. 1.:..30 

c.~:/~\J~,f ~~~ t~pj 

Sincerely yours, 

2 - Detroit 
1 - Field personnel file 
1 - Suggestion file 

( ~. - Personnel file of I 
\~L:mem , L...-______ ---' 

b6 
b7C 

Tolson __ 
DeLoach __ 
Mohr __ _ 
Wick __ _ 

(6) ~ (Suggestion 395-67 dated 11/9/66) 
NOTE: Suggests file frontS', Form FD-245,. be prepunched at time of 

manufacture. 
Casper __ 
CaUahan __ 
Conrad __ 
Felt __ _ 
Gale __ _ 

MAIL ROOM 0 TELETYPE UNIT [j 

I 
L-

--
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bc 
1---",-< 
1-.J f-_...J 

These file fronts are prepared with slits for the Acco fasteners 
to go through instead of round holes (samples attached). This matter has been 
discussed with personnel who work with files all day long on a production 
basis and no problem h.as been encountered in use of these items. Washington 
Field Office advised it has no problem with handling file fronts. The consensus 
was that slits now in file fronts make the fronts last longer than they would 
with holes and provide for a much neater appearance. Training Division 
recommends idea not be adopted. 

- 2 -
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~ 0(' k' " 
r • Date 

11/9/66 
To: Division of Assignment b6 

I Director, FBI DETROIT 
SUGGESTION 

Thaoe;~fire fronts, FD-2L~5, be hole p~nch_ed a_! 

Current practice or rule (Include manual citation as well as facts) 

File fronts appear to have stamped slits. 

Disadvantages of suggestion 

None. 

C{!tf~""",--' ~ _~ 
If.(Tnh:e~u~s;'e~b:Y~fu~e~u:n~it~e~d~S~t:at~e:s~o~f~m:y~su~g=g~e:s~tl:o~n~s:h:al~1~n:07t~fu:r=m~t~h;=========================~==~e, my heirs, or 

assigns upon the United States. I understand that I will be cons gesUon is adopted 
within two years after submission.) 

ugges~~e:t: Cle k 
Recommendations and comments of Division Head ~~ 1 • 
I recommend the suggested procedure sAt would mak~1for faster operat~Q~ 
and would not make file less in looks ~tness • .I~. 

~,~~ 
\ Signature and Title SAC 

(Do not write in th~ space - for Bureau use only) 

~~~~ l) ~).lff~ 
~C"\l· ~# \ 

I ~"!p- \~C\>~. ~~~\\ Il.h."" 
ll~--------

I 



• 
November 15, 1966 

I I 
. F edernl Bureau of Investigation 

St. Louis, r,lissonri 

I have received your suggestion that certain items 
be preprintea on the red cards which are us.ed when chargL'flg out 
fUes. After careful evaluation, it has been decided this proposal 
should ;lot be adopte:.i beca1lSe of the dj,sadvantages involved. Our 
llrese:lt procedure is less expe'1sive since these cards may be 
reused for a long pe:dod of time. 

The interest which led you to submit your idea to 
me is indeed appreciated. 

cor,AM·FElI 

2 - St. Louis ... ,,,:) 

Sincerely yO~S, 

o. Edgar HOOii~1'! 

~ 1 - Field personnel file 
{. l' ,- t t' 1 - Suggestion file r-------------, 
, '-' l ~ _ Personnel file ofl I 

",~-..M:L:mem 

b6 .:;., 
b7C;-; 

- !~ .. 

.r: 

;;~~:;ch __ \~ (6) .,.N<.-,~-h~""" (Suggestion 387£)61 dated 11/9/66) 
~~~~ NOTE: Suggests the Ted ca:rds, 10- by 1O-inches in size, which are used 
Casper when charging·put fHes, to attach the fD-,5Jftle-Serial Charge 
g~~~~~an -- , ..J!rf(. If f./f 'j-- : .. . '-

~::~ . '-(C.ONTINUED - OVER) 

~:I~I~an_____ ~~J~"L'.'I CWi' n Ai .- }-., 
Trotter 5~lrnlr&) " ~ \"1fi .-/ d ',' .~' /\ II 
Tele. Room -L::',(Ji 'W,. / /. ., . ' I L, ,I ,-(, '~'.>'/( ,~, :~,J!-
Holmes • 0 I F I. t ., I .... · • Gandy MAIL ROOM 0 TELETYPE UNIT .' "'" ' )'?'~ ~ .' 



• 
b5 
bie 

Out), be preprinted with "File No., Location, and Date Charged. If Lines 
would be drawn across card for w:r-kting information. At present time the 
FD-5 is filled out and attached to the red card by paper clips. The card 
with FD- 5 is then dropped into file folder from which file has been removed. 

Training Division can see no need for making this red card 
a form. It is on heavy card stock which iW~uld make it hard to write infor
mation in legible fashion. At present time, the FD-5 is attached to card by 
paper clip and card may be reused for a long period of time before it 
becomes worn. If prepared as form, it could only be used until lines have 
all been filled. It is hard to write on card, stock and it appears !it would be 
more expensive to handle this function in proposed manner. Training 
Division recommends idea not be adopted. 

- 2 -
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,...-toiee..$uggestion 
1"0-252 (R9V'. 9-11-59) I , 

Date 

November 9, 1966 
To: From: (Su ester's name Division of Assignment 

Director, FBI St. Louis be 
~ __ ~----~ ____ ~~~ ______________________ ~~ ______ ~ ________________________ ~J!C 

SUGGESTION 

~Red cards that are used for charging out of files from 
closed ile sect1on-De pre-printed with-charge out. 

~~ ___________________ ?_,,_J_>~ ___ ,_. ~ 
~ <:::urrent practice or rule (Include manual citation as well as facts) 

Charge out must be paper clipped or stapled tq'):~ed card . 
. . t-

Advantages of suggestion and annual savings (include basis for estimate) 

Charge out could not come detached from red cardi l'{puld 
make closed file section neater. Same red card could be t~used ~ 
until filled up, which would be at least twenty-five times and thenl 
if still usable, could be cut into strips for use in closed files ~ 

where serials charged out. No annual savings. .~ 

.:;n 
0> 

DIsadvantages of suggestion 

None. 

assigns upon the United States. I understand that I will be considered 1 red 
(The use by the United States of my suggestion shall not form the basis :f a further c:aim of anv nature;::: my heirs nr ,. 

within two years after submission.) . . o Mr. 0 Mrs. [!9Miss L., ... ::s ..... S .. I..,S!"'l"'l't ... a'l"'l'l'1 .... t-;C7""n'l'r""l1""l!e~.L.,. ....... C"'"T7'r"I'I'TJI'----...... 
Signature and Title of Suggester 

Recommendations and comments of Division Head 

" " . 

.. This suggestion has some merit, and 
I recommend its adoption. R~~~.-'~~

~~~~~~~~~L-~~~ 

3-Bu;;itu' :"&ricis~ 10); 2 - St. Louis (1 66-21~; 



File Charge Out 
FD-_.' '"f. 

Fii~~~~ -'-'-.--__ --____ ~4It~. ________ =L~o~c~a~t~i~o~n~ _______ 4li~~---------- Date Charged 

/c:J - .-- /~ T 7 6-;:;:/) ~/ (' £6 r ; 

NOTE: To be printed on 10" x 10" red card. 

ENCLOSURE 



 
 
 

1145479-000 --- 66-HQ-2319 --- Section 3 (935416) 
  



,0 

REC 11 

~~- 2.3/9_ 

-y 
, Npyamber 17, 19q6 

,PERSONAL I ~ 

- , ( , , 
'-' 

b
h" ',I 
~ . , 

b7C • - :1 

r~ 
~~~~--~~~I . 

Federal Burea\? of InveStigation 
Se~tle, Washington 

Dear I I ,_ . 
~ received'your suggestion·that j.lnes' be, placed. 

Qn the iIisld~(P.~,,~gyers ~9 J!l~ tb9.J.ile n1Jmb~rs_o(.ji®Ji~rL 
, offic~§ ll!,~y" be_pl~c~ijl~reDn.. You inay be int~res~ed toJ~~W 
, tliat'similar proposals ,hav~ been conside~ed numero,u~ Ulnas j~ 
the past ·and not adopted. It waS decided the cost for :pr4tting ";V 

both sides of these covers was not warranted since' only a few ~ 
such offices are involved in most casas. ' ' 9 

. , '1~ 
Th~':!-'lterest wlrl.ch,prpmpted you to',submi~'yo\lr' 0:' 'g 

-1~ea to me is indeed,,~pprec1atetL Jt 14-,\ ~ 

,Sincerely- yourS, 

a. . .Edgar Hoover 

COMM·FCI . 

2 - 'seatU~' . " tJ.f1,i))# 

-N 

ai· 
~ . 

. ~ 

1 - Field personne~ file .' }1}pv~ 
, 1 ,- Suggestion. file 'c ': I , ~ . g -1. ' 

'~~~~~h~ _ ~OAh\ J Your·at~~n~~Qrl is cal\~.cttp ~l1e Manual Qf~~~~ndReguiations,. 
~~;~ '1.fl.U'v, v Part n, Se,ctlon 3, page"7a, -item 2f, 'wperefu it~~~es<that the 
g~:I'cl,:n ~ ;file number~ ,f~r"auxi1~ary"officef? .l;U3:Y be ente~e~ j.q\~,9n\gp.an\i~on'tllE~ iIiside of: 
Conrad --: the file cover in the .right-h.3.Il~ 'comet. TJte cost fQr'prijl~~',l?,9.~b:-"si~~~ of 

. ~::! ~ , this ite.9l is not warrantedrhowever; tlie procedure', as~9utWt.~«@boYe sh()ul~ 
~;I~~;an .rt:. 1_ b~~~neficiaJ. in YFt office if it is ilot being, use.d at ,th~\present th:p.e. 
t~"e~, , •. ,--, rI ('0:: ~ersonnel- fIle 01 I . ~ 1 " 

, Trotter ~,' .mem . ' , . ' 
I ~::~ • '. ~(61 ~D" (sugges,tion 401-67 dated.n/10/66)' !CJ1), ,"/ ' , r" 
, GOrl.dy. MXIl.ROOM TELEtYPEUNI1:D. . _' (CO~~. - G>VER) 

I· ' 



- ~ - I 

., 

NOTE: 

• 

·0· 
b6 
b7C 

Sugge~ts insj.de of top fil~ cover be, printed with lines so that 
file numbers for'~uXi1fary, offices. may be placed thereon. 

The idea that a list of offices with lines be placed on these file 
covers has been considered numerous times and not adopted. Increased cost 
of p:r;lntiIig is J;lot 1Ya~r.anted inasm~ch as in most cases only ~ ,few auxiliary 
'offiqes are' involved and complete listing wt;mld b~ 'unnecess~ry. While 
,current suggestion only calls for lin~s, . cost would, still be involved. Time 

'would be consumed in transferring data from one ,front to aQ.other in the event 
the front becomes. damaged. Present practice' of being able to enter these 
numbers in longhand, as pointed out ,tQ,SAG, is sufficient. Tr~ining Pivision 
r,ecommends idea not be adopted~ 

- 2 -
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. ----,:::;-~---:;:-;....----=- - --- - - ----.;:;;----

il/io/66 
,~ r7~0~:~--~~----~----r-~~·~~~~~~;L:::---------------II[D~lV~1~sTciO;n~0~fJA~S~s~lq~n;m~e;nt~_~--~----lb~65'~ 

Directql', ,f'Sl' b7C 

It is suggested that the inside of the top file cover be prin~e9 
with lines so that the offices qquld place: ther~on the file numbers 
9f aux~l~ary off£c~s. 

Cllrrent practice 0-1' rule (I,lclud'e. manual c~taUon as' well as 'facts) 

Norie, 
W-~~--__ ~~----~ __ ~ ______ --------------------~~------------__ --~----------------__ --;~ 
,~dvani?,qe~",o'f suq9:esUon .. qn~:annual. savlnqs ~l!lclude bcisls for estimate>, I' ' 

- Thi~, tyouldbe Q,f 'gJ;'eat assistance t.o agents, typis'Cs ~nd stenograp:p.ers j : 

work.ihg w~fh files ,since, in all outgoing .communiqations where known, ' --
the file. ntlmbers of the offic~s receiving the communicatiqns. -,are to 
.be. in?ica"ted .'. It would save time in r~viewing the fi'le to o.btain ~ 
th~s ~~£ormat~ori. ! 

None 

(The use by the UnUed States"of~y su.qqe~uon shaltilot, form the basis of a further. claim of any nature by m~e, my he-Irs, or .
assiqns upo,! the United ~tate;. _1 understand that 1 wUI b!,'consldered for an . usUfied award onl _If my suqqesUon Is adopte 
wl~h!Jr~wo rears 5lft~r Subm!s;;ton.) . 

'OMr. QMrs. [2[]Mlss L~--~--~~=~=",~~~~=::7.~~--~ 
. ReCOl!llllena!ltion's and comments of DlVtslpnHecid I 'f'ecommend i-thi:s be adopted.' It would" say 
" in the sendip,rg of-fice, ~nd it would rna u s·ibl~ the saving of time iIi 
'the receiving office since it would ary to s.e~rch the 
correspondence through indice$. My 
p~co~endation is favorable. . ~.. ~ "' ., 
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l'~ 
Federal Bureau of Inve~tigaUon ' 
Washington, D .. C'~ . , 

.be~ 141SB Wolfe: 

, ~oveAlb~r 21';'~966 

, 'P~~ON~, . , 

b6 
b7C 

~ Your suggestiOn has been receiv~d'conqerning a. ;~ .~. 
m~thod for preparing used fUe fronts Which are, fu,gQod\~ondition. ...,~ , 
.so that they may be then, \lt11i~ed ~,ba~k$.I ;un 'sur~ -you,Will Qe 'i. ;'J ~, 
interested'to know. that siinUar propo~al~'have'tieen c9nf31dered"in' J~ ~ (')'J 

the-past and not adopted because o~:the ~sadvant~e~Jn~olved.· It ~ 0.1 

~ felt. the wor~,involved hi conv~l;ting ~e ,frorlf~' ~·.~is fasJrlct1l-:is ~,- ~ '~' ';,-
not wa~r~~ed., . . _ '. .~',. ~, ' .. _''; 

• ~ "> .. i -" ... :: -'- - -~ 

Th(t tl1oughtfuiI}.ess· al1d'1ntere~t 'W~c~ ,Proplpw4\you.,:: 
tasubmit your idea,to m.e are'inde~d apprecia~~d~ , :-;:;~~- L ~{,~ 

~ ('" ., ... 
,Sincerelf yours~ I\';' .;_ 

... " 



\ 

o 
b6 
b7C 

$everai ideas' regarding'tJlis m'atter have b~e~, <;oQ.sider~d in 
the past 'arid;-~ot adopted. Of course, ,object~ons which p,pply to th.~s procedure 
in field offices are not applicable t() SOG files. Files and Comm~nlcations 
Division oppose adoption .p.0'intirig put file fronts are usually wqrn' when th~y 
are no longer ne~ded fort~e. qne fJle. To convert a file front to a u~~able 
b~ck, coIjs'iderable clerical wbr~ would be involyed· in 'Qutting to appropriate 
si?e; p~nching holes, ang crossing through fil~ numbers. This 'operat~()n 
would havej:io be' chec~ed closely .to b~~cert:iin nu~berf? c~ossed throu~hand old. 
front was· used as sugge,sted. Ma~l might b~ f~led 4nder a completely wrong 
,number if ~umber not c'rossed out 'pr9perly or back ip.advei-tently reused as 
front. Acco fasteners are embedded in present ,backs wllereas holes would 
have to be. punched ~n old f~le fronts ~nd separate fastener,s placed in backs. 
Clerical ti~ Involved wo~ld Ip.o:re than ,offset any anficipate~ savipg due to 
reus~ qf fil~ fronts. Training Divi/?ion :r~commends idea not be adopt,ed. 

- 2 -
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SUGGESTION ~vrile S 

That file fronts that are still in good 
thrown aWay but that they be reversed, holes 
file number" etc. be marked through and then 
for backs of fiJes. See Example attached. 

Current pracUc,e or rule (Include manual citation as well as facts) 

condition not be 
punched at the top, -
use these fronts 

During the Rehabilitation of files where there is actual destruc
tion of mail and numerous sections are red~ced. to a few, the pro-, 

, \continued on next page} 
Advantaqes of suqqesUon and annual savinqs (include basis for estimate), 

I do not know of any advantages to this suggestion but there 
would be a savings in money because less file backs would ~e 
needed. These file fronts cost approximately :&1:)11 *>3 -GBe cents 
each. FI ve '7:::' • 

~,.~ .: 
~-' I 

Disadvantaqes of suqqesuon. 

T~me consumed in punching the holes and crossing through 
markings. 

(The use by the Unlt.ed States of my suqqesUon shall not form the bal 
asslqns upon the Ur:iHed States. I understand t!.tat 1 wOI be consldere 
within two yoars after submission.) 

re by me, my heirs, or 
d9~eStlon is adopted 

-"/AlA ;.1. A. , . ..I J A~"; 
tie of Suqqest~~ 

Recommelldations and comments of Division .Head 

Unfavorable 
(See Comments Page Three) l~ I c 

I LI ~ 
___ .,..;il~, 

v 



\'. 

~-.... ---~ '- - ~ '" _~ !"I. 

v .?,~ ~.-,- _,~. 
~ " 

'ce,(lure ~,s ,t~" th~ow; ~W~y ,the fr.pnts ~o longer needed'. As ail, 
.ex~mp1e '56 s,ectj,.pris, p~: "£i:l~ 195-16,4~4- ~~b 2~8 weJ,'~ r.equc.e~ ·to 
2· secti'ons. Out ot these .56 sections there were 22 f~onts. _ 
,th.a,t 'Y/e;re ~'n g~Od' ~ondltioh ap.d coul~ pe," ils!3d uri9~r ·tire' 
sugges~ed 'p~oc~dure ~ ~ 

, ' 

I .,Ji, 

\, 
\. 



Empl?yee ~fgestion. FD-252, ~ 
Submitted~by _ I 
Fil~s apd C(:nlll'l1unications Div~sion, 

COMMENTS:' 

r--__ ..:.;SU;.";;;,,,;.p...;;,e=,rvisory personnel, Records' Br'anch, do, not ,favor: the adoption 
of [ ]proposal. Exc~pt in unusual situations such as th.e one cit,E?d 

b6 
b7C 

by 1 rthe file fronts that ~re no longer usaple fo!, the ,purpose 'which 
made a:r~ likewise not usable as a file back. ~ addition, to convert aJile Dg,~ 
front to a usable ,file back would requi:t;e considerable clerical' wor:k including \ *~ 
the c~tting of the fro~t to proper file size" punching of holes, and ~he croSSing\·~:,a:.. 
through offil~,·nu~bers. Extremely Close checking of this ~pera.tiqn would ~". 
be essential because if a numb>er' wa.s not properly crqssed through anq. the 
old fr:orit w~s improper ly ~sed as a back, we could cOJne up with, mail being 
filed under the completely wrong number arid such would' be most difficult 
to uncover. In addition to the aboye, the file ~acks jlOW us~d, have. an impreg
nated Acco f~stener. To uti~lze the suggested proce~ure'woulq require that 
the fasteners be, ~n~~rted through the pup.cned holes. 

,&c:t':", 
v;-J "~.' 

, , 

; , 

.. ., 
, 

, ~I 

- 3 -
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-Dec~mber 2~~_ ~~66 

-PERsOt,{AL 

Dea~l,--____ ---,I : __ 

~~ =" - 'l'h~ yo~'~or .. tll(rs~ggest!-Qn .. ~reversible fUe ~overs, 
',- I- ,~red'with l?rOw~.oil.the:opPQslte .side'be il~e4'Qn:au.pending fll.es 
- " Wh~n. ~_ey. are opened.; _ ·I.'~ ~Ure 'yOtI will be'int~r~sted ~o' ~ow .. ~at .' 

'" .' - colored-ille.fronts to:lndicate varIous circtimStances.havE!' been,consid- _ 
. ered)n~~e P~t~;U1~.(n9rad~pted be~aUse:of~~~, addi~?n~ exPens~>' . 
", involve~ ~~Js'f~lt t4e p;y;esent sy~~e~ (()r:~arl$g fUes:is ~nt1rely_ 
adequate~: - >' • • -

b6 
b7C 

• .. . 



\ 
be 
b7C 

SAC J amiesoIi, Philad~lphia, advised the benefits to b~ derived 
from this idea 'would not be sufficient to overcome cost of putting it into effect. 
Siinilar proJ.D s~ls have been consiqered on numerous occasions in the past 
concerning use of c'olor to designate various situations, such as, fugitives, 
stops, etc. It was pointed out colored file fronts ~re not on the general 

~ schedule .and_would have to be obtained from outs~de supplier making them more, 
expensive.. Clerical work would be increased in 'changing fronts as the $tatus 
of the file changes. If reliance were placed on color :only, ~rroneous handling 
'could occur. With regard'to current procedure, the status of case is marked in. , 
the lower right corner of the cover of a file showing Whether it. is closed, 
referred upc;m 'completion, pending inactive, etc. Training Division recommends 
current idea not "be adopted. 

.. 

2 -
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Employee Suggestion 
FQ-ZS2 Hle'h9-fl-S9) 

'-' 

e 

" 1?tt~/.6~~ 
To: Division of Assig.nmeilt 

Director, FBI Philadelphia 
SUGGESTION 

To readily distinguish ~nding file from. a clos 
file and thus diminish t~e pbssiDIlity of penping files bei 

~nadvertently filed in th~ Closed Files Section, i~ isc 
recommended that a reversible red file cover with standard' 
brown Bureau cover on reverse side be p!i"a,ced on all 'p/?nding 

. ~ ~~iles as they are openeq. 

0) 

Current practice 01' 'rule ~Inciude manual" 
~, 

'le fronts as backs (II-S-7a)~. 
• 

, Advanta<ies of suggestion and annual savings ~inchlde basis for esUmate) 

Fac~litate location of pending ~iles in transit, 
through office and prevent misfiling in Close<X Files ·Sect'~'on·. 
Reduce time and .effort made to locate pending files ~6r 
matching of incoming correspondence and requests by Supervisors 
and other personnel. It is felt that the cost and stocking 9f 
different colored file fronts would offset the small advantage 
to be gained. 

REC'13 

Disadvantages o,f suggestion 

Initial cost of red file cover. 2/7 
.12 DEC,26" 1966 

(The use by the United States of my suggestion shall not form the basl,,..... ............... :.t.I>.Oo.J:..<::oIAIl""""' ....... I:I..K..."'-'U."-"lI...w.:...m.IiI........ll:l.f heirs, or 
assigns upon the United States. I understand that I wUI be considere on is adopted 
within two years a(ter submiSSion.) 

'Recommendatlons and comments of Division Head It is not be:lieved -that the benefits -re- . 
cei ved in the event this suggest~on is a.4~pte'd be sufficient to 
overcome the cost of pu~ting it into effect. 

~ ;~~~:~, __ ~~~~~~~~~~£t~~~~~ __ ~ 

,(Do not wrlte,in this space -, for Bureau use,only) - . 

3-Bureau ':l... ~~~~~ 
2-Philadelphia - ~ 

> I 

GHD:CJK 
(5) ~~ \";).\,~~~\o )\(\l',~ 

, . 

b6 
b7C 



TO 

'4 - . 
O;;;OH'" 10"''''0. 10 lJ $010';'106 
MAY 1962 fOmOH 
G$A CU'. ltG, NO. 27 

UNITED STATES ERNMENT • 

Memorandum 
Mr. Tavel ~ DATE: 1-4:..67 

- '--.:- -, -..:. 

1'olson ----::__="' 
DeLoach _~_. 
!'Iohr -- - .. 
Wick ",,--' __ 
Casper .,--_ 
Callahari' __ 
Conrad' -. ,_. 

felt _=""'='_ 
Cale ............. ...,....... ..... 
·Ro$en~..,....."'"" 
Sullivan _ ___.. 
Tavel~ ......... ~ 
Trotter ___ 

FROM : L. E. Sh£ 
f1 :~ 

Tele. Room ___ 
Holmes --...,.....,........ 
Cand'(--...~. o f.ILES 

SUBJECT:, /fJroRM 4-94 -
YJf 

4 4 
b6 

Form -9. is used in the Consolidation Unit of the Records Branch b7C 

to indicate the serials which have been removed from file and de~troyed. It 
is requested that the wording on this form be revised per attached sample •. 

A requisition for a supply of the revised form is attached. 

RECOMlVIENDATION: 

That this memorandum with attachments be forwarded to the Forms 
Desk, Training Division, for appropriate action. 

1!vM:bPr 
(3) 

!:. • ~ f 
UE~fIAf. ~ 

'WI' ~ IS r.p H .e~ 
. . l 

77 JM~'26~~~~ 

REG- 50 

EX-ltd 



- ;, ~ " 

; 4-94 (Rev. 9·24·64) 

"' 4 
~' 

() •• 

SUBJECT , FIIJ.E'Nq.' 

f3. _ ,B ; 
_,.,.... .. .. "Ji _ .. 

FOLLOWING SERIALS REMOVED FROM FILE,AND, 
'DESTROYED iN ACCORDANCE WITH AUTHORITY . 
,CONTAINED IN . , -. 

I' 

DATE __________ ~, 

iNITIALS. ____ _ 

t-t~-jjl,f~ "" Iff 
·ENOLOSURE 

, CImlU!!jT .1-~ 

" 



- 0' 
:t;' 

.2 
, , 

sUBJECT' : FILE NO~ 
t.. 

ALL SERIALS, ExCEPT' THOSE; ,R:EMAINING_ IN FILE ANn THOSE ,tI~,TED:, AS,. CHANG~D ON 
THIS SHEET' WERE: "SKIPPED" OR' VlERE~,REMOVED FROM, FILE AND DESTROYED IN 
ACCORpANCE.lV,ITH' AUTHO~ITY CONT~INED" 'IN' ' .- . -

1> ... 
~ "I.,' ~, •. _ '" -.. ' , 

. '. 
-
,~ 

'(TAB ,CARD" .INTHE NUMBERUid UNIT 
, . 'INDICATES ACTION' 'TAKEN):, '. "",' 

, ~., 

INITIALS' ----



, 

, 

I, 

t94 (Rev."l-4·67) 

'(SUBJECT)' . (FILE NO.) 

ALL SERIALS, EXCEPT THOSE REMAINING IN 'FILE AND':rHOSE LISTED AS CHANGED ON THIS SHEET WERE"·SKIPPEO- OR 
WERE 'REMOVED FROM FilE ~ND DESTROYED iN "ACCORDANCE WJTH AUTH~RITY CONTAINED IN ' 

(TAB CARD IN THE NUMBERING UNIT 

INDICATES ACTION 'TAKEN) 



If)-~~4.-:\ (!'~ '~~ •. ,.,~. -"!,",,..=.j':'~ -

... ~ .. 

Federal Bureau of Investigation· 

February 6.. 1961 
"' ~ ~, , .. 

tP~11S0NAL 

t' 

I 

b6 
b7C 

Houston, Texas -

neruJ I ./~ ,,~ g ~------~ ;(Use ur , . ,~ ~ 
_ 'I have received your' sugge~t101i thatf Xhibit envelopes :-11 ~ 

be utillzed as file backS. ,After careful ev:a1uatlon, it ,has been a~cld~.d OJ E; A 

our present·proce,durE) is prerer~ed since these-backS provld~'m~re' )--i ~ ~ . 
. ~rotectlon for the ~ater1al1n flle. ;:0 ~ 

c .. 
c 0"') ,,'''-,-

, ?;he i~terest which promptep-' yQu to submit your 'id~. ~o J:: ~ 

me is .. ~de~d appreciated. . 

Sincerely yours, 

[J'. -E"'dgar, Hoover 

r: 

2 .:. Houston ' -,,J 

_' 
;_ . 1 - Fie~d ;p,ersonnel,f~le 

\jia' ,1 - Suggestion file . /)/I.. :,4.W~ ~~ 
, ft' lj- Pers'onnel file of sAl _ I _ t,A r--
~L:mem ( 9:. ~J~, J I. I.-r::11 .1. I i) 

(6) ~~. IY-<1,ff~''''Y'/ '(J5~-{1 ~ I(~ ,.~.'1 ; t 
NO,\E: Sugg~sts i:>ack file 'covers be eliminated anc:1. ',:r;eplace_d with th~ 

~~~S::d\_-_' _- Manila envelopes.nOw:ibeiiig'usea as exhibit 'envelopes •. t .. 

Mohr -- - .- - -, - ~ - . 

W~ . 
Caspet . Files and Communications 'and Training Divisions· oppose 
g~~r~t ~ adoption as did SAC Whai~y, Houston: '"'IaEla would nQt be practical. due't9 the 

fJ~3rz~~J~~' (_CONTlNUED·-OVER};>f·u~ .. ". 
Tele. i\~~in-" ~ ..7 . 
Holmes ._-- - J' 
Gandy }. ,MAIL ROOM,D TEL~TYPE UNiT 0 _ . , 



I, 
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. -,:\ ;pi;~Ql~ms .invo~ve(ti.n Iilin~"4h(rA~l1dling,files. 't-he 'f~i~ ,bilek',now. ,cqn~ains - . 
. ., 'iri].p~egil~ted' p!,op.gs ,tc? precl~de·tearing· m~teria:i, and ~xfiiJ:?~t' e~v~~qpes· 

'·.cqu~d,~6t b~:'oQt~ined in ~4i.s ,tash~oJ.?'-. \W~. q$e' tpe ~i?est heavy :c~rd: ~.~terial ~ 
,Whicg' ~~n b~,>o9ta,ined ~for ,tl\e~~ 'b.a~~~!due ·to·th~ us'age 'f,iles·'re,ceiYe. In: 
~d4~tJpIj., when seve;ral expibits ~~J~ :pla9~d, '~n ~l1vel()p,e.; , ~4ap~ i~ ,c~anged, 

., 

':;it:b~$'c9nl~s .b~l~¥. ~4 would pe a])oor $tip~~itute 'foJ; :rip~d'·I~le'Qqck • 

.. ' 

- 2, -

.. ' 

. 
. ' 

, . 

. , 

-, 

, , 



Q 
D " 1/30/67 

1'0: 

r
' ,l""rSo,' IllA:,'SunnAAtAP'" fttTmAl 

Director, 'Fal I UQUo-.f.on ~~~~ ________ ~~~~ ____________ ~ ____ ~ ______ -L~_il~' __ ~~~~ ______ ~ __ ~~, __ ,b6 _ 

SUG9ES'I'IQN .file b7C 

I' It i~ s1JP:p'e~ted. back/cov.ers be elim~nf)ted and replat';ed " 
wi th the /1, x 10 nianUa envelope presently being used a<$, an !:S m 
'",,,'lib;.t envelope. ~ 

~'rW =w 
t(7 0 ~ iI1~,' 't.: 

p,t~"$. 
"~---:--..-,...---:---~-:----~~~~~~=':"'~' ,-------...~~~~-l 

Ciment pracU_ce or,rule'~lri,clude manual eltatlon cis w'~ll as f<lcls) , ,-,.. ~..., 

1,':lch file has a', front. (and, back cover and, -wnet>e. an exhtbit 'is ~ ;~1 
, ~ file, ~n 8 x 3;0 mamLla en.ve1ope i-s pl:~ced 1n the :f',il-e. :. r.,~,; 1;~. 
A4v~taSles of suqgesUo.~ and exnnpal ~.sav~n<Js· (include ~asls Jo~ ~sUrn-ate) > ~. - :: -" 

1>ra'ctic'ally all TFIS" iTSP., BR; UFAP ',ca',s"es will have, e;xhio!'t."s and 
alsQ a f7.reat.'number of, o.tnertyp~ ('~$es. ~l:le 1'11e is made up ·wj.th 
a .front and back covei' and when an exh;i.bit j,.$ 'rece-i ved·, tne clerk 
must ppen up the rile and ~nse~t the exhibit envelope. 

It is tel t th~baok 'Gov·er is (Jnnec'essa;ry as' the exnipi t eb,velope 
is strong enough to b~ a backing: and. t.he u se o~ the ba cl<; cov.eX' 
can be el~mi~a'~ed a,nd th:t-.$ ~}os,t' ,sav.ed~ another savitl~s would b~ 
.a:C.fected hy el:Lmi-natinr bhe ex1?:ra, s·tep 01.' the cle):'~ inserting 1;l1e 
exhihi t -{~t.lV,eloP'& in \i,ell over 75 % of all c~rses.,1' 

PiscldvcIntaQ'os 9(' suqies'tton 

#" , .. 

. 

The manila envelope 
i$ :Celt it could be 
~<t' 'neQ'es sar¥~. 

~i~ht not be as strong as the back Gover 
made 's'i! st:r>on~er pape-r oj:> just the holes 

but it 
reJ;n:t:1ce( 

~. 
(Thtt)se by :t,!e ~nUed St'(II~_s o-hriy' sUqq~'~Uon shal,1 n,ol torm t~e basfs .o(.a further cfa1m of any' nature' by me m,Y heirs, ,or 
a«signs upon the Onjted Slates. ,I \1r1dersta~d than will' b~ ~011!l!~ere4 fc o.'1S adopted' 
wi thin. tv.:<1 years ,alter submlSslot;l~), 

lCilMr. DMra~ ~[J~USS 
'Or 

~~~~ ~\a\\.1 '" \.. \.~--.,..~".~ 
v 
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. - - ~ <0;' '~'~I 

~ .: 

-

. ft, .~ :;3 I ~l-lrqp , Feb~y 2~, 196.1 

-P~RSOl'tAL, 
- I 

I 1-, ' .. 
}'ederaI '~ureau of,Invest1g~o~ -. 

. Pittsburgh, 'Peimsyl~a 

_De~1 I, 
. ~~- ~. . -~ havec're.celved' ,pur sugge$Uon. that ~ ~Iiicu1ar' 

p~du~~'be uw.~ed-by.o~r'.offices ~n prep~~g-tiles wQi~h-wlll be
loc~~ed:,on 0lleIr shelyes~" ·~¥s mfltt~r y?as th~~gug~f ~vatuated 
at' the ~,~e ou~ currellt 'prQce4ures in this,. regard, we~e p~~~d _ 
into;e~ect, ~d it was ~ecldedthe eXp~e bivalved. w~, not 

- Wa1;:~t~d., In addition" ,the file ends :ar~: inpre dUJ;"ablEpip.c\ 'more 
e~~ny'adaptaI>Jeto:the, vary~g 1hiq~~sses of the ~pnsolidat~d 

-' files than ,the, ~ommerclal' produ,ct; 

" -, - The ~nte~est W~~~ led Y0lt to 5ubprlt, your idea to 
me1s·1ndeeda~precbi~~~. '." ., , _ -

, " <. ~ 

D'1I..\IJ.!s,wIi,' " 

EEB .2 '~'19,6t 

B.ince,t-ely,)'onrs, 

'blEd~ai Hoolf@. - , 
~ - -

_', -~.~. o;yI/-, 
j 'ff' . 

" ,~ 

, . 

b6 '-

b7C'; , 

" ! 
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, I Iwas one of two, original suggesters for u?e of this 
type of file end on consolidated volumes. At th~t'time (7/1/63), a, s~-month 
trial of this method was made by 'Houston· Office and the Inspection Staff 
thoroughly evaluated the commercial product as compared to preparation 
of the~e ends by our personnel in fie!d offices. Sinye th~ commercial 
product was quite expe~sive, it was decided,that fil~ ends be made from our 
Rresent file backs by cutting a strip the desired size and folding tp create a 
file end due to, the advantages set forth in above letterto suggester. 
-Training Division recommends current idea not be ,adopted. 

- 2 -
11 
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Ert?pioyoe Suggostlon 
FD-252 (~Eiv." 9-11-59) 

To: 

Director, FBI 

SUGGESTION 

,0 
,,0 

Division of Assignment 

PITTSBURGH 

That the enclosed sample of a pre-scored ufi,le end-fold, cover II , whi 
has been ~de by_~he Remington Rand Corporation fq~ the Pittsburgh 
Office be utilized in, connection with closed, ¢onsolidated file~ in 
offices having ope~ shelf filing. The sample end-fold 'cover wo~d 
replace 'the prese~t sys'tem ,of preparing and placing the present 
end'-tags on' .. aboye f~les, which is time' consuminl? . 

Current practice .;>r rule Unc.lude manual c!taUon as well as facts) 

b6 
b7C 

S~C Itr.7/9/63, 63-33- File ends, o~ desired width, may be made from 
f~le backs and plaqed over acco fa~teners as the first and last item on th . , . ' '. ~ . 

Advan ages 0 sugges on and annua savings,(inc ude as s for'estimate 

~ ->.--Adyantage of suggestion, \-rill affor:d a: uniform method throughout Fie+d 
. :for' end numbering, ·on ~los~d' cqns6J;idated fi<les. It will also eli~nate 
~<' :clerical tim~ r~quired cutting, scoring, hole· punching and s~apeling 
: ;th~¢i1d t~gs t9 the· backs of the <qJ.osed consolidated file. 
'_._ .. ... j 

CQntii}.ued 

Disadvantages of suqqesUon 

There appears to be 'no di~advantage to this ,suggestion, as, it \-Till 
afford a uniform system xhroughout th~ field an~ at the same tim~ 
s~ve clerical time. . 

(The,u'se by the United States of my liuqqesUon- shall not form the b'i'" 1.I.&. ......... """"" ....... ........, .................................... ~~e; my hetrs, or 
assigns upon the United States. I understand,that I will. be conside gesUon.ls adopted 
within two years after submlssl'on.) • , ' 

IiJMr. DMrs. OMI Chief Clerk-
uqqester _ 

Recommendations and comments of Division Head Suggestion appe<;rs 
and if adopted would be uniform throu -. t _ ;the 
lead.to savin~s to the Burea~~. ~~~comm~·~~~~ 

() ~~~~~~~ 
(Qo not write tn t l~space.- for Bureau use only) 

~ : 

'\ !ENCLOS~ .l!l>'~l) ~ll..crl" 
~'~~.......,;}",ll...l::ioLLloio...:..L..-...., 

REQ-114 
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Advantages of sug~estion and annual savings continued,. 

Below approximate cost comparison figures are arrived ~t on basis 
of purchases of ~O,OOO lots. 

Cost of present method 

1. Clerical (GS3) time to cut 
score, punch and place end 
tag on consolidated file_ 
1-1/8 min. or .06 per file 

2. Cost of 1 cov~r and back 

Proposed cost 

1. Clerical time 0 

2. Cost of one 
end-foid,cover .10 

10~ 

Savings of t¢ per consolidated file. 

.06 
· Obi 5 
1 ¢ 

The file covers and backs which are removed from the files to 
be consolidated could be reused for opening new cases. 



t l 
~\ FO:::at Bureau of InvJsttgatton> 

Dallas, ",:'exas 

Dear I I ' 

A~gust 9,.1967 

PERSONAL 

l'ifl'~ 'i:: I,," Ifr /If li'U (,.. H, -FA-V $ 
Ahank you for'the suggestion lhat oUr rules be changed 

to permit t11'lr;tenfion of serlala.fQXja particUlar period of time 
without havirig. to re~harge .or return them. . As a matter of pos_s~le 
interest to you, similar proposals.have been;considered in the past· 
and nO.t adopted, It is' believed the present.rule. disc,onrages any 
tendency to retairi. serials unnecessaiily and-helps to preyent10sses 
or to diScov:er. theJl1.more qUlcJdy. ,Jf~ they _?l10uld occur. -

. Alth<?ugh ta~orable action was not. taken ~ tl$ instance, 
I appreciat~ ,~~ inter~st you diSplayed In giving me the benefit of your 

. 'obs~rvat1ons ,.;>n this matter~' -

2 - DallaS 

Sincerely yours,· 

J. E~gar Hoover 

b6 
bie 

1 - Field perso~ei file J _ A~ ~ \ . ~ v:r ,r ., 
'l"ol:son _ 1 - suggeSfi~~:fj.l~. ) , 241' . , : • , ' -
~~;~a,ch~ )'-' ?er~onn~l'file QX,'S~ I rr;/~' JYb'-- ' 
~~:~'::; _ ~L:me:w \.t' ,.. .. \ ~ - j • 

g~~lt:~tT2=AUd6}~ii~. JS~gg~stion 66-68~~~d<8/3/67) I l . - - " 
~::~ ;~ ~bTEr'" _ ~ .. ,S~ggests ~ule th~e:~~~' ~~n 09-1~ P8. charged out to a? ~ge~t for 
~~l~r:n ~ .~> 45. days wlth <0!le reClja;:rgeJ~, ~lpw@dtp-e.;changed to permIt .th. e a~en~. 
Tavel ' to ~eep·s lalscAwlthout any ,recharge 'for 180 days~ ~y ~ .~l A ' 
1'rohet ), /l: .,').'\0. ' . <1/, , 
Tele. Room --... . '3 - ~t t; 0 l<J J j br: a:v! . /' if 
~ 0 . 
Gandy MAIL ROOM. . TELEtyPE UNIT 0 . ' 

. . -. (CONTINUED - OVER) 



• ' .. , o 
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Similar ideas have been considered in past and not aqopt~d. 
Present rule discourages any tendency to retain seri~..ls unnecess3:rily and 
helps to prevent losses or to discover them more quickly if they occur. 
Files should be maintained as complete as possible at all times for benefit 
of office and supervisors. At 'present, a serial may be recharged once 
and this automatically cap.ses the agent to re~iew the matter at handto 
ascertain if all necessary' action i$:being taken. The 45-day rul!3, he1ps 
to maintain a tighter control over files and this is de,emed to be il;1 l?est i

l interest of our operations. The longer a serial remains out of file, the 
more likelihood of its be~oming lost. In addition, the line must be drawn 
at some period of time and the 4~-day rule is considered to be appropriate 
since bulk of our cases are handled within this period of time. 'r.raining 
Division recommends idea not be adopted. -

- 2 - I 



Em} l~~ion _. " 
~~~11-S9), 

',. ? .," 
. pate. 

8/3/67 b6 
T<>: - Dlvisiorl of Assiqn~ent' .b7C -

'plr.ect,or, FBI 
, DALLAS 

, 'SUGGI;:STIQN 

It is suggested that the rule that. se;ria1f? ~~~ only' '. 1 

·be charged out to an Agent for 45 days ~~th, one ~~cb:arge allo~ ~ ,:1 
b~ 9hanged to allow the Agen~' to ~e:ep ~l!e ~,~:r;;~l~ w~ thout ,~ny' ... ~:;, \ 
recharge f<?r 180 days •. It i~ ,pq:i:~te~ '9ut ·~h~t i.~ ~os:t c,ompli .. , f~d 
and invo.lved cases, and:i.~ ·part~cv.l:ar,' ~cco~ptirig type.~a~es, Ill' ' 
because of th~ 45-day rule,' serials ha\!,e to' 1?e recliarge~ tw~ a~ 1 ;' 
three times during the course of the investig~tion. .Th1S is P -, Ii 
created because of the following reasons·: . Ii . 

(Cont.inv.ed on pages, 2 and 3.) 

6 l=iL<i:$ 

Currerlt practice .9r rule (Include rna-nile! cttaHon as- we~l-as facts)" According to Part·- I I, 3D ;--paragrap, . 
7F on page lIb of the Manual of Rules and Regula tio~.s, i.1= is 
stated that serials may be ,charged out "45 calendar days," 

,-. . , ~ddo 
. Adval.l~age:;0.f ~uqqe-stlon-and annual sqYlngs (include J>asls J9r·~sH)l:late) D--J,J4;~~~,-J---~~-~ 

The advantages of the suggestion are twofold: .-C:. 

1. To eliminate some work in th~ Chief C_lerK"s Office. 
~ 

2. To'~ save an Agent .timein the reoh(rgi!lg ,o~ serials 
during the course of an. investi~t,ion. '~ 

, . \ 
4~ .---

The writer c~n see no disadv,~ntageE! to extending the 
45-day rule, mainly, b~c;:ause 'ther.e is 'a~lways a. copy of each 
·serial in the file for the supervisor's review. 

ass!qQ's UpOll.·~~·e V'n!ted States •. .I urlderstand t"hat I will 1>e. conSidered ~ 
wltl.lh:> tW9 l'e<;r;; gtter -"ubmlss10n.) . -

[2h~r. .DM,tS.. DMlss 
q u 

, or 
dopt~d 

ReCOII)Jllendqt!ons one! co.mn,(lnts.o~ D!vis£on Head - ~--~--~. --- - ----------
I believe this suggestion has merit, but I would recommend 90 days 

wi thout a recharge '. and then one rec~arge90 days. 

v 



, . 
,(Suggestion. c'ontinued~,-)' 

'~Upo'ri comp:let:~dn of the-lrive~t~gat·ion, the matte~ 
is presente'd to the USA for his prosecutive opinion and after" 
presentat'i-op. "ior th~ 'pros¢cut.iy~. 9piri:ron~ :it 'is ~r6m.30 -to 90, 
da,ys 'Q~f9re the' matt~r is' .presented to a Federal, Grand Jury. 
This is caus.ed: due' to the fact that Fe'd:erai Grand -Jilries 'are 
,on~y' c'onv~n~4 I>er~odic'a-lly';;fi the f?~arler. diviSiops •. 

.. Afte:.; tne 'p'~esEifit~tioi1 .. ~o the Feqeral Grand' Juz:y 1 the 
ser;:i.als and, exhibits 'ar,e ~l!en n~~de~ ~or pX:!3~:t;.'ial cqn~,e~~~q.e 
~ith t1!e l]SA anq' ~ o~equ,ently for .tr·ial.. It, is 'noted ,;that 
pet:ween' the r~tux:~ of. a:~ 'indict~~nt by a ,FEfd~ral '~r,~n~ Jury and 
the t~ial dat.e, t.hats"Eq:~a,l§ ~Ad e~hib~,ts. wOl;lld 'h~ve to be re1;:urn'!3,d 
tc? file. and' .a~ai~ c~ar~ed o,ut for 't,r~~l un<;leJ; the.· ... currerit 1:5-day ~uJ.~! 

'.. .' .tii :the, c'ase' ,of; .'~esi~e~t A_gents,.' ,this ~~ : a .. par.~icula;r .. 
drawbacK ahd. handicap.;., When'. the ,USA requests .. some informat'ion . 
,or tl..1e clar.if~·pat;on' ~o~ a matter, the, Agent ~hEm. haf:i to" f~quest 
th~ H.~adq~a_r-ters Off,ice' to ~':1r~ish s.~.rials aI?-d/or exhil?~ts whiph1' 
are not :L~; .possess,ion· o~ th~ AgeIi:t: haI!dling ,thEr case. 

I:~ .is furt'p.e-r' ~<it.,~d tJiat in' t,p,e ma~y type of ¢l~~s:Lficat,ions. 
where th~ ,90":,,day repor,t rJlle is, tn effec't, that s'erJa~s have .to . 
be fecfharged c{r' r~t uri1e,d to )~,i ~ethat· will, l)~uE?ed w~ei:l the J\ge~rt " 
prE!pares a report at the. end <?~ .~(j' ~ays', 'and" this certainl:y' ca':lses' 
unnecessar,y ~etur~ing aIid.~ec~argl.ng .at"· seri~ls ~D: th~se pa,l;tic.ular 
class~+ica~~ons. . ' 

·H~re' agidri, it~ p~r,~ic;:ula.r+y true 9f the. Resici'ent ,Agei11= . 
j,;ll hi§)c :prep~r~ng ot repc:>rts~ whe~e 'tpe f'ile ,is no~ r'eadiIy 'availabl:e .. 

It·. is turthe~' nqted' tiiilt .in· aaditi,o~, in. fugirtive, ty'p'e, 
.ca~.~s, a~ ~9- ~~aniple', tJ;le photograph ,of ,a Subj~ct. if? nor~.ally 
nee-ded :'by ,an A~ent to 'Yho~ t~e'case, ~:s ,as~ign~d for. fii!s in~w;;t:i:.g~tiqn,; 
ap.d in many ¢a~es I, 'the phot og~aph is ;needed fo~ J!lucp. ,longer" than 
the 45 days 'which" 1:s· the current rule for recharging serial!:) 
or re~u:r;ning th,epl. ,tq tile;' ,...,,:- ' 

, , 
, 'l'!ler~ d6e$ hot, ~pp~a:r to be 'any' :t;,e~l re~sonfOl: the 

ret;!harg~I:lg o~ ~e.r~.~ls Wit'hi:~ ,4&. days., as' tli~re i~"~ c,opy of 
each communication in~ the .'f,1le f()r .the supe.rvisoI: o~f t~e case 
and' tJre r'ec;h.argin~ ,bf :ser,iiti~ ev~r.y 45 ~ays appea~r.s to ct-eate 

. ~p.l1:ec)~sf?ary, work on ~'he 'Chi ef Cl.erk' s O~,fice. 

g. 



I, 

· .. to" 
DL 66-1466' , . " , 

Jt ~rs .the <opi:ni~~, o.f the w~i ~er that _ the, Ag'ent t'p 
whom a cas~ 1-8 assi'gned sho.uld be . .able' to', i·f 1;le so d~s i~es ,:, ' 
'ke,ep cO,Pie]3' ,of, any, 'serials in ·a 'matter wl?-ich he is in'ves~ig!lting, 
.unt'~:l ~he ~ase is c,I9sed • . 

,I~ the B'ti.reau does' 'not 4.es:i:,re· to consider ch,anging, "I 
the charge,'out rule from 45' days' to '180 days, it is. respe,ctful'ly . 
sl\iggest~d ,t'h!tt ~on~id.erati6il6e g~ven' to' charig1I\g, the rule to -
90";~ays • 

(Current.pract1:ce .orA ';ru~e ,continue'a,.), 

, ~f transfe~red, recl,lar.g,e, ~helJl. ,On tb:e 45th day:" , 
the ,person to whoril,cha;-ged ,mu~t s.ub~it ·t~chaI.'ge if Teta;i:n~ed. 
'One .,~echa~ge is p~rmi'1~ted., 

" , 

i -

" 



FROM -: 

SUBJECT: 

OtnONAl fOt .. HO. io Q $OJ~J06 
MAY • .,62 f01TfON ' 
GSA. CIM ... RtG .. NO. 27 .» 

UNITED STATES GOVE~NMENT 

Memorandum 
Mr. Tavel ~ 

L. E. Sh~ 
~LE INVENTORY - LOCATES 

DATE: 8-23-67 

D 

Tolson __ __ 
DeLoach __ 
Mohr' ~ 
BI$hop __ _ 
Casper __ _ 
Callahan __ 
Conrad' -
Felt ____ -
Gale __ _ 
Rose~ __ __ 

Sullivan __ , 
Tavel __ _ 
Trolter __ _ 

Tele.Room_ 
Holmes " , 
Gandy __ _ 

The results of the recharge of 'files conducted on 
7-28-67 have been tabulated and reflec£ that s1xteen files and 
three enclosures are unaccounted for at the present time. 

As a ~esult -of the'last previous recharge on 4-28-67, 
forty files and' s~xenclosures were unaccounted for. However, 
thirty-three files and five enclosures were ~ound leaving a total 
-of seven files and one enclosure on locate. From the file inventory 
on 7~28-67, nine files and two enclosures were added to the list 
of items unaccounted for. These locates receive constant attention 
and every effort' is being exerted to find or otherwise account 
for each of the nineteen items. 

RECOmIENDATION: 

For information. 

tiJLl'lB: j{r- V 
, (4) Q'" U 



, .... , 'l' l\ 

TO 
", ' i. 

Mr: J." Edga~ Hoover .' ' .. 
Director , ' . ,\ , 
Federal Bureau of' Investigation',' .' 

-c;II - .,1 
~ ,,' 't ~ 

,,' 
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,;ASsJsf#irit Atto~ey Generiil for Admin1st~tion 

8/18/67 

Dl~tor, FBi Ij to - p- j /1 ~ I q 3 J :q,~'Oi ,.~ 
,,'INTERDEPARTMENTAL'SUGGES119N CS' 68-7'-
~ . 

Referenc~ is made to ,the ·Captioned gge~~iqn which was 
~orwarded to th~ ,FBI'by Fo~ 'NQ •. AD-91, dated Au~t '8, 1~67! 

, " The. sUgg~ste~ proposed tha~ only the spindle, or prgng, 
portions of A~co fasteners be ~ed'in files.. ,From prior experie~ce, 
we have .foUnd that such a practice :was totally ~cceptable since' mate
rial would not remain securely in the fUe~. As ~ matter of possibJe 
lnterest, , we purcluise' file covers and backs with 'locking portion already 
attacb:ed to ·the f0n¥er ~d the prong port!on~o the, la!te;r:. T~is has· 
proven very satisfaetO~y to our op~rations,. 

Y~ui·th()ughtftilness,in submitting thiS sugges~ion for QUr 
consideratio~ is appre~iateq. , . 

(Dtl tTER:mem 
. ~4) ~ 

, l'fOTE: ' . Base~r;on memorandum J. J. 9aspe'f to '~r:. 
re: In:~erdepartineht~l Suggestions' e.S 68-.7, 
J~R:.meip.~ 

Tolson .:--.;...."....,.. 
DeLoach'_',_' 
Mohr, " 
Bishop ____ ~ 

., .MAILED 3 
Y'f ' 
-

~UG 18 1967' 
Casper ~---..., 
CalCahan _'_' 
Conrad -',- COMM·FBI .. _ 
Feit, , 

'~:I~~~ , ,~~. ~ ~b 
Tavel_~ )" 
Trotter . 

'~::;~~~EP ~ ,10 'k" 

Gandy " .' M'Ak RoM," TELETYPE'UNIT 0 
..... ~T _ _ _ 

b6 
b7C 



.... 

Ii" , 

_ . " t,. _ )~y ~etter da:ted.AugUst 8,' 19.67, the' Depar:tme1J.t. 'f9X'w~rge.d, tJiree 
sugg~stions fQr our cons ide-ration and :recommendations.,,' .\ 

, , " i ' ~ ~, .. ' 

/ 
! .. A' ~ 

CS 68-7: ' I l Proposed that only the. spindle, 'or prong; portions pf Acco , 
: 'fasteners .be used in filing and the c9mpresso~s not .be u~ed. To ' 
1 fasten filed material it would only l?~ neces~ary ,to bend,th.e prongs 

I', '.drom vertical to ,horizontal;, POSitiOn., " ' "",,', 

Files-and Communications Division'advised we have found from prior 
experience, the suggested procedure was totally unacceptable since' material woul~ not 
remain securely in the files. At pres~nt we purchase file ,covers 'and ,backs with the 
locking portion a~d prong pqrtion respectively attached.. '1;his ha~ proven very ~ 
succ~ssful.. For th~~e reasons the suggested procedure is unsuitable for, us. .. 
I ' , , . 
CS 68- 8:' ".. Proposed that Model .914 and Model 2400 Xerox Machines' be _ y 

modified by placi,ng strap~ or tape between .. t~e 'paper-rec~iving tray ~ 
and also the pape~ transport unit of the machines to preventl breaches ~ 
of security caus~d by having ~opies of classified ,materi~l fai1ing to ~ 

" be ej ected 'and remaining in' the(tmachin~s tJ.nsecllr~d 'until such time \ 
as machines are serviced. ' .. 0--... 

Administrative Division advised we have never encountered the difficultY-' 
described by thC?, suggester i~' con~ection with our machin~s hence they were in no posi1::\9n 
to make a definite recommendation pro or ,con. Training Division doe's n9t believe the '" 
modifications are necessary since.our procedure of accounting for copies of materi9-1 \ 
reproduced makes \it unlikely that copies would remain oyerlooked in the ma~hine. '-9 

CS 68-9: "Proposed that GSA Retail Stores stock the ta~e-up spools for ~ 
/ypewriter ribl5bns for all makes of typewriters. In t~is ~ay substangal 
savings in sefvic~~calls_ could·be, effected ,when the sP901s must be ~ 
repaired o,r replaced! ,~V ~,I J. ~ ~;,o'}' ~;"I "I' , " J 'q ti. ,! ", \1\\1' \ I,' \) v --, ff r' W· ~ ~ ~~~:. < ~', ~'. 'J l 

, --- ~ ;j"'_-... . I 

, , ',. lJOT RECQRT,I':'. 'J', ',1',.,,' ~ -:,. ~ 
.~(/ Ii. ~iq~l~ J.!,~.~I~t':'~ ",:.w..:.0 ~ ,~'~ 

Enclosure~ (3fl!~ ,J '-:, ".It ,(vH' ;sr.l~\11~7 .AUG ?81967 '" ." : .. ", ';051961 ... 
JER:mem, ' ',' ,.: (CONTINUED,~ "OV'.E-f{)\~~·.H" I" ~, 
( ':-) , • , '~I,_ ~ ,', . ~rL\n'1) 

J;.j 1 I "I' • Jo' ','."a ,\" n"l " J ~ '!" ,00( 4., "~~-Z' ........ .;..~t.,~ .. H,! .... ~ \'.\'~ 
i if t".... . /~' " ... ,........' c. ("Of:' I~""_ 1 >d~. +-~ I") " 

'r;, '~1'I,.. ,I ',~" " 1 ,II '!'! I" .,., #:1'1 . ' ~ • 

~ I" I "" ,,"I '.: ~". ", 11'11 I ~ • 'II <, ' ' '''''; •• ' ... 
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'Memorandum 
, " DATE: 8-24-67 TO 

i: '"-' ~! 
Tolson ..........-_ 
QeLoaeh~ 
Moh~...--__ 
Bishop ____ 
Caspef __ 

Call~an_~ -, 
COnfad,......:;.._ 
Fell -,.-__ ..... 
Gale___,_ ___ '"'"' 
Rosell._--
,Sulllvcn __ __ 
Tavel. ___ .....,..._ 

FROM 

. ,Mr.'Tavel ¢-,,, 

L. E. ~J::.. ' 
Trotter , 
Tele. Room -,-, 
'liolmes_-. 
Gcnd~. __ ~ . v' --7vvv

f" , 
I[ CHAR~.:-9ET _9~ FI~ES,_ 

" ""Flrns ANJj COMMUNIGAIDIONS-DW-ISION 
410.-, .... ~-...... --~-- - • --

SUBJECT: 

During the last inspeytion of Files and CommunIcations iDivfsion, it 
was suggested an apPFopri~te survey be conducted to determin~if the utilizat,ion 
of a duplicate charge-01.!~Jorm, with any necessary modifications, would be 
~easible and more econ9inical than the present system utilized in ·the Filing Unit. 
Tliis same suggestion ~d been made several times in the p~st. and previou~ 
efforts to combine the charge-out slip (Form 4-5 ~and the serial marker ,(F9rm 

. 4-49) have not been successful. However, it, wa~ agreed that a new ~omprehen
sive survey would be made in an effort to once~again objectively resolve thj.s 
question. 

The Filing Unit has fully ~xplored the Inspector IS ~uggestion' and ha~ 
again determined that the idea is not feaSible for many reasoris regardless of 
cost considerations, which would not be any less than the present system. An 
explanation of the present system is set forth below, followed by an analysis of 
the problems tha~ would be en~ountered if an appropriately modified dUPl~cate~ 
cliarge-out was utilized in place of the serial'mark~r presently used for file ' 
delivery purposes. . . 

PRESENT PROCEDURE': REC- ·~Z f~~" ,2 31 9 -" / tftf K 

Requests for fiies are recorded on a charge-out slip (Form 4-5) pre
pared by the requesting employe~ or' by employees assign~d to the Filing Unit 
to handle telephone calls requesting such files. The 'charge-out s}ip is then 
quickly transported by pneumatic, tubes from the central File Request and Transfer 
Desk to the appropriate subunit File Request Desk servIcing- the classification of 
the file requ~sted. 'Upon receipt of the request, the SUbUJ;lit File Request.Desk 
employee prepares a serial marker (Form 4-49) in connection witli oth~r duties 
and clips the two forms to a cha,.rge-out card. An employee assigned to~pull file~ 
then removes the requested file f!omthe cabinet, place~ the charge-out:therein, 
and the serial marker is' inserted in tJte file to mark a serial or is clipped to 
the file if no specific serial' 1$ requested .. The serial marker form contains 
i~ormation concerning method of delivery, date the file was p~lled, name. and 
room numtlik of the requesting' e~ploye.~; subject of the file, s~rlal d~s~ired' and 
a notatio oc if'the file ,is tq be looked up to dat~ bU """"'-- ' 

1 ' 

~~ ~~w. (4-AIIG-29;l961. /0 fit 
Enclosur s ,2' 6 SCD 5 1967 _' r L' 

LWB:jam;ifc 6 ,I!:or , 
(3) . . - CONTINUED - OVER 
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Memo L. E. Short to Mr. Tavel 
Re: INSPECTION 

FILES AND COMMUNICATIONS DIVISION 

'4 

8-24-67 

The basic data such as method of delivery and date are 
mechanically stamped on the serial marker in advance by the use of 
a tickometer. However, the employee handling telephone d~ties on 
the subunit File Request Desk copies the supervisor's name, room 
number, and subject matter on the serial -marker from information 
on the charge out slip. The Inspector felt that the copying of this 
information could be eliminated if the charge out slip and serial 
marker could be combined into one form prepared in d~plicate. The 
original could be utilized as a charge out in the cabinet when a 
file is removed and the d~plicate could tie utilized as a serial 
marker or routing designator. The Inspector estimated that this 
would eliminate executing approximately 4,000- ser-ial markers per 
day which requires in excess of 16 hours per day or two clerical 
days at the rate of four serial markers per minute. However, this 
apparently did not take into consideration that the employees who 
do this work on the various subunit File Request Desks must, of 
necessity, remain at the desks to handle telephone coverage and that 
they must be kept occupied between telephone calls. Direct calls 
to the individual subunits are not so numerous that they would 
normally cause a delay in the handling of file requests. Also, no 
improvement in service could be expected if the execution of a 
serial marker was eliminated because the suggested system would 
delay substantially the pulling -of files inasmuch as it would be 
necessary to perform additional clerical functions to separate charge 
out slips, dispose of carbon paper (unless expensive NCR paper used), 
and possibly a perforate4 portion of the form. This system still 
would not eliminate the need for serial-markers, particula~ly where 
more than one serial in a file is requested although such serial 
markers would not need to be fully executed. 

Considerable thought was devoted to a possible modification 
of the charge out and serial marker forms. Exhibit A attached dis
plays the current forms and Exhibits Band C attached are two samples 
of various modifications considered in a'n attempt to successfully 
combine these two forms for the purpose suggested by the Inspecto~. 
Exhibits Band C are not satisfactory for use to be executed at the 
same time because of several problems. Both samples would have to 
be made on carbonless paper such as NCR because of the housekeeping 
problem that w6~ld otherwise be created by over 4,000 pieces of 
carbon paper being discarded in the files area every day. These 
would therefore be considerably more expensive than the present forms. 
Also, duplicate forms would not be needed for an average of nearly 
1, 000 fil~ transfers executed daily on charge out slips', so there 
would be a cqnsiderable waste.daily of expensive forms or it would 
be necessary to stock a supply' of the present charge outs for this 
purpose. 

(CONTINUED-OVER) 
-2-
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Memo.L. E. Short to Mr. Tavel 
Re': INSPECTION ., . 
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Sample Bpresents a 'problem for employees receiving rapid 
telephone requests for files-inasmuch as they must tak~ one duplicate 
form off the ,stacK at a time' or the impression will be transmitted 
through two or three carbon copies 0+ forms if they write on top of 
a stack of forms as they do normally. Sample B is not large enough 
to serve as a serial marker and it would often get lost if placed . 
in file as a seria-l marker. It would therefore be necessary to 
clip Sample B to the file and indicate the serial by inserting a 
serial marker form with only the serial numoer written thereon. In V 
connection with sorting files for delivery as well as the actual 
function of delivering the files, it would be necessary to physically, 
handle each and every file because the delivery data would be attached 
to the top of the file. Presently the serial marker is clearly . 
visible inasmuch as it extends: beyond the edge of the file and even 
though files are stacked on trucks, pertinent data is available 
without handling each file. Supervisors also review this information 
on ~erial markers by looking in their' office cabinet dra~ers when 
checking files to comply with ·the Bureau's rule co~cerning the 
retentiqn of, files for a perIod exceeding five days. 

Sample C overcomes the 'problem of the carbon impression 
be~ng transmitted through other copies .offorms,_since, the serial' 
marker copy is of heavy paper stock" and it, W-Qu;td a}so. provide' a' 
ten-inch long serial marker as well as a charge out· form. However, 
the serial marker portion of this form. 1S ~oo large +o~ tra~~por~ing 
in the pneumatic tube system. From experimentf?.~onqti,qte~ W'~~h . 
·Samples B andC, it appears that 'the chance o:t':htima:n error in 'copying 
iIiformation on the serial marker from the charge' 'out is actual:ly· ~ #~ _. 

less than the illegtbility problem existing with'" carbon. copies: . . 
If an illegible carbon' copy is used as the charge out., the location· 
of the fil~ may not be known; and i:l; the i~feg~bl~ mi.rbon. copy is " 
used as the serial'marker or delive;ry slip, ',t~e .... fil~ may be '-delayed .. 
or delivered to the wrong room number.. If either ,Sample B .,.pr c, wer~ . J 

used with NCR paper, ·these 'forms would, have to be: print~d outside 
the Bure~u by Government Printing Office and a supply could not be~ 
obtained quickly in c~se of emergency ~s it would" take 60 to 90 days 
to receive a~ order. Also, the Administrative Division ha,s previously 
advised that it is impractical to, use light and ,heavy paper.stock 
together in forms s~ch as Sample C.' . 

Another problem with both Samples Band C is that the 
carbon paper will not transmit a rubber stamped impres~~on op the 
carbon copy and this would slow. down operations as a rubber stamp 
is used to pr~pare charge outs on large specials. A duplicate charge 
out system would also require that supervisors who now execute file 
requests on charge out slips either stamp both copies or prepare 
them in lorig~and·. ' 

~C~NTINUED-OVER) 
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Memo L. E. Short to Mr. Tavel 
Re: INSPECTION ' 

FILES AND COMMUNICATIONS DIVISION 
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8-24-67 

Similar suggestions have been submitted on three previous b6 
occasions and have not ,been adopted. One submitted on 10-6-53 by 

I lof the Records Branch was, considered by the 
Executives Conference memo dated 11-5-53 (66-818~3668). The 
Conference was unanimously opposed to the suggestion and recommend~d 
unfavorably because of the expense involved in preparing a combined 
file charge out and serial.marker with carbon between the two. A 
Similar suggestion was again submitted in November, 1956, by 
SA I I Investigative Division (66-2319.::s4)_o ... By memo 
from Mr. Short to Mr. Nichols dated 12-10-56 (66-2319-62) the 
observations of the Records Branch were set out in detail,and by 
memo from Mr. Tamm to Mr. Tolson dated 12~12-56 (66-2319-63) it was 
re10mmended that SA Adams' suggestion not be adopted. On 6-5-59 
SA. lof the Investigative Division submitted a similar 
suggestion (66-7294-232) and it was not adopted for reasons set forth 
in memo from W. Go' Eames to Mr. McGuire dated ~-18-59 (66-7294-233). 
The disadvantages to combining the charge out slip and serial marker 
form were practically the same then as they are today and the reasons 
for not adopting these suggestions still appear valid. 

RECOMMENDATION: 

That this memo be referred to the Inspection Division for 
information and that no further consideration be given to the 
utilization of a duplicate charge out form for the purpose of com
bining Forms 4-5 and 4-49. 

f 

-4-
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EXHIBIT B SA~WLE COMBINED FORM CONSIDERED 
(Combined -charge out and seriai 
marker in duplicate) 
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Number 

Section 

, Name 

Special 'rext Del1very IRegUlar 

FUe Out To 

, . 

Name 
TO BE FORWARDED_ 

Room 

Room-

:, 

.. t. ".' r' "" 
~~ .. ............. ""_" _ ,~ ........... _., ol 

~,]~,'t-, ___ ... _.l_o--:: .• _. __ _ 
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Sbarge Out 

EXHIBIT A - CURRENT FORMS 

-Serial Marker 
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Federal Bureau of Investigation, 
New York, New York 

De~L-____ ----I 

. ~ " ~---~-

August 30, 1967 

PERSONAL 

I hav~ received yoUr suggestion concerning the 
use of fUe fasteners which would permit, access to serials for· 
removal either from the top ,or bottom of the file~ After care- '':J' 

fuI consid~ratlon it has been decIded that the benefits of your ,~ x 
proposal are outweighed by the diSadvantages such as 1ncre.as~ 
cost, posslble extra ~, and the fact that, at most, it ~d,ri:' 
be effective for only half of the fUe. .Q)!l. c-

o .;u~ _ 

~ 

4lthough your idea was not adopted in, this i~- (~ 
stan~e, I appreciate the 'Interest and initiative which promp~, 
you ~o sub~t ilt 1Iiii. 

J~ 
MAILED 30 

Sincerely yours, 
J. Edgar Hoover 

AUG 3 0 1967 

COM~~ New York v.~f}';?~ 'I..);4/- /., 
I - Suggestion file '(r C! ~ Iff, 

Tolson 1 -. Field persoruiel file ~ 

, ~~:~?r . JER: mem . .. ' , . 

b6 
b7C 

~:ach,.............. f:l':' P.~tsonnei 'J~le of I I ~ l 

. g~!lr~QI\~ ,.(6) ~ (Suggestion 130~68' dated.8/22/67) , 

. ~::~ NOTE: I : .su~~ge~ts use·of ·fi!~ fas~eners which would permit removal of 
~:l~~:"n ~ . .1 1irV~ i~~:rA~~s,~it4er from lop or-bottom- of file~. rr 
Trotter _ _ - . Tavel· ~rY f V 

~~~~;IrSE'P M~~Ri~g ~~~E~YPEU~~T~:~ :'~-' (CONTINUED - OVER) . 
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1_ 

Training Division -is opposed~for reasoris set forth in 
reply to suggester. Most feasible ways of achieving results of idea 
would r~quire use of ring-type binder or some sort of double Acco 
fastener either of which would be more expensive, require additional 
filing ~pace, and possibly cause more wear.and tear on files. ~As 
noted, benefits would diminish proportionately as: center of -file was' 
-approached. -

2 -

b 
b7C 
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€mployet~ Suqqestlon'
I, FD-2~r'( i 1-14-5'S) . . , ' 

To: 

SUGGESTION-

,8/22/67 
. Employee asslqned to' (Division) 

NEW YORK ','" 

~ is suggested that the au~au employ_'o~ a f1:eld-wide basi~ a· 
, ._,le fasJ;Jwer which can be opened either on ,the top or bottom of 

the file ~o permit removal--of serials ,from el~fier'the, top or 
bottom of' the file. ' - ',- , 

- - '", 

'" 

b6 
b7C' 

... , 
~~------~--~~~----~~~--~~--~~~~~"~-------------~~~~~~44~~~' y' 
Current practice 'or rule (Include manual/citation' as well as facts) -

Current -pra~ti~e involve,s ,use of ~: fr~stener whi~h "only permi1?~ '. ~ 
removal o£. serials from a ,f'ile from: the, toP'. '~ . ~. .," 

~ ~-'" - ~- ~,,- .. ... - -' '. ..,. ~~--, 
, Advantaqes of'suqqestlon, 

.. (see ~ttached p~g~)' 

D FILf;;j 

Dlsadvantaqes of suqqe'stlon 
None 

Annual Savlnqs (Show basls'for estimate) 

Cannot~be estimated 

(The use by the United States'of my, suqqestlon shall not form'the bast.- of'a further claim 'of any ria ....... ~.......::.,...,r--__ ,....,.---I 

ass~qns upon the U.nUed States) c ~!~ ~~ . ~ 'I'~ it _. 

WtJr. DMr-s;' [1[JMlss 

.. ~ . ./..~.1- :~. . 

-(se~ attached page) ~~, 
~\30\b1 
~E.~~~<'Q~ 
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Advantages of Suggestion 

It would"be possible in files containing 
numerous serials to remo~e a serial from the top 
half of the file by removing the top cover of the 
file, while removing a se~ial from the bottom of the 
file by removing the bottom cover of the file. 
This would also alleviate the necessity for removing 
a large number of serials from the file to obtain one 
of the earlier serials placed in a file and should 
avoid some of the damage which now results when serials 
are removed from a file and then replaced. Use of a 
device which would permit a file to be op"ened from 
both ends should also result in a saving of time on the 
part of clerical personnel when removing serials from 
a file. This would be particularly true in those' 
instances where SAC letters, Bureau bulletins, and 
~ther memoranda or communications are kept for a 
specified period of time and then destroyed. It_~ould 
be possible to remove the items to be destroyed Drom 
the bottom of the file jacket without removing the 
more recent items in a file. 

Recommendations and comments of Division Head 

While it would be desirable to have a file 
which could be opened from top or bottom, it is 
believed cost to insert such a fastener by employees 
at the time each file is opened and proper maintenance 
would ~e toohigh to justify change. However, suggestion 
is being submitted for Bureau's consideration. 

- lA -
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Federal Bureau of .Investigation 
Sali Francisco; California. 

DearL-1 ---_ ...... 

e 

December 28, 1967 

PERSONAL 

T~lank you for'the suggestion that the' covers of 
personnel ,files be, a different color thai1. those used for investi
gativefUes. 'T~~s proposal has been carefully considered and 
,i~has been decided It should not be adopted., Due to th~ manner 
~ which these files are maintaiIled, it is felt the adcUtlonaldfost 
involved in obtaining colored fronts Is ~ot warran~ed. ;.~: ~ 

Q J ........ 

Although ,favorable action was not ,take£t1Ut th1s h 4 
fustance, I appreciate the Inter~st which prompted yo~~ sfibm~~ 
.your idea to me. :tl _ ~: 

, ~- ~ 
s....- $;I 

Sincerely yours, i~l ~ 

1. Edgar HOOVt;J -., 

2 - San Francisco 
J + Fie~d persoim~l file 
1. -" Suggestion fi).e \, 

! ~~~~~...:..:..:.:..€ ~L:JJ:_aga~ . 

b6 
b7e 

J r-~ - ,~.~rsqnnel file of1 9{-' 
Mohr -,-- (6). (Suggestion, 457-68 dated 12/22/67) 

,,~~~~,: - -' NOTE: Suggests t9.e covers' of personnel files be .a,different color than 
. g:~t' -~ -' those of investigative files. A shade of green or $o~e other 
'~~: - '. distinctive color could ,be used for tijis purpose. 

~~~":O:::fi3f(N. "LO~ 1~.· tA(f(tf (N~TE continued on page 2tJ),~:~1 ~ Trotte'r, , (I~' .,~ " , .1 ~ 
Tel~. Rool)'l;""""" , VI 

. Hol~es .-~-. 0 
"0 c~ay • c, --- MAIl..1300M TEL~TYP£ UNIT 0 ' 1./ 
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Letter tOI 
~--------------------~ 

NOTE (Continued) 

b6 
b7e 

T,raining Division I!as discussed'this idea with the 
Washington Field Office and it has been 'decided it should not'be adopted 
since'i.lo problem exists with'h,andling personnel files in field offices. 
Manual of Rules and Re>g~lations ,provides for ,the investigative fil~ on an 
employee assigned to a given office to ·b~ maintained with the personnel 
file. Both files are then to be kept under lo~k ap.d key under supervision of 
the SAC. 'In addit~on, 'only al;lthorized·'personnel, such as, SACs, ASACs, 
SAC's secretary, etc~, are allo\ved access to thes~ file~·. The 9nlytime 
they would be taken out of the space in the SAC's Office would be by 
supervisqrs when they .prepare efficien~y ratings, etc ~ ·Colored covers 
are l1ot'ongeneral s,chedule and would have to be obtained from outside 
supplier thereby makirig' them, more eXI?ensive. SAC Bates, San Franci~~o, 
stated, there has ~ctually ,been no problem in ~e hanilling of personn~l files 
in that office. Trainip.g Div~sion recommends idea not be adopted. 

- 2 -
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D!rector, f',Bl 

~~ 
~ - , 

'pat~ 

o.i vision of Assiqnmen t 

- San Francisco b6 
~ ______ ~~~~· __ ~·~_· ____ ' __ ~ ___ b7C 

SUGGeSTION' ' L-....._------------------.....I 
"- T~~~' th~ers, of person·nel files be ,a different color.' thari covers 

, k-- of investig.5,1=~ve fi2&~.:.:. ~A."si1aae ,0""£ gr'e~h o·~ some 'Q1:her 91"S:tTncTive 
cpIor could ,be u~ed fOJ;>'tlfis purpc?s¢. ' 

,l::l.J.rrent p'iaCl1ce or-rule,(Include~anual cttatlon:as~w~ll'cis fac'tst . ~ .,' 

, Cove:r:'s', 6f a~lfi+~s, _ ~n~est;i.gative and ,persqJin'~'I, ,~~e rd~nticaJ.. 
. (fD~245). ' -- -' ~.~ ~ , ~ -~ 

AdvantaC!e~ o,f sU9qes'Uon, and .anlluaf ~qvinqs'~lnc~ud~ba~is Jor ~!>'i'hnate!' ' 

.. , 

" ·A di:fferent,c610r"-woui9:, imme~iately· fl~g the' p~rson.nel' :file as specia~ 
", from al~ 9":t:hers a,rid, as subject to c6~t:id~ntial 'ha;nql,ing. This '~if-
, . fere)'lt ,covep would iniIpediately; b~ notig~~ in a group of files and ,> 

-.woJild insure~ the personnel file' being ;tock~d ,~p ,when the person working. 
01;1' it had' to l_eav'~ his c:lesl>'. ,M~reover" since' :the invest~t,~e files ' 
of empl.oyee~, ~n4 9f their rela:t:ives aI)d',fri.enqs ar~ ~ept ~ "t-h~ same. 
f?~d:r w~ th per,~on.;nel _~~J;e~, 'the per~ol)neJ: .~i~es ~~.ul~; ea~IY'~~, 
~~~t;l.ngu~sh:4 _ from th~ other,S a~,d: coulg"m<?p,:: 'r~ad~ly b~:R~ke~~ut. 

- Furthe,r, t~u's, othep:' pplor, ,would, be oby~ou~' ,J:n, a gp.ou~f.De&:'tend 
, woulq th~re~ore be-. a . s.af,eg~?rd agains:t 'per,sonnel f:i,le~'e..efng Ra"fidled 

-by unauthor~zed persoI;ls.. j. ,~ ~ ~:.c 

t~ 'DiS~~~t~~e~;tsu~fst~n d~~fer~nt .~()l~l?·fije;r~nt ~W~ti~q' ,be t~~ q~~y. ~~~dvanta~e, 
~. Howevep', ·the file, ,fr6n1:~ ~ cc;>u1.d, 'b~ replaced op:~y ~s ~hey; wore out, and

" f 110t' in total ,immeq~at~;Ly. ~ AI~o, th,e' same ... color file 'bac;::ks, now in, use 
·could ~~ retai~ed" thJl~ e'ntair~n:g - i?;() extF~. post ip; tjl~t ieg~rd·. 

~; (The use' by the 1Jnlted States of,my .suqqestfon _spall not for~ th'e basis o'f a f~!ther "~laim ,of any nature by me, my heirs, ox:.' • 
asslqns upon ~h~ UnNed States, 1 un?erstand'Wat 1 w~l1 be' conslde~el IPted 

" within. ~wo yeqfS after submlssion.) - .-

. " -- ~ . - .. ': s· D Mr. ~h~,MrU~' .DM1SS • ' " . 
I ' - - - teno ra ~C' n~ t ::>u erv~sor: Slqnatu~e and Title of,Suqqester. 
t, RecommendaUons'an'd'~omments of Dlvisio'n Head' '0 ! There' are,-'n<?" appa.rent ',d,i~ad'{anta.g~s' tOI .t.h.~- sugge'stion. However, ~her'e 

, " 

has actu'a·lly /;>ee'n','no pr'oblem int,he ,hand) ing ot personnel files in 
thi~,,9ffice., : It .fs'sugge~te.a ~ha~ the j3,uJj}:au' m'k9ht, be in a.,·~ettet-:
POS,l'tlon to ,:va,:lu.a.~e, ~nl'~<"sugges:tlon,_ .~~.o...(;84;"e.~!ffi1Jf5tlt~ 

{I 
!, 

VJ 



o b 
. " 

. " October 25, 1967 

, P.ERS9~:AL :" ~>'f' .. 
, ,.., I, ro... . 

ir _ .. ~ I .,.,. 
__ ,' II " 11 J , l • / t ... 

~ , 
" '" 

': . ::1.: f. . ,. " .• :.". r& 
. ~~c ,~\ 

I 
~. . ".". , , . 

Federal Bureau of Investigation 
Cleveland, Ohio 

~Dear~1 ________ ~ 
.M . 

L/r/les 
I have received your suggestion regarding the use of 

orange-colored pape_I" for certaL"1 communications, and for file covers 
with the caution statement prillted thereon when a subject is cOl"l..sidered 
armed.and dangerous. You may be interested to know that similar 
prop~sa1s have been considered in the past and not adopted because 
of the time and expense il'ivolved in such a procedure1 

The interest you displayed in submitting your idea 
ro;l:lle isJ~de~d appreciated.. " , 

, 
I,. 

.-

I ,].M~ILED.:_:~ 
,: utT 25-1967 I - ... .::: 
I . COMM;-'F8J 

Sincerely yours, 

,.IJ"!!,Edgm: Jjoov~ 

. ) 

" . 

" 

f:J f1.... 2 - Cleveland . 
~~~j""'~ 1 - Field personnel file ~ 

{ ~ ~ 1 - Suggestion file .~ J ' 
y. ~ - ·Personnel.file of SAl I, ,6 e .,. '!"N ' .' 

_ ~ML:cam '(';{':.-, .... I " . 
~~LS:~C-h :::.,-.-_....... (6) ~ (Suggestion 23 5- 6~ c&i~a.jlO /2'0/ g7) 1 /' 
.I.ohr 'r r ,rl /1" ( 
Bishop • - r "'. '. c:' I I' I 

g~i~l:cn __ . . NOTE: Suggester states he f~~is!l1se of briglit o range/ as an alert or 
~~l:c.i . flag involving armed an(f/da:ift.,~~q1-l~ subjects could be advan-
~:~':n tageous. He proposes consideration be given 'f6 having bright orange cover 
~UIHVQ~ges for reports (FD-263), lette~s (OF-lO), airtels (FD-36), etc., so it would 
~:t~~r~ be 1Ppahel.1t. from color that case'tnvolves an armed and ~~rous sUbjecyt 
~::l~~-t1tilNO\' · 1~o( ).d.~J/~~/ ~ fril' 
GQtldy;--- MA'I; ROOMD TELETYPE UNITD tXf','}.f·" '" 

1 _,~/~ . r 'I' {GONTINUED ... OVER}, ~ 
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Also, suggests printing bright orange file covers of same type used on all 
Bureau files with caution statement printed on this colored cover for us~ in 
these cases. 

The use of colored file covers for this purpose has been 
considered previously and not adopted. It was decided this would inj ect 

b6 
b7C 

another rule to be observed, another step to be taken in handling mail, and 
advantages to be derived would not be in keeping with work involved. Additional: 
clerical time would be needed to change file covers as situation changes. , ; 
Caution statements deleted when subjects taken- into custody, making additional, ' 
clerical steps necessary.. Cost for stocking forms needed in two colors would ': 
not be warranted.. In addition, mail in file of bright orange color would not ' 
necessarily mean subj ect has not been taken into custody unless a file review 
is made. Training Di~ision recomIl1ends curre~t idea not be adopted.. 

" , 

'. 

- 2 -
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,Date 

October' 20, '1967 
To: Division of Asslqnment 

Director. FBt Cleveland 
SUGGESTION 

RE: yile~ ... ~.1 ~Q!:~e_::m.9,Qd?gc"e,...RegaI:ding. \1\r!1led~ ... _ 
& Dangerous Subjects ,btl ··_ 

b6 
b7C 

~'_-'a-~"'''''~''~.~~~'''~ "' ...... -.~), .... , -" I 
It has been noted that the Bureau has utilized various forms 
and paper of differen~ colors very ~ffectively -over the years, 
such as airtels being blue, Security Index verification forms 
pink, Buairtels green, etc., and a person 'is readily able to 
recogt).ize the particular form ,by its color.. It is felt that, 
P9ssibly the use of i!he MghLQ..~~.!1ge .cQJQ." could be used as_., 
an alert or flag in "cases involving" ~i'rined nd dangerous subjects. °vrf 0 0 ° -:-~~ :r."r . n, " I Ie,,': cI .~ . 

~~ __ ~ __________ ~ __________ ~_(c_o_n~t_~_n_ue_d_~_,~, ~~~4+~(:~'I_~===t=f'=IJ=£=:==~: J: 
Current pracUce or rule (Include manual citation as' well' as facts) , \ " 

At present all correspondence ~egarging'armed & dangerous subjects' ~' 
merely has the caut1.on st'atement typed ,on the communication. '~' 

~Ad-v-~-t-aq~e-8-0-f-8U-q-q-es-t-lo-n-a-nd--an-n-ua-l-s-aV-l~nq~,S-(-ln-C-~u-d-e'-b,-as-ls--£~-r-es-t-lm-a-te-)--~'~-~----------------------~<-t~i~~~~·~,,~',l~,',; 
It is felt that, tnrough ~he utili,zation of< the bright orange ~1;1 , \,1, 

color of cor:r.espondence & the file cov,er" it would aCc~j a~. an ,~ 
immediate alert or flag to the, ag~nt handling the cas~" as_:' well~~ 
as the superv~sor that ~his is a case involving an.~~~d I~~? ~~ 
dangerous subJect. U} ~"- ~ f;lfl~. 

" ';-i...:. ("'\ \""' ~j ,sd.:tt. ' 
In this way it will cut do'\'m on ,the chances of th'(f'~a~fion:~\ ~1~~ , ~~r 
statement being overlooked and the p.ossibili~Y of --'ali. a, gent~ % If\tl ~ §: 
bein~ injured b¥ ~ subject because he ,did not see the. ~ut~lon A. :1~ -- ~; 

statement. , , C, .- 2. '31 "-Eb ,~l C\l,~: 
O ad • £ ' ~C'~~::;, ..... Is v,antaqes 0 s,uqqestlon ;:,k.<~ c..J t!J, 

....:-- __ _ ~~ 0 fir!' 
NOT RECORDED ;,;;i$j, ~ 0 ' 

199 oct 25 1967 i~lH fi' i 

1;1; ~I; 
None 

(The use by the United States of my suqqesUon shall not form the basis of a further claim of an heirs, or 
assiqns upon the United States. 1 understand that I wUI be consldere n'ls adopted 
within two years after submlsslon.)· S 

E:::J'Mr. DMrs.. DMiS,S L---------"-r==,.,...,, ............. .,.,..., ....... """'...t.t~e-;r _,~" .l.-A_ 
qna Ufe n , 

Recommendations and comments of Division Head 

This suggestion appears to have 

(Do not write In this space: for Bureau use only). 

. N ""t. ~~~. 
~.l.: U-

10/:.s:/t7 
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CV 66-5052 , . 

Suggestion (.Continued) 

It has been found, as ,.,as noted in the recent Cleveland 
inspection that there is a possibility in handling a case ' 
involving an armed and dangerous subject~ that the caution' 
statement on a particular piece· of correspondence could be 
missed or overlooked resulting in subsequent communications 
being sent out without the caution statement being included.' 

In order to cut dmffi on this possibility the 
following suggestions are being, offered: 

(1) ~hat the Bureau consider printing bring orange 
cover ~ages for reports (FD-263), letters (OF-IO), airtels 
(FD-36), etc. S9 that it will be readily app~rent from this 
orange colqred cover page that the case involves-an armed 
and dangerous subject. 

(2) That the Bureau consider printing bring orange 
file covers of the same type used on all Bureau f~les with 
the caution statement printed on this .colored pover for use 
in armed and dange,rous subject cases. ,', 

',' 

, 
• ~. I tI .. 

''...;; ~-'~ ~J',.~.<;~~ 
'" ""';.p ~., <~, .. ~- ~ 

.. ~',. J-' ,- 11 :::: .1 ," 

,~~;?,~~~;~,~:,y::'I':' ",' 
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Ie (P_'i-< 319--- 1@t1 
I I 
F~~era1~~reau of Investigation 
Phnadelp~a, Pennsylva$ 

:Qe~L-1 ___ ----I 

o 

P~RBONAL 

." ThaIik you ,for the $uggestion that a. particular ·type; 
,ofille pack be ut1J~ed by 9ur;offic~s' itl'preparing';flles whicrt.VJU! 
be locp.ted·pn open shelves,. Thls'i.na#er 'Waf!·tho.roughly eva1t;lat~~~ 
,a.t the time 9il~~ut:re~t, proc~ur~s, i~ this regard,'were' pIttcea:hi(~. ~ .. 
effect and it·'Was . .d~lded the expense Involved was not W~t9~ "., ;.# 

. , ., , It;·a~dlt1on, ,the·flle en~ at;~ more, d~~QleJ~.ndJl!0re ,eaSiJt, adapta91,~ 
-to Ple 'varfirigtlUctmesses ofihe consol1dated fllQs:than tf'co~~rc~ OJ 

~~~ ~ 
~~ 

to 
~ 01 

~ ..... 
a m :E wI 

'1 ,I'appreciate'~e lilt.ere:st which prompted you to S:Ubmit 
;...c :!' 2 

cO- :z 0 
~. your ~~e~ to m~. <C CJ 

t \ 
..., 

, . 
, , 

Slncereiy' yOU1~, 

b6 
b7C 

1i ~)1.~liOUVt!t f?.)ytI-
~f1 2-;J~ ':~) .1.:" !! fII/ 

~ .~ - t1el<fJ?~~s6nnel flle: I( 

,~ 1 '!"' SuggeStion ,file' ,. ! ! ~ • 

: ~~t';ch ~ ~:, J?~o'll1iel file ~f 1 I ~ 
Moh!' --.. '~Yl:L: cam, . !1f.';; , l.lJ 

• ~~~~e~ . '" .. " (6)~ -(Suggestion 479-68 ~ated 1/10/68) ~ >oJ.: ~- <.) 
CQllahan,.-,........- ,..' _ ~ I.tt ' 
Conraa" C"'- ~. . 

~~:~. ~ .- '. \(NOTE.: 0 ~ Shaw-Walker Cpo, manufacturer C?fregular!f~le b~c~s and /) 
.1:1i~~n_·_<'- [I \ ~",-:'. fronts now. inu~~, has .quoted ~ price ,of $82.per.thousand. ' 
. Tav~ rY .. , A 'fq5 i~t~nded £lIe. back whlCh w~11 c~ver n~w op~~ ~n~ .and repl~~~ makes~lft 
; ~1:~~90m~ N metp.'({dPnow used tQ.form, th~! £l~e. Llg,hter 11 po~nt cardboard stock / j 

Gandy '. MAu.RqOMD TE,:,l.£TYPEUNIT,D Vef?vr 
(CONTIWED _ OVER) , 



.. 

~) which 'would be ,asieqriate wou~d cost $~9. 50 per 
thousand. Regillar,pronge'q. fil~ ba~.k,n·~w-used costs, .$53. 5,O.;per 
thousand, ~~cq rgihg to' th.e· sugges~~t:~, 4,.. ~ ~, 

b6 

TrainiQ.~fDivision. oppose~ adopt~9h. ~J ,the ti~e"the presept 
riletl?pd for p:r~paring file ends, was.:adopteQ" a six~~o~th .t~i;tl of tllis 
syste~ w.as ~ade by Houst6tJ. .. 6ffice· '.8:riq the I~spe~t~6h St~; th9l:'9rigp.ly 
e:valuat~'d ;tp.~ .comme:rqial,product -as compar~~ tq pr~pa;ration of these 
ends bY;,(;nir persbnne~ in field: pff~c~s.. Sillce.,.t:q.e ,com,meryial.produ~t 
was'1:lio~e_expensive, .it. was' d,$cided that file ~I).dE? be niad~ from our 
preserit. file ,:I;>ac~s' by' cu~ti.ng a' strip th~ desired'size and fbl~ng to 
,cre3:te, a, fi~e end'd,-!e to-the ~dY!l:nfa:~esset fort~ #! aqove le~ter to ·~~gge:ste"i~~ 
1';r~iIl:~hg·J;>iv.ision re~omfuefislscurreht.tde~ notb~·. agopted. 

::- 2-
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) 
EC'1~e..6uggesiion 

,p6,.2"S,2 (Rev. 9-11-59) 
:. ~ > .. o o 

Date 

1/10/68 
~--~----------~r-~--------------~~-----------+----~--~~--------~---b6 T9: , Division of Assignment 

b7C Philadelphia 
-

Director" FBI 

SUGGJ::STION 

, File Qackas per attached sample be ,stocked for use by offices usi g , 
shelf fil~ cabi~ets. These folders are fo~ use in consolidating 
files that have been c16sed over siX, months. Shaw-vlalker Co." 
manufact1:lrer of the ree;ular file b~cks .and .fronts now in uS~/' 
has quoted a price of ~82'. 00 per thousand for thi~xtende~ile 
b~which will cover the now open end and replace the makeshiff 
means now used to form a cover. There may be a slight increase 
in price if slotted ,knock-outs are used instead of round holes 
punched. I recommend the slotted knock~outs. Lighter ll'point 
cardboard stock which would also be adequate would cost $69.50 
per thousand., 'It +s understood 'that the regular pronged file 
back now used ~ost $53.50 per thousand. It is felt that the use 0 
this longer file back for an additional 16.00 per thousand cont'd p.~ 

Current p'racUce or rule (Include ma~ual ~t~U,(m as well as 'facts) 'No 'ru e ' u -pr~c ice n some 0 ce 
is to cut up old-fl'file fronts to cover end of ,consolidated file. 
Necessary to punch holes in yut up piece of file frqnt & take ~~e' 

Advantaqes of suggestion and al,!nucil savings (1F-~dg basis for esUmatei' ' {/f"'L 
Uniform and practica file bacE_t~nclose~~~rous closed files, 
permit printing of .file numbers con'tained within the cons61idate~""l\n 
file ,jacket on covered end. ~ith contents readily identified 
location of files would be facilitated. Uniform file backs with 
appropriate cover at end of file will improve appearance of 
shelf filing system~ Intangible savings of time by eliminating . 
u'se of old C\lt up file backs on fronts will offset cost ~ these 
backs. ,It is not int~nded t~at these ,long~r file ba~ks~ep~~ce '~.~n 
the ~ype presently used until such time as files a~e§Co~ol~~~tedt, 

-,' ...... :<o;,.~. , ·ooQl-l,.. • _ 

..tJ ,t.. "2> I."~ $' 
" . 

Disadval)tages o( suggestion 

None ,() ;C,l,.£.5, 

(The'use by the United States of my suggestion snall not form the bas~~~~~aWil ~of..:::ai.ll..nL.onl.lloa~tu!.l.:-re .... b~ 
aSSigns upon, the United States. I understand that I wUl be cOl1sldere Is adopted 
within 'two years after submission.) 

Recommendations and comments of Division Head 

, Al thOl;lgh adoption' o~ this sugg~ l., n 
~or fl.le cove~s, thl.s would be'of se~~~--F 
l.ng covess on consolidated fi ~' 
uniform ~ppearance in the 

sult in,~ighen cost 
ving 'o~ time in p~ac 

im rove 

~~:-xprr:file ) l'lLP: MMR (5)' 



\''\..' --

- '" - " . 

{li pOint sto"ck} would b~ wel1- w,or,th 'the c;1ii;:cerenc~". Sample 
of l~ po*nt ~tock alsq ~tt~cqede It~~so ~ppearsthat a " 
:first' scoring at lilt ~d 'a ~eqon_d' at ZIt ·i'lOulQ 'be ac;1equa:~~~ , 
'instead ot ~corip.g every :kIt for glf e, 

- 2 -
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Federal Bureau of Investigation 
Philadelphia, Peimsylvania 

Deaxj ...... ___ -----' 

~anuary 18, 1968· 

PERSONAL 

Your suggesUonhas been received eonceriling the use 
of a particular type of folder which would, be prepared in a certain 
fashion in open shelf files. After careful consideration, it has. been 
decided the expense involved in this procedure Is not 'Warran~d since 
the red cards used in most field offices are now stocked in a longer 
size esp"e~la1ly for use in ~dling ,the charge--out of mes and serials 
in offices utWzing this kind of filing syf?!em • 

The interest which led you to submit your idea to me 
is indeed appreciated. 

Sincerely you~s, 

~ Edgar Hoover 

b6 
b7C 

,~~ tlIr .~~ -Philadelphia 
, , --=1 - Field personnel file ~' 

. :1 - Suggestion file . 
. '~ - Personnel file ofl \ .11 
~L:cam' " (i" cto " 9Jrl' ,\ js+f" ~:~S::Ch'-" "~~_...,." ~- ~Jt6) ~ (Sugg~'~t!~ii)484"'\.~~ dated 1/11/68) , 

Moht , , - .... ~'oow; r\, \,\ ,\ -
Bishop _ " _ _ ,,' \,.'O'v 'OJ,.<" , 

g~:f:an -';-~- ' ~N.OT~:./J Suggests4tse of p.r~ssboard folqerqjsuch as attached sample 
~o~tad-- ~ w~th 'Protrudin~ f~utn tab for~ u~ eac~~timelJile is removed 
el~" - ' from closed shelf; filing. s~e'6iions. FoldeP~6\TIaE~ma 'charge out, unfiled 
e~an~ correspondence~or\}-~rru.ned serials untiL:W~(fetprnsd.n Holes would be ~ 

- - -, punche~in folder at locations shown in samplE! s6,)thafm~~rial in folder 

!!!!!W-~~-~"'·~/si'll;tPf~\;L",ypeU.lrD V.#r qif-<cONTINUED - OVER) 
... ,- ~-
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will be readily noticed 'at time folder removed to be replaced by file 
I?e~ng returned. Shaw-Walker Co. will make them up at a cost of $287 
per thousand. 

'. 

Training Division has discussed this matter with the Chief 
Clerk's Desk, Files and Communications Division, Inspection Division, 
Washington Field Office, and Baltimore Office. All agree the cost involved' 
is not warranted. Most offices use the red card for charging out files or 
serials in open-shelf filing or when files are maintained ih file drawers. 
The charge-out slip and any correspondence may be clipped to this red 
card which is made of heavy material similar to that being proposed for 
a folder. Due to a former suggestion, these cards are now stocked in 
two 'sizes (10- by lO-inch and 6- by 12-inch). The 6- by 12-inch card was 

b6 
b7C 

especially stocked for use wit!} open shelf filing so it can protrude further "\' 
and be easier to see. In addition, very little correspondence or rna terial 
should be coming in on a file which has been closed for a length of time. 
Training Divisipn recommends this idea not be adopted. 

- 2 -
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~~~~-.-~~~----~-~~===~~=~~_-_-@-_-_~.7_-'-_~:_~6~ __ --.~p\' 
- -"\ ..... ' ,,- '~. ~ J 1.1104. 

,,~·C ~)J \;..(' ~W" Date \' 

~ '" 1/11/68 i ~ 
To:' .Dlvislon of Ass'lqnment ' , i 

Director, FBI Phi1adel hia b6 :' i 
~~~~~----L-~ ____________ -1---~-~==~~~~~------ _ ' 1 

SUGGEST,o:econunend use of haril Yn~essboar V lders such as attached sample b 'CI\ 
with protruding Iioue~ or use eacnti"'me file is removed from ' 
closed shelf filing sectiops. Folder will,hold' ch~gequt, unfiled 
correspondence or returned serials until file returned. Holes . 
will be punched in folder at locations shown in sample so that mat r
ial in folder will be readily noticed at time folder removed to 
be replaced by file being returned. ShaW-Walker Co. will make 
them up at cost of $287.00'per thousand. 

Current pracUce or rule' Inc ude manua ilOiiic.-:s'-weIl 'Q'l1"fttcts~. =- , __ --..<~ __ 

' Use of: used folders.l-from pending files with ItV" -cut in center so 
material laying therein ,\,lill be noticed when fold~r removed. \lV'1 

Advantaqes'fhsuf3'lieJl9t ar:e~alafi'tr9jhHfCeudpb'6l:' ;orll-&1ffitaZard -appearance in ,closed file~ 
section. 

Uniform, businesslike appearance in -closed shelf filing sections 
would result through use of these folders. Be~ng made Of hard 
pressboard material they would be usable for considerable period 
of time. Protruding \lout" tab would prqyide ease in locating plac 
for returning file. Better quality of material than file folders 
permits easier insertion and removal in shelf files. 

Dlsadvantaqes of suqqestlon 

None 

(The use by the United States of my suqqesUon shall not .form the b'FiI..Iool.i...:.&..i .............. ~W'-l~a~l.\,lja~t t.l.ir~~ .... ri1E.ll.:ie" ........ u;.,;,.I.I,~~ asslqns upon. the United States. I understand that I wUl be conslde 
within ~wo years after su~mlss1on.) 

Recommendations and comments of Division Head 
prOVe ove~~all ~ppea~ance of closed riles, 
returning closed f~les to~~~~ loc 

(1 - Pers. file) (1 - Suggeitx6n ·t1i~ WLP:MMR (?) 
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February ~8; 1968 

PERSONAL 

Fede,ral Bureau ,of Investigation 
Washington, D. C. . 

Dea,~ ____ ~ ~ 
, Your suggestions have been receiv~;i c&nce~rl~ 

ing methods for 'handling the pl·eparatlon of file el\~antr..re~~.!iing 
a form Which you devised for use as an adminiatrativ:~ device;.j.t}. 
supel'Vising the work of residents agents. The preseitt p):ocea~re 
wh~ch is being utilized·.in preparing the backs for consolidated 
volumes was thoroughly explored-before. it was placed,lnto\..eHect 
and this was the most economical manner devised. It .is. felt the 
u~e of ~ stamp on these ends 'is not warranted since the number~ 
could still be lineven. W~~rega:rd ~o your second P1;oposal, the 
same objective Is accomplished with ~e sixty-~y reviews a:nd it 
Is undesirable to have' utlserlaliZed mall in fUe. . 

Although favorable action was not.take~ in this 
instance, 1 appreciate yo~r continued interest in seeking ways to 
improve our operations I" 

be 
b7C 
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Suggestion 625-~8 proposes Bureau fabricat~ ~nd print file 
ends on ,s!ngle thickneS-f? <,?f sliglj.tl'y.: heavier cardboa'rd'than attached sample 
f01;'U~~ by all 'offices ,having bpEm-13helf filing. If, print~ng not appr,oved? 

'suggests Bur~au ma~e up an ink stamp with indicated;:blocking and make 
, ' ~~this.,'avai~able too~~ices or auth9riz~ th,em, .to, mak~ up';and> us~ sucJr sta:mp., . 

At ti~e present syst~m plac,ed iI}to' J~ffectt ..7q. six-:rronth 
trial o{this, l!l~thqd'wa:s made by Houstbp:,Otfice. and,'~nspectid~ Staf£ ' 
thoroughly evaluated, the commercial prqduct ~s ,compar~~I:to pteparatl6n 
'oj.these' ends by ,our- persofme~ in field'dffi~es. ;,Since co~mercial product 
was>qu~te ~xpensive, .it was de~iged th~t file ends be m'ad¢ from<o~r present, 
,fg~J:j'a:cks'.bY 'C?ttiJ}g a strip the 'd¢sirea. s!z~ and foldip.g to gre~te a fil~ 'e,nd.,. 
~:file ~hds ,bf tJ1is ty.p~, c,anp.ot be _print~d,at SQG.,9l1::t; pr,es,entJile,fronts ap.d 
,backs ar~·6btainedJ~om.Gove,rnri}.e;nt :print~ng pff~ce." "Whilesteamps ~s -. 

, proposed ,mIght be utiliz.e~ Jor "'p!aging; fii~>p.u~l?erS! on s~:t:ips,. there would -
":still be no assurance t,4a:t they wO,uld' be even. - 'Prai.hfhg Division recom'~ends ~ 
iqea not .be ad9pted. .~ 

. 
SuggestlQn 6?8~ 68' p,roPQses a torm c~ptiol1ed ",Resident 

, Ag~nt. Progr~ss> SheetJt~beappr9veci'for :use: bY'_supe~yisqrs in fieJd for 
jollQwing, ~nq.· sup'ervising work of reside-nt 3:genfs~-($arp.pl~ 0tfo~,~' 
atta:.ched~) Itwou,ld be, s:U,bmitted 'by. :re~ident agent-to h~a~quarte rs city 
one mOl!th atter' date cas,e Or lead, assigned~ and montply thereaft~runJq 
iIl:~e.stiga,tiorr <;!ompJeted. :for,fu hot required)f cQmmunic~tion,di~tated' 
:within 'past ten $:y~ r~porting all·inve,stigation.cpnducfed~.to date. FO!In 

, to" be kept as top serial' and, de'sttoy,ed by supervisor When c::tse ;,cl~~~,d. 
- - ~ - -

IlJ.spe'ct;on,Divislon opposed~dQpt!bn pbi~t!n:g Qut:we. .. ~ow. 
aCGQmpli~h obj ective. w~th ,slxty..:clay J?erI:?Or;l~lfile r~views (!lot 'obviated"by, 

- pr9Posed:;form)! fo.4~ed, T~yers Qf ,paper work woil14 b~" enormous, fi~l~. wid~~ 
7;,rain!ng Pivision '3;grees ~ "I;lew ~orni fort~is purpos~' n9t warrante9.- :Bureau 
do~s not. approve of fil~ng. tins~rial~zeq. 'mail in files. Practice, is not . .. 
consistent. .:witI! goqd reqo:r;ds managem,eJ1~.- It is recbmmend~d th~s idea not 
oe a:~~mted~~ . 

- 2 -
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OPTIONAl. FORM NO. 10 

,MAY 1HZ EDITION. 
GSA "PMR (41 CPR) 101'11.' ~ 

UNITED STATES GOVeMENT 

Memorandum 
i t 

TO Mr. Felt~ 
I 

DATE: February 42, 1968 

FROM $--z:::--;'-' ______ ---J 

SUBJECT: /I\~,ILE-ENDS" FOR CI.JOSED-SHELF' FILING 

b6 • 
b7C 

SUrrGESTED PRINTED FORM 
(;;fr7~ '- --c;- - -
Most O££ices, £or obvious reasons o£ cleridal and space 
ef£iciency, 'have converted, or are in process of converting, 
to open-shelf filing for closed cases. Main problem en
tailed in this conversion is that old and new files of all 
sizes and degrees of deterioration are now exposed to view 
wi~h resultant clear reauirement for consolidation and 
maintenance. Of£ices have been authorized to cut up old 
file-£ronts and backs to make "file-ends" to be placed on 
consfuidated volumes, on which can be written inclusive 
fi+e numbers of contents, permitting quick visual location. 
Use of such file-ends is, ih £act, almost mandatory if 
neat, uniform appearance and ready accessibility are desired. 

The pity, h~wever, i~ that fabricating and hand-printing / 
the "file-ends If at odd times by var.;ious clerks in offices qa§'~ 
resulted in what looks at best-like a noble elemen~ary-s9h6~~ 
effort, and costs the Bureau more than a perfect ~actory 
prqduct. 

Without a great deal of ef~ort -- -blocking out in advance 
and taking' ,care to use same size arid position of printing as 
all previously prepared files, -- a wavy, -irregular line, o,f 
figures appears on tne shelves which cannot help being dis
couraging to look at. 

As for cost, vlheri you consider the steps involved in making 
up a file-end: cut-ting material, punching, scoring for straight~ 
bend, ~ot to mention measuring arid blocking fQr uni£orm print
ing, the clerical labor to make one file-end would, easily come 
to one or two cents. It is not as if the clerk wer~sing . 
~ee time. Every office has backlogged project wor1E!whicb. 

A~SMfUrther delayed by tas~s. such as this~limin tE ~~~. ~tlf)'r' 
~«~nPri~ying suc~ tasks ~eans more cle:i L~, ~~,;alli -
T~~~ons; and 1n the long run necess1ta es 

~n-r J'@t~~lfs. ~ =\'n ~REC-40 
"_J!&l.,,\JlJV-. - ..k\.L~. ~:;7~ FEB 29.1968 , 
;; Moreover, he intangible, psychological value'~f ~a~ing i~-

easier to do a good job is obvious. Nobody l~f-or~an~ 

'
" " ~t~r" ENCLOSURE A lTACHI;D" - . ';:.n ~~ 

,_~~~f. b f , cr ~~ 
11010.101 rl.f;f- Buy U.S. Savings Bonds lJ..egu~arly on the Payroll Savings ~lan V' 



to an arduous undertaking which he knows in unlikely to 
end up in a manner to give him professinnal pride. This 
is why "do-it-yourself ll

' kits are pop:ular. An ordinary 
person can buy factory-cut components and produce through 
his own effort a professional-looking job. The suggested 
file-end, t~n copies of which are enclosed, is in effect 
a "do-it-yourself" kit which will give. clerks a real 
interest -- as a neat result is almost certain -- ~n getting 
and keeping their closed files in good sbape. This satis
faction and pride are bound by extension to improve effici
ency of all phases of file handling. 

I feel factors suggested above are reason closed files at 
one office recently inspected (Philadelphia~, though conver
ted to open-shelf filing one year ago, are still in irregula~ 
~tidy ~ondition. 

Sample enc~osed is made from double file back; It is suggested 
Bureau fabricate and print this file-end on single thickness 
of slightly heavier cardboard for use by all offices and 
Legats having open-shelf filing. 1'f printing not approved by 
Bureau, suggest Bureau'makeuup an ink-stamp with indicate4 
blocking, and make this ~vailable to offices, or authorize 
offices to make up and use such ink-stamps. 

..z: ,(3FJ.JUVE JiII'1I).1~ 

)-11) {/ Jr l3U-nt 77:JtPAI)i;6 

CJ/::= (2t) J / 

JlV.6-6-~ 17(),UJ 

A)t>wl-/ l3~pfv-



,FeaeraIBureau. of Invesllglltton 
Washington, 'D. C. 

DearL...I ____ ..... 

o 

March 25" ~968. 

PERSON.tUt 

I have received your suggestion that: certain cljarge 
outs be prepared on carbonless .paper with duplicate copies. !t 
may interest ybu, to know that simila~ proposals have been corl
sidered several times ~n tJ?e re~ent past and a survey wt\;l,~qe 
regarding' such a procedure. It was decided, au~ to the djs;tdvan- JII. 

tages involved, that our present system should be retain~d) 

The interest you displayed in submitting your 
idea to me is indeed,appreciated. 

b6 
b7C 

MAR 2 51968 
COMM.FSl-....-. 

~ince~ely yours, 

.J. Edgar Hoover 

1 - Mr. Tavel, t1 </' 
~~L:~::onnelfile ofl I IXf :'!)J 

(5) """ (Suggestion 705-68 dated 3/20/68) (I rv 
1'olsoll _,......-< 

, Deloach _._ 
Moh! - ~--

BIshop ...... ' ..........-_ 
Casper ....... _ ...... 
Collahan __ 
COMod --, - -

~elt --,-...,...... ...... 
Gal~ ____ ~,""", 

NOTE: Sugge,sts carbon~ess reproduciI).g 'p~per (sample attached) 
'be used for chargei,outs (4.:.5)' in the Telephone Request Room 

tp write-a request thereby providJng at the same time a charge put for 
the file and a routing slip to be. attache~ to file fpI: forwarding to supervi,sqr. 

/losen __ • ---.._ 

~~~~ion~ / ~~t\.'1 . 
Troller ..( 't) ~.' 
l'ele. ROQIIl,..---
Holmes- -8 MfO@ 

1f~ 
(CONTINUED - OVER) , 

Gandy - t1 'f) A PHil .. n~1 ~Otr:LETYPE. UNltO 
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FHes and 'Communic3:tions Division stated a 
co·mp're.hen~iVe surv~y regarding this. matter was .madejt:l August, 
1967· (p6-~.319-194), and it was· decided the disaayantage's involved 

. preCluded .adoption. A copy ofcharg~" out is not .§u~tabie ·for ~ - ' 
-file, qeliv~ry·Jqrm and all effbrts···Jo 'mbg,ify ap.<;l combine tp.~ twq 
fprll1s have :not, been supcessful. ~~gibility' of copies Qf charge 
Qut~ (either with ~carpon-paper' 9r expen~iv~ NCI:t,papej)f would be . 
a: .maj or 'problem, 0 and chance. pLhuih"ari error in copying JinfQrmatron 
on serial marker .froPl charge out actua11y ~ause.s les.s ttoub~~ thaQ, 
illegibi~ity thaf.w.ould exist· With, use of ·ca-r.ooilless copie,s qf charge 
outs~ One. einploiee\o~File J~equests.Desk in eaqh subunit where . 
serial qlatkers written, must of 'l\eces§iiy, remain ~t d.esks to . 
h~ndle telephone cov,~tage ~nd .they m~~t p~ ,~ept busy at ~~l times; 

··'Pher<?fore, there W04ld be rib ~ct:tI~l personriel'savings. P.r(;>poseq.' 
~yste1A would cre,ate .major .prpl;>!.eni for locate',clerk'sand iile ~ 
d~livery peJ;sohn~l ~s well as other~ USing fiies. -In cOJln,e~ti.on with 
so ding 'files for delivery and delivering them, it would, be >ilece~sary 
to physically h~nd.le each 'anq.,.everY fi~e' beQause th~.·.d,eliYe.r.y qata> 
would be .at~ached tq top of.file •. Seria:~ ;ma,rkers' ~r~ clearly. vi$iljle. 
Seri~l qlarkers-would still be :ne~d~d wheh more,tlian one seria~ p.eeJ}.ed. 
.in: ~ame .file. Duplicate. copies -of cha'rge· Qut~ woul~lnbt, be neeged, f()I~ 
'aJjo~t 230;64.~ ttal)sfe'r~' and' re.char:g~s' ~a~h· year ~1~67)' vplul!lei ~o· -
there' would l>E?: waste of expen~ive iqrm$ '01' it w()uld be' n.eces~ary to 
st~)"ck a supply, pf preseht slp.gle 'cha:rg~,outf? fo.r.thi{5 purpose~. ",There-' 
were. othel? d~sadv:antag~s. i~yolved· iri ·sucr. a procedure •. Tr~ining 

. DivisiQ~ r<tqolllmep.ds. current idea not b.e adopted • 

..,2 -
'. 
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.Er~loyec. '"suggestion 
FD'..252 (Rev. 9-11-59) o o o 
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b6 
~~~~~~~ __ ~~~~ __ ~ __ ~ ______________ +-~3~-~a~Q~.-~6~8~ __________ b7C~ 

To: I I From: (Suggester's name) Division of Assignment 

Director, FBI I _ Ffles and, Communications· 
SUGGESTION -

It is suggested tha~rbonless reproducing paper (sampleatt~ch~d) 
be ~sed for charge oJLt~ (4~5) in the Teleph~ne Request Room to write 
a request providing, 'a charge out for the file and a routing s.iI.ip tq 
be attached to file for forwarding to supervisor~ 

CurreI\t practice or rul~ pnclude manual citaUon as well as facts) .. .' • ~ 

Requests are written up in the Telephone R~guest Room o~ charge 
louts (4-5) and the'· serial markers (4-49) are .wr.:!~·'1~,n .. ~p in 'sub~nit by_ 
the Request Desk personnel. ~ /....-, ~·..,,:_1 . . 
Advanta'1es of suggesUon and annual savings ,(include basts for es·uri:.aJe),. Charget"ou;tSjpr-inted 9n. repro-

'ducing paper vlOuld allow employee in Telephonef~Reguest Room to write a' 
request provjding a charge out for the -file iIicf':a:''';rB'uting slip to be 
attached to file for forwarding to superV:isor~';'l'¢b:t~i' wou+d e·lim:i;na~e use 
o~ serial marlfers an~ the separat~ forwarding s~iQ;.psed to forward' a : ' 
f1le from one super~1sor to another. Use· of tA1S type charg~ out would' 

'relieve Request Desk~mployees in each supunit from task of in.aking- out . 
serial markers for each re'quest. This 'wpu+d save time and Jl.loney, a~ wel~ 
as cut down possibility of error when. ¢opying requesting sup,ervisor's, -
name and room number'. It is calculated ~~;s prqcess would save approxi-
mately $7,500,.00 per year. - - - .-

(Continued Pag~ 2)' 
Disadvantages of suggest jon 

(The use by the United States of my suggestion shall not form the ba 
aSSigns upon Jhe Untted._States. ,I understand that f will be Consider 
within two years alter submlssfon.) .-

• r ~Mr. DMrs. DMt~ 

ture-by me,. lIlY .heiz:s.- or 
if my ~uggesUon:is adopt~d 

File' Supervisor 
!rUle of Su9c;cster - _ • 

v' • J 



Employee sug,estion FD-252 
Submitted by 10 
Files and Communications Divis n 

ADVANTAGES: 

In timing four employees it ,is calculated the average time 
to write up each serial marker is .25 minutes each. 

Total r.equest.~ for the year 1967 -" 
Multiplied by 

884,181 
. .25. 

Minutes 221;045 

Salary of average GS-3 employee 
Saving per year 

COMMENTS:. 

·Hours saved 3,684 
$2.02 

$7,441.68' 

b6 
b7C 

Similar suggestions have been submitted on foUr previous occasDns 
but have not been adopted for many reasons. The last-· tim'e was during 
the 1967 Ip~pectionof Files and Communications Diyision wpen it was 
suggested that an appropriate survey be conduct'ed to determine if the 
utilization of a duplicate charge out form, with any necessary modifi
cations, would be feasible an.d more economical" than:~·th~ present syste1l1 
utilized in the Filing Unit. A comprehensive survey was made :and the 
results were rep'orted in'memorandum from L. ,E. Short 'tod,lr.· ,Tavel dated 
8-24~67 (66-23l9~194»). with, the recommendation. that rio further co~side~a
tion be given to.-the utilization of a duplicate charge· out form in view 
of all the: disadvantages'noted. . . ;' ' . 

I IsuggestioninClu~es nothing new, and he overlooks 
many proolem~ that would '~rise' if his suggestion were adppted. A 
copy of the charge out form. 'is not sl!-itable for a file delivery form, 
and a~l efforts to modify and combine the two forms have not been 
successful for various reasons reported in the 1967 survey. Legibility 
of copies .p£ charge outs" (either with carbon paper or expensive NCR 
paper) would be a major problem, and the chance of h~man error in 
copying information on the 'serial marker from the charge out actually 
causes less trouble than the illegibility that would exist \vi th use of 
carbon or1arboPless copies of charge' outs. The supposed savings 
claimed by_ I did not take into consideration tha~ the one 
employee on the File Requests Desk in each subunit where the serial 
markers are written, must of' necessity, remain at the desks to handle 
telephone coverage, and they must be kept busy between calls. Therefore, 

. ,there would be no actual personnei savings. 

- 2 -
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Employee sug,est:oD FD_252 
Submitted by _ _ I 
Files and Commun1cations Division 

COMMENTS: (Continued) 

b6 
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A~option ofl Isuggestion would create a major problem 
for locate clerks and f11e delivery employees as well as others using 
the files. In connection with sorting files for delivery as well as 
~he actual function of delivering the files, it would be necessary to 
physically handle each and every file because the delivery data 
would be attached to the top of the file. presently, the serial 
marker is clearly visible inasmuch as it extends beyond the edge 
of the file, and even though files are stacked on trucks, pertinent 
data is available without handling each file. Supervisorsalso 
review this information on serial markers by looking in their file 
cabinet drawers when checking files to comply with the Bureau's rule 
concerning the retention of files for a period exceeding five days. 

I Isuggestion would not eliminate the need for all serial 
markers, particularly where more than one serial in a file is 
requested, although such serial markers would not need to be fully 
executed. Also, duplicate copies of charge outs would not be needed 
for about 230,643 transfers and recharges per year (1967 volume), so 
there would be a considerable waste of expensive forms or it would be 
necessary to stock a supply of the present single charge outs for 
this purpose. 

There were other disadvantages noted during the survey that 
have not been set forth here, but Executive Conference memorandum 
dated 11-5-63 (66-8l83668) stated the Conference was unanimously 
opposed to a similar suggestion and recommended unfavorably because 
of the expense involved. All PjeViOUS reasons for not adopting 
suggestions such as I _still appear entirely valid. 

- 3 -
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PRINT FIRMLY X.ray or Record No. _______ _ 

NAME---------- Date ___ _ 
Last First Middle 

ADORESS---------TelrNo. __ ~'-

Birlhdale Q Malo a Female 0 White 
Referred By:_-_________ ,· __ · _"_ 

Send x·ray report tQ: 

~ 'Type: 1. C110mm 2.0 14xl1 3.0 lIx14 4!,O Other \'lows --ri---
. 

Film Imp.: I. 0 Neq. 2.1J Unsel." fep«xl 3. 0 Broncho-pulmonary 4. roiac SI 

5. 0 Pleural 6, 0 TB Susp. 1. 0 ~Iclf; only 8. a Noo. Susp. 9. 0 Empliys( 
) -

~ V, 0 Other ---_uu_---------
Diaq. Imp. Followup: Urqonl_ Roullne None_ 

Place 01 x-ran I. 0 X·ray Bus 2. a NWCC 3. a Jail 4. 0 Lorton 5. a SWHC 

Special Survey_-------____ _ 

X.ray neqll~allon -----
PH·79·22 (old 60·PHTB) 120M 1 
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FedeJ:al Bureau: of Investigation 
Norfolk,. Vll\gin!a. 

De~~L-___ ----I 

May 1, .19G8' 

PERSONAL' 

, .... 

I have ,received your ~uggest1on that we standardize 
the procedure for accounting for the disposition of all Bureau files. 
As a matter of possible 1nter~st to you" this matter-waG·considered 
at ~he ~ece~t conferences"for Chief Clerks $.d·it was the consensus 
that the present procedures should be reta1ned~, 

. Although your Ide~ waS not adopted in thi~ instance, 
~ appreciated having. the benefit of your obserVations, 

,b1AII.Et> a 
MAY 1 \~6B 

Sincerely yp~rs, 

J. Edgar Hoover 

1.1 I ,- - -" 
I_~t 1 c. ,.at/I\! 

2 N rf 1k /-If"' " " ... :~ - . ,l,'dvEa 
1-- ~ie~d personnel fUe DATE1;i; ~. '''- "~':Ji;'I£O 

b6 
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1 -Suggestion file + 1(r~+BY,:?I'~eztJ !tvV 

~
1 - Personnel file bfl I i - . 
ER:cam 

, (6) ~ (Suggestion 797-68 dated 4/25/~8~ 
l'orSOl'\'~~ . ' ~ 
~~~:<xCb ~ NOTE: ~ Suggests. ~~tho~ be standardize4.for !ecofdiIjg,~isp~)si~~Qn oJ.. , 

'ca'sP!=-u. ., r. _ Bureay.Jll~s WhICh m~y_t>~stroy ... ed_gter....va~y.mg...;pe];lOds. 
~~~t~~\/ At pre~ent, recorq of, !g~~, ;W~i5!h -Way ~e deit,TQ.yea., after '20 years is maintained 
~::~ . -,' on a list kept at begInning of each classification. With respect to those which 
~l~~~~ m~y be destroye~i~teF trp ·QP}i~~,years., rea;son fOr destruction is'shown ot} ( . f5#JUi1tpnj Y9SrPsfypated "olume under f~ n,.~, mne/ (tt-/ ) 
~:: ~O"El TeLETYPE UNit 0 ~ ~ (CONTINUED ~R)· I 
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.Fr;plol~eO·,Suggostiori 
~Fb.-i"s~ (Rev. 9!'11-S9) .~ ...... ---.!- ..... .. 

4/25/68 
Pivlslon of Assiqnment 

'NORFOLK 
: ,SUGGESTION ~ ---- . ~ --- - '" 

b6 
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~at.a J' ~'C'ord of ,all fi-les_destroy'ed j"n aSQ~dance with~PRe..~~c.ctl:?_e.ct 
r~gulat:ro!1S be maintained -at beginning' 'of respective classifications. 
S~ch :a -record 90uld be 'br9kem down into: ~eparate lis.ts· for files l 

destroy;ed ,when '20 years o'l~. ahd th6s.e .(in .~ome· c,lassificatiot;ls) 
d~stpoy'~d when 10 years -or 5,ye~~~ old a~d could::show reason for 
destr~ct10~~ . 

AL 'INFORMATID~·t 80rTAINED 
HE En! i3 UNCLASS!FI~D < - -
OA E r-- 'b'~ y- '- BY-::;..r~;..J....L4Cf--=t- J3 

~f{ect6r<itlo!~f!ii~shldd~stI!oCY:~t~r.Jhe~12Cr~~·ar~" old mai.ntaiJ;le'd on, list at' be~i~n .~ . 
. ing of· classification. Recor'd'of ·files destroyed when 10 years old or <1. 

5 ears old' mainta'in~d on file fronts. kept in numerical. order. MRR II-'3 ~ 
Advantages ',of ;'u<f9!lstlon and annual.s~v!n<Js (include basis Jor. e~t1m:ate) . ,. a. 

~ll re"cords pe:rtainil1gto dest~uc~ion would be .'uiliform;ty 
maintained' in same loc'ation ani this would facilitate determination 
as to. whether or .not specific f.ile :destr<;wed a~Sl siD)plify ·ma·;i.Qteriance 
of' ·records con<?~rni'ng destruc,ti6n •. ~ecessity for 'p~rs()~ performing 
4~~tructi.on to remember se.veral difi'erent _ regulations regarding . 
how. to reco:p.d the ~est.~u6tio~ wc;rl.lld be e:l.i~inated if a:J;l tles.truc,tion 
uniformly recQrd'~d in ~ame mannep. ,~6Jne sma:,I.l amqp:n_~ ?f space woul.d 
,b.e saved by' not retaf.n~pg f.ile front!?. No ~aving .9~ money. ·Small 
·amoupt of space wo~ld Q~ sav~d and possibly som~ t~tne. ~. 

No~e ·.known; 

'(The use~by the IJnltec(States of ~y !>u.qgesu·on shall not'{orm the b""· ........ """'-'-...u..-....w.I.o_ ............................. ---,helrs, 9r' .' 
asslq,!s~pon th~ IJnlted Stat.es. I ~llders,talld thgt;.t wUl be conslde n !s adopted 
w!thin ~wq,'.Y'l.ars after Sllb~ll~slon~), .. 

, .. q Mr., liiI Mrs. DM{J.r1ll!lCliJ~S'fiif!.li~=:=:::=:=;:~::=:77.==:7------~. lqnature and'Title "of Suqq'ester '-
This suggestion has ~erit and would result in greater consist3en1c~~ - m f{JAY ~bo 

~o-~ 

Chapge . , 

J 



'", ~..,t;.~ ~jl. 

.)., .. .. 
J.~" .~ .. , , 

... ......, .0 

I F -d . al B f T~' l . t -e er ureau 9 'u.t.vestlga:. ion 
'WashingtQn, .D. C! . 

Dearl~ __________ ~ 

.ruly: 2, 1968, 

PERsoNAL 

. . 'Tha~ yOt;l f6~ fhe. ~ugg~sti~n,that Form. 4 ... 49' be' . ..t 
printed. on both.s~4es. ·~his prpPQsal,~ b~~n' evaluated~Sl -:: 
it has be'en decided 6ij.r present.practice:is pref~r~ed' becau~e ...;," 
of tp.e d~.~adva:ntages inyolv~d .. ~ ·th~ s·ystem· of ;ttsing'tliis ~6r¢ 
twice. '; .,.' - ....... ~ 

. ,. '. . I'appreciat~,~~.l~t~re~t whJch:le~Y9u<~o.subm~t· 
iourjd~a t<? ~e. • - , 

S~ticerel~.yo~rs,. 
J~, Ed~ar' Hoover 

JUL2 - ,196e 
, COMM·FBI 

b6 
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. . .'., ';:Q9tn.~sticlritel1,lg~nce.,~:Q1yj.siOn~p.o~ed"an un~o~n percent~ge 
'of. thes~iforlllSI.;be~bm~)PFt!1~ted a:nd cr~as~.d ~u~lng, traq§inithtl-therehY . 
pr~yehfing, th~il' r,euse. COt1fus!On.'WOlilq !e~mlt .'in r,etu:rIling· tp.e fq!-"ms to. 
:R~cor4s" B.ra~~h~for reu~e. ~Que~tions would ~_ej)er~odlcally r~i~~"q/as t9.' 
. wh~the~ att,ache"crto.correct file. 'if form were ~in~ert~d w.}:'Qng I?ide rip or., 
fi:r;l?t side.jI'l?ed were" not mar.k~~"thr9»gh. _ c'o~t wou!,d ,b.e 'invot\T~cifor 
additlbnal.r4o~ting of. forn1$~an~: th~i;r .storage .in~~a_d9.ition:to~~cl~it~;tl ·tim~ . 

. Jnvo~~ed' in '~xcl§tng iI}for~atiOri on 'used sld~s: 6f .f9Firi~. -In: addition,. CO$t. 
fcir'p~inting . .:f9~ql, would 'b~;.inc.r~~,seq:'s!nG·e' it Wo~ld)la~e to be 'run -tw~ce ". 
'by Jvie~lianic~l '~,¢cti.ort. ~1:t~~nlng ~nd>Files~ a1).d: 9ori1mu~iea,tion§ ·,:olvisidns·'~ ~ 
~gr.e'e witjr these, vi'ews' .alici: r~~Qmmel1d i.c;lea·not b~ adplljeg.- , -- '. . - , _ 
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9nP~Y~O'SU99Ilst;on 
_ \. f'D-2S~.~e'v.,?-B-S9) ,0 

o Date 

6-28-68 
To: Division of Asslqn!llent 

Director, FBI Domestic Intelligence 
SUGGESTION 

... / 
It is suggested th~m 4-49 ,. a car.dboard marker 
by the RecordsSecti~o~n~t-o---o-~~t~~ files and serialS:-

ou a~eau:Headq~arters. be revised so thie-ttte 
~p:-::r:::":J.~n~t~J.'!!'n"!':g:-::a~p:-:pe ars 0 n both sides. 

Current practice or rule (Include-'manual citation as wen as ,facts) 

At present, the printing appears on only one side of the 
marker. 

Advantaqes of suqqest190,and annual savlnqs (Include basis for estimate) 

b 
b7C 

It has, been estimated by the Me~hanical Sect~p~.~hat' it jD 
costs $90 to print 71,000 markers,. On this basis i~ is;., U 
estimated that it costs at least $1,~05.0(j to prj.nt·7th~' 
estimated 1,025,000 ~orms which are used by tH~~~e~ord~~~ 
Section each year. By printing the form on b~l1l s:tdes', .. :an 
annual savings of at least $652.50 would resu~~~@:s each:. ,;f'Pllm' 
could be used twice thus reducing the annual re<iuu.:em~~l·s"by one-
half. • 

c::';. 
~ 

!)Isadvantaqes of suqqestlon 

Care will have to be taken by personnel reviewing 
files to assure that the marker is returned to the Records 
.Section' in a condition suitable for re-use. 

(The use by the United States' of my suqqestlon shall not form the'b,asls 
asslqns upo'n the United States. I understand that I will be considered 

. ,wUhln two, years after submlsslon.~ , 

DMr, DMrs" JG;:)MISS 

~Do not write In- this space -, for ~ureau use only) 

);J~t.~~' ' 
'-tnt..' ~ ....... 

1-~'U/ 

G JUL 9 1969 
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Domestic Intelligence Division, PFS:kml, 7/1/68 Addendum: 

Suggestor recommends form 4-49 (current cardboard 
marker utilized by Records Branch, Files and Communications 
Division, to route files and serials at SOG) be revised and 
printed on both sides so that each form could be used twice 
resulting in estimated annual savings of $652.50. Current 
practice is to utilize form 4-49 once before destroying 
since it is only printed on one side. 

Domestic Intelligence Division is of opinion 
adoption of suggestion is not feasible for following reasons: 

1; An unknown percentage of the forms become 
mutilated and creased during transmittal thereby preventing 
reuse; 

2. Confusion-and cluttering mail would result in 
~eturning forms to Records Branch for reuse; 

3. Questions would be periodically raised whether 
form ,became inadvert,ently detached- from file or serial or 
whether attached to correct file if form wer~ inserted wrong 
side UP"; 

4. Corresponding ,",cos:t for additional routing of 
forms and their secure storage which would be necessary 
during non-working hours in addition to clerical time devoted 
to excising information on ~sed side of form would far exceed 
estimated savings of printing cost~. 

In view of above observations Domestic Intelligence 
Division recommends suggestion not be ,adopted. However, it 
is recommended comments of Files and Communications Division 
be obtained since suggestion is directly involved in their 
operation. 



/' 

Federal Bureau: of. Investigation, 
Washington,. Df: C •. 

o 

August 7" 1968 

PE~ONA~ 

, -
G\ S 

... I~ 

Dear I I ~ t~ 
u. ';.:. "~ 

I have' been advIsed of the-suggestion,whiClly'pu(O ;::.:...~ 
submitted through the'Streamlining.Committee, Files an~~~ .. ,.. ~ 
CQ~m:unicat1ons Division,- regarding a procedu~e·to,faci11tate ~ 
locating of files. This metliod has been' utilized .on a trIal basieg 
ap.d it has been ~!ermined to be advantageous to- our operat1on~ 
and is being ins~te~as a ;-egular pra~t1ce • 

.... ial'l'¥ i~i~t1ve and alertness you- dis~laye~ in 
submittingCh!;31Ma ~ indeed appreciatecL -' 

..sJ~. i;!.. 
~ .::. 

ex:) ~ 'l: 
;=:;:;-~-MA\~lJ\~.~-=;~~~-r C.> n-

§. 
AUG?" 1968, 

Sincerely yours,. 

l. Edgar Ro~veif 
-" -.. - ~-. 

1- Mr. Tavel 
1 - Perso~nel file of .... 1 ________ ---' 

~L:cam 
(~) ~ (Suggestion 78-69 ~ted 8/5/68) 

• 761s,on .,........-..-..
OeLoach __ 
Mohl --- ~ -
Bishop ___ --... 
Cospef-.....= 
Collohan~ 
Contad· - -
r~lt ___ ~ 

Gale: --=--.,.... .... 
, Rcsen .....,......--'--, 
, SulUvQn~ 
_ iove:! ___ ' ______ 

, 1'rotter """"""""~ 
fele. f\oom _

,lIcltnes - -

Gandi--......~ 

NOTE: Based oil memorandum L. E. Short to Mr. ~av~l, dated 
8/5/68, re: I I G~7"8" Consolidation Unit, 

Files and COll).municatiol!s Division, EOD 4-1-41. JPB:drc. 

b6 
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O'''ONAL fORM NO. 10 ~. S010-106 
MAY .962 ,OIllON! '~ 
OSA GIN. If 0< NO. 27 

UNITED Sr~rES GO - NMENT 

Memorandum 
TO DATE~ 8-5-68 

Tolson ___ _ 
DeLoach ____ -__ 

~~~~~p - : 
Casp _ 
Call 
Conrad-......_ ...... 
I'elt __ ......... 
Gale __ _ 
Ro.en~ ___ ....., 
Sullivan _______ 
Tavel_-,.-..... 
Ttottet ----b 6 

FRqM b7C 

SUBJECT: 

Division 

The following suggestion was submitted thro~gh the Stream-
liriing Committee, Files and Communications Division, l?xl I 

I I :..-
In view of large number~les in Consoli.<:la.t.io..D_l!nit,-+ 

they are li~ted on recharge listson'nightly basis ,by Filing~Unit\ 
employees. Only those files on tables and not in possession of 
individual employees in Consolidation are listed by Filing Unit . 
employees. Tables 2 and 6 contain largest volume of files and each 
often contains in excess of 100 files. Recharge list shows numbe~s 
of all files on each of these tables. Accordingly, if fech~rge list 
revealed to locate clerk-that file being sought was on T~J:?le12" 1 
locate clerk would look through upwards of 100 or more. fi·les;.:q-n, 
Table 2 in effort to locate particular file he was ~OP~ing for~ 

ah.. ("'1 " i , 

Consolidation Unit affixes slip of paper s~Q!~ng d~qlipe 
date for handling mail attached" to file. Files are alway~arranged 
in date order on table according to deadline date. ...., , 

,-
~ 

During effort to narrow down number of files which locate 
clerk must go through in order to locate a file,~I~~~~~~~~~~ 
Assistant Supervis9r of Consolidation Unit, suggested that fil~s on 
Tables 2 and 6 also be listed on recharge liFt_~~~~~~~~g~~4ate on 
deadline slip attached to files. In-thiS manner, locate clerk, 
knowing deadline date, would be able to immediately locate file 
without having to look, through all files on the table' as he would 
only have to look through a small number of files bearing same dead-

line date. EX •. lJ.Of' itEQ..Va IL G-- J-.3 Ii _ ~1)3 
This suggestion has beenltrted by Firing Unit and found to 

be extremely advantageous; the~e£ore, it is beinwahls~rtuted-as a 
regular procedure by the Filing Vni~. 

~- " 6 AUG 819GB 
" RECOMMENDATION: --

For referral to the ·Train~J:?g ,Division, attention 

~i~p 



I I ' 
Fedeij1 Bur~~u of ~vesti~ation 
W"~4ington, D. C. 

~earl~ __________ ~ . 

October 4, 1.96.8' 

PERaO~AL 

I haje 'r~ceiv_eQ. yo~r s~ggesU6n that. Form 4-4~9, be 
prep;l.red in~a par~c~rJashion sp that.it may be .used fo~~ times. 
4~ a matter of PQssll,ll~ .. ~nterest to, 'you, simi~r propos~ :have, 
,ce.en considered in the'past ~d.not."adopted., It was,decide~ our . 
p~esen~Pra~tice' .1~.,pr~ferred. be~ause of the. disadvantages involved 
~A'a system wh~reby·,t~Jform ~ou1d b~ utili'zed:more ~ri ·once. 

_ ._ . . The ,i~~er~st . .}Tou displar~4,~n s~bm~ttin~ :YQu~' idea 
to me is i~dee.d 'appre~lat_~d. ' . 

sjnce~~ly yours,·. 
, '. \. 

j'. Edgar ~oover. 

, . 

b6 
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.e, 
.... - .... 

SAL.-1 ---------' 

,PQr~io!1 Of ·c'atd Gqur~:Lpe crossed !otit as· is pr~se~~iy :dpne on .messEmger 
, . '~rivelopes"; , 

, 

b6 
b7C 

Wpen ·y,prlsider.ed· p'rev.i6us1Y, it. was .polnt,ed' out ~a 'cer,tain , 
p~~centage .of these ~tem~ beco¢e ~uli~ated, ~nq' cre~~~d' dUI'!ug: tI'~ilsmitt~J" , 
ty.~r,eby p.r~venting:th~ir r~u!3e.Cc;>hfusiQ!l 'Wou}d r~'sult ,in r~turning . 
the.forins'to Records Branch .for reuse. Questions· would~:be raised . 
~eri9dicairy as: to ~hethe'~: ~ttacheq. to c.prrect iil~ ~f 'fo'pIn w.er~ ins.¢rted 
}vrohgs.i.q.e· tip .o:r1irst :$.ide· u$~d we,te'PQt m~.r~ed:th:rou.gh~ ,C,ost 'WQuld' 
~be inv.olved .foraqditional rdutingof '~Qrms ~ng. their' ~tdtage~n additiqn, 
,to Gleric~l Hme involved ~n e:tc1'sing info;rma~ibi1 'on"~$ect:si~es' o~ form. 
CQst, fpr 'printed form. wo~ld', be ~4cfeased'~inH~ it woul~, h}l;ve to '!?e l:'",q 
~wic$'by M~¢p.~ni9al·'$ect~9n.. 1'!'aip.ing I;>iYi$ion tecomineIlqs cU17rent 
idea; nc;>t ;be ado~ted.· . 

.. 

" 

., 

. . 

I " 
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mp oyc~;SuggOst1on 
f.D..t\52·(Rev. 9.-1'1~59), o 

0" 
, ' .. 

Da te. 

09t·ob.~r 1, 1968 
To: 

D~rector, PBI 

, ,sUGGESTION 

ester's name) blV!SlO1'1 of Assiqnmell!' 

Spe,Cial:lnvest~g.atiye, Div'b6 

~an~fer Card, ,,4-4.~ (Rev.. 2.-l;8-6?) is' thrown away .after 'o~e' 
usage. The ~everse side o~ tIiecard, i~ blank. The ,same 'information 
on the pres.ent ,size card (2" X 19") can be .print~d' across, tq:e ~h.ort , 
,s1 de of the ,c'ard t\vice,. on bo:tq '9ides, for a 'total of fou:r; 'tim.es. The 

\ card would. qave a "life, span" of" four times the present usage. After 
, 'deli v~~,'y of the file, ~he used portion of ·the card can be crossed '9ut 
~n, the same ~anner ~sis presently ~one Qn the larg~ ~ess~ng~r type 
ehveloI?e. 

'Advantages o(sugqestlon'and·anllllal's~vlnqs (!I,lclllde basis for e'stl~ate), - , " '" .• '.' '. -::--' . 

The 'adv~ntages woul~'~e obtai~e~ on, the annual ~av~ngs r~,t[etamQ~nt 
of pape~. stock not U9.~a. ,Present ~st;i.ma te ~,s th~ t apRFb~ima:~'~,~y 
2 ;090 ,.oqo tr~nsfer cards are used 'l.n a y~ar ~ Th~s GO~ts ~b<?~·t $2,900 
per year. By imprint ing card fqlir ~imes. i n~tead o~ ~~, only,. !fiOO ,000 
cards would .have ~t6 be printed at a cost o,f $500, 'w.i tti.~an~nnluil 
savings of $,1,.500. . _ 

None .•. 

'(The use:-by'tI.le VnHed'States' of my. s~gqesijo'ns~allnot fO~n) the baslsof 
aSlligns lIpon the tIn.1iEid States. 1 miderstaQd t,hat I"will be ,considered for 

" I' 'Within ,~wo lears after subll!ls';llon'.) , 

~Mr. ,DM,rs., PMISS 

" 

'~ 

me; my heirs: or, 
9gesi~o.1l Is adopted 

b7C 

~l 
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DATE: 7/8/68 

Tolson , 
DeLoach __ 
Mohr __ ---
BIshop __ _ 
Casper __ 
Callahan_' _ 
Conrad_' __ 
felt __ -. 
Gale _____ . 

Rosen , 
SullIvan __ ., 
Tavel __ 
Trolter __ 

Tele. Roo"" ----"., 
Holmes __ 
Gandy __ 

There is listed herein the number of New Files opened under 
each c1assifi~a,tion for the fiscal yea;-s 1967 and 1968. 

CLASS SUBJECT MATTER NEW FILES 
F~Y. 1968 

1 

2 
3 
4 
5 
6 
7 
8 
9 
10 
11 
12 
14 
15 
17 
18 
21 
25 
26 

Training. Schools & Na.tiona:1 4cad.emy 
Matters 
Neutrality A~t 
Overthrow and Destruction of the Gov't. 
Firearms Act; Nationa1·& Federal 
Income Tax 
Interstate Transportation of Strikebreakers 
Kidnaping 
Migratory Bird Act 
Extortion 
Red Cross Act 
Tax (Other tha.n Income) 
Narcotics 
Sedition 
Thefts from Interstate Shipment 
Veterans Bureau Matters 
May Act 
Food and Drug Act 
Selective Service Act 
Interstate Transportation of Stolen Motor 

421 
23 
o 
9 
o 
1 

382 
o 

1,410 
1 
o 
o 

52 
3;Q65 

213 
o 
o 

18,637 

Vehicle or Aircraft 17,360 
27 Patents 3 
28" Copywrights ~~ 17 
29 Federal Reser\je Act' .~, 3,489 
31 White Slave Traffic Ac.'~~C 6 '401 
32 Id7ntificati~1 Matter;t· .. 0.1' G -)... 319 ~~~ ~ 
36 Ma~l Frauds p ~~o 
39 :falsely 'C1a.i ihg . "tizenship -. ~'4, 

424 
18 
o 

10 
2 
:2 

415 
1 

.1,440 
1 
b 

·2 
4 

2,838 
292 

o 
o 

18,851 

16,084 
4 

37 
3,154 

489 
.96 

,2 
10 

3 40 Pi'assports a V" rmOeT 1'11966 3 
GPR:mg ~ 'A' "t X~ 

1-. ('4~ ~.7 Q ,30 l::x<l - L ......... 



o 1 
Memo Short to Tavel 
Re: New Files Fiscal Years 1967 and 1968 

CLASS SUBJECT MATTER NEW, FILES NEW FILES 
F.Y. 1968 F.Y. 1967 

42 Deserters and Deserter-Harboring 25,280 22,151 
43 Illegal Wearing of the Uniform, ETC. 174 195 
44 Civil Rights 3,070 3;227 
45 Crime on the High Seas 111 .114 
46 Frauds Against the Government 1,472 1,577 
47 Impersonation 504 597 
48 Postal Frauds 2 2 
49 Bankruptcy 403 467 
50 Involuntary Servitude and Sla:very 24 29 
51 Jury Investigations 2 3 
52 Theft, Embezzlement or Illegal Possession 

of Government Property 2,256 1',890 
54 Customs Laws and Smuggling 1 .1 
55 Counterfeiting 0 1 
56 Election Laws 34 109 
58 Bribery 235 ,257 
60 Antitrust 86 105 
61 Trea.son and'Related Statutes 1 ° 62 Miscellaneous Matters 655 652 
63 Non-Subversive 750 ·868 
64 Latin-American Matters 29 -34 
65 Espionage 653 .1,004 
66 Administrative Matters 5 11 
69 Contempt of Court 9 6 
70 Crimes on Indian & Other Government 

Reservations 2,294 2,516 
71 Bills of Lading Act 8 14 
72 Obstruction of Justice 52 41 
73 Application for Pardon & Excutive 

Clemency 320 363 
74 Perjury 37 32 
75 Bondsmen and Sureties 0 1 
76 Escaped Federal Prisoners, Federal Escape 

Act, Parole, Probation and Conditional 
Release Violation 2,002 1,.798 

77 Departmental Applicants, etc. 2,810 2,662 

-2-

, 



o 
Memo Short to Tavel 
Re: New Files Fiscal Years 1967 and 1968 

CLASS SUBJECT MATTER 

78 

79 
80 
80-98 
80-606 

~llegal Use of Government Transportation 
Req. 
Missing Persons 
Laboratory Research Matters 

82 War Risk (Civil) 
83 Courts of Claims 
86 Federal Lending and Insurance Agencies 
87 National Stolen Property'Act 
88 Unlawful Flight to Avoid Prosecution 
89 Killing or Assaulting a Federal Officer 
90 Irregularties in Federal Penal 

91 
92 

93 
94 
95 
97 
98 
100 
102 
103 

105 

109 
110 
111 
112 
113 
114 
115 
116 

Institutions 
Bank Robbery 
Interference by Viole~ce with Int. 
Conunerce 
Ascertaining Financial Ability 
Research Matters _ 
Laboratory Examinations 
Registration Act 
Sabotage 
Internal Securty 
Voorhis Ad: 
Interstate Transportation of Stolen 
Cattle 
Internal Security (Other than Cornmunist
Russian) 
Foreign Political Matters 
Foreign Economics 
Foreign Social 
Foreign Funds 
Foreign Military & Naval Matters 
Alien Property Custodian Matters 
Bond Default 
Atomic Energy Act-1946-Special Inquiries 

-3-

o 

NEW, FILES 
F.Y. 1968 

o 
361 

'1 
8 
5 
o 

21 
27 

5,786 
3,385 

94 

22 
3,071 

811 
1,376 

743 
7,810 

59 
7S 

2,320 
o 

16 

14,181-
9 
o 
o 
o 
1 
o 

$31 
1,87.1 

NEW FILES 
FeY. 1967. 

o 
368 

~ 
23 
.3 
.2 

30 
30 

5,693 
3,338 

,87 

19 
2,763 

654 
1,723 

999 
7,720 

28 
.83 

1,779 
o 

19 

1:3,738 
7 
o 
o 
o 
o 
o 

231 
2,005 



o 
Memo Short to Tavel 
Re: New Files Fiscal Years 1967 and 1968 

CLASS SUBJECT MATTER 

117 
119 
120 
122 
123 
124 
125 
128 
129 
131 
133 

136 

Atomic Energy Act-1946-Investigations 
Lobbying Act 
Federal Tort Claims Act 
Labor Management Relations Act-1947 
Voice of America 
European Recovery Program 
Railway Labor Act 
International Development Program 
Evacuation Claims 
Admiralty Matters 
National Science Foundation Act 

American Legion Contacts 

138 Loya~ty of United Nations Employees 
139 Unauthorized Publications of Use of 

Communications 
140 Security of Government Employees 
141 False Entries in Records of Interstate 

Carriers' 
142 'Illegal Use of a Railroad Pass 
143 Interstate Transportation of Gambling 

Devices 
144 Interstate Transportation of Lottery 

Tickets 
145 Interstate Transportation of Obscene 

Matter' 
146 Interstate Transportation of Prison-

Made Goods 
147 Federal Housing Administration Matters 
148 Interstate Transportation of Fireworks 
149 Destruction of Aircraft or Motor Vehicles 
151 National Aeronautics & Space Act-1958-

Applicant 
152 SWitchblade Knife Act 
153 Auto. Information Disclosure Act 

-4-

o 

NEW FILES 
F.Y. 1968 

21 
3 

337 
77 
o 
o 
4 
o 
o 

47 
.:0 

o 

45 

255 
1,409 

4 
o 

69 

15 

290 

1 
687 

4 
736 

429 
2 

11 

.. . ~ 

NEW FILES 
F.Y. 1967 

22 
1 

464 
122 

o 
o 
7 
o 
o 

67 
o 

o 

61 

282 
1,906 

2 
1 

49 

18 

241 

·1 
805 

4 
.578 

662 
5 

17 

b2 



o o 
, Memo Short to Tavel 

Re: New Files Fiscal Years 1967 and 1968 

CLASS SUBJECT MATTER NEW FILES NEW FILES 
F.Y. 1968 F.Y. 1967 

154 Interstate Transportation of Unsafe 
Refrigerators' 0 0 

155 National Aeronautics & Space Act 0 0 
156 Welfare & Pension Plans Di~c1osure Act 51 24 
157 Racial, Bombing Matters 2,086 1.,822 
158 Labor Management Reporting and 

Disclosure Act 1959 (Security Matter) 0 0 
159 Labor Managenent Reporting and Disclosure 

Act of 1959 (Investigative Matter) 186 223 
160 Federal Train Wreck Statute 173 157 
161 Special Inquiries for White 'House, 

Congressional Committees, and 9ther 
Government Agencies 498 545 

162 Interstate Gambling Activities 609 706 
163 Foreign Police Cooperation 3,717 3,789 
164 Crime Aboard Aircraft 80 91 
165 Interstate Transmission of Wagering 

Information 342 326 
166 Interstate Transportation in Aid of 

~cketee~ing 451 ,1,428 
167 Destruction of Interstate Property 82 45 
168 Interstate Transportation of Wagering 

Paraphernalia 70 57 
I b2 

b 7 D 112 Sports Bribery 15 25 
173 Public Accommodations, Public Facilities, 

Public Education-Civil Rights Act 1964 902 1,374 
174 Bombing Matters ' 184 175 
175 Assaulting the President or Vice President 

of the United States Matters 21 17 
176 Anti~~6t Laws (ARL) 2 0 
177 Descrimination in Housing 16 0 
178 Public Law 2 0 
179 ,Extortionate Credit Transactions 1 0 

150,40q. 146,062 

-5-



Memo Short to Tavel 
Re: New Files Fiscal Years 1967 and 1968 

CLASS SUBJECT MATTER 

67 Personnel Records Unit 

'-

NEW FILES 
F.Y. ' 1968 

11,309, 

161,710 

,; 

NEW FILES 
F.Y. 1967 

11,518 

15'7, .580 
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o o 

February 6, ~969 

" ~:3 / 1 - .{}.p b. PjiJRSQNAL 

\F'ederaI ,Bureau Of Investigation 
Chicago, Illinois 

-,: ~ ~ 

b6 
b7C 

Dearl~ ________ ~ ~ 
ro'ur suggestions ,have been received. that offices. be 

.permitted to discontinue ·placing file numbers on per~omi~l.files and 
that when ,cedain items have been missing for ~ period of ten .years 
they no longer be included on, the list of such files and $erials.' After 
consideration, it bas been decided'a chang~, in the ~anner in which' 
these fUes are handled is, not warr,anted. With rega~d to Your· second 
proposal, similaJ;' ones' have b~e'n cons'id~red in'ilie lPast, and not 
aoopted sin~e fo,; ,good' accountability it is de~ir~bl~ to Continue l09king 
for these' art1~les. 

• ,I appreci~te'the interest whic~ led you'tQ submit your 
id~as to ine., 

r .. '·· 
.- i 

Sincerely 'yours, 
j~ Edgar Hoover 

( CO~TINUED-OVER) 

t/ff#~ . 

I 

I 



, 

" 

. ' 
- , 

O~ . 
" 

b 
b7C 

NOT~-:' SuggestiQn: 5~b..:6J) prQRPS~S #le I?-up1bers np longer- bep,lacep 
6j1'pe,r.SQ np:el files jj~'t .th~t tn~terial :p~~ce~, .in. 'thern·l:fe g'i ven. 

~erial Iiuml;>ers,.Qnly-Sinc;e suggest~J:' st~te~ .it Is' a!m.Osp 'imPQs$ible to., . 
'det~rinine wbet,her a Dre~k -,in s~q~en'ce in :persQnh~l'clQs~d fi~e$A's:;3:Q.' 
lIi4icatiQn Qf· a ;mi~s~!?-g.applJGaP:t1.nvestH~afive file Q,r w~~thet this nu,mb~r'is. 
that Qf ~ p'etsO,nnel file. ' 

" " Tr~i~ing 'Di;V!s~o~·~~s .~sCU~~e,d1th.is rp.att~r\Yith~ ¢~ief Cler~!s 
p'~~,k' and with Washington Fi~Xd ~ffi~e! ',TheSe ,~i1~s ar:~ qiai,nJ~iI?-eq.in 
alpliab,e,tical'9rder ~J;l·the '$,AC f~. ·office until th¢i·r" de~,tructiQn :~O' da:v.s ~after ~Ii' 
~!hplo.yee' ~re'~~gn~ Qr retire$ 'or untii .¢,mp~Qy~.e' i.s transf~r,red' wl].en the fij~ : 
is' 'sep'~ :tQ Jlis new Qff~ce .. o.f '~ssigrimeht'Cha:rge 'o.uts are .in~intaiil~~:-fo.r 
tl!e§e fi.l~s ih·.-tl}.e'Chie,f. Olerk f~ Office ~Jnce .perSQnne~· fil~.$. ~fe n,ever -
l'!lafnt~rn,¢d·there~ W,~th;prQP~t c~mm\lnt9atio.n Qe,tween SAC-~s '9ffi~e, aIid,·the 
.Cl1~ef, .Q.lerkts;Of:{ice, :]:).q; pJ,:o.ble¢ '~4ould'~x~st·. W~en, an",emp~Qye$ :r~si'gn$ , :.! 

o'-p :r;etire,s?· -th~ ·Cp.!efcr~r~ts, OffiGe '~hbUld be' a.q.yi~~d:sQ· tq.at a ,p.ernl~m~l1t 
'charge;::9ut ~s" placed ~r! s·equence,., OP" nQt3:tio!l '$l].Qul'a:·pe J:nade"6n;'~ha:rge ,o.ut 
when'file ,i~ tr~Ilsferred·to ,anQther .of(ice. On~e einp19y~'eAI:?'n,Q long~r 
·3:.ssigneq ,to ~~' Qffice' w~ere ~nvesJiga:tiQ~' .w.~~.ri:iade 're'garcp.ng- l)i.ni then the 
.ihvel:?~igativ~'J~le is· -re,plac~d.~nclos~.¢l file~ $ect~o.n~ 1'rainiJ;l~, :QiyiSio.u' 
,~ec9~uheJ}dS ide3: :nQt l)e:a9<:>pted.. 

~ ',:$?gge,st~bi1'5;il:-- 69 :p;ro.pol,3es" wb~p. a {He .o.g,s¢ria1.is m~ssing 
·for"a pe~~o&:of' ~O. ye,~rs,th~t 'B~:r.ea~ ·3:.~th.o.·riz.e' :lfs -4ere~io'Iifro.m 1i~t Qf 
miss~ng . <;10 cumemts. 

,,' ' ' 

Admil1i~tralive Div.:isio.n ~.dvi~.e.d pqiiqy ~~. thts. ):;eg~rg. w~s 
,~stab1.i,~hect:by, mem:d.ralldum, ~O/29/5~' ai\d.6n Dec~ml5er ~ ~~~b year each 
fi.eld' Qffice ~l:1~t $'up~it ~ repQrto.n.eft6rt$·'t~~e~·tb i9cat~- the'~~ item~' 
-ir:r-~§pe,cti:v'e, o'r~~hgth,Qf t~me.o.! tl1~l:r 10.f?E!- . T~i~ ass~r~,s$ure~u Qf,a 
'r¢f!.~ly avai1A-b~~ r.eqqrq.df'.all m.ls~ingmat~ri~l 'fo"r ~'~le~rQver,~aU: . 

, pict~~e 9f fi~rdf relating' to' sij~h' mafte~s.· It ie< field9ff~~~s,~Gc:mtinylnK 
reI:iPonsJbni~y.to. jI).suv~ that ~mplo.ye~s se,~rch fo.r the$e, it~¢s ·a,n.d -there· 
shQuld:pe'110 v$}axing 9!! the,ir ~part III affQ:rding ma;i{iml.!Pl1!s,ecurity tQ .o.ur 
files,. Fuftl].E;}f under ¢,~rta~n C9l).ditions·,. inissJng'1ile$ .. and se,I:i~ls can be 
·remo.ved from. list 'wlien'material ,is· in 'a·,classificatio.h·that wo.uldJiave 'peen 
4~sttbye4 ,unde'r o~r 'Jil~ 'di3~tr~U~ti9ri 'program' wh~ch. 'i~' sbnie· iJ}l?tances may 
.b~ tpre,e,. five, te!\:lor- twenty' year~ \d~peJ;lgiiig 9n Cl~s~~f~~~t~o.n. rIa~n,i~g 

. Pi-Vision. re,~o!riin~rids this·4aea 119tb~ .apprq·v~_~ 

2' " - -

" 

-- ,:1 



,0 
Date 

.~~\.\j"" ,CJ~ January 30, 1969 
TT;o:~--~------~--~~~~~~~~~~::::;-------------IIDD~tv~t~st~on~offAA;'sS~I~gn~m~e~n~~~----~~~~ 

. Ch4.c~go b6 Dlrec;tor, FBI ... r-__ ~ ______________ ~~L-________________ ~ ____________ ~~ __ ~ __ ~~ ____ ~ ____ -I~~~b7C 
SUGGE:S:rION 

discontinued and that 
e g~ven seri~l numbers o~ly. 

Currellt practice o~ rule (Include manual cHaUon a~ well as facts), Personnel files and. Bureau l:I.t:''V'~''''. 

cants .are assigned numbers in :the 67 class'ificat.ion as provided f in 
the Manual of Rules ~rid Regulations, II ... ,9~7.' 

Advan,t0:ges of suggesUon and annual,savlngs (Include'basls for 'esuma.te) This would eliminate' any'
doubt concerning" the possibility of a missing-67 f;i.le in the closed 
'SC:9tion• The::e is no.~pparent _adv~Jl.~age. i:z:t t:lumbering personnel ~iles 
~~nce these f~les .~re always kept segregated from the. other p7 f~les 
and are maintained in alphabeticaL rather than numerical sequence i 

, .1 

'the office of the Special, Agent in Charge until their de~,truction 9' .... -M-

.. days after the employee resigns or retires or until the .e~ploye~ . /. 
- transferred, when tpe file is sent to ~is new office of assignm~n 

All other 67 'files are eventually filed in the closed section, at/m~~ 
'tim~ red card chEu:-ge'outs of 'these individuaL file~ -ar~;'~e.mbyed .. ; 
much as person~el files ¥,e 1}ot charged, out. and' 1;:here l,i~~ -no' 'rec -

(Continued on attached a e) ~ ~ 

There are no apparent disadvantages. 

(The use by the· United States of mY'suggQsUon shall not form ,the basis of a further claim of.any~nature bytpte, my heirS, or 
assigns upon the·United States •. I understand that,l will be consldere ' • qesUo'n,ls adopted 

• within two years after subinlss10n.) - . 

QMr. DMrs. OOMlsS 

Recommendations and comments of. Division Head 

Suggest~onappears to have mer~t. 
Recommend favorable consideration. 

AI. W. -=-;:;=::':'::"~'-I--r:::-~~.;;.;..:.-;g~e~n_t---.;=---.,;;..;=~ 

(Do not write 1n this space - for Bureau use only),' " ;;L?) q ,-' .€:J/.'r ~ ,r 
~~/~~'Lt:""\, 

(, ~, '. 
·8 FEB ~ 1969 ~tJI 

, : 

" - V· \' r. -I .... lf"irnl 0 
L-~~~~ ________________________________________ ~~~::~~::~::~~~ ____ -\~~02==~~ 

'- ~G 5 
, '. GrBureau; 2 ... Chicago (1 Personnel fileL,.I ____ ----I11 CG file 66~4468) 



Advantages of .s-qgge's.tion (Con,t ldJ') ,:' 

to the numbers apl?~aring '!;he.reo~ qther -than, o-~ the index card. 
filed in the general ind;lce$., it is Pl:§lctically impo~'si:ble to 
d¢·termi:ne whetb:~r a break. in: $e.q\le.nce in -the. 67 closed fi~es 
i~ an ind·icat:{.Qn of ~ tni:S-$i:ng app'!.icant i.nv:est~g{l,tiv~ tile t. or
whethe~ -tbis number is that. of ~ personnel file~ ~v~n a sea~ch 
thpough p~~ ctir.;r;ent p'ers,onne1; 'j;iles 'would not. pray-ide concl.\lsiye 
i1\~driitati9n ~ 'as the: numbet, j:-q ·qt.le-s·t~on ~.outd 'be tp.a t of B; per
sormel file whi,ch h:a9, :'b.een either ;!5orwarded· tp B;p-other- offic.e 
.gr:' 9.estroyed:,. 

.'f;he only' ~l ter.l'lative to th,e p:roblem' .outlined above. ;i.s '~o . 
ma·:i,n,tain aJ:l,' up"':to,,:,q.a-ce recq,rd a,v,ailabl,.e t.O ali e,mpl.oyees w.6,r~ing 
in- c,J..6sed fi1e s.., ·wpich wouid. snow in 'num~rical ol:d~r th,e ·numbe~s 
used fQr peT.s.QIJ,n~,l fil~st anq'f since pe~.solln~+ files are op~t;led 
-py J~:~11pJ.:6yee·s· it]. the o£:fice qfthe; .Special Agent in Oharge rather: 
tp.ari. in the b4ief Cl:erk' s·Otfice., tpis ·w6~:ldbe a, cumbersome· 
~¢cord to maintainan<;l its only value would be that of a·re!=erence 
to j:iles whose nUffioers sej:ve nop:rac:t;:icalpurpos~ in any of the-
o~fice filirt~ :E\lnc·t~ons·.. . 



t 

Date 

January 30, .1969 
,;. name) ,Division of Assl<inment b6 -, tI.\\~ITO: V\ pirector, FBI I CHICAGO b7C 

SUGGESTION 

When ~e. or seriai, is 'mjssiDg for a period of 10 years, 
the Bureau a:~jthorize :i:'ts de.letion from the lJ.st of mJ.ssm.~ 

that _ 
documer J;s. ) 

{~3t 

~j' 
Currer\t practice or rule ,(Include manual 61t~ti0!l 'as well a's facts) 

'The. Manual of Rules and Regula:tions" 11 ... 30:07 a, req¥ires that 
the Bureau: be informed' '9f files 6I'seria~s missing for 39 days, and 

Advcx;>tages of suggestion and· annual savings ,(include basiS. f?r estimate)' 

When a document has not been located within a 10 .ye,ar per;i.od 
after e.very .effort has been made to find it, ,it mo~t likely no longer 
exists. In addition tQ the_ constant searching for t.he missing docu
m,ent -by the locate clerks" continuqus ,expan~ion projec.ts. wil,l' have· 
been in prQgress in the closed fil~s 's~ction, ,and ~lso during this 
extended period oftiIri~ many thousands Qf file,s .and. ser,ials wil'l .have 
been Rulled and re~filed. If the missing item is not ,turned up ~ 
within '10 ye'ars, the cA~nges of i1;s ever being, located :are. yery mote. 
T.he,de·letion of' these ~teins would relj.eve the- locate 6:J;erk~'.~~ront:the . 
need for recordi,ng them on their ,daily locatelist_~"-ana~ .wouId ~.:rs be 

.-- -~ "t':!::.. -:: ~ -
D.1sadvantaqes,of '8uqgestlon 

~oj:1.e apl)arent., 

('~e use,by the"Unit"!d"States of-ICIlY sugge,stlon shall not form the basis of a'jurther claim of any natur,e by me, ,my heirs, or, 
,aSSign:. upon the United'States. I:understand that I wl1I be. conSider estlon is adopted 

,wHhhl ,two .years,'after submission,') ':. ,-' 

q~r. DMrs. [X]Mi~ Jhief Cle.rk 
• qqester 

Recom!llendaUons and cOll!lIIent~ of Dlvislon Ijead' _" "t. T, 
Suggestioll ,appears ·to have:meri t. 
Re,commend favorable conside:J;a~ion. 

M. 
(Do not wiite in this space''.. for Bureau use pnly) 

-.lW (5) 
~Btireau';. 2-Chicago "(1 Pers~nnel'file .... 1 ____ ----111 CG fi~e66-4Lt:68) 

,I 
I 



.... ~- ,. 

Gu:rrent- pra:c'ti~e (G6nt t d. D 

-al~o be notified when th~se, do~:mments ~r~ Located. In addition, 
on D~cember Lst Q£ each year the Bureau must ~e info:r~~d of . 
efforts. which have been made to locate th~s~ m:i:l?sing items., 
Each-missing ·document i$ llQW :i:."e.ported upon for an indefimttA 
per;i.od .. , 

. J\dvan~ages (Cont t ,d.) 

Qf P:¢flct;j.ca]" assi~tance ,to both the Bureau. and the of,fice in 
connection t·rLth the annual r~porting ox th~m as .mi$sing • 

. ,.... 2 • 
'''>-' 

~-----,"-'" 



o 

Februa~1 6t. 1969 

I I 
,Fe~ex-ul B.ureau·Qf.lnvestigation 
.St. Louis, ]41ssourl 

DearL.-1 ___ ----I 

. Y~ur suggestlo~ ~ be.en received . ~ . adminlstrati' e 
files be filed numerically in the pending' sectj.on rathE~l~ aq ~!!, ~ 
~R..~E!!L~ .. s~,qq~!lR~~ Atfer evaluafiOn; it~1ias ~beendecid;r the 
present sy~tem is preferred. and the time and work involve-d'in 
cb~gmgthis procedllre would far outweigh.any anticlpated,~~nefit. 

. • • -h ~ ..... 

• # 

I appreciate the·interest which pro~pta:d,o\fW ,,;~ 
submit your idea to me. :::t .. 

:"'.: 0'> ~ , .. c.o 
~ 0') -: 

8 ~ .~ - st. Louis 
~ ~ g.l - Field pe~so.nnel file 
;c:; ~ u; 1 - Sug~estion file 

Sincerely yours, 

l~ .. Edgar Hoover. 

Lr... . ...; P~~sonnel file oflr-" ------------, 
L:saJ 

'tolson~_ 
Oel.oac{l~. 
Monr_~_ 
'alshop.........,.~ 
Casper~ ............ 
Callahan _~ _-

(6) J)01 (Suggestion 516-69· dated 1/30/69) 

E[C ~- n A;,;:; , I hf'IV' ! S"'lllvan~ l' . ~~;. ..., j,·v~rll'''' I 
Tave\ -==:u F'E B· ~, Sitijll" I" 
TJoJter ... +, L. ""~'" -A ... ~ 
Tele. Room ~ ,., 
Holmes -
GCl'Idy~_ 

b6 
b7C 



, ... "" .... 
I 

o· - .. 0' 
b6 
b7C 

Sugg~sts ~Wninistr~tive fUe:~; be In~d mpnericJtlly in· 
penCijn~fil~s sectio~ rath~r .than in)alpliaQetica:l .. ~eguenc;e. 

TraiJling ·Divisiop ha~ discuss,ed. th~s .. n::tatt!3,r wIth W9-shiIi~Qn 
'F~~ld Qffice ~nd 'both agree present 'system 'p1.'ef~r1.'e9.These {n~s a?:~ 

- adqi~ni~t:rative ~n·.Iiature· and ~t is much ~asier to fin<;toD-e you ~r~ looldng 
for by' J:?ame rather th:ap. oy:file Jlumt;>¢r; ,S'-:1Ch: as, Vou9h.~r$, 'Qheck 
9~r~\llars, etc. ,As a geile:ral1.'ljl~, ,employees :who work with t4es~ files. 
are Jam-ilia],' with, tn~I)l' and. 'as~!gned' tq,rthiS type 9f wQrk:olilY. It!S 
esti:r.n.a:tedthat,c;>ve;r 50% of this,type of corresp~mdence com~s tQ 'a fiel,~ 
Qffjce 'without a file I).Umoer ·so -it is ea$ier to file 'bystlbj ect maHer 
ali?-hab~ticaily. TrainJng Division re,comlP~nd$ Id~a not "be aqopt~cL 



," ' ',' 

Emp..!C?yoe Su~~stlon 
FD-2,52 ~Rev. 9-11-59) 

To: , From' (Suaaester's' name) " 

C,~r~ent practl~,rul~ (Include m'anual citation 'as well a(facts)" : ' 

The::;e files are to b~, ~i'le~';by capti<?p: of; the 
sequence in pending files section. MRR, Part 
'D~,..~,' '=l(,,'\."-' ' ", > 

"-

Date, 

l-30-6~ 
.~ Division of~Asslgnment 

St. Louis' 
b6 
b7C 

Advantages of s~9qestlon and' annual sa'{lngs (!nclude basI's 'fo,r-estimate), ' , -' " -', 

AnYOlj.e ,qnly 'ha,v:i:,ng~ a fj.:i~ ,nUmber ,al!d not the title .. of the Ad!ninistpativE 
file -must first ascerrtain ,the ti,t'le before' file can be' located. ' 
Employees,tha:~ do not viork wi tli Aciininistra:tive' fiiE;1'S 'regularly and 

_ .~~.e not f~ili~r w,i til the :spe9ia1 fil1.ng arr~ngement,' ~re ~l!Qt abl:e 
- to re,~di.;tY'· locate' these ~il:es. . - ;:; _ 

. :r; 

. D:~~vanto:ges of 'suggestion 

'None,. 

'('I'!l,e use ~Y the,\!nlted St,ate,s of my suggestion'shall not f?rin,.tn~ basis of,a further:clalin ~!,an)' natuJ~..!>Y me'J."?Y helrs~ or" 
, , ?sslgns upon l!>e,Unlted St?tes. I under~tand ~hat I wll~ lie c:ons~d"!"d'l 

within two' years after 'submission.) , , ' 

, .. ,,' " DMr.' ·D~~s. ~M1SS 
'J ~.~ .... ~ v., 

,j / -U- SlqJ:latlire and7TIi'le ,'Ii ~ 
·(P~ not, write In,t~~s sp~~e - for ,,13ureau' use ~nly)" 

..t~ /-t;';jJ,;,t:.."I"r1' u. 
I) l !,.. ,,;,1.,;,,,.0 t 
. ~1:'·~'? 

I 

,I 
I 



PEIJSONAl; ~ ,} 
June +0; 1~69 

.- 'REC 82.~ ,(p -l ~SJ/l~ ~r 
I I 
;fe~deralrB~reau ~f I~vestiga~lon 
,San,Fr~cisco, 'Cal~fo,~nia 

Dea~L-_____ ---1 

, I have, received your sugg~stion ,that ,~PhM~tlca~ 
listing of all Bure~tU!gl.d.offices..vil~appropria:te.:sRace:..foiJ.hEL::' , 
~~!n_bers be l?~i~~~d pi'! '!!!~~reverse':~}de ofFD-2i 5z7._ Xo~:.~a~~e· J;, 
lntere~ted to know this' propos_al'~';Deen ,co~idere,d prev~qus~y " 
and not" adopted since to ,do so ' would increase. the cost arid', '-~~ 

. - ,..." " j' 

administrative:han:c;11i~g.of:the~e, ~tenis~~ .. l- .~~ ..:-~ 
. --

. ~ 

Your· thoughtfulness anti -initiatiVe 'in suIJimttin~-
this i~ea: ar~.lndeed:appreclat~d.', .' 

Sincerely ,yours, . " 

~~~ IIoQver 

b6 
b7C 

2 '- ean .Francisco Your attention'-is. c~l~d to the:'Man~al'Qf Rules 
1 - ~uggestion file. and:~egub1.tlo!lB, Part~, .Section 3, item.2f OIl 

1
.' ;-:0:-. "'::M~~'~LE";"f-6-'~'~' ld per. sonn~l file' page '73. wliich f?tates: "File ri!-lIp.oer.s,of 

JUN'~· : " .' '..' .. aUxi.liary.offi~es mar be entered 'in ,'longhand on 
, . fh~ID:6Bf f Ie ~over ln rl~t-h~d corner., It , 

. COMM.FBI, . , " :' ~ - ':t4(";' . 
, 1-: er. nnel file of It· ,~ .. , 
, ~ER:Pld~. _ , . " 
10)son. • _'," .~ '(6) ,. . " I, ~ugge.stion 869- 69, $ted 6/5/p9) ' •. w ,,":.e, " ~. ~ 
DeLoach -. -. , " ,.; .n ~ • - ,,. ... ~ -. " 

I: Mohr .".' - ,_ " !1 ro . ' , . _, 
I ~~:~o:r,. ~ NqT,E: :Suggests·}FD.;:245 '(File Gover for"Cas'e :Files) be pl\nted with, 
g~~r~t~ alphabetical. listing of. all 'B~reau fi~ia.!'qffice.s' with ,appropf~ate 'space 
~::: " . .for ·fil,e ~umbe.rstQn Ii1ev~rse side. Jl\ ~'). ~~ 
~~Ir~:an_' - ~ ~HEVOUfC uouw IfF' ",v v.f?V ~ ~ 
k~~~~oo~' -- .~' lll~ 'IU 3 I~ bk ,ell tQ'< (NOTE co~tinue.4 page 2) if 
HOlines'~u N'" r'7 inCA. I ' 
,Gandy ~ I4iillfRct~' 'J'ELETYPE UNIT 0 I' , 

" .' 

I 

,I 
I 

i 

'I 



" 

p: 
. b6 

b7C 

0"· , , 

. .Sanie ~dea qOI}si4ere.d:pr,~v'i9~s~y ,and.po! -adopted. 
?roc~dure. if) ~a:lre~,d~rRroYl~e9,fdr. a~',ri~tedAn rul,es quo~e.d,tovSAC, '. c, 

S~n. fraricisqo; '1)Q~~ve,rj to haveuFD:-245s'ptint~lq~as ,p~oP9seaw.9u~~;1':in~~~ tn..eni 
,uIJ.n~qess~rny more'e:xpen.siv~ ~iri~~, 'in n).~jodty o"fc~s~s,. few o:f~ tn~s~' . 
entries }vquHf l:)~ !is~d."Als9' :eacp.1 t~l):le :a:.n'·offi~'e '(men~d 9r,clq$~d, ~QyeFs:, : ) 
:w(>ulci 'hay,e .t9;P~ ;revis.~d ~~co~qf~g~'Y ~J.leh;~next 'prtnte,c4 ~lli"a~dit~on',. 
mo:r~cre:f.ical tln;ie :wol;1ld:be' ¢0~~uwe~Lt9,,,<;hang~ ,~ov~vs ·or·tr~nf?ter 
inf9imatiqn ,eacll ti,me a new ,volume wa~ opep.e.(L9racQy~;r ,pe¢~Jl1.e wpr'u 
;01' paD.?-,a~~d. ,For fh~s~ reaSPQs idea shoul~l-I1ot 'J)e.'a~~te.d. 

-.. " 

'!., 

•• 1 



~,~, .-: "J.V" , .. ~. ,e.;~~~~~~~~~":,,,-::F·.-~=-~_, .~~~-.~-~.;;; ~ -, ;,. ~t1'~' ----;;~ - - - .. _~..t'> 

.. # .. 
El'!iploYl.e'Suggostiori 
.F'e;2'S2 (Re.v. 9~ll-:9) • 

"'1'0: 

Director, FBI 

o· 
D 

6/?1~9, 
Division of Assiqn~ent 

S.AN FRANCISCP 
SUGGESTION ~ . 

b6 
b7C . 

On the reverse side of the file fron~ (FD-245) print an alpha}jetic.a~ 
~ist~~g dfall Bureau f~eld divi~ions ~ith ~pace ~he~eafter for th~t 
office's file number for case in question. The Bufile # could be 
placed at ·th(} top with a blank linedirect.ly underneat.h ti tle~"0ffice 
of Origin ," after which the 0,0' and" file ,number could b~ ,hand,."ri t;ten in ~ 
Ext~a~ine's should appear un4et the "00'~ for a "new' office il1. case of 
change. (The placing of the Bufile- on· this" side w,ould .be ·optlonal, 
·since it a'lready appears 'on -the front~) Thi~ listing wou~d-be main~ain ,d 
.by th~' rO,tor clerk .. and, -i~ ·the .opening of a new case.; 'cou+d be optional , 
that is - in c~r~ain cla~sif~c~tion~'~h~te .0n1Y one or twoothei office 
are invplved, o~ i~ ~a~t~rs where onlY one ·01' two other offic~s ar~ 
invo'lved, or in. matters where it is knpwn investigatiol! ,.,ri'll 'be limit~4, 

• , • 4 • '." • ~ .... ..' ," _, 

Current, practice or ,rule (InC1u~e .. manual cU~tlori' as w~l1 as facts). deemed. des"irab Ie . ~l).e s,upply :0;-' -
. NONE" FD:"245! s .. presentiy· l.n ea,cfi offl.'C~ 
, ", < ~ould. 'b,e u i~ized •. "l~ith regar<;l to 
Advantaqes of suqqesUon and annual savlnqs (include basis for esUmate) front 'coul be "silb'stituted as. 

. . ", desired ~ysupef\T~sor: . 

Particularly in voluminous fires, this fpr~ would cut down both ~ge~t 
,and clerical time sp~nt in p~g~ng through seri~ls, to locate· auxil'iary 
of~ice ,file numbers. It would also indi'c,ate' ~o ,the supervisor and' 
~gent ass~gned the c's~ what offices haVe had~previous crirresporide~c~. 
It, ·,~pu,ld, ~er!e .as a 'g!~at help to an ~g~mt re-a~signe~ a~ I'ac.tiv~" 
Gas~ ~onsl.stl.~g of several volumes. 

Dlsadvantaqes'o'f suqqestlo'n ' 

. . ~ONE ~(.U.-f,,4 't.. '-' \ 

·(The use by 'the United States of my suqqesUon shall not form the basis' 0('<; further. claim of any.nature by me, 'my heirs, or '., 
. asslqns' upon the Unlted States. I understand that I will' be. consider 0 , ' Is'adopted 

'within ~wo years after submission.)' '" ' , 

. . DMr. DMrs. [X]Mls 1 

·RecommendaU~.ns and comm~nts of,Dlvlsion,Head 

Suggestion appears to' haye merit 
cQns~deration to adoption. 

REe 82' 

,-

---.---



(J") 

~ 
CD 
(J") ..--

c 10 U/ 
-I C\l 
~ 0... >w 

(f) 

6 

September 25" 1969 

,PERSON~; 

I I 

iii u. 
:E 
::: 

Federal Bureau of Investigation 
New York, New York . ' 

,De, I 
Thank you for the suggestion that t.. stof-:all' field 

offices be nwfntalned on.the inside of £qejac =l~-,or .. ¥ ~e!.tOp 
-serta.ni§ a means f~r2e~coidiiig.ap.p.ro.pnate ·file numbers;' -II.:. 
lliougnf;-yoii wOuldbe interested to lmow that 'simliiiPropo~S,\§ 
have been conSidered in the past and not adopted since itwas"--' 
decided the present pro$ion for entering th~se nUnlbers on file 
covers is adeqUate. . 

Although· favorable action was not Ulken in this 
instance, the futerest which led' you to submit your idea to me is 
indeed, appreciate¢!e 

Sincerely yours; 
7. Edgar .Hoovet-

2 - New York yo~: attention is caUed:to· the Manual of- -
0, 

1 - Field personnel file Ru1~s ,and Regulations" Part ll" '~ection 
1 - Suggestion file 3,2, f, page 7a wherein· i~ s~tes: "File 

numbers for auxiliary ·offices may be, 
entered in longhand 'on the ip.side ,ot the 

file cov:er in ~e right-hand corner. tf 'This is tJIe 'accep~edpr()cedUfe in:, 

0 

the e"en~~i~ is felt these numbers f~cllitate handli~g cas~':flles l1ut 
~:LS::Cb _._ ._. _ unserialize4 ;s~~~.t~ i,or this purpose should ',not .l?e 'll;i. iijzed. ~ -
Mobr' : i - ,Personnel fll~lof SAl I . f ' 
~~:~o:r' ~ML:ag' " I :-~ . . . 

Felt - . 

b6 
b7C 

g:~~,!an~ (6) a.s (Suggestion 163":70 qated ~{J9/f?9~_ : .. ": '. <' ' _ 

Gale . J.' 
~:I~~:on_~: NO~ J!;: .~g~ests a ~ist of 3;li field offices be ,aintain~q.either on tnside:~f 
~:t~~r. ::55 ,.,f]'lfJ .aeke.t or as the top serial in the fi~e. Upon r~ceipt ,of ~~ ~ 
~~::'e~oom;( ",Qll T ,'7;1969 0 J /~# (Note continued ~m· page ;two) \. 
Gandy -J1'P:AIl. ROOM[!] T~LETYPE UNJT VI r f" '. "' 

,~~ 



- - , 

~ -f --

.... -

tett~: tol I 
L.---. __ -----1-

'" 

'NOTE: -,(ContiI~ued) 

- .-.::-

communications -from other field, off~ces, the a'ppr9pri~te file nuinb~r would 
then 'b~ reC01;9.ed' for :teady reference. op.posite.~nam~ otparticJ.,llar .office. -

- -- - NUp:1erbus i.de~s h_ave been cons:i.4~:r_ed in.·past re'gargihg 
propbsec;l p.rocedutes apd -not adopted d.u,e -to. tule,-.set .f(jl:tp., . .j'or s~c·ts _ -
j1J.for~attoI]... 'F):lis would be a tini~.."cQnsu~ing:;praGtice an~' 9,ata:'WoulCl 

_ 4ave to J?e .placed on each new'vql!Ime oJ file ~wh~n: bJ>e~edt T.;raining 
_ 'D iviE? ion recOnimends 'ct\rrent --iqe~ ,not be adopted~, - -__ 

• -'it --

"" 2 -

b6 
b7C -



I ' 

9/19/69 

i)irector. FBI 

'I From: .(suq.qe~!ftt'§ pamA) 

1 .. sJ,\1 
Dlvislc;)I'l .. of Asstqnment b6--

New Yor~ ,," ,., b7C_ 
SUGGESTION - ,~ , 

. It is augg~~ted, that a list of all. field of,fic~s :p'e ri)a~ntained~ , 
either .on, the ip.side'coy.er 01' the file jacket, or' as 'the, ~top 
serial in, the, tile. Upon receipt 01" ,communications: trom other 

; tield ,offices', the appropriate file; number would th~~ be ' 
r~c'orded for' ready refe,rence, ,oPPQsite the name 61' the particular 
otfl<;~. 

CU,:rent practice or r';lle gnclud~ manual cUati01} ~s well a!l' .facts~ 

B€&?o 'Rm'ec~, 
~~2~~9 '3~ 

.. --

' . ,~t i~ ;elt that th1S' sugge~tion would sB::V~ c,?n.sidera~l~ 'B:gent " 
Advantaqes of'suqqestion and annual savtn~s Un'clude basis for estimate) ~" '. .. ~,'" - ' '. -'.' , "';1 

time a:qd effort iIi the preparation of ol:ltgoing c'omm~nic~tions, an .' .. ' 
in expediting ,the preparatton of urgent communica~l.ons. In addi-

~ tion, consider~bleti~e m~y be saved in a~iliart oftic~~ which, ' 
_ may hav,e received pr~vious communications"in the case years before 

but for which ,a f).:le # is not readily: available ~o' the 00. Th~s, is 
p~rticularly true ,i~ long. and involved cases which r,lin" for years 
and contain numerous"'volumes! ~is .. s~ggestion would ettect a stalj.
dardiz~d procedure w~ere noh~ ex~ ts at ",present ~ .. F~l!8ncial; savings 
are not estimated'herein'b~t ~he savings in ~gent and c~ericaltime 
in a year wo~ld, be sU,bsta.ntial.-

• DisadvQI\taqes of suqqestio~ 

The lis't would have to 'be removed when a new volume is opened, 
and t,r~risferred to tlie current, v~l,ume. = 

(The use by the United States of my suqqestlon shall not form the basis of'a·Iurther 'claim of any nature 0;' me my heirs; or 
assiqns upon the United States. I understand that l'wlll be consl'der n is adopted 
within two years aftar submission.)" SA-: 

!2QJMr. DMrs. OMiS 
...... '/ __ ........ te'r, 

Recommend,allons and comments of DiViSion Head USe qf prop¥sed list cOUI4)~ made optional 
·so as to avoid its use in' thb~e ;files in Wh~.~ value.,' 

= .. ijEG~~28 / I ~ Siqnature,and ~it1e):iA.C.,. ADM.., DIV • ; 
,(Do not write in th'ls space - for Bureau use only) 

~~ 
~ \ "l.~ lu~ 

_&-~~reau., 'TO ... 

..L- ...... l...Ly~~." ......... 

I-Personnel, File'SAI~ ________________ ~ r ' 



-9 

Federal Bureau' of Inv~stigation 
Washington, D. C. 

Novembe:.; 6,. 1969 

P~RSONAL 

DearL..1 _____ ....1 

" %" 
Thank ·you for the 'suggestion that folder~type covers-_ 

be used for Bureau files rather ,than· the separate fronts and'~cks. -
You may be int~rested to know that various items for this purpose 

. ~ve been considered over-the y~ars.and not adopted. It 'vasoeoh~ 
eluded the present system is 'the ~ost d~sirable -for seve~al :reaso~~s. 

f .. t.. ~ 

b6 
b7C 

Although favorable a<;4on was not taken m!lhis;in- ,: 
stance; I appr~ciate the interest you displayed in subDiitt~g your' . ,. 

\
~"::"-.M-AI-LE9~::::. ::-r:o::-l e. . c:u 

-, 'N.oV - 61969 Sincerely yours, -§: 
COMM·FBI J. Edgar Hoover 

1 - Mr. Sullivan - JJ\. LF' 

{jOt.. 
~! 

. . ~ - Personnel file ofl I ~~" ,j~ _ " 
~~:agu..~ (Suggestion 253-_70 dated 10/31/69) V :71" 

NOTE: Suggests folder-type coyers be used 'for Burea file,s instead of 
fronts and backs as at pJ;e~ent (illustration att3:ched). . For open;.. 

typ~. ~~Hp.gt _ ~~s_Etd! ~fP~)Jou1d be used.to 'imprint file numbers. 
Tolson .,.....-_____ 

, Pe:t.oash~-
Waltets ,..--=-............. 

: Mohr_~.,..-, 
Bishop ....,--~ 
Cosper~~ 
Concha; _'~ _ 
Conrad' '," 
felt ___ ' .........-,.... 
Gal<) __ ~ 
Rosen _'...,....", ___ 
Sullivan ~' __ 

Tavel --:-~_ 
Soyal~ ;-' ' -<.~_ 
'Tete. ffoon) _. 
HoI1'1)<)$ , 
Gandy' --. ____ .... 

~ : Doniestfclnteiligeilce Divisio~ stated that, while some time 
could l?~Asaved by~us~~,of fold~r-type covers;:U felt that the fol~er-type would 
!lot afford' addeq protection ·for serials apd i~itial cost of coilv~rting to new 

'type would far outweigh any saving in clericfll) ti~~ ·in assembling and 
locating files. ~t opposed agopti~n. '~i~es and 'Collfmunicalions Division 
noted that over the years numerous -ideas hav:e been submitted' about: use of 

~~,~J.9.69,D ~ote c6ntinuedon p,,:!!e 2) . 
~ - - - W' 



1." -- ~,~- -,-.-.-. -~- --~~-.. ~-- . ;:'-,-

·0 

'si,niilar typ·es'· oJ .fqe coyers ~~CJ. -trial~' 'h~ve 'bee'll m'~4e :witl). .sQnie' 'of 
th~.se. 'ahq:th~ conclusifm was r~.ached,th~t, pre~eht ·ty-,?e '~s \lsed, at 
Soo 'and infield is mo~t 9~~irabl~! The car4-;.typ~·.no'o/ used' is, ~u~h 
~~sier tp maj.nta1n, servie;e :and, revfew., .Dtie..,to t'p.ese views,> l'r1l1hlng" 
'D!vis~Qt:l>1.'ycqll).l~lep.ds id~~ Ji:ot 'be ,approved~. ' 

.' 

, . 

,..:. 2,:" 

b6 
b7C 



' .. 
Date' 

10-31-69 
To: From' (Suqqester's name) 

Direct.or, FBI I 
Division,of. Assiqnment 

I Domestic int~lligence' b6 
b7C 

SUG<;;E:STION 

Folder type cov~rs be,utilized for Bureau files instead of front 
,anc:l. backs as at pr.eserit. (Illustra:tion attached.) For open:' type filing, 
raise5i tab will be used to impri~t fi·le numbers! 

.f 

.. c;l:re~acuce or rule .ongl~de manual cita~lo~ as "{ell as facts), ' 

. FileGis,made Up util~~ing 'separate front ,and back folder joined 
by a fastener. . _ 
Advan,taqes .of suqqest,ion and an~ual savin<!s ·(include basiS for estimate) 

Since serials will, be, attached to back only, time will b,e saved 
. in assembling 'file and' eaph ttime a serial is inserted or removed. 
Being a'folder type added 'protection will be given to,se:rials. In the 

'case ofopep~filing systems, file number will be readily seen and make 
fil'e 19ca te easier. Savings canriot 'be' ,estimated ,al though ~:J;ficient 
filing practice~ should reduce costs • - ~ 

, , 
D~sadvantaqes Of'suqqestion 

Ini tiai costs of" ~hang.eover of covers .. 

(The ~se by the United Stc:ztes.of my suqq'estion sh~ll,not form the.basls ,f <Y fnrther "Ialm.nf anY nature b me mY h~~rs, or 
asslqns upon the United Slates. I un,derstand that"! 'VillI be conSidered n Is adopted 
witMn'two years a£ter~submlsston:) _ 

o Mr., ~r~.~ DMtss 
StJfnature an<1G>'1 tie 01 :;uqqes er 

RecommendaUoQs' and comments of D.lvtslon ,Head 

" '~ee Addendum Page 2 

(Do not' write in this space - for Bureau use only) 

&~~~~ . 
,-,h" t-l c...) . 

____ - v 

"'0\1 '1 1969 ,0" , 
tit 1 f;Jq 

, / r "J~~nnY: ----
>.l/' _ .. ---

, , 

./ 

, ' 



ADDENDUM: 'DOMESTIO INTELLIGENCE DIVISION, ,11/~/69, :L~i3:dim 

.. , , . .sUgge<'Bfo~Qmme'ldS that :folder,..t~pe covers bE! 
u~]j~1zed fq:r '~u::e~ (fdl~s t~stea,dt o~ > the, separElt·e frQnt and 
b.apk used 'at presen~ Suggester notes 'tl1~t: for op,en-type , 
fixing a ~aised tab m~y pe'us~~ on the f91de~ ~o imprint 'the 
file numbers,. Suggester note~ ,also that in ·,dew ,of the fa~t 
that. th~ fastener Wil1 oniy be attaQP,eg to ~he .back p~rti(:>n qi 
the folde~; time· will be, sav~d, i,n a..~sembl1:ng ,the i-i'les ¢aqp. . 
ttme a serial i.s inserted. or ,rem6v~d fr.om a file. Additionally 

, • 'l. ~ '''' "-. __ '" ~ )' _. - - ,-

added P:rot~ctio'n ;will_'be af-!;Q;rded the seria,l$ ang 'in- the c~se 
o:e ·QP~n., f~J.il].g th,e i,ile number will. be. readily seell af?q make 
~~~e 16cat~~ ,ea~jer. 

At present' :Bureau ~iles are asse~bled by~tilizing. _ 
:separate ba9ks 'and front~ and h~ldtO,g~ther by a met.a~ fasten~r. 

- ~~gh t~me ~ seria~ ~s pl~c~d i~ a' ~ile or remoVed ~~ is 
nece~sary1;o re,move tli~ top cover. _ Whtle ;some .time ·Goulg be 
sav.'eq· by the ~.s,e d:f :tqld~r':'"type, :S!eria,'ls, it is ;f~l:~ tha~. the 
~dld'er.;.ty,p~ .~e'rl:als would pq't a,tford 'added, prot;ectiQn for tne 
serials a~g ·the initial c<;>sto.f converting' to folder-type 
CQv~~~S would ;far outway 'ahy~avings '~n cler~cal tiIll~ 1,h 
ass~mbling ~nd locat,ing fi'les. .' -

In view Qf t.o.e ,above" it is recommElnded the 
'suggestion. ,no1;. be a,dopteq., 

-, 

.- 2 -
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.. ep 

·November 6t , 1969' 

PERSONAL 

~-:----=-=-_~----,...,....,...Jt 
Federal Bur~t\u of Investigation 
Washington, D. C. 

Dear~I ____________ ~ 
Thank you fo~ the. sugg~stion that ¥orD;l 4-49' be 

stampe~ with a particular abbreviation under certain circUm
stances. This proposal bas been considered and it haS );)eeIi 
deCided the present procedure is preferred since it is sufficient 
to provide. the, expeditious'handling·of fUes •. 

., .} -J+ 

l' appreciate the interest which led y~~ to subl'.9!t 

your idea. to ine.· Sincerely yours, rt~4,~ 
T .~ ;)". E~gar Hoover . _~_ -7 

1 - Mr. Sullivan 
1 - Personnel file.oII ~' ~~ 

~:ML:ag~ , , 
,(5) (Suggestion 250;;.70 dated 10/30/~9). 

1M'C:Yf:E:t-:::t.~;gests Form 4-49 (Serial Marker) be stamped"B & R" instead 
cial" when routin~. "BiOx and Iij.lri." IJile~.~ ~: i.11 .,£1' 

co M.'2pmes ic Intelligence Div~sion advised'attpr~seI.1t, when a desk 
~~r~:Ch _' _' . or immedi.ate delivyry, t~e filaiis; lo~ate(L~WJ~leaiately and 
~6~~~rs" '" '. For..m 4-49 is aff~ed' to file'"containing .gate and st;tmped "SPEC. It File is 
Bishop the~ delivered iIi a box by nexi; ,courier ~o proper building where r.equest 
Caspe{ ........,..____. 
Callana .. i"'::-"':: prfginated. Filing Unit do~s mail?ta~n some notation as to box number and 
~~:ad run nu ber in which file ,was sent but these notations ,are merely intern~l 
~~:n ~ .. ~, :".' ~on~' , V easures. Fact that "Box and Runff notatlon was' made does nO,t 
'Sullivan • ~ - ;) 

~;:;s '~,' " " " ;fA fVM~Note continued on page 2) ~' :'---) 
~~i:'e~~O 2 ~Cl\ . if /' 

G<mdy" _. _ _ !,A~ ROO~" !t£!.tTYPg UlmO '7 r 



'0'" . ' 

,; 

~." .. 

'L~tt~r' ~OIL ________ ----:-....,.....-...... 
NQr~:, ~~bntiIiued)~ 

b6 
b7C . 

, ~ 

- I .: 

, ~.eat).~Jn~ ,was :Inore e.xpedit~o~~ly baI).dJed:, Upon 'reqeipt, J.mai~cl~~~ 
, ,i~Jsupp6¢~d, to roufe·"Special" i~l~~ J;p :re<iuest~ng' d~pl)~, im,n?ec;lia~ely'. 
T,he:'s'O-.calJ~q. '''13'&; ,R"files'wH,l ~ot b~ Jlan~l~d,.,iii:;t )llQre',ex'peditiou~" 
marin~:r' if id,ea approv,ed SQ t~is. 4~visioq qppo~~g adqpti.on. 'F~~e.s an,.cf 
COh1ni~n~eatiQ~~' nlV~M9!Vftlso 'OPP91?~d, adgpti'QI)., p61p:~p.~·oqbtDa1; " , 
r"~p~cialrr. ~s suff~~ieflt ,IQ~ ·hap.~nirig f~l¢,s ex:p~fcUti9usly. 1.f~ox':aw;tBuh" 

. Jl?tt~~d,:OI)iy 'fn: sJfl,l~t~ol).·s wh~rEL~~~<?r)1.e;-e·ril'¢l,'g(~H.:icy·dlqtates,lt.~: us~ '3:n!i 
·i.~ a.,~m~,lJ al)lO.~nt 6f re.qu.ests fe'ceived. R~gu~ar'~ N~xt'Pe~~v~r.r. ,~m4! 
'Sp~ci~l ar·e. al~, th~t :~re nec~$~aJ;y" .to, ,4iffe:rE?nti~t~ : petw~en \typ,~s .Qf . <,' 

serv,l~e. givel!tfi.es~ l'EkJ.*e,sts,: 'l'ra~~ing t>iv'~~i9n:;, ·th~re~or,e,. q·PP9S.!=~$ 
adoption... ' " ", ' " ' ' 

'1 
" 

" - ... 

" 

~ '. 

. .. 



To: 

Director" fBI. I 

o 
$ 

I 

I~te 

10/30/69 
Dlvlslo·n of Asslqnment. b 6 

Dpmestic Intelligence b7C 

SUGGESTION Th~ij!!orm 4-4'9 ... routing slip for routing of files, bJt..§.tamped 
"B & .!~t ins't9aa o.wP~.J~j.f!J in t~e routing of Box and Run Files. . -

1 

Current practice or rule (Include manual citation. as well as facts), B ::.I R f . 1 t'l . '. ox anu un 1 es are curren y 
being routed with A Special Stamp on theft. 4-49 forms with a small "B&R" 
written in with pen. 

Advantaqes of suqqesUon and annual savinqs (include basis for estimate) The advantage of this suggestio il 
is that there wil~ be less tendancy of errors and the individual sorting 
files would be able to identify these files 'much eaSier that currently 
practiced. Since Box and Run files are ~he most important form of files 
called., it is necessary that these files can be properly spotte.d and 
immediately carried to the individual who called the file. . 

-
t~ . - -
*\~ : 7 

bJ "-

.' --Disadvantages o( suqqesUon None 

(The use by the United States of my suqqestion shall ,not form .the basl.i'-"O"£"""""£O"'U.b.A.I:..I::lI,gJ"gn.>-,Q,A,IL.;~w·· :l..K..l~,"'I.I.I.IJI •• :.clI.,..I: h,~vl:l£....I:Il.l'-'lflrs, or 
aSSigns upon the United States. I understand t!.lat I wUI be consldere Is adopted 
within two rears. after submission.), 

Ma].~ ~UDerV1S0r J 
S!qnature and "Title 01 ~uqqes Of 

Rec,Omm9nd(lIlOI:lS an~ comments <i(Olvis!on Head 

See addendum page two 

Slqnature ana 1t e v 

(Do I:lot write In t!.lls space -. for Bureau use onJy) 

'f\~~\A.\~~ 
~'.i\\...·.("'-c\ 

\ \ \ '0\ '0'1 

.,/1 

I 



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

ADDENDUM: _ DOMESTIC INTELLIGENCE DIVISION LEB:pag 11/3/69 

Suggester proposes form 4-4~ (file routirig card) be 
stamped "B .,& R" (box and run) instead of stamped "SPEC'.' 
(special) when box and rU,n numbers are called for by requesting 
desk at, Seat of GovernmElnt. Stiggester notes placement. of liB & R" 
stamp on fo~m 4-49 will make these files easier to identify in 
the box and will speed them to requesting desks. . , 

At present, when a desk requests a file for immediate 
delivery, the file is located immediately, form 4-49 is affixed 
to the file and the form is dated and stamped "SPEC." The file 
is then delivered to the proper building where the request 
origina~ed in a box by the next courier. The Files Unit does 
maintain some notation. as to the box number and run number in 
which the fil~ was sent, but these notations are merely internal 
control measures. The fact that the box and run notation was 
made does not mean that the file was more expeditiously handled. 
Upon receipt, the mail clerk is supposed to rou·te "special" 
files to requestin~ desks ~mmediately. Therefore, the so-called 
liB & R" files will not be handled 'in a more expeditious manner. 

In view of the above, ,it is recommended that sugges~ion 
not be adopted. 

- 2 -



REC..,Blt. 

~T~nO 

-. 

I I 
Federiil Bureau of .Investigation 
San Francisco, Califo;rnia 

o 

November 26, 1969' 

PERSONAL 

Dear I I ~. 
. ._ • <t'\ ~. . 

'I' have ~eceived your suggestion regar~gta method: 
for assemb~g fllef!+in_lQcatio"p~ .. ,~he~~-.:tA~~_e 1t~'Jls.,!H:~t!".1l!~~n~t;l . 

.... ·on ollenslielves. AfteJ; consIderation, It luis been decig~ ~ if~e 
present system for .preparIng closett consoli~ted volumes o~Jlles is 
followed it.. will take care of any' problems being encoun~er~d,~ the 
office· to whic~.,ou are· assigned.. ~rl 

AUhOllgh yOur idea was· not. adopted in .~s instance, 
the 'interest you; displayed.'in submitting,it ·to me is indeed appreciated. 

. MAJLEQ tZ Sincerely yours, 
NOV 26196.9 J. Edgar Hoover 

b6 
b7C 

2 - Your.attention.is caijed to:SAC.Letter 63-33 (A) 
dated 7/fJ/63 wherein a m~~od lor preparing 
file ends in connection with closed files was 
described. If this system is used prop'erly; 
the fasteners will be on the inside of the file 

f 
backs and no pro~lems as mentioned by the suggeste~ should'be e~col:Dltered. . 

1 ":' Persop.nel. file o~~ I.. vY\ ,rt/iJ--
~):a;~_ ~ (Sugge~tion 301- 0 dated 11/20/.69)' ';. ~ : ~:~ ~)JW v 

Tolson.-.-_ ~vr- r" 
~:~:::h -' -. - NOTE: 'Suggests chan .ng~fiie assemblage in closed fil~s sE?<?tions here. -. 
~~:: ~' files. are . s~ored. on slielves. > Sample of ,proposed method is attached 
Callahan ---. -_. whereby prong fastener is ·attached in slots through file front, front is folded Conrad . > • " • 

~:i~. . . ~long crease, mail is added to .file, and another fil~ front with cO,mpressor 

'

Rosen ." - .. 1S attacheQ on top. ,-- ~ ffo-
Sullivan. dJlV''f'?·. 
~;~J9flEC2 1969~. I • e 'continued on page'2). ' 
Candy' MAIL ROOMct:J TEl.pyPE. !.INlT 
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, 1 I' ~~tter to . 
~ L-____ --------~----------------~~ 
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"." _ . . J3y ,SAC ~'etter. .J?~.;,·3~. meIjti(;fne~ in ·Ii().te;. ~p)~A~?},#eJ~, 
"was 'aq.visec;r.of a m:~thdd for-·n,(a~~g file:end$"fr6moldJ!1~ bac~$.~nd· 

~ ' .. ~ atta¢~ing~them t.Q clb .. ~~d1· <;o~solJdate~v91",~es,of gres .. ~f thi~ :'" -" 
~ met~od"!s 1}~ed ,p'i~ppe:.J;'ly, t~er.e will. p'e<',n.o"Ja§~~Il~rs te~I?6s~~:·~9)O.C~ 

:files toge,t1!er ap.d'·caus~ pr.()plems .:mep.tioned ·by.~.sl.!gg~st~r ~.Trai1?-i~g 
P~~i,sJoIlc-.:r;e~omm~n~~j.·~ea I10t :be ad6J?t~d:. '.: ' ;. - .' ~' 
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,;. , -. J. . - ,} 
~ ~m~~'c;'y~ SU99~~io~ 

FD-2S2 (MtV~"9-1"r-59) 

r
f,O.:-1 
. ; 
! 1~' ----------~ 

_-~~" [ember 20, 1969 , --= :'4' 
·p.~~o~:----------~-----~----------~~----------S-u--e-s-te-r'-s-n~am-e-------------------~~-----~+-D-l-vi-Sl-o-n-o-fA-s-s-~-n-m~en-~---------------~ 

b6 '-Ii Dl!6ctor, FBI san Francisco 
. SUGGESTION ' 

~ 
. b7C, 

" A change ill file assemblage 'WOUl: 'eliFlinat,e six problem~ p.;!'sent in 
Closed Files sections,' and wherever Bureau files are stored on shelves. 
The change can be illustrate4 by ~king ~ file front, attac~ the ' 
prong fast~ner in slots,. fold along crease, ,add mai'i. to ~hefilet , 
at1;ach f,ile front with .compre~sor as u~ual. Cost would prob,ab!y not 
change,as p~esent fi~e fronts, unpr~nted, with prongs attached wou~d 
replace, present file backs. ~ _ 

't)(P. P·'R~~ ,~~ 
31'" NOv 24 dog 

Current pract!,~e 'or rule (Include man~a~ cltat~on '(IS 'well'as facts) 
i ~~ file' backs with 'the metal back ·of the faS'i::Em.er' eXpos ed'. Though the ib metal -baCk is glued -1:0 the' ,ffle' ·back, . a;fter shor:t u~e and, filip,g, the 

. ~~:7d~~!~~~aq~:~~~:~~~su~;~'~~e~~:~~o~;~~~~~a~~~~~u?~1~s~av=~~~~;=~~~~~~~~l~:d~~:a-s-ts-f-o-r-es-ti-m~a~te-)---------~------~~--~~~----~--_4 
l(. S~ggested change ~ou1.q .all<;>w shelyed files to'f~e fl~st :together~ ,The 
(:\ files' would not lo<?~ togetlier, building outward' fz:om tpe' 'shelf as more 
v files, are add~d. Files wo~ld ~ot lock togethe~, ,c~us±ng several to fall 

out when o~e file is p~lled. Pos~ible misfile~ can thus be avoided. 
Cards attach¢d to file ~overs for special information wp~1.d not snag arid 

'. "tear off. The pack edge of t~e file front w<?ul:d not snag, oI:l the. 
adjacent 'fasten~r, bending and weakening. t~e fi~e front. F;les ~ou~d 
not ,squirt off of over ~rowded shelves. "The ~tra fold on the file 
-back '9ould give 'tl}e ~i'l~ .binding greater strength, slowing tl1e 
,wri~lihg and" folding of the f~~e as' it grows ·pld~r. 

Existing supply of fIle back~ would have to b~ used.. A ,few Inor,e 
inches might be requireq per.'shelf because of the extra f{l~ l:!ack' 

, thiCkness. 

(The use by-the United,States of iny suggestion shall not form the basis 0 
assigns upon the 'United States. I, understand that, I wHl be considered for ...................... ........., ....................................... ......., ............................................. ----, 
WHhhi ~wo yeaf~ after submission." 

rgJMf. DMfS. DM1SS 

Re-commend~t(on's ,and comments ofOlvls1on Head - .Sugges t.~01). ~(OUI al " Vl,at~. pro rem' P . lIes 
st.icking, together, th,at is sticking' to the fasterle~, :and'_'al~9 m.at1 
sticRil1g to" the fastener. _ Dis~dvantag~ is "'n loss ()f fi1i' - sace 
additional thickriess of file back. 
~ ugg es t. ~ure au cC?~s'ide:- .a~d ~ f nopr ~o,.,..-t~~.,q,.c. ....... """"'-'6Iil--tI"-'r..:.-..Lf:.~~~L><.~~;;..,;;;.;.· 

I 
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I~ -
/ l '- -0 

J)ecemoor 16, 1969 

PERSONAL 

Federal B~eau of Investigation 
,New York. New York; 

: Your sugg~stions have been received that an .appr9-
p~ e~g statement ·be placed on c hen subjects have 
ooen-kitown to be armed and '<:mngerous' or have suicithil: tendencles. 
and that a top serial. be' maintained incerta1n mes confa1n1ng.the 
subjectts description and photograph~ .. I 'thought you would b~'1nter-
estedto know that simnar'p~oPosa1s have been considered p~viously 

---~:nd not ~dopte~.s1nce it'was decided the disadvantages involved in 
ese proc~c1ures Vlould 'outweigh any ~clp~ed. saving. 

The interest you displayed in, subm1t~1ng 'Your ideas to 
e is indeed appreciated. . 

P. 

Slilcerely YQurs" 
'J. Edgar Hoover 

{J
tn6 2 - New York - _".J~ 
~\" 1 - Field personnel file ~' ~ v1:(' -

1 - Suggestion file ~ 

"f' - ;personnel file of SAl I :w 
~L:ag~y 

'Tolson_____ (6) (Suggestions 3'l9-70 and ?80-70 dated 2/'10/69) , 
Del.oash ~ . ~'" 

~~~:rs H _ ,. NOT,E:Suggestion 379-t70 ~roposes appropriate caiid:oh.statehlerit He' 
~~~: '. sta~ped onttbp 6'E'fiH31.j ack. et~ j /~~ ,. . '.;.t 

'Callahan __ ~ ~t- p- -- -
.. ~~Ead --;_.-, Same ideaih'astbee.n rct>Q$i~e .. red in :recent past anci not adopted. 

b6 
b7C 

~~Ii:~an It ~as ~~i~ed. such ac!ion would·pl~ce top muc. h bu~den on q?-fe~ Cl~rk's 
ravel - c Qifi{\fh IB~~~f.E>~~atlOn,shoulg. ~ppear In approprlate commumcabons 'r 
;.o~~~sRoorn ----...:\.li~~ ,~n ~~S~Ch notation on fileJacket, file would still have to be 
~:i~s . y. re;YA\_~~~ ~ffi~t~asons why sub] e~t was considered armed and _ 

, i>. - , (N ote continued on page 2) 



I -" { 

<-' ~.---~:., .~-~~~' 
'_ eli 

_I '_ ~ 

-...... -.:; 

Letter' tolL,-__ .......-____ ~ __ . ---II ,-~ -' 
NO'l\~: ~ :( Continue~) .... 

~!' ~ __ ..i.l. ~ 

fit "_ • _ - _ _ _,~ _ ,_ ~ ~ Ii ~ 

dangerous ·qt· h~d ;!3ui~iditl ten4encies.Eujt1.l~r, a~l!:f~gitiYes '~!io1ild' " 
logical~y, be -consider~d armed ,'aricr darfgerQu8 -'w4~t4~r,-~o de'SC.rib~d, ig 
,c9~muni~at~ons, O:r no.t. 'Pl?-_~~ng such :tespo~sibility o~.: 8hief Ct~:r~ts -
-.Qffice ao~~d,lefid to :,e~I;or~ ~~ that. staJ:?lP"c9ula'~be, o~itteq Jrp:m coyer 

- or':not transfe)~~fed. #fil~ cq-yer ;!~ad ,to Qe·crei>lac~d. It w~~:,:f,e.~t. A • 

, J:o;rego).p.g factpZ:sQutweighecl·'any ,aI!tJcipa~ed<adv:a.ntage.' 
~- ~- .. ~:c -" .... - - --~ 

b6 

~- - ,-. ~=S~~g~stiqn:3~Q-70 p~612o~es f~l~s'Qn,.se·G\lrity ;s~bje¢ts ~ - ." -
cc>t].taiIi a~pink,:PQn.~e.r~alized:·form wh!ch, would' ,r~.niai,n< top ~~r.ial of " -

-; curr~I!t"volume. ()£ fil~, ~nd' c9nta!n. subj~ct '~ .. ·d~~cfiptiQn,;an(r j'"' . _ p 

_ p1!9tof5.rap~ .. ~., r , ~~~_ "" ' "~ 
--<. -=- ~-. 

- --, , - ~ufu~rou~ 'ideas :h~v.~ 'peen 'c()Ii~i4~reciilh past. reg~r4ing- _. 
J,!se_ 9ftop~upse):;!aliz.e~ slie~t for' c0!1t.ai.n~9g·:·,~es~~ipti6ns ~iD: file~~ ;~t ,-

, ·~as ~ec.ld~_c;l re~iaric§ sm .slie.et s_~tting-fort4l!1:i's,;!nfdf,m~ti9h would nqt' ", 
. ,'be. of ;v,~lu~!,' !or_'gopd:,rec6rdsc ma,D:~:gen'ieht" each: itemplace~· ip. fJle' ,. 
'should be. sel,'iali~El~.,r . ~ime 'Youlct,be ipyolved' in tr'ansf~r:i'iI\g:;it~ni , 

" 

' .. 

,.each,time.';t n~:w -yoluri!e 9.£ f~le 'op.e'n~(;l.' -Relian~e ,aD. ,ent.~res· rat~ler tfi~ri" . 
,- h~e r.eview. coul4 lea~.to e),'.ror _ or' orilif?.8idn;,.. Trainip.frD~vi~ioh.:~ecbnimehds ___ -. "1'-

_ ~,.cur.rent,Id~a n~~,~,e appto.ve~: ~~, ' _ .. ~'- , ,~-' '(,~ 
-.1-

; 

~\ - - ~- ,-

s-

- , 

" 

~ . 

-,' 
- 2 -:~ t 



12/10/69 
Su e t r's ame Division Qf Assl9,nment 

New York 
SUGGE:;STION 

In si~uation where. subject,has been designa'ted' Armed 
~p,<i Dangerous and/o~ Has, Suiciqa~ Tendencies, thi,s. statement 
should, .be. -stamped' in enlarged l~tters on top of file j~cke.t. 

~qt "'in practi'ce. 

o 

b6 
b7C 

r 
. O:ttell times, subjectt·s design~tlon~ as such i,s ~et. forth :!i., C) 

in an early volume of f!ile and no~ .in subsequent voluni~s.. This 
res~lts-:<in ,statem~nt bein~. inadverten~ly oni~tted f;rom s,ub~El-;"._ 2$ 
quent ~ommunications. .St.atement, in f~~e, cover' would act~~s an LL 
iimnediate caution and ~eminder to Special Age~t lian7-ing_: ?ase.~ . ""'FF 

lJon~ 

I.... , 

t 
I 

L 
r' 
I' 
,~ , 
! 

, } (The use'by the ~nit~d S-tates of my'sugg,esUon shall not fn!n' ~h; basts o! a further claim of-allY'Z).ature by.me; ,my heirs, 
, osslgns upon .Uie UnIted"States. I un'derstand that 'I wn~ he. consHiered for: ony j 

Wl.th{n two years after submission.) 
5' 

. , Slqnature. ,and Tl e of S.uqqester 

,(DO- nQt,wrlte-lZ). thls' ~pace -,for f3ureau use only)' 

I' }..~~ 

.. 
J' 

-l, !J,:..._~_~~~--,--'1..l~(_a.~I.:..,Ctb""""""';'-_""""""'_--::-:-_~"'--___ ~ ____ ---';'~ __ ~--I I 
. !I / 
» ~, 

---



Date' ? 

. 12/10/69 

I b6 
" P!rec.!,pr. FBI '. ,~ew ' York b 7 C 

/ SUGGESTION ..1!Lti.l.e.s_oD-S..e..~ty..;:..s.ub_j.ec.ts., subjec~tt ,. escription and photo 
'should !te-p~aced O.A. a :non-se~.ia=!J.ze.d_pj.D.k-1:o·rnit_whibh ,would remain'~ 

, , !tciJ;L§.ew.a1 'oLc..ti.+'..r:ent ,volume. Color pink ~would serve as flag that. -. , 

I.~· ; .f.'qrm. is n,9~. to 'b"~.~ seri~lized; . similar to FD-238 in 'aq.miilistrat~ve 
{~ sect~on of~nformant f~le~. Changes or up-dating form woula become 
: ~', [- r~~p.~~sib1:1i ~y o~ case agent. Form would not elimin!te n~ce~~i ~y o~ 
, \ s~ttu~.g forth f,ull descriptive data where required (J .• e. ~nvest~gat~ve 
\" rePQr~s, dissemination ~ommunicationsor FD-302s,.foIlowing i~ter-

~" .r' vIerls) •.. Form would not set forth resume ,Of subversive background and 
~ would not be intended to replace necessar.y fil~, reviews. Form ~ould 
t' -also include~,space for fil~ numb,ers of ~uxil~ary' o~~ices. 
~'i '(:SAMPLE FORM ATTACHED) - I . , D;~~tiV ) 
, ! ." () I-IL[;~ , 0. It I ~o 

'-.! 1 Curr'mt practice or rule (lnchide'manual citation as well 'as facts) 
.-... :; ! " 

j'\ • I Not currently in" .pr~ctice except. auxiliary office file numpers 
may be ~ritten on inside of front coyer. ' ~ ~--~~~~~~~~~~~~~~~~~~~~~--~~~~--------~--~~~ 

Advantages of suq"gesUon and annual savlnqs (include'basls Jot estimate) Form would serve as immediate" 
~I>eference and assi~t 'greatly iIi file revi:evlB. Mo~t often, descriptive 

:~: inf()rmation is set forth in first volume of file ~n~ not again unless 
• spec~:al s'i tuation requires. SAs· or -file, revIewers, ,must.go to ~arly 

~j', vol,umes o'~ Jllu~ti~voluine c~se !1lerely ~o obtain des~ription. Photo gpaph· 
"\,:.. wi,th currel?-t volume woulg. as,sis~ filere.~iew~r~ in immediate).y ~ . 4' eliminating some references, base~ on aJ)j)e~r~n~e (race ",.age;. e~c.). A 

newly assigne~ agent ~ould gain immedia~e familiarity with ~~bject on 1 
whom the:e has be~~ exten~ive investigat~o~~ .Re~dy acce~s .~~. ~~iliary 

~ office f~le number~ wo~ld be greatly benef~cial '~~< prepara tl..on of out
going communications and eliminate needless indices search by receiving 
office. Dollar value on~ 'countle B.S ~gent and file .reviewer -flours,_ saveq. 

lr_~b{~s~oo~v~an~taag-ebs~o~f~su~g~qe~~FtI~:en~~~7-~~~'~~----~~--------~----~~~--~~~~~'~----~ 
'~: - . ~ 

~ Minimum amount of~ time spent in preparing form •. Fo:rfuj. would be 
utiiized on p~nd~ng.~atters and prepared on ~los~d cases as~~hey are 

\L ':neopened_ for investigation. No attemptwoul4_ be made to .. prepare ,t'orI!1~' 
'- on al~ cq.osed matters. -, -
'{ (The use by th-e. United States, of my suggestion shall not' !orm"the' basi , 

~ 
: g,.sSlqnS upo,,- the United Stat~s •. 'I ul}Qerstand ~hat 1 wUl be consid"red' 

;.., withln two ·years after submIssion.) , 
1'-,' .,. ~ - >-

: ~ - - - [X] Mr. DMrs. DMiss L-------""O!T==~:-;r""'1r"1"1T~~=:_:rr:;:r_--~---
".~.: -. -". 

\

",) Re~9m'!le~datlons and <:,omme:nts of DivISion Head 
1'. _ _. 
, ' ' 
)~ , 

I,,· 
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I 

I 

~D 000-. 
) 

., i'i .' " . ,/ \b ;0 
'Subject's Descriptive Information Form 

Name':' · ................................ . 
Commonly 'known as: · ........... ,. ................... . 
Aliases: · ................................ . 

· .' ............ ~ .................. . 
:Dob· and Pob: · ... ~ ............ ~ .............. .. 
Residence: • •••••• ~ •••••••••••••••••••••••. * •• 

Height: -* ••••••••••••••••• ~ •••••••••••••• 

Weight: · .. -0 .......... ' .................. . 

Build:- • ••• -* •• ~ •••••••••••••• ;. ............ . 

Eyes: 
• .-•••• !I' • .'. • • • • • • • • • • • • • • • • • • • • • • • 

Comp~exion: • ••••••••••••••••••••••••••• ~ *-, •••• 

Scars, and MarJts.: • •••••••••••• ~ ••••• ~ ••• eo· ........ * •• 

Pecul~ities & Characteristics: · ................................ . 
occupation: 

Social Security Number: 

Mar.i tal S ta tus : 
(identity of s~oujer 

FBI Number: 

'Military S~rvice Number: 

Photograph 
Date Taken ( 

SUBJECT ARMED.AND,DANGEROUS 

) 

• •••• ! ' ••••••• ' •••••••••••••••••••• 

..................................... 
• ••••••• 0 ••••• ~ •••••••••••••••••••• 

· .... ~ ....................... ' ...... -. 
· ....... ~ ................. -....... . 

File Numbers 
Auxiliary Offices 

· ............ ' .... ~ ..... . 
.• • • • • • • • • • • • ., •• e· •••••••• 

· .......................... '. 
· ......................... . 
. ' ............... ~ ...... . 

in red if applies) (Circle 

~-J.,3t9_ 
fUCLOSURQ 

d-Jt( 



I ., 
TO 

"'~J., opnONAL ,OIM NO. 10 ~ 5010-106 " .~ ~:~~ :~~:c:.':,. 27 ~ 
UI'HTED STATES. ,ERNM~NT 

Memorandum 
M ' T ,.Ai-

r. aY.!J(t DATE: 10-23-69 

FROM • iy.w. Waikart 0 

.. 
Tolso(l __ 
DeLoach __ 

~ Walte1s -' 
Mohr_' __ -

A'" -{'it' Bishop ,7"-o cJ easp -- . 
Callohan __ 
Conrad __ 
felt '. . 
Gale __ _ 

b6 Rosen ___ 
b'7~ SullIvan __ 

1'--- Tavel _-..,
Trotter __ 
Tele. Room _. _. 
Holmes __ 

Gandy. 

SUBJECT: FBI ~RM..B6Q~ p~,L,es .,,} 
V 

REY1SION_O .. ~ FORM 4-94 ... 

It is requested ~ ~-94 be revised according to attached sample. 
A copy of current form and a requisition for a supply of the revised form are also 
attached. . . 

RECOMMENDA TION: 

That this memorandum be forwarded to Forms Management Desk, Training 
Division, for appropriate action~ 

Enclosures 

LFI:bpr 
(3) 

'14 DEC 23 1969 

--_. 

dY-



(SUBJECT) - (FILE NO.) 

ALL SER-IAL'S"EXCEPT THOSE REMAINING IN FILE AND THOSE LISTED AS CHANGED ON THIS SHEET WERE ~SKIPPED· OR 
WE'RE REM!lVED f~ciM FILE AND j'-ESTROYED IN ACCORDANcE-wirH'cAUTHORITY CONTAIN~D IN 

'1 • 

. ' 
<-i._ ... - ~~ 

~ 

-(TAB CARD IN THE NUMBERING UNIT 

~NDiCATES ACTU:~N TAKEN) , 

DATE __ ~ ____ ~ ____ __ 

INI TIALS __ ---:-__ -:--____ _ 



IL~~-,.......,,-.,...,..--__ """ ____ k~re .. _\~~-~,~"=~o::--,-...- :"~ 
£')~(TA J~i:ARD'IN-THE-NUMBERlNG'UNIT-:-------{ i __ ,S»------------DATE 1 
'> INDICATES ACTION TAKEN) l 
" • .",~ INITIALS __ -----:--~:'j 

G , ; :z J I f- ~ ) ~ L#~ 
~HClOSURf. 



4-94 (Rev. 10-23-69) 

. --------~--~~~~~--------------~ (SUBJECT) (FILE NO.) 

o ALL SERIALS, EXCEPT THOSE REMAINING,IN FILE AND THOSE LISTED AS CHANGED ON THIS SHEET WERE 
-SKIPPED- ~R WERE REMOVED FROM FILE AND DESTROYED IN ACCORDANCE'WITH AUTHORITY CONTAINED 
IN 

o FOLLOWING SERIALS WERE REMOVED FROM FILE AND DESTROYED IN ACCORDANCE WITH AUTHORITY 
CONTAINED IN 

(T-1B CARD IN THE NUMBERING, UNIT 

INDI,CATES ~CTION TAKEN) 

DATE __ --,-____ ~_ 

INI TIAL S ~,..--_________ _ 

C :~g~~. t7- 0J ~p~/d ~~ J-
I~ PRINTED REVISED 4-94 



~f! &h-1<311--- ~1 
~~c\t .. 

Mr. RObert E. 'Gebhardt 
Feder~ 13ureau of Inves~gatiOn 
JackSonvllle, Florl~ 

'Dear Mr. Gebhardt: 

January 28, 1970 . . 

PERSONAL 

- . 
. I have rece~~~~our suggestion 'regarding ~e 'use 

.-___ 9~ a "color systeml~ ln th~se4-file-sections of-fie~d 6ffice~:~s' 
an extension of the procedure whereby fiJ,e ~nds are placed ·o.n . 
these consolidated 'VOiuln~S. This proposal haS be~n,evaJ.ua~ed 
and, while-there is hllsolute~y n<;» object~on to such a.practi~e, it 
has' been decided the action necessary· to bring it to th, attep.tio~, 
of all offices is not warranted. due to the varying condit~ons exist- -
i:ng in these locations. .. . 

. AlthougIt your idea was no~ adopted in this inStance, 
the·interest you displaye~ ~ briIig,ing' thiS ~atte:r; t? lD.Y ~ttentioh 

' .. 

is indeed appr~clated. 

.' Sincereiy ~6urs, 
~ .. Edgar"Hoover ...... - -.- - . 

p/. ____ . 1~ 
'1 - Jacks Qnyille -(Suggestion file)' " . - .' . 

~ML:cak~y.. , . " " .. <r -

(5) (Suggestion, 483-.70 dated 1/16/70) , , 
'NO'1;E:' Pur~u.ant tq f?fi,C;. Letter 63-33, dated~/9 ~3-; 'whe-r~byf eac,h ~. 

Tolson ' •• o!~i~~·with· qpJii~shelf filing ~or c~ose ~;;c6h_solidated voll;lmes 
Del.oach -" - ~...... ~r.. - ~-
Wolters ' - " 2f fQes W~SI advis,ed of' ",metho~:l.J.Qr_:m:eijafing_and-at_ta.chinglilELenqs. 
~~~oP ~ 1Q' these ¥plumes ap.$1·W~i.kin~~h~Jn_viith the b~ginI?4ng,and ending:.file 
g~:I~~n ~ Aumbers iltl eacn' VOlume, tJacks"~mville' Office' started using a I!~olor~\· 

· ~~ilad' systeniff'appro~i.ll.l.~~e!Y'Lsfx. months ago in additioq t~ ~~ar:kiilg_these ~hds 
· Gale with file number.'s '(samples attached). iSAC Gebhardt 'stated this· color 
~~Ii::~n. " systelll: has :been a great "safeguard" ag~inst rhi·Sfili~g'. ·.The ·system is 
r:;~s ~ " ,~relh !~e placing of cOlored,' ~nprinte, d gu, '. !n.m.~d lage,~s. ,Q~ file en,d~ .. ' ,~. .' 

,1ele'"Roolrl_ V ~!.!!:'". . \ / '" , .... ,'"" . ' 
· ~:~~' 59 FtB1'L R01~":;'~'P ~..,({ro~~ Continued on Page 2)' .... 

, J 



, 
" 

, ... 

" 

>- -. "::-" ~ ... ~ ,'" -

'" _ "' ~.~C:;-::-",-:-, ~~-==-;;;-o"'~ ... ---C,--=-,'';-' ----o.~-:,~--::-"=:~',.-

!, 

, . 

. 
. NOrpit' ¢o~hhue,d:; 

Dlffer,eht coloys,:are.used" 'for ·different classifications and when ftin' 
:Spe~.truirt_ :<?~ :~6tQ~S' 'h~~:~~e~n '!?~~tist~.~~. '·th~·.'c'01:6r~d)apels are .th~Q.' 
:i>lace~f ~il.'qi~~~;r.~n~ 16c;ati,qijs" o~fU~"efip.~, 'l?ut pHt~~q· in. ,sa~e: Ib~~ti6~. 
;f(j~ t~lE~' p~rti<}1.l~3:r, ;c~as~if~<}~t'~~:m! AsI),bted on. .s~ftiples,. lw.<;>: different 
g9lops· ~pel;ll:!e419t· fo~r-'4~ffe:rellt. ,c~a,.ss!fiGati6Ii~, '~l,ip 10,G.at~·9~ ·o~ 
:gur!lin~d .. l~.be:ls lh, •. tw9 in~tan~e.s \~re' .e:htir~lY ~iff~r~rit a,.ftq:,~s· .e)ltir~·' 
§~eJf ~~$' v~ewed ,fo~ '~p~tU~ulav Gla~sVt¢atibn" ·~ny consoHd~ted fil~' 
be,ip.g ·iti~s~i:red 'wi~l ~t~D:d, 9qt jmme'diat~~y. Sugges~s th~ssyt~ll} ·~6!lld. 
D.e· btb~gijt tp .~~tehtib!l· .o~·othe).~, ,offic~s: 3;~ .~i1 optional'P;roce'ct4t~~ 

, ',', 'i'~ajhing .. t>.iy~s,ioP.-·:4}t~.'sI~scti§s~~·.thj$ ~}itteJ:-:t~l~ph9ni~any 
wit4.:J;J;lsp~cfiQh i?iv!'sj.pu '~)ld :11; ~s .. a.gt¢¢d. pr.Q.c~9\lre·>46~s 'P.bt Wfl~17~iit.- . 
,an ,~AG ·~et.t~b 'Whil~; j,t Jilg.y h¢~p' i!1·s;if~@af.~i~g. ~gain'~t :iri~~'fi:l(~.~:,and 
:in~y, :bg ·~Yf;~ c:atc~in~) ·:p.r6c~ciur-~ Wo~lct ip:volv~ e~tra:wo!-,k on: :part '9£ 0 

'i.I!diy~duals"handl!p.g·th~$e, iil~~, F·iliIig,py ;rtunil?~:t} ~h9i.I!d> J)~ ,e1?-tix~ly. 
suff~9ieht .a:~c:I b:ne~.sh,otild· ~ot 'A~p~gd, .<iil,·90lprs ,~q9!l~·' ~n event 3;P-: 
·~nd~y!dua~· '~hpulg·'b'e. :~?!0r.-:'~lifi~4,' 'ih wqt~Jd, ll9t aithhiP.i, wfiat~o~ve~ .in 

, > ~handHng' nle~.. Tr~!h,ii;l;g>:Oiy~~io~i t.e.c,Qnim,e,1J.d~ no. f1it'tli~r action; , 
.,r.egardii1~' this P:t;QPo~~l; 



1/16/70 
To: from: (Suqqester's name), Dlvlsl0~ of"Assignment 

JACKSONVI.LLE 
SUgGE;STI0t-i, ursuant· to AC, et1=er 63.-33, ate 9 ~~, '1. =L.s··optl.~na wJ.. 
. eacp. 9ff'ic~ to follol>{ the prAcedure, of u~i,:I.izi~g. filee.n4::> of the desir~ 
widt,h which may be madE? from..-'file.?b.acks and .pla,c~d over t'he Acq9 fastene' 

.as the fi~st and last item on the fasten~r to m~ate a durab~e end for 
each file! This au~,hor'ity c~ntinues that' tne beginnin~' ~nd e~di~g fiJ-e . 

. n,umbers .in the' c'ons?lida1:eCl voluiri'e shou~~ be done in, peI.'m~n·ent black ink, 
on the file end •. This procedurej of ·courie, is utilized,pnly where an 
office has open-sheif fi;Ling. The JacksoilVille O£fi.ce has ·been' utilizi~ 
this filing system for some years, a:nd i t ~as no.t only be'en founft effE?ct~' ye 

~ and efficient ; but 'presentsa mos't favorable impression wh'en v~ewing the 
0l>~,n-sh,elf.- files in' the cl:,osed f~les 's'e ction. 

AJ?proximately six mon,ths ago; the J acksonville O"ffiC'~ started 
,(continued on next ag~)' 

Curre~t t>ractic~ or ,ule (It:lcluaemanual' citaiiot:l as well asfacisl, 
, ' T.her-e ar,e no Bureau ins't;-uct,ions 

known wi:th' respect to this suggestion. The only known foiling .sys.tem is a 
set f'orin' abo:ve in the SAC Letter 'which is optional,. , ' 

,Advantsrqes ()'f.~suqqestlon and annua~ $~Vl'nqs Hnclude basls for es'Hmate). '. , 

It is a very defi~lte ~afeguard ~~ainstm~sfili?g p£ c9n~olidated ~2bsed 
file~) pal:'ticularly where there i's a' similar.i.:{:y of numbers such 'as 
"sis." .and .iSSsll. ' 

1)1sadv~nto:~es o(·suqQ.estlon· None -~kn()wn' 'on ce t~e' gummed lab~ls' .,are at-1=ac e t 

Aowever, the labeli hava been ~laced 6~ the dlose4 fil~~ in this 
division .. ,oy,'er a :period .a~,,-iim'e was available t9 'the 'S:ecu~i,ty ,Patrol 
Clerk.' . - ~' 

rJl, JAN 3.0 1970 



·" 

SUGGESTION (Co,ntlnu~q:) 

'a' II c olor system f', in'. ·'the closed fil.e. section in ,adClition to _ 
~he ~poye niEmt~'~~ed filing ,syst~m, 'and ba'se,d on', th~ ~~_p~r.ience 
o'r- th~ perso~'n~l of th:i;s -,office, .p'ar,t:icularly wli,en placing 
consolidat!d fiies tiAg~ int~ *~eir resp~cti~e s~qu~ncet it has 
beeA §l gre~t Usaf~g~:ai\dll' '~ga;rist ~~sfi::-1i~g. Th~ co'lo:r;' ~yst~m 
i;'Sf ,mere'ly: th~' ,plac~pg"'~f~ col~rea~ u.ni)l~~p:t:ed' gummed lapels on 
th'e, #,~l~ ,~~ds. ," D~;£.:f~!,,~rit, c6).ors are utilized. for .d~-~feren1; 
classi'fi::cations a~d;,> w,he~n the, j=uil ~p~c:trum i;>f' col,ors has beet:l 
e~h~.ti.srt:.ed'., ,t~~ coliored;l~be.rs are, then placed' ,in di:f~eren~ 
l:oc~ti'ons b.ri the ·fi:-~e ~l!d:s" bu~, placed .in the sC3;me loc~ti'on 
f9.r'~h.e,pG\rticula~ classifica.t~on. 

" _ ~~. ,.fn.dJ'9at~d i~ :eh~' :fojll" samples' ~t~aghed, two: 
- different. c'6l:or's are' ,util:ized :for foul" different ,class ifica,

;~,ions', 'but ~ i:h~: :l..~ca~i9n _o,~ 'the. -gummed-: ~'ab'els' i,n, two ins ta~ge~ 
ahe ~ilt'i~e'1y -<;l'~ffe?;'en.t an~' affij> th~ entire she.lf ,is :viewed . 
;for a ,pa:rti~.ular,' c~'assifi9!'ltion" ~~y c.onsolidated f;l.e be:i:ng' 
,'misfiled will stand ,out .i:J.!lm~diClte'lY,. 

it is ~~ggested th~ Bu~eau consider advising 
,th99~ ,6ffic~s utiliz,i~g tJ:le. proc~dill;~ set .fo,;.th in .:the 
'above~ment~oned'SAqLe~ter-of' tpis color ,system.pr~sent~y 
l?ei~g jJtilized in ,J,acksonville for their 'consideration ' 
?t~d possib~e.' ,utili'zation. I~ ~s 'sugg~s:ted, ?s in:the above

. ment~on~d S!\G Letter! this procedu~e:'be optiori~l. 

-2-: 



o 

ADDENDUM 
INSPECTOR D. W. MOORE 
(DWM :wmj 1/21/70) 

o 

As a result of inspection' of the Jacksonville Office, 
it appears that this suggestion is an excellent one in those 
offices where open shelf filing is in effect as this system 
of color coding file backs very definitely would safeguard 
against any misfiling~ Therefore, it is suggested that 
consideration be given,:to<1:Jringi~g this to the attention of Bureau 
officials. ' . 

f ! 

-; 
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o 

I Federat B1li'eau of Lesugauon 
W~hington, D. c. 

'May" 20 1970' 
~ 

PERSONAL 

'Dearl I ", , _ , 
I have l'eceived your suggestion 'that ~yste~. be initt-

" ated'whereby: filef!. would .. be recorde~,"as"they:,qome .. into.an.office ane!. 
inform.ation-w0u1(J be..noteJLasjo..:wh~~.b.-tb.~use..J'~~~~.J9_b.g 
"returI.1ed t.2....~~eg.,t9 .... ~O~-2the:t;..i!\4.i~dtyll. After ev:~uat~oIi, 
it haS been necided the additional worlt which would lie invol~ed in 
such a proced,ure· by the personnel calling for files wo~d not be. 
warranted. '"' _" 

b6 
b7C 

. The interest which prompted you to submit' YQur idea is 

-.' If 
:E 
:E o 
tJ 

ind¢ed appreciated. . 

S~cerely yours; 
j Edgai llooYel\ II. _ 

1- Mr. Tavel 
__ =_.!. __ ( d,.. ~ Personp.el ~ile ofl I 

-'" ~ ~vJ.L:cak ~I<- - . . -

Tolson _--.--
,Oel.oach __ 
Waiters .. 

(5) (Suggestion 7,83-70 dated 5/18/70) 
, t 

NOTE: Based on memorandum. J. 'W. Marshall to Mr. Tavel, 5/18/,]0 
captioned I I d~~3, Filing Unit, F~les and 

Communication~ Pivision, EOD 1/13/69, StreamliningCpinPlitt~e 
Suggestion, OTB: c,sa. 

Mohr· , , 

'~~:~~ Training Division agrees with tiie, vie\vs:;~~pr~ssed in. the .... 
~~r~~an ---- above-mentioned memorandum and recommend~ ide~l'H.bt be adopted, .. 

~i~~~JUDJ1 ~.. v.~ ~ ,r-
lele.R

oor!>._. ~U V Holmes~ __ 
Gandy . MAlt. RQOMc;::J TE!..~TYPE UNlTD 
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, 

- oniON ... ' 'OlM NO~ 10 ~~ 8' SOIG-I06 

" ~ ~~~~ :~~~ON':,. 27 ~ ~ 
O'NiTED STATES '~ERNMENT 

Memorandum 
TO Mr. Tavel ~~ DATE: 

'~ 

5-18-70 

Tolson ~ 
DeLoach __ 
Waiters ~ ~ ~ -~ 

Mohr. __ _ 
elshop~ __ ~ 
Casper ' ~ 
Callahan~ 
Conrad __ _ 
Felt ..".-__ 
Gale __ ---. 

Rosen-.-_ ..... 
Sullivan _~ __ 
Ta;el ~ -
Soyarl' , ~ 
Tele. Room -. FROM 

I GJs· '3V~ ~F"l" U .~t \....' hl-€S 
Holmes -
Gandy _ ____.-

SUBJECT: 

~, l. l.ng nl. , 
Files and Communi,cations'Division 
EOD 1-13-69 

STREAMLINING COMMITTEE SUGGESTION 
,#-1'{ 2~-rto, , \. 

I I assigned to Filing Unit" has sugge~,~ed 
through the division's Stream~ining Committee that eac~erson 
who calls filesfiIiour keep a record of the files as theyScome'" 
1nto tne-iild~du~l-o~f~ce' an nen cross off these rrtes-~~ 
';tliera:re releasea. Ar~pon releasl.ng =the n,1e, inai"Viaual 
employee slioula-1ndicate whether file went to another employee 
or back to the Filing' Unit. He noted this would enable the 
cle~k locating the file to find it muc~ quicker thereby allowing 
the a~ent to handle the case much faster. 

Personnel of the Filing Unit and members of the Stream
lining Committee do not favor adoption of this suggestion inasmuch 
as considerable time~would be required to accurately maintain a 
list of incoming~and outgoing files including designating the name 
of the employee to whom the ,files are sent. Also, any inaecuracies 
in maintain~ng such a list would greatly reduce the effectiveness 
of this proposal. Since the primary objective and responsibility 
of file locate employees are to locate files as necessity dictates, 
it does not appear that this suggestion is worthy of adoption. 

RECOMMENDATION: 

b7C 

For,referral to the Training Division, Attention Suggestion 
Des~ •. 

0J13 ~ 
OTB:csa 
(6) 

~~r" C('iJ ~ ~""I 

~ro.~. 
~E~- ;L 319, ,,} J $> 

-"-

v' 



~~~~--~--~I -Federal Bureau, of Investigation 
Washington, ,D. ,c. ' , 

DearlL.....-__ ----I1 , 

.May21, 1970 

PERSONAL 

"'-) 
<> .. 

"" -{-

" 

j-" 

:~;.e 
....: 

c..: 
., 

"";: c-" 

i have"been ,advised of yoUr ,sugges~on concerDing 
the cC?~olida~9n of,fil~s;in 'a p~~cu1ar class,ificatio~ ~der:.cer.
tain, circ~stiuwes. ,It: is a 'pl~asur~ for, me tq;,a4Vise .you tms 
prop'os~ ~:~~etl ~~opte<i.;~d it? ,b~~ng impleme~ted. ~.' .. 

-, 
'Th~lnterest: and initiative which p:com~~ci you to..,: 

.submit ~6~ ide~ =:tr~ ':in4eed ,~ppreqiat~d. 

Sincer~ly yours, " 
~~ ~ '~oover ' "', 

b6 
b'7~ 
I~ 

.-, 

i 
I 
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<ir ;;.,P!i,OWAl fOaM NO. 10 Q S010-106 
"~~'('/ ,'MAY 1962 (OmON 

-- GSA OIN. IfG~ NO. 27 

UNITED ~TATES G ERNMENT 

Memo ra ndu'm 

'l'clson_-, 
OeLoach~. \ 
Walter.s ' 
Mohr~~"
Bishop_ ......... -
Caspel. __ -

TO Mr. Tavel ~ DATE: 

FROM J. W. Ma 

SUBJECT: 

S-:- , Fi ing Ulii:t . 
Files and Communications piv~on 
E.OD 8-29-~6 - ' . 

'STREAMLINING· COMMITTEE .SUGGESTION 
-=ltt1t~ ~rto . ~. . 

5-18-70 

o -I Ft /e.S 

I I aSSign~d to Filing Unit, has,~ggested 
through- the divisionf~ Streamlining·Committee tha-t;rfiles in 
the ~77 classificatioI\ (Departm~I.1tal Applicants) (thro-yg!l tpe 
year l9405 be' "scop.ggy. Sco,ping the files eJiltails putting 
several files into one section with one front and back forming 
a new file of about I! to 2 inches in thicknes~. She pointed 

Callahan ' _______ 
Conrad -
Felt-=-___ 

Gale..__--
Rosen _:--0-
Suillvon --.:.-Tavel __ _ 
Soyar.s ____ -
Tele, Room __ 
Holmes -.".--_ 
GOndy~ __ 

b6 
b7C 

out that since the present files are in Poor condition, contain 
only a few serials, and d'ate back to the eal'ly 1920 t s, 'considerable 
savings of space could be realized a~ well -as time which WOUld)b;) 
required to repair the file covers for .each· in~ividual file. ~~ 

Personnel of the Filing Unit, and members of the ~tream
lining Committee favor adoption of this suggestion inasmuc.h 'as 
it will provide fqr ~he recovery of valuable ~pace and will enable 
these files to be repaired at a minimum cost as well as a minimum 
expenditur~·of- time. Since only the files thrOugh the year 1945 
will be scoped, it is feli this action will ~ot create any hardship 
with regard to these files being called for review purposes. It~ 
is estimated that a 50% recovery in space will be' realized or ft~e 
cabinets will be recovered. Therefore, this p~cedure is being 
adopted and- implemented. 

RECOMMENDATION: 

For referral to the Training Division, Attention Suggestion 

" ... I 

REb- 83 fdcA3li/f,fV? 
us JUN 11 1970 
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I 
Fed~ral Bureau of Investigation 
Honolulu, ,Hawaii 

De~~ ______ ~ln 
- ~/?;ce., ~ 't~.e~ 

Thank you for the suggeStiOii ' 'e ends be 
furnish d il ces by the ~eat of Gove e, ailthat a: 
color code 'be utilized in 'major classifications~ .As. a'matt!r'of 
possible Interest to' you, file coVers are not prepared at, the ' 
Bure~u but ~ust be obU$led from.another Governm~~t agcfl\cy;., 
~e cost of obtaining file ends'from a: cOIll.lpercial ~~et 
makes ·such. action undesirable. With regard to the ·c;.Ql~~ , -' 
coding,. tJtis propo~31 'has be~n ,consIdered prErVioUsly~ and - , 

'-___ , not approved ~ince it was decided that,flling by·u~r·~" 
entirely sufficient. ~ 

4 -, 

I appreciate the thoughtfulness' which p~:inpted 
you to submit your 1dea to me. 

Sincerely yOu~s, 

2 _ Honolulu J. Edgar Hooyer 
1 - Field personriel file 

b6 "'. > 

b7C • '" 

i 
\ 

\ 
\ 

1 ..-'Suggestion filr:-e=..· _________ ----, ~ 
1 - Per§onnel file ofl I 

~L:das ,c£o-.,J - . . ~. 
(6) (Suggestion 8'35-70 dated 6/10/70) 

. ,(,·rl\J~ 
'~ if'"' 
(" r -, 

TolS¢l.\' ~ -
DeL<>a~ __ ~_' 
Walt~<s NOTE:. ,Suggests Bureau s'upply pre~r~9-~1cJ ca:t:q9.0~;Iid\\9 :be '~us~d,ln . 
~r!'t:op , bindilJ.g and identifying consolidated closea 'filesl l1tainhiined 
g~~~ran _', __ ~ in· open she~f filing. Also, suggests a color codEh,be p.sed in maj or 
Conlad, - 'classificatioris to aid inQre~ing dowI?-;,classificati6iis, for filing. ,1ll/1." 

'fel.t , '(1 V 

'~~~:an'~ i -~ (NOTE Continued on P~ge 2) UYfi" .~ 
Tavel . ." .fIAT Ff~ , ) t 117= J: 
So,?ats" , Lf ...... 'U 
~~l~e~oo!ll~ f!.<t:Jl" 9, 197' " 
Ganox' ' " i,B 'filA ~ tEI.ETYPt: UN~TI;:l 

- " 



!-

~~ ... ". __ "~~--~\.- ~.o. ~~" ~ _. ;..,t"-!''''' .... .., ,~_, ... --:;;::...-.~T"'~ ~,':. .e .. ,:~,,,. .r ~ , __ .~ , ,"'-. .~_'" _ .",". ",~ '.: .. " 

~. ~~ 

.... . ' 

- ·0" . . . . 
, , 

~et.t~r tgIO""'-__________ ....I1 

N0TE eontin.ued:: .,. ~ ... .,.... ;; " 

. . , - 'Pies~nt s.ys~~q.l'i9r ·Heiqcoff1ces; ~s to. Il1~~~ jile·.epels 
froQ1 f~l~ ba.CK~ and'fr9l.lt~ an~rthis~.methbd was', sent ~o field~b.y. SAG 
letter 'du~ :to'~ 'fq~nrer-sugge,~t~oii. A, siX.;;'.mont1\ .tr~al of thi~;;,)t:l~thQd' 
wa~ cond~~ted qy H.ousro.n Of#ce.ancllnspection J).iYi~ion tporoug4ly 
evaluate~ the. qom.?l1el'cia~ pr.oduct. with:.pj.'epar,~ti6IiQf these Ji1~' ends 
~Y' ,o~r' persQnnel:;in ~ierd 9~g¢es" be~or~ a final .decision. was jn~de. ~!T ' 

.this: ':glatt~t ~ -Gp~.nierGi.~ll-1r6aliyt wgs· .. ¢uc~· more, .e~~n,sfve<fhd ~t. 
w,~s dec-id~a tl1,at;file. eI}ds'b~' 1!1aa~ fr6~· pr~sent fiJ.e. 'ba~~s l>:v. cutt~hg 

"i '~tr.fi? th,e .ae$1r~~ .siZe, and:..foldii1g to iGr~a~~ a f~le end. R~i~ end~ 6£ . 
this' ~yP~ capllO~ b~ prlQ.ted at._~OG. ?resent ,ff1~ f~9nts ·~na bac~s··~r.e 
·bbtilin~t~. fro~' G'pO. ··W!p.l~~Qlor ·God~ng"might.h~lp In .safegu~r4ing 
~ainst 'misfi~es.;andf in.ayb~~·e¥e·-~at~h~pg;, pr9<!edur.~ ~ould':l;le, in9Fe. 
e~ens1ye :.siI1c~ spec~a~ .(jrd~rs WQul!l ~~v~ to-'Qe m-ade,iQ' g~t GQlor. .~ 

, antJ,'we -still :Woti~d' hot obtain fil~ enqs fro,IlJ. th~ <co:r;nriH~rcJal.put1et~, 
It-wpuld ·aI~o be 4i~adva!ltage6iis.'f6r' ,co16r~Rlin~·.employe-~s WtlO 
~usf h~~ql~ ;~~ese: fnes~ 'F~ai1,1iIig:p~v'~sJ6Ifre'gomlJi~!1gs .cy.r,rent 
id~.a. ~9t: be -approved., . " . 

. -2-, 

~. 

·b6 
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Enip loyco' Suggestion 
F~"~Y-,,'2ri!~~·~9~,;)-,59). 

- • .> 

~To: 
: ' 

o 
- -- -------:----;----c--

Date 

6/10/70 
D1v1s10n of 'Asslqnment 

Honqlulu 

:SUGGE'S:rION '," " '1' d . db d' t b tili d' bi d' 

b6 
b7C' 

; " ". " Bureausupp y pre-creas,e car oa:r q, e u . ze 1n-, n 1ng 
and 'ide~tifyingconsolida~ed clos~a files .main~a~ned in t~e' open . 
sh~lve 'filing,. 'This' pre-creased cardboar4would have' two blank lil1es 
~a~ro~s' ,~()p' portion and ·one blal.k li:ne. across' l~:w~r portion. These lines I 

'I,;' -jvou~d be iitilize~ for indica:ting classifi,cation and s~rials contained i 
'YVf' r ~aci!hpart·:i:cUlar. cqnsoli.dated. section. Through the center section, would b 
, ..... J ilie letters, ItTHRU" printed. Also four holes would be punclied in the pre 
" ,,'?:r,e~se( c~rdb9ard. "(s,ee attached ·drawi~g for location and 'size) For 

. , indi'cating file- nUmbers on each f,ile a 'felt type marker would he 
u.t.iii.z~4·!' Fiir1:p.er.i tis' ·suggested that a color c9d~ be uSed in th~ 
,ma!j9r c:;t,a,ssl'-fi,qa;ti.on!3 for ~xample the 15 classification ·co'uld' be red 
,an5i ~h~ 25 :cla'ss;i.f:i;qation cou:ld be yellow and' .etc • 

• '~PCrrent,1>ract~e 01" rUle (1i),C!ude IQanual iltar10n as1well SIS .fasots)t"· 'i ' '. . " 
.-.; ,1.P;ren .. " p~a~1:1c.~ 1nVO ve~ C· erl.ca.~ 1me Il measur1ng, 
" " J~uttl.ng and fold:hig 9ld file backs. and ~ronts to the "required size. 

" A'dvimt~(;£es of suqqe"stton ond annucd sayln<'-s ¥~lhclude basls for estimate)' -, . --

~, . P~e~crease,d ,cardboard' would ,be neat'er in appearance ,due to 
~t~e uQiforriii ty ;,' It, would also asstire uni,forinity, of size ()f:iall ' 

'( consolidated file's maintained ,in ,the closed sec'tion. Use of color 
\' ~:9de would; sav~' ,time jfn'J:>reak4own o~ ,ciaf!s,if:i:cation~ for ':ri:iing~' Also · 
'. ~lie 90~0r. 9'ode wquld ':aid; in the location or searching 'i,or :m:isla,~d ~ .. 
:; fl~~es,. ":rhe ,al!lount of. s~vings.invoJ.:veg. could no~ be ~stiIlJa!~d. . 'I r 
; ~ C!. .. 

-... <;.: C 
-- z' 

~,' 
~ " ;, Dls~Q4yan!<;ges 'if,'iiug-q-e'st~~n 

t't' -

, .,:Ngne!-e,*<?~p.t, 'cost, 9f processi~g" prin:ting and hole punc;:hing of binder. ~ 

~ ,: ~~ \0 
; :·('1,'I)e~).lse by the 'Unlted,States'of-my suqqesUon shall not form the'ba 
. ,ass19n's \1pO~ ~the Un.ltl)4:Stat.e~~' ! un,Qe~s~~nd th'at l'wUl' be'consldere 
, w!!h,l.n two, y~a.~s <:,~tel' s.u~mls".10n:.) , 

• ~ - _ .. l. ~ _ 

my heirs, "o~ 
sUon Is adop~~d 

lerk 
qester' 

. 0: " R;com~~nda'uon~:and'c.o'mnie"~ts'o!>D1V1S10n Head- Sugge$tion appear'S' to h.ive 'metit- 'and it 
" wouhl re_s~l~ ip:, t'mi?,:J;oved ~ppear~nce of clos'ed files It" is al,so 

, ,t?-0te<;l B~r~aw'c:tirr~ntly precrea~~s 'top 9f 

, REC-34.~· --~ifz:r:~~~o:r=~:::¥' 
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EX lUtl - I 
I ~~ \ REC'"59~ (, ~ -- ~ 3/1- tT" L 

I I 
Federal Bureau Of Investigation 
Portland, OJ;egoll 

Dearfl...-__ -----.J 

July 9, 1970 

PERSONAL 

Thank yowfor the suggestion regarding, a new::method 
for use iIi numbering oUr files. As a: matter of poss1bl~ int~~est ~ 
'you, simUar-prQPosals have been considered pr~viousi:Y ~n~:!\ot -
adopted. The present system has proved to be eiltirely'~agequate for 
our purposes and ~e to the extensive number o~'mes which we have 
at the present time such a change would not be warrante~. ~~ . 

.-;--

~ I appreciate the interest you display'~ in s1ibmi~ing 
~ idea ~o me. ~ " . ~ ~r:: 

"'O)~ 
O' .-- Ie ~ ...-:: !ti ~#\' .--

§ ~ ~~,c.() f; 
~ ~ ov. ,_ 

Since~y ,yours, 

.:::, (,), ~ rA -:portland J. Edgar Hoovec 
_ -, ~ ~ Field personnel fiJe . 

~ 1~ Suggestion file 

fi \1 - Pe~sonnel f~le of S~I I 
,~L:das~ 
'(6) , ·.(S~ggestion 14-7l~dated 7/2/70) 

Tolson, 7/J~ oNOTE:- Suggester sfaii·~·~~fi~m1?er of busin;sses and govern-
~:t~;:h~ 7/ OJ I menta~ ag~ncies have a~opted a file.-numbering ~ystem 
~~:~~p I: incorpe{r~tj.J1.tr the year' in :whj.<;h fUe was' opened,~nd star~ing a 
g~i~~an '-, 6¢"'c, ~.r. serie"Wat beginn.Wg of ,each calep.dar year. EXfl,mple: 
Conrad ..--- ()Z60P'll0-l would be the first 2~ case opened' o1}'l9r,~fter -1/~/7,Q~l 
Felt II) ,_ 
Gale ' 

~:I~~~ ~'~ - (NOTE Continued on Page 2) 
'tavel .... ·:..,....-.,.... 

~r:.fS£ffiJUL 5 F~30 ~ . r1\.lJJr 
HollXles - 0 ~ .,f(' f, . .l\~' 
Gandy .. MAIL ROOMt:J 1:ELET'iPE UNITD . (" _ r 

I. 

b6 
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-

'" ~ ·,0'<'" " 
~_~tfe~l?'t91L.. __ """":""'"" _____ ----1 

NOTE Contihued: . .. ir ~ , ~ • 

~ _ ~ t' 

", . ~2·6-.,t~~i ¥lbuI~':!>:e t~~-'~~'r~t ~6 c;as,e6p~!1e'd·"9n·,Qr aJtEn.~ ~!1'!7;! •. 
~ugg$sts c6n~id~r~t~QI1'b~ giv,e.~"t6"a9Qpti9n. :6f thi$ 'systeiI).' by 

, :Brireau/' , 
.' ~ - . ~ -

, '. ' 'Similar -propq.$:a1s' h~ve'_b~emq9nf?~d~red. pre-
v~o~s~y and,~~ot ,aqoptect 1fj.i~~ ,an9 GQnimuhi.qations:I?J:visJo~ 
'h~s co.nsideied'·ytt~ious.' w.a.Ys'to short~n, fil~' ntimber$, ·6ye).' 
.t4e .yeats·:i?lft ripne '~~lS :beeIl: foundjo' be"~~ e.f:ti¢~~nt as- p:res~nt 
'system., .C\lt~el}t method,,6{ nu.fuber~ng 'fi~'es IS .. tried,. tr~e,}t!1d" 
ijas 'pr.oven tQ' adequately',S,e'rye. oqr ·p:u,rposes. O~r' files ,are t09 ,_ 
ejd,epsiye to; attenipt to ch;\Iig~ 'the 'rium.Qeril}.g·syste~ .~t :~h~s ' 

- ti~e~ It c'a~:r be easlly a:sce~ta~nedh.ow inany f:iIe~ in ag.J.ven· 
.category h;lV~'peen OP'~ri.ed'clut~ng a~y' givE?n ~pe.riod·qn4e~,our' 
'pres¢.nt p~·b:~_eq~re$. Tta~I#!1g Divi/?ion.: r~c.ojnmell9.f3 cur~"ent 
jd~a nQt·p~ ~pp~oved. -

'1.4 II .. ' '1 ~ ••• , 

b6 I 
b7C - I 

I 
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_ Employe~.Suggostion 
... FD-2S~ (Rev. 9-11-59), 

To: -

D1re~tor, FBI 

o 
From: -(Suqqester'~ ~ame) 

-Date 

; 7/2/70 
D1visio~ of Assiqnment_ 

PORTLAND b7C 

SUGGESTION 

A ~umberi of busines'ses: and governmental agencies: have adopted &e 
J!umberi~g .system: incorpo.r..a.ting:_the Y-e.aI'-.l.n which, :the :file was opened 
and st~tilfg--a new serieS. at :the.b~ginning of each. calendar year. 
Example:: 2'S-·70fl would be. .the£irs,t. 2S-cas~ 'opened on or after. 
1/1170. 2S-7X-l would be xhe xirst 2S~case opened on o~ after. 1/117~. 
It is s¥~ges,ted that: consideration: be- :given 1=0 the- ~doption of :this 

)

system by ~he :Bureau. . 

, - _E,jt~ PReG. 
ll---dtlt '7 1970 

Current practice or rule (Include manual citation QS- weH ~s facts)' 

Eile n~b~rs do not indicate¥ear file opened and continue ~n numerical 
sequence_xrom year to year. 

.. 
It will make ,-it possi'ble :to. ·ten .the 'age ·of. -th~ :ciase xrom ,the.-~ile . 
n~eri and to easily. det'ernii~e :the. :Vo~~e :peri yeEf.r 'of.lcas~s: opened 
in each classification. No, monet'ary, s,,:vipgs -apparent; • 

Disadvanta<J.es of 'suqqe~Uo~ 

N~ne ·apparent. 

<1'he-\ise.by. the \iniJed States of ~y suqqesUon shall not for~ t_he b-as 
assl'q~s upon the United States. I understand that I will be considere 
wl!h!lI ~wq years after subtll~ss!on.~ - - - - -

KXJMr. OMrs. DM1SS 

Recom'll.lendatlons and comments of Divisfon Head 

•• i 

Su~gea~ion appearS to merit. ~onsideration. 
nUmberi of digits -in file 'numbers. It will ~ .. , ....... ~~~lJit:i.f~ 
oven a year' old for administra~1ve ~u~r~p~o:-;s~~~~~~~~~~~~~ __ __ 



~ . o 
... ' -

~& . ?3/Q ~~~ 

I I 
Federal BUreau of Investigation 
Washington.D. C. 

DearlL-____ ---I 

July 27, 1970 

PERSONAL 

Thank yoli 'for the suggestiOIi that th~ .lXlarkers 
which are use~ to. forward' files to the individuals requesting 
them . contain a ~pace for'entering the file number. After 
evaluation, it has' been decided the instances when this 
information is aqtually needed are too tew to warrant the 
work invo!y~ in.placing ~ data on ,eac~,marker • 

. ~ -, 
-; ~~ AlthoUgh favorabie action was not taken in this, 

inSfanl!e, ~ _~ppreCiate the inteies~ which prompted you to 
sUQ~your~idea to m~. . 

~ w . , 
. ~H «: 
tOI ~. _ 

Sincerely y:oursl 
J. Edgar Hoover t:f m _ i ~r. C~D. Brennan 

§' l'- ~'1 - Personh~l, file ofr::1 =-----------, 
~ ~ - ~ ML:das~ " 
~~ _}~ (5) (Su~g~~tio!1 43-7.1 dated:-7/20/70) 

NOTE: Suggests .the serial and' f,ile markers used by the 
-Records Branch to direct requested fHes to: Bureau 

officials and sup~rvisors bear the file numl;ler. In the"~ent 
r~I~~~~~ ~e~arker becomes detacp.ed :fr9m, the file, ,ma,.il ~oom 
ilohr -.:- - ein o~' '£es could possibly match t, he two i.tem, S up and Bishop._ . . ~ 

g:~~;ha;~~ facilit et~l~ being forw~~d~d to requester. , .,- '\ I, <1:~V·1t-: 12/ 
,g:~~:d." . ~c~ It ,f 1'/#J8 ~\f " v V Wl/ 
~::~h .)f "Q'Ir(/6'~ '1'l '(NOTE tontjl).u~d·on Pag~2)· U-
~I~:~~@'OAM,S 7 9f910 . 0!1 
Tclo. Rool'I' . -:_" ~ 
lIolmes ..". '\: 
Gand,y. .' MAIL ~oOMD. TELETYPE UNITCJ 

y. 

b6 
b7C 
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oJ' 

.~, '-~J: 
1 • .,.';: • ,,~, 

, .' 

", 

t. 

t). 

.:r;,ette'r tbL...1 _________ ----I 

N9TE cQnt~n\led: 

"', FiH~s::and'CO'Iilmunicatibrts DivisiQn' advises these 
. markers' p~~6m~ 9,~btclieq :fr'bill\~H~~ '~,Q :,set4oh}' .f~at;,th~ ~4~~qdn~1:. 
'Vorl{ involved, 'byR.e,cQrd~ Se~t~dn,e.rn.pIQy~~s.in-;p_~~cing·.tp.e· ~ile 
hUmber 'on .. each:markev is nQt warranted. Due·,f6·tlie vQlume Qf 
ij'le/? f-!alIe:ct; this-":WQijlcl:.a~-Qunt -t9 a:.great .. amQ·~nt Qf additiQnal . 
tiJ,lle·'Qh,.tli~ par~ Qf ~mpIQye~s r:e~.l.!l~ing, in.a d~laylI! gett.~ng 
'fn~s, to.. ofnci~.ls ai).d·,·s~pefY~$6rs.. ~:Q~e~ to. these, viewS, T.rajnj.,pg· 

. Divls.~~:)Ir recQmmends id§a, q.ot,· lie .apprQved. " .. 

, I, 

-2-, . 

, .' 

b6 
b7C .", 
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~t>. ,Co-

:Em;l~yee Suggo'stion 
FD-252 '(Rev. 9-1l~59) 
~~ -

I ~"~ 

.-

Date, 

" " 7/20/70' 
rTr,O~:~~--------~'~'~' ------------1=~Fr •• ~~~.~~~~'~~~~'N~~'A~':·:':::;I'~----------------~-D~iV~IS~1;on~of~Aks~s*ig;'n:m~e;n~~----~-----------------~b6 

Director, FBI Domestic Intelligence b7C, 
• > 

SUGGESTION • I . L il 

That~ialand fi~arkers utilized by Records Section 
requested files- ·to Bdre~u officials 'and sup~rvisors bear 
numb,er. ' .. ', · 

to direct 
t,h~ 'file 

Advantages of 'suggestion and, annual savings {lncl ude basis for estimate>' " ., 

, . tn" handling' ,of ;file' between Records .Section and requester? markers often 
,'becOJne 'detached. Mail R9pm"einployee., not knowing destina"tio,n of file 

without 'l!1arker, i~ 0l?liged to r~,turii -it ,to .. R~cord:? ~ ,~e'quester ,then mus.t" 
recall ,fl.le when 'l.t. l.S not recel. ved, only to learn file already charged 
to him. In effort t'q locate file requester may 'wish to put. it 'uon ' 
locate" ,requiring .attention of ffie'~ocate clenks. In this, situation as 
much as two work 'day,s may be lost in effort ,to~'1.ocate' one file., If fil'e 
humber' appe!lred on marker" Mail Room employee would ,be in posi tio"t~ . to 
match marker with unmarked file. If marker· without file :attached should 
,reach requester, ·he would have indication' as to the status of 'his request 
and b~ ~!l Position to ~bv~ to 19ca te, fiJe wi tIio~ t, unn({cesl?ary <;lelay. 

Oisadvantages ... Of.~:Hiq-gel:stlon. .-

Record CI~rkt$ tim~ re,qu=i:r~d to. add file numb~r ~o th~ information 
"already ca~led for on marker .wou,ld be il1consequ~ntia-l. Present marker 

form could be 'used until' 'supply" exhausted without revision. 'File number, 
. coul~ be wri tten ~n form, c;m~rently'.u.s~d. When nece~;;"sary to replenish 

marker forms, form ,could be revised to add space for 'file number, if 
.(The use by' the"U~tted States' of my suggestion sha~1 not form ,th{7,~~S\~~f a further cl?lm.of'cny, natur,e by me, my heirs,'or 
assignS}lpOn the United Sta,tes. I,und~rstand that I will"be co.Gr,,,er)J'hS]rr ::: [<)jJI.S.tJ'1!: is adopted 
within two years after submission.). V.... ~ 

- DMr., OMrs. Ix IMiss Cl erk -
w u ~ Slqndtui drid tie 61 Sugqester _ 

SEE ADD~NimM PAGE TWO FOR COMMENTS 
, OF D9MES':['IC IN~LLIGENCE DIY~SI9N 

" , (Do not :virlte, in thN'is s ace - for'Bureau u'se only) 
.' .. ~. ," , ,.." &.!t" . . . . 

. ;"1-1 . -':1 

.1-·"~"1f) 

( 
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ADDENDUM DO~mSTIC INTELLIGENCE DIVISION RHH:ekn. .7;/22/70' 

Attache~ recomme.nds that file markers used by thEr 
Records Section to direct ·request~d files to Bureau officials 
and supervisors bear the file number of the file to which 
they ~re attached. . .... 

. 7'he suggestiori .was made ·since·. on frequent o~casion 
th~ mark~r which is clipp'ed' to thE,r .file becomes detached in 
routing. Once de~ached' it .~~ p~rt1cularly difficult to 
~atch the marker .wi th ~he .appropriate file', eV,e~. though th~ 
latter may be 'located nearby. When such occurs the file is 
routed back to.file· sed~ion ~ece.ssitating·the·requestl:ng Age~t 
.to recall the fil~. Ther~ ·~s" . t~eref~re·,.a ,delay in obtai~ing 
same.' , . \., 

- 2 :-
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;Federal Bureau 'Of InveStigaJon 
Washington~ :0. c. 

DearL-1 ___ ----I 

Q 

september. 28, 1970, 

,PERSONAL 

Thank you 'for the' 'suggestion that steps be taken, 
to ascertain ~ pl~tic fasten~rs are available fQ~ use hi files 
ail.;:l if they would be practical for this pU:rpose. I thought you 
would, be inte~ested to Im9w-that inquiries have' been made 
r~ga.rding th~ matter ~nd it bas. been ascertained that such a 
product is, not ~vai1able at the present time. · 

The interest which 'prompted. you to submifyour 
id~~ to ~e is indeed appreciated. ' ! ," .. 

Sincerely fours, -- :r.~ Edgar. }loover 
~-1 .. #r. ~osen, 

t_.;- Persop.nel file ofl 
~~:tViJ'1;:-das ~ L....-_, --,--------' 

(~) '(Suggestion 200,-71 dated 9/23/70) 
"'__ " 'iI 

-~ 

t:Jt 
NOTE: Suggests use of plastic'Acco'fasteners and that File~and 

Communications Divis.ion make appropriate inquiries,fo, . . f determine if 'such: 'an item- i~ available for use in fil~s to replace 
the metal fastener's now beiJ,1g: used. If such an item is available, 

r~\i~~n . sUffogests a determination be· m~de as, to the fe.a,s}.J).ility and 
~~~op' ~' ~ , practicality of , using plastic fast~ners in the f~nJ;1g,system. 
Brennan, C.D,~ J ' 

b6 
b7C 

,g:~::tn ~ r';_. 7 ~'" iftes' ,and GOinJlluriicatlQQs .pivision· advis~s ~everal - . 
~on:ad a B ~. ingUjries~. '~~ in this area indicates Ii!;> ',sqch product is'av~il~h.re 1 
G~O'- -i vQ}:tJ.tl!el~:t;e~,,n ti ,e and none is known to the local representatives:,. .'~' ~'171 
~:~Ers' ___ , Bue to:'.thl,l " ~ct, ,Training Division recomme!1d~ no further actio~ I' < - ~}J ,JO 
Soyars : - _ regardlng thls proposal. rt't' ~~t.~ I'A • - \., , 
'I'ele. noom c __ ', - fA V ~f V" _ 
1!91rncs _ , ;'-
G3?~ _ __ MAlI.. ROOMc::J TELETYPE VNIT{:::;::l.' , 

• J 

1 

\i 
1 



,~ . 
EmploVce,Su\uJestion 
FD~2S2 ,(Rev.~':.II.S9) 

To: 

~, , 
l 
"'-t. 

9/23/70 
From: (Suqqester's name) .Division of' Ass1qnment 

Director, F!31 I General Investigative 
SU<?GESTION' Use of Pl.astic Acco Fasteners. Suggest, that 'Fi-Ies and 
:\tCommunig~tions Divisl.on make appropriate inquiries to de.termin~ .-if a 
'l\plastic'1Acco-typ~ fastener -,is avail.'able -io;r use in files. :to replace 

--Che· metal Acco-s. Alf such is available, determine the feasibi'lity 
and prac~icality of their use in the ~~ling' system. -

, Current pracHce or rule pnclude manual cUatlon as wc:ll .a~ facts) 

~etal Acco fasteners are used in the ·files. 

b6 
b7C 

Advantaqes of suqqestion and annual !'a:v1nqs ~lnclude basis for e,stimate) An advantage of -using a plastic 
Acco-type fastener would be that there' would· ~.(be\J~ less destruction 
of fil~ f?lders caused by tearing a~d marring a~ ~iles ar~~r~m?ved and 
replaced 1n cabinets. -Other advantages would be less possib111ty of 
injury to personnel who handle- -and review files, lon'ger wear and -less 
breakage of prongs on fastener, less cost to the Bureau as plastic is 
less ~expensive than: metal: 

Dlsadvantaq~~ of,suqqestlon 

None' known. 

(Th. 0" by Oh. U.It.d S.o ••• of my ~""".n 'ho"'o. f.,. Oh. bO"1 0." ... op.n .b. Unlt.d S.o •••.• ond., •• =d .bo' J wUl b ........ '.d 
with1n ~wo years after submission.) _ 

[X;] Mr •. DMrs. [JMiSS 
~ _ ~.~. ".~10 ~~~ "'to. :~~lf::r. 

I 

1 

~ 
1 

. 

, 

Recommendations a9
d 

comments of D1V1S1~1)0 H:a.<i ~ -, ~' '1f1:..I). 36 ~~/;, - t[<~~i 1,-~,5-
This suggestion appears to have m~rit;an,d\ /} /0 . -A~sis,tant /J i /. 

recommend its consideration.. (fi !AlP ~~ D1r.ector 11,.-*,:(' • 
.' _ _ ".(/ ,d,ll' ' ' • S'£; .n. ndtT.itle . , ''l11! 

(Do not write. 1n this space_. for Bureau use only), ~v . f / ' == ~. 
. ~.d-'-. ~ ~, . , 

,:/:;t:::, • u :17 OOT 7' 1970 ~ 1liw.tl 

-' 
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, i2":'3-70' , 
rT~·o-:--~--~----------~~--~---es-t~er~'-s-n~am--e)-.------~----~~--~,-D-IV-i~SI-~~n~o-f-A~S~s~(q~n~m~e~nt~~~~------~' b6 

,b7C 
Director. FBI .' il~s & ,Coririnu'ili9ation~ 

• I 

j, 

~--------~----~------~------~----~--~~----~------~~-','~~-=~~~ 
.Cu:rent_ practice or rule .(In-cl~de n)an,,!atcJ.t~Uon as well .. a-s ~fac"t~) - ~ . '''~ ~ 

. A ye-l-low. pe~aneht ch~rge out C;3;rd stap~e~ tq a .c1~arge 91:lt . ;~ i 
back 'is "filed in· the regUlar nUmerical seque~ceof :file ' for .,e'ach,. . ' '~ , 

• " ". ' , , .', .'. ,>' ~ntl.n\l~<:l' ove,r. ~ _ ." 
j).d"antqqes of·suqqesUon and ann,uat s~vlnqs (lnclude Dasls,fo~ esUm~te), _,.; ",,_ ' , 1 

, A list of 'cfile~ maintained in Specia~ F:q.~ ~o'nf'vlb\!id be' , ' : '~,; 
,ayai;Lable for file reviewe,rs"to ,check :'before gO':i:ng to- file c!!,$.n:et 1;~ 
,and· th~reby save ti,m~. There would be less rear on th.e; y¢lo\V'1: . t 
pe~anent cparg,eout c?8;rds f~m 'le:ss handling of th~~~ .. qa;sIs ':.: ~_ 

, ":.'QO" 
..:J ,J.. ~ •• ~ 

~ ~ ; .. ' 

QisQdvan,taqes of suqqestion . • 

,. Keepi"ng.-list current because of .'ch~nges .i~ f~les .~g<:t,ed·' o,J:' 
're~oved fro,i!1-"Special' File :ROoril list •. 

, (The use ,by the.,United States of my suqqesUon shall, not form ,the basIs of' a further· claim' of;(ln' nature by me. my heIrs, or' 0," 

'asslqnsupon th~ United St~tes. Iu'nderstand that, I "';111 be con,slder suqqesUon.l~'ad.opted" 
l"lthln '~wo years af,ter sub~lsslon.~ -/' 

DMr. ~Mrs.. DMfsL"77""---_==~=...,...,"l'r.:!.t;:?2:.~~T:~T::;:...::: 
'ReqommendaUons.and.c'omment,s oJ. DIvisIon Head 

Unfavo:r;able. 

WB:csa 
(6) 

(See Page 2). 
• t 

,Slq~ature and.Title 

(Do:not write in n~' pace - for .!3UfElaU use o~ly) - ., ", . 

J 1~.-' Personnel file ofl I· : I 

5f38e.15lI?E~~, OF THE T~4INING' P;£VISION ON :PAGE ·'1;'HRE~. 
... ( x-mtt6;l7 '~/UI .". - ~ , i. 

;----- :"'1970 . .' 
I' (f;v' 

~~.:~ 

)/' 
,J 
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Current practice or rule 'continued: 

file number with restricted access that is maintained in 
the Special F:i:leRoom. This card lists the file number 
and contains information indicatihg the file is maintained 
in the Special File 'ijoo.m. Vfuen a file reviewer finds one 
of these cards in place of a file for a file reference 
listed on a n~me check search, slip, the reviewer marks 
Special File Room by the reference on the search slip. 
When all the other file references have been reviewed, 
the form and search slips are referred to the Special 
File Room for review of the restricted file referencespy 
approved personnel. 

Recommendations and Comments of Diyision Head: 

Proposed list of files maintained in SpeCial 
File Room of Records Branch is already in existence but 
it is a hig~ly restricted list and ~t is qefinitely not 
desirable to make this list available to all file reviewers 
for security reasons. Also, although some file reviewers 
think such a list would save time, other more expe~ienced 
employees and the supervisory staf~ believe time is actually 
more frequently wasted in checking each file referepce 
listed on search slips against lists of various Itinds 
before going to the cabinets to start the review. Since 
employee is resigning eff~cti ve close ,of ~business 12-11,-70, 
she was orally thanked for 'her suggestion' and the reasons 
for not adopting her suggestion were explained, t9 per 
satisfaction. It is recommended this: suggestion be referred 
to the Suggestion Desk of 'the Tridrlfng :Division -for informa-
tion and statistical purpO$~s,. ,1; T ~ ~ , 

- 2 
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Employee Suggestion 

I I 
. ~ 

ADDENDUM OF THE TRAINING DIVISION" t'JML:qaS, 12/7/70. 

Due to the recommendations of the Files and 
Communications Division and the action taken by it, the Training 
Division is listing this idea for statistical purposes only. 

RECOMMENDATION: That the suggestion not be adopted and a letter 
. not be forwar~ed to the suggester but that a copy 

of this -suggestion with addenda be placed in her personnel file. 

-3-
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Dearl L....-____ ....l 

o· 

J~y25, 19'11, 

PERSONAL 

~ 
, . Thank you,~o~ the sugg~ion that certain instrtic-

ttonsregarding the.:-4isp.mn..tton of flles..,hea'drled to 'a particu.lar' 
sec!i0~ of the,Manual: of Rules and 'Regulations an~ that 'a top 
serial ~,u~ed to· set fOrth the .neces$a~ information regar~ 
these files. I Jhought ,you would be ,interested to knoW that 
similar proposals 'bave been considered previously 'arid nnt 
adopted. It '!las d~ed the present wording on the file cover 
of, the ~~01i~ vo~e,is consistent With the, manner in 'which 
these files shoUld be ,purged. . 

~ _____ ~' --t, . The interest which led you to submit your idea to , r MA1LE.Q i~r ).ndeed appreciated. . 

\ ~jAN 2 519Z1 :. Sinne .... el . -ij J. .... ... y,yours" 
, .. ~. 'COMM.fSr ~ -' , J. EdgaI ~oovet 

XEltO~ ... 2,. Seattle; , . ,-. ':£h~ current 'rules are co~iStent 
1-... _'1"!: . 1 '. Fi~ld p~rsonnel file with ~eir intent~ When flles' are 

b6 
b7C 

J~~N 2(Jf9 ~" . ~:. ,S~~~,s~~on. fP,e COhSoli~ted~ fhe,fro~ts~~re'not 
, t ~ personnel File of retained'with the exception of,the 

t. J _ I I ,one, 'w~ch g~es: on the conSOlidated. ' 
~L: das ~, VolUme. Wlt:en files,are destroyed 

~ol~on, --'co (6) (Suggestion '512-.71." linder ~e circUmstances as M ,J;. 

:~~~~van . __ ~~ date4 1/7 /71) ~enP'9p.ed in the Manual of Rules ~f' L~JJ. 
Bishop , ... ~~_ ~ 1J~' and Regulations .Part,n. Section 3 ~~ ,JtJ 

. g:!~:£:; = ~~ 13b,ihe reason for ~s¥ction is Pla.Clid.o; the iliJ.irlmts or ' r 
Conrad -', --.. 'on the consolidated'volume-fr.ont cover and the file 'numbers should 
~::~ . - .~. ~ 'be listed followed'by the office of .origin. This is ~ec~.!?sary for' . 
~:~:l'- 0'~ '!) 'reference'p~poses in al'ixiUary·offices since no notation is being / ; 
:~~~~~$ ~. :-ru rt111aCea 'P\l i:rl~~ car~ ~egardirtg.~: nu.o~atibn. ~he, use 'of a ~7.J V : 
T,()lc.R~J..u...r ttip,gerhill$' nQt warranted for this,purpos,e. 1I---!J "': 
\Joimcs . . • .T 

; G:"'" .. . MAIL RCOMO T~LE,!'Y;PE UNITO v~w.age 2) ·0\ 
. . '" I » 

. ..._",,-



'. rl 

... ,. ........ "-!<,," 
",' .... -

.. ~ .... ,: . ... 0. . 0
', " 

, " , 

+ - I ' 

11 , I'. 

, NQ~E:' Sugge~terr~fer:end~s ,~above-m:e~tione4':portion' ot the: 
, manual and· ~.tat~s proced\lr~~, for c(;hi~01~dati6p. ·of ,," 

file~ . closed ~~ mOJ,1th's InsU'-ugt that file,coyers a:r;ef}ot to b~ 
r~tain~c;i~ ~tiggests line (e) under ~ecfioil. ~~) .l?e .ainen:4~q.,,~s 

lu_ • .. vfollows:, "Retain file cov~r~" be delet~d ,and. ~ephiged by, ·1 

"Ppepare !op'seriar sbpwjng title an~" ide'ntityof';bffic~Qf' 
., " origin th~redn fo~ re~erenc:e. purposes~ .Al~9,· suggests the ' 

top serial' ,contain"a~tatemej1t jt)1at 3:11 ,serhils .and e~ibifs /. 
~haye ,bee.n' destFoyed pe,;r M.iuWal of Rules and ~egul~tio~s., '. ,'; 
~xcep~ qrigiIial,FD:"30~' sighed :stat~ments and. evidentiary 

·,materlal (proj)osed~form~ttached). 
~ -$I. ~ _... - ": 

"-

, , ~"l Curr~'nt Instrll:!!tions'pf9yi.g.~ ~f9r, this .action 

, ! 

.1' ' 

, . 

~ , j 

'~at' pr,esent time without ~use of ~ top ¢~rial~, $eatt~e j . .). 

evidently ·was not iJ;lt~rpretlil:g. th,ls rule as Jt was iflterid~d. 
When,iiles are consolidated after' six, months and file .fronts 
,are, destt0y'~d, th~~e, natli~~ily 'WolJ.l~ :only be. frpi).t qf " '.' '.f' " " ••• 1 

.COlJ.$bl~date(t'vo~um~ ·PI?-.: Wh,iC!}, tq pl.ace", ~ispos~ti9a of. 4e,~t!,Oy~d' 
, . '. l~les ·with,pffice 'o,£' origin.~ ! 'ri',aining Divi,sioil :recommends' p.o 

Ii.' itlvtl},er' a,'ctioh r~g3:rdlng this matter ~ ',' . ~ ., ," . ,', '. 
, ~ 

:r. 

I 

[ 'j 

" , 
1:1!!-- I 

I .' v , " 

' . ." 

~(' 

'~I, I " - 'f!' , I d ' 
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Enipl~yoo Suggostion 
'FD-252'(Rev~ 9-11-59) 

.. , ",,:,) ,.!. ~ ... ~ ~ I 

':1'0:' T • 

Dlrect<;>f, FBI' 
~i -

. Date 
1/7/7,1 

, Dlvlslon,of Asslqnment 
SEATTLE 

b6 
b7C 

SUGGES.TION Re: MANUAL :OF' 'miLES, Al'1D' REGULATIONS; PART' II, SECTION 3:;' 

:
'C\\. page l3b, pa;-agrapl} d, se.~tion (4). 'Procedures for the conso~idation, 
~ of files closed six'months instruct that file-covers are not- to ~be -

retained. Therefore, it: is slfggested tnat. Jiine (e) .under' secti9il' (4-) 
De ame~ded '5~ fol'lows: ''''~etairi ~i'le covers'" be deleted ahd ';oeplaced 
by "Prepare'm:op serial ,showing, title "and" identity of office ,of' origin 
'th~~eon f017 re~erenc~purpbs.es ~ It also. is' suggested tl1,at the top 

>' :serial contain. a statement .that .all serials arid exaibits have 'be'en 
,d,estroyed per, th~ 'MANUAL OF' RULE~~.AND' 'R~~Utl\TIONS, except' origA .. nal 
.FD-392, ~igned' statements and evidentiary material. Attach~d 1:S . 
a .suggest~d form for the top serif'll.' ' 

,currentPFt~~ord2vgr~udareUC1~I~a£r'oy~dl1wh~ri~)f:rl~~ ~;re consoJidat,ed ,afte~ havi~g 
been closed, six months. MANUAL OF ,RULES AND, REGULATIONS, ,PART 'II, SECTIO J 

~3~~~p~a~g~e __ l_l~"b~. __ f __ ~~' __ ~~'~~'~~~· ______ ~ ______ '~~ __ ~~~~~'~,~~,~~~~~' 
Advantages,of s~cjqesUon and' ci,nnual sq";ln~s <,trlcl\idEt b'<;!SIS for <;sU!Date) , ~'.' ' ~ 

This removes, confusion as to whether' the. file ,cQv'ers shOlfld be ' .\)\ 
;.r.~tai:ried "upon cO'ns91icl'ation ,af,ter );laving ,i?e~n c;::loseci. ~rx ~6Ilth~;, '," " 

. ~~6p seria-l .. :",o~ld sho~th.e:-djj2positi.6n 'of the: missing i~eria1.·s ,arift..",',~ e \. 
" " title being 'shown elimina~es ',the 'ne~d' for' checking' thE#,er:i.:g~na'l~ - - '!.7 ~ 

FD-302s and exhibits, f9r subjeqts. ' ,~ ~-

(The u,se'by. ,the Unite? States of my's;;qqestton' shal.1·not 'fo~m thq 
'assl.qns upon the pnlted,S.tates: I u~derstand, that~I'wUl be'consl? 
within-two years. after submlss!on.) , 

~ . , . . DMf:. ,lxJMrs. DM 

Recommendatlons-and:comments of Divis-ion He,ad . . 
M.y reconunendation is favorabl~, •. , This ,'t'lould 

hejrs~ Of' . 
n is qdopted 

pear to r~s9lve the 
to b~ ~ r~a?onable way c9Iffusion in 1;he' pre,s'ent :~n~truc.tl.o!1S 

'to,p:a:p.dle, :the problem. ; r\. 
~~.~~4=~~~~~~---
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TITLE: ____________________________ ~---------------

OFFICE OF-ORIGIN: ____________________________ _ 

All serials and exhibits have been destroyed 
per the MANUAL OF RULES AND REGULATIONS, e>=cept original 
FD-302s; signed statements and evidentiary material. 

Last serial in file dated 

TOP SERIAL 

FILE NUMBER: 

&~_2,319---2ots 
EtJCLOSluirl 
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<! ,0~TlO, HAl 'OIM ;'0. 10 S' SOlO-lOt 
,I MAY 1f62 IDITIOH ' 

GSA GIN" IIG. NO .. 27 _ 

_ '1 UNITED sr ATES G ~RNMENT 

Memorandum 
TO Mr. "Tavel ~ 

... 

FROM J,Wor PATE: 2-3~71 

Tolson -,--__ 
Sullivan,_~ 
Mobr ~<' _-~_ 
Bi8bop~_-, 

1J
Brennan. C.D.--';'" 

~
• !l)labillJ".!"z / __ 

" a'sii<lr,...;::_ ...... --.......,_ 
Conrad' -
Dalbey _ " 

~ Felt ____ -
qalc __ ........, 
Rosen ____ _ 

Tavcl---.--.-_ 
Walters ,.,..--......,..., 
Soyars " , 
Tele. Roolll.'_' _ 
Holmes ' ' 
GaDdy _' ..,--......... 

SUBJ~CT: bE 

) 
q~-3, Filing Unit 
Files and CommunJcatlons Pivision 
EOD 9-8-70 

STREAMLINING COMWTTEE SuGGESTION' 

..qpS~~ti' 

Eri1p~oyee, assign~d to the . ~ling, Uriit" h suggestecl·through the 
;oiViiiqEf~reamlining CommittM .th.e:~»!!othe~·' type <? ,lie backSbe. u.sed~. 
whic Iback jacket would·lliiver~~..flaP. folded to ard 1;Jl~..m.sjdEW>Ltlw~ 
file where the metal fixture would be attached, leavmg th~' outside of the file 
with'a smooth side, as the metal flxtures, on,the.ba.ck jack~ts of fg~s being 
used protrude. . -.:. 

The Streamlming Committe~ ~d supervisory pef,~oIme~ in ili:e p!Y' . 
~ecords B~ .. a}l~h do, not. favor adoption of this suggestion sin.~e the ·new file . 
backs presently'being us~d have fasteners embeaded in,the c6v~:r:, which. ~~ 
elimin~tes th~ p;rol?le~ r¢,ferred to byl I If the suggestion'wer , ' 
adopted, it would inc.rease the volume. of mmk; sl2ace bX the' type~?f.fastener ' 
re~ommended and thiswoul~ be'undeslrable.,_ Was orally thapked ' 
'for her :suggestion' ap.d, therefore; fo~mal ac ~wledgmenf of this sugge!3tion 
doe~ not appear necessary! ... 

'RECOMlVIENDA!fION: 

For',ref~rral to the Training Division, attention Sugg~st!on Desk • 

. ~~ 
f , 

---.. 
II> • 

JWA:ifc sIDE AQDENDUM QF THE TRAINING DniISION'ON"PAGE TWO'!~. 
til' ' cg-'o. " 9.;k' ~I!-
1 'P I" fOl' f !'to '.P. w " , I l'A7 I ~->-J'2,...~1 .-- d .Ib" 

- ersonne 1 eo' ' . . .... _ .....-:--

~3 FEB 19 197l 
CoC;-

. sr ,--, 
~ 104 ~ FEB 10 1911 

9 , 



o 
~::la M;Sball tll T~ 

G~-, Jj'iling Unit, ,Files and Communications Division 
EOD9-8-70, Streamlining Committee Suggestion 

ADDENDUM OF THE TRAINING DMSION,~L:daS~/71 
Due to the views of the rEiles and Communications Division 

and·the fact that the employee.has been orally thanked for her idea, the. 
Training Division agrees that no further action is necessary regarding this 
proposal ,and it will be li,sted for statistical purposes only. 

RECOMMENDATION:. That the suggestion not be adopted an~l~~~ver not be 
, prepared to the suggester since she hasl!l~en thanked 

orally for her submission. .~ 

-2-
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(; ~., f~ 317- :hi" 7 
I I 
Federal Bureau of Investigation 
V/ashlngton, De. C. 

DeatiL... ____ ...J 

May 10 •. 1971 

PERSONAL, 

. 'Reference is made to your suggestion that,.consid-
er~onbe given to preparing· Form 4-491Ii differ~rit colo~ t«t 
deslgnate'specific·prio~ties ~or the handling of fil~s. It.~ a:: 
p~easure f~r. me ~o advise you ~ a modification of your· ~,: =ff 
proposaI,is'b~1ng adoptedal?-d steps Will be taken to,pIace~it in~~ 
effect. Pink will be utilized'for serial markers whlff1~fUe-s>must 
receive either of two types of sp~cial ~c1Ung' and wlii!~ will be~ 
retained for. al:l othe~' ~ategorie~. ' 

-" 
" ~ 

1 want to'~e this opportunity to express my 
'appreciation to you for, bringing this maUer to m:y attenti9Ii. 

Sincerely y()~S, 

1 - Mr. Rosen ' J. ~ Rouvtil 
J _ ~ Personnel file o~ 

~L:das~ ~--------------~ 
(5) (Suggestion 779-71) 

NOTE: Based on memoral1du~ J. W. +VIarshall to Mr. Tavel, 
. OTB:sfh, dated f-l/29/'lt, re: Suggestion ofl 

1-2.6-71, General Invcltii~~ive' D'i visiQn, SriggestionL:l;g:1['F.7""'·7i"\9-"""P7"1-=. w~l'TIth~.....J 

b6 
b7C 

Tolson-..-~ 
SulliVan -='~ 
Mobr~.....,.....,., 

, Bishop _~ --..-,.. ....... 
'Brennan, C.D. _. 
Callahan -=-= 

A9d~ndum of .th~ 'rrain~iig,'m~v:is~on, ML:dfl,s, ~/7/71~. H I 
;,~' 1 I'~' . J ~:." 11"f:"·tfV 
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Casper '-. --
Conrad_' _ ...... 

j~r; .!!r" 
Walters . f' ~ 

~~:sR~JU~~'" 19w 

• J.lJ ,. . ~ 
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Holmes ~-,.,... 
Gand.Y.....-_. MAIL ROOMO TELE~PE UNITq 
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AprJ.l2S', .19'11 

PERSONAL, 

~, J, 
.~. 

Tolsoll._.,........""" 
Sullivan .......-..,..,.... 
Mohr 

, Bisho-p ---.-.,.......-
Brenpan, C.D': __ -. 
Callaharr~ 

'Casper ~--.-- ~ 

Conrad_ .......... .,... 
, 'Dalbey _...,..,........,. 

Felt ____ ,......-."...".... 
Gale~.,.,,;.......-
Rosen~,.......".....,. 
Tavel' .-- ' 
Walters ......... ..,.....,.", Soyar·s....,....,. __ 
Tele. Room' _ 
Holmes --_. -, 

; Gandy ...... · -_____ ~ 

4" ':"1-
- , ~ .' 

- I aPpreciate the'in~~re~-,whl~h,led'youl(),p~9V1de .. 
me' with your observations in th1~ ma~er. ' ., ~:>., 

S~ce.re~y 'iOUrs~ 
J''! Bdgat HooVer 

MAIL ROOMc::J !gELETYPE UNITO' 
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To: 

Apri~ 

Division of Assignment • b6 
Director, FBI ti ve b7C 

SUGGESTION" . ~ Tha~consideration be given(copy 
attached) to 'faCilitate ,priority handi , ra ~e. Use 
of different 90lors of paper or cardboard to indicate priority of hand~ 
ling, f'or example, white for "Regular" delivery, blue for' "Next Delivery, 
pi~k for "Special" or gr~eli for "Box ,and Ru~, It would alert all persons 
handling file,s en route as to .which fil~s require expedi:tious or i,mmedi-
ate handling. ' 

~ The neces~ary data for Records Branch routing WOUld, be printed 
as ~t pr7sent, on form 4-49 and additio~~lly the' appropriate priority 
deSJ.gnatJ.on, as "Regu;J,.ar," ";Next Deliver:y,1I e'{;c. 

Current practice or rule !Include manual citation as 'well-as facts), 

, A form 4~49 is 'attached ,to each file routed from Records, with 
name of addressee, room numb~r, and.~subject ha~dwritten. or stam~e~, and 

Advantaqes of suqqesUon a~d annual savings '(include basis for estimate) , ,_ , " • 

Color-coding wou19 ,enable easie~ identific~tioa o~ Jiles~ 
urgen,cyof delivery, at each'st~ge en route, including de'stin~tion, 
out, necessity of' examini~g e~~h form 4-49 to'aeterm~e tne stamp. 

No basis for estimating savin~s. ' ~., ~ 

(5 F .t.\ , 
"'. I~S 

Disadvantages ?f suggesuo.I! 
-

.Necessi ty fer inaintaining stock of each of 
instead ot one'cQlor. 

(The'use by the Untied St!Xtes of my suggesUon shall not 
aSSigns upon the Untied States. ,I,under~t;(t I wUl be 
w1thln two y.ears after submission.) , , 

Mr. DMrs. 
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Tolson __ _ 
Sul1ivan ____ ___ 
Mohr __ _ 

:" - . ~ 
~ .... , ~'TlONAL ,ORM NO. 1'0 .~. £1'- ,$010-106 

_"-. MAY ".2 IOITlON , 
0,,", OIN. 1,0. NO. 27 -

UNITED STATES G - RNMENT fJ 
Bishop __ _ 

Brennan. C.D._ 

~= 
~t ~~~im K' onrad __ _ 

alOOy,",", __ 

Felt~.......,...._. 

Memorandum 
Mr. Tavel ~ DATE: 4-29-71 .--------, 

FROM 

?,J r SUBJECT: 

Q~ Uarshall 

SUGGESTION OF r-"I ------..., 

4-26-71 , GENERAL INVESTIGATIVE DIVISION 
SUGGESTION #779-71 

Emp'~oyee sugg~§ted that consideration be given to 
color-codingJ(Eorm 4-49 'V(,Serial Marker) to facili tate 
priority handling of lIles ubY the Flres and Communications 
Division. It was noted, presently, serial markers are 

Gale ____ :::0-

Rosen • -. b 6 
Tavel f-" _ ........ b 7 C 
Walters ____ ..... 
SOyars __ __ 

Tele. Room __ 
Holmes - ~ , 
Gandy, ......... __ 

stamped "Regular , "t'Next Delivery," ttSpecial,"~or ttBox ~nd Run." 
Suggestor bel·ieves that .color-coding would enable quicker 
identifica tion of files in the handling and p~essing .. , 
stages including final delivery to the requestor,. 

-
The Files and Communications Division favors 

adoption of this suggestion as to the utilization of ~wo 
colors of serial markers. It would ap~ear advantageous to 
utilize a pink serial marker for ttSpe9ialtt and "Box and 
Run," and the current white serial marker,for ttNext 
Delivery,tt and "Regular" file r~quests. To use ~dditional 
color-codes would impose an administrative problem in I' 

stocking supplies and providing ready access to the serial 
markers in the working area:. Since "Specialtt arid "Box, 

~ 

and Run" f;!.les arehandied 911 a more e~pedite basis, it w:L]''1 
be feasibl:~ to utilize pin~ cq+or serial marl~ers for the:s.~ 
file requests. I-f "': 'j'" 

RECOMMENDATION: 

The Files and Communications Division 
adop~ion of the amended suggestion. 

(Q~ :r 

,-..&.I I ~ 
Y. . 

r 

I 

I 
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o 
Memo Marshall to Ta:' e: 
Re: Suggestion ofl b 

4/26/71, Ge)lera nveshgahveivision 

b6 
b7C 

Suggestion #779-71 ~ 

ADDENDUM OF THE TRAINING DIVISION, ~:daS,· 5/7/71 

"'/. . Sinc: th~ Files' and?omn:u?-ications Divi~ions fe.els the use of 
y\Plnk and' white "Serial Markers" will faclhtate the handlmg of flIes as 

mentioned in "the" fore going memorandum, the Training Division has no 
obj ection to the approval of the, idea as modified. It should be noted by the 
Files and Communications Division that the form will have the same number 
in b~th colors so the color being ordered must be specified on the requisition. 

RECOMMENDi\:..!fIONS: (1) That the suggestion as modified be approved and 
the' attached letter be forwarded to the suggester 

advising him of this fact. His idea has been acknowledged by prior letter~ 

(2) On ,approval, this memorandum with addendum 
will serv.e as the authority for the Forms Management Desk, Training Division, 
to take appropriate action. 

-2-
, 
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t~-r.::~~I========~~--------------------~~--~----~ 
i • ~;:;~~:;;::: ,~ TR!~~f~R • ~i11' ~J~23~~' L) , ~. 

\, Se:ial not in Filo -:----_ (~1.. H j llD1V ,. Vl1V 
Name r-----' · I, ~·71 ~ 1 

~ OAb'If(lCI'~11n FlI.I~.d Serl.l~ an D n r n ;1' 
• OTh ... wlll b. no .b.~.cIIG ... n Serial/ WITH ~ 'RD ' ~ 
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TO Mr. Tavel ~ 

FROM :_ 

Tolson _.....__
Sullivan ........... .......
Mohr ,...,.----..-...... Bishop __ _ 

- Brennan. C.O._ 
Callahan - -
Casper_-__ 
Conrad_ .......... .,..._ 
Dalbey _=-.....-__ 

D~TE; '7 /,7/71 ~::!-----

() ~ ~:~~ 
/' ~ Beaver =="' __ ..,... 

J. W. ~11 }-/ ' "J ~;~:s::::-__ ---:.-.::: 

SU8JECT;NE~FILES FISCAL YEARS 1970 AND \ 1,97'1: V)'h~'i'::"" ~ 
~~ is listed herein the numbJt of New Files open~d under each 

c1assifica.tion for the fiscal years 1970, -and 1971. 

CLASS- SUBJECT_MAT!fER t 

1 
2 
3 
4 
5 
6 
7 
8. 
9 
10 
12 
14 
15 
17 
21 
25 
26 

'/ 
Tr~ining Sc~ools & ~ationa1 Acade~y Matters 
Neutrality Act 
Overthrow and Destruction of the Gov't 
Firea~~-Act; National & Fede~a1 
Income'Tax 
Interstate Transportation of Strikebreakers 
Kidnaping 
Migratory Bird Act 
Extortion 
Red Cross Act 
Narcotics 
Sedition 
Thefts from Interstate Shipment 
Veterans Bureau Matters 
Food and Drug Act 
Selective Service Act 
Interstate/Transportation of Stolen Motor 
Vehicle o~ Aircraft 
Patents 
Copyrights 
Federal Reserve Act 
White Slav~'Traffic Act 
Identification Matters 
Mail Frauds 

NEW FILES 
F. Y. 1971 

399 
15 
0, 

19 
o 
1 

498 
o 

1,585 
1 
1 

10 
2,251 

135 
o 

14,398 

3,778 
2 

12 
2,956 

175 
lOA: 

3 

NEW FILES
F. Y. 1970 

472 
13 

1 
18 
o 
1 

470 
o 

p1,64~ 

f~ 37 
2,801 

151 
o 

18,478 

9,205 
2 

13 
4,130 

262 
80 

-1 

27 
28 
29 
31 
32 
36 
39 
40 

Falsely Claiming Citizepship 
Passports and Visas 

5 
,tC - 2 ~/1..:j.. ~ ~-1t 

---= ,.,? 

2 
4 

GPR:jtk 
(4) f~1 

56JUL 15 1971 

8 Jut 9 1971 

--1JAIf--
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Memo Marshall to Tavel 
Re: New Files Fiscal Years l~nO and 1971 

CLASS 

42 
43 
44 
45 
46 
47 
48 
49 
50 
51 
52 

54 
55 
56 
58 
60 
61 
62 
63 
64 
65 
66 
69 
70 
71 
72 
73 
74 
75 
76 

77 

SUBJECI' MATTER 

Deserters and Deserter-Harb'oring 
Illegal Wearing of the Uniform, Etc. 
Civil Rights 
Crime <n the Hf.gh Seas 
Frauds ~st the Government 
Impersonation 
Postal Frauds 
·Bankruptcy 
Involuntary Servitude and Slavery 
Jury Investigations 
Theft, Embezzlement 9r ~llegal Possession 
of Government Property -
Customs Laws and Smuggling 
Counterfeiting 
Election Laws ' 
Bribery 
Antitrust 
Treason and- Related -Statutes 
Miscellaneous Matters 
Non-Subver~ive- -
Latin-American, -Matters 
Espionage 
AdministratiV~ Matte~s 
Contempt of Court 

NEW FILES 
F. Y. 1971 

28,135 
119 

3,583 
77 

1,,206 
354 

1 
314 
35 

2 

1,509 
1 
1 

97 
218 

73 
1 

829 
586 

28 

Crimes on Indian & Other Government ~eserv.ations 
Bills of Lading Act 

457 
7 

11 
2,022 

6 
49 

211 
40 
o 

Obstruction of Justice 
Application for Pardon'&Executive Clemency 
Perjury , 
Bondsmen and Sureties 
Escaped Federal Prisoners, Federal Escape Act, 
Parole, Probation and Conditional Release Violation 2,177 
Departm~ntal Applicants, Etc. 6,343 

- 2 -

---- -- -~-~ --

NEW FILES 
F. Y. 1970 

29,817 
146 

3,023 
94 

1,115 
393 

1 
300 
12 

2 

1,906 
o 
o 

48 
241 

66 
4 

626 
652 

33 
542 

1 
8 

2,016 
8 

48 
237 

37 
o 

2,183 
4,912 
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Memo Marshall to Tavel 

o 

'Re: New Files Fiscal Years 1970 and 1971 

o 

CLAS S SUBJEGr MATTER NEW FILES 
F. Y. 1971 

78 

79 
80 
80-98 
80-606 
82 
83 
86 
87 
88 
,89 
90 
91 
92 
93 
94 
95 
97 
98 
100 
103 
105 

109 
110 
III 
112 
113 
114 
115 
116 

Illegal Use of Government Transportation 
Req. 
Missing Persons 
Laboratory Research Matters 

War Risk (Civil) 
Courts of Claims 
Federal Lending and Insurance Agencies 
Interstate Yransportation of Stolen Property 
Unlaw'ful Flight to Avoid Prosecution 
Killing or Assaulting a Federal Officer 
Irregularities in Federal Penal Institutions 
Bank Robbery 
Interference by Violence with Int. Commerce 
Ascertaining Finandal Ability 
Research Matters 
Laboratory Examinations 
Registration 
Sabotage 
Internal Sec~rity 
Interstate Transportation of Stolen Cattle 
Internal Security (Other than Communist
Russian) 
Foreign Political Matters 
Foreign Economics 
Foreign Social 
Foreign Funds 
Foreign Military & Naval Matters 
Alie~ Property Custodian Matters 
Bond Default 
Atomic Energy Act-1946-Special Inquiries 

- 3 -

o 
322 

1 
2 
4 
o 

18 
lIDb 

5,225 
3,092 

190 
81 

3,746 
558 

89 
931 

7,777 
43 

142 
7,115 

t9 

8,714 
6 
1 
o 
o 
o 
o· 

493 
1,381 

NEW FII.;ES 
F. Y. 1970 

o 
283 

2 
10 

2 
o 

25 
85 

5,418 
3,018 

159 
68 

3,274 
708 
101 
729 
7,704 

51 
219 

4,938 
10 

11,253 
3 
o 
o 
o 
o 
o 

3B5 
1,505 
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Memo Marshall to Tavel 
Re: New Files Fiscal Years 1970 aqd 1971 

CLASS SUBJECl' MATTER NEW FILES 
FeY. 1971 

117 
119 
120 
122 
123 
124 
125 
131 

Atomic Energy Act-1946-Invest~gation 
Lobbying Act 
Federal Tort Claims Act 
Labor Management Relations Act-1947 -
Voice 'of America 
European Recovery Program 
Railway Labor Act 
Admiralty Matters 

138 Loyalty of United Nation~ Employees' 
139 Unauthorized Publications of Use of 

Communications 
149 Security of Government Employees 
141 False Entries in Records of Interstate Carriers 
142 Illegal Use of a Railroad Pass 
143 'Fnterstate Transportation of G~bling Devices 
144 Interstate TransPQrtation pf Lottery Tickets 
145 Interstate Transportation of Obscene Matter 
146 Interstate Transportation of Prison-

Made Goods 
147 Federa~ Housing Administration Matters 
148 Interstate Transporation of Fireworks 
149 Destruction of Aircraft or Motor Vehicles 
151 National Aeronautics & Space Act-1958-

Applicant 
152 SWitchblade Knife Act 
153 Auto Information Disc19sure Act 

- 4 -

18 
1 

318 
81 
o 
o 
8 

65 

32 

225 
1,290 

5 
0 

43, 
8 

203 

0 
701 

3 
1,032 

235 
0 
5 

NEW FILES 
F. Ye 1970 

20 
o 

252 
86 
o 
o 
8 b2 

73 b7D 

32 

247 
1,269 

5 
0 

22 
16 

236 

0 
611 

4 
742 

328 
3 
9 
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Memo Marshall to Tavel 
Re: New Files Fiscal Years 1970 and 1971 

CLASS SUBJEGI' MATTER 

156 
157 
159 

160 
161 

162 
163 
164 
165 

166 
167 
168 

172 
173 

174 
175 

Welfare & Pension Plans Disclosure Act 
Racial, Bombing Matters 
Labor Management Reporting and Disc1o~ure 
Act of 1959 (Investigative Matter) 
Federal Train Wreck Statute 
Special Inquirie~ for White House, 
Congressional Conuni tt'ees, and other Goverrunent 
Agencies 
Interstate Gambling Activities 
Foreign Police Cooperation 
Crime Aboard A~rcraft 
Interstate Transmission of Wage~ing 
Inform?-tion 
Interstate Transportation in Aid of Rack~teering 
Destruction of Interstate Property 
Interstate Transportation o~ Wagering 
Paranbernalia 

Sports Bribery 
Public Accommodations, Pub1i~ Facilities 
r.ub1ic ~ducation- Civil Rights Act 1964 
Bombing Matters 
Assaulting the President or Vice President 
of the United States Matters 
Anti Riot Laws . (ARL) 
Discrimination in Housing 
Public Law 

,Extortionate Credit Transactions 
Desecration of the Flag 
Consumer Credit Protection Act 

NEW FILES NEW FILES 
F. Y. 1971 F. Y. 1970 

47 
4,427 

258 
130 

838 
54 

2,479 
614 

338 
581 

43 

31 

11 

731 
833 

196 
67 

412 
18 
98 
62 

5 

44 
3,739 

214 
132 

805 
36 

2,624 
403 'I 

495 
757 

b2 47 
b7D 

35 

15 

843 
340 

34 
616 
359 

22 
181 
141 

17 

176 
177 
178 
179 
180 
181 
182 Illegal Gambling Business; I+1ega1 Gambling Business

Obstruction. 444 
16 
11 

o 
o 
o 

183 
184 

R~cketeer I~f1uehced and Corrupt Organization 
Police Killing 

- 5-

----

137,259 146,429 
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Memo Marshall to Tavel 
Re: New Files Fiscal Years 197Q anq 1971 

CLASS SUBJECT MATTER 

67 Personnel Records Unit 

NEW FILES NEW FILES 
F:Y. 1971 F~Y. 1970 

17 i~6.4,- 20,614 

'GRAND TOTAL 154,723 167,043 

- 6 -



o ,0 

August' 20~ 19'11 ' 

P.ERSONAL 

-Dearl I ,_ 
- _ Thank'Y9U ~or.~e ~gestlon'~~'e cov~rs be R!!~!i __ 
on both stdeir. , .. I- !!taUght -yon would be Interested'\~-_know~me ~e' - , 
ptopos~ ~$·been·co~14ered:_p;revl~sJ1.atld; ngt.~d~pted sln~e~lt ~~' -.. -" r 
de'clded the disadvantages' bivalved would· more.tlWl offset.anj?antlcl-, 
pated~~~efJts .tobe -d~lved trom this actlo~... . - - ~ .~ £..,. -

_. • _ . c ,.' . - H ~ - ~, '~ ~~ 
; ~J<:t-M4lJ:£QJl' .', e thp~Jitflili?-e~s which 'prolXiJlte'd YO~$02!~1ibBlJt Y~? ~ 
,~~JB~)~fri eed a~e(l~ed... ·.·...:z. C': S ~ 
. ~.}' ~i - . '. ifiil : -' ¥ -SmcerelYJQurs, ;.. . , . .-, tr: ~ lloover ~ 

_ . . ·2'.;. Sacramento 
. " ~'~1'~ ~~ei~'personnel f!le 

.-, , ,1. ~~gestJon :fJi"-"le'---________ ..., 
/ ,:1,.. \-; Persq~nel ,Iile ofl 

,,'-; _ ~L:Cfp~ _ 1.....-____ , -., -,-----I 

b6 
b7C 

.p (6)... '(Suggestion 1'10-72 dated 8/16/71)" 
- _. . ·~'\NOT;E};.;- ·Suggests ,fil~) covers pe p,r~nted on: PQt~ sldes' ,so th~y ipay ~be used ~or.e < 

, ~~:" , than 0p!J '. ' , '~. * . , • 

~~:t~n.-~-~~" Sam~ idea li~s been consid,ered,severai tim'esin. past ~nd. not ~dopted. 
~~I~!van·.:-;" T,here'WR~rd peaqditioh;:tl g6st'to run tlJ.ese fr.O'nts through, eq~~pment 
Bishop .- - tw,~ce {or. ~pr.ihttng on 'both side~'; 'Front~. be~ome li].uti1~ted\th~bugh 
~~~~~:~ C_,D_, -=~~ c"9,.nf?~~~t use an9 if~st, instanG,es. they '\VenUa: IrC}t'be: ~p,l' ~atisf~ctory , . 
g~~:~ - ~ ~ond,Lhon-.fqrt:ljeuse. The;re would be ~; margln for e'r.rot:l~hou!d' front: 
Dalbey . be p~a~ed qn ~n:e ,with wrong .side up,stJ.owing incorrect fil~ p.umbe'j: . 

. "Gale' , . ~~;:r ~. ~:~~~Jt;,;;; ~1~;:S; Traiding ~Div~on recoinn:le!}-9
s

, c~r~en~ it~ea n:fJ 
,~:;~~s- . 6rl)lUS' ~5'p~111~,'~ ,'~ .'" If'I~J,, <' ~: .r IT.·fP ;, 
Tele. Roolll_' ~ ~ ~:i..... V.v Holmes' ~- - - . 

,Gandy _ MAIL ROOMO TELET~PE UNI'-9 ' ._. I ' • • 

" " 



" ):' 

,0 
ate 

8/l6/7~ 
" Division of ;~sslqnment.' . 

b6 
~nru~~ __ ~~~~ __________________ ~ __ ~~~ __ ~S=A~C=RAME==.==N~TO~ ______ b7C' 
I ~U~GESTION 

'Director,. FB I 

It is ~ug~e~t~d thaf?file.scovers: ;~e~ pri~ed on bo~' sides~ . , -

, ,. , 

Cu:ie~l practice onule-Unclude:manual citation as well' as facts) 

File covers ?re presentiy be~ng ~r~ntea: qn one side. 

File cove'rs could b~ used, m9re thanonc~ ,by simply ~eversingthe cover ' 
and ;reusing it on the ottiei', ;print side. Wh~n files. ar~ ~9!lsolldateq the: 

" covers are' of n9, f.urth~r .ils~ and are c(i~~a,rded.. However ,-jvi. t~ prin~l~ 
'o~ ~oth ~ides the co~ers,cotild' be r~used f9r r~-openi~ c~es ~r fop 
c~vers pn ·new' ~as~s. The anriual saving,s are unknown."t Ifl'";~hi~#:::~. 
sti~ge~~~on w7r~ '~plQy~d only li~lf as,~~pr 90vers' w~1;4 ~~J'nee~J1~' 
the;r~by 'cutting the ~ost of ,~overs by :EJ.:fty ,per cen1; ... el'~., ~ ~:~ - .,~ 

~~ is' ~ot kQ6wn, if ~ririt~ng on bo~h ,side~ wbulq b~ economical. 

,f 

(Th~:u.se b:(, the Unltea 'Sta~es of my 's~qq~sUon shal~ not form ilia ,basis 'of ~ further, claim ~f any n<itllre.by me, my heirs .. or ',' .
as,slqns llPon th~ Unlle.d ~tates" LundersEand that'l )N111'oe considered for any JusUfled 'award only'lhny suqqestlon Is qdopted 

:wlthln:two years after s~omlsslon.) " ,. - • ' • ,<, 

·~~r. DMrs. 'OMlss 

Re~ommendatlons'and ',comments of Dlvl=!I.on: .Hea~-' 

It ,i's believed' that i'f file :covers 
¢~onomicaily this s~ggestion shoti~d 

- -" ; 

(Do,:J:1ot'wrUe l;"dbJs~spac~ • for' Bureau use, only), 

( 1&*/ I~+- f}'1}") . 

,'2 .;.' Bureau 

~~~~~~~~~~~~ 

, i 
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Fed?~ Bureau of mvestlgation 
New Haven, Co~ecti~t ' 

- Dearl ...... __ -----I 

, . -

, Septe~b?r,l~ 1971 

PE~SONAL 

.-.f! 

-, . h 

Reference.is made to Y9ur suggestion that . a:. -;' 

;, 

bE 
b7C 

pa.r:ticular procedure with respect to adm~strativ~ fP.es· be ~ " 
eXtended to index.cards, correspondence and charger-Qut s1!.ps •. ~ " 
q~rislderat1on has been '~orded ~ ~roposal and i~~ beeI:l ' ~.~' ... _ ' 
de~lded a man~ry rule" in ~ regard is not 'w~t~d becaus~ ~, 
of the additioruil'work'which would be involved for the small) 
volume of such files. . ' , ~: 

, ' , . I ,appreciated ha:y1ng the, benefit '9f your' ihough~~ 
on this matte~. 

.Sincerely yours, 

2 - New ,Haven J~~ ,Hoover 
1 - Field pe~s9nnel file. 
1 - Suggestion .file 

1. - perS6ilnel."fil~Oflr-----------' 
" .L:alz A L.....-__ . -------I 

--'--_;...1' (2) (S~ggestion 140-72) 
,vrffr: 



, '-

Q 

o REC 2q,..(P~, "J- 3/ ~ --25 J 

September~, 1971. 

PERSONAL 

t\f .,.. 

'1 I .. ,Federal Bureau' of InvestigatiOn 

...-r--. 
en 
~ 

Ne\v Haven, Conn.ecticut 

Dearl L....-_____ ...J 

Thank you 'Vel.,- much for the 'suggestion that a 
p~cular procedure' Wlth respect to admini~ve moo be 

- ~ extended, to index cardS,:c9r~sponderi.ce and charge-out s1!PfJ. 
This proposal is'being ev8:1~ed and I will let 'you know oftb.~ 
final decision-in the matter .. 

,., .... 
iii 

The interest and th~ghtt:uhiess whicJf;ptpmpted ~ 
u. 

! 

b6 
b7C 

_ .. L' 

.0' r-{ 
~ '. Ci: 0.. ::Eo I.JJ 

en 

you to submit. your idea to m~ are indeed appreciated.. ;. 'y '" 

Sincerely yours, ~ . 
' __ ~_-l 2 - New Hayen 'p; E~a:r. aooVet - ~ 

Tolson......,.....~ 
Fet~ ~ .~ 

I Siilliv--an ......................... 
~!obr 
Blsho...",p··..-~ 
Brennan •. C.D. _. -
Callahan o· - " 

Caspef'"..............,....,..,.,... 
Conrad....,.............-
Dalbey ........ .,..,..... __ 
'Gale '. 
Ponder..,.,,' ,.,.,...-."........... 
Rosen~.......,... ...... 
Tavel_, ,..........,...,....,., 
Walters "==--
Soyars _ 
'l'elc. Room _-_. 

I

, Holmes -
Gandy..",.. ............ ___ 

I. . .. 

1 - Field per.sonnel file. ~ 
1 - Suggestion file ' ',_ ~ tI£.... 

\1 - .Personnel file 'ofl I . --; v1l~ "-::....J 

~ML.4as,~ " '. ! 
(6), (Suggestion 140-72: dated 8/26/71)::' t • ..; C>rtJ.{ 

, NOTE: Bureau adopted system SOme years ago Whe,:~bY r:. U'ijf"\ ~, 
, dministrative f~les ,are stampe~:' which has t: 

12X.qv.~~,~ 0,,-. ~',," ,~ghl~. ~:u~.c1~sftil !!l porre~tl, Y·locatlng,~~~cKi.IJg, 1-;' 8 
rouhng .. and)ilhng. '~'If':wo,!ld see~ prachp.al to amena maexlng, t', ~ 

,~;,~nd, char~ng1g~t instructions to the effect that the notation '. ' 
~'''A¥>M,'' ·1?1a placed.on 4ndex card.s; '~P:P:',EEspondence and charge::o()l;lt . 

slips fol1o)Ving, the case hUlllber. .~ ~wer eplployees cannot ,: m 
ili:fferentiat~ b~hve~n admini~trativ¢'·'and ordinary 66 files fO.r a ~ 
cOI1siderable lengj'H t ,ti~!. ~n exceptioll could'be' ~ade wit:!) ~ ~ 

~ ~ .L-J gf J -' (NOTE CO,ritiriued on Page 2) t 
1'4..~ /fYT - - SEP 2 1::111' , ' . 
MAl ROOMI~I T ,ETY~E UNITD 



,.-; - !I.-

NOTE Q0n#nQ.~4: 

~eg~rd;tp,~,o~ble zer9··~g~B·,~ni!ce·:ther~, a:pp¢.af;~, li~tl.~ '<i~e~t~O.Il '.", 
~+-,~ga:rqin:g 19¢,atio1]:'9.fthese.~:fil~~. ~ .' . ~"~.' '. ~ '-,' ", 

, '" ,,1 .' .. - '\~ 

b6 
b7C 

t -

~_ " 'Ref~rre~ t(rJ~~iles and .. C9~~,up.~.catib~s, anqInspect~qn~: ~ 
;Divisionf:? for views' and: r.ec9~mpen9ati~ris.' ~,d~*'a~~Q :b~in~ . 
cOtlsi~~r~d 'bYt t~e"'q,hle~ ql~rkr~, De,sk, Traillin.&' p~vr~i9ri! 

. -. 

. " 

',' 

>, ,'-

.. 
\ , 

.~' , 



tr<
-~-- -

- -
J> -. . \~ 

--~-'~ ._._ .... --.,. ~ 0-;' ~ • 

Director. FBI 

~UGGESTiON, 

'~ 
'\:/'" 

[?ate 
8/26/71 

Division, of. Assiqnment 
,New' Hav'em 

. , 
b6 
b7C 

S!=>me years, 'ag~ ~lie ~reau adop'ted t1!,e, system of s~aJllping administra
tive fil~s "ADM," which 1!as proven highl.y .successful incorrectly 

';\ l<?ca:tin~, st~cking 1 routing ~nd f~l:i,.ng;. Irn 'this' connection it wou+d 
, \~ see~ most prac.tical to al!1eh~ inq.exing, 'an~ charging; ~out instructions 

" \rl to th~ effect that the nota.tl.on '!AThW' be placed on l.ndex cards, 
, correspondence and pp.arge-out slips fol-lowing the, case' number,. It ha 

been determin~d newer employees ~annot differenti~te between adminis
trative al1d or.dinary 66-files for a considerable leng~h' of time and 
Qlder ,employ'ees.1 ~09, have to r~v:i,.ew the file bri:efly :i,.f sam'e is not 
clearly' marked;, as administrative. (An ,exception could be made inso-
.far 'a~ double zero fi'les are coli,cerned' as there appears Ii ttle questi n 
concerning location.of these files~ Inasmuch as the'stamping procedu e 

( ~ • has saved a tr.emendous amount 'of time i·t would a ear that an elabor' -
c:1i:re~t p.ract!ce, or rule',(lncludemanual, citation as well as facts)tion of the' f:?ystC?m could -not- help bu, 

'N/ A be ,mqst be.neficiaJ.. ,~ 
'l 

t 

~~~~~--~----~----~~------~--------------------~--~~~~------~--------~--~ ~' Advantaqes of sU~gestlon an~ annual's,clvinqs'(include b<!l}is foresUmate) - \\) 

Effic:i,.ency' al1d'~aving of time. ~ 
• 

None 

,(1'he'\\se'by tile Unlted States ,of,my su'qqestton shall not forzrl the'basts, of Q,a..._.......:.....,.-""""' ........................... -.....,y·l1elrs. or" 
assign's upon the Untied States. I understand"that 'Lwlll be ,considered .for a Ion is adopted _ 
within two years dUer submission.) . . " 
'-" , DMr. t:JMrs. fX1; .. uss 

ster 
Recomlrlendaiions-' and commerlts,'of -DIvis-Ion Head' 

Certainly agree, fJ-;'}.'U'il 



TO 

omOH"l 'OlM HO. 10 c2 'Olo-IO~ 
MAY It.2 fOITtON 
GSA GfN. IIG. HO. 27 

UNITED STATES - VERNMENT 

. Memorandum 
Mr. Mohr Dt\TE: 

o 
9/13/71 

• Tolson ..--_ .... Felt __ ......... 

Sullivan ............ """"=' 

Mohr_ ............ ...... 
Bishop __ _ 

Brennan, C.D.~ 
Callahan __ 
Casper -- -- --

Conrad=_ ..... 
Dalbey --.,.. .......... ,.... 
Galo ___ -......-
Ponder...,......_ ...... 
Rosen __ ....... 

FROM : J. J. caspri---
Tavcl __ _ 

Walters --.='~ 
Soyars -_ -b 6 
Tele. Room_ 
Holmes __ --b 7 C 
Gandy - . ---

o . 
BUHEAU FIn SUBJECT: 

SUGGESTION 140-72 SUBMITTED BY 
I INEW HAVEN OFFICE 

Miller, E.S. 

SUGGESTION: :Bureau foll6:ws··policy i~ field of stampin ~§min!m,~J~~Jj.J~~ __ 
'" "ADM" which has proven to be hlgliIy sue, es,s~ in correctly 

locating, staCking, routing mid filing material. In this co _ ection, it would seem 
most practical to amend indexing and charging out instructions fu ·the effect that 
this notation be placed on index cards, correspondence and charge-out slips 
follOwing the case number. Newer employees cannot differentiate between admin- ( 
istrative and ordinary 66 files for a considerable length of time and olqer employees 
have to review the file briefly if same is not clearly marked as adininistrative. ~ 
(An exception could be made insofar as double zero files are concerned as there . 
appears littl~ question regarding location of these files.) t<J' 

() 
OBSERVATIONS: Files and Communications Division stated it is not involved ~ 

with separate files for administrative matters on the same I 
basis as the field system. Therefore, this Division has no direct experience with ~ 
this matter. However, it was noted that it would appear that the use of 'uAD1VI" on ~ 
cards, correspondence, etc., would faci1itat~ the handling of administrative mail to 
insure thatJt is properly filed in the most efficient manner. This Division recom- ~t' 
mended approval. LA,) f} 1 

The Inspection Division advised it would have no obj ection to the ~ , 
placing of "ADM" notations on correspondence and cha~ge-out slips'if this would t: J 
facilitate locating administrative files in a given situation. However, it does not 8 J 

appear to be necessary to issue general instructions or establish a rule ~o this 6 i 
effect. Each SAC has suffi~ient authority and latitude to establish an appropriate fi} i 
system to meet the needs of his particular office. To establish ,a hard-and-fast 0 I 
~ule in this regard would be too restrictive. -- ~ J 

Si Training Division disagrees with the idea. To add "ADMff to the 
charge-out of serials from administrative files wouJ.d be meaningless and add work. 
There are not sufficient other 66 classification files' in an office to warrant adding 
:'rAD~tr<to .index cards ~d correspond~nce .. of th&l~~yotving re~lar o~fice admin
Istrative files. The Chlef,Clerk's' OffIces In bP.ih WaShington FIeld OffIce and 
Aiexandria agree idea\shoilld not be adoR}~d.32 &, C, - ?-~q -fr~ 
Enclosure ~~ '-~ ~~ufile 66-5084 115 SEP 15 1971 ~~\¥ 
1 - Mr. Motir ~~ML:alz. I) . 

105 SEP 20 1 7,(4) CONTINU!£...: QY!.R ___ \T 
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IA.~'· . 

Memo' Casper ·to· Mohr 
Re: ~ureau Files 

'Suggestion 140-72'~ubmitted By b6 

I I New Haven·Offi.ce b7C 

RECOMMEN:DATION: Thattlie suggestion· notb~ ad9pted .and the atta.ched l~tter 
.be forwarded to th~· ~uggester advising her of this f~.ct.; 

The id~a has be~n ac)mowledged·by. prior lett"", . ~ 

.,.:;:-! 

, , 

........... 

- ',...... 

~2-

, . 
, , 

I • -

. .. 

) 

3rt

''1Jr 
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. October 19" 19'11 

,PERSONAL 

-. 
...... "1..,. 

. D~m.1 I - ~ . ,- ~, 

;..' 

•• I. to- .. 

. . :Thank you very much for: the suggestlo~ ~ '. 
~ tronts, n~ l~;.he.Jl$.§jtgor a. particular-clnnsificatiO!!!, It:~ Q. 
-pleasure. for ~e to advise you this -procedure is bein~a.dopfed ~d; 
. the offi~eto ~h1ehyou are assigned ~ ~tng authoriZed ~o place ,it 
lnto eUect. 

I ~t- to commend you for the initiative and aJ.ert~ 
llef!S wh!eh,prompted you' to submit thls- idea to me. -

:;~-.'" M§!rm m. C 

~ -oct 191971 l;' 

Sineerely yours, 
~ Edgar Hoover 

'-

---~~ 

b6 
b7C 

, I , 



~~-> .... -; ~-"" ,,-

<NOTE: Contfnu~~l 

tra~ning, and ih~pectiqii I;>ivisions ~ave no <bbjeCtion tc~,the 
p~oposed method tor'l].andlip.g>tp.~s,e files. W,F0 'haiidles <~ppr>q~i~at.eJY 
7~' ~~ch <cases monthly fu.i,d sMggest~r. not,es app~oxiinately. $21>pe~>ye~?:, 
i~ :-file' 'fr opts , and~ $154~ .. ~f6 'per )fear,- iJ? .~,~pi<?ye_es!} ~!~~ \v'9l!~(rbe lsaved~ 
_ S!ilce .this- a¢Qunt i~ not .s~ficiel1t ~fQr an incentive- ,aw~a~d, tqe -sugge.~ter> 
)s·-being commended ,in -tbjg ins~ance. 'It is, tecoJ¥p:1en4¢d ~dea:,be ap:ptQved-. -

-

\ 

- -~-~-

-.. - :2.- J 
.1 

J 
1 
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EmployO'.rSuggestion 
FD-2~2 (Rev. 9-11-59) 

To: Su ester's nam'e 

o 
IOl14/7"~ 

Division: o( )l.ssiqnment' "'. 

:b6 
b7C: . 

Director, F~l WASH±NGTON'~IEFP OFFIC' 
SUGGESTION ~-

", I~' 'is suggested that the' <;urre~t/ .. p*,?.ct;ic~, of ,p~aci?Jg 
file fronts U9rm 'FD ... 245): .on ~l~ssif.ic~ti<:>~ 16~ (F9~e:tgn .p,~).;~~. ~' 
Coopera~;onHiles 'hanc;1l'ed on· ~~lie appll.<;antsq~ad roto~ _~~ 'WO Qe, , 
discontinued. '!1lese c4s,es ,'gerieraJ,.lY inv9lve reco;d c,heck's -9;; otlier 
tlox:ie sho;tt leads' 'and, tnerefp1;'e.are, not. 1Dai~t~-ined in' pend~ng ::;ta~us; 

.\ ,~ 
"\~' 

",,, 0) 

'lii 

'm ,:}! 
for any length of time. . 

rc~u~li·~re~nt~~~tr~~~~I~ce~~o~~~f~uI~e/,(l~nC~l~uud~e~m~'a~nu~a~l~cI~ta~,~~on~'~as~T~~e~,ll~a~s~f~a~~tt~s)-t.~~·~~tV~~l~eti~dj.M~h~:~f~i~lre~~~,~e~"~'tD4: ~ 
, t e :J.~.j J.l. es wnen openea. WUen tne ,~a~es ar~ c ose ' t ~ '~s: ar,e sen ' 7. 

to t;he closed files ,section w.~er~ t~ey are' pla~~d i:~to ·con.sol~d~ted - _ , 
" . 'volumes and the ~FD·"245s for individual cases are -then· destroyep,. 

WFO handles an average 'of 75 cases m9nthly'~n t~e 163 
~. c • 

classification. Thu~s 90q FD .. 24?s are useg per year, ~d._ sinc'~ t~~se 
cost $15.00 per 'SOP', eliminati*g, ~heir use wo.til~ save '$27.,00 per year 
for material. .It is estimated t~a~ in clerical wot~ ~ime" 12 minut;es ' ~; 
per day",w:ould" be ~a:vec;1, for a Grade GS!"'A Ejmp~oyee. ~his, W9ul<! total , 
6% work. 'days per year or a 'savl~g~ of '$15,4.96 perw iuulum~ 1?aseC!: :on,:,t~e _' 
GS .. 4 salary 'of ~6202·. The t~tal savings for WFO would· 8f1t?~t; ~o·~~18l.96 
per year. ,There al~o·would be some savi~gs. of f~Ie 9raw~r ~p~~e;!~ 
closed files. section. . - '~,- :, ~ . i 

N.one foresee.n. EX,,102 

:;:! -'L' .~~... -~ .'~. ' 
~~ . ' 

-:-" , 

'---: 

(The use by the On1ted'Stateso~ my' suqq'esUon ~hal1" no~ form the ba~ls of a J,:!rtl.ler. claim oLcny,ii<:.t~re:by tI,le, ';nY·hehs, o.r '" 
ass!qns upon the United. States. I understand t,hat I will be cOtlslder '. wa f s' sad ed 
within >two years after I!ubmlsslon.) . 

, _ C?Mr. lKJ'ileg~s , 

Bureau· 
MP:anT (5)' ~ P~rsonne'1. f.ile~ .... ____ .....1 .... - __ - ... 

--~, " .. 
v 
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!4r. M.:obr 9/13/"11 

,'. -.. . SYN~PSIS ~ ,- . _~ -. ." 
" . ~). ". . - L'cgnt ~tblche (Lcgat) IndQG' proposes l~dox cardI;J in the ottawa 0 () 

be ~ootrOyod atsamc tliuo ~ fil:oo~ This varies with foreign' oWCGO an~ in ene.a "" , 
of·Qt~via 1St SocJiriJy - $, yearD; .Crlm1rial .... 1 year; and, APPlicant .. 1 :YQat.·, ~~ D . 

,unlcos' dorozato;y infO;ma:tion.iS ~cvel()ped. This is necessary sinc::e ther(l nrc. . I _ ) 
~. .", . . _. 
I.' . • "«,, . 

'. clcncy of offico a 
ba~~P·1;ifOir.tnlo.tior.----I 

'. ". " ~ -. 
, '. Whll~ Domept\c Intelligence. Division fe1t:thiS action wa;Jl~ tend to' ;; . 

. 1essol?- adt;nin1strhtlvo contro~· and ready rGforenc~ 'to fact:that ~pgat ~,.·hn<t pravi0um ; 
investigation Qr knowle;igQ of somo pnrt1~ s~ject" Ge~era1:ana ~peclnl Investi- t:4,' 

pttve as well·as Inspection Dlv101ons recoIl1mendo4 n4optl()n dua to the two. ba~p ~ 
- systoms which nre availablo to Otta.~ and 'the fn~. Unt sp;ce in nt'a prefnium. ~ 

InDpo(:tion Division noted Ute:~.ilk of,Lcgat!a wor~ 10 withL . I '~ 
- I land. ~ cnses o~.Jl:l.V~,3 tp ~qfer t() lndl:cos' niter fUe }msoocn deotroy~~ 'I 

aJ:O .minlmnl. ''frMnbtZ Dlv1010Ii·haa no. objection to,appfu)Val of thia idea fol' Otta~ 
Of.f1cadao·tO.forqa.ofug Views. Londo f,or Legats arc prepo,rf)dln l,ettQrho~ memo- . 

. randu.m. fOl-nl and mupt contain all pertinont data ava1la.ble. The maintenanca of 
index cards after fll~G havo been dcstr~ye:i does not app;mr to bQ ·nooessat.y in ~o I 
inotance. - ~: 

RECOt.UtiENDATION: T.~~;tAe ~gcotion'b9 adopted ~d th6:,attacped·lette~ be 
,. ,- forw~49a 'to the S\13ao~ter :aav1a1ntr .him. of- thit:J fa<;t. 'J:hQ 

, idea lmsba.en ~knowledged by prior letter; ~ tb _, ~ }'I? __ 
-- ~-----~-

EnclOdure ,}.tt.:a1z -NOT ·l~fX'OnDED 
-1 "i'l.1;r. !riohr . (5). V 191 ~f::I· '!J~ '19~1' -

-rk.B:m:~~ \'1\1\' ~ , ____ .~ ·"{f1 SEP ~ 41971 \ ---



- - O~ 

Memo Casper t~ Mol:lr.
Re: ottawa, Canada 

, Sugg~stion 1~1''''l2 Subm~ed"by 
.- Le~t !l!ods" ~e~ l.nnes" otta~ O~~e 

DETAILS' 

SUGGESTION: _ In L,egat's ,Office, Jndex cards bG destroyed at same-time as 
files., Th1svarles:t>y'LegalAtta,ches,ru\d in case ,of ()ttawa 18:, 

1.. Security. -,3 y,ears' 
2. ~rimJnal'~ 1, year ", - _ " 
3.· App1i~tint - 1- yeaJ;, unless derogatory inf6~t1on devploped • 

., _ ~1r ::-

'CuRRENT PRACTICE: Foreign 9per~ons Manual" Section VI, page 13, proVid:s ' 
" , index cards fo.r files destroy~d should be r~talne.t1, , 

,U1Q~epy ,affording a. futur~ file regerence for any )lecessnry Bureau ind1~es checJt. 
b2 "'>. 

-ADVANTAGES: LegatInnes $tates~thatJn ~ho cas~ of-Ottawa Offic~, i~.bas -: 7 b7~ c< 

, ,becomo .:mandatory asnow~therear~ four'indices, ~abmets rumost. 
full and no, apnce' 'in, vault area for additohal cabhiets.1 

Savm~'Wou1d'be primarlly- ~.space ,with: l:i~tle los~ lit e~Cienct of;office;,~I~~ ...... 
and/or B~eau in,_aU instances T1ouldh~~;Q:n fil~the neceqsary packu.pJnfo~mati~n._ 

DISADVANTAGES: The suggest~r otates,.Blireau offices woul.~-~'Ve tQ b~, ~warG.of - ~ 
, (ipove _and ,if fU~ and index card laioym to haVe neen det:lp",byeit - : 

due to time Q~psed, tltey.would have to 1nclu~e in letterhead mez.n6r~dum re ... · _, 
questln$ fuveatigatiqn a brief ~esunie of what has "gone ~fore. c - _ 

OBSERVATIONs: .Domestic Intelligence -PtVision 9PPOs~q.idea as -it i~lt this would" 
. telld to Jessen th.e ad.ininiStr~tive control aJld, ready reference. '- -

to the fact·that Legat"has had"previous 1nveatigatiol\ or krlowledge of.some panicu- , 
lar subject.· .-

. 

Files ,and CommunicationsDlvislon note~ the p:rac~ic~Jlttoughout 
the field is to retain .index car.dtrWlth certalIl ~ceptio~ after ,the 'fUe bas been 
destroyed ~tll tlJ,ose ¢arflS ·~o 20' years old; ther~by, affol;clii)g a file ~GrGnce 
f~r anf future ~de;'checks. The, :practlce,-at the ~ea~ Qf Goyernment ,~s:.t9-·,<le$troy 

- /" 

?,/"" ,. 
/" 



- -'.' ·--,·af' 
'MomQ qaopor to :Mobr 
Be: otto.~?a, Canada . 

~. -

SuoaeoUon 141~72 Submitted by . 
~Gca~ M:oos ,.,eo Irinea, Ottavm Office 

. . 

ir1~9X 'cards at tho same·time thefllea ar,e oosfrOycd. This .is 'in accordanc~ 
;With normt11, records monngo:m.ent w~ch :¥lsumej:.that th~ indeX re~er~nc~ h:ls. no 

. ,fu~cr-va1tia whentha.fil9is d~stroyed. ,liQWGver, the uoa- Of tho ~dex ct.U'ds 
in field offices ~er dqstrl1cUon Of.fil~a tlPpenra to·~ n. valld, one ~d their re-

, toJUlon, thorofo~o~ Justified.. 'l'bls DiVIsion di~ not fe,e! ~ed to .comment on 
,~a space ~e~ of the Ott:a,wa. Office and' whether those need:J are critiqal enou$h 
to wartant 1;Ut, ex~C3ption to the rulQ,. 

,,,,. ~1 
I 

. -. . . ~nera1 Invcotigat1v.~" '$peci;ll InvQzttaat1va __ and'~pe.ctibn . 
· Div1s1oDO ,recommended approval. It. was pohited out. that in the. eve~t inVO:,lUga- b2 -

tion is req~od of:tho te~ts Office and the file h3.s been deotroy~d, cop~ea of b7D, 

ths portinent 1nfor~on could bq~orwp.r.ded to :e'Leg;it. In addition, this 
offico' han two backup syste~s for 1nfo~~t1otl. land the Burea1;l'a _ 
indice:;}. InJJpaction DiVision ~tod that tho race;) li.iSpectton of ottawa ·Office 
reve~ed VfJry'UtUe ~oom. fOl"'adcUtlonal ~nnsion olindiooa. Ther~ wer.e ,t;lpprox- --f, 

" imntoly 25~mnleted:d:~car:cfil:~ diawc:'s . .on h::d. 1'h~bulJt·()f th,e Lt:;J' t 
- work in 141 _ _ _-_--_ _ _ ~~ l.Any ,inquiry :f~ODl 
I j 0 r agenc e~ er· " as .b!\rooen sttoyo.d would neC0SSa.r y 

, have to be handled at 'the. Bureau wllara Index,carda and'file·are availablo. It 
appcarp-that the insUincol3 of haVIng to·refer to .!nd1ccs:ilft~r the fne'~ru3-becn 
'd?~yod are ml~imal. CODpid~~ the space .QXP~lon probl~m ·ap.d the·mln!ma! 
benefit d'1'rlvod iromrctabUng hid~ cardS after me is deatroy~,a, the lnspectlo~ -
Divisio~ concurred With·this Duggeo"onT I 

, PUc·to thQ majority of tho divisions recommCll:ding the idea be 
. .adopteil.Tl'IIhiing Dlvislon ~ no objcct1on. to·tb!s action for the otta~~o. I 

Tho condiUons there aro different in that the office would have access 
~ .~ea :a;5J wen as. those n:t,tho' Seat .. of (JoVer~en~ sh~d they be. needed. VI t~ . . : 
·~~~,to.a1l· pffices knowins the destru~U~ pqrl~d of ~,mn.ter1a1. this does '; 
,not appear to 'be pertinent s~c~ ',tha Man\m1 o~ Rules ~d Regulations, Part lI, . " . 

· Se~t1Qn~. 'p:lg? 14, wher~ leo.dp nre diacuscoo. .statea that t~enQral1Yt when leads" : 
are to be hruidled throuah' a, legal attache, they are put in a.le~tor~ead ~omorandum : 
(~letterhaad), which-1s sent. to Buroau. 'with tt cove~ lctt~r requesUng·thnt mnttQr< . 
be ro~orrod ·to legal attache. Anpe~ent da~ci..Should ~ -included in letterhead 

· ~c~orandttm, It etc. A brlef.l"cpumo fD al:\"lo.ys nacesS3ry"nnd'it lVoUlc;t lncltlqe 
~orc ,1nfor~ntlon"than· ~y dab:J. wPlch 'Would 1;Jo, 01); ;til Jn4ex card. . 

- ~ .;.., >if , 

-3'; 

-
-7 
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~1r. Moss Lee Innes 
The American Embassy 
ottawa, Ontario, Cimada 

Dear Mr. 'Innes: . 

\ 
\ 

\ 
\ 

o 

September ~~ 19'11 

PERSONAL 

.. , It 

'I"" 

Your suggestion has been received concerning the 
disposition of index cards and files at the same time. This 
proposal is being considered by the interested divisions at the 
Seat of Government and you wlll be advised of the final decision 
in th~ matter. ...'\ 

- ,. ~,.,. 

':~ I appreciate the interest which prompted you'to 
submit your idea to me. '0 '.,J.. 

Sincerely yours, 
'1.. Edgat-l:r'Oov~ 

1 - Ottawa (Suggestion file) 

,0' yI,)' 
~ '9',\ ~:-
~ \.~I \....r 

0">' 

1 - Mr. C. D. Brennan (Attention ForeJgIi Liaison Desk) 
.. ) 1 - Personnel file ·of Legat Moss Lee Innes . 

, ., 

.. 

~ 

~ML:das~ 
,,(6) (Suggestion 141-72 dated 8/27/71) 

~ 
g 

~~ 
I Tolson~___ _ NOTE~ :~:~~~~t:C~~:~~f~~~ ~~~:sc:yr~ebg=l~~::~6:: :!d fJ.r--
I 

FelL 

~I:'~:von in case'o~ O~wa is: S~cur~ty - 3 years; Criminal - 1 year; 
I Bishop and,., 4 p~licant; - '1 ye3;r, ilnless derogator~ information developed. 
! nrcnnttn. c.o. _- .. " • • 
I Callahan -. •• ,'. ;", ' 

g::~ Re'fe~~ed to the Files and Communications, Domestic 
DAlbey Intelligence, Generru. and Special Investigative and Inspection 
Gale M ,Ponder '. '-, Divisions for vie recommendations. Idea also beirig considered 

I ~~:~~ ...... ,by the Chief~le , ,e~~.,;':T~tn~ Division • .... /.J c&r" ,'" f\uf ./ 

l~~::~:o~n~~ ,,{ .l;'H·~~~'·I. 'jl "6~:",~ .... , t I O~/' 
f "olm~~'~~[::. I." '10?i " , .. .,\. 'l...;.:r..". 'J, I I GandY -" --.' -' N. IL M~.TELETYPE UNITe:]' • [1-

~ ,,/' ''' •• , .,. •• ,., ,. -.--.-. : •••• N'" --. ~~' •• ,~.,.}4~" j, ....... A\...l.' .... :- .... >r..: .• ~" ... ~,_, .. _ .. : .. , .... " 
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Employee'Suggostlon 
FO~2S:,.~~I.S,9) 

~ , 

To: 

Director, FBI 

From: (Suggester's name) 

MOSS LEE INNES 

--.,. ._- -- ~ - . 
" I .. 

I' },.,t....} 

~\~ 

--
" - -

. 
-~- , 

,"-

~ ,. 
l'E1e "'\, 

August 27, 1971 
Division of AsSignment 

OTTAWA . , 

~
GGESTION . o In Legal Attacheis Office, index cards be destroyed at same time 
~ as files. This varies by Legal Attaches and in case of Ottawa • 

is: 

1. Security - 3 years 
2. Criminal - 1 year 
3. Applicant - I year, unless derogatory information developec 

b2 
b7D 

.. Current. practice or rule (Include manual citation as well as facts) ,. 

Foreign Operations Policy Manual, Section VI, page 13, provides ind.~ 
cards for files destroyed should be retained, thereby affording a 
future file reference for any necessary Bureau indices check. 

Advantages of suggestion and annual savings (Include basis for estimate) 

In case of Ottawa Offxce it has become mandatory as now have four indicef 
~~h;nets ~lmnc:::t :full and no snace in vault area for additional cabinets. 

I ~a~i~gs would be 
...... -p-r-:-i-m-a-r-.i-:;l,...y~i:-n-s-p-a-c-e-w-;i-.t"";'h---:l:-l.:-· t:-t-:-:;-l-e"""":;'l-o-s-s---:i:-n-e-f'l':'f~i-c'Tl.-e-n-c-y-o-.f,.......Joffl.ce as L I;,~ 

and/or Bureau in all .instances would have on file necessary bac~k~~u-P~ 
information. ~. ::;. -.. " 

Disadvantages of suggestion ", " ". ,~ , 

Bureau offices wOuld have to be, aware of above and if file~and index ca~. 
known to have been destroyed due to time elapsed, would haye to include~~ 
in letterhead memorandum requesting investigation a, br.ief resume of wv~;J.~ ~ 
has gone before. ~. ~ 

':! 
(The use by the United States of my suggestion shall not form the basis of 'a further claim of any nature by me, my heirs, or I' \ 
assigns upon ,the United States. I understand that I wUl be conSidered for .;;}f;any Justlfle'd award only If my suggestion Is adopt~ ~ ~ 
within two years after submission.) -~ ~. Q . ( ~. ~ 

,I, IX]JMr. qMrs, DMlss ~ -:7::7 _~.c ~--, to ~,~ "" 
, Signature 'and Title of Suggester ,.. :-" 

Recommendations and comments.of Division Head • 

~. '~~ :l-3'; 1 / 
" JtQir. '~ECQR"rm~'" ' /?fi~ ~<' ~~~r. 
" 161, 'S£,," -'3 1Q71' '" . Signature and Title 

(Do not wrltd In this space. for Bureau'uae;only). .', .. , . ' ,I. " . _ ' 11 _~ ,,, .• : • 

V.,jt"'· &t o..erU, ,,,,' ~ ---~' 
'r~ ,-t, ~." ' . ' 

q ... ,- ", 

\ 
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.. 

).x-tll \ . " 

~ .~~~ c,t -~ 3 .J 0/ .... ~3 ~ 
,~~ I I R Federal Bureau of Inv~stigation 
,V Honolulu,. HawaU. 

( -

October ·~O" ,1971 

~ERSONAL 

lhavereceiv~d yo~ suggestion Tega~ng 
procedures '\Vhi~h' might be initiated with respect to h!Wgling 
the disp,ositlo;l of/certain materiaL You may. b~ in~ereste.q., 
to ltno~ Uiat. sImUar proposals hav~ bf3en consldered.preyiously, 
and not ;;gopted., It was decided~e present. wording on ~e me 
cover of the consolidated volume is consistent with the manner 
in, whic.h ijlese flles should be purged. . ' 

b6 
b7C t 

}D 
.~, 
"1 
~ 

l 
~ 
'.J 

pj. 
~i 

, The; inte:r:est ,an~ t~oughtfU1ness w~ch prOmPt::6d ' ~r 
.' 'you to :_Ubml,, t ~OU, r idea to me are in, deed, appr~ciated. . ,,' ~ ~, 
~. ~---' - ~~ "~8~ ldAlLEQ iZ. -, , - Sin~ere~y yours" "" ' \J 7\ < 

'OCT~O 1971 J Edgar Hoover .. 'f~l 
".2' -,' onol u ,"' The current rules, ~re cons~stent V(illi J; 

~ ........ --~!..' -lUdl'd personnei file their intent. Wh~n ~i~es are ~onsoMdaL~; 
J - S~ggestion file ,th~'fro.nts a~¢ not retai~ed witll the,. g!~ 

_. ' .', exc'eptIon of the one which goes on .~h~ S~~ 
cOQsoUdat~d volume. When'files are destroyed under the circumstances as 
me~t~o~ed in the Manual of. Rules and Regulations, ,Part H, SectiOll 3, page 134 
the 're~o~ for destructio~ is placed on the file fronts or on, the consolidated 
vol9I!l~ front coyer and the fUe nuinbers shoUld be 'li~~ed followed 1:>y the office 

'~1::M of origin. This iSnrS&al'Y'fOr reference purposes .~. auxllia,ry 9ffices since 
Rosen no no~ti()n is being ~ced.', :Qn;;ind~ car~ regardin,"g ~ lnformat16Ii, The 
~k 'L 

, Bishop use of one .serHu or age ,would not bfi! warra;nted for this purpQse. 
, Miller. E.S:,_ 
, '~llllah8n . , ~ , 

Cas !>Cdr ., ,,1. Personnel file, dfl I 
Conra " • • 
Dalbey t L:alz 1 . 
Cleveland --') I ,( .:.'. \ / "/ 
~:~~:r ,". 6 _L_::;*~i~8;~eshon' 241~72 dated 10 15 7'f/-,'1+_~::::::---
Ta.c\ -¥ _. \"" '~ '~ 
·~~~~:5n·OV 1 '19rt-':tt, ('lr.t;;r OCT 27 19 . .'. $\. NOTE on Page 2) 
Holmes . • ' 
Gandy _ MAIL ROOMc::J T ETYPE. UNITCl 
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, J.,~~t~~ tolL...-.....,.... ______ ----li 
~ "; 

--:\'" :;'" _~ _ __ ~ .... . '~' "., -:."- H _ 

~Q~~: S!l~gest~ 'ji!~t.~~d. Q!r.~taJJlill{?iJj.J~.J~Q~ts-~W:hen; d~st~Qy!,P..~: !~les ~~nd, .: 
~dding tp.e of~ice, bf or~gin· tliere,to for j·gf¢.rence'i:nirpos~~·;, tl1~,:last _ 

'_ ~~~riar 91 each rile: destroyecf'Qe 'retai~e~~ <: In ;cor).s.-olidateq yoiuines '" 
wh~r'~ .there-- i~ no',file.cover 19P'th.~; 'file~'f.o-:be destroyed,. page :t of th~ 
lqp~"s~rial(whi.~h sho~ld show {ile ·nlimqe~ and oI~ic~- of6rig~ri>' wo~14 
b~ retai'hed. iirJieu of preparation' Qf -f~le c'ove~$. . Pag¢ ~,-or retail1ed "; 
serial would- a~s_Q be mar.k~d"tQ ihbw: -;,,'!FHe-destroye:ct.-per "M,R;R, - : ~ 
qat~,;and"iriitials;'i ' " d - _.' 

-~ :: 

~ - .... -

- ~ 

, - -", ~ !fo~()luhi '.f~ .~v{cientlY ho~:ip.ter'pretiQg t~is rule ,~s ~t,~ was 
Intended'.,-' While files' are ,consolldated:'after siX"m"Onths and file ' . 
ftonts~ ar'~ 'd~stroy~~,' thet~:natur~nY ~W9uld be' q~iy ~~on~ .~( ·d·bhs.-bH·~ ---.,": 
,da~ed volufu~ O}l, w.hicQ to, p~.ace dispqSit!o.MO£ destroy~d :f.i1e~ witli-_ ~ 
'office 9f 9rigill. N e\\!, :file }lO:nts d~ . nor !le~(r to)j$' piepa'r~d.. 'Tr~iIiing 
,'D~vis~o~" recomip.,ends no: further ,~:,tt.6i1: r~g,~rding, .. th,is ,:rriatter. -

J -::....:: 

- . - -" 

~~'"r,':''' ~ 

.f.- , , 

, ' 

--~ 
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'Employ~e Suggestion 
'FD-252"(Rev. 9-11-59) ,. 

10-15-7~ '\.i .. 
\ " '\ ~T"o: From: (Suqqester's name) .Dlvision of ASl!lgnment . 

, ~ . Director, FBI,' " HOlm LULU \J SUGG;:STION DESTRUCTION. OF F~LES, FIVE YEAR~ OLD" SPEC~F*C CLASSIFICATIONS. 

Ips~ead.of reta~ning;tile fronts when destroying files and adding 
Office of Qrigin thereto for. re1'ere~e '.rpose~, p~r existing i~stru<?t-

. ions, it' is sugges ted that the las '1_ er.!al ~of eaoh f~le' des t£.o~e,,~ ,b~ , 
retaine4..,. ,In' already oonsolida -\}oru~es'''''where £li~re is no .ril~ oover 
~or-tne' fi~e ·to 'be destroyed, page 1 of the top s~rial (whio~ sho?ld 
show·the file number and 00) 'will be retaine~ in lieu of pr.eparat~on 'of 
fil~ ·oovers .~age'· 1 (/f the retained seri~l wil~ a~~p be marked to 
show: File destroyed per ~R, date. and initials. 

"t\dv<l!ltaqes of suggesUon and a,!n~al seXvinqs'(include ba.sls ,for"es'Umatel,Sugges tion b,as 2 advantages: 

l~, Con's'erves sp~o~ .(1 page of paper as opposed .t<? thicKnes~ of 1'11 
. 1'rqnt.) In 'event· last se~i'al consists ,of'·numerous pages, only 

the first page of the letter or re~ortis ret~ined. 

b6 
b7C 

~. Cqnser.ves time sinc.~ it w,?u!:d appear. in oi!der to ci:>inplj with 'r:: 
existing ,instructions it is '~ow necessary to. prej?~l'~ a file" ~ 

t;rO:nt ~n c0I}solids'ted s~ct~ons writing in the '1'i.1e numper and'~O~1'i: e 00 
o~igiri for ~ach file de;strqyed 'u~der 'S-year rule. . ' , r-/ 

, , 
, --: f-

~--~~~--~~~--~----~----~------~----~~--~--~-----T~~-'~--~~7.£ili 25 
Dlsadvantaqes ~f suq~~su9n pos~ibrli ty exis ts t'Ol> serial 'in file to ber des troye\'~ I 

d9~S not ide~tity' o1'f·ice of origin. ' It w~:ll be incumbent on Chief r 
'Clerk's Office to insure this information· is plac.e'd. qn page i of top : (~ 
s,erial. :prior' t.o de:struction ,of ftl'e. . 1. a 

I--_--:i'l, til 
(The use by the United States of my suqqesUon shall not 'iorm'the or ' ~; 
assigns upon the United States. 11 \In'derstand that I wUI'be'consl opted >( 
within t"?o years after sub;;'isslon.) , D' . r.::1 ' . ~8A!:,' 

, • M~. WMrs. [l[)L.....,.,~r-=-:_--~::-=:-:::-:-::-=""II""r.~::7""!!=='::":'7'nJ.::::;~ erk: . j 

R;,co';'';;endaUc)ns, and comments, ot- !)lvision 'He-ad. ~ Ii 
( The Cnief .Clerkr~s, ,suggestion 'has merit ana barr~hg' any A,', 

siderations not, taken into account I feel he ~I' 

~Sh..;....O_U--.l_.d_b_e_. a_' d..,....o_p.......,te'-d_,. __ , __ • _\i1s..;....: .'_' .. _~_1'2.-.,-_~"",""'~~::::~~~~~~~:~~~~~~~:-:-:~~ 11 
:: ~~;::;~: ·'tJ."1.7\o:,,) REG-53 

191, '~~,o.\1-0 ' 

~" 



TO 

FROM 

SUBJECT: 

\. -

otTlONAI. 'otM HO~ 10 
MAY 19U EDITION 
G$!, GfN~ .(0. NO. 21 

o 'OiO-I06 

-UNITED STA'fES GOVERNMENT 

Memorandum 
Mr., Tavel -;;:r 
J. W. ~ll 

GS-3, Fi l~.~g Unit 
Files and Communications 
EOD 3/1/71 

o 

DATE: 11/2/71 

Division 

STREAMLINING COldMITTEE SUGG~STION 
4F Slit -rt 0., 

ToI8on_~ __ 
Felt--..,................., 
Rosen~_ .... 
Mohr .--.,.........---". 
Bishop -........---., 
Miller, ~.s. ~ 
Callahan 
Casper - I 
Conrad . 
Dalbey_..,............, 
Cleveland __ 
Ponder - . 
Bates -...,-__ ...... 
Tavel _---,. __ 
Walters __ _ 
Soyars _---,, __ 
Tele. Room _ ' .. 
Hohnes ~b 6 -
Gandy -r:, 7 C-, 

~I------------~Ihas suggested that Filing Unit 
employees~ g1ven production credit for mail filed while 
returning files to the cabinet. Presently in returning 
files to the file cabinets, employees are required to file 
all loose mail which accumulated while the file was qharged 
out. Employees' production levels relative to file retur~s 
take into consider~tion loose mail that must be filed. 

The committee carefully considered tli~s suggestion 
and feels that sufficient ·time is axready allowed £or this 
particular function when computing production relative to. 
file returns.. Therefore, it' recommends agaiilst adoption 
of this suggestion. Employee has been orally thanked, for this 
suggestion and no further acknowedgment appears necessary. 

RECOMMENDATION: 
, -

For referral to the Training Division', attention 
Suggestio~ Desk. 

?I-
0(, ~6B2.··~maMA· cY'D'D J 11/3 
~ (Y'" DUM OF THE TRAINING DIVISION '\}ML:alz 11/4/71 

Due to the observations of the FlIes and Communications Division 
~and the fa. ct that the employee has been orally thanked for her idea, t~v 
Trairiihg:Division will list it for statistical purposes onlY

l
, .<) '1).iy 

. REC-24 -~t:r.";'?J\.- ~ .&> -::L '3 / . ~ @". ~v' :/ 
RECOMM'ENDATION: That th~""S'uggestion not be adopfe and a letter not 

be pr~pared for forwarding to l:Jmosugge~', 'l 
.., ~-},.~~ , . .fa NOV 5 1971 -. 

TiiONOV 1019r ~-* I 
1 :~ersonnel We o~ VfJJ:J~lt h-J 

r2 f?t- * B-Cf v 



FederaJ;. ~\11'~~~ 'Q!-Iilvestigauoj;l 
Was~gtQn, D •. C.·. 

DemiL... ____ ----I 
< ~feren~e ,is maqe to YQur suggestion ~t a~otor 

flling syst~m b~ installed in, the:warlouE! ,divisions, ~t. the ~~at of " 
G()ver$~ilt. A~ter ~onsideration, ~t has been dec~4e~d tJt&.~ume~
ou~, c1isadvantag~s .. involved in the 'proposed ,system !\VqiJJ.d' far ' . 
outwelgh~ariy .an:tici~t~d 'benefit to. be deriVed from it. .' .,. 

Although favol-able aeUpn 'Was not .taken in this. 
fustanc;e, I·appreebited ~ving t1;te be~efit Qf y.our thoughts. 9n 
this: mat.fer. .. . 

S~cerelY'yq~st 
.. I 

I,+~'&ov~' 
" j 

b6 
b7C 

1 - Mr.. E. S. Milier r---------, 
)1 - Rersoll,i)el {;i~. ors1 
.~~ . (SL-l;l-g-ge-S-U-O'n-4':1-' 4--7-2-)----' . W 
NQT~; Bfl.~ea pn mEtrp.9f~ndu:m'E~ w~ MqG.Q~ tq M~. Waikart, ~O:baj, 

1/~/7~" re:' 'SuggestionA1'4-72 Subm:itted b~ I 
~~:~~:~on -._.-... -- Do·me~.tic Int~llige.nce. Dt~r~t9nrwith addendum 1;>y th.e rz:~:iningDivisl()lJ., ML;alz, 
Mt'.Rosen_' . - 1/6!7?~: :' 1AAI,~ll z ,,' . .:. . ' . . " ',' '" . 
Mql~.II~" _ ~ ~ . - • . . 
MrdlIShop_., ' 
~ir. ~iiller: E.$' .. ~ " . , JAN:' 6i197? 

,. 'Mr, Cal\ahall_ c., .' 
~Ir. Casp<i;~ .. 
t!r .. Conia~·"-';~=.i== .~ " _ ,FaL 

. Mr~ Dalbey__ 't::,"' ;,' 7" 

. ~!: ~~~~~and,~~' '( ... 4 t 7 t.-- , ... 
·Mr. Bates, -- r. .. 
Rr. Wail<art.""::':"'- - h 1~ 
~Ir. Walter~ ~- 51 j M,m'. ~ . 
Mr! Soyars _. .. ' ~ . . ,.' , 

, Tele\ RoOll\:~' .'~""'" . 
Misa lIohne~ ,... . , .. 
'Miss,Gandy ._<=,= ' MAIL RooM',D, 'TELET¥p~ UNl'r 0 



.REC~2~ 

o c 

.December 23, 197~ 

PERSONAL , '. -

(p ~._ ~3 11 ~ ~)<-e 

I I 
Federal'Bureau of Investigation 
W~h1ngton, D. c. 

De~L...--___ ---1 

I have received your suggestion that otor fUfE.g 
system be installed in the various' dlvisions at the S at of --

over ent. Your proposal is . being evaluated m\dl I will Jet. you 
kn~w when decision is, made.. '. 

, "~ inte~~st in, f~rnishing me with your observa-
ti~ns in this matter 1~" deed appreciated. .' -

. er,ely yours, 

;tMllEQ B ,~~u~i~_a r-...n 

DEI.. .~ ;.~, i'J7t 
" . ..,.~ FlU 

I 

Tolson_ .............. 
Felt ~'"'""=~ 
Roscn..,......,.,~_ 
Mohr........,....~,..., 
'Bishop~.,........... 
Miller. E.S. _ 
Callahan " . ~. 

Referred to Files an'd Co~fnunications Division for views and 

Casper ____ ......,..".,-
Conrad.".... . .,.,........ ............ 
'Dalbey _' ~ __ 
Cleveland _-_ 

I Ponder. ----- - .= 

, Bales, ~ 
, Tavel,.,.....,...--..._ 
, IWalters _. _ .... 

recoJ.l1mendations. 

'~oyars ~ , 
Tele,RoolO_ 
lIohne_s ---~ 

Gandy _ _ " MAIL, ROOMt ~- I TELJ!:T'{P& UNITc:J 

b6 
b7C 
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Decembe~ 9 1971 
, From: ~Suqqester's name) Division of Assiqnment b 

Domestic InteIligenceDiv. b7 

To: 

Director, FBI I 
SUGGESTION 

It is suggested. tha~ th~ta system presently in us~ by field 
'divisions be ,adapted for maintenance of pending files within the 
res'pecti ve divisions at tl,le Se~t of Government. Wherea~ in the 
field the Rota clerk handles all facets of the file from the 
opening of the ,case to the time of closing, it would be necessary 
~n any division to ~ave new case clerks who would open ·the new 
case, do ·the qriginal indexing, and make up the o~igin~l file 
Jacket. This would thereafter be sent to the Rota- 'clerk who 
would handle the file from theri on .until closing, handling aLl 
se~ializing, indexing, routing, e,tc. 

Current practice or-rule (Include manual cUation as well as facts), That all pending and closed files 
at the B~reau are maintained in,the Files and Commuriications Division as 

, - ) 

set_ out on page .~a of the Bureau,.-Supervisor t ~ Manual,. ~ 

.Advantaqes of suqqosUon and,annual savlnqs (Include ba~ls for esUmato) The advantages" woul:a b~ that 
each Bureau Superv~sor would have his pending files a~~ilab~e at ,&1 times 
~or. immediate reference rather than having to ~all th~.file -from storage 
:where i:t is maintained. Also, the fite would be kept up·-to~date at all 
,times by the Rota cclerk. This would also eliminate the nece.~sity of 
tickler's on a section level as the file would also be available to the 
supervisor in charge a~d' to. ,the ,Section Chief. It is impossible to 
estimate the amount of savings that" coulci be aC,complished in clerical 
time by having one clerk who would be familiar with each fil~perform \\, ' 
the clerical ,function necessary, and also would result*(SEE P~GE TWO) ~, 

Dlsadvan taqes .of suqqesUon • '.' ~ • I f' 
~ , '- ~av~~g b.ecome ~ccustomed t9 th~s system whfle serv~ng V 

. as' a field-'supe~visor ,. I. can think of no disadvantages. providing ~t can 
be' adap'ted to the Seat of Government useO ~, 

~ . r-, Le5 
(The use by the ~n1te.d States of my suqqesUon shall not form the ba .... eirs, or 
asslqns upon the United States. I'understand 'that 1 will be consider Is adopted 
within two years after submission.) r--/ - , lr.11 

~Mr.. DMrs. DM,sL-"'7"'C' ........ --~---':"":'~""""':"''::''''''''l..--.J!....:..·~-'--A ' Slqnature and Title of Suqqoster 

R~commendatlons and commen.ts 9f Division H()ad 

LREC 25 &>b-~3/9~'D 
~lqnature'and Title 



- . ,,-----.- '" - ..;.,..-.-------::::------::-

*in a savings in the amoun~ of p~per used in making ~ickler 
copies on th~ Section 'level. Also, t~e use of the ~ota would. 
ef.fect a sp.ace savings C!-~ 9u:r 'rot,a couid. 'haridle the pending 
file~ of e~ch Ag~nt Supervisor and rep:J.ace the several file 
cabinets now in use by each Supervisor. 

- 2 -
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ADDENDUM -: DOMESTIC INTELLIGENCE DIVISION: CFF:cae 12/20/71 
'1ft ," 

This suggestion pertains to the maintenance of pending 
files at Seat of Government in the respective divisions, by 
utilizing a Rota system. This system is presently in use by 
field divisiQns and allows- for the complete processing and 
handling c)f incoming mail in these divisions at a central Rota 
file. 

COMMENTS OF DOMESTIC INTELLIGENCE DIVISION: 

This division· interposes no objection other than 
availability of 'space needed 'to accomm9date such a filing system, 
which would pose a problem at out present ,location. The 
security of this division's pending f'iles is considered highly 
desirable and the stora'ge of the se files in our space might 
provide added sequrity. 

However, ,'it' is ~ifficult to ,compr~hen~ how this system 
could ,properly function at the Seat.of Government ~ ba~ed on 
the constant need ,of 'files by other aivisions for name' check , 
reviews. It' is suggest~d the views o~Vthe ,Files and Communicatioris 
Division be 6btaine~ concerning this .proposal. 



~f'l! son~ elt~ __ 

, Rosen _-=---_ 
Idohr ___ .....-

, Bishop_-____ 

~ J ,~iI1t~a~·si7Z~_ 
-, 'oillad ---,.. __ 

TO DATE: 1-3-72 albey , _ 

tft,J 
Cleveland __ 
Ponder ------ -

Baoos.-....._.......-_ 
Waikart __ _ 
Walters"""",,","=,",",,,_ FROM 
Soyars __ _ 

SUmECT} Suggestion #~~1.4=--~7_2~. ___ ~ 

Telc. Room __ 
1Iolmes \ - -
Gandy __ - _'='"""'_ 

Submitted Byl~ _______ ~ 
Domestic Intelligence D~vision 

Suggester proposes tha~ndi~g f~les b_~*k~~t_in~~p~£t~ve_ 
divisions at Seat~o~Goy.ernmenL (SaG) as is done in Field. He 
further proposes that each division have new case clerks who would 
open new cases, do original indexing, and make up original file 

-~ jacket which would tpereafter be sent to clerk who would handle 
files from then until closing--handlin'g all serializing, indexing, 
routing, etc. 

Such a system is just not feasible for use at SOG. Pending 
and closed files are~-·kept in one numerical sequence at SOG so that 
files can be quickly found withou~ having to look for them in two 
different locations. While it may be true th~t pending files in 
Field are on~y of interest to supervisors and agent to whom case 
is assigned., 'it i's' not true at SOG. We handle approximately two 
and a half~~]lion,name checks annually which would mean that 
two hundre4 plus file reviewers alone would be traveling from 
building to~building and office to office in order to review 
references developed in name checks or that File Review Unit W9uld 

b6 
b7C 

have to be decentralized with reviewers assigned to va~ious 63 
buildings and offices.- This would create severe supervisory and 
staffing problems. A monstrous transportational problem would also f 

be created in connection with transporting "Ident" references to 
and from area in which file maintained to office of supervisor who 
must review references. With such a system it would be impossible 
to make expedite name checks to White House and o~r: as we now d0

1 with files in one location. 'REC'.103 .__ 6 ~g,?.L:;pt$ ? 
Mail processing ~6pening casep, iQdexing, e~ctm)~~1~tirely 

different in Field than it is at SOG. :In Field sefi.'a~Itl'U's't.:J1re 
"matched" with: file (place'd on top of fi~le) in orderi;t0-sevj·a:J-i.ze 

~t. At SOG mail is never "matched" with a file except to file the' 

U"PFO:baj i 

(3) fl\" Continued-Over £\~ 
Enclosure / N1.~ 

~Y\. 
'~) lS;Ifp<~]ln~E~gM OF THE TRAINING DIVISION ON PAGE TWO 



'.' 
Memo MCC'~y~ to Mai'tcO o 
Re: Suggestion #4~1~4_-~7=2'~', ______ ~ 

Submi t ted By I I 
Dpmestic InteII~gence Division 

completely recorded' and inactive serial in it. Centralized 
control for new case numbers, serializing, indexing, and prepara~ 
tion of abstracts is essent~al and proposed system would decentra
lize such responsibilities. 

The Records Branch is opposed to>adoption of suggestion 
for reasons stated. 

RECOMMENDATION: 

Forward to Suggesti~n Desk, Training 'Division. 

1/6/72 

b6 
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Training Division i's in complete agreement with the foregoing views 
of the, Files and Communications Division regarding this proposal. The' present system 
works well and is· much more' efficient than the use of decentralized" files for. the 
Seat of Government. 

RECOMMENDATION: That the suggestion not be adopted and the attached letter be 
forwarded to the suggester adviSing him of this fact. His 

idea has 'been acknowledged by prior letter. 

-2-
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JUne,11" 1972 

PJmSONAL 
REC-4~ l., ~ 

, Thq suggestion submitted· by'yot) has ·been 
~'eeeived regardtn,rthe ~o .of ~ pink sheet of paper on the t~p 
of each ,closed yolum,e. of 11: 1i1e. 'Whlle ther",.is Il9 objection, 
to this practice, i~ is felt it shoUld not.beadopted on~ man ... 
datbry basis. ~m~ of oUr field offices follow this proce~ure 
ntthe present time. . 

'Yt?ur coiitinJ,led iqtQJ:cst in ~eeklng vi~yp to: 
~prove our operations; is indee,d appreclate4~ 

b 
b C 



',' 

'---_____ -----11' 
NOTE (Contimiec;lt 

r1 "" y 

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

. ' . - - - thismatt~h~S'-bee,n' 9-iSCUSS~d ~ith, Ale~ahdria au,? 
'W!i~hiilgton: Fiel&Office's.~a:s~well as -the Jnsp~ctio~ Pivisi911. _ While - _ 

b6 

it,:has.heen ascertained, that ·some offi~sdo u~~ this i>~ocedqr_e, 'it. has 
be~n: ,d~cfde~~ sUG~, ~ 'l'ul~ sh.o~d- n9t pe made man:4!ltory ,£<;>1' 'all field, offtc~~. _ 
It 4o~~ 'ental!~d~J~~9l)~ wdr~,on th~ part otclerks ~Iid the '~ile front i~ , 

" rharkecfto show ~he:the,r."nl:~ i's,op~n" closed,.or -referred J,ipon. completibQ.~ 
ln, !It\ciition~· .the nre fr,ogt -giVes the' ser.j~ s,cope ,of ll)atedal in -fil~,' .. ~ 

~ Tra~.ning Divi~iOri reGP~~end~c nq)£~rtlet a;(!tip,nc J;egatdiIig thfs,'il).atte:t;., _ 
.... 'oS - - -,r '- - ~ ~ ':'.. 1 ~ 

, ~, 

. , 

" , 

- " 
- " -. 

-2~ 
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9treetor, .F!31 

Division o( Assignment 

TAMPA 
b6 
b7C 

r-~~------~----------------------~ 
SOdC?ST10N- -it is sugges e ever Sl. volume of a file is cut ... off 
and transferred to the closed section i.e. Volume 1 of a file and the' 
file continues i.e~ Volume ~, that a top pink ~heet be inserted i? the 
top of each closed volumes with "the notation n'See Current Volume~:. . In 
this way, it will readily flag that section as not being. the last or 
current volume and also insure no other serials are added to this file. 
(A sample enclosed) • 

Quaent pracHee or rule (In-elude manual citaUo'n as well as faclS) Current practice'-is to snow, on file 
front the serials contained in the section along with the Volume ~umber., 

,Advantages of-iuggeStion and' annual savings jinclude ba'sis for esUfl.late~ The 'advant~ge would i~-JolOuld 
'more readily flag file as having other volumes, and ~prevent any Serial] 

being addeQ to this section if overlooked on file £r6nt. It· would act I ~ 
as double preventative in this respect. No ~avings invo~lte.~., 

'O'isadva~taqes orsuggesUon - The only disadvantage "a'ould be the same additionBJ. tfu' 
needed to add this top sheet. No for.m would be necessary and ·this. shee~ 
would not need-any serialization. 

, (The use by t~e United States .ctroy su-qqesUofl s}lall not form t~e b

l 
' : -- : -, : --: -- 'r'lY hE)irs, or - , 

~S'slgns upon the Unlted States. I understand that I will be eonslde 110"n Is adopted 
'wlthin .. two years. aiter subm!SSion.).. .• 

. , ' -,' ~r., D Mrs. DMl~SS;-:. 2l~sfls§:jJ:Sslt::lA~~te::I:i :z;nt:1t:eeJ:::t· !:; J:je~XXl·!ll.K;!._' ___ """",---,-
Signature al)d Title of Suggester 

Agen 

EX-I09 REC-42a ..... 

• 
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RE~~72'l~' ~ ~ ~ /1 ~ ?--3>,9~ 
t/ I I 

-FedeiijI BUreau -of Investigation 
San F~elsdpj.1 California. 

~~lO~ Dea~L...-___ ----I 

> -June ~i, 1972 _, 

PERSONAL 

, "Yoursuggest1o~, has ~en re~e1ved tha~ ,sl>3sc~;b.e -
included on file covers to enter certain ,additlonalinforniation. 
~ ~-'matter of pOssible .i~erest'to yo~, simUar proposals ~ave 
been. cons1d~ed pr~v1.ouslY:~not adop~eq since it was· {eJt 
that the u$e of this infoJ;mation would_ no~\suffi<;e for a file~:review., 

I appreciate the ~rest which led·~ou to submif 
ycju~ idea to .me. .~ . 

S~cer~ly. YQ~rBJ 

'L. l'~tr~ck·t1ray, ..II~I 

,-

b6 
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J-QN ~ £1972' L.· PatrlckGray, 1II 
Acti~ Director, y 

2 - 'San }rraJ:?cisco 

~
• t.,-,fc. 

~' ' ;t>;*" 
~"l~-"Field, per,'sonnel ijIe ~.~ . ",' { ~_ """"",, 

1 - Suggestion me . ,....-_______ _,' -' . 
. 1] - Personnel ,(i,l¢ of sA! I' '. ~-

~V:M~:-crbc,W '_ - .' " ", l"~ ,;-_. \~. 
(6) , . t(Suggeslj.o)}'885 .. 72',g.~ted ~/16172)~\' " 
NOTE:. Suggests ,file cove:r~:(F9rn;l FD-245) be i~pri~te(;tw~th ~n a~~.a}or 

~ent to .rec9r~ when and'where 'stops have beeIi'placed~ Also, 
suggests, 'some' notatio}l be. pl~ced on file cove_rs~ to :permit Age~t to 
indicate wliether, Or not subj,ect is a fugitive. 

(NOTE con~il\ued· page 2) 
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~------------------~ 

.. 
"" 

". 

~i~trar ~pr9P9sa1.s hg'V~~been consid~r~d ,previously g~cr not ~adopted., 
W~fu,'regard to stops, r~li3:Il:ce shouldnot"b,e plaged on~, notation,ol1 
Ji~e, ,co,ver since through inadvertence ,one ~ight not be, recorded ·or ~ 

. removed. A 'file ,review-is tegarded as nec~ssary for ~uch '~te~s .. ~ 
. 1:0 .addition, a. prqblein W9ul.<l.exif?t when. f~les are being ·cons'olidated. 
if a. stop i§ §till butst3:nding.St9i>S,. are n9t used',as frequent1.Y .~s they 
once wel,.'e.",siri.c~ ~qv.elif ol'NCIC ~s. pg!ic~ .. departP1ents>Q~ve direct 
access' to this, fac~llty:~Any ,p!~ce: Qf~maH in a ji:le will;contain, 
infqJ;'I!lati9n 'as to, <fact-~':l1?j~ct i~ a fugiti"fle 'oIiced].e has been made 
one so this. data j~ reft,dilY. available, by li~ting "covef 9f i~lei The 
assi~n~ent- ¢ard: also qontaip,s th~s 'in,fb:rmatio~. 1:~~fn,in~ ,biv~si(jn, 
.thJ~ref.<>:re,re~om~ends, cllrte~.t id~~ ~ot be. 3:pprove~!. 

'. 

' .... 



To: Acting 
Director; FBI' 

SUGGESTION 

'. .. ,~. " 
Q 

6/16/72 
Dlvl.slon, o~ 'Asslqnn:ent 

SAN FRANCISCO 

+t "is 'sugg~sted" th~~ f~tur~l~ .. c,o~~£.s (FD-~45,) be imprint_e.d wit!} 
an area, 'for. ~he Agent 'to reco;~wh_en and w~~r~ 'stops h~ve 'been 
~~~ced. It ~salso suggested that ~ome notat1?n be placed~on,the 
file covers so it may be indicated whether or not-.subject is ,a 
,F.ugitive;. (See Attached) . " .' , - . - ... " 

Current practice or.rule (Include manual citation as-well as facts) , 

Form does," not contain se'ction tel indicate wheri ,and w:pere stops 
, have beEm place~. -., 

, .!\cfvantaqes ,of sugqesUon and annual savIngs (tnclude basls.for esUmate) 

, .. 'Wh:Llet dictating ,reports, especiaily ,5~day' and closi~g reports, 
, informationw9uld' be 'readily' available to the ~ictating Agerit 

whether any st9Ps'have, been,.placed': 'It 'wo~ldi 'thus ,relieve ~the 
Age~t o~ the timeco~s~!lg. review o,f the,enti~e f~le to 
determine this 'in:Eormat~on.-

Annua'l'savings cannot be adequately estimated, by this Agent" 
but 'should be considerable, ,due to, the amount of, time' s~yed 
from fiie rev~ew·s;. ,.. 

Disadvantaqes of suqqestion 

None known,.-. 

• ,(The use by the .United States of-my' suqqestion s~all'not form the basI 
asslqns upon the UnHed States. I'understand that'I wUl be conSIdered 
WHhhl ,two years a~ter ,su~mlsslon,.) •. 

IX» Mr. DMr~. DMiSS 

• RecommendaU?n~ and comments 'of. Dlv{s(on Head, 

It is recoimnended thattliis sugg:es 
. . .~ 

(D:f.';;~~ _ . Ili/fii:' ..... , ", 001,1 rV-109 
uttJ;l· U .B.' J';J\ , 

I ~NC~OSURE 

- t .• 

... ,1-

b6 
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it. ~. w~part1tumt nf 31untire 

(MATERIAL M'JST NOT BE REMOVED FROM OR ADDED TO THIS FILE) 

FEDERAL BUREAU 

of 

INVESTIGATION 
Bureau File Number 

'';. 

, . 
~&~ea~~~o~Ni~O~8~. _______________ ~ , 

A 
I 

'....---_. --.-

J 

iO' ~ 
" 
~ . 

"' 
f. ~ 
!!. G .. 

() 

f -:-

!t 



"'~f~ ~ 
. J 

f - -- ~ 

t ~, ' 

.. ...,' -~. ~ -

.-.-.. ~~~ 

.<\ugust,22~' ~}972. 

P~SONAL 

'! J!j~. 
~".~~~ b6 -
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£ 
f I I 

Federal'Bureau.Qf Investigation 
J'acltson, l,fisslaslppi . ' 

Dear L...-1 __ -----' 

, ~e su.zgestion' sub~itted by 'yo~ ],las )J~en.r.ecQiv~d 
that a particular. ll~J~1Jm~~~ 1l~ il.ttd~d ~~ ~e,",f:i!~~~9y~r und~,'~W~ 
circUnlstap,ces.l thought. you. woUl~oe interested to ~ow ~heJ;~ Is 
no';obj actiol) ,t~ this pra:ctic~,if ~e"figUre,ls readUy availaP1e; however" 
it ls felt a, ~an~torY' ~o in. this' rcgal!d, is- not \7arr~te4 due to ~e 
few times wAlen it 'Would be-needed. IS: ~; , .. - , 

-'" t'\, 

,;The;intere&\74!ch led YQu to ,gIve ,m;~ the' 'b~nefi~ ot 
yc.i~ thtlughlflPn t~s m~ter .is Indabd,aPl>r¢cIated. 

:"',.4j) , 
t":~O;-I ---...... ~ 

,!MAJtEQ B ;T , 
8~~ere1y you,rs,. 

AUG2-21972 .,. , 
---- t"t ~~ 

L.'Patriok Gray It I .. - .. ,"" '.,' '. 

. F.QI. L. PatrIck Gray, m /IQ: n / 
\ ~ 2 _ JacksOn Ac:t1ngDIrecto'r .~""!V .. .. 
~\~,% 1 -, Field'persqnnel fUe :- " "~'~' ' . 

~ 1 - Suggestio~ f~e Q \V 
~;~s =- __ '_ l' - Per.~ol1ne1 fil:e ofl .. ,;. }{f " 
~~~~::a~ J-ML:car· ':(0 .. ,_ . . ~ -' __ __ --,' 
gf:fe~a!:d --= (6) .. , CJf (Sugge§tion 1&O-7'~ da:t¢d'·,?/ll!7~} .. ~ -- , 
g~~~. -- .. , NOTE~. Suggests the <?ftice orQri~.in',1? file ~\1,mber'l?e\'placediQij t,he, f~ont'of ~ 
Jenkins -' -, . aJile tl).at isbEHilg destr()~(ed after f~ye! ;year~ ·because another office' 
Marshall --.:. 
Miller,E.S: _ is. offic~ q£- ori in qr qffic~ o~ pro.secu~ion" ; :~::r __ . _ ~ , __ ~ \YJI1.-

'Cl'J01'E c.Qntrn~~d on page '2). .' r- ' Walters _' _ . 
'Tele. Jtoom _ ~ 
Mi. Kinley",",""" ", 
Mr; Armslrong_ 
Ms.llerwig --.: 
Mrs. 1'~' an .:. MAIL ROOM ') .. 

'" ' hi' AUG. ~ 8,/',~ 'TlL. 

() I 
.1 ,. 



.. ~, ---> -,. -:fo 

o Q 
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NOTE (Continued) 

Training Division has ascertained WFO uses this system 
so there is no objection to. such a practice if the nu~beris r~,adily available. 
It is doubtful if work involved would be warranted on an overall basis due 
to few cases which will be reopened .. In any-event if a communication is sent 
to office-of origin, that office must search the rpail and wy,! h~ve ,the numbe~ 
available. Training Division, th~refore, recommends ,idea not J?e .approve,d 
for use field wide., ' 

-2-



:t':! ·u 
From: (Suqqester's name) 

Olr~§tor, 'FBI 

.SU<:;GESTION, .-

:;Oqte'" 
, J 

?-ll-72 

. Jackson 
b6 
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On, the front·" ofr a, file 'that is' destr~~ed, ~.ft:r 5- years U ~~ 
1:j'eca4s,e' ,another :of~,~ice., i:sorig"~n o~ office ,of- prosecut~on note •. 
,tile offic~ 9f or:i;gin:' ~ :f~le rl1t~ber. . - " , .' , " /J' , . 

~ 
AUG 2 4, ~7t 

. Current' practlce"or rule (InClude "manuaCclt'atton as well as 'facts) 

'" -' - . l1a,n~al of Rules ?'O.9 ~~eg~.:~~tiQns Part~ I~', Sec,t:ioq, 3D, 84(4~, 
~~I?age l3b) .~hpw i:c!ent·it'y c;>~ ,9tf:i;¢~ ·of, origin ~()r refe~enc~ pur~<?ses. 

This. pugg~stl'on 'wilt serVe as an ~id :in' '+ocating needed' 
~~fe~~nce. ~ 

Takes ?' few ¢lnutes a-day, Idl?-~~r ~o rec,otd., 

(The 'use by the Unlted'States of my suqqestion ·shall.not-form the. basi 
.·asslgnVs,upon Ilie ~nlted·States:. (understand ,that 'I will he considered 
within two 'Years gfler :;ubmls.sl<:n.) ,.,..~, . 

LJt.:!r. QMrs,: ,IKJMIS's 
t. 

". 
'j 

y heirs, or ' 
Uon Is adopted' 

, -'RecommenC!aUons and comm"ents·,o{Olvlslon·Head-" 

. - ~Tliis appearS :t6 ,be.a ;~asonable a9-<;1. I 
it'. 'be. adop' ted. 

,0( • 

, '. j 
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.AulUbt 2~, ~972 

" 4 , . ' . :p'T:"ROONAL 
'R.EC!4t-~/ ~.3,.I'l~ ~r' 

~. ~,,~ 
I I 

:b"ooeriilll;troou. ofIIivc:stIga~ioli· 
Little Bock), ;Ar~s' 

Jlea~L.....-___ ---' 
f, I ' • II _ - , 

. Tlmnk youfOl; -the :.$a!mcntion that file ends IQr con-
$oUdated Vplumes b~> prep~ed for use(lly. jJeld 'OffIces. .i\s a:~~tter 

" ,.o.f;poss~ble intcr-ezt to "you) tbJo m~:ltd""i1a~:thorQugb.ly eval~l~d 
. ~ 'before ~he system w~ ~roilght to thG. .~ttention o~ ,an s~ces and it' 

. ;Vas 4ccided, (he-eost hlvolve~for purchase Qf ,cQrilmerciallt made, 
_ 'QIIJt1er~ was -not \Varrant~.. It Is not, prfl,Ctl.eal ~ nUik~ these me 
,o~S' at JrBI-Beo.dquar~ers_ 

, , . 
"" I.app~iate th~:tlloughtfulneBtJ you',displayed in sUb-

.D:litting ,yoUr ld~a tome.. . , 

I 
'W.I~Q ~ :ri7~Patr:rck. Gr~y III 

. ,AU~G2~i972 
, ,',' ... 1~.fBI . .,', L. Patrick Gray. m' 

b6 
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. .' Acting Directo~ , . l " 

2 - 'Littie Rock Your attention is' call'ijffitOfSAC \fietterl 'S3-33 
" 'Felt " " 1- :Field: personnel file dated 7/9/63 whereitllhe" use 'of 'file' ends was 

Bates ~ ,i - '~ggestion fiIebr6ught to the ~ttenh6n of affbfrre\ls witl\ 
;g:!i~~ .'" ~.'" ,,' , ins~ructio~s .for mald¥;, these 'ite~s: from file 

, Cleveland.':':"- ", " " ,bacKs. All offlc.es with 9pen-shelf filing should 
. Z~;;· ':..~' 'be'using'~f? ,~yst~m by tlti/:? tlm~ .. , -Thi~. matter was thoroughly evaluated at the 
'~=~~I ~- , '\'. time the :sy~tem was ado)?f.ed. ~tems of· this typ~· cannot pe prepared at FBlHQ 
~~~~~r~ "\{ ancJ. the:.~nes which ~~ be pur~}iase~:f c~~mercially ar: eXtrem~ly exp~nsive; 

• 'SOy~~ therefore, it was decided the file ends could be made In each office. 
';:~~~OO!D : '*' ~ ,J?,ersonl).e~ fi1~ ofl I' .' . 
¥r.Kmley_. L.car~,,~~. - (r:t t· d" 2) Yf ~~·,tr:~~:= 6)' '(Jl. '(Su estion 124~73 d'afed 8/17/72) ,-,on.lUue qn page " 

'Mis,~~n~ ': ,r~~~OO1'h~(A ~~~~~~1~P , ..... -;,.\J 
'.5·~Aua.(~iV ,:~,~~~. '7>1 - , . ~~%:'{!J",.,,-



.... ~ 
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(Continued) 

NOTE:' Suggest~ file,'b~Iiders, ~o:r:CPp's9iidate~ ~~le '~~5!t~oQ~, si~~hit-ti?, 
th~':~ncJo~ed ,be prepared- f9r, use' by f~~ld Qffiges. ' 

,< ' 
,I' ' - /-';1 

, , 

- _b6 
b7C 

.' Due"to qb~~rvations :~et 'fo.;rth-for th~tise ?'f·tl.1e,~AC, ~ratriiijri: 
)),ivision, recommends ~o fuither action:re,garding thi~ .iqea . 

.:.:2-



,,..,,,. .,q ....... ~ ... -
Employee 'Suggestion ' .. 
FD-252 (Rev,'9-1I-59) ,. 

To: 

D.lrector/,FBI 

~ 
~ 

" 

8-17~72 
,., 

Dlvl~10n of Asslqnment 

LITTLE RO.CK b 
r-------~--~~--~--~--~----~b7C--~~~ 

E1~le binders, for eonsolidated .fi.l.e...s.e.c..ti.ons,· 'si.milar tq enclosed -be 
prepared ~or 'use 'b¥ Field of~Ice.s.· -

, ~. 
,Current, practice or"rule .(Include manual citation as well' as facts) 

r.~ It is 'practic::~ of some Field Offic::es with open-shelf £:.l;:ling to utilize 
: ~'\. file binders ,on' consolidated file .sections i however "ma~ual sets forth 

no ~rovisions 'for same. . .. . 
, Ad,vantciges of. suqqesUon and an'nu?1 sav.lnqs. (!nclude ',ba,!ls for esUmq,te), ' 

prepa'red file binders 'wi).l conserve ind;ividual e~.:i?loyee time 'at, ~ime 
of consolidation, as well as facilitate location ,of £iles, reduce 
misfiies, eliminate need for shelf l~bel,~, and greatly improve· appea:t;~'~ce 
of opeQ-shelf. ~ilin~. 

only: mon~tary saVings woq.ld be rep:r;esen~ed 'by ei'nploy'ees t'ime in, 
consolidating and' J:9cating: 'files~ 

.. cost of preparation~ 

(1116 Use, by the United States of my s'uqqest.lon shall t:lot form th 
'asstqns upon the Un1ted"States, I.understand-that 1. wUI be"consl 
'withln two yeci,rs after subm~sslon,) 

Re~oll)mendaUon~ and',comments of'Plvl~!O~-, lie:~?l 

ature by me, my hetrs, or, 
~.If my, ~uqqest.lon 'ls' ~dop~ed 

orrelation clerk 

/..1 

~~~~~~~~~~~~1 
( 

GJ -:- 'Bureau 
'2 ,Lit~le ~~oc:~ ;(~6~153r, P'. F:!;L 

7 



-

. ~eptemJ,~r 11, lQ72 . " 
\' , 

PERSON,A.I.i 

t., 

I I , . 
~ederat"Bureau ot Investigation 
IndJanaJ?Ons, tnaJ3na . 

D~~L-___ ---I 

.. ~ have re~eived:your sugges~o.~ that ,For~ ·~"2~5 
'tie .pr1M.ed,oji'bOth sideS., ~.s 4' m~tter ,9f pOssible' intere~t ~o' .~ou" 
th~- sa~e,proposal ~ been'c~n.sldered~numerous:~es ~in the p~ 
and' hot adopted b~cauae of :~everal41sadv~gea ).nvolved in 14e 
procedure a,s out1~ by You. 

, Aith9ugh favorable' actlpn'-was Jiot taken'in,this 
iristanee,th~ inte~est 'which prompted :Y!l~ to s~b~t .Yo~ idg;l -to, ' = 

~e is i~de~ apprecl~t~: ' 

Sincerely YQurs,: 
mnma ~ t 

SEP 11 1972: : ' 

.'-:-:' FBt ' 

; 

1 
1 ,. , 
• ; 

. 'b6 ,1 
. b7C , 

, , 
~ ) 

. - ' 

. , 

, , 



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

t;) 

b6 
- b7C 

NOTE (Continued) - ., 

~~d< in most.insta~ces tl!ey ~ould not be, ip.sati~(acfor~rCOI\9~tio~ for ,r-elISe., ~ 
There 'would be ~argin for'~rror 'should front Qe, ,pJ.a~e9 on fi~~ with· wrong t 

sig.e up ,show!p.g ll!corr~ct 'f~le -nu:mbe;r. :D.~e, to these' views" Tra.ini.ng.:Divi~ioh 
recommend's current idea ,not be.approved. ", 

" , 

-2-

-:: 'OJ 

r 

.. : _.~~ <L :,- .. -~ 



o 
'Date 

To: . Acting ,,' DIvJsIon·of AssIqnm~nt' 
Dlrector, FBI' , . " ,Indianapci~is b6 

: ,SUGGE.5?ION' Bu~e~u~o~ .FD-24S~e' ;~ont? ... be imp.r.:iJ,!1=ed .. 0;, 1?0.th,.~~~7C . 
to permit, ;,~uslIfg,a.s i:s pr~~enfly dqne witli fil~. backs 'and fo1gers~ 

<;:ur.rent pr'acUc'~ or rule' <Indude man~al-Citauon as well :-as facts). 
. .·File fr'on.t~ are destroyed when files are consolidated after th~y, 

. arebclosedd~ix months. The maJ· oriMi of these ·fi~le fronts are i:p. re-. usa .Le 'con ~ 'Cion.' ' r· .... J' " " ' 

.: , .i).dvantaqe,s of suqgeSUo~: ci'ridannual savIngs Unclude b'cisIs,f9t esUmate) 
. . Actvantages woui,d be' (1) 'a 'saV.ings ,to the. qOv,~rD.mEmt by d9\lble' 

: ' util~i~1fi:.6n, of the form;. (2) gecr~asein necessary supply ~aintainEad, 
resul:ting in.a ,savings. of 's,torage, 'sp~ce in supply rq9in:S'., 

It is .impossi~le tp -es,timatEa the annual 'savings--the ,cost of 'the i 

extra printi,ng. pri the reverse sige, wC)ul~ be of;s~:f: by· t~e' 'SOfi, savings, 
on the m?terial cost. l,t. would ~ppear. ~tpe· ~avi~gs would· pe substanti 
d~ to the 'v.ol~e 0.£ 'fil~s consolidated 'in all Bure:.~u offi.ces •. 

~rong-side 'Up during.~ serializ4tJo:n_ 'Th~~ cOl:1~~l be eliI9ina~ed by .' . 

. . Dlsadvantaqe~'o~iyes~lfpai:ent disadvant~ge wo~ld be 'if' .c~ver 'WOUl:d' 'be Pllicesi:f 

blocking out the· fi~e' nuriloer at the time of ,cop.sol~dation. "\ ' 
. ~ 

'. 4-

£. t! " t ~ b < ,(The use 'by th,e United States ot.-iny suqqesUon shall not form'the ba'SlS'01 
.a.ssIq,ns UPOll ihe 'U.n1ted S·tates. ,iunaerstand th.at I w1l1 pe, consl~eri~ 10 
'wi thin two years 'at!!!.f' suRm(sslon.)" . 

CXl Mr. DMfs. E:JMIss -'-__ -:,.-__ """""'!' __ -=--~--...J--_:_:_---
- - "- ~ 

ReCO~llne;;aaUOnS -and 'co'mments of DIv{s'lon~ Head 
'Recommepd tp:is suggestion be 

I, 

./ 



Felt _____ ~ 
BatC8~ 

'Bishop~ 
Callahan ;:....:.... 

- Campbell ___ 
Cleveland ..:::: 

, COlI..nid~ 
DaI~y,~ 
Jenkuis' ---:..... 

, "Marshatt_ 
Miller. E.S. '_' 
Ponder --.:::.:... 
SOyar8~, 

, Walters---':' 
Tele. RoO,Q""": 
Mi. Kinley"":"':' 

, Mr. Armstrong_ 
• Ms. Herwig .,....:. 
, Mni.l:ieenan_ 

0(" ." 

'0· , , , '. 

\ 

,September 5, 1912' 

PERSONAL ... ' " 

oj, , 

, ' 'Thrink'1!i~Jo~tha eu,crgcstio:i' tha~ .~c9 ~.,prov.14ed 
on the revorse side of IUc ,covG'rD 'fc) enter certain aMiUonal . 
Wormation. ' A~ a:.,~~tter·ot-llODsibl~Jlj.te~eSt to. yo~.1:3hni1ar"pro~ 

-pos~s'lmye, be,dn; conSida~~,:p.r~Jlously' ana not adgpted 'aine~ ~t 
-was felt the- tifi~of thJ.sinfo~aijoa WQul(I not ~~c to~ a file 
l:'c¥Jewt 

, 1. apPJ.cClate th~ thOughtfulne~s wJt1eh ptomptectyou 
to· '£uor:iit your-idea, to mo! 

, . 
-"- . 

-.I 

b6 
b7C 



JJ 

'" -

Q o 

NOTE: .Suggests reverse side of file cover be used for storage of data 

b6 
b7C 

concerning the particular case file involved. Thi~ data would be the 
type which once established would not change. A prime example would be the 
listing oI all FBi: field offices in alphabetical order with adj acent space to 
in~ert the file number of the case for each office as it is -determined. Another 
examplewotild be spaces (or subject's date of birth, ,SocialSecurity number, 
military service, .. \ nUmber, FBI number, police ar-rest nUJ:nber, Selective 
Service number, race, sex, name, and aliases. 

Similar proposals have been considered previously and not 
adopted. It. was .decided reliance on informatiop. so posted would not be of 
value. Whlle it might provide ~ convenient reference" it could lead to error 
or omission. This i~formation is in the fi~e and a-lisfirt:g 'Of such items would 
never suffice for a fil~ 'review. Training Division recomItrends idea not be 
adopted. 

-2-



, 
• ~... , . .,..:. t . 
EmJlI~oo·St.ggit3tion.~ ", ... 
F'91.2~.1 (Rev.·'9~II-S9) " ... 

~ " 
,; -8 - . 

-~ r - ~ 

Date 

-~:ugusii ?8" 1972. 
To: Ac tinQ: Dlvlsl~n o~ .Assl"nment b 6 

Dlrector,"FBl PH EL' P,uIA 
~==~~ ____________________ ~~~~ ______ ~ ________ -L _____ ~~~~~~~~~~~·~~.b7C 
·SUGGE:STION • . -- . q~'.-

, , 

It is suggested that the reverse _ side of FD'.~' , 
(fil~ .. ~~_p~~~:t:2 be, u~i,~_i~ed for s~orag~..rJ!.~ta",.co,~c~rIl:ing_~..., 
.:part~cular case f~le ~nvolved. The da'ta selec·ted would ·be 
"1ffie type' t'fiitt~ '",onc.a ~ s ta:l5i"fshed., or ,de termined, WQulq.' no t. 
change. A prime "example WQuld be" the listing, of aJ-l. f~I 
field office's in alphabet.tcal order wi th adjace~t sp~ce' t.o 
insert the file number of ,the case for each office 'as i"t 2S 
determined. -' CJ Pi 1.,<'$.::5 . . - "" 

, 
A sec ondary example would be space pr biEi.nk's ·~'o 

1;nsert subject r s date ,of: birth, S'ocial ,Security· ~umger, 
mili tary service nUl11ber, FBI numb~r, p<;>lice arp~,st nuinb~r,,, 
Selective Service numb~r, race, sex" name, and,!~liases .• 

• ~ 0- -.J _ ~ - • 

Current i>ract~ce or rule (Include manual 'citation as well -as.'facts), .• -c. 
This information is presently maintairied ,at var~ous, 

1:ocati.ons in ~be file ~nd particularly i~ a: ma.jqr case or' ('s'ee ,pg.2) 
'. -1. 

'Advanta"es:of suqqestlon' and annual savings (Include basis for estimate) 

The pri~e. example gi~en r~g~rdihg,other 'qffice file 
numbers is" the basis of the' sugge,s,t1:on 'which would hay:~, the 
major applicability to orgaDizatton type ca~e~ or maj~r cases 
a.s other office fi~ld ,numbers 'would be readi1;y aC,cess;,ble i~~ide 
the front, cover of Volu~e I of .the file. ,,~e form~t propos~d 
is' that all of the field offices be . listed in, alphabet'3:c'al 
order with adjac~nt space to insert the.·file:nuinbers"B:~~ £l)at 
tl?e printing be arranged so that it coula be r~ad'up.ori ,openi~g" 
the file cover without J;1aving to turn ~he rile '~bverarounq~ " 

(see page, 2) ~' .' 

Disadva.ntaqes o,f suqqestlon 

~e on~y known disad~antage of ~his sugges~~on is ' ~ 
the cos~ of print:!-ng :the.reverse s~de of the file' 'cover. i·nasmucb 
as the insertion-of the data obtained W9uld t~ke'm~ri~maJ.."time 
on the part of tpe rotor' clerk~ . ,I: 

• (The use by the Onited States of my suqqest,lon shall not ,form the basts of a 
asslqns, upon the United States. I understand that I will be conSidered for an 
w1thirl two rears afier submiSSion.) . . . ~ $(\' 

I8JMr. DMrs. DMlsS . ' 

'16 

Bureau' . -
2 - Ph~la. (1 - Pers. file) (1- Suggestion file) JC 

rs, or 
adopte,d 

.. 



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

~ .. 

Curren t .·PI'ac tioe or Rule (conttd.) 

orgariiz~ t~:on· type :ril~ :wbl;Ch may be . in Airy. Qri~ of, ~eve~~ 
. v,olumes aild parti~u~ar~y' co~:r~· req.wt~e .co.:hs:i:dera.Ql~reJ3e~~cl1·' 
'tt?, locate tl)~· ne'~d~d: iJ.1.'fqpmilt;J.·on and. i~ urg~nt )~,att~r~ 6~~ . 
a ~ajor case, freqqently time ~shot· availabl~ to c!eterniilie
·tqe ,:ril~ 'numb.ers of qtber Q:rt~ce~ even though t'Qey a~~ .aV:a;i~.:. 
able in -pbe file.. " 

Advantages',of- S?Pi~est~on and Annual Sayings .(~on:t{f'q)' 

Q~ber ' ?econQ~:rY" :Ltems ::Woulc;t 'be .1.1. ste4,f'oJ..lowi,ng 
tp~ f!e'l;d· ,otf-ic~ f'iJ..~ numbers Wi tp. ,space, l~f,t t'o i~se:rt 
in~orma~ion, a~ it ~s obtain~d. . 

. . - Th~ ~ayi'ngs' ~tp7Q~v~d'~iD: this ·sugg~s·.tion. are 
ditf'icul: t to estima.t~, ~ut, tb:ei Qonsis'!i ·?+.;~~e, ,t4~e sav~~r 
~n ):"e tr-iev:illg tJ?i s''!n!' erma ti op. fr om t.l'H~'":(c·a:s'e 'f-~1e . Qn the,: 
p,a:r t ,o~' tb~ ca~.e· age~t apd the 'ljavi17S, 6.f· 'time ,on :tbep~~:t 
~f the :r.ece·i~i~ ,.ofi'ices .as they ·~i:.tl nq.t, lfav:~ t9.s,e.arc~ 
inQom:i,ng. mail riJ;u~n tQe f'j,.~e,humbep ts· ~v~i1.tibJe._ 

<, , -<: 

, . The ~e~on.dar:Y 'e~aml?le, 'r.egarding ~~en.t~,tY'~ng ~A-
;:for.m·E\ tion concerning sUQ jects WotiJ.9, 's~v~,tpe 1'11e' rev'iewe:r ~ 

, t~me' 1;;0 _~etr~eve' thEL'dat.~ to he:l;p i'dent:J,.fy- :9,I> ~li~in~·.t~ 
'susp~c ts i~ f'a.s',t.-Plov~ng,.mil -jor ,cl;lses.. . ~e :f~ct ;1;ba~' the 
,cur;ren~ 'procedure ~a'1:ts ·fQ,r· :("11,e cover!J. ,t'o Q~ d,~s tr.oye,q· pn '. 
~0:q.~.9j:id~ t~9n of cert~~~ fi1e.s' ~o~ld: nS;"e *~ 'gea:~~I:tEf 'C?~_,.'i!his: , . 
sugge~tion ,~.s ~vet;t. wi-th ·the. ·d~struct:J,.qn o£ the fl..l~ 'c.QV~f~.s, 
we a~e_ no wors~, 6f'f' tnan, wei a~e, ;noW. 

- ,2 
._--



.~...,... ,~- --- ..... ---~ ~ '""? ~~~ 

....... , ... .. ~, ... ,., ~ ~ . ; ~~ :'::: ':':-:::: ~,~ ~ 
NAME--:-~·. ~ .. ;.O'~ .. ~ " < .. SEX~COLOR. ____ .....,~, 

ALIAsES ________ ~ __________ ~-----------------------------------

DOB:..-___ ~POB __________ SOCIAL SECURITY NO. ______ _ 

MILITARY SERVICE NO. _______ .,.--___ ~FBI NO. _____ ~----

POLICE ARREST NO. __________ _ 

FIELD OFFICE FILE NOS. 

ALBANY 
ALBUQU=ER~Q~U=E~--------
ALEXANDRIA 
ANCHORAGE -------
ATLANTA 
BALTn~O~R~E-----------

BIRMINGHAM 
BOSTON -------------
BUFFALO 
BUTTE --------------
CHARLOTTE 
CHICAGO ----------
CINC INNATI _______ _ 
CLEVELAND 
COLUMBIA ----------
DALLAS _______________ _ 

DENVER 
DETROI-T-----------------
:EL PASO 
HONOLULU=-~~-------------

HOUSTQN OKLAHOMA CITY ________ _ 
INDIANA"~PO~L::-:;I;:-:::S:---:---- OMAHA 
JACKSON PHILA'=D-Et=-:P=H="'!or":A-------
"JACKSONVILLE PHOENIX 
KANSAS_CITY PITTSBUR==GH=----------~ 
KNOXVILLE PORTLAND 
LAS VEGAS RICHMOND:----------1 
LITTLE ROOK SACRAMENTO 
Los ANGEIJ5S· ST. LOUIS ------
LOUISVILLE SALT LAKE CI'l'.X _____ _ 
MEMPHIS SAN ANTONIO 
MIAMI ~ANJ<)DIEGO -----
MILWAUKEE SAN FRANCISCO 
MINNEAPOLIS SAN JUAN ---------
MOBILE SAVANNAH 
NEWARK SEATTLE --~----
NEW HAVEN SPRINGFIELD 
NEW ORLEANS ,TAMPA ------
NEW YORK WASHINGTON, D.C. 
NORFOLK ---

LEGAT 

BEIRUT ------- HONG KONG _________ _ MEXICO CITY _________ _ 

BERN ______________ _ LA PAZ 
~~-----

OTTAWA ----------------
BONN _____________ _ LONDON _______ _ PARIS ---------------
BRASILIA --------- MADRID ------- ROME~~ ____________ _ 

BUENOS AIRES ____ _ MANAGUA ------- SINGAPORE ------
CARACAS ------ MANILA ------- TEL AVIV ______ _ 

COEE~GEN ________ __ TOKOYO ----------------



() 
\ -, ' ..... ,,: 

~,. - ... 

q. 

o 

September 21, 1972 

PERSONAL 

.' .r- t " ~ "" .0 . . ~'hJ'J~ bE 's:'f,;. ~}.(hL b'C 

REC-41 & /.;, ;Z 3 f 1 - b).;q I~ 
,I I. 

Federal Bureau of InveStlgati0il 
Washingto~, D. c. 

De;;trL-1 ___ ----I 

I,t#<. __ ---, 

Thank you, for tl).e sugg~$tion th,at, a .form be approv 
for USC' whenreterrlng files·.to a particular ,unit., This proposa:! has 
~een consldered ;inti· it has been ~ecld~d a ney! for~at for tllls·purpose 
should not be appr9vedj bQweve~or~ 4~661. will b~ rc~sed~to 
include the aPPl'9prlate informatioillo. serve the intended Purpose. 

l'appreclate the interest you displayed. in. Bilbmi~l~ 
your idea regarding this ,matter. 

Sib.cerely yours, 
.MaILED. 20. 

L., Patrick Gray III 

~ __ .-:,F;;;:J~;=..,l --.-1 L. Patrick Gray, ill 
F, ~ J Acting Director 

tJVv -' 1- Mr. Marshall ' 

'Felt--.., ........... Baker __ 
Bates_'_ 
Bishop'_ 
Callahan _' _: 
Clevelan '~- -- , 

Conrad r-"t,.,..-_,,
Dalbey 
Jenkins 
Marshall -
Miller.E.S-:" ~ 

:Pondcr 
Soyars _-_-_ 

Waltets =---= 
Telc. Room ~ 
j.lr. Kinley "~ ~ 

'Mr. Armstrong. 
Ms.lferwig_ 
~.Neenan~ 

l}- Personnel file ofl 1 
\,~ML:c'ar _tl ' 

.~ (5) \Jl, ,,(Suf?;gestJon 236~J3 ,dateA.~9g19jt25~~ 
NOT~:. Based on ,memorandum P. F~ O'Coimell to JvH';f\lIarshalI, 9/19/72, 

re: 1 19S:;-,6, Filing Unit, :-FH£s,and Communications 
Division, EOD 6/28(65; PFQ:als. 

MAILROOM TELETYPE UNIT L I 

, 



;,l;~ ''r-i).. ~ ~ .~~ • ¥ 

• - ' '- '. ()'TJONAl 'OlM NO. 10 ~. SOl0-106 J .... y un (DittON ~ 

OSA OIN. ItO. NO. 27 • ( 

UNITED STATES ,0 . NMENT 

"\ " -Memorandum' 
• TO 

FROM : 

GS-6, Filing Unit -
Eil~s ~d ,CQ~ications 
EOD 6/28/65 

DATE: 9/19/72 

o ,-
1-,1~ 

Division 

STREAMLINING COMMITTEE SUGGESTION 
4~ih~'fJ3 

Felt __ .... 
Baker __ 
Bates __ 
Bishop __ 
Callahan_ 
Cleveland _' _' 
Conrad_'_' 
Dalbey. __ 
Jenkins __ ' 

b 6 Marsball __ -
b 7 C ,Miller, E.S. -

Ponder __ 
Soyars. __ 
Walters __ . 
Tele. Room_ 
Mr. Kinley_ 
Mr. Armstrong_ 
Ms. Ilerwig _ 
Mrs. Neenan :.... 

I I~as suggested through Files and Communications Division 
Streamlining Committee· that another form s~ilar to 4-661 (File Repair 
Record) be create4 ~o; use in referring files in need of .repair to 
Repair Unit, Room 7519 Justice Building. He pointed out that for~ 4-661 
is presently used for this purpose ~y crossing out identity of unit in 
Identification Building and stamping above it "RepB:,:Lr Unit, Room 7519. 11 

He felt by utiliz~g separate form ~hat time would be saved*in stamping 
forms with room number of Repair Unit in Justice Bui14ing. 

Committee'noted tpat a substantial number ~f these forms is 
used and observed ~hat one form could serve purpose· if identity of ~oth" 
repair desks are shown on the form'lV'itn a block in front of each l'7hich 
~oul~ be checked 'by employee. Although I Isuggestion is not 
being adopted as .submitted, his suggest-ion has r~sulted. in modification 
of Form 4-661 which will facilitate handl~g.of files to be repaired • 

• ~ ~ "I~~" .. (1 • 

RECOMMENDATION: . ~~. (!)~ ~~~jII.~~ 

_ 1. That Form 4-661 be revise~~per att=::Ple~" • <.:; tYFoj1~ 
~ . , UP , 

t~'b\.~~Vl~ 
}/ 2. That this memorandum be fOrl-larded to SuggestioI), Desk, 
Training Divisi~n so that Ness can fOOadvised that modifted version of 

his sl,lggestion is being adopted.g . ~ .REC-4l (p{g ,_;J311 ?mi/L.. 
Enclosure ~~~ ~~_ ~Y1J ,v 

fff/ ~ ~~~~ . 
PFO:als I ~_~ ~ 1'8 OCT 19 1972 
(7) . ~ ", 

~~ ~ 



o 
t . -,' ¥-

,~' --((,-.,.1 .. #.( .. 1.1) ,,~~~~~V ~-- ~ 
File RepaIr Record ~ .' . JJ), ~ v:-- O·'~O:W . 

_ ~.661 (~ 26 &3)0 ~ jV"'- \l ~ 

It) t _a,Repair Desk, Room G 10118 Dat~ ----.-----< 
" '-Fro'P R~IR. ~K J(wM 76"/9 .:r8 1 Jw ~{rM" ~ it 4,t,L 
, , 0 Wil/ -r. 
Re : File No. Section .----_--

This file charged or transferred to Repair Desk by: 

1 Date 

Please repair items checked below: 

1. o Expand 

2. CJ New Cover 

3. o New Back 

4. o Change Cover Size 

J 
5. o Consolidate Sections 

6. o Make Up Sub A File 

7. o Repair Serials 

8. o Laminate Serials 

9. o Check Serialization 

10. o Miscellaneous (Specify) 

1· Repaired By: 

Checked By: 

Date 

File Sent: o Return Table 

o Lamination l o _..,....-______ Rm. ---

~ 
(Use reverse side for additional remarks) 

~)l 
PROPOSED REVISED 4-661 



4-17 (Rev.- 8-2i-72) 
FEDERAL BUREA't..P' OF i:~~TIGATI{C>N 
FILES AND CO:rod:rod~CA~S DIVISION 

__ -::rodr. Felt 
:rodr. Baker 

---:rodr. Bates 
:rodr. 13i shop 

---:rodr _ Callahan 
---:rodr _ Cleveland 
----:rodr. Conrad 
---:rodr. Dalbey 
---:rodr. Jenkins 
---:rodr _ lVIarshall 
---lVIr. !'Ailler, E. S. 
----:rodr. Ponder 
---:rodr. Soyars 
----!'Ar._ ",,"alt:er s 

:rodr. Kinley 
----!'Ars. Neenan ---

Room. 

__ RECORDS 13R.A.NCH 
IDEN"T 13UII....DING 

3 I 
____ ::====================::::=-'11320 I13 

=.J 11116 IB -

3 ~
6309 I13 
116 IB 
1319 I13 

See :rode 
---Not:e & Ret:urn 
- Phone lVIe 

--------------------~----------~---! 

Send File 
-----Per Conversat:ion 

For Your Info. 
---For Approp. Act:ion 
----Ini t:ial 

1972 

b6 
b7C 

e.« 

~~~~~~~~~---~~~-----------------------~~-----------------~ 

-= 



~' 
", ... ,,~-

File Repair Record 
4-661 (Rev. 9-21-72) Date .. ____ -=-------

TO: 0 REPAIR DESK, Rm G 101lB CJ REPAIR DESK, Rm. 1519 JB 

Re : File No .. ___ - _______ Section "'"'. ______ _ 

This file charged or transferred to Repair Desk by: 

_----______ ---------________ Date---------

Please repair items checked below: 

1. o Expand 

2. CJ New Cover 

3. D New Back 

4. CJ Change Cover Size 

5. o Consolidate Sections 

6. o Make Up Sub A File 

7. CJ Repair Serials 

8. CJ Laminate Serials 

9. o Check Serialization 

10. o Miscellaneous (Specify) 

Date 

Repaired By: .___-.-. .---------------- --"'"7"--- t-"l""X':1ln 

Checked By : ......... ,..... ________________ -_.,.,..--

File Sent: CJ Return Table 

El Lamination 

From: ~_()~:~---~-=P-R~-I~NT::E:D:R:E:V~I~S~E~D~~~~~~~~ 
(Use revers~ side Jor additional remarks) 

~~-- ... -
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Augus~ J$'f' 1,972· 

PROPOsED CHANGE' IN 
~~Ntt~t;:F6R.)3U:REAt]'SWE~ymOllS 

~,th~ s~cond 'W~~~S~y .,Qf\,e~~h ~ontb:a~tAs~iSta:ht. Dir~c~ors .~~st -
t. ~ -. 4 ' m~~ ~" C9~pl~~~·. 9he.cl(o( ~l~:;ti1~~>~d ·~~~,:~.~hel~ re~pe~t1v~ .. -

. " .~ :d~vls1o!lS t~ dete~tne 1f"~atters .til~e beb;lg -pro~}ltly hapd!ed,~,~d 
""" :~~t;;~·,mt!.il'~d;'fi~e~·,are, b~h.lgj~~Q~Pt1y i"e~url!ed.·~~ Fi~e~':~~l . 

r .= "". ,',- ," COI}ll!lun1ca!lohs·Div1~iQ~~. EXplflna~lon~-i#:usrqe Qbt$~ a~~r 
.:- .. r . .. «~in1{3tr~lve .n9t.1on r~~o~e~d~d' w~e~e eifc~sslVe. d~~y's·.are 

'. 1ridicat~. The .~es~ts· of tlilir check muet b.e ·1jl~9rport\!~gfi!lj~ , 
.report<frpm~ea.ch Assistant Director to· the ASsoCiate . Dire ctor' 

':. >~.cQnt~b:llng·u.~J9~oWinf? ~oJ:,nati~n: .. 

. NOTE': Pr(hjose4·r~vi,,~ion. of~ Manual: :for ~ure·~l:l,.~up~rvis9r~. i:s:nec~~s~ry 
y ~ {.Y;' ).A:or:4.~t to'.90pfor.m 'w!th:th~J~res~nt .. (;)I~gap.izatio!ia~ ,sttuctu,;ri; aJ,ld 

.' . , ~ ~~miii~st:l;~tiVe :Ptoced~r"e~:'qXthe, ~~ll~~a~.. . -

. 
. &>a, ..;ri,'j1·9~' 

t 
J 

1 

" 

J 



"1.. ' t,. 

1· 
) 'October 2~t 19'12 

PERSON~L 

( 

1:1.-- ~/.:3j l .... a-f;r~ 
1 FederalBUl'e)lu of lnvej~~ 

Pittsburgh, Pel1I!S11vanfa 

Jj Dearl I . , 
, ., ~;1' -, . I'have 'received, ~Ur sugge~9n ,concerning revislons Qf 

~o,rm FD"!"245· to prov~d~ spac,es, for',~eco,~lng N1:lt~nal Crime Ii~rln!tion 
yf' Center-data and to record classification'arid me numbers both vC'rtlc@.-y 
'f' and hor~ontally., Wi~h ·resp.~ct to ·th~ ,fJrst pOrtion of 'yotir~rOPlJsal, =P!~ 

matter was c01.l~idex:~ prevlou~Iy ~'notadopt~d slnce!ii;:h en~ieS:~. 
:would·not apply *o)all·cases. An office 1;l1~Y, if it so d~s~s, use a,!t;!!mp 
,for such purposes. 111 addJt.lQD, it is-liot desirable that a floa~iffg setta! '\\JJ . be employed ,s~~·e·1t involv9s ~a cl,e~lca1 fwork and, for·goqg: ~ecOi;ds 

\\ ~nage~ent, ,nll material ~n a fll~ ·sho~ be appropriately serlhliz~. 
'The,other part of yo~.sugg~~19~ lias 'been coru,;ldere<tand,lt has been 
deci~ed ,any adva~ge it could~chieV~ Would' be' outlVelghet\ by the cost 
and extra notation Jnvolv~d·!. . ' . 

.. .~l~ho,ugh ,y,oUl;;: idea was ~t adopted. in this ;instance, '~ 
. ~pprec~te,your ~tlat~ve In ~pni1tting it to .1]1e. . . 

·f 
,t;1AILEQ.l)s· -J' .SlncerelY yoUrs, 

~ 

Ii'. Patrick .qray IIr 
L. P~trlck Gray, m. 
Actln~ DirectOr 

. ' . OCT 2· '.1: 1972 
, '1.. f: 

. Felt . V ....... "1: fBf .~ 
'l3akcr_ • T 
Bates ~.~ .... ~ , , \: E 
.Bjshop .: : .. ~ ~ ... ~ ,;- 111\-".1 

'. Calla,han ~ , 1 ""."': - .. t: " . 1 C ~\J"Jr' 
. Clc'veland ~ _ PittSburgh 

- Conrad ____ _ , 

'~:~~ts:~'~:' l'fiC1!'~fild meJ.139W\~file . 
Mars~all ~ I - Stiggesiion fi1e~; ___ ---=-. _____ --, 
MiIler,E.S. ~ , ' 1 f-l fl 1 
Pondcr_.J ~ J,'ersonne. 1 ~ ; ~';;'l::s-== JER:car _ ~ '. , . 

~ Telc. ROO';;--: (6)", O~nP~yT~·\ 'estion 321-73 dated· 10/16/72) 
Mr. Klnlo)' - ~.C ' , , 
Mr. Arl!ls0>n'g~ '" :; l'l' TE- on page 2 . 
Ms. Herwig....,.. f .J .' '. . 
Mts. Neenan ~ MAIlt ~OOM '. T.Er,ETYJ>E UNI'1:'O 
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;Not~ {Co~tinU~~Jfn: .' . . .. ,,': . 

~O:rE: Sliggests' FD-245 (Fil~ Cover)J;Le revisecy'~~cor4ing.~tQ~.~ample ~tta~h~d 
. .~t2...~!:!ggeSfi~n\to . prgyide ..§~~g~.i1tf: :n2ti!!g"N:.at~9n~I Qr!m.~l1?ff>l·,<m..~lcm~ 

Cent~(NCIC) ~ill!!~§..an9..:..ts> .P.EQY~cJ~ §,P~~~. tQ~nt~,gJ1is~!.g9~t~O!lJ.£l)~g~!il~_ 
'n~m~?i~s. b91.~ 'y~J~t!C£lllY: ~I].4.ho!,.!~Q~l~ly~ . A saLl.~lter:.natrve .tP, ,first ··p~>l·tioQ." .. 

"'w9u1d have NCIC entries reco~d~d .on' top .q9atiri~ .~er~al. 
M ,~ 

; . . Same idea wit~h resp?ct. ~ NC:~C. ~ala on. ~iie .cove~, w·a13:'9?·~.~id.e;!~4; 
preylOusl~ ,and not ?dopted. smce ~hl~ lti~o.J;~ahon ~would :nqt, ~pply:t<? )lJll~~~~~1 ,. . 
It was:.beheved of~lces c.(;mld !ls~ appropriate ~~a~p~. fO.,r .,s~ll1~·)p~~pqs~-wli~r.~! 
needed in files,and m~ny d9; 'J:lowever~,. it ~~, not corisfqe"r~d.,iq. gQ,gd p.ract~¢ec -
to rely on ~ntries',rather tpa~:file rE:wiEnv'fq iI1sure .. ,a~tiqp: w~s ~k~Q.~ ?:,~.e 
,matter of. a :ftoating"s~iiarhas b~eI). co'nsidereg..: oft~I1'~n tl1is !~gaJ;'d:.an~' 6th~~,! 
matters and not. adopted for,severaFre~S9n.S! C390a: ~e~brds~.ina;nage~Emt .. 
dict~t~s allm?t.~ria! in fir~ shqul~ be progerly·seria~~zed'. :FI~a:ting 'seJ;',i~l~ 
cause~xtra work to tr~Iis'~er"a~ a~ddi tional :volum~ate op~p.ed'. ¥ti~t4er, if 
every sqggestion about'a floating serial wre .?dopted,· we 'wotil~ n,aye·lhad· • 
.severa~ . 'top" floating s.erials ~lf,fo~. diffe1.'~mt;pu;-p6ses '.\Viiicp. .1s, .. a l?ract~cal 
im.p0~s.ib.ility. . . 

I~, regard- to revfsing th~ c9vers to -~ilo:w' ,entr.y- o'f'.n~e~·?nci . 
classifiqat~on n?mbers it'! two direction~" .m~tter w~~."id.t~.c~~seg;wi~hIChief 
Clerk's D.esk" Tra,in,ing:Division,. ~nd;Wa'sl)in~on Fi.el~"pffic~ .a.nd:it: w~s 
consensu~.that such ,action, i~ entirelY'unnecess~ry·. File's are j~ck~t$d ~n 
-rotors· a]1d e~s.ilY· identified in that. way. .~ugge~ted:.pr9qedur~· ,·wo~lci'·b,e '.of r19 
adval1:tag~ in clos~d' ·fi~es and· eve~ le§,s when files: are cqnsolidat~d:. :Iil·.~d,ditiop.., 
it WQulg. cause ¢ore work to enter f~le nU1l1:ber 't}Vi~e o~ covel\ . 

-2-' 
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Employee Suggostlon " 
FD-2S'~=(Bev. 9-11-59) 

.t. \ _.;,.~~ . 
~ , !J ... 

To: 

BI 

Date 

10/16/72 
Fro • Division 'of Assignment 

Pittsburgh '-.. ~ ______ ~ ________ -L __ -L __________________ ~~ ______ ~ __________ ~ ______________ ~ 

r SUGGESTION 

b 
b7C 

I~ 

\. 

Form FD 245 (file cover) be revised to: 
(A) Include spaces for recordi~g NCIC information; and 
(B) Provide spaces for recording classification and file 

numbers in large, numerals in both vertical and horizontal 
positions IJ .{ 

(Copies of revised file cover enclosed) ',;:;t"/ L C!;;' 

(A) In ref~rence to, NCtlC information, the first ~otir lines on the 
attached form tinder'uNCIC" would be used for entry and/or re
entry,of a single subject or entries- of multiple subjects, the 
circled numbers being used 'as a key to locate serials o~ which 
NCIC actio~ is taken, which would be recorded on the fifth (5th) 
Contiriued on next a e 

Current practice or rule ,(lnclude manual citation as well as facts), 

(A) 'Manual does not provide rule covering marking of FD 245 with any 
NCIC informat~on. Office pr~ctice is to mark ,the NCIC number on the 

Advantaqes of suqqe~Uon and annual ~avinqs ,(include basis'for estimate) 

(A) Wi th,out marking~ on file cover, supervisory, agent and clerical 
personnel must' spend considerable time determining if' NCIC entries hav 
been made which requ,ire modification, clearing or other action. Revision 
of file cover to provide space for incorporating NCIC information would 
preclude sup~rvisory, agent and clerical personnel' from'spending time 

<, I'revi~wing file to .initiate and tilow through on NCIC ac,1=}-on, ~o be 
undertaken. It would also provide uniformity throughout ~he ~ield< 
resulting in increased eff~ciency an~ the sav.ing of cons~derable cleriq 
agent and supervisory time. Revised ,fileooverwith appropriate 
application as suggested would greatly reduce possibility of oversign 
r~ga~d to reqti~red NCIC action. (Continued next page) " 
Disadvantaqes of suqqesUon . 

Nominal ,cost of redeSigning file cover; however, 'since it is anticipated 
NCIC is a relatively permanentf~cilitYi it is felt advantages would 
greatly outweigh same. 

(:rhe use by the Uni~ed',States of'i'ny suqqesUon'shaU not form the basis of a further claim of any nature by me, my heirs, or 
'assiqns upon the Unlfed States. I unde~stan'd that I will be consider on is adopted 
within ~wo years after submisSion.) 

,. 

,(Do not write in this spac~ Bur~au use only • 

\.... " ~ 
t~"t\.\)~t q~ , 

to\~ 'lr 
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~uggestion - Continued 

!In.d,·:sixth (6th) _liJ.)es1iJ;lci~r "Enter - ~e:ria'l° Number , ~'" 
~, i.e ~ an NPlQ Nqmper Wo ~1~34'5 fo),lc;>wing circle,d l-m~~ 

·the -,tirst line, 'un:der' "NCIC Number" would, re,cord entry 
of a. ~ubjec~ and/or article. 'The numBer ,b~ the serial 
in the .file which prompte~ ~he NCIC entry would be 
e.ntered -atte~ the' I on the ,first line under "Enter -
Ser.ial. Numlje:r. It . . 

NCIC mqdific.ation would lie ~~corded by serial, q!imber 
,in the section marked "Mogify,:- Se~jal Number", a,gain . 
keye~ to subj~ct or a:rtic-l,ei;livol·ved by' ci,:rcled nu~erals. 

NCIC cl~~r entries ~ould li~ewis.e 'be rec<;>r~ed on tp~ file 
cover:under the sect-ion· "Cleared,,;,, Serial Number, It' keyed 
to entry 'be,ing c·1,.~~red by circled num~'ral~ 

(B) ~rge numbers" in the. horizontal and· verticai 
positions indic~ted_ 01.1' the enclose.d··:~peci~eli:t· copies 

. would greatly fa'cili.tate J:om~1::i:o,g off:i:les in bot~ 
pel\dil\g ~o'tJ)tfs ·arid. clos~d' m~ ,~t.ora.ge:~ . 

• 
I~ :rega.rd to. (A) heretofo;re. ,~~~tioqed,. if -':revisiQn .of 
fi·~e coyer i's not effec.t~~ th~ sam~ :r~~~lt may be oJ>t~ined 
by_~roying a tor~lto be ~i~ed 'as the top serial of any 
file contain.~~.g ·NCIQ ,'entries. 

- ... 
current pra~t'ice or ru:le .(C·ontin~ed) 

. fi'le coyer' ej:th~r '-in: 'l.1ailClwri tiIig OJ;' ,han,dpr1nting. ·or
thr()tig~ '~se o~ ~. ~ta~p, .variou,sdesi'gns .aqd,' f?izes being, 
~sed by· differept fie,ld otf~ces. . 

,(B) 'Unable to ~P9~te. Manqa'l ~e,:fer.ehce.,' howe~~r" .~uprent 
'prt:l~tice i.s ·to -~rite f~1,.e nll;lllber ill: one direct:lo~. only 
and space J?roy~qed 'I?e:rmits oh'ly' very $ri1a:ll *l!IIler,als'. _' 

Adva,ntages of suggesti'9n (CoIit~nu~d) 

." (8) .. F-i1.e~ in .!>ot4' pe~(}i~g and clo13etl t11~s. a:r:e ~iled 
ill ~ha¢l,' .1"s des~rj.be~, ~I! a J:lor~zo~~~l posi tion~ wi.th ~he, 
top or>mirrow e.n~r 9f ;~he. fil~, ;fa.ci:llg {he outer' edge 6~' ~he, 
,sheJ.ve~· a.hd/or rot~r ,trays. _ i~ s~archiI.l~ for p~l}aing 'fi}'Js 

, ·th~y' ~re .~oc'.ated by v:i:ewi:n~ fr,o~, a,bQve 'the files, makiIllt 
'use,. of th~ c~asf?ifica·t~on. a~d 'file number placed ~~ the long _ 
side of ·tqe f,i-l~. ,In yc'19s~q files 1;he f~<les are genex~l1.y 
observed from the side and.' to observe: numbers placed only' ; 
on: the long sid~ pf tlt~ fjles :i. t is a·lmof?'t nece~sary to. 
,cOInplet~ly' remove the file f~o,nf the shelf, wh~reas wi t,h t4e . " 



)" 
)' 

, , 

.' 

r 

, " 

'Q-, , , . " , 

" 
Advahtag~s, of ~s~ggestion' (Con~inue,d)' 

'numb!3rs p~ac,e( ... a19ng the ,t,op o~ ~lie tile t,lt~ },~iles"" , 
;m~y be ~asily l'd~ntified.'Wi th ,9n],y ~l~gb~ ;movem~n~l ' 

, ttiopl tl1'eir'" ~torage,. :p6sAt'iol! it' 1-'h:e use, ot 'lapge" iJunib,ers 
, ", w,o~la" Qf 'co~rse, ;fa¢i-l:i tate ~faar~hing a~cl loqa ~~ng 
~ :f:t~~,s, 're~\l'~t~qg ,in ~q~side~a;D,le ~~Vi~gs ·i~>cler£cal 

'I'~~me '! ,(Above ;e.~pl~,nat~on ·pe:rt.ains to open sh~l~, f'~li:rig 
,6f, closed ~1-1ef? A'1'~h6ugh som~ ,61;f'±ces gq n~t. us~op~,~· 
~helf filing;,:' i.t, is. ge~iE!v~d: t:Q~t" the '~d,~r~:t,y' qf, ~BI 
of.f~ce~ ~se 'open s.he:t:~ ~;~'ing fQr (q.o~e,d, 'f~l~~ .• ): , 

I I." ( , 

Annua~l: ;s.avi~gs: whi~b, ,mayp~ ~.e~~l.z~4: ~hrotigl}; 'the reyis,i,on 
o~ ,~qe' Y.:1.1e. c,ove;,. 'assugges~~4' ,a~e unde1:.erJlliu~,ble', b~t 
wo~l(l beappreciab~e i~ 'sull~~v~~9r-y, agent' aqd' c.J.eric~rl~ 
~i~,~'i' . . '" 

.," .. 

" j 

1'>' 

.. " . 

.... ;' , . 

, ' 

I ' , ' 

J, 
> , ., , 

'~ " ~- , .'~ , y 

~' . , 
~ -l ,," \.' 

I, 

". 
,- . 

"n' , " 

, '" ' . 3~ 
, 1 

\ "~I' 
" 1 ! •. .l 

, • I if" _ 
. ! 

,~ , 

, '" -' 

, , 

" - , 

'I'll 

~! ,.. 
I· 

, ; 

, ' 
" 

,. ~ 
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~. -0 
'0' - -

.--' 

NovelAber ~O" 1972 

.P~HSONA.L -

F~derat .BUr~au of. rnve~tgatJ.on 
Jackson, Mississippi 

DearL-1 ____ ---I 

lAAlLEll' &L ".. : , 

" NOV 10:1972 . . 
"J .-- flU ~, Patri~kfJraYt "m 

.Acting I.lb;~ctpr 

. , 

.. 

I 

b6 
b7C 



o 

,NOTE. (Continued) 

~I 

1 
~~" 
\J{ 

i 

b6 
b7C 

Training Division agrees with. cqmments of ASAC Kelly, 
Jackson Office; He opposed adoption pointing out there are many times 
when serials are <neede<;! from a closed volume while case is still pending. 
Proposed procedure wbuld necessitate added expense in Xeroxingadditional 
·copie~. Training Division believes no volumes of a file- should be stripped 
unti1.t~e, case is crosed to prevent unnecessary duplicating of material 
and the extra work involved. It is recommended idea not be approved. 

-2-
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To: 

:pirector, .FBI 

StiGGESTIQN 

urrent practice or·rule .([nclude manual;,'cltaUon as well asfcicts). , 

. ,'1;he complet'e ,file is stripped qrily .~hen it is closed or, 
;oeferred upon ,completion, ·to ,office: of o:t;:i:gin. Manual of Rules -. . . . -'" , . -

, . 

Adv~taqes:,?f.suqqesUon and annual sav1nqs'Uncluae basis for estimate), 

'-"". 
9n CaSeS that, are .pending for sev~ral y~rs,ow~ll 

~ave ·s'p~ce in tJj.e· closed' sect.ion .during t.his .p'eri~, a~~'p will 
save :tim~ i~ pu~Iing old vQlume$ to ;be ~trippe]'~~n c~~ is 

'C:los,ed'. . H ~ . 
[Xl ,i:. V> ~" 
.:sJ c,..' ~ J... , ' 
.\,#. ~~ :rl . ~ ,-

~ ?' .... 
g, 

~Olsadvantaqes of sU9gesUon - - - -:.---c -,.-

. , Any serials ,to be charged ,out of closed volum~ wil~ 
have to oe 4escribed on c~:r~e out:, ' 6 ' '_ ?J71 f-;-J, c.;~ 

ST-JJ6' Rft::75 . --.... 
(The use,by the Onited States of my' suqqesUon shall,not form the'ba 
assigns: upon the Onlted States. I understand that I wllt"be consider 

WHh1? tw,? 'ysc:x
rs 

a'fter subml.s~lon.) , I ..,.:::-o-,.,..~---~~ __ -_-.l=~~~:-r-OMr. DMrs. OOM1S,," 
. ",'/ Slgnatur' 'and "{tle ,of.Suqqes!er 

,R-eco~mendaUo'ns 'and comments O} Dlvisl'on He~d Jackson Divis ·on does Ilot recomme'nd the 
adop~ioh ,of this. suggestion 'inasmuch Cls :th~re 'are, ,~~'ny ti!nes whe.n serials 
are needed ~roin a ,clos~d volume whi~et;l1e .ca~e· is,st 1 en8j. l1is 

! necessitate~ added exp~~s~of ~erpxing~"a,~'~·~·~·~>~~~~~~~~~d4~~~ 
~ . ,~. 



" 

- . ;December> 8,. 1$72 

.~EnSON.A~ 

- ',.' I have :~¢c~ived yo suggestion eone~rni~ an 
~dditi?~l,measure to be~ken b. r cate. cle~kE$~ B:ee~9K-fi!~s 
~~rged to tA~ ~~!2!!PJl.lIlji~~ }Your"proposa~ooen' 
l!6nBidered-~~tt:ft'~s been.dec~ded the disadva,ntages bivolved 
wou14 outWeigh any benefits. ~n~i~ipated fron;t the p~ocedure you 
described.. . 

DEG,S ~ 1972-
.. "'" . '. J 
~ ,;' ~.. ~. .:FBt . : . 

Si~cerelyyour~t 
For ~~,~Actitig Director 

W:~ 1VI4\RK rEL~' 
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NOTE (qontinued) 

b6 
b7C 

necessitate a check be made on 'all the search slips to find the file number 
being 'sought by the locate clerk. Correlatiop. U~it employees are contacted 
with relative infrequency by locate cle.rks seeking a file that is being reviewed 
for preparation Qf a correlation summary> whereaSt" thousands of charge-outs 
are 'made up for files chaJ;ged to, qorrelation Unit. ~he few minutes required 
of a CQrrelation Unit employee to' locate the file number on the search slip 
relating :to a ·particular 'subj ect: would not justify the added time required for 
all locat~ clerks to record,the searc$lip numb,er for all Jiles charged. to 
Cor..~e~~ti9n·;, Further, the suggested action would be an added burden 
~n trai.ning locat~clerks. In addition, the file numbers are liste~ 
.numerically under each bfeaIe.down of the name on the Correlation search 
s~.ip whiqh 'mak~s it very'slinpie to locate the desired file number. 

-2-
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E;;IQ~eii:SU990st(on'.·' 
'F'Q;'~~2 (fi~V._:9~11!59) 

:1'0:' 

'SUGGESTION:' .- . ~ 
l 

D~te 

l2!§/72 -~Ivts!o-n -of Asstgnmerit" b 
,. b7C 

Files &' Commuhications 

: ~ 'Ti)at'~bca:te'·€ie.rks, wh~n lo~ating files charged, to Cor'relati.on, be required"~9 
~ iD:clil;e;l~' q,n t.he',~re,at¢"as:.:a·.p~rt bj ,th~~ubject, :the'number (fi;,s~ nUl11ber only if 

, , !tfi.e~e'are·,s~:VeralY~hich· foll~hvs the:·~t.ampe& subje~t: olf th~ Co.rl;'elation ~harg~-.out 
;', w!li~h 1¢ in JHe. :.(Thi~~ is, the p~ge nlimper"of'the"searcp, slip 'on the p~r.tic~laf 

~ "srib,ject!$ ,sumri!~r;v~) . 
; 

... "" 4' : 'Advan.t'a<!e~ of '~U'9q~sUOn and"an.il\~al· sav~nq,s (In<;lude basts lor estlm~te) • 
- " , '" . 

. <;o}:.rEHaJi'qri ;cre~#: tq-wpO~ll' file is~ charg~d cOllIe;!' 9he'ck-tlie p~ge flumJ;)~.r Of the. 
s~arch' sl}p, ahd.deter~ineimrilediatelY wliether ishe has handleq the ,f~le; whether 

, .~t is-<~tilh6n :p.er.~d¢sk, or whether !t might be elsewhere:'in the. Upit (Withqut h~ving 
- 'to,che,G~ t~()Ugh,a11 riamebr~akdowns on the se~r.ch'·slip). 

, . 
'Cont!n.ual ,traipin~,o~ L9cate Clerk~ tp' observe .. a 'rule applying t~ locates ~n tpe 

: '9Qr-r:JaftOri, Un!t'9n1Y., \7r 

..... 
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Em~loyee sug,estion " 
~ub..~itted By:' I . -: . 

L...-_______ __.------I\ I 

i 
,. ~, .... j '~~ 1! 

, Em:ploy~e's suggestio~ tl].at lo~a!e'~ierks iIi· Filing Se.¢tiolrbe ~e.qui;red 
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'~o' inch;tde the' nUmber of the §.e~r,chslip,.shown:,on C6~~·elatio!l: c!la~g~-oll,ts. 
does not',appear'to coiitaip. ,sufficieri~' m"erit to justify,~dopti(;m. \Volumirious 
search sliP.s ori subject including,. various,b~~ak;d6wil~ 'of t!1~ ,names p.e:¢essitate 
a 'check'be',made of all the searcl~ I?lip'~ 'to f$d':~h~ fi,le .riunib~~·,qei~.1g sought . . 
by the,locate c;lerk.The C9rr~la~~b~ Uriitemp'loy~es~,are c<?~t~~ted on ,a limited 
basis by' loca~'e ,clerks' see~j.p.g.a·fi~~ that is b~ii1greview~d.iri;prepaia:t~o* of 
Correlati<;>p Summaries, where~sl thousands 'of c!mrge-outs~a,re made ~p . .f?,r' 
files' charged to 9orrelatiori. 'Th~ few'minutes r~quired' of~a Correlation :Unit 
,employee 'to locate the 'file number <;>j). tp,e searcli slip relating to a particular 
per~on will n9t -j tistify the ~d.ded time. r,equi~~d for all locafe em pl<;5yees to . 
. r.~c<?'rd the search sliP' ~umber for all files charged to ,'Gorrel,ation. Als,q it 
would be an a9.ded burden upon the t~a~1!ing'oJ locate clerKS. Also. th~ .. file 
numbers are.,listed,ntimeric~lly .under ~~ch breakidqwn of the name'on the 
Correlation search slip whic,hinakes it very :sinJ,ple t<;> locate the desired 
file humlH~r. 



': Mr. FcIL .. :_. 
Nr. Saket: .. --. =. 

Mr. Callahan':':"::', 
MI. tleYcland~ 
Mr. eon,;,.!._:::. 
Mr. GObbardt ~. " 
Mr. Jroldns_ 
Mr. ~iar$ball ''::''':'' 
Mr, ~lil\er. f;.$,-;; 
Mr. Purvis:'-':; 
Mr. SoY31ll ,~.-: . 
Mr. Wa\~$::::":'" 
:rclC'. Rool\I._. 
iG. Kinley .:~. ~ 
Mr. Armstrong":"'" . 
Mr. Bow()t$"""::"" 
Mr. lIeringtOO ::...... 
Ms. Herwig _,_. 

Mr, ~hntz:::. :~ • 
Mrs. Neenat} ~ 

' .. 

I I 
~eral Bureau of.Inve~Ugatlon 
Alexand~la, Virginia 

'De~rIL.. ____ ----I 

Fep~ry ~7, 19'13 

PERSONAL 

. 'I ~ve r.ecelved yoUr sUggeStion regar:ding 
me!4ods'for r~ing file froms or that thiS-material ~ r~~ycled. 
You ,may- be l~erested to know ,tha~ slm~r proposals have ·been 
considered previously and not: ado~ed;, ·These. fUe covers 
become mutilated tIttough conStant use and, in most instances 
.they would:, not be in ~t satisfaclQry ,Q9ndltlon for r~use<t IIr 
addlUon" the ~ost Is more' when both. sides ~us~ be-.prlpted! 
,?!lth res~~t to' havJ.Dg ~ese fronts ~ecycled, "this is no~ 

.",'" "feasible at ~e prese~t time. 
o ,~ 

-' ~," 

~ .r: 

~J:' Althoughtavo~ble . action was not take~ in ~~ 
, " ·~nc.e, the Interest you disp~yed in submitting yc>ur'iqea to 

~ ~e ,is indeed appreciated~ 

b6 
b7C 
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NOTE (Co~tin~"(ed) 
.' ~ '1i 

(1), M~k~, ~vail~bte. PJ'~p~~nte4 tap~ to cQve:[:' appr9pr~at~ ar,e~s, sup}), 'as 

b6 
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B!lreal:1 Fi!e. Ntiinb.el', Cl~$.sifi~a~i6n Number;, and Agent's 'ilanie~ or; 
(2)r J?rintfile fr,onts pn botlt f,rQl}.t and,. back s~des. ~ystem· 1 w641~make. 
cQvers re.u.sabl'e: until ,\Vorn..Qut ~ber~as 2. would make', e~w.h ~s~b!e two 
times. If tl1e above i~ not prqctiqal" recycling h~:~\lPport:6'.~ 
,Administration Ecology Prpgram§. should 'beCQtl,sidel;'e.p., 

. ,Th~ first two 'PtqPQSq.lS)lq.v~"b~en c.6nsicl~red pteviou~ly 
!:lnd .. not a<lopt~d., 'It was belfev.~g., the tap'e WOl.!l9, bEth.a't<l to work with. and -
Would"come 'off 'or otl).erw,lse sti<;:k' to. other !i.I~s. ]f second. idea were. lis'ed, 
-tbere. wou14 <p~ actc!itional ,Gost to tun· tbese",fronts thr6~gh ·~q~JpnieJlt 
,twice, for prin~tng o,n both ·~iq~s. Front's' become ,niuti~t~-djhfc)Ugh 
con~.t~nfus'e 'and-~n w<?st. instances. th~y woplq not b~ in,:sattsfacJory. 
condition, iq~ r~~se. Thet'e wQuld ;b~ margil}. for 'e~r9r shou14, front. 
J?e. placed· ottiile with wrong sid~ up· 'showing lficol:rect file' nuhiber. 
It 'ha~, be.en,detetmll\ed, that under 'Pr.E~s~p.t m.eal}s for ~~$.troying 
con~idential trasb, the end pp-o~uct b,ecause ~of fiber ·~estructiQp. Qr 
Gh~Ihicalcontaminants is '!lot suitable, fQl;' .r~cy(Hing., Due. to thef?e 
ob.servati9nB, Ad~tnistrativ,~ Dtv'isibh ,recon:lmend~ ,curreil,t id~anot 

. b.eHlpproved.· 

"r 
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Employee Suggestion 
FD-252 (R~. 9-11-59) 

.,. ,,~ ~ ..... 1 ... 

TO:Acting 
. Dlrector,'1"BI 

From: (Sucjqestor's name) 

S 

2/22/73 
Division of Asslqnment 

ALEXANDRIA 
b6 
b7C 

Ins~itute a system where y Fprm FD-245 (file jacket front) 
.~~~~r~e~u~s~e~d. System could be in±~'ated in e~fner of two ways: 

1) Make available pre~printed cape to cover appropriate 
areas, such as Bureau File Number, Classification Number, and Agent's 
name; or, 

2) Print file fronts on both front arid back side. , 

System 1 would make covers reusable until worn out, whereas 
2 would make each usable two times. c:>/=:i:-LL!!!£S 

If the aforementioned prove impractical, recycling in 
support of Administration Ecology Programs ,~hourd be considered. 

Current practice or rule (Include manual citation as well as facts) • 

Offices currently discard FD-245 after one use during 
consolidation projects. 

Advantaqcs of suqqestlon and annual savlnqs (include basis for estimate) .• 

" Per the Property Management Section, Purchasing Unit; the 
Bureau ann~ally purcha~es and uses 1,200,000 FD-?45's at a C?st f~. 
$26.50.per 'l,OOO.---Sav~ng under System 1 not est~mable at th~s ·t 
in that reuse possibilities are not finite numbe~. Savi~gslund~ 
System 2, $15,900.00 Gl;nnuqlly. .-

Disadvantaqes of suqqestlon 

None known. 

(The use by tho Unltod States of my suqqestlon shall not form the baSi 
asslqns upon the United States. I understand that I wUI be considered 
within two years after submission.) . 

[]JMr. DMrs. DMISS 

Recommendations and comments of Division Head 

The above appears reasqnabfe 
consideration for implementatio~ 

~ 
(Do not wrlto I,n t~I"&':spac'e - :f~r Bureau ~~e ~nly) ~ t, -. 

L-

- Alexandria 1 - 66-109 (1 - SA PERSONNEL FILE) . ~p 
~~~~~.~~(--~~)~~~--~------~==~~~=,~,,~-~~~-~ 

AFH/ P 11 ( 5 ) '--------' .; I 
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~. 

(C). HAN;RLING OF MAIL IN FIELD DIVISIONS -- Field divisions using 
rotor filing systems are authorized to place initialed serials and exhibits 
in their respective pending file .folders when returned to the Chief Clerk's 
Office whether the file is in or not. If th@fileUs in, place serials in 
folder along with ten-inch by ten-inch red card, which will serve as a 
"flag" for clerical employees to handle initialed serials after uninitialed 
mail has been processed and routed to investigative personnel. This 
procedure will eliminate the necessity for the temporary storage of 
initialed material outside of the respective file folders. 

2/13/73 
$'4,'- MEMORANDUM 7-73 - 2 -

~ 
I 
r 

<;, I 
~~~~--~~~-----=---~------=-~~==~==~~~~~~-~~ 
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..,.;: OtnoN-",tIO'M NO. 10 • • Q''; SOlQ,ol06 
• MAY 1t62 IOIllON , • 

,OSA GIN. '10. NO. 27 ' 

.< ~I'iI)r'ED STA'fES '0 'RNMENT 

'~ , ~ emoranaum 
TO Mr. J enkiU..:l.--+-1I 

FROM : 

SUBJECT.: FILE REVIEWS 
SUGGESTION 106-74 SUBMITTED BY 
sAl I PHOENiX OFFIC;E 

............. '~
A.loe' Olr,.. :-" .. 
Asst. Cit.: ~ 
Admln.~ 
Cooop. Srst. "....:.: 
Flies & Com • ..,.. 
Gen. Inv. __ . 

Ident. -:-:--_ 
Inspect~n ~b 6 

, , Int.lI. --'-b 7 C 
• f': Laboratory_ 

~ :2 ;jt.p ~n. & Evol·7 ;', 
M t'I e·inr· r-
~'l ~ 
'" ...... Le 01 Coun. _ 
• • I Congo Servo _ 

-.1 \,j ..., Corr. & Crm. .t: 
~ ..... -..1 R .. eorch·~' 

Pr~ .. ()ff. --'T~ 
T elephon. RO!. _--= 
DIr.ctor Sec'y .....!.J.... 

SUGGESl'ION: That the field-wide procedure for callip. , lIes for ~xie:w bY..E,upervisorSJ! ~ 
in investigative cases- not requiring spe ial supervisory attention', fi'EtC1ia~d 

.. " ..... p ii? -= ....... -~\ 

~ . - ~ 
Recommends in order to prepare the monthly admintstrative report sub-~~ . 

mUted by each field office, a determination be made of what investigative cases within :a ;. 
each office have not been posted in the last 45 days through the reporting of substantivcP 
results of inve'stigation, thus arriving at the number of cases delinquent and rate of delin
quency by classification of case. By listing the numbers of the files which are delinquent, 
each super,visor can be aware of the cases ~or which he is responsible that appear to need 
sp~cial supervisory attention. By reviewing these files, each supervisor can then take 
refnedial action where necessary to bring thes~ investigative matters t9 current status or 
determine, the reason for their delinquep.cy in instan~'es where it is unavoidable because of 
circumstances. If the listing so arrived at for the m~:mth is posted to a schedule showing 
the c~:ses so listed in the prior months, it will be obvious -which files, if any, are aprearil 
on the list of delinquency more than once. It would be evident these matters must receive 
extra, supervisory review~ This method of review would achieve the first of three pUlpa:aS 
of fhe tickler sy~tem currently being used by most supervisors, i~e., the timely handling-
of investigation. .. . ~ 

Th~re are cases requiring special supervisory attention; for instance, 
applicant-type matters having q.eaqlines. -Tickler would be set on matters of this type as 
they are now set on matters being handled under the administrative tickler system. Ther 
are occasions when the supervisor woUld want to review all cases of a particular Agent 
on a regular basis and this could be easily accomplished by an administrative tickler 
directing the clerical employee who maintains the assignment card box to pull all the caS:lS 
instead of the tickler cards. Theit1emre some categories of files which are reviewed for 
mor~ detailed purposes than th~ bulk of the matters being pandlec! ·by a particular super
visor. These woul~ include infor~ant files which have spaiial reporting and administIa1ive 
cont~o~~~ ,~t wo:uld ~eem adv,~ntageous to ~aintain a tickler syst~m for files of this type 
which a~,e;Jimited: in number as compared 'to th.2fulk of files being handled by any office. "" 

_.. i '\ \ : r' . REC &, ~ - ~ 3 /0 -' "lllfl} 
\Encl~siIre' -'. , EX~lla r-- "? . / - a:;I- T 7 
~~ML~~ . 2:> pf..1$~o~ . tfl .], ,'h~ ... 1 
_ (2)' t~f:,.~i~ - ,9J1~ "4;~ LB SEP 1-01973 > ~.tWQ:~ 

- v ?~~/1. 0 /. :Y".,.-'Y '!rc.. . ' I 

,':) t r CO"NTINUED - OVER 
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M~m~~an<~li~1 Ito Mr. Jenkins 
Re: ;Fil~ E.ev""ie-w"""":s~----.....I 
'" ' .Suggestion 106-74 Submitted By 

S~ I Phoenix Offi~e· 

. -.. ---;.....,,-

'0 
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I 

.I 

The proper compliance with administrative procedures can be readily :1 
deterniil1ed, on,a regular basis wheh any particular file is handled by the supe~viso~ wh~n 11 
c~:t;'e.n~ r()inmunic~tions are received or sent s.ince alino~t without exception the ,file is ) I 

, prese~t~d, to-the sup~rvisor along with the communication. To· be certain.·a file is reviewe~' i 
"before it is closed, -the clerk entering· the ,closing serial into file need only, rQute the file, f 

tg the superVisc)],:' a~Qng with the original assigmp.ent card which is scheduled ~o:r; d~tructioii. 
Whep. .the~up~rvis.or is .satisfied with condition of file, he c~t;1 destroy: aS~ignment card and 
.seild file tq closed file section. In instances where a case is made "inactive,." it can 'also . 
'.qe declared, "una:ssigned" and the original assignment card then fi~ed as an admiIi<3trative ; 
tickler.'an~'pul1~d ()n'the appropriate d~te for consideration of making it active'and assigned 
for"handling. It,seems the cab:~gqry: of ffinactive'-assigned" is unnecess~ry. , 

CURRENT PRACTICE: .~ Suggester states when a case is op.ened 'and, an a~sign1:l1:ent card 
. . "', prepared, the yellow copy of the·three~piece, set is filed l;>y date 
in an index box unde):' control of t,he supervisor. One tickler c,ard is required for e~ch 
.case. The file~orthe case is pulled by the Chief Clerk and reviewe4'by the ,supervisor. on 
the ,day for' which :the tickler card has been set. If'the case must be followed on more than , 
one day, the,tickler card must be set Jor .the .eariiest day. ·Closed.and referred-uP9n
completio'n files rpust be pulled oIl; tickler and persoQ:ally ~hf?cked by ,s1;lperVisor. . The e~rt 
pf actual ,review of closed files. and r.eferred~upon-completion files is ,optional,but the 
supervisor act:ually must see each file prior to destroyi,rig the fickler. Each supervisor 
must assume· full ,responsibi~ity for the s~tus .~n~ existence of each ·file. Routinely.on a 
daily basis these ticklers are removed from the box and· forwarded to the Chief Clerk's 
Office to 'have' files' pulled and delivered t'o.- the supervisor who then reviews each iil~. This 
insures that the cases are receiving tiil:lely attention, th~t administrativ~ prqcedures 
prescribed for liaJ;ldling files are being followed ~nd that. before the tiykler is destroyed . 
when a case is closed the file has been'reviewed to be certain all req~ired investigative and' 
a~J;.llinistrative procedures have been ·completed~ 

ADVANTAGES: S~ Ibel~eves the 'services of one clerical e:gtp~oy~e"'~·~;;i(roe"'e1im ... -:-, 
inated if it we:re not necessary to pull aIl;d replace the large volume of fiLes 

from the pending and closed file section QU a dai1fbasi~ in an office the size of Phoenix. 
SUpervisory time wQuld also be s~ved each day!' H.e sta~es the average r~du.ction of the 
salary of one employee in Grade GS-~ per field, 9ffice would result in ,an ,a,nnua:!, ~avings of : 
$406,038. Suggestep was assigned to the New York Office from 1961 'until 1963' and a system 
~s'outlined was used, having been· designed for personal use'~out of q,ecessity due to the b:rge 
volume of work and limited amoun~.of time for "pulling" ticklers. The system Was total~y 
effective according to the suggest~ ... 
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Memorandum ..... I _____ ----Ilto Mr. Jenkins 
Re: File Reviews 

Su:estlon 106-74 Submitted By 
SAt I Phoenix Office 

o 
b6 
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OBSERVATIONS: Administrative Division advised this proposal did not affect its op::raions 
so no recommendation was being made. 

Intelligence Division proposed a field survey be made and it deferred to the 
collective, judgment of the field and the Inspection Division. ' . 

General and Special Investigative, Inspection and Training Divisions oppose 
adoption. Though absence of a timely communication which can be posted in a file is an 
obvious indication of delinquency or defiCiency, serious 9,elinque1).cies, etc., are often 
found and averted through timely tickler reviews. These reviews remain important in 
following and ass,essing'the work performance of Agents. Cases requiring special super
visory handling are not always d~tected at the outset and are often recognized through the 
r~sponsive eyes of a capable supervisor. ,With regard to the idea that by reviewing a file 
at the time a piece of mail is signed out, or when the file is closed or RUC'd, the nec~sity 
of calling it on tickler would be unnecessary. It is recognized that to keep files from being 
in a constant state of motion, many offices only call for the file in special circumstances. 
In some instances, the file is not immediately available and to wait for the file to review it 
and sign out mail may cause an undue delay. In reviewing closing mail or RUC mail, ,in 
Illo~t instances a significant number of serials are charged to the case Agent, including 
possible e?dtibits which ~ay have to be returned to a contributor. As is now the case, a 
final review a few weeks after closing or RUCing a case is more desirable since by that 
time all serials and e~hibits have been returned and all action taken by the case Agent. 
The proposal that the category of cases "inactive-assigned" is unnecessary'.is not well 
founded. Certain cases which do not warrant investigation 00: immediate reporting but 
'which serve' as a repqsitory for voluminous channelized information tshould be kept 
"inactiv~-assignedff in mo~e important cases in order to insure continuity and responsive 
:action when called for. 

Chief Clerk's.Desk, Training Division noted a study is presently being made 
regarding the mandatory rule to pull files on closed or RUC ticklers by the Inspection 
Division which should streamline this procedure all:d save manpower hours. This subject 
w~ll also be discussed at the forthcoming schools for Chief Clerks. 

RECOMMENDATION: That the suggestion not be adopted and the attached letter be 
forwarded to the suggester advisi,ng him of this fact. 

---



""'~. T- .... " 

Septe¢ber 5, 19'13. 

,PERSONAL 

-~~ ~:- 2 3/1· ..-,lsO 
~'L I 

~t,£': Fee. Bureau of·lQvestigation 
~ t21 Phoenix, Arizona ' 

Assoc. DIr_ -_ 
Ass;. Dlr.: --.-

Admln._. __ 

Comp. Syst. ~ 
Files & Com._ 
G.n.lnv.~ 

Ident._ 
Inspoct;o~-=-_ "-

Dear I I 
,,/ 'Thamt yo~ for the sUggestion. re~ing c~rigi~g o~ . 

pr~senf[~lder .System whic~ is us~d .1~.field' offices. to follow·tlie 
status of e~~consld~ratt(;)li·ha~b.ee~c;»rqed-thtS'p~s~rbr, 
.t1iEfin£erested divisions at 'FBI. Headquarters and i~ has been', qecide~ 
.o~ c~rent system ·shOu1d)le.re,tain~ bec~u8e'ot'yarlous dl$aqvan-
tages Jnvolv~ in the syst~ma~,;~~s~r~bed',py .Y91l~ 

~. Althou~ you~ id.e~ was'~ot adopted'in.~h.ts instance,-,, 
I-appr~~ted havlng:tJte'ben~fit .. <?! fo*r thQug~s on this matter. 

Sincerely 'YQUfS, 

"C/ J_l _"'M.~Kelle\1. 

V; f . GIa:~e ~ JreUey 

2 _ Phdenix , ;':", ,,,,,,Direcror ..... ) 
1:. - Field p~J;sqpri.el';~he"; v'~ ~ 

j-1·- Sugge~ion file 
i - Pers~~nelJ!~e ~f s.~1 

~L:rsp.r~'" ~~ .' 1-. --------...... 

b6 
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, , 

Int. II. ------...,. 
Laboratory ....
Plan. & Evaf .. ,.;. 
~pec. Inv. __ _ __ 

(6) (Sugge§tion 106-74)-. . n 
',C I" _\ 

Tralnlng~ 

,go~ Coun. ~ 
~ng,SerY'.~ 
orr~&Cr"'. 
Resoarch~ 

,eu 011; _____ _ 

ele~hone Rm ........ 
Irector Sec·y ..... 

NOTE: '~ased on memoranduml Ito'Mr. Jenkins. 8/311ft.3. 
.----~: F.ile ~e~lews, S.uggestion. 10(3-74 Submitt~d ~y s,AI I 

Phoenix Office, ML:rsb. '-.. (' L...-_. ___ ...J 

~.,-"""'" ,lC, . ti {Vi>.,,:. 
( .oifV~~~ 

MAlL pl<. 1l-r't~~E.Ytm: Cl 
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Employ~~ugge!lt.lon 
~{D-2S2 'tRev. 9-11-59) 

~\~' 
To: 

Director, FBI 

SUGGESTION 

8 
8/15/73 

Froin: (Suggester's name) Dlvlslo'n oCAsslgnmen t 

SA(A) Phoenix 

I. Revision of the Bureauwide procedure for calling files for review' 
by supervisors in investiga~ive cases not requiring special super
visory attention; also known as ftrunnin~tt or "pulling" ticklers. 

III. See attached. 

o 
(J3u r.eA v 

Current. ptactlce or rule (Include manual citation" as well as facts) 

II. ,See attached. 

AdvCrntages of sUQgesUon and annual savings (tncrud~' basis for estimate) 

IV. See attached. 

V. See attached. 

Disadvantages of suggestion 

There' ar~ none known. 

(1)Ie 'use by the United States of my suggestion shall not form the bas 
aSsigns upon the UnUed Statelil'. I understand that I wUl be conslde're 
within two ye<;lrs after submission.) . , 

Q'[]Mr. DMrs. DMllISL..--_--~-~~~'IIir.":~~~~~~----~ 

(Do nof write In this space. for B'!teau use ~.:::..I.""'I:'<'\ ---
.1 ~~1973 

ars 

'/1 
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III. Instead of pre!?13nt proc~dure:s, the following i~ r9commended. 

In order t9 prepare the mo~thiy admin~st~ativa rep~rt 
sub~itted by' eac~ fi~ld o~fice, a determinat~on is made 
of what investigat~v13 pases wi~hin each office' have not 
~e,n ,posted ip. the last ~5 ,day~ through the' rept>rting of 
substantive r.esults o;e invefi»tig~tion, ':~I:ius !1rriving, ~t the 
ntimbe); of cases del'inq-gent 'and, rate of d~linqtiericy by 
cla~sification of case~ By, listing of the nu~bers qf the 
ti+e~ which have been d~termined to be d~>l,iIlqueri:t~ eabh 
supervisor ,can ·be aware of the ,cases ,for which he, is " 
re~PQnsible .. that appear to 'need speci~l s:up'erviso~ya,tten
tion. By reviewi~g xhese ,files, each >supervi~or can then 
take remedia-l action where nece'ssary to br;irig' tnese" i·nyestiga
tive matters to current s,tatus or determine the reason for 
~'heirdel~nquency' in ins.t~nces wh~re it, is upavoiqable 
bec~use o~ u,Ilcontrollable' circllmstances.. I~ :the l;isti.:Q.g 
~o arrive,d ,at for the mO:Q,th, is -po~1;ed_,to'a sqhedu~e 
showing the cases ~o listed in, the prior moptb.§(,' it . , 
,wi.11 be obviou~ which 'f'i-les" ~~ an,y; a,re 'appear,ing' on 1;he 
li~t ,of d~;ti~quency mpre t1ian ,once ~ 'I.t wO:lil'd ·b~ eyideilt 
:that these' matte~s must rec~ive e~,tra. 'sup~rvispr'y: review. 
This'method of' review would· achie~e the first ,0£ ,the 
l~'hree purposes of the tickler system cnirre:Q.tlY' b~ing us;~d 
oy mQst sup~rv,isors, i.e,., the time+y .han~li~g of i.nvestiga-
t::Lori., ," .' , , 

- ' 

~here are, 'of, ,course,' cases~43qU:iri:ng spfifc~al sup.~rv:t~ory' 
"att~Iltio~; fO~ in::;;ta*ce., ~pplican1=-type niat~er~, 'havi~g '9,ead- ' 
lin~~. Ticklers woul.d ~.be set, on ma,tte~s' ,of~p.is, typ~'as, t~ey 
are '~qW ,fijet ,oil matters ~eing :hand'le(l under' the adniinistrat.~'ve 
tickler systeni. 

, - ~ ,-~. -. ~ , 

T~ere ar~ o~casions when :the ,sup~;t'visor would,_ for 
ip.s.tan.¢e; want to- }:'eviJ~w all cases :o~' a par1;ic;ular Age,nt 
Qn ~ regula~ b~9is a~g ~his qa~ easily be· a¢~o~plished by 
an adminis~rative ti.ckl~r ~ire~1:ihg tQ,e cleric~l em,p~oye~ _ 
wh~ maintains the assignment card box. to 'pull al~ the cases' 
of that particular' Agent based on :the· assigrim~nt ~ards 
instead of.the tickler cards. 

Ther~ are, so~e categor;1.es Of, f{le~ Which.are reviewed 
,f9r more detailed' purposes tha~ the bulk of the ma.tt~rs' 
peiq.gh~ndled by a partiC'l,ilar superv~sor. ,Ip.,tl(is <?~tegory 
w~uld 'be informant ,files, which. have, speciafr~potting ,ap,d 
aaministrative controls. It WOUld' seem propitious to 
maintain a tickler system for "files 'Of :that type, whicli are 
liniited in number as c9mpared to the ~ulk of,files, b~ing 
:haiialed i,~ ~,ny office. ' 
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, The p:.:ope:r co~p~iancewi,tb, a.d~infstrative Pr.o·9.~,dijres, 
~an' ,b~ 'readily ~d~term~ned ;on .a·,r~,gu.l~r b~sis w~en, any -
'particular file is, 'handled' 'blitne supervisor when curre,llt 
commun1ca~ions ar~ tecefved6r$~nt since almost without 
~xcept.io~ _ tp.e ~i+e is pres!3~te9 to th~ s.uperv!sor ~lQrig , 
with the communication. Tb. be certain a, file- is r.eviewed 
b~·#o_r.e' :it 'is closed' 'O!lt, th~, c~e~k entering the ~ios~~g' . 
~er,ia;t. in~o ,the f?-~eJieed o~~y, -rou~e ,~he., fil~ to ~~e .' , 
supervisor along \Wi·kh· the .or1gina~ assignment ,.c~ra Wh1Ch , 
isr scl,legu;t.ed for destruction. Whe~ supe;t"\!isor' is sa;t~~fie.d' 

'" :~vl~h' ,qondi t'ion of"file, 'he' c;:an .g.estr'oy a:ss.ignment c'~rd,'and' ,: 
~epd. file, ;~<? cl()s~d' ,f.i'le :seqtioni . 

, 'In instances wh~r'e a' c~s~ '1's made "'inactive, it 'it can 
a1:.s.o be ,c;leclared ,"t,unassigf::1edtl and "t~e 'original assignment 
c'lird, 'then' filed as. ap admiliistra~ive tickle~ ap.d pull4':3c;l ", 
o~ the 'approp~ia~e 'd~te for'co~~;der.~t10~'~0r,~be~ng m~de,' 
active 'and "assigned for handling. It, seems· .tha't the, 
,cat!lg<>:r¥ o'f :"ina~t:Lye;;"al:?~~,~n~dt; i=;i.' unil~~e-s~a~y~~, ' 

P~esen,tiy', when ~ c~se is opened an'cl an "a.s:signment card 
pr~pa~4'3d, tlie yellow: copy ,of' '~he ~hree, piec~ s~t is file~, 
,by, d~,te ~n, an ~nde~ I?o~ uJ;lder': ¢.()ntrol o;f ~he ,supervisor 
(¥~p.ual of ,Rules .ai\d' RegulatiOns;' Part -2, SectioJ:? 3, 
Page 17):", ItO~e' ti(:~ler c~rd i,s re~~ired" for ~acb: c~~~. 
The file for ,the case is pulled, '.bY the chief' clerk and 
r~vie~ed ;by' tile'~ superv:i.~o~ on the day for' wli~cp the,' . 
tickler ·card has been set. If, the case must 'be, ,'fo.llQwed 
~n mo~e than one d'ay, th9 tickler c~.rd·m~~t' 'b~' se~ ~<?~~ tne 
earliest day-. Closed. and" 'referred-upon-completion, fi~es 
mus t be 'pulled on,' tickler· '~ng,pers6rially .checked· by 

'supervisor. . The extent of .a,ctq~l review' ,of closed" fi'les 
" and refe,rred-tipon-:-c<?mpletion' fiies . ~s op,t:ional~ but: the . , 
.super.,v~sor actua'l~Y:·-·nius.t· se~ ,~ac.~,. ~i+e pr,;tor ,t<;> ,~est,royi:~g' , , 
tli~. t~ck~~~~, Each ',~~pervis?r 'Pi~~t. a~suJlle' fUll responsibili~¥ '; 
fo~ th~ s.ta tUs anc;l existence, 9f~ e,a:ph file .• II "; 

Routinely on, a qa.ily. 'b~~is ~~ese,~~q41~r~.~re, r~moved 
from the ·box and for-warded to tHe chief clerk's off1ce. 
to hav~.' files- pui;t.ed ·,nd ·,de.~i~ered· 'to.~· superv.isb~:·who· 
t~en ~~vi~ws e~c~, file. 

~he ptirpose~·of the reYi~~ pf f~ies by th~ supervi~<;>t 
are to ~assure' that 'cases ar,e, r!!ce:i;~ing; timely ~~tteIitioni . 
tha ~ ;administra t;J. va .proc~dures' pX'esqr1l?~d. for:. handling 
fiies ,arE! being f611,~wed and t,qat ,before, th~ tickler is 
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destroyed when a c~se is clos~d the fiie has, been reviewed 
to be cert~.inall j:equi~ed investigat'ive ~n~. ~dm~ni~tra~ive 
prQ~edures, h~ve been ~ompleted~ 

IV.. As 'an e~timate base~ on ob:;;ervations of· the employe.e~ w1.lo 
~ccumula~e the ~iles' :f;or deliv~ry,t9 ,the stiperviso~s 
during the night sb-if.t operations, it is expected that 
the services of one ~le~ic~l, employee ~0u.~4 be 'el~minated' 
~.~ it we:t:e~ot ri~c~ssary to .pull '~nd repl~cetbis, large' 
~Qlume '!f·. f~le~ :f;rom ~h~ pending al:l~~ clQ~e~:I' f~'le ·secti.onj3 

v. 

~,on ~ ~a1ly b~sis in ~n 9ff~ce' the S1Z~. of Phoen~x. 
Depending,upon thevolu~e of individual cases ~n eacp 
>'desk, ~t is, es1!imat.ed· that stipe~visor.y time which- could 
. be saved CQuld' amo:UI}t t~ ;mor,et~~n ~n hour' pe~ day; 
per supervisor ~n an off~ce the size of Phoeni~,.: 

The averaga r~duction of the ,saiary of one employ~e 
in Grade 4 per field·office would resuit,in an arihual 
s~vings 6f $466; 038;. Q'O~. There does nQt.' appear ·to b~' 
~Iry -.me'ttidd by w1;lich 'thE! 'v~lue of the s:tJ.pervisory t:im~ 
can be ~etermined. . 

'Th~ authoJ;" o~ 1;his 'suggestion ,was ,a supervisorip ,the. 
N:ew :York Off~c~ ;~rc?~._. "!=he ~pring .. of, ,196;1., ~ntil November, 
-1963. ~riDg tl?-is :time the .. case:;; sup_erv~s¢d ·numbered
regularl:y betweep., 80Q' and 1100. A. f?ys~eIl! wa~· '4tiliz~d, 
as outlined aboye, hav;i.ng be~n de,signed' :f;O~ per!?onal: 
u~e out of nec~ssi 1;y, due ',to the large vc>lum~ of work. 
and limit of time for '''pulling'' ·ticklers. The system 
w~s totally.' eff~ctive and there, ,was never aIlY cr~ ~~cism 
of the administrative control of- cases so supervised. 

,during any of' the 3 ()r 4 inspect~qns of ;tp.at· 'office' at 
th'~t tim~. 
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UNITED STATES GcMRNMENT 

Memorandum' 
TO 

Mr. M~l 

o 
DATE: 8/8/73 

Gen.lny. 
Ident. _.:...
Inspection _ 
Intoll •. __ 

FROM P. 'F. 0 cbJ{l1ell LO':.:ry 
SUBJECT: 

~~~~~--~~~ GS-6, Filing Unit 

b'7,~:·ln • ' 
, ,/ ~-,nln9 . 

Legol Coun ' 
Con9. Sery. _ 
Co,r.&C,,,,. 
R .. eo,ch_, 

P, ... OI,. __ 

Tolophone R",._ 
Files and Communications Division 
EOD '8/7/61 V'" \ Dlreclo, Soc'y _' 

~-STREAMLINING COMMITTEE SUGGESTION 
4'tt!$' t1 J.{) 

I !has suggested through th~~Streamlining 
Committee that)tRegu ar" type of regues:t;J3. for9il~s be ... 
eliminated~ Presently, there are three types of ~ile re
quests - Special, Next Delivery, and Regular. These cate
gories are used to signify the method of handling, depending 
upon the urgency of the file ~equests. 

She indicated the advantages would be as follows: 
(1) Faster service due to less time'spent on sorting two 
types of requests as opposed to the current three categories 
of requests. (2) Less problems with produqtion records and 
assignments in pulling files in the sub-units since it would 
involve two instead of three categories and (3) A savings in 
employee time and salary bas,ed on elim:i:natio'n of pre-stamping 
serial markers. to differentiate betwe~n the '''Nex~ Delive;ry" 
and "Regular" requests. 

Inquiry has determined that pre-printed serial marke 
are ordered in pink and white colors. The pink marker 'is us 
to signify "Special ff and the white marker 'is used to specify 
either "Next Delivery" or "Regular." Differentiation is'made 
between the latter two by pre-stamping either hNDff for "N',ext 
Deliverytt or !I~eg" for "Regular, 't:V1~~ with the current ~ate. 
In order to pre-stamp the white s~±~~Jmarker, it has been ' 
necessary to rent a Tickometer machine at a quarterly rental 
rate of $135.00. Additionally, it require~ one GS-3 employee 
approximately one quarter time to operate the machine to pre-
stamp these white serial markers, which, based on the annual 
salary of a GS-3 costs appro?,imately $1,., 532 annually. !l r-j 

Rt.C·2~ ~? -~J/? - ~ 
Since these serial markers are-pre-stamped with the 

date, there occasionally exists a surplu~Gbe.p~~ of the 
day, which are destroyed, thus resultin~in some,~~eful' esse .1 

If JEB:ncf . _' SEP 18 1973 ? \ 0)-~~ 
rJ.~ ,(6) ---.., -...., ~ \ q-,'\ 
~ (CONTINUED - (i>VER) L&oo ~ 

SEE ADDENDUM OF THE TRAINING DIVISION ON PAGE THREE O\\~\1..-
v .-
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The .StreainliD:ing-,com,; ttee' ;':;"0'"1:- the". unanimous 
opi~ion th~t the sug~ef!~)ioii ~~~:, .1, ;h~~' ~ons1deJ;ab~~ 
mer1t, based on the y~r~fi~g ,apya~t~ges-pr~vio~~ly li~ted~ 
In. addition,' the . Bl;lreau, W01P.q te~l:f.~:e: .an ~s;ti.m~t~d. annua~ 
savings of $~,072, ~f t~e r~nta+ >ot.;the.T~c!t0meter ·is dis~ 
continued and the pre~stamping,of. white ,serial markers is 
eliminated. It was agre.ed, .:hovie~e,r}~ th~(t' :~he' sert'al markers 
would con~i~ue to- b~ date stamp~d but thi.s, would. be done on·a: 
".n~ed" -basis py the .respective:sub~u~it~, eliminating th~ wa.s:te
fulness of destroying pre-stamped;markers. at the end·of each day. . . .. .' . 

I~ is not~d that discontinuance of "Regular't reci~es.ts 
ha:s~ been: c~nsid~r.ed. in the .i>ast",and.- was. not ,given favorab+e 
consideration since it was felt that ,there should be a lesser 
-prior,ity, -s~ch as '''Regular,'''. if ,the volume of 'work got ex.;. , 
tremely'heavy necessitating t~ priorities. be eS,tablishe.d. 
This ·is not 'now considered an overriding factor since. the 
.charge:-outs for all . reque~ted" files bear ,a' tiiUe stamp an.d ~'can 
b~ pulled in time ,seq~~nce, sh'ou~d these rare occas;i.o~s a~~se •. 
In this rega,rd, 'only app~oximately f;i.ft~eh per c~nt ·of all;.,file 
requests are in ,the "Regular" category and"-these can b~ reaqily' 
absorbed iI.lto th~ '''Ne~~' Delivery" catego;t',Y, thus iri~uJ:ihg ev:en 
better s~rvi.ce on file requests,. 

RECOMMENDATIONS: 

-Thatempioyee's suggestion b'e ad~pted. 
-'" ' -," ., 

(2) That 'rental of Tickometer in the Fi~es and, Communi~ 
cations Division "be' discontinued upon termination' of current 
ren:tai per19d p~, 8/31/73. If approyed; to' be liap.dle~:.bY' 
Administrative b,ivision. 

-- 2 -
(CONTINUED - QVER) 

b6 
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'RECOMMENDA~IONS: (Cont~nue~) I~', ~ ,'! /~ ,,_~~, 
(3) 'That this -memorandUm be referred· :to the Suggestion 
Desk" Tra~I,ling Division,:f0t: ,appropr~a:~,e' ,icJ.tpowiedgmEmt, to 
employee and if ,approv:ed, 'that s~e be,' gra~.:ted· :aH- ,award commen.;;. 
surate with,. the annual savings' that; will: accrue ·as a result of 
this 'sugges~ion •. ,~ '~ ; 'f I : ',"; l' ',~ r , I ,. " 

, , ' 
-1 ( j i Gf r " ", ~:,,-. 

ADDENDUM OFT~E TRAININb'D~~N'~;lsJ1;10/73 
Training D~vision agrees' w~th FJ~~s and ¢6inm:unlcations DivisiQD..that this 

is a worth~h~le ide~ which shQuld.be app'roved. due,fo. the obv~01-fS adval).tages to be'. 
realized fr9~ th:e .p}:,opOsed.proce'q,UJ;,e. Based on2 ho.ur~ p~r .d,aY (2q2 wQrK~ilg 
,days a year) of a GS-~ '[Cl~:tk at $2.'95 p~r hour, .. ~he.savings it). eniploy.~e t~me 
wquld amount, to $~, 486. 80. :Th~~ ~mouf!t ad~ed to t~e $540 which will'be'saved 
Jri.rental ~dn~y Jjjakes ,a total anp.ualsavinglfof $2,.026. 80. ,Based .o,n this amount, 
the suggester can be ,granted 3:n inc;entlve a'Vard of '$~55! ,This ls·ip.1in~ 1vith, the. 
currerit scale for s~ch' awards. 

I\, 

. RECOMMENDATIONS: '(1) That the -suggestion. he adopteq and t~e ~uggesf~r be < 

.' , "., . . g~~nted an :~:l:~Y!lrd of$15?,~to ·bl9;'4,a,np.led :by tp.¢ " 
eomm'Emdation, Superv~~ory Approv~l ,aQ,d Special' ~ction Unit" Administrative " 

'DivisioJ)..' ',rw/, ,~' ~.'., ' 
,yjt?l/ 1U~U {/'-

. 
. (2) On approval, thi~ ·mep:lOrandu:p:t with:addendtiip. will i 

serv~.,·~s ~!te. autho~!ty for t~e Ad:ininistrativj;~~J;:)ivis~on to·~erminat.(¥the~retital of ]~ 
the~Ticko.meter in thef Files and-Communications Division upon,termination of 
current r~ntalperiod on 8/31/73.' , .. . (ff- .. 

VJ61lf/ 

O{l~~ ~ .pufJdIUJ.., 
1~:-.~ ..... 2:..~:-~~~..:...J~_ 3'-



O'TlON"L 10lM NO. 10 5010-106 

MAY un 101110N ~D 

~~;;;;D"S~ATE'S Go:RNMENT 

M emoranaum 
Assoc. Dlr. _

ASII.DIr.: 
Ad .. ln. _, __ , _ 

Comp. Sysi. _ 
Ext. AHalrs_ 
FII .. &Com._ 

TO (:~; C~llahap 

/~ --I' 
DATE: October 9, 1973 G.n.lnY.~ 

Id.nl. __ 

FROM, : T. J. Jenkins1~ F' 
InlPectlon ~ 
Inloll._, __ 

Telephone R!!' • ....., 
Dlreclor Sec'y ~ 

Existing procedures provide for the destruction of copies 
6f serials when.~ilesare closed or referred upon completion to the 
office of origin (RUC). The Manual of Rules and Regulations also 
provides for the consolidation of files within six months after closi~g 
or RUC. 

Certain chief clerks who were in attendance at recent 
traini~g programs requested that the ,above two functions be handled \ \\ 
within the same time period. These employees advised that in many , 
instances, particularly in those field offices which have an above- \...~ ~~ 
average number of resident 'age~cie9' serials are properly charged ~ ~ 
ou~ at the time the file is' cloged or RUC, and/therefore, cop1es of ~' \D~ 
serials cannot be destroyed in compliance with present rules. The ~) ~ 
chief clerks stated this practice is unworkable and it results in ~,~ 
a considerable amount of time being spent locati~g material which is~ ~~ 
chaFged out ·at the time of closing or ,RUC. These employees believe 

~ 
:>of 

that if the rule relating to the destruction of copies of serials was 
changed from the time of closing or RUC to within six months of the 
change' of status, which 'would be consistent with the consoli~n 
rule, there'wo~ld be a'more efficient operation and a sav~' qS in} 
manpower time. ' , 

The Trainipg Division can foresee no real disad ges ~ 
_ ,to the above proposal. In fact" this proposal would be flexible t.> 
eno~gh to satisfy the intent of these certain offices and yet allow ~ 
for the ~ediate dest~uc >'on of this material in those other offices ~ 
desiring to do so. ~., ~ 

RECOMMENDATIONS: ' . R£C'41 6G - ?.3 /? -:;.s-;t;, S 

l.That ,approval be given to the destruction of copies 
of ser,ials I'th, i,,( ~x months after date of closing or Rue. /If'V 

c.;"r-- I M j fA 11':5' ~ 
ENctO.SDORB ? ~ :: 

Enclosure 4' -;.. iIJ! OCT 15 1973<"'"'j' . 

~
l - Mi. ,jaco'soh- " . 
1 - Mr. 'Marshall;d \"A\: I IJ (eON'n-NIiBIJ£':: .. O\lER~-' 
l~ IU~. At (5):WSS r):c...'5 JO 

Oil \~~~~7' -~ . ...2 .~ XERor ,ALL It~~o~~~~!!OI!\ ~,?r'~TAINED 
7 ~ -. 'O~8 HEREL, L I.JI~...,_" .. u~j'II:.D ' . ..-Y, 

~50CT2,419?9' , I 1973 DATE rJUz)lr!b BY !i-P¥GuJ~, 

b7C 



,MemorandUm. T.J;. "Jenkins to ,Mr,. ,C~llahan 
Re: .. Administration' of, .Fi'les 

Destr~c't':i:on <;>f' 'Copies of $e,r,ials 

RECOMMENDATIONS:. (Continued) 

-"--:--:::-:;---;:::::::::-

2'. ,If' approved, that, :i;:he, at:tach:ed ,~evisi<?n be ib:cor~o
rated in the ~anua~' of Ru~~s, arig R~gftlat~o~s. 

:... 2, -' 

". 'j 

I ' , 
,~,~ If, 

. "" 
.,"!o. 
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Assoc. orr. _-_ , A.s,: 01 •• : -~-o 

,Aclr.iln.~_ 
COt)Ip.Sys' •. ,
Eit. Allot!, • .2.:-, 

. 'File, & Coin.,_' 
~ "G.n.~lnY.~ 
Iden'.-,-~ 

'In,pectlon -----:.. 
, In'.lf~ 

. Loboratory _ ' 

PIon. &Evol • .,... 
SpeC',,'Jnvl _ 

T;oTnlng~ 
Legof Coun, _ 

, ,Telephone .R .. , _ 
: Dlr~ctoi ·Sec.'y-_~ 

" 8" 
Octob?r 9~ 1973, 

PROPOSED CijANGE IN 
MANUAL OF RULES AND REGOLATIQNS 

" 

Part .II ,Sectiol1- 3D6, Ii;:em 6a" Page llc., should b~ 
'revised ,to read ~s :i:ollq'\1S: 

6'.. - Dest,ructi<;m o~ copies of ser.ials 

Copies of serials in all ..classifications must. ·be 
destroyed within six months after files have"been. closed 
or referred.upon completion. to the office of origin. . 
:Employeedes"t;roying copi~,s must noj:e· on top s~rial of 
the file, llfile stripped" and place employee t s initials 
and dp.te.. The employee will thus, certify that up to 
that po~nt in the fil~ all copie~;not othe~~iseaccount~ 
,ed for hav~ been destroyed. Serials may be 9uplicated 
.if neede~ ,subsequent to date ,of destruc;f::ion. J'lhen copies 
~f' serials ar¢ duplicated, the 4ate and number of copies 
must_ b!aset forth on ~he 9,riginal. 

~~~ 
U NO.~I$: ~a~e~ .c:n ~emc: Jen1<in~ tdCallahan, 10/9/7'3, re: 

A9m;nJ."strai;:~0l); -of F~les, Destruqtibn o'f' ~opi¢s 
of Se~ialsr" TAK:wss'. " 

~if;r· 

. ~rV· 6ft- ;;'311 - .:1. tf;;j.-. 
MAI~ ROOM ~TELETYPE UNrr 0 ~ 
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Federal Bu~eau. Qf InvesUgatio~ 
Washingto~~ .1). c. 

;oea~L-____ ----I 

-, Nov~nibe~ 5~ 197~, 

L 

, .- ,J,:h~r~'teceiv~.d'yotir.·~gge~fion '~e~.~ding ~ethoq, 
for use W~~D:'~W fUe is_~~~,~.~~~nl~~~}nt9=!l.n~ex~~tip~i~e;.. ~t is 
a pleasu.r~ fQr ~e ~~/~advis~.,you thiffpr,oposallf!. peipg ~d~pt~d ~~d 

... ,s~~ps Will·.1?e.~en to .p~c~,it fnto' eHec~. . " 
.. 

~ I~: - The int~re,st ~nd initiative. jou dlspiayed !q b;ringing 
tM.s'.rilal.te~· to ~y ,~_tt~rttion' ~~e in~eed~al(precia~¢d;,." 

W 
H. 

'. ' 

',. _, ,MAILED 9 . ; 

NQV$ 197-3-
, . (' ': :·FBI .. .:' 

. 'S,it\cere~y· yo~rs, 
~ c;.. ~M.~el{ez~ 

¢_~ren~~ ~~ Kelley. 
~ir~tor 

l 

b6 
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MAY 1t62 IOIllON 
GSA GIN. alo. NO. 27 

UNITED STATES G _ RNMENT 

Memorandum 
TO 

!dr. Ma~l 

FROM : P. F. otconnellt 

DATE: lO/~J./73 

b6 
b7C 

Assoc. 01 ••. _. 
Asst. 01 •• : 

Admln. __ .
Comp. Syst. _ 
Ext. Affolrs_ 
Flies & Com._ 
Gen. Inv. __ _ 
Ident. __ 

InspeCtion _. _. 
Intell. __ 

SUBJECT: I I 

Laboratory _ 

Plan. & Eval. _ 
Spec. Inv. __ 
Training __ 

Legal Coon. _ 

Telephone Rm. _ GS-6, Filing Unit 
Files and Communications 
EOD 6/19/61 

Division 

STREAMLINING C01rIMITTEE SUGGESTION 
:ff-Olt(5"-tf f 

Through the Streamtiriing Committee in the '1 es 
and Communications Division, Ihass~ggested that 
when Consolidati0!1 Uni~,-,>chflnges a new f;le into ~n existi~g file 
that they cha~g~~ut the n~w file, even. th9ugh there are no 
serials located therein; that the new file front then be used 
to show into wh1ch, eX1st~ng file the change has been effected. 
She indicated that this ,WOUld preclude inadvert~nt filing of 
the "changed-to" file cov~r while still leaving an empty file 
folder in the drawer. -

Inquiry by the Str~amlining Committee disclosed 
that when a new f;le is opened in error, Consolidation Unit 
usually has the opening serial of th~ new file for the purpose 
of consolidation into an existing file. Under present pro-
cedure, Consolidation Unit handl~s the necessary consolidation ~ 
and sends a "changed-to" file front for substitution for the . 
empty file folder. Sinc~,~he file folder of the ne~ case has 
not been charged out,~t!h~bhanged to" file cover is frE\fplently. 
being filed and the emJ:Jty jacket is not ]lulled. 9 ~~~. cmr:.n;., 

... J~·3\J Lh - 2$/ - .' ,~. · 
Based on amilysistf the Streamlin~ng Commi ttee ~~ 9 973 I 

the unanimous op~nion that ~onsolidation Unit employeesqBhoul_d __ _ 
charge out the new file jaclt.et and use the file front for ---
effecting the necessary change and thereafter forward the file 
front to the Filing Unit. Thereafter, the "changed to" file 
front can be substitu~ed for the existing charge out in place of 
the previously retained file jacket.. This procedure would pre-
clude dual filings of "changed-to" file cover':and file folder 
upon which consolidation h.as been ""handled. Additionally, it 
would result in some savings of use and preparation of "changed 
to" file fronts to be substituted for the consolidated file. 

JEB:ncf 
(6) 

(CONTINUED - OVER) 
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o 
Memorandum E. E. Q'Cl:!DD!!~li;to Ilr. Marshall 
RE: I _ ) 

Streamlining omm1ttee Suggestion 

RECOMMENDATIONS: 

(1) That employee's suggestion be adopted. 

" -.(p~'til' 
r!\ Ofo'tt.~ \' -4: tt· (I.IY 
r~~. 

(2) Refer to Suggestion Desk" Training Division 
for apprQpria~e acknowledgment to employee. 

b7C 



TO 

. . 
.... • ",,_-<--OPTIONAI"ORM NO. 10 8 $010-106 

MAY It62 lDIlION • 
OSA OlN. ~lO. NO. 27 

UNITED STATES G RNMENT 

. Memorandum 
,Mr. Ma~ 

FROM , P. F. otconnel~~ 

8 
DATE: 10/11/73 

Inspecllon _. 
Intell. __ _ 

b 6 Laboratory _
Pion. & Eval. _ b7C 

SUBJECT : ..... 1 -=-:=;-~--=~ __ ---==,........... ...... I 
GS-3, Filing Unit 

Spec.lnv._ 
TraIning __ 

Legal Coun. __ 

Telephone Rm._ 
Director Se~'y _ 

Files and Communications 
EOD 5/1/73 

Division 

STREAMLINING COMMITTEE SUGGESTION 
'), 'fCt -7 Cf 

o 
Through the Streamlinin Committee in the Files, and 

Communications Division, has suggested t~ht ile 
fronts aQd~be backs be re~a1ne2 ~r reuse when file aterial 
lias been destroyed after being microfilmea7 Regardi' file 
fronts, employee suggested that previously stamped classification 
and file numbers be blocked out with a fast drying ink or 
covered with a gummed label prior to their reuse. 

Inquiry by the Streaml~ning Committee has disclosed 
that new file fronts cost $59 per thousand and that file backs 
cost $29.30 per thou~and. At the present time, the Filing 
Unit is microfilming -several thousand files per week and new 
cases requiring the use of both a file front and file back 
are being. -opened at the app~oximate rate of 3,000 per week. 
Based o~~salvage, there would be su~ficient fronts and backs 
recl~ime~ to preclude use of new ~tock. 

-~'An analysis of the proposed suggest~on discloses 
that.use of ink to block out a prior classification and file 
number ori-~ile fronts· results in an unSightly appearance. 
with:'r.egar~ to gummed labels, t1!ere is a strong possibility 
that they~would peel or be torn off when pulling and refiling 
files i- :thiT.§.. resu~'ting in some misfiled files. Additionally, 
the savings~involved would not justify the salary expense 
and empioyee t.ime in: h~ndling this· operation regardless of 
which method was adopted. However, the Streamlining Committee 
is unanimous in its opin~on that all file backs in good con
dition be salvaged for future use when opening new case· files 
and handling file':.:repair., /. / -. t) r 41 

..... ,. "or' .,fC 1f3 {p ~-- d.3/r-~~· 

ft Ei(-11111 - "- /' 
JEB:ncf 5 NOV 7 1973 I 

- l~'~ 
..5 b N ()V 9-'\~73 

(CONTINUED - OVER) 
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a 
Alemorandum P. F. 0 t Connell to Mr. Marshall 
RE:, I I 

Streamlining Committee Suggestion 

Based on survey figures, it i~ estimated that 
approximately 156,000 new file backs are used by' this , 
Division each year. At a _cost of $29.30 per thous~nd, an,;:;~ 
annual savings of $4,570.80 would result based o~'reuse of 
salvag~d file backs in lieu of new file 'backs. 

RECOMMENDATIONS: 

(1) That employee's sugge~tion be 'adopted in part with 
reference to salvagi~g file backs only ~nd not with regard to 
file covers. 

(2) Refer to Sugges~ion Desk, Training Division, for 
appropriate acknowledgment to employe'e. If approved, that 
he be -granted an award commensurate with the annual savings 
that will accrue as a result of this suggest~on. 

(3) If approved, that Files and Communic~tions Division 
implement salvage proc'edu'res regarding reclaimable file backs. 

- 2 -



.. . 

o e 
ADDENDUM"OF TRAINING DIVISION, ?t::rSb~O/17!73: 

In view of the favorable cmnnent by Files and CCn:n:nunications 
Division and the economy to be achieved, Training Division agrees the 
suggestion, as modified by that division to apply only to the salvage of 
serviceable file backs should be adopted. 

Based on the anticipated first-year saving of $4,570.80, 
the suggester could be granted an incentive award of $280 which is in line 
with the acce:pted scale for such awards. 

RECOMMENDATIONS: (1) That the ,modified sugg~stion be adopted and the 
suggester be granted an incentive award of $280 

to ~e handled oy the Commendation, Supervisory Approval and Special Action 
Unit, Administrative Division, in lieu of other acknowledgment. ~ 

, ~~'O~ 

, ~. " . (2) On approval, this memorandum with addendum 
\\\11' ~ will authorize Files and C0J.l1munications Division 

,'\ tp place the modified' procedure jnto effect. . ~ 

~ ~!O -
> ' (J 

.J, ~.J.:. j}~~ .. :JCr-1 ~ ~~.~ 
~~ ~pufJlJ.A.lt l' ,,-

-3-
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• . O'T10NAl 'OlM, NO. 10' tfl SOio-I06 
MAY t~42 lomON 

,"'" ONfTEO STATES. ERNMENT ". ~ 
.. 

Assoc. Dh._ 

Memorandum 
Asst.Dlr •• 

Admln. __ . 

Compo Srst. _.-. 
Ext. Allahs_ 
FII.s & Com._ 

Gen. Inv. _.-.-
Ident. 
Inspection _. 
Intell. __ 

TO ,Mr. M~ DATE: lO/23/7? 

FROM : P. F. 0 t conne,;l.l~ b6 

SUBJECTd J 
GS-3, Ji'111ng-,gn1 
Files and Communications Division 
EOD 8/7/73 

STREA1~INING C01WITTEE SUGGESTION 
4Fc:?tf J -tf f 

C)._ Employee, through the Streamlining Committee in the 
~ and Communications Divisio~, has ~uggested' that;wh~n -
pulliE$_a (file) reg~~st ~nq the reguest~~~svnot inyp~e & 
spec1fic-serral,then~rial m~r~~~§h9uld b~~~aced belo~ 
the tirst-J3..erial. in .. the file,. He pointed out th-at in the 
case of nonserial requesfs, the serial marker is presen~ly 
attached to the file front by use of paper c~ips. E~ployee 
felt his suggested procedure would be a time-saving factor. 

Inquiry by the Streamlining Committee disclosed 
that the serial marker is presently used to mark a specific 
serial involving an indiv.idual (reference) other than the 
subject of the investigation; that a serial marker is attached 
to the file front in those instances involving a nonserial 
.request, indicating that the requesting employee is interested 
in the subject matter of the case file. ~A,. .~ 

,_ ':_-1.:I-=-_","~ 9 An analysis of the proposed suggestion indicates ~ 
that confusion could arise in the variation of current ~ 
procedures since a serial marker placed within the flle will ~ 
refer the file requester to a specific serial, wherea$ if the ~ 
serial marker is affixed to the front cover, the file requester '8 
is placed on notice that this is a main file involving his 0 
subject. The committee feels that the projected time-s~ving § 
factor voiced by the employee is a questionable feature ,since .:~ 
either process is of minimal duration. In, view of the fore- R 
going, the ~treamlining Committee is oppose-a~(to~:th~.'f9?~tion l~' 
of employee S suggestion. BT-l04 B£V!4Ii, t h - ,) 3/9 ...;;,rL"$'. 

~
~ - Personnel file ofl J U'''! S;i .\;1;"'" .:;xp 

JEB:ncf " ~It .1J 
(6) , ~ 

- - SEE ADDENDUM OF THE +,RAINING DIVISION ar4-I\PAGE...."..·2-. - --

(CONTINUED - OV~R) 3 r!i')V 6 H'73, 
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o· 
Memorandum P, Fe O'Connell to Mr. Marshall 
RE: I l 

streamlining Comm ttee Suggestion 

Employee has been thanked for his suggestion and 
has been advis~d it was not adopted. In view of this, it 
does not appear necessary to advise him by letter of action 
taken. 

RECOMMENDATION: 

F~ Suggestion Desk, Training Division. 

ADDi;aIDUM OF T~ININGDlVISION' ~L:rSb~O/24/73: 

b6 
b7C 

Due to the for~going comments of the Files and ,Communications 
D~vision and the action which has been taken regar9.ing this idea, the Training 
Division is listing it for sta,tistJcal purposes only. 

RECOMMENnATtON: That the ,suggestion not be adopted and that a let~er 

sugge~tion .. 

- 2 -

) 
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;7 j, . ~~ .- ... ./ ~ 
o,nONAllOlM NO. 10 ...... SOl0-106 
MAT ,,.2 fl)IIION • I. , 

~~~;:;~Os~~!rEsQVERNMEr-lT 
. Memorandum 

I 
TO ~.·Mar-l 
FROM : P. F. otconnel~~ 

,SUBJECT: I I 
GS-5, Filing Unit 
Files and Communications 
EOD 7/7/69 

Division 

STREAMLINING COMMITTEE SUGGESTION 
#c1'i5-114 

DATE: 10/24/73 

b6 
b7C 

Auoc. Dir. __ • 

As.t. DI ... 
Admln. __ 

Comp. Syst. _'_ 
Ext. AlE"lrs_ 
Flies & Com._ 
Gen.lnv. __ 
Ident. __ _ 

Insp.eli",n _ 
Inl.II. __ 

Loboralory _ 

/Ion. & Evol. _ 

'1~1.s~I~~~.ln~ "'rQ~ __ 

Legal Coun. _. 

Telephone Rm. _ 
Dlreclor Sec'y _' 

,.~ 
(\ . Employe'e, through the Streamlining Committee in the "(r\ 
~iles and Communications Division, has suggested that charged-out 
serials be transferred, (similar to the present system of . 
transferring files) when sent from the supervisor who initially ; 
requested the serial to another supe~visor at FBr.:HQ. Employee 
advised that implementation of his suggestion would curtail 
serial locates and would result in a saving of employee time. 

Inquiry by the Streamlining Committee disclosed 
that all fi-les are transferred when transnii tted by the 
requ.est-ing supervisor to another supervisor a~ FBQIQ. However, 
no rec6rd is maintained when charged-out serials' are transmitted 
from one supervisor to ~another. 

The Streamlining Committee has determined that there 
are relatively few charged-out serials transmitted from one 
supervisor to another; when compared to file transmittals. 
File transfers can easily be added to the existing cha~geout~ 
where~s notations concerning serial transfers would have to 
be recorded on the serial removal form within the file. 
In 'some instances the file may be charged out .and it would 
have ,to ,be placed on locate so that the notation could be 
made on the serial removal form or else a separate list 
maintained so the notation could be made following return of 
.the file 0 It is estimated that more employee time would be 
consume~ in trying to keep serial transfers u~ t~ date ~han 
would be spent 'on 'nontransferred serial J:oca.teso Thel'efore ~ 
the Streamlining Committee is 'unanimously qpposed to' the 
adoption of employee IS suggestion. it; b ......-. ::23/1- _ 1. 

I Ihas been thanked for this suggestion and 
has been a~vised it was not adopted" III v:i.ew e-~:,,~j s:: t t· dot::) - . 
not appear necessary to ad~Tis,e ~im by let"'cer of action t " ~ll\ ..... t 

;. ~--_ »flY JEB: nei: J NO", R,~'f!ORDF}D' 

:J ~rDV 1~~~~el file of • n-INW;n9~ lSYtlER) 

,:>.; -
, .,.. SEE ADDEJ,\1DUM"OJr 1'RAINJi'~G DrV:~SION ON PAGE 2. 
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TO 

• 

M eJl10ra?7C7~!:.< 
Memorandum P. F. O'Connell to Mr. Marshall 
RE: . I I 

: .• 2". : •• :: !'~!--..... S ... t-r-e-a-m~l~i-n~i-n-g-C~o-mm-"=""i ttee Stiggest:Con: 
I 

b6 
b7C 

fRO!l.: ::.:=. v' (,0:.: ":;.:.: 
RECOMMENDATION: 

I\.!.:;"~€s ~::.::. ~~. .. .. _ Yo. ~ _ ~ " Ok 

sel').~l~ .. '~ -;:·D:ue_to the action taken by the Files and Communications 
-Division,: Training Division is listing this idea for statist~cal purposes only. 

~:EeOMMENDATION: That the- sl;lggestion not be adopted and a-letter not 
te_ .... ,.,.., ""..,~. ~-- ._. - . be'prepared to'the suggester in this instance. 

-.. .,~ .. " .~ . .- _.. . 
.:..,~: .. ..!,~.;. ~ ..,..: .. 

, ' ~ ,.. " . 
'" .. Jr 

;J:': -:: 

.~_.""" __ a_A ..... ~ _~_"_'" ..... ~ 

- 2 -
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O'TlONAI 10RM NO. 10 Q SOlo-IO' 

V' .. < - 1t62 101ll0N 
O$A OIH. lIO. NO. 27 , 

UNITED STATES G vERNMENT 

Memorandum 
TO : Mr. Mar~ 

FROM 'P • F. 0 • bonnel()f' 
SUBJECT: I I 

GS-3, Filing Unit 
Files and Communications 

~dJ' EOD 8/7/73 
Division 

/ V-' STREAMLINING COMMITTEE SUGGESTION 
4h;l~o-,., 1-

DATE: 10/25/73 

0-
Through the Streamlining Committee in the Files 

and Commun~cations Divisi~~employee has suggested that 
the Fili~g Unit compil~ ~i§t of those file~ wh~9h_~~ 
been t:~!!lpX~.d f~I!l the regular fil ~q~nce, such as 
microfilmed'files, special files aintained in specific 

Assoe. Dir. ,_. 

Assl.Dlr •• 
Admln. __ 

Compo Srs" _, _ 
Ext. AHolrs_ 
Files & Com. _ 
Gen. Inv., __ 

Iden'. __ 
Inspeellon _ 
In,.11. __ _ 

Laboralory _ 
Plan. & Eval. _ 

Spee.lnv._ 
Training ------,. 

Legal Coun. _' 
T.lephone Rm. __ 

DI!ector Sec'y __ 

offices. and those files maintain d in the Special File ~ 
Room. I Ifeels that such list would result in "-
a saving 1n employee time since employee could look ~ 
at the list without physically c ecking a file cabinet to \ 
determine whether a particular f le was available. _ / J \._ 

/till d fY!!J~1/)de£.:_!.~ .. ~.e..f;/ 1:~ - ~ 
Inquiry by the Streamlining Committee disclosed Ibrrlces ~ 

that many permanent charge-outs are maintained in the regurar-
file sequence showing where a particular file is presently 
being retained, such as the Special File Room or other z 
location, noting that the Intelligence Division maintains r~' 
a number of files within their Division. It was also ~ 
determined that there is a constant turnover in the files: r~ 
being removed and replaced in the regular file sequence. ~ ~ 
Therefore, a list of locations compiled one day would be~~ ~ ~ 
completely obsolete the next day. The constant up~Qating .S 
of such a list would be an enormous task which wouTd re-~~ Q 
quire constant rechecking of the permanent charge-6~~~ to ~~ ~ 
determine whether a particular f:i!l'€·)has -·ll~~p:·;-~~turned' to t;. _ g 
regular file sequence. It is the opinion of'-tlle Streaml~~ing - f:> 
Committee that to prepare and maintainp\{_clqf.~ent l-isting of k& 
files removed or returned to re~a1:1 f:tie,se,quence would ~~ 91-
require more time and manpower than' is ""pres~h1;\J!y being ex- 'r /~ 
pended on physically checking a file! cabinet for the location · 
of a particular file. -Based on the :fo£Jgb~ng, the Stream-
lining Committee is unanimously opposed to the adoption of 
employee's suggestion. ~~e~ 

t( JEB: ncf -~ ~L' < - - -~-
(6) .~ ~ ~~ 

.- .. ' ') \IJa';} (CONTINUED - OVER) 
\,\' 1 - Personnel file ofl I 

o 1I NOV 14flS~DDENDUM OF TRAINING DIVISION ON PAGE 2. 



o .' 
'Memorandum p, F, 0'1 Connell to Mr. Marshall 
'RE: I I 

Streamlining Committee Suggestion 

Employee has been thanked for his suggestion and 
has been advised it was not adopted. In view of thiS, it 
does not appea~ necessary to advise him by letter of action 
talten. 

RECOMMENDATION: 

. Forward to Suggestion Desk, Training Division. 

r-
ADDENDUM OF THE TRAINING DIVISION, ~L:rS~/29/7:U. 

Due to the disadvantages involved in the proposed 
prpcedure as set forth by the 'Files ~nd Communications Division and 
the Tact that the suggester has 'been orally ~hanked for his idea, the 
Training D~vision is listing the proposal for statistical purposes only." 

RECOMMENDATION: That the suggestion not be adopted and a le~ter 
not be prep3:red to the suggester in this instance. 

- 2 -
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O'''ONA&.',OlM NO. 10 r9r '010-106 
MAY "62 lomoN , .. 
OSA. GIN. 110. NO. 27 ' 4 

UNITED STATES; ERNMENT 

Memora'ndum 
TO : Mr. Mar~ 

FROM 'P. F. o.ctnnel~ 
SUBJECT: L::1 ==--=----==-:-:::-:-_~~~----J 

GS-5, Filing Unit 
Files and Communications Division 
EOD ' 3/2/70 

/lV" STREAMLINING COMMITTEE SUGGESTION 
<!fo< f1Ct .. t1 ~ 

(J 

DATE: 10/25/73 

-
Through the Streamlining Committee in the Files 

b6 
b7C 

and Communications Division~~m~oyee pas suggested that a 
daily listjng be made.Qf ai~~files b~ing returned_to. the 
Filin.g •. Unit~~ and that a complete r(;lcheck be made 
OT:ali refiled files to insure none of the returned files have 
been misfiled. 'Employee feels that this would be an eventual 
time saving procedure since it would serve 'to eliminate mis
files and ultimately ~educe file locates. 

Analy's~s by the Streamlining Committee indicates 
that to implement employee's suggestion would necessitat~ 
doubling the work force wtth regard to refiling files, ba~ed 
on a complete recheck of an employee's work. It is felt,..: .tha to' 
each employee is receiving suffic~ent training that ~ co~plet~ 
recheck for! misfiles would be a waste of manpower, ~.n":'d that 
no. employee's work should be completely rechecked UnLeSS ~he 
employee is in training or expenencing problems. till ~:iew of 
the foregoing, the Streamlining Committee is opposed to t~e 
adoption of employee's suggestion. ~ . .:;; 

~as been thanked for his suggestion 
and has b~e-e-n--a~d~v~i~s-e-d~1~'t~was not adopted. In view of this, 
it ddes not. appear necessary to 'advise him by letter of action 
taken. 

, 

RECOMMENDATION: 
t=X-l1' ~. 

Forward to Suggestion Desk,' 'Traihing Division • 

Assoc. Dir. _ 

Aut. 01 ... 
Admln._._, 
Comp. Srst. _ 
Ext. Afral .. _ 
FII .. & Com._ 
Gen.lnv __ _ 
Ident. __ 

Inlpecllon _. 
Inten. __ 

Laboratory _ 
Plan. & Eval. _ 

Spec.lnv._ 
TraInIng __ 

Legal Coun._, 
Telephone Rm._ 
Director Sec'y _ 

f , 
.. :;:-:- ..-\-L __ 
~ Iw' ....... f(-

JEB:ncf 
\ (6) ~ _______ ~ 

"1 - Personnel file ofl 
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,. ~ ~fjOV ~1973 
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ADDENDUM OF THE TRAINING DIVISION, ~:rSb~O/29/73: 
Due to the observations of the Files and Communications 

Qivision ~:rid the action taken' by it, Training Division is listing this 
proposal for statistical purposes only. 

RECOMMENDATION: That the suggestion not be adopted and a letter not 
--. be prepared to the suggester in this instance. _ 

-2-
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,.~I __ ------' 
NOTE (Cohtl.ml~d) . 
.r ~ -' 

b6 -
.-- -b7C 

, 
- I 

. - -. _ ~. Saljl-e id~a ~o<ns~d.er~d·· pr~v~ou~ly. ~ild: ~ot-'ailopt~d. - '·As,~lte.d:in _1 

ppte:loS1\C ~}jove, preprintil1-g, which'wOl,l1c\-ih9tease ~q.St. of 'file cov.:ersi is ~ 
n?t warranted·since~ Manu}ll of RtiJ~~ ~nd Re~lati9n.s.:~Uready p:r;pvidesthat . 

~.fil~o·humbe~s of aliXilihrY-'oftiC:e:s in ~ ~ase. may.,Qe:ente:red in ,longhand on. --, 
1nsi~e Of file qov~r$. -~- this allows q~se :fi1~_to show. p~rtil}e~t file J.1~~bers in.' 

t, '. ,cqnvenieIjt pIac~'Jor-re1!~y, r~ferenGe! :~t ~s s~lcioin fh~tall. 6f~iqes wptild4ave 
-"int~rest .in.,~ case.Jlence, :if list p:r;eprin.teq~, onlya.'re!af,ively. I?mall nu~l:'-~r ~ .. ~ 

otthe ,list wo.uld~be,·tised~: . For",thes'e/teasons ,iris. ·felt'no furthen:actioIi 18, . 
-~eea~d;:9n~.~Ul'J;ep.t~~s~ggest~on·., . < ." • ~ • ~.;3 , . ~- . - .' -

, '-
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erf.p loyo((Suggostion 
FD-252 (Rev. 9-11-59) 

Director" ,FBI 

·"~ 

.... ' .. ,,"" 

DlvisiCsn,of Ass(ql)ment 

Oklahoma Cit 

The designation of each F:ieid Diyi'sion havirtg Gn investig~tion be 
isted on the. inside' of each ,f~~e. cover as follows: AQ ~ ~ -

0' BA.~ .• -
r,'L'es. Et'c.. 

When mail is receive'd from an. ,auxiliary, office, the fil.e,n~ber of 
that office can be ~ntered, in the blank, making it tinnec;es~a:ry '~o 
search the: file to fi:nd the auxiliaxY'offi:c.e!s f,.le ,number when 
their cormnunication is' answered or other nuiil is directed to 'that office. . . '- " . . . . 

,. Advgntages o'C~uggesUol)"and armual savings ~Include basis' fot estimate) • 

b6 

No ,estimate can be made for the amount.of' 'savings; however,,;there ";;;,'....J:...J.... 
w~ll be a' subs.tilntiaI s.a~ings in cle.~iC:al, ,~im~.i· In ~n~f ;~st.a~s·~s, ~' 
,Age~ts do l10t have acc;~ss tQ ~l~' s~rl.als in fl.le o;"F ~h~, ~l.le itself,; tt, " . 
,par~iculatly in resident agencies, at;ld it; is necessary 'for tJ'le Z5 .,' 
dictat,ing Agept to request ·the ~teno i?r ,clerk to. s~8:rcl?- the f~le ,\. 
for t~e ,file 'number of. aux~liary offices. .In VO;1:'.imin~5e%. 
this can oe time consuming. ' ;,h: ,:/2 . ". " ,;[./.'3..-/ 

(The ufte by the :United States of,my su~<iestlon shall:n~t foirP.t~e baSis oUI fu!th,er' cI'~xtm o~ <ihY. natu're'by; , 
assigns upon t\:le' United'States. I understand that I \";t1l'be conSidered tot an 
within two ye.ar~ altoi' submission .• ) •. 

, ~Mr: _D~(rs. DMiss 

<po not wrl'te, ~ra this space -, for 'S'ureau use onfj)''l; 
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A .. o~.'DI •• _ 

Dep. AD A~";.-':' 
Dep. AD Inv.;';"" 

Asst. 01 •• 1 •• 

~.', 

, , . 

Federal Bureau of Investlgat1o~ 
O,kIahoma City, Ok1aho~a 

Dear .... 1 _____ ..... 

. 
" 

,Fe1;)ruary' ~91 1974 

PERSONAL 

Your ,Suggestions .have. been ;rec~ived ~egarding ,a 
method tor reproduclngro'Q.tlng. sUps and a procedure for :use wh~!l' 
a fUe ~s been removed from ·the J!los~d ·fUes s~ct!on. .:After eval
uati6n~ Jt ha~ been deci4ed the~e proposals should not be 'approved. 
There ,sp,ould be few: oc~asions when a large num1;>er ~f copies of 
routing' sUp~ should be needed and it. is normally lesS .expensive to 
.us~ carbon paper for'this llurpose. With ;~espect to the second 
idea, it is believed our ~u~rent regulattons· .. should be adhered to 
for proper ,ccountability. . 

Although fa.vora~le act1o~ was not taken iil ~is 
instance, ~ appreciate the int~test you displayed in giving m~ the 
~enef1t of Y0'!lr thoughts o~ these matters. 

MAILED 22 

FEB. 19·1974 
: . FBI 

SineeJ;'~ly Y9urs, 

Clarence 'M. K~l1ey 
Director 
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A' 0" 
om In, ~ 2 'Old 'L . • k" 11' r' , . \. ',r,. J 

Comp, Sr,t, __ - a.lloma Clty 15 - - ~. "'-, . ..., 
ext. AI~.l •• :...,..:. 1 ... Field personnJ'l'fUd'~ ! I ~' •• ' • S" 
Fllos&COIIJ,_ 1 .' , ~ bt. c 
Gen'.lnv. ___ • - Suggestion file' ,~ ,," p:; •. 

Idenl.~ ~- -Personnel: fil"'e·Jof', • ~~. 0 
'nspectlon _ ", 'OJ 0 
Intell.-"-:,,, L:.rsbj~ \~v . , ~ 

~:.b:,,~o~:~i.,:.. .(6) (S~gges~io:nst:5~4-7~. al}~ 541.:.74) . , ' « es " 
~pec. Inv. ~ y- NOTE; ... Sqggesbon~ 534 -7 4 Ptqpos~s 'Yh~n tYP}PK ~o.uting,.slip Wliicli, w,iJ,! 
LO;::n~:~~n_ - J /~~ed to b~.X.erox~d, type. a caJ;bol} and~ 5ub1D:it with 9 ~~g~~al'to __ 
~~i~t.i:. R. B Q ~~ .I \ -., \ co NTINUED; - OVERIj'z.,..., 

.., M '\.f n3't,. TYPE UNIT ~ 

'J 
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• 
"NOTE. (Q,?Ij.titfl!ear . 

_ ~~~(jXipg clerk. 1;wQ ~outinJ~ ~fipJ? laid'sid~,~y s~de lll;easure a,by ~. ~l? . 
Inc~e~, th~ s~me size ~s pile .piece of paper. 'Only half~the num1?,er of Xerox. 
COpIes :w~~1 pe :nee~e,d.· " - ' " . , 

- - While there would~ b.e ,no" -()bj ectipn to .the, proposed practiqe 
,~ho~ld it1?e' mqre ~ecohoniica~ ith.an us~ing -carbon.,p~per" for this .purpof?~," it " 
l~ beli,eved ~sp.cl}. a' 'practice sho,lild n,ot b"e,. ~nq6~rag~p.. SeIect~o~n' of material" 
tp be\duv1ica~ed shc?tilci-:r~~eive";¢lose' ~ri4 ca~efqL,attentiop.~ It,haS!be~n. '. 
determit:l~~ tl?-.r0ughotit field th~t ~~ 1's cheap€n:~ ~Q""use c~rbon:' ~n TriO~t !q:;tJHne~ 

" th~n' to, l,llalte,X:e~ox' copi~~. ';rraining ,Diy.i~op.",?:eaom¢eQ.qs;.,thi,f) i9.ea: not pe ' 
approved~ .' -, ."..', 

" "' 
, ., :~t,igg~st!d1J~~!!b?:tte..92.J!1" ___ g$ ~~~~n a l{i~ i§,i ?l~iEt!!I\~~jP.. 

~ lO~~;.th(l' ~.an wh¢r'e it 1?'~9l!gfu ll~, i2.1q"~:!>~~...lli?_~~9_~!}"~~!P~F}~~' 
S1"!9W~qg.:.w~er~e11~1.SJlo..w.J.{tcate ." Charge outs will: be usep. on~y- when 
~ c:9~secr fi1~ ',is" lierfiov;d' from· the- sheif for"1?"rief'peri04~~ : " 

'".' , $,AC J).e~r"ul~,r.,' 'Okliho"Ina~ ~~~$~~~ed--th~s idea- ,ha,s s<?p:i~~ , 
~erl~ fo~t~ose~~~archi.ng fo~ .fil~~; "howeve?-:;l'inom~n~l t:lq.ml?~r ,of ad~in~tra
,t~y~~ ~ll~s'l\jac~tra:~~jn;g files lllatnt,atned by Pol~c~ "Tr~aiJling wor~ are , ",~ 
p~ll;,~al;ilY' in; .. tli~ ~"Qategqry~ an~J: pl~c~ng 9f ~olders ill: ~lo'~eq, .fi1~s wouldI,be, . 
d~flCUlt to. ·m~iqtaih· as i,.hey could, f.al~ unsI¢ro~ slip )ieh.inq' ~losed: ~i1e; ::~~; 

, :~:~ °P.P(?~~~ :a.do~ti9q,~ -t'ra\nihg 'Div~S~6li ,a gr,ee~ .. , :Oti·r"9q!r~l).tregu'~tions 
;provlae";f<?r,:a.c¢quntabi1itY6~pending anqcIQs~d,fi1~l?when ,.not it'! their 

. :prp,pe,r}ifi.iigcabin~t,by:-use of. fOl:'in fP-.'§;,anfl, red 10- by 10~'~nqh,car:d 
'. ~h~n,ne~esl?~ry. In ,:m:aJo}:'~ty ot off:lc~s, J~ jpe i,s per$an~y :retaine~tin 
,,'.~,no~her locatio'n· outsi~e :Of tile Gl}.1ef C}efk!s Offic;e>c;ros~-re~~rehce'd~ta is . 
p"~~~a\l~ntly affixed tp the r~d. 10~ b~ ~lQ':'inch dlrd ;wtticl). .is· £,iled :in p.roper . , 

. ~?9l;1ence, within'Ghie( Cler,k's Offiq,e.' The~ptoc,ed'!lr.e;?S.fprOP9Sed Js so, 
'~l,m~~~j:'·t9",oq}:' curr."ept :sy~te:tl]. that.nq ~tta~g~ ~swa1;rant¢dh -

r " 

" 



.1/28174 
J?.lvt~lo~ of>Asslcinment. 

Dlreqtor, FBI Oklahoma City 
SYGGESTION' 

l~eh· ~yPing a ~outing, slip ~hat will ,need. to be ~eroxed, 
type a carbon aI'!d,Subinit 'w~th original to xEir~xing' clerk. Two' 
ro-qting slips laid side by side: measure 8 x lO~, t;:he same ~Jze .as~ 
on,e piece of' paper~.On1y half 'the 'I].Umber of ~erox ,copies' wi~l ,pe 
.b.eedea. ' 

: ,Current pract!ce. o~'rul!LUnclude manual.cUatton as Vleli as facts) 
, • • ... ! ~ • 

I, 

( 

, 1 

ure~ ~ 

2 O~~~poma C~ty {J - '67~L-__ ...... 1 (1, .. 66-2180.) .. ,/ e' 



/
" "'1~O'O' ~";;~ .. i." 

1"0-252 (Rev. 9-11-59,. 

. . 
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-0 
To: Sit 'ester's name 

Advant~ges of'suggestion and cinnu.~l·savings (.~nclude basis for .e~ti~ate) • • ." . 

Locate will only have to check close~' f1)~e,~ .~n(t.~i:l(Jno~. 'itm!i~dia~~i'y,- '.' 
'where to look ,next for the file. If a file ds;.. not'- in 'cl.'osed and: no .' 
folder is there, it:i:s a ,pending. f:i,l~' a~d.w~.1-~ 'l?ea~: ~Jie' ~~. Tnts: 
will become most. ~~por~a*t, when ~he 'fi'les Will a~so· 'b~ ~i11-t~!J:\e.fa' . 
by the Police Tra1ning ~cpor~ina~or., ' : ',~.;~' "':.. ..~. ~. : 

Time will: al so ~,be .~ay~d 'l?y; ,the loc~~:~~ Jl~~ h~v~pg t~ ,t~~l> ,~~rough:' ~ '. ~ 
consolidated files for' the green'cha~geou~ ~o.tell ~h~$~whereto . 
look.' . . I I -il3 /9:-b;~ ~--..,::.; 

RE~-~ _ ~ ~~ ~lP~ '& \. ' 
'. - - .9' .. ,," . 

Disadvantages of suggestion _ _ 

'The init~al titIJe spent ,putting fo~der~. in. cl:~H;e'9 file~,.,,-----------, 
, \ 

A fold~r will take up more space than a' 'ch~rgeout. 

, . 
(The use by therUnited States of my suggestion shall not form the ~asls o.f a further cl,aim: of any, n~tur.e l)y', 
asst9ns upon the United States. I understand that [ wUl be considered: , , 
Within two years' after su.bmis~lon.) 

Okl~homa City (L - 67JL.. __ ---1 



O'"ONAl 'OlM NO. 10 - to $010-106 ...... ~"62 (DillON ' 
GSA~ GUC:>.lC:"'O~ 27, 

UNITEB STATE~ RNMENT , 

Memorandum 

6 
FROM 

TO ,Mr. !Ia~ 

, P. F. O'Connel{f 

.. 

DAJ'E: 4/30/74 

b6 
b7C 

Assoc. orr. _ • 
Dep. AD Adm. _, 

Dep. AD Inv. _ 
Asst. 01".. - -

AdmIn. ____ _ 

Compo Syst. _, 
Ext. Allalrs _ 

Flies & Com. ""'" 
Gen. Inv. __ ' 

SUBJECT: I 
...,Go;cS"-.,.3>,----:;F5:liMll.li!":n:-::g::--;U:;:n:":li!"":lt~----J 

Ident,_--. 
InspectIon _' ' 
Intell. __ 

Laboratory _, __ 

PIan. & Eval. _ 
Spec. Inv. _' _' 
TraInIng _, __ , 

Legal Coun. _, 

T.I.phone Rm._ 
DIrector Sec'y _ 

Files and Communications Division 
EOD 6/4/73 ' 

STREAMLINING COMMITTEE SUGGESTION 
*145:tt4 

o 

Employee, tD~.Ugh the Streamlining Committee, has suggested 
that the more inactiveV_iles of the 10P~9~~~~~£atio~ b~JScoped into 
consolid~ted vo1~mes b~g ning with 100-~, 500 and endingw~--
100-399999. He p61.nted· out that if these, file wer co ed into 
consolidated volumes, a considerable numoe of cabinets could be re
covered for other use. It is estimated that out of ' a total of 591 
cabinets, approximately 280 cabinets, could be emptied. 

... 
It is recognized that this would be a saving in space; 

however, the files in the 100 Classification are used extensively 
by the File Review Unit in connection with th~ Name Che~k ?rogram. 
Many of these files are never removed from the cabinets ,but.:.must 
be reviewed by individual reviewers: If numerous files were con
~olidated into one volume, this could cause a pil~ up of reviewers 
in one specific area and would increase the' number of locates when 
a file in a volume was charged to an Agent and another ~equest w ~ 
received from anoth~r Agent for another fil~ within ~hat volume •. 
This same suggestion was conside~ed in 1958 and fou~q tQ be ~nf~~~ 
able at that time for the same approximate reason. With the ~ v,e 
of Files Automate,d Cont:r;ol Sy~tem (FACS), :;t would be al~llos,~ ,_ 
impossible to account ,for the whereabouts of' files a.t all ti'fues~ 
This matter ~~ currently being considered and at this, pOint, " 
does not seem po~sible to incorporate into the FACS syste~ . " 

Although there are sqme space recqvery a4vantages, the 
Streamlining Committee is in the opinion that the disadvant~ges far 
outway the advantages. ' In addition, t'hey felt ~th~t a-f·t.er a perf..od' 
of time, t~e ~ACS system will~entify ~hose files which are comp.le~e~y' 

i~active~' EX.l1S' :-REC-l ~'-.?-3 11 ~:J. '<~ 
JPB:jw;ncf IJ) , 

, (6) t?lv~~ CONTINUED - OVER 

\ ~ ~\ 6 MAY 3 1~ __ ~4 __ 

.-{~~\;~.~ .efi./ ~1JO 
qr-r~6~'MAY 6 \974 • ~~JD 
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At the pre~ent till?-e, , oJ} Archiva! Approval~ .files·at least 25 years -of-·ag~ 
of the ~QO eIassific~tiQn.a:r;e ,berng destroy~d when~tfieY'f~1 Within: ~ . 
specif~c. category. :rp.y~ew .. 9f.these_;re.asons{ "~~e: S~reani1inin ,Committe 
voted unariimously' riot;'to -aqopt the for.~g6ing suggestion. 
lias b~~n'.t:p:a~ed for his:'s-ugge~ti(in:~nd,if 'has;'be~n .explamJ--e-:"I""T~o""""'un--,'"t ~e---i 
"reasons this suggestion, V?a.s riot heilig, reqoin~eI.1:~~d for approval at this 
time. " , ' 

R.ECOMMENDATIONS: :1\~ 
v' 

. -

~:. _ ±l#tt'thi~. sugg.e~tfop.~n~~ bEl ado·pt~ci. 
£ , . - ... t: J _ 

_ ,2~ ~or referral·to ~iiggestiQJ;l :Des~~,< Tr~ining I;>ivi~iqp., for 
sfatis~r~a~; ~urposes. >t ' , 

fj/ 

- 2 "! 

, . 

b6 
c 
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...-~ -~~ MAY 1962 rOmON lit 
'. 0'"0''''' ,OAAl "0. 10 IJ' \ $011>-106 

OS" I:f..,..> tlo. NO. 27 

Uf'JITED.1>TATES ERNMENT o 
M (jmorandum 

TO :Mr.~ 

FROM , P. F. J. Connell (ito 
DATE: 7/26/74 

SU~ECT:~I ~~~~~~~ ____ ~ 
'GS-3, Filing Unit 
Files and Communications Division 
EOD: 10/2/73 

(IJ/ 

Q 
f/Le s 

STREl\.ML~lNG COMMITTEE ~UGGESTION 
:f/:D if 'I ~ til;} .. 

-

Anoc. Dlr._, 
Dep. AD Ad ... _ 

Dep. AD Inv. _ 
A .. ,. Dlr.: 
Admln~ __ 

Compo SY"'_. 
Exl. Af(alrs _ 

F'ne. & Com._ 

G.n.lnv.~ 
Idenl. __ 

Inspecllon _ 
10Iell. __ 

Telephone Rm. _ 

Dlre.'ot Sec'y..".". 

Employee, through the Streamlining Committee of ·the Files 
and Communications Division, has suggested the old P~t?ffal m.~~ 
(sa~pltr a ed1 rather than be tprown.away after use, be saved fq!., .. ~ 
mak' \ ox and rim tags '(sample attached). 

A survey determined ~hat waste stock is being used at the 
present for sucl:l purposes. Box'and run tags are used on an avyr3 e 
of 15 per day so it is not necessary to accumulate a large supply:": .. 

I Isuggestion is being orally acknowledged an 
she will be advised at that time of the present procedure and it will 
not be necessary to' acknowledge suggestion by letter. 

RECOMMENDATION: 

Refer to Suggestion Desk" 
\t'kl~ 

Tra1n1ng Division, for statistical 
,l:urposes. 

( Personnel file of 

~
~.~ 

REC47'" &b-.1}/9'~ 
... .. 

c\)~ 
\ ~~ ;>.: Enclosure 

f t~B:jW 'r 
6 AUG 1 1914 

-------
~. 

SEE ADDENDUM OF THE TRAINING DIVISION ON' PAGE 2. 

5 7AUG 6 1974 

/ 
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ADDENDUM OF THE TRAININ'G DIVISION, \ ML:rsb, 7/30/74: 

Due to the-action taken by the Files and 
Communications Division -in orally acknowledging this idea, 
the Training Division is listing it for 'statisti:al purposes only. 

RECOMMENDATION: That, the ,st;lggesti,on not be adopted and a 
letter not be prepared for forwarding to 

the'suggester in this instance. 

-2-
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AsSistant Attorney General 
Office of I,egis}atjye Affairs. 
Attention: I 

~--------------~ 
Director,' FBI 

SURVEY OF CUR..tmNT AND PLANNED PROGRAM'S, 
'PROJECTS, AND PLANS OF INTEREST TO THE 

~~~S'1;!Q..9PWiCIL_COIt~E..ON_T'f!l~tRiGHT 
B.'!YACY- ~ . 0 .' " 

--··'F/Lis. 

June 5, 19'14 

, , . , 
, t , . 

Reference is made to memorandum dated W.L3.Y 14, 1974, from 

I 
Attached hereto is information requested. J ' 

. , , , ' 

,~ 

b7C 

,. 
I 

'!. 

.-

~,.;, 1 - Mr •. 'Mintz (sent direct) 
1 - Mr. Thompson (sent direct) 
1 - Mr. Campbell (sent direct) 

M,.ln._ 
C04'tp.Syst._ 
ext. Alfalr. _ 
FII •• &Com._ 
CHn.ln.,._ 
1.0000nt. __ ' 

. Inspec., .... _' 
• 'Intell. __ ' 

L .. b"IQ''''Y _ 

Plan. & e.,a). _\ 
'Spec:. In.,. _ \ 
T, .. 1tI1nll_ 

L,;,gol Coun. _ 

T.S.""...,. R .... _ 
01,.<.", Sec'r _ 

PFS:jtw~ 

(9) ~¥ e/ 

MAILED 20 

JUN. 61974, 
'l;..~ ~1 ".,." 

" ! s-__ . .......;.F..:;B.:...I _--.I 

.. {r 
" 

7f ~t~\q~ 
.:£~~~(!~ 
NOT RECORDED 
2~ JUN ;;L8 1974 • 

------.. II"t~ .,.'" 'i" ""- ~ ~ 
.", . I,,' 

" 4. ........ _. ~ 

'" 
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f .- o . 0 
IDENTIFICATION DIVISION 

; . . ' 

\ 

The statutory regulation for the basis of maintaining re~ords in the 
FBI Identification Division is set forth in Title 28, Hect~on 534 U.S. Code; and 
Public Law 92-544. 

(A) The name of the system; 

(B) 

The FBI Identification Division. 

The nature and purpose of the system; 

The nature and purpose of the system is to: (1) acquire, collect, 
classify, and preserve identification, criminal identification, crime, 
and other records; and (2) exchange these l'(~cords with, and fo?; the 
official use of, authorized officials of the FBderal Gbvernment, the 
states, cities, and penal and other institutic·ns. 

(C) The categories and numbers of individuals on whom records are 
maintained; "'~ 

The FBI Identification Division Inaintains fingerp:r.int records on 
app;roximately 60,000,000 individuals. Thesl~ are broken down as 

I approximately 21, 000, 000 individuals in the criminal files and 
II,.' approximately 39,000, OOO,in the civil files. 

(D) 

(E) 

. 
The policies and practices of the Agency regarding storage, retention, 
and disposal of records; 

Fingerprints received for retention are: Arrl~st prints submitted by law . 
enforcement agencies, civil prints submitted by agencies 'of the Federal 
Government and individuals desiring to have their prints maintained in 
the civil ~les for identification purposes. Ji'ingerp'rillt cards are removed 
from the files upon receipt of death notices, e-xpungings, sealing requests 
and upon reaching the age at which point no useful purpose would be served 
by-their retention. 

The categories 6f information sources; 

Fingerprint cards are forwarded to 'the FBI Identification Division by 
~eaera.I, state and ~6cal law enforcelnent agencies when a person is 
arrested by those ~gencies. 

I 

I-
I 

, 
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Fingerprint cards are also submitted by the Armed Forces for enlistees, 
United States Government agencies for employees, and individuals being 
cleared for sensitive positions; private citizens, who wish thoir fingerprints 
to.be. on file for personal, identification; by the United States Immigration 

. and Natt,lralization Service for alien registr3,tiono 

(F) A description of all types of use made of the records including all classes 
of users; 

(G) 

(H) 

~'<, • 

Fingerprints are used primarily for ide~tification purposes. 
Arrest records are used,in connection with establishing probab~e cause, 
bail, sentencing and probation purposes. 

The title- and address of the individual immediately responsible for the, 
system; 

Mr. Fletcher Do Thompson, Assistant Director, FBI Identification 
Division, Second and D Streets, Southwest, Vlashington, D. C. 20537. 

Rules establishing reasonable times, places, fees to the extent authorized, 
and procedures to be followed with respect 1.0 making recor~s promptly 
available to an individual otherwise to impl€'r":,Gnt the provisions of Section 
552a of Title 5 of the United States Code. 

The rules are set'forth under Departmental Order 556--73, Sections 
16.32 .. -160330 

16. 32 Procedure to obtain an identification re~.ord. 

'The subject of an identification record may obtain a copy thereof'by 
submitting 'a written request via the United St::.tes mails directly to 't'he ' 
FBI, Identification DiviSion, \Vashington, Do C. 20537, or may present 
his written request in person during regular 'business hours to the FBI 
Identification DiviSion, Second and D Streets, Southwest} Washington, 
D. C. Such request must be accompanied by s~l.tisfactor:l proof of identity, 
which shall consist of name, date and place of birth and a set of rolled
inked fingerprint impressions taken upon fing!? rprint cards or forms 
commonly 'ltilized for applicant or law f?nforcement p~rposes by law' 
emorcement agencies. 

16. 33' Fee for provision of identification record. 
~ ~. I, 

-2-
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Each written request for productipn of ali identification record must be 
accompanied by a fee qffive dollars ($5.00) in the form of a.certified 
check or money order, payable to th~ Treasurer of the United states. 
This fee is established pursuant to the pro~sions of 31 U.,So Co 483a 
and is based upon the clerical time beyo;nd the first quarter hour to be 
spent in searching, identifying and reproducing each identification 
record requested, at the rate of $1.25 per quarter hour, as specified 
,in 16.9. Any request for waiver. of fee shall accompany the o:r:iginal 
request for the identification record aJ.1d shall include it c!aim a~d proof 
of -indigency'. Consideration will be given to waiving the fee in such 
cases. 

COMPUTER SYSTEMS DIVIsION 
,. 

The National Crime L"lformation Center (NCIC) system contains two 
files which relate to identifiable individuals, the Wanted Person File and the 
Computerized Cri'mmal History (CCH) File •. The statutory basis for these 
fil~s is contained in Title 28, U.S. Code,_ Section 534. 

The name of the system; . , 
National Crime Infol"'mation Center (NCIC) 

(B) The nature' ~nd,purpose of th~ system; 

(C). 

(D) 

~CIC.is a computerized information' systeln established as a service 
-to all law enforcement agencies,. loc,al, s~at .. ~, and Federal agencies,. 
The system opera:tep by means of computers, data transmission over 
communication lines, and terminal devices. Its objective is to improve 
the effecti:veness of th~ crim41al justic'e systenl through the .more 
efficierit haJ?dling and exchange of documented crirrripal justice information. 

'+ 

The categories arid numpers of individuals on whom recor,ds are 
maintained; 

The Wanted Person File, as of May 1, 1974, contained 141,300 records 
related to wanted persons. . 

, The Computerized Criminal History (CCH) File contains data concerning 
453,22Q'individuals. 

'The policies and practices of the Agency regarding storag~, retelltion, 
and disposal of records; 

Th~ NCIC ,computer is the custodian of information entered by the 

I - 3 -
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(E) 

criminal justice community, local, state, and Federal •. Wanted Persons 
records' are retained in the system until removed, due to apprehension c .... _ "lit... ~.... " ~ 

or: dismissal of process, by the agency which entered the record. 
G6inputerized Criminal History records a,~e retaineCl'until the individual 
r:eaches the agE: of 80, dies, or record removed based on court order or 
~ederal or state statute. 

rtli~ ~at~gorieS of ~formatlon sources; 
... • J" , 

<. 

Sources of Wanted Person e:t;ltries are ,the law enforcement agencies, 
local, state or Federal, which hold the warrant for the particular ' 
wanted person. CCH entries ~.re made by a designated state agency 
or, in the case of Federal offender~, by the FBI. 

(F) A description of ail types of use made of the records including all 
classes of users; - . , 

(G) 

The Wanted Person File is utilized by all law enforcement as a means 
by :which they are able to determine within seconds if an individual is 
wanted for a crime. It is used as an investigative tool in arrest 
situations, traffic stops, or other situations wherein a law enforcement · 
officel' may have reason to believe a person ll1?~y be wanted. 

" 

,The CCH File furnishes an immediate response to a police officer 'I 

concerning a person IS prior criminal record which may contain information 
important to thf~ safety of the arrestili.g officer as well as the person 
arrested. The CCH information assists the magistrate or other official 
who has the responsibility for arraigning and setting bondo 

. 
The title and address of the individual immediately responsible for the 
system; ~,. , 

Wason G. Campbell, Assistant Director, Computer Systems Division, 
Federal Bureau of Investigation, Wa~hington, D. C. 20535. 

(H) Ru1es establishing reasonable times, places, fe€~s to the extent authorized, 
and procedures to be followed witl! respect to malting records promptly 
available to an individual otherwise to implelnent the provisions of Section 
552a of Title 5) of the United states Code; 

. 
Wanted Person Files are investigatory file's for law enforcement. Since 
the inception of the CCH Program in 1971, I~CIC has included in its policy 
the right of a. person to s~e and chgllcngc t!lo contents of his CCH record. 
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~Iraii ¥1cliv~dUaj has a"crlminaj. record ·supported by fingerprints and 
that regord has been' el"!t~red in the NCIC CCH File, it is available to that 
individ~al for revie,,?, upon presentation of appropriate identification, and in 
'accord~ce with applicable state and Federal administrative and statutory 
,regulations. . 
.. :~ 

.... "Appropriate identification includes being fingerprinted for the purpose 
of insu~ing that he is the individual that he purports to be. The record on file 
will th~n be verified as his through comparison of fingerprints. 

Procedure: 

1. All requests for. review must be made by the subject of 
his record through a law enforcement agency which has access to the NCIC 
CCH Fileo That agency within statutory or regulatory lilnits can require 
additio1}al ide~tification to assist in securing a positive identification. 

20 If the cooperating law enforcement agency can make all 
identification 'with fingerprints previously taken which are on file locally and 

. if the FBI Identification Number of the individual's record is available to that 
:~ agency, it can make an on-line inquiry of NCIC to obtain his record on-line or1 

if it does not have suitable equipment to obtain an on-line response, obtain the 
recprd from Washington, Do C., by mail. The individual will then be afforded 
the opportunity to, see that ,record. ' -" 

3. Should the cooperating law enforcement agency not ha~e 
the 'individual's fingerprints on file locally, it is necessary for that agency to " 
'relate his prints to an existing record by having nis identification prints. 
compared with those already on file in the FBI or, pOSSibly, in the state's 

," central identification agency. 

:: . 4. The subject of the requested record shall request the 
appropriate arresting agency, court, or correctional agency to initiate action, 
~eces~ary to correct any "stated inaccuracy in his record or provide the 
information needed to make the record complete • 

.. ~ "" ... . 
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FILES AND COMMUNICATIONS DIVISION 

Records a:.;e ~aintained in accordance with provisions of the Federal 
Records Act of 1950. 

(A) ~e name of the system; 

Records Section. 

(B) 

(C) 
\1" •• 

(D) 

(E) 

'. 

The nature and purpose of the system; 

Often referred to as the "memoryf1 of the FBI, the Records Section is 
charged with maintaining the investigative, applicant and administrative 
files and records of the FBI. This Section stcres all the results of FBI 
investigations and kef)ps a central index system which enables FBI 
personnel to locate data in these extensive files in a matter of minuteso 
All information 011 a given investigation is channeled into one case file. 
To facilitate control of the file and accommodate multiple subjects, "a 
numbering system is used to indicate the general classification and natUl:e 
of violation, the individual case file in each clas'sification, and serialization 
of individual pieces of mail in each file. 

T'ne categories and numbers of individuals on whom records are 
maintained; 

< , 

This information is 'not available. 
. , 

The policies and practices of the Agency regarding storage, retention, 
and disposal of records; 

Contents of FBI files are necessarily confidential and the integrii-y of 
these files is of param01mt il'nportance. All files are maintained in secu.re 
space within FBI Buildings with access restricted to authorized FBI 
personnel only. Disposal of records is handled in accordance with 
provisions of Title 44, Chapter 33, U.S. Code. ' 

The categories of imQrmation sources; 

Results of our investigative efforts and inlormation furnished by other 
Government agencies, law enforcelnent agencies and the ,public. 

'. / ' 

/' 
I 
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(F) A deSCriPtiO of 'all types of us'e made of thQecords including all 
classes of users;-' ,... --"...,..-' --..,..- .. . - .~ --"'.-" . 

.: . 

!"'i.: 1 -, !'.1' ~'.. = 'II -_.. : :.. ~ .~ ~ 

':': I.M,· ~The .records maintained by this Section are for use of the FBI in 
'"','"""'Iorw.III'\,#...,,; .. 

,-

(G) 

(H) 

\1, ... 

support of its mission to investigate crimes within our primarY 
jurisdiction. In addition, information from these files is disseminateci 
to other Government and la~v enforcement agencies with a need and a 
right-to-know in those instances where an official reason exists for 
such dissemination. 

The title and address of the individual immediately responsible' for 
the system;' . 
, 

Mr. Paul F. O'COIll1ell, Jr., Chief, Records Bection, Files and 
Communications Division, Federal Bureau of Investigation, Washington, 
D~C. 20535. . 

Rules establishing reasonable times, places, fees to the extent 
authorized, and procedures to be followed with respect to making records 
promptly available to an individual otherwise to implement the provisions 
of Section 552a of Title 5 of the U.S. Code • 

The records maintained by the Records Section of the FBI are made 
available to individuals in accordance with the .provisions of the 
Freedom of Information Act as provided by Department of Justice Ordel~s 
Number 502-73 and Number 528-73. 

/i 
I 
,I 

/' 
/. 
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Assistant Attorney General 
Office of Legislative Affairs 
Attention: ~~. Peter Straub 
Director, FDI to C:, - ;i.. 3 /1 --

May 31, '1914 • 
1 - Mr. Campbell 
1 - r·1r. Gebhardt 
1 - I'-1r. Harsha11 

)( 
1 - Mr. HcDermott 

Atten: Mr. Bowers 
'1 - l-1r. Thompson DOMESTIC COUNCIL CO?-ThIITTEE PRAFT 

~DILL . ON RIGIlT OF .PRIVACY'" -,~ 1 - Mr. Wannall 
1 Mr. Mintz -~-. 

J "'-'. . I 

t- ---.-
Reference is made to a form memorandu.'U, captioned 

as above, dnted May 22, 1974, requesting our c~~ents on a 
draft. bill as an Administration alternative to Fl ... R. 12206 
and related bills. 

Systems of records being maintained 'by the FBI can 
be divided inBo the following categories: manual retrieval 
files; FBI IdentifIcation records; and tho llational Crime 
Information Center system. At the end of the 1973 fiscal ycar# 
the FBI had in its possession 6,483,000 files, 151,000 of 
~lese being new files pertaining to Buraau investigations 
during fi~cal ycnr 1973. Incex cards on all types of subject . 
matter referring t~ those files in our central index system 
numbered over, 57,.540,000. Consequently,. the individuals W110 

are the subjects of these files number somewhere between the 
six million and 57 million figure. 

~he FBI Identification Division maintains fingerprint 
records on approximately 21 million individuals in the criminal 
files ru~ approximately 39 million in the civil files_ ~ne 
National Crime J:nformation C~nter svstem contains t.\-TO files 
which relate to~ldent~fiable individuals, the Wanted Persons 
File and the Computerized Criminal History File. The Wanted 
Persons File, QS of ~!ay 1, 1974; contained records relating to 
141,300 wanted individuals. The co~puteri?ed Criminal 5istory 
File containo data 'Grninq 453,22G individuals. It should 
be pointed out thn in&mttfQ{£m' S '!U-"'"l:'ently are ztllo,·,~d access 
tc;,> their Identific ti~li't,1 r~m1 a d Cor.tputerizad criF.d.nal uistory i 

Fl.le to correct an~ i'h'itcctH: J:t'.l';' 
sloe. Dlr. _. . 

D.p. AD Adm. - ~.f d t: ". -fBI ....1 b t ~ '.p, AD Iny, ...: ~ .. ore e. J. _. gernJ.ng ..... 10 nove sys ems 0_ 
sst, Olr.. ~recordS is ~eing compiled in response to .a m~morandum cnpt:,ioned, 
~~mln'7fT Survey of Current ana Planned PrO<]rares, Project.s, nnd:'.PJ:ans 
Ei(i;f~~i~~' of Interest to the Domestic Council Coremittce ;on' t.ha~ Right of 
f:'ile!,.&:Com,_ Privacy, N dated Hay ~4, 1974, and will be forwarde.d i::c?, yo·u \ \ 
~.n. Inv, - sepi:lratc1y. Because of such u..'!l:..'"l . • factors :s.~. t:.~lC nu..~bar 'of ... ::·c== files which would be. covered by his' le.9'is~atio:n;;and the 

~::~;.;:;=;: RDvla", (lO) /' grAw1!1fJ . ~ (, :- ~A .~. ~,"\i.'\.~ 
:~::\~VQI'1~:7.-j11'~' ( ,.t: A/' . V'-· . ~ '{f/ I rl -~fD'~ V~ ,./\ -/"d 
:':I~M; ~7J?/.~ ... :31) 2 ·1:/1 jl ' I' (~frv ~rr : 
,~\110\l~' L \~ 974 ..... "J" n . lJ .... {;... r. .......... 
• • I.""<II>~ R ... -_, ' < \ ~ •... "' .. i"~"" , .; \. ~ (,Y" .' "",;...' >J!1r' •• ~ I 'r-'· 
I".cto< s.. •• y __ MAIL ROOM -'"r f .;fr.:I,F.TVPF. UNIT L. I I' .;J~ " - - y . ~ !i 
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Assistant A-ttorney General 
,Office of Legislative Affairs 

nu.,,\wer of i:ldividu.als who might make inquirl', 'Y'/e regret 
infont you that \-10 have found it impossible to estimate 
cost to i.n\ploment the provisions of this bill. 

:. 

to 
the 

OUr co~~ents concerning the alternative draft to 
H. R. 1~206 ~ust bo prefaced with the obscL-vation ti\at the 
FDI cannot function as an .effecti va la\,1 enforceI'lent body 
under the l~och bill. We assume the e:{;clusory language of the 
draft bill reflects the Office of Management and Budget is i~ 
agreement '\dth this statGl.-nent. For e:<runple, umlel.· lIe R .. - 12206, 
if a polico agenoy were checking a suspect in our Computerized 
CriIninal l!istory File, 1:...'1.e FBI ,,,ould be co;npalled to notify 
the suspect he was the subject of a police inquiry. 

Given tho above, it is our opinion. exemptions (b) (1) 
through (b) (7) of the draft bill are inadequate to insure that 
at some future :f:inle our £ilos ,\,lil1 not be covered by this 
legislation. The crucial exomption in the draft bill is 
(b) (5), "Investigatory files cOr.lpiled for 1m', enforceI:1ent pur
posas except to the extent av;ailahlG by Ia,\,l to a po.rt;y other 
than an ag~ncy,t'I utili:::ing tho (b) (7) ey.ornption of the Freedom 
of Information Act. Although this 'Would appear to protect our 
investigatory fi1eo, Congrt~SS is ourrently considering altoring 
this language in s. 2543. Shou1<1 the (b) (7) exemption of tho 
Freador.l of Information Act be diluted in SOI~O manner, in all 
lik.elihood the languagG in the propos·e.d lC!tj'islatioll ~1Ould be 
altered in a similar way, possibly allowing an individual to 
inspect ~i~ investigatory record. . 

In this context, -it should be pointed out the FBI, 
,,·dtb. the concurrence of the Department of Justice, has taken 
the position that the (b) (7) e:ta~ption of the Freadom of Infor
mation Act applies to our Applicant investigations. This view 
has recently beon affi~d in n uacision by District Court Judge 
Gerhart A. Gesell. Ha feel tho separate exemptioll, (b) (6) f for 
l\i'plicant investigations in the draft: '\voulc.1 undercut our efforts 
to withhold Applicant investigations from disclosure by implying 
th.ere is a distinc~ion between an inves tiCfC]:i:icn conducted for 
law enforceracnt purposes a.nd an invBntigution conductc~ to 
qualify an individuul for .emploYl'flcnt with tho Federal Governoent .. 

I 

Further, the language of these t.\'iO e~empticns, (b) (5) 
~nd (b) (6), aoes not protect FBI files of a noninvQsti9atorJ 
nat\lre ~lhich are CO~:lPi~~d ill connection \'fith our contacts 'il;ith 
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Assistan~ Attorney G~ncral 
Office of Legislative Affairs 

.. , 

.0 
" 

.various individuals, such as Congressmen. Congressman Edward I. 
Koch recently sued' tllis Bureau for his FBI file. In accordance 
with the Suprer:lf! Court interpretation of the (b) (5) e~cemption 
of the Freedom of Information Ac~, he was afforded access to 

. 
;; 

internal memoranda of a factual content. only. The FBI does,no~ t> 

have an' investigatory file on Congressman Koch. Judge Gesell 
in his decision \'li thheld the .vast majority of the ntemoranda in. 
our file under tha (b) (5) e:-:ei.lption because they concerned 
policy matters. The draft bill does exempt. records, "(2) the 
disclosure of \ihich is otherwise prohibited by lal'l or required 
by statute to be kept confidantial; II (b) (2) • llm'levar, it \'tould 
appear Congrassman Koch would have been grantod access to policy 
memoranda in his file under this exemntion because, in fact, 
disclosure was not prohibited by law ?or requirEJ! by st"~ute 
to be kept confidontial. These policy memoranda are merely 
exemot from disclosure • 

. In addition, it is noted that the exenptions of the 
Adr.Unistration proposal ,",ould probably not cover our Comput
erized Crininal History File .. .,hich i3, in essence, only a 
co~puterized arrest record, and our Identification recor~s. 
Therefore, thes~ files are covere4 by the various provisions 
of the draft bill, under "711ich ~-:e' \i'ould be required to publish 
specific details about those systa~s ~n oreer to disseminate 
inforritation without having to notify the subject of the inquiry 
(a) (1), (3) ee) • . 

. In summary, this legislation would not. protect our 
correspondence files, ~lOuld rcq-\lire us to pu..l:>lish e:~tcnsive 
details concerning our llational Crime Information Center system 
and Identification records and exemptions "ould be very suscep
t.i~le to dilution in the future. Consequent.ly, \-;e strongly urge 
that the FaI be given a specific e~euvtion similar to that 
afforded t.o the Centra.l Intelligence Agency. It is our ViO't;'1 
this is the only acceptable approac3 in qrdcr for us to continue 
as an effective lnti enforcement agency_ 

Enclosures (2), (::,egislative Referral Memc::randum and bill H. R. 12206 
R~turned per request) 

1 - Offica of Lraif;;1QtjVe r,t:'~airs . 
. 'Atten~ion':' _ I . .b6 

NOTE: See Legal Counsel to l-ir .. Miller 'memorandum dateq 5-29-74 
captioned, "Domestic Council Cor.lJnittee 'D:oaft· B,ill on Right of 
Privacy.". Supreme Court decision mentioned abov~ is Environmental 
Protection Agency v. Mink, 410 u.S. 73 (l973). 
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;"~~TiD"~S~ATES G~'VQ~mNT. 

Memorandum 
TO :Mr. Miller DATE: 5-29-74 • 

Auoe.Dlr._ 
D.p. AD Adm._ 
D.p. AD Iny. _ 

Aut. DIM 
Ad .. ln. __ 

'JP:~~-'!?YJ!' =/ 0'1:,.' '.q,t9itl-"V 
.. FIr;; & Co ... _ 

• G.n. Iny. __ P't 

FROM ,Legal couns~ Id.nt. -- \. I 
Inlpecllon -l Int.II. __ 

Loborot...., _ 

PIon. & Eval. - \-"'l 

SU~ECT:DOMESTIC COUNCIL COMMITTEE DRAFT 
BILL ON RIGHT OF PRIVACY 

Troln .::::: s~ •. ~ 

~~ R ... _ -.f) C!?iZ / L--e£ . ( Director Sec'y _ '::::::. 

.. The crff~ce of Criminal:Justice, Department of Justice, 
by, form memorandum dated 5-22-74, pasaJrequested for the Office 
of Management and Budget our comments on an Administration 
alternative to H. R. 12206. Departmental attorney I I 

I I Office of Criminal Justice, advised on 5-28-74 that 
the deadline had been extended by the Office of Legislative 
Affairs to close of business 6-3-74. 

'The original proposed legislation offered by Congress
man Edt1ard I. Koch would allow an individual to inspect his file 
for inaccuracies, make corrections and be notified upon dissemi
nation'of information in our files to other agencies. The only 
exemptions are investigatory files where prosecution is still 
~iable and those files which are classified. .. 

~ The draft b~ll offered by Office of Management and 
Budget includes exemptions for investigatory files compiled for 
law enforcement purposes, investigatory f~les compiled in con
nection with background checks for Federal employment and files 
maintained by the Central Intelligence Agency. Under this draft 
bill, we wQuld be required to publish extensive details concerning 
our National Crime Information Center and Identification records 

" in order to disseminate those records to another agency without 
notifying the subject of those ~ecords. Also, we would probably 

~ have to·disclose internal memoranda in our correspondence-type 
files, similar to those that Judge Gesell decided apainst giving 
up to Congressmen Koch, Rosenthal and Bingham. ____ ~ __ ~ 

. . I -,;"", 

. It is our vie\ot we should press for a specm..9J.un.-J~'1"'4.IL1 
exemption for the FBI similar to that \'lhich the cen,.~~~ 
Intelligence Agej,lcy has been able, to obtain. We feM.J::1L&lE):££e)i~~""",,-

~n:l~~~r~ru.;;~lY' ~/ ~tclosures (3) ~t · ;) 3-1 ~ .... 
1 - Mr. Gebhardt - Enclosures (3) , ~ , ~ ___ 

. 1 -' Mr. Harshall - Enclosures (3) NOT RECORDED 
I t.~,(}1».~ Mr. 1-1c~ermott - El]closures (3) .~ JUN 191914 "..!"" Atte,nt~on: Mr. ~O\'lers .' -1 - f.1r. Thompson '- Enclosures (3) ~ ____ ",,..... 

1 - Mr. Wannall - Enclosures (3) 
1 - M"r •. Mintz 
RD: la,'l ( 9 ) 

.... ): !~~ ,t 
t.J "'. , '\. .... / CONTINUED - OVER 
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Legal Counsel to Mr. Miller memo 
Re: Domestic Council Committee Draft Bill on aight of Pri7acy 

amended language as to those exemptions utilized in the draft 
bill would undercut our argument for'a specific exemption. 
Should this proposal be rejected by the Office of Management 
and Budget, we can still attempt to obtain favorable language 
through congressional Services Office contacts with the House 
Subcommittee on Foreign opeFations and Government Information. 

The attached memorandum \-1as informally coordinated 
Files and Communications Division, I 

~~~~~o=m~~~u~.~e~~~~ystems Division, and I I Ident~-
~on Dl.v~s~on. 

RECOMHENDATIONS: 

1. That the Congressional Services office continue 
to closely follow the H. R. 12206. 

2. That the attached memorandum be forwarded to the 
Office of Legislative Affairs. 
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)l"tr.?EJ~96b" . 
tev,", 12-4-69} 
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:' aEPART~Nt o~. JUSTiCe f' 

.. _. II ,," ",,, ..... 

:f ATTORNEY GENERAL 

o EXECUTIVE ASSIST ANT 

o OFFICE OF PUBLIC INF08MATION 

:1D,EPUTY ATTORNEY GENERAL 

·O¥£XECUTIVE'bFF1CE-U....s;~ ATTOR~EvS 

o ,EXECUTIVE OFFICE-U. S. MARSHALS 

o SOLICITOR GENERAL 

o ADMINISTRATIVE DIVISION 

o LIBRARY 

::J ~NTITRUST DIVISION 

Q CIVIL DIVISION 

o CIVIL RIGHTS DIVISION 

o COMMUNITY REL'AT'IONS SERVICE 

o CRIMINAL ?IVISION' 

o INTERNAL SECURITY DIVISION 

o LAND AND NATURAL RESOURCES DIVISION 

o TAX DIV~SION' 

OLAW ENF,ORCEMENT ASSISTANCE ADMINISTRATION 

o OFFICE OF LEGAL COUNSEL . /' o BUREAU OF RISONS 

o fED 

EDERAL BUREAU OF INVE~TIGATION 

o IMMIGRATION AND NATURA't.:,rZATION S~RVICE' 

, 0 PARDC?N ATTORNEY 

o PAROLE BOARD 

'0 BOARD OF IMMIGRATION APPEALS 

o BUREAU OF NARCOTICS AND DANGEROUS DRUGS 

-0 .ATTENTION: _________ -..;.. __ 

o SIGNATURE' 0 NOTE AND RETURN 

O'APPROVAL 0 SEE WE 

o RECOMMENDATION 0 PER CONVERSATION 

o COMMENT 0 AS REQUESTED 

o NECESSARY ACTION ' 0 NOTE AND ",LIt 
I o YOUR UCrOUATIOK , 0 CALL = 

REMARKS: 

; 
(l . , 

-. 

.J 

-. 

O ANSWER OR ACI(HOlifL" / W - -'··>~·S RO"'f EDGE ON. OR BEFORE ______ ~ ____ ....:~.;: 'F.ROM#·:/; •• .3 . .r:.'_~:i • \J~. l(\()Q 

. o PREPARE REPLY FOR 
THE SIGNATURE OF _, _____ --.'-____ _ 

,; 
, > "" ..... ~ .~ .... " "~ .. <If' -...... 

A'ssoe. Dli. __ 

Dop. AD Adm • ...:. 
Dop. AD Inv._ 

." Asst. Dlr.: 
Aamin • 
Compo Syst. _ 
Ext. Affairs _ 
Flies & Com. _ 

Gon.lnv.~ 

Ident. 
Inspection _ 

Intell. 
Laboratory _ 

Plan. & Eval._ 

Director See'y _ 
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Deliver to: 

Subject: 

,y' 

0· 
, ' . 

OFFICE OF LEGISLATIVE AFFAIRS 
Legisra' and legal. Section 

OFFICE CmtIllAL JUSTICE 

MAY 22" 1974· 

ATT: 'I...-I -----It 
, .. ~ ... " 

DOmestic Council Committee draft bill on Right of Privacy 

REPORTING UNIT: 
Referred to: 

ADVISORY UNITS: 

DEA 
" , OCJ . 

(COB It!AY 28) ,,', ' 

~ .;,/' .; 
C:Rn.nNA , 

FBI 
!&.L'>.JS 

, .- ~SOHS 

Reporting Unit please prepare report addressed to: 

x@l3UDGET 

Ds.cOMM. 

o H.JUD. 

o '" 
o S.JUD. 

Adviory Unit please prepare memorandum to: . ~ , -

o H.I.,·& F.C. 

liB Reporting Unit, copy ~ • IRoom 1I3~, Main Justice o.~. e5 
, If" ......-' o Attn~ IRoom 1139, Main Justice Bldg. ~'-__ --:-------

Advisory Units please respond in time to permit Reporting Unit to comply with deadline of: 

o 30 days 0 15 days 0 other 

Department File No: 

Miscellaneous Information: 

L---_------II~ D 
q-~ .. 

. / 

6-t_~J7 .-
NOT RECORD!!"!"mr-~ 
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Nay 20, 1974 

. LEGISL.li.TIVE REFERRJ\L HE~lOR.=\NDUH 

, , 

'.i'o:. Legislative Liaison Officer 

(See attached list) 
.' 

,,' .~ .. " ...... " 
Subject: Draft al~ernative language to H.R. 12206 

'-. " 

..,. 
I ,. • ~ 

The attached draft bill reflects the co~~ents of var~ous 
agencies and the staff of the Domestic Council. COr:t.'lli ttee 

,on the Right of Privacy. 
.'"\') 
t.:- As a result of the many constrt<ct.bre suggestions r<-!ceived, 

this draft differ::; to some degree from earlier versionz 
... \) ~. . 
l' '-'fl."I t:~h have been circula~.:ed. 1'le \'loald apprec~ai:c, your 

'" 1"0., agency's "(ri'et'rs to halp us parfe::::!: this l;::.~gu~lg(:.:. Tha rc":' 
., .... v C"Ult-'lt a=l~a.c:t h'; l' •.. .: 1 i ' .. "" .s.r·· ... ·• .... ~ ..\.,;... .. ·1 ';'0 ~"'ht:\ ';.TO"(·-::\ S"b-.' fiJ .. <"'1 .l..G.:..,. ........... \ ..... ,,'" JJ(...i> ..... • (, .. _ ........ ""...-\..."'-"" ,..., "'''''.'''''''''!., _. _ ... ,....::;... , ....... 

:;\ ~,corrmi-'c.tee on F<;j:eign Ope:=ation~3 and Govermnznt 'Il1f:Qj;~a,tion 
!'>:.' ~ •• ., • f= l-. h 1 "+2 

." ,CI.S an 1~ar.1:ln:u:;t::r::_t'.on a.~ -t!?'rn~t:lve _"r '.l~'? ._ \.' -f;~_e Sl~.Jcomm::...: t:'?~ 
? .- iin it.s mark up of' I!.R~ 12206 anel relatccl bills. " 

'\.. \, 
;,':.- .. """ . ~\~onr ::esponse should include: 
........ \'.JtI' 
"'.~ ... 
" 

.. . :. 

. ./ 

~ Your vic\'ls and comments. l~here changes are propos~d 1 

speci fic amen::iat:cr:l lan<Juage is needed. To the e,:
t:ent that any ac~ci i,:,ionp.l exsm"pticns are propo.!"..:'?d, a 
detailed stntemcnt of the adverse i!:.1plications of sub
jecting such recoros to the provisionc 0:;: this bill 
should be provided • 

~ - A lis"ting of the systems of records main-cained by 
your agency \'!hich contain inc:.ividually ,i.dcntifiablc 
personal d't':'a i:lcluc1ingfor c~.ch, t'l(?' ":itl<?, bt:icf. 
purpose, the m~!!~ber and types of indiv idu.:lls covG:T.cd 
(e.g. I pnticnt.s in PHS hospit::.l.::;, all \·It:ge ecl.r.no~::;, 
ate.) r1.nd \·.."hcth(!);:, or not I in .your opinion, the {:';Yf"'.tom 

. ''1oulcl be subject to the provisions of th:i.s bill, ~md 

.,.:, 'Hstim:t.tcs of th~ cost to implement (:~().ch of: 
visions of the bill. 
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lr. ·Skidmorc::: 

. ' 
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" 

. , ' 

. ' 

\'1illiam v.. Skidmore for 
Assistant Director'for 
Legislative Reference 

, . 
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.' 

b: 
5, provic.1e 

" Be ';.1 .. e~ - -. .:' .. -~ 1, .. ., 
..,. """ .... ~""" '1.--.:.. .... :. ""'*l th~ Benat~ and House of . 

O -F ... ~-l"("! tl·.'l-l i·.-:>,."'! S'i-:.~,;:'r.-.·_s o-f-" T'_-,."'l._r_" c~ .; • .,. Con""-"' .... C'! 8 <'s"""""lo':" , ... ,- ..... -....... ___ " - .c:" - _h ~ '-:I..!."::'r"'" .. ;;.:» ... ; ...... ....t, 

title 5, Uni ted ~tn'l::.cs C:Oe.3/ . .. :, b 
~s amcnC',c~ y adding' 

. 
at. t.h~! ond of ~ection 551 th~:r.eof following paragraphs: 

II (l t1) "Admii:":istrative records" l:i.eiEmS recol':ds contain:i.ng 

. il'ld~v;,'lually ie.cmtifiablc data \'lhich :r.ay b~ usec1 to 
rnal:.e c1.et0:r.l~\ina~;5.cns to affect an indiv5.duc:.l i 

" (15), IIReco~".:tS" r.ieans a col1~ct:ion or grouping of dat:.1. 
Y • 

presE;.)l:'ved for futllJ;e ref0rence 01:: use; 

u {lG} . 1t:Syste~,,:\ of records" means in:x" organizec1' file or 

groupinsr of recor.ds maintained by an ug'smcy \'lhGther or not 

stored in a com?uter; and 

"(17) "Statistical reporting or research purpQse~" mec:.ns 

. uses of· records ;fot' aggrc::gab::~ analytic or cvaluativ0. c!1c.1s and 
:IE 

s1'0ci£ iC(111y c:·:cludes any uses of .indi vidual' da ta for the 

purp::)scs of ma1~i!lg <lny dcterni:1~tiol1 intended to affect an: 

inc'!ivf'!u.::.1 C}:C0!?t as providecl it) 13 U.S.C. 8. 11 

(b) Title ,5, United St~ .. ten Code, is amend.ec.1 by adc"!.illg 

illC'..\_i \lic1uv..ls. 

" (.) J'''''ch "'-It.. t~ 1" ... .; .... ~ ...... n' ("" .. l .f< • agcilCY ...................... c..:.~ S , .. of rc.~corcl:5 \"!.bout 

. 1 .' 1. 1 1 : ~. .. /1 ~{ t;m ~~ 1 ) .• '~ ).0 ;tl':::U. ·n.d\~(l s 
, I 
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• 

sh~'!.ll -.-~ ·• ..... ·1 .,1- \,.. .. 

to such of rccords·--

, , 

It (1) ·pub).ish I ':l.t le.;:;.st. annually in' the J:'ede!:'Cl.l 

it notice of, the e:.:istenc:.:: c:.:1a cha'l:t'=.c ter of D,ll such 

of reco~a~. . '.rhe notices shall include b't"t~c need not be 

limited . , 
.'r 

the !la:~e of 

" (S) t:he nature and purposes of: the :-;ystemi 

ca:tegories and numbers of individuals 0:'1 

\..,-hom .r<~COl:C.S are maintained; 

II CD) the ca.tego.'.i.~ies of' information maintain~d; . 

It '(E) 'h ' ,.. d 1: e pO .• l.c:t.es a.ll practices of the agC:!ncy 

regurding 4storage 1 -re,ten"c:i:on, ··an<.l ·dis};I0Sal 9f s·uch r-eco!:::;,::: i 
'- ' 

or any part of the information con~ain<2!cl. in, such records 

may be used or disclosed including the catogories of' users 

for each such pur!?os~; 

If (G) the title ,and address of the :i.nei vio.ual 
, 

ir.uncdiat:.c:!.y.r.csponsible for the s:!rstem; and. 

II (n) £0): thos~; s.~·stcm~ of' recordr.; not o}:cmp ted in 

subsec ticn b r belo~'l, rules establishing r(=w,s(':n,~blc timc~ I 

pluccs f :teer tq tl-;o (,!X tent. <!\.'tthori7.c~l, idr .. mtif:i.cc.l"t:iol'l 
. . 

re\ttlir(:::~:"')n ts and other p:i.:'oc(~du~:es "'li til respect to mak.:i.1HJ 

" ~ -- ~ --- --' ". 
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3 
, . 
~,)J:ovir->5.(>.n:.:1 gOOn5.l'lg. acces!;; to. medical ).Ords i n. C.:·~S!JS 

,.. .'! ~ , 

Y.,}.'" ':"'''''' tl~ 1"\ .... - ..... ~ • \ ..• __ ...... _~ ,\ .... C"-::\"'.I.CY 

. . 
b . , . . 0' •• o. 1 d ,a l.!lJurl O~\S to suC';n. l:qaJ.v::.::moC1. , c.\n t.o ir.lple-

rnen~ the prov~sions of this section~ 

"(2) mai:"I.tain p:c:ocec1ul."cs fc)r collecting in::o;::'laticm 

i';bo\.\t .~ndividl.lals by \·:hich im::'ividuals ara infor.r.~~cr of 
" 

'~hc purpos~s for \~-h5.ch the in.f:orl'iation about: thc~riselves 

fcrnishecl by the:ia i.-,ill be use~1 or discJ.()s~c1 consis.tent \·;:i.·::~~ 

i.:11e purpos.es in the. public notice pt:tblished. pu~::n'l:.~nt. to suh-

,section '(u)(l)(F); above, and 1:he affects: if any, of not 

providing all or any of the l'oques'ced ±r:.formu:t.ion.: 
,. 

II (3) refrain ,fl:ora disclosing' any records I or ('!ny 

information cont.:lill9.cl therein I to any other ag.ency or t.o. 

any pe~S!on ·not ,em!?loyed ,by :the ,e(gancy .1\1ain.taining t.he 

record, 0):cept:.--

" (oP .. ) . pursue-tnt to a reg'l1est by or "li tIl the consent 

of the inci yidual to \·thom the infori.::~ -::ion ill th<:! recc);.(1 

pertains, or 

"(B) for a usc t;hat is ~xpres!.;l~"" requirc:'c1 by la\'" 

or 

of the syctem (lS c1esC):ibcd in th~ c;r..:~,crc::l r~ot:tcc about 

tl1c. syst~m published in ,\ccord?.ncc~. "/i t.h subs(:t: tion 

(a) (l), abo·ve , provided .that such p~rpo!;a 5h(\11 h:.lVC 
I 

bcqn co:-d.:uinc<}' in Cl no tic;c publi::;hcd ~t t l(~n~:;t: l'inet~~ 

• / 1 .days PFl.n:: I nne \ usc, 03: 
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for a use consiRt6nt with "(D) the Pur'Cos~s -. 

or 

n (;.:;), upon good C;lUSC for such disclosure tinc1 \ihel~ 

not oth-!!:l:1':ise prohibited by lanvo, \';i th l1otifiC'.!Q. tical of: 

the indi-.. "'ic1ual to \o1ho1':\ the record p(;!r\':.()in s. at .his 

iast··:!:no':ll1. address I or 

", n (1:') t;';he~ o-t.herwisc pe::r.;i t~~t;d by la,,\,T and discJ.osed 

to another agency and the head of su.::h agcm.cy stll'CQS 

in ylri ting the r>~l?ticul(l:r. inforI:!Cl i:.ion desiT.ed r the 

la~'l enfo::ceJlH::m'c purl?ose in connection "V:r5. th '\·.rhich 

the inf:orr:.ation is sought. and the official 1190<1 

therefor, or 

•. ' .. (G) '\.;her.e t.he <lgency c1cterm5.nes tha"c the rcc5.p.:lcnt: 

has.p:::ovidec1 nc:1equate a~surancc tho.t such iecor:ds r oJ.-

any inf.orl~m cion contained therein..,. \Till be uzc:.1 only 

for scn.tistical reporting or rcsc;:p':ch pUJ.pO~;(:~8 i 

:'{t.n (4) nm..i.!1.-t:.ain an accurate record 6f: the datel' na'turc 

~g(m,cy outside the agency mni!).tcdnin~.r i:h~ 3:-ecorct t.o \,\,hoifl 

h:.ici:.:; for Bueh cU.scloBurc \.mdc:::- SUb5cc1:.ic>n (a) (3) \1b::N'.~; 

U(5) C!;·t:~bli:Jh «n(1 m;:-:.in"t('tin procc,."h::.cn to cnsm:o t.hni. 

~ 

"' ~ i.1 

I 

-J 
$ 
f 

" ] 
i 1 ; .! . ~ 
i 

.. 
!. 
!.;: 

! • 
, ... ~ !-... 

i 
I 

I ~ 
t ':, 
l 
i :i I 1" ~ 

I i , 
! 
I· ~ 
~, 

: 

" .. 
" 



". 

/. 

.- . 
, . 

5 

l." nr.o"'-m~ l........ '\ "" ... ! ''\1':\ =t tl ~'" " .... tl" '.. 'of J - 40"' : • L,l,~ ....... lOa COl .... (, ... ;.I.:O(. .1C .. o;..;l.n ',l. .l." .:: '\0 age!lcy 0 _no::: .. 

pe~fo~~~nce of th~ir duticu fo::: the nguncy; 

-11:< C:} J~z:.ihtain informntion i:n' any rc.'cord \'7i til sUc::h 

as is neceSSEtry t.o' permit accura·tc· and fair d~tcrn~nations 

relc.d:.:i.n~: to the. ind:i vidual to 'V!hor.1 such record pertains 

"lhich !''::;',i' be made by the agency 011 th'9. basis of such " 

. f .' 111 Ol:l~a tl.on i 

• It (7) p~rinit an. individuul tQ in~;p::!ct any information 

pertain.:i.:ig -Co hi::l spec,tfical1y requos"t:~d by him and to .hc.l.'l(-~ 

coi?ies l:l~de 'of t:\ll or any portion th0:r.eof at his cxpcnf::t.~: 

\'lhich i11. 'nt' -event shall be_ greater tha.n the 90S t:. to the 

agency'of caking such COpiUSi 
... 

It (8) p~rmit an indiv5.c1ut'l.J. to supplement the inf:orrnatio!7 

con;t.aincd in any record pc:.rtnining t.o him by i:he Clddi tiol) 

of nny" ~nftjrr.m tiol"! of l:easonable lcng'!:h \·;rhich stlch 

-il~ividunl and thn.~gQncy agree is pertinent to his ~cGOTd; 

\I (9) COl:rec::' or J:emov!.~. e:cron~()u!=; or irl:elcvant infm:-

ag <:!HC it· S .F! nc1 P7r sons to ullom nuch m:l':Ol"iCOllS O~: ir:r.cl~v(.~n i.: 

yA~rs of its correction or r~noval~ 

;, :-:c .... ,.., .. '·':"·r ."!t-'·'·C~-··l·J'" '\ t.).. 011 0" ,1,' """'\~'" -.. "' ,- "() ,.; , ... ,.;" .... : ' .. " .......... " ...... '.' ~. .1 .. -"1:" \.(.:., c..... \. 
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~".-;.: ( __ -·-__ :--""'""·· ... -..;:1;:;~:.::..-~:: .. ·.;.~ -.;.;;::::-••• ;:.;:", 

~.! 

- " 

-. 
:·~I·(.ll) i~~fO -th:-' ~l~t:"~5.Vi.:""1.!nl, to vhq!.~t O~.: l:1";!(!o):c1 p~l'::" 

t:a:il~c' ~ 1;' it h-"c' (i~·i·-~-r~';~~b-i !""O~ ':':0 CO"~-o''''>'- 0-'- an(!~''''n:~ ' .. is' " .... :--r.l. t .... c.::.i..-.;) ... ,..., ....... ~:-.- ... _ ...... \. ... ~" '- \.,.. ---"",,-.\.. }~_"\--'" -.... .a ...... ~.~ or 

¥or n~A 'on, ·~h~ 'Oro~e'11~rc~ a __ ~~~b.'';~·J1'.~?l ~y' ~hn., ~~.~.~,.cy ... -~ ... - ... -'"'''''",---''-'-''' ""---.... --"~,, ""-':,;~. for' 

'cain~; to file a sta'i::.?...:"i'I~,m'c. sat,ting fo.;:t:h the net t:m:e of 

'i;l)e c1ispl1t.e I and in cU1Y sub:;eqn!~nt rc::port cont~5.rd.ng 'i:h:.:! 

informtd:.icm in 'It;l.estions I cJ.aarlyuote that it is diopu ,"c<! 
- . 

upon reques:t of persons to \-:h9::n the disputed il1:form'1t.i.ol1 

has-been disclosod, if the ha~d of the agency o~ his 

designee and the individual to \':hom thC! record p~.:rtClins 

cannot t'..grcc (l,3 t.o accuraqy, pertinence or 

, of the :record. 
~ ~ 

n (1) .... h .. ."" b .. . ( )'. (J) '\tI} :::-.1"'<..1 «",) (~~,) , D '.1' e prov~s:LO!::s OJ: su sec t.::!.ons a . I "". « F, 

through (12) cf this section shnll not ':lpply to systcm~'~ of 

records pr il1fo:cr.mtion contained thcr.-cin. 
.. 

.. II (1) to the c:-::t.cnt thnt. the he2.o of tlu.:.t ag(~ncy'.! 

determines that the. release of the inf:m:m::.t:io:l iH such 

systemn would seriously dnmnue natic~lal defense O~ 

foreign lX)licy i 

~I (2) the cJi~closure of:' ;'!hich is 0 t:h~r\"i~;c prohihi t.ed 

./ 
" (:3) muint.uin(~c:.1 by 
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c\~1c1 othc::s: 

e:-:cept to the e,.:tcnt; availabl~ 

-by l~"\': :to a :pa~'C.y ot.ho:: thnil an agency; 

'.t::. 
.~.:... 

or qll:!l~fication for Fecl<::ral en!pl()ym~nt, mili-cary ,sC';.:xvic'n 
; 

or accc::ss· to cJ.a.csifiGc1. info,:mation i 9T.: 

It (7) authorized by lu'\'] to be collected I 

and used only fo:.-:- s~atistical reporting or j7csearch 

purpos.;.!s or ;in:':orllt.t\tion c1e.:.:ived fr.om aam:i.n5.!.ftrat::i.v(-;! 

reporting or research purpo~es C~ for 

Govcrn;:ncut depart:nv.:mts ana agencies t or the int.:c:rgove:r:mner!-:':;':.:L 

to Jurnish statistical SQrv~ces. 

"(e) 'i'he provision~: of sUbor:ctlons (;:t) (1) tlll;O'l1~h 0.2) 
'. . . 

shEll1 not .:~!:'ply to any ~3ystcm of reconln m~dntnin~·~t1 ))y it 1--c{1 t.!~." ,'. ~t 

t'11'1~' {-h', a.:: .~c·! o'-" .... t .. or. . • '- __ .... ... ...; .... 1 _ •• """..L.. ,... ...... 

wJcncy-hy-n~!oncy h':t~:: •. ::: 
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(b) 0;:::: (c.:) 

.0 
. -, 
- " 

, It {e) an~ willfully violate~ 

t "'.. . .- .t:: ....... , • t· ... .: .... :le t>rOVJ.S.:1.ons OJ. ....iUS sec l.O~l t or ,oerm.1. .... 5 - ,. - ~-( 
s~ch a violation, 

shall upon cOlwictio::t of subj(~ct to a fine of not Jt'\ore th';Ul 

" 

(c) 'J~he table of sect:i.Ol~~:: of Chapter 5 of title' 5, 

Uni ted states Coc1e I is al'lended by, inso:::'ti.ng: 

"552a. Rec.:o.:::ds ahout individuals." 

"552 P\lhlic info1:ma \":).011 i ·agellcy rules i o1'inio:113 I 'ordnr I 

reCCl):<l!:: and proce!3'ding8." 

SEC. 2. The al':!011c1::;ents mac1e by th~ hct shnll becor::e 

effective on the ano hundred eightieth day fol10\\"ing the 

date of Cl'Htctr:i9n~.: of this Act. 
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IN TIlE IIOUSE OF REPRESENTATIVBS 
~~ ... '" ..,...... ... "1 -';;;'~~''('-'.<I''';:) 

.. " '" 
. JANUARY 22,1974 
r ... (.".~-...jI" _" "'" r, ~ ." ':,: 
'])11-•. KOCII inti:oduced the following bill; which WitS rcfcfl'cd to the Coni-

. . .. ~. mittee on GO"'ernment Operations . • .t, ....... .1,"-; /··.·1'1. ':.: .., ~. " "'I) ,4 ,\ 
~J"~.AJ ~ #" :,.\JI,}.: 1. .l~~"""", !' .. ~ ..... - ~ , .. ', , .-. .. 't"*" ..... "''' , .... ~ ."l~ V .. ,,,, .. ~ .- '" 

" 

::". 

.J 
. ' 

.. fH)(ri~')~i 
, ::'.11,: 

or 

, I" 

I-
I 

,')?q amend title 5, United States ,Code, to provid~ that persons be 
... 1 .. ~ )I _" • ~ ... .. .... 

, . apprised of r~cOl·ds. concerning them 'v~~c~. a]'e maintained 
'.lNWb·"~ G . t ; ." .. ', , ; ,i",;il·HlIHI.' . ::: t . , y OYCl'nmen agenclCs. . '-
,,~!',~.~f!''', •. # '"I- ""' :" tI#" .,... • " 'j#~ r ..,.-10. ::to"; --r,-
't .... I .. 'Be it enacted by the Senate and House of Representa';; ,. 

·~t~ ~ .. '" .. " 't ";. : , Or ~. 'Ii' ' ).... J. • .~ 

: 2 . tiviS'of the United States of America in Oongress assembled, 
'1 ~_a""( ~: }\'",_ ~' f; ~,,'" .' .... ",,-: .... :, -.: 114 ~ !!:;... 'II. 

,3 That (a) title 5, Unitccl states Code, is "amended. hy a~ding 
~ 't .. , .- ''''.... ~ , ..... .. • ., 'f' ~f'f '. ;. 'f' ,"."' .. '.. 'I" ¥, f t .-.~ ... ·:.~:"1 ~l i, Ole "':'''~ "'~ r 

4 ' iimriedintcly' afte): section '552' thci:eof 'the ''following new 
It''lt:. rl, :I",.\o-';p'" 1IO .... ·f .. (f ., . .it ~'il'lf .~~\ .I\:;:;.t;.!.r;,!' 'f ••• jl" :: (',l~ "5 "" i • 11/ ~ ~ 'r J ~ • ~" ; - (' I ".... .~ ~~..... ......" ,. ',\A, f ~ ~ sectIOn: .... h', ~ " ,- • 

,.' 
'" 

",.~ ..... !., ;1 ~1I,. ~,,,,,\,,\., .t"~$~';' ! f. 

. 7 cc, (a) Each agency that' maintains 'records, "including 
... "~ 'to "': • __ ," '" ."' .... 11'., .. ~ .,: .. !'~ ~.~ ~ .'\ ". (,:t., 

S ". computer rccords; concerning any pCl:son" ,Yhich may be; 
!"':. (} ,t" ~/-. i~· ~ "1I~ , •• ~ e' ,... 10 ~ , , 

.. ! ~; I r~~ll~v~~ :~~'~~~,~~'~n~~' t?'r o~:, fl:C·. ~n~exed 'u.nde~·. ~nch P~l:~ 
10 son's namq, or some ot1ler' similnr i(Icntifying mimhcr oi; 

- ,·_/:t'",l ~t':;!r;;:1j,;!7~" ';':"'",," l'~ 
()1.·,1""X<t,.] I /l./..,.(.(,:J'.J,.~1 70 ~f'..;;27,- __ •. ___ 

~ . ,/ 

I 

I 
-\ 

I 
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1 symbol, and which contain any information obtained from 

2 any source other than such person slmll, with respect to 

3 such records-

4 

.5. 

6 

7 

.8. . . 

9 

10 

11 

12 

it(l) refrain from disclosing the record. or any in-

formntio,!l contained therein t~ any other agency or to 

any person not emilloyed by tho agency maintaining 
',;' " , ;' f .} '.', 1q I . . tiP HI , such record, oxcept- ' , , • r • '. ,~ .1 ", ./, L 

"" #- ~ .. 

. '!; ~'''1'' (A) ,yith notification of the person concenled 

'01', in -the event stlch person, if an individual, can-' 

not be located or communicated with after reaS011-

able effort, with no~ification of members of the 

individual's immediate family or gum'dian, or, only 
. . 

ia ' ", L in t11e event that such individual, members of the 
f;l1:t~!'1J ~ii!~"!ir. ~)":~ t~ '.~ "I .. 

14 individual's immediate family, and guardian cannot 

15 . be located or communicated' witli after reasonahle 

1~. , ... effort, upon good cause for such disclosure, or 
t~ "," " .... ,10,\ GO. ,,';.,,"" - , • '; ..... ~" '\ 

. 17 . r .(~ (B) tlmt if disclosul'C of such I'ecord is 1'e-
",.- • "~.~ l\-..:'··~~" .', ~ iI' 

18 
'!i'.a 

19 

20 

" 

'... ., quired U1uler section 552 of this challter or by any 
*"~I .. ,JlI.'~" t ... ~ ~''''I'' , ... .. j •• '1~~~ " ... !-t .. . , 

other provision of law, the person concerned s11a,n 

be notified by mail at his la~t kno:w~ address of any 
~ ". •. ~ ... , ..... ,,\ ., ",.".'10 ,:. 

2:: ~. it .'/ suc~ .required disclosure; ." .'., !' : " \ ,~ 
22 . , ~" (2) refrain from disclosing the record or any infor--. '" '" .. .. , ...... 1 .1" , <I 

23 . mation' contained .therein to indh'idunls within that 
-~ ... t ... ! .... 

24 formation co~tained therein to indh"iduals within tll:1t 
'." : """ .. ,"~ 
25 agency otlwr than those inclh;ic1nal~ ",110 neNl to ex-
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3" . " 

1- tl. · •• ·:a~lille such record or information for the cxecution of 

! th·· b 2 . ; ;'''. err JO s; 

3· -~. " .. (3) maintain an accuratc record of the namcs and 

4· . ~ .! addresses of all pcrsons to whom any information con-

5'~' ... , tained in such records is divulged and the purposes. for 

6 which such-dh'ulgcncc was mtHlc; 

7' :.'" (4) pcrmit any person to inspect his own record 

8 ~.~.: 'ana lUl,'e copics thercof madc at his expense, which hi 

9 no cvcnt shall bc greatcr than tho cost to the agcncy of 

10!' making such copics; . 

11 . ":" (5) permit any' person to shpplemont the in--

12 . formation contained in his rccord by the ,Hldition of any' 

13 documcnt or writing of l:casollablc length containing in-

14 foinlation such person dcems pertinent to his 1'cco1'(l; amI 

15 " (6) remoye crroneous information of any kind, and 

16. . notify' all agencies and persons to whom the errOne?llS 

17 . 'mat~rial has been pr(}\;iously tmllsfcl1:cd of its removal. 
. -

18 _' .'~(b) This section shall not apply to recon1s that nrc-
.. 
19 : '~ '. '~. ," (1) specifically required by Executh'c order to . 

20 be kept secret in the intercst of the natiQnnl dcfense and 

21" 

22 

23' '! 

24 

foreign policy; 

:.[ ',,:~( (2) bi.~estigatory fil~s compiled for law ~nforce

, mClit pUl1)oses, except to thc extcnt' that such records 

have been mnintnincd for a longer perio<1 than rcnSOll-

;. 
. ,. 



TN .; . ./ .. ~:.-" ~i;'::"\1'4(;:t~;.~t~;"i~~~~V~i~~;{'W'.&i~ .. n» ...... ';::.". . o· ,', ,. ~--:-.~_ 
--,-:-,', '~. ~:-:"'~~.," ~':·i·:~:;J •. -",c. • ..:, .. :· .. , .. Q"',,;,,;,~.., .~.,.,~ .• ~' "',=- '" Y" .. w":':: : ..... '. ',. • \ ~\ 
:.-:, 'I .,;, ..... . ,~ . ',', . ' .. ,:.' ~ ~ ,,'. "::;'.:':;::. ~,' ~. :".,. " : ,-, "~ : i~. >.~ ,J,- ,.~~ , "w \ 

"~:;I':' :::~: .. ~, > ~ ~,~,~.i?~: :;'~~O,;· ~~:~~\~',~\c.-:r,~~1' .;~··~r~~~':~·'O·' ¥: .... , ,>~. '~';" "':-
~ 1 '; ..... ... ~i.... ' ••. ",'". ,:. • ,,',.,' • "-:t. h'" • - .. ,,- ~ : - , < • ~, • ., - . ; \' ' .; .:~y .,~,~';:~~:~:' "-::,," ".':::: :':f~":" -,' ,','~; , , :. ,,-,,' , -'" 
~. ~ i .... , . ", ".:;' ~~ .~':':'''-: ": ' if int~i if aply: necessary, to commence prosecution or other action 

• , l< ~ ~ ~ +- t< 11 

:', 1" . ' ~,~J' ,~ ..... 2~ .. ~ ··':9r to the 'ext~nt available by law to a party' other than . '" ........ " .... . 
• I ~ 

'I :~ '.::, S';I(, '''''J'I'an agency' '.""," '::"""')')1" 11" rr;""f;"'~r (f'\). _~ ~ ..... '" A_:" ." , ."" .. t ... ,.. .t .. _ ""110"_' ,- • 
.::- ~ • ~ 6- .... _, • ~ • ... ... '\ , 

(. 
(" 

:r i, ,~ .: -.:' :,~.~ 4:Z'i;),·.mJ~f.( c) The. President shall report to Congi'ess before 

'\. l'" ,.~ '.>~-:" 5,\ Janll~ry,30' of each )?ear on ~ari agenci':by-agen~y basis the 

, ' . ,I . " :" , ,. ',' '6 number of records· aud the number of investigatory files 
:- . I 
\'::\: .. 
i . 

I 
" 

.' ' 

!l:·,lwhich wei'e exclllpted £rol:n jh9 api>1icatio~ of this section 

8: by'rcasort 9f clauses (1) and (2) of s'ubsection (d r during 
, , 

9' 'theimme'dintely preceding calendar year~ f' ',( ;,[., ()~r"; ".' I! 

. 10 " (d) This sec.tion shall' not ,be. held or considered to 

ill: permit the disclosure of the identity of a!ly person who bas, 

. j~d';'riU'llishctl 'information contained 'in' any record. subject to 

13:;: this section .. 

1~ ,I. ;h';~~',(e} Each agency that maintains J.'ecords subject to tbe 

:r '. 15-: proYisions of this section shall publish rulcs establishing rea-
, . 

,. 16 . 'sonable tiincs, places, fees, to -the extent authorized, and pro-, 
_ ... : _ro:t.;'l'~., I> .. ~.." _. * ... • 

;. '" " ':"' "" -.-"' ,17, .. ccdures . to he followed with i'cspect to milking rqconls 

18. 'promvtly available to an individual and other·wise to imple

~ _~.<. :.19. ment the' provisions of section 552a of ~itle. 5, of ~he United 

20.. St!1tes Code •. '. r: 'h" ; ')':';::rt ';-:i! .;: :;.: .~,::; \! d ,:\~ v~ 

21 If (f) -Any employee of t~e United States wh2, under the 

,./ _2~ color ~f agency authority knowingly and willfully violates a' 

-,' ., - _.. 23,', provision of this section; or permits such ;t violation, shall be 

~ . \ _. : 
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5 

,' ... 1 ." (g) Nothing in this section shall be constru~d to pcr- ", 

. 2 mit transfer or similar distribution of any information deemed 

'3 confidential by other statutes.". 

4: ,(0) The table of sections of chapter 5 of title 5, United 

5 States Code, is amended hy inserting: 

"552a. Individual records." 

6 immediately below: 

.~ "552. Public informntion; ngcncy rulcs; opinions, orders, records, and 
proceedings.". 

'7 'SEC. 2. The amendments made by this Act'shall be

S come effective on the ninetieth day following the date of 

9 enactment of this Act . 

. . 
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030 CONGRESS 
2D SESSION 

To amend title 5, United States Code, to pro
vide that persons be apprised of records 

. concerning them which nrc maintained by 
Government agencies. 

By nIl', KOCH 

JANUABY 22,1074 
Referred to the Committee on Government OperAtiOns 
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OtllO"Al fOItM "o. 10 [J $OI().ol06 
MAY 1f62 101110" -
G$A GIN. ItO" NO. 27 

UNITED STATES RNMENT 

Memorandum 
A •• oc. Dlr. ,_._. 

D.p. AD Adm. ~ 
Dep. ,AD 'nv. _ 

A •• ,. 0".1 -. 
Admln: __ , 

TO 'Mr.~ 
: P. F. OtConnell~ 

DATE: 8/30/74 
{:.~f.tr 
Fl, •• & Co 
G.~. 'nv. ' 
·,dent.,. 
In.pectlon _._ 
Int.II. __ FROM 

U b6 Loborotory ._. 
Plan. & Eval. _ 

~umECT: ~I ~~~ __ ~~ ____ ~ 
GS-7,Correlation Unit 

~r:k"::~v:'y 

Files and Communications Division 
EOD: 10/15/42 ' " 

STREAMLlNlNG COMMITTEE SUGGESTION 
#/~ .. f/~' 

L.gal Coun. _. _ 
T.lephone Rm. _ 
Dlr,clot Sec'y _ 

~ 
Employee, through the Streamlining Committee' of the ~EUes 

\ nd Communications Division, has su' ested that when"ro number of 
~ . es_~n a consecutive .... Q~der ~ve ,bee nged to othef f.i1e;j1Umbe~s, 

(" ~c dJisting all of-the-l!changecLto.!s!.:..b.e_p'laced.in the_cabipeGather 
'{han th~. cur1:]mt p£actice of using a separate c;!arq for each "changed 
to" (sa~pler~tacli;2d). , _ 

. ~Ir . 
Thisr.~i.iggestion was considered and a survey was made to 

.deter~ine;the-frequency with which this occurs. It was found that very 
few instiip.;ce~Qccu~ where mor~ than one "changed to II fall in copsecutive 
order. §!lpe~vlsor~. involved with the filing and handling"of '!chah,ged to's" 
were of We opInion that. in the case of files, each file should be account~d 
for with a separate "changed to" card. 

Streamlining Committee, therefore, rec/?mmended that t.he 
ourrent practice of one file for each "changed to" card be continued. 
Miss Crawford will be thanked personally and it is not believed a lette~ 

!>f acknoWledgmen~e necessary. / J Q ~ '" I" 
RECOMMENDATION: ~EC-18 {, b - . .7-r J I f - _ ~ . ". 

"" ~' 
J'I.. For referral to the 'Suggestion· Desk, Tra~ning Division, fQr 

sta~Jl al purposes only. II __ 

( J'f1./ '14 SEP 131974 
,...f!ClU ~~:. ~ _' __ _ 

Enclosure ~ gptJ 1 - Personnel file o~ 
JPB:jw . 1...-_______ ----' 

51SfS~) 2~;4 SEE ADDENDUM OF THE TRAINING DIVISION ON PAGE TWO 

V I 



o 

Due to the observations set fo;rth in the foregoing memorandum 
a~,d the action which will be taken by the Files and Communications 
Division, the Training Division wi1~ list"this idea for statistical purposes orily. 

RECOMMENDATIONS: (1) 

in this instance., 

That the suggestion not be adopted and a letter 
not be prepared for forWarding to _the sugg~i er 

~ pJlr 
(2) On approval, this memorand~ ,,!i~ ~ddendum ' 

will serye as authoritv for Tte Files :;1.nd Communications Divi!3ion to ~~c . 
orally thankl for her interest in making .this suggestion. 

. . /.' ()(J~{I-
~ . rr

l 

.'Iif ~ 
. ~ ~IHI1f 

-2-
--------~---- ---
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Dear~1 _______ ~ 

July 31, 1974 

PERSONAL 

The suggestion submitted by you has 
been re·:,eived regarding th~~isp~§J!!9.~..i>! all files in, 
all cla§.~Jg£!~!io.~ __ a!t~~J!.v..eJ§ar.§. You may be 
interested to know the :matter Is curr(mtly under active 
consideIntion and.studies are being conducted·by FBI 
Headqua:rters. 

Although prior action vms being taken 
in this instance, I appreciate baving the benefit of 
your thoughts on this subject. 

. i---'---''-'' Sincerely yours, 
:: JUL 3 1 1B74 : ' 
.~ IMIL~6 ) I 

, .... 1 .,\.~. If • • 'lr' -~.-... " C M KellmJ , , .......... ',.... • • • ""'#r 
-:t:::""'j .Ft'l --.'" -. _.' . ~. ~.: I 

Clare~~e~:ell~~ l '-d,.! :- ~;S:1) CO~!lc" I: 0 r
ebOI,,, .. -I.. 

1,_l.J~~fl"t".. 

Assoe. Olr. _ jnr '1;2 ~ 'JabRlorilf,'{ 
~::: ~~ ~~:..: : S ~[ Field 'personnel flle 

->.,.~~ .• - - 1 
t-'r"". It .... h' ~ 
:' 0( I I , • i '.' 

Anl,Orr.. 1 .. j.suggestion f1<L+'loliiie------------, '~ 
~~:~:·s-;;'-_ ~ - Per~oiiiiel file of ,I ~ '? 
Exl,Affolr,_ ~M~:rsq.~ . 
FII._&ColII._ (6) j .... CSuggestion 48-75} - ~ 
C.n.lnv._ 
Id.nl. __ NOTE: Suggests auxiliary offices destroy all files if!. all classifications -
::::.~~ . after 5 years; retain on file .front office of origin; an~retai.n 
"' .... '" ~ index cards 20 years and destroy as encountered. ,'. ___ 
Pion. & Evol. ( aU ~. 'Y. I 

~::~l~:v, ~ ~'AU _.,J ~.~. CONTINUED - OVER II 
L.g.ICou"~_ 1. W6.~ ::,\\)/ 
T.I.p/1"". Rill. _ • 

'-Illu!"!l\t,.s .•. ~~,, .............. ,..... MAlI, ROOM F .FTV'PF TTNTT r-l 
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NOTE (Continued) 

By memorandum Po Fo O'Connell to Mr. Marshall dated 
6/6/74 captioned "Destruction of Field Files and Records, II our current 
policy regarding the destruction of field files was set out and it was 
noted we have Archival authority for destruction of vast majority of 
various administrative and noninvestigative file material. Retention 
periods previously approved; however, vary from "when purpose 
served" to three years; therefore, Archival approval had to be secured. ; 
for a 'shorter retention period. When we desire to change the period 
of reter.tion, we must determine whether pew retention period is 
compatible with authority previously granted. This is a tremendous 
adminintrative problem. All pertinent information in a field adminis
trative ~Ir noninvestigative file is duplicated at FBnIQ and FBIHQ files 
are con~;idered to contain record copies. It was pointed out that 
acquisilton of this broad authority would greatly simplify field 

. administration of retention oLadministrative and noninvestigative files. , 
It was approved that Archival authority be 'obtained for disposition of 
all admlnistrative and noninvestigative files in field when they have 
served their purpose. In addition, a trial is currently underway in 
four CaHfornia offices to determine the feasibility of destruction of all 
files in auxi~iary offices after they are referred upon completion. Due 
to the fo::egbigg observations, Training Division recommends no further 
action rElgarding the current proposal. 

-2-
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Employee SughUtion 
., FD-2S2 (F.~·'. 9-11-S9) 

To:' 

DltectOl, FBI 

o . ,. -. 

F~.,m: (Suqqoster's nalr.e)' 

I 
SUGGESTIO;~------------~------L---------------------------------------------~r-~----~----------------------~ 

after 
t\-cards 
'l!\. -0~ 

Auxiliary offices destroy all~les in all classifi~~ 
5~e.a_r1L- Retain on file front office Aof origin. Retai!y<index 
20 years and destroy as encountered. 

~-------------------------------------~-----------------. 'Current pracUce or rule (Include manual citatlon as well as facts) 

Manual Rules and Regulations Pa~t 2"Sectiou 3D. Auxiliary offices 
may destroy files in certain classifications after 5 years. 

~--------------------------------------------------------------------Advantaqes of suqqestlon and annual savlnqs (include basis for estimate) 

This suggestion would save space ~l closed file section. 
It would ada uniformity to the file destructl.on program. 

V 
,.j)e s -\ ~,,\ ,"1, (:, N 

~ 

1--' ---.:...----------i~ 
needed after it 'had been d,stroyed. the offic:e ~ DlsadvantaqeG of suqgestion 

If a file was 
of origin would have to furnish pert~nent surials .It:J' _~! 11 "" .~ 

----- (s 
('fno usc l:>l! tho United States of my suqqestlon shall not form the ba 
as.;iqns upon the Unlted States. I understand that I will be considere 
wlthln two years after submission.) 

NnT n,J:!j iJRDE'!) 
elrs, or 
Is adopted 

/// \ stqnature ano. .me o. er Chief C eri 
l~w:ommondaUons qnd comments of Division liead 
l.nere may De some e~~ceptJ.ons 

appears to be a good idea. 

(Do not write In tills space - for Bureau use only) 

t~~t.{.. but o~erall it . 

~- /h 
~0(' 1<::. Stqnature and Tille ,~~,:- ._ 

I 
.. 
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o o 
January 9, i~'15 

PERSONAL 

, I I 

v 

I 

Federal Bureau of Investigation 
Indianapolis, IndiaiU\ 

'D~r~1 ________ ~ 
I have received your suggestloq, that fUe frgnts be 

'used on both sides. It,JnaY inter.est you to know 'the ~me pro
posa1.ha,s been cPnS~e~ numerol;ts ~Ilne~ iii the, past ,and not 
approved. It~ was, d~cld~ the cost for llrlnt1!tg 'Would, ~ ~ncreased. 
and these fronts ,become mut1lateq,throngh const;tnt:tlse'so that in 
most Instances they would' no~ ,be ~ ~U~ctory condition for 
reuSe. 

while fa~~ble aC,tlon 'was not taken in this :lnstanc~, 
the thoughtfulness you displayed in submitting your id,ea.to me' Is 
lndeed'a]?preclated. 

MAIl-ED? 

JAN 9 1975" 
:·FBI 

Sincerely yo~s, 

C. M. Ketley' 
,Clare~ce M •. ):eil~y 

DJrector 

b6 



NotE,,(Cop.tin~e,dl 

: SaD;le 'idea has 'beeIJ. consider.ed' several~ times in ,p~st'a:nd' not 
adopted. 'T~ere would,'be, ?-ddit~on~l~ost tq tUl~.' th~s~ fron~s 'through eq\lipm~nt 
tw~c~ ·iqr .printing,pn.qoth sid'es. Front~ !bec9nie mutilat.ed through cql:g:;tant 

"'" u~e a,n51,!n ~6st instaf1ces·i:hey.·w~uJ(i'.l}.ot~be il.1 ,sati,~f~~tory yona~t~.on for reuse. 
Ttt~J;.e w,duld' be m~rgiJ:1,~or ~rr9r ·s~o~ld front oe';placed gn fge 'with wrqtlg ... s!de 
l.!P shqWil1g ~nQQrrect ·file i!upi1?~r. Dqe, tq' these views, Training ,Divisipn: " . 

, :i-"e~QP1m.Em.a.t? 'cp.,r.r.e:nt ,i4ea "n.ot,JJe ~appro:v,eg. 

, ' 

-2- .' 



~ '~. ~ 
Employee Suggestion' 
FD-252 (Rev. 9:'11-59) 

"- ...... 

To: 

D 
From: (Suqqoster's name~ 

Date 

'December 31, 1974 
Division of Assiqnment 

b6 Director, FBI V h 
~~~~~ ______ ~~ ______________ ~~~0~u~c~~e~r~c~1~e=r~k~~~~~~~~~ _______ b7c 
I SUGGESTION .. A 

IV.,>t-,. 
I suggest that the Bl1reall "Se.fi u-245 s (File Fronts)' a second 
time for the same purpose. To do so it would only be necessary 
to pr~nt the general information on both sides of ,tl'le file 
fronts. When the fi-le is consolidated (approxim~tely 1 year). 
the· file-front could~e __ t~~ed~~er and used again. 

, , 

Q~/ rl ·eS 

?urrent prac~lce or rule' (lrlclude man~al cllaUon as' well as facts) 

Th~ ~D-24S is ~sed once and then: thrown away, • 
• Advantaqes of sugqest!on and annual savlnqs (include basis fpr esU~ate) 

The cost of file fronts would be cut in half. 
would remain the same. 

~

Pr;i:l't.ing--:c9st~~ 
.... " 

Disadvantaq'es of suqqesUon 

The pertinent, information on the FD-'245 from the first use 
~ould ne~d to' b~ blotted out for the FQ-245 to b~ used ~gain. 

(The use by the Unlled States of my suqqesUon shall not form the ~asis of ci further claim of an 
asslqns upon the United States. I understand that I wlll be conSider 
within, two years after subinlsSlo~.) , 

, 00 Mr. DMrs. DMI~ 

Recommendations and comments of Division t!ead 

This suggestion appears to have 
favorably. 

Ie of SU'qqester 

and is 'recommended 

Slqnature and Title b" -:2.-3/ 9 _~~ f" --_ .... 

• 

J 



. .<0 
Whe lU:t:orney General. 

8 
1 - Mr. Adams = 'Enc. 
1 7 ~r. O'Cdnneli - Enc. 
1 - Mr. Farring1;:.on - Enc'. 
1 -, Mr. Mintz 

, Mr •. Jatnrs A.. Wila~roti:er, ~~O¢iat:e Deputy At.torne~ 
General, bas advised this Sw;eau that. :l.n ,8. conve:r:sal:ion be'bteen 
yau,4ild congressman ~bert 'f. Drinan ~n ~Qh 6,.J.975; Congl;ess-
bum Drinan in~cated, that in 19G8 he '~a~":PUblislied fim.tres . "'\, 
~indioa~~g '1;hat;: :the: FBI had 6 ... 5 .mi<lliQ~ files, at; that time. \.\ 
i'he~~fo~e, ho~ ;'cou14 the FBI 'h~ve th~, 'same ~ttinbGr in, 1915, nn~ '~ 
~~~~n ~ 

~ During our~eoentappear~ee'before'the Uous~ ·s~com- , 
mit.tee a.n' Civl'l Rights 'and constituf;iol;1al nights, info:rmation ''- t\. 
'was 'fi.u:nished, that the PBI c;ur.rent~y has 6.,5 ~llion files on ~ 
hand. J\. reviet'1 o~ pubUshed FBI' Annual Reports for fiscal. years ~ 
1967 - 1969 revealed ~a~ the number of files 'maintained by this' 
,~ureau were, report:a9. ~ followsl 

At:. ,End of Fiscal. 
Year ' 

1961 
196'8' 
~969 

NUxnbarof Files 

5,,425-tOOO 
'5,617",000 
'6'- osa 000 .J I. 

Since ~ur computations arede~ermincd on 'fiscal year 
: sis I We. are furnishing iigUrGs' tor' . the , fi$cal 'Years before 
dafter' .fiscal year 19Gif. AS ~n be seen. ·from. the abovo 
igur~sl we ,iU.d no:c' ~avec 6 .. 5 m!ll'~on 'files i~ :1968,. ,0 ~a: there-, 
are,.. :t. am unab~e to .ilet~e whe~e Co~gressm<m, Dl:~nan iu;"r~ved 
:t: that, figure • 

. .- The D~put:.y At.torney ,~enerai 

Auoc. Dlr. _ NOTE: Above .figures· based Ibn P., F. 0" C6n;nel'l to" Mr. M9~eimott' 
D.p.ADAd';' • .,.. memorandum of a";;lO-75, ca 4:ioned, "Records Sect;ion-Volume of Files 

A~:tD~r.;hW...... at FBtHQ. II It was noted' n' ,this' memorandum thea t the External 
Admln.--.,,- Affa,irs Divi~ipl1.i~ 9 .. 1.1rr .ntly assistillg."a .. '~iter of' :the "W~ll 
~.~;,;:;.:... s~eet Journal" in tJi'!l',. J;ep'a,"~!;~,9n qf an article on this Bur:aU. 
Flles&Co"'. • .,.. ·T~J.s wr'iter has ady~s~a thel'~ur-e~!l'"that 'a I J 
Gen,lnv.",..."",... .an.other w+iter ford#,b~ IIWilJ.. Ai:P.~ji;: Journal, "had writ'f;Oen ar icles 
Idenl. ,- " on the Bureau on 1 '.;.lio; 68 an'ab;1~r5-:68 ,in which articles statements 

I Inspection _ • . ' .. 
Inl.", _., _' ,_ weff': made that the Bu. E1~lt ;.:q~9: r,6'. 5 inill~ori file,s. These articles 
Laboralory_ :could not be loca n' fBufl!l!es. .. _I Y 

. ~;~,~:~Y~I·:~~~·qE"YjlJa ~':.~ 1PR (r~t " ~ #~~. "'~, ~Pl~~--"~':~l~ -l . 
'Jlf - ~ " dI J < ,t Logal Covn.,~ , , JO,., 31 . 

t.lophonrR~. ~, u ~, " r-:'I " ,\t\\X\ 
DIrector S.e·y....:. MAIL: ROOM......:...:... TELETYPE UNIT t....;;...J . ' 

, "... .. 



'" O~!ION~L!Ob"_NO. 10 B $010-106 
co; ..... '·1962 EDIIION 

~ GIN ... ItG~ NO. 27 

UNITED STATES G' RNM~NT 

TO ,.~~:~:~~~ 
FROM : P. F. O'COnnell~ 

SUBJECT: RECORDS SECTION -
OLUME OF FILES AT FBIHQ 

DATE: 

••.. ,Assoc. 01 •• _ .. _, 

Dep. AD Adm. _, 
Dep. AD Inv. _ 

As'I. DIr.: ' . 

Ad~ln.~ 
Compo Sysl. _ 

,E;'I. Affalrs_. 
Flies & Com • ......: 
G~n. Inv. <_. 
Idenl. __ 

I"spectton _ 
':0. in~ell. __ . 

Laboratory • ",- . 

Plan. & Eval._ , -: --

Spec. Inv. _. 
'" ,TraInIng __ 

Legal Coun. _ 
Telephone Rm. _ 

*. DIrector Sec'y_ 

By routing slip' to Mr. Farrington, Mr. Mintz noted, n •••• Drinan 'toid th.e 
A. G. on 3/6 that in 1968 he'saw published figure·the FBI had 6 1/2 million files. 
How could this number be the same in 1975?" 

, 
Review qf publi~hed FB~ Annual Reportsfor Fiscal Years 1967-1969 

maintained in Crime Re~earch Section, External Mfairs Division, reveals m~mber 
9f files was report~d as follows: 

At ~nd'of 
Fiscal' Year Number of Files ?I 

1967 
1968 
1969 

~ 5,425,000 ~ 
5,617, 000 .~ 
6,088,000 _ U 

SA External. Mfairs Division, -is presently asSt' stin; ~~ 1 
r----~=L....----,W~al~l~St~r-e-e-=-t~J~ournal·, in preparation of article on Bureau. ~ 1~ . 
informed him!--__ ~:___:"~"="'="'"-_=_' a repol\tei for' Wall street Journal had wri en ~ 
articles on BUreau on 10-10-68 and, 10-15-68 and tjlat articles contained statement 5 
FBI had 6.1/2 million files. These articles cannot be located in Bufile"s. Bufiles 
reveal on 3;6-68, I IVisited Bureau stating he'was contemplating preparing 
couple of columns on FBI. IIi response·to this request, he 'was furnished,~opy of 
Annual Report and.a number 'of recent Bureau reprints. (94-~-4-:1512-63) Memo 
C. D. DeLoach to l'4r. Tolson, 7-26-68, sets forth, information tha~ Ihad 
interviewed for:rnet 'SAl IInternal Revenue Service, regardiJ;?-g. FBI. 
From ques.tions askedl litflPpeared any articles. on: 1f~I to b~' done by 

I twould be critical. Mr.:.Hoove:r:"il<;ted, I lis a rat. It (94-3-4-
- 1512-66) On 10-1-68. former' Assistant Director T~ E. Bishop, External. Mfairs frf 

Division, stated I . Icam~e to his :?ffice unan~ounc~d~ Adyising~e~ap6Y~it ' 
a two-part story for hIS paper (Wall,.Street Journal). ~~~l.b>prs4mots{ts· '. 
observations t~at articles would be uncomplimentary to Bureau.~ (94"-:.3~r" -6"45--

1B'l~ .. l' fl." ,~t\ 'i4~91_: 
PFO:bpr ~. ___ ....... 
(4) .,..-.. . '1. \S"I --- ... 

~,'Jl<~~' :3 R~P!. 
CONTINUED - OVER U' 
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,..' o a 
Memo OtConnell to McDermott 
Re: Records Section - Volume of Files at FBIHQ 

As an observation, it is noted that at end of Fiscal Year 1968, we had 
5,617,000 files and that possibility exists first- two digits could have been trans
posed by anyone reading them. 

RECOMMENDATION: 

For information. 

,{ 

- 2 -



TO 

OPTIONAllOlM NO •• 'O MAY'''' 10lTION 
G$4 (lIN. liG. HO. 27 o 
UNITED STATES GOVERNMENT 

Memorandum 

o -,' . 

A .. , ., 

A n._~ 
Compo SYlt. 

t. Al/alrs MR. CALLAH4N DATE: 3/7/75 

J. B. ADAM~ 
to U' 

FBI FILES 

Associate Deputy Attorney General Wilderott~r called 
last night to advise that during a breakfast with members' of the 

FU .. & Com._ 

TraInIng __ 

Legal Coun. __ _, 

Telephone Rm. _ 
Director Sec'y_ 

House Judiciary Committee, Congressman Drinan advised the Attorney 
General that he'recalled seeing a statement as far back as 1968 to the 
effect that the F~I had six and one-half million files and, therefore, it 
was inconceivable to him that the number being given .out today by the 
FBI remains the same. The Attorney General is desirous of any infor 
tion we can shed on this. 

Mr. Wilder otter also advised that an investigator for the, ( 
Rockefeller Commission, who is inquiring into allegatic;ms that CIA may 
have been responsible for assassinations, contacted Wilder otter to, gain 
access to the raw FBI files documenting our letterhead memorandum recently ~ 
sent over on"fil:a. aspects of the Kennedy assassiI!ation. Mr. Wilder otter ~ 
advised the investigator that the Department does ,11ot desire to make such ~ 
raw data ~vailable and the investigator indicated he was primarily interested ~ 
in the Laboratory technique utilized in determining that certain ph:otogr~phs \) 
taken in Dallas, Texas, were not those of E. Howard ~unt and Frarik ' "
Sturgis. I advised Mr. Wilder otter that we would prepare a supplemental 
~etterhead memorandum explain).ng,;}X'.IW this conclusion was reached. 

Mr. Mintz was advised of these two requests and is haying 
appropriate communications prepared by the Divisions involved. 

ACTION: REC-1'1 (p It:, - .;! ? /1 -.). ~ "1 
None. rmation only. 

EX-lIO 
-" -~ -, . .:-3.;.. ... 

'~ ,;) 

6 MAR ~9J!i ; ---- . . , 
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'* ,;" ... r (] 

~ ,f 

'R~$. 6:0 -43/9-- 'J)(P$ 
/ ,I I" 

{. Fede~ Bureau o.f IttVe~gatiolr 
~Anton1oJ Texas . 

DearlL--___ .....I 

. .... . ~ 

"'" 

0° 

MaY'71 19'15 

PERSONAL 

• 

, I have received y<.?ur suggestiQn that ~ne fFOnts 

"'" 

be,printed cn both side~. 'It ~y interest YOIl to know the same· 
proposal bas ,bee~, considered numerous times ~n the -past and 

. hot a.pp~ved. n 'Was d~clded th~ cost for printing, would be 
1ncrfmse~ anq, these fronts become-~utUated thrq~ cOll:B~nt 
",,"se so that in'most ipst~ces l:hey'wo~dnot be in satisfactory 
co~dit1o~ for reuse. 

While favorable action was not taken in this 
instance, the tliougbtfulness YOll (ij,f:ipiayed in sub~ing'your 

l. idea to me is 1ndeed,apprec1ate~ -

Sincerely yonrs, 

'MAILED 7 

, MAY7 1.975 ~ . 
CIarence':lJL K~ey 

Director 



.,-.~-

r 

}L....-1 -------' 

l'JOl'E,: (Contihu~d) 

constant qs~ :and -in most instq,nces th~y would ~ot ·be· in 
satisfactory' condition:'for reuse. There would, be n;largiri for 
_ error" should Jr9nt be' placed on file with wrong side up spowing 
.incorrect file JluP1b.~r. pue to th~~e views, Training DjvisiOn. 
reQ911lmerlds' current idea not be app.l;'oved .. 

- 2 -
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• I 

'Empl.oyee Suggestl0r:' 
FD-2S2l(Rev. 9!11-S9) 

. I ' ' • 

To: 

Dtre~tor. FBI 

SUGGESTION 

ester's name) 

My. sugg~s~~ori i,s that form 
both sides~ 

Division ot Asslgnmen.t 

...san Antoni:o 

.fron~.) ,be printed on 

........ 

(}r' , 
; ~ . ~ : 
. ' 

,C':1rreilt I?rcietlc? or fl,lle 'Un'clude, manual' clt(IUon 'a~ weU' iis, facts) 

_ ~ Th:ts form is prege,ntly use.d' on the, one pr.:i:nted side, and when 
~' cons,olidated" .is 4j,.s6a.P.deQ;~ . 

'Advant'ages' of su~qesuon and,annual.saVlnqS' (lncluae\~a~l~ fOr.e:t:im~;e)" ,', ' . • • ": . 

• J 

~ In cq'nsolidattih~ !iiel;?~ b'he'cu:rrentpract;i:~'e ~ 'per, y}:l~ Manuel of Rules 
an~ ReJ,?;ulati.on9, part 2,. ,Sec,tiop.. 3, 11b·, sta~es,; "fil~$ in .all clas's;t:-fi-: 

, cationl;? 'ml;l:st be 'consolidated within. six :months' a:fter closed or 'referre,d ' 
·upon complet;iop to of:t:i:ge o.f .or:l;gin .. u: - When this' is done., it. leav.es a: Ci'l J ~ 
. top and ,bott'oIQ from each individual case, :of wllich the 'bqttom may b,~,_re,us d 
,and the top i.5 tben, dis¢?-rded. - Most of :tbe time" the file top is still i 
e,Xcellent condition:.pnd could. easily be r'euSed., Being able ·to J),se two 

: sides 'I,'lould of coul;'se Qut th~ ne~d and cost in half, ani:l would a-J,.so sav~ 
tim~ arid money- in' shipping:' and in, trash disposal. 

'I • 

, . 
, , 

, Dis'Cd~dntaqe,s of suqqe,stion 

NoneknoWl).; 

" 
. .~' 

I 



AprIl'll, 19'75 

PROPO~ED CHA~G~, IN: . . 
o ,!44NUAL OF'RULES.AND ~QULAnONS 

h(~S '-
The iolloWlng should, be incorporated as 'ase~ra~~ paragraph 

in.the Manual ,of'Rules-and Regwattop.s, Part II, Section 3, P~ge 15d, 
following E.l~d.: . 

In considering the, above it· should be borne'·in.mbid when, 
a file·is opened designating a particular individual as· the 
subJect'of that-rUe that the Bureau be· in the position to 
justify.tlfe establishment and later' the maintenance of that 
fUe on -the grounds· that there -is ,sUfficient jurisdicUon for 
the Bureau to investigate that matter as a separate activity. 
This is also applicable to the use. of snbfiles4' "meaning that 
if snch- ~. file is operied it must meet this test. . . 

HNB:Iijw 
(4) 

~OTE: Ba~e4 on meI):1oran'~uin_ 3/20/75 B~_ss~tt.to 'Caiialian ¢~pti6~e9 
','pase Load;, 'Philadelphia Di~,sion; II\spection Matter'"as· well as SAC 
'Memorand~IQ 16r 75 qated',4/~/75~ 6 -6-;231 r ..;;;.-, i' 

NOT R,ECORC:£-o-+ 
A.soc .. orr._ 

Dep. AD Ad",._ 

Dep. AD'ln';.,..... 
Assl .. j:Hr.: 

AdmIn. _____ _ 

Compo Sysl.".....

Exl, AffaIrs =-
File,S & Com. _ 
Gon.lnv __ 

Ielenl. - ~~-~ ~ __ 

Inspe~lIon .......... 

I Inle" • ......----.. 
Labo{oto,y _ 

p,la.n. & Eval.~ JJ 1/) 
. ~;~I~:r-' , J U r r}/iI.10--

egal.Coun. -~ • ''J~lb 
elephone Rm. _ 

IreClor Sec'~ ~. ~RQOM.CJ 

,,-

• :r 

.-

. , 



Assoc. D,It • ...........-

• ..~ - "~tTlONAllo~IN;.o • ~ ~. ~~10710" 
-MAY 1t/>2 It!l....... • 

'" .e\. o~rOtN.-lIO. NO~ 27 • 

UNITErrSTAT,ES.GO 'RNMENT 
.. 

, ~ ,Memorandum 
.... Dep. AD Adm. _ 

Dep. AD In ... __ 

Ass'. 01 •• , 

Admln •. -~ 

TO 

~FROM 

SUBJECT: 

~ •. M<;Derm~t~~WJ 
w. L. B!liley~ ~. 

" files 
S~GGE~QwN~#S~6~-~7~6~ ________ --, 
SUBMITTED BYl I 
GENERAL INVESTIGATIVE DIVISION 

DATE: 
9/19/75 

\ 

Comp,'Sys,. -.:.. 

\:i::t!l'tS : 
G~l:_" 
Idenl. ---:::--"" 
Inspection ~: ' .; 

,.,,11. / Loboro'iory _ , 

Pion. &tJval. ' 

(

Spec. In ... 

~---,Art /-t Legol Cou~.;c 
Telephone Rb i:) c 

Dlreclor secb 7 C 

. comments of· Files ant ~Q~!DiC;:j;r Division (FCD) 
have been requested concerning suggestion that 
a tag or stamp be use~ to faci 1 a e ava a 1 ity and use of 
files ,by_o_the~ur.e u_peI:sonne1-wheIl..-t~Y...~9.h!!:g~JL9J!Lt9 
and being held b ,reedom of Info matioD-~c~ __ (~I~ Section 
employees be~ause C?f an FOIA reque~A~proposed stamp 'or'~tag_ 
would read as fpllows: WIT -' .' 

Information in this file is needed in an FOIA request. 
Please return this file to in Room . • 
By • Subj ect • 

(date) 

The, ~irst q~estionii~ where would such a st~mp or tag 
be.placed;. The answer, is to. place it on the pink forwarding 
~l~~orm 4-7 (copy attached), ~hich is used to-lorwara-a-file 

from "-the person presently hol.ding the file to the. next employee 
I' ,i/ho ne,eds the file. There may be several requests pending for 
I the same file resulting in the names ,of. several. persons (and. 

other information) being listed on the forwarding slip, often 
req~iri~g two or three slips for some files ~~ great del!l,and. 
Also, th~re are often several employees in FOIA Section~who have 
refe~ences appearing in the same general file inconne~~ion with'~ 
different FOIA requests at the same time, which could create ~ 
confusion as to which emp~9yee wil~ need the file first even . 
though al~ their names are on th~ :!=.9J::.w.~.rding slip. However, ' 
the loca te clerk would indicate on the'stamp or @~. for t.4e " 
file to be r~turned to the ~~Ption ema[~fi~e ~s'~,~e~\~9t 
from, which mayor may not b ~ pig~t priori OIX-reques~ . 
Use of proposed stamp or tag~wou cut.~own on the .available 
space to be ·used since two,;-or' three lines of, the six lines on 
t~e Form 4-7 would be n~ede:d for th'e stamp 01- ta:'g"-Gven if, the 
information proposed to be on the stamp or tag is shortened 

~ 
. 5 OCT 1 1975 

Enclosures:., .... ~ CJ :2. 1-:-7S~ 
(u ~~1-"lS') - _: --,,*./.\ 

1 - Training Di1'--~ ~~'U" '/ ~.t...:_ :--..""'~ ~~C\o.U:.., - W' 
,~ ("('\\.- -::.....c....p • 

~1LWB:jdb \/ . ~\\111(e, ;/r 

.84.JAN112'>m7S' . " . CONTINUED-OVER 
._ 'SEE ADDENDUM OF THE TRAINING DIVISION ON PAGE THREE 

1r\~ e~-. 4b )"V\a..~ 3.""=-$'''....:.,'...:.(. _____ · _.!...-___ -'-_____ ---__ --l _ ..... ~eto.-i)·.··-J .~ 
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Memorandum W. L. Bailey to Mr. McDermott 
Re: SUGGESTION #86-76 

because of space ~imitations as ~ollows: 

FILE NEEDED FOR FOIA REQVEST: 
RETURN TO: RM'. . 

o 

---SUBJECT: . 
--~----------------------

Considerab~e thought ha~ been given to this suggestion 
and it was discussed with the lo~ate clerks who would have to 
use the stamp or tags. A stamp is definitely not fea~i~le be
cause it would be highly impractical for a locate clerk to carry 
a stamp and stamp pad around. If the~~7 'Forms were ~tamped or 
printed in advance, the locate clerk would hav~ ·to carry both a 
supply of 4-7 Forms with and withoutth1S notice which they 
felt would be objectionable. Also, this would not ~vercome the 
need to put this notice on ,.a Form 4-7 already on the fil~ list-
ing other names of people who are to receive the file after the 
FOIA Section employee. In such a case, it would probably be 
neces~ary to execute a routing slip with this information on it 
and attach it to the file. This would be an additional step :t:or 
the locate clerk as instructions call for a serial marker Form 4-49 
to be executed and attached to the file (marking the serial re
ference or outside the file if a main file re'quest) which is to be 
delivered by the locate clerk if the file can be released' by the 
person'who has it when it is found by the locate clerk. 

At'tached are samples of two types of presstiresensitive 
l,abels that could be used on For!ll 4"'!'7 to possib:l$ acco~"Odate the 
basic 1nforma tion suggester had i.n mind. The blue label comes in 
flat folded '8 rt x 12" sheets of 24 labels each and the white label 
with tlie' red ,border comes ,in ·rolls' 'of ,250 each). Computer Systems 
Division" coul,c;1' print these 'qU,i,c!tiy'and the. loca,te clerks could 
carry a supply (preferab,ly th,e 'flat sheets of labels) around with 
them for use when heeded. The locate clerks are not enthusiastic 
about us,ingt,~ese l~bel~ but)t is re.commended that ,this, procedure 
be used~ for a tri~l period of ~O·,day~. 

RECOMMENDAT·ION: 

} For referral: toSugges~i9ns DesR, Training Divisio~, 
for appropri~ ~e' aCk~owl~ageme~t.,f ., l 

• 1 
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Memorandum W. L. Bailey to Mr. McDermott 
Re: SUGGESTION =#/: 88-76 

ADDENDUM OF THE TRAINING DMSION'~L:Sl~24/75. 
Due to the foregoing request of the Files and 

Communications Division, Training'Division has no objection to the 
trial period recommended. It dqes appear that this system would be 
complicated and might .not prove beneficial in handling this procedure; 
however, during the trial peri9d it is believed that a better system 
may become apparent. There is no doubt many problems' exist 
with respect to handling these file requests. 

RECOMMENDATIONS: (1) That the suggestion be acknowledged by the 
attached letter and the suggester advised that a 

60 -day trial period is being initiated regarding this procedure. 

(2) On approval, this meplorandum wil1..serve as 
the authority for the Files and Communications Division to take the action 
necessary to implement the trW period. 

(3) Upon completion of fuis survey, the Suggestion 
Desk, Training Division, should be advised of the final dec).pion so that 
final action,may be taken with respect to the suggester. ~~. 

~ 
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, . -
4-7 <Rev. 4-27-71) -0 . 

0 0 . 

FORWARD THIS FILE TO SUPERVISOR IN ORDER LISTED 
PLEASE TRANSFER, CALL EXT. I I 

SUPERVISOR ROOM SUBJECT SERIAL. OATE 

~ILE NEEDED FOR FOIA REQUEST: 
.RETURN TO: RM • 
.sUBJECT: 

4.q·:<ReV'( 4-27-71) 

0 ~ N ._ 0 " 

-. -

FORWARD THIS FILE TO SUPERVISOR IN ORDER LISTED 
PLEASE TRANSFER, CALL EXT. I I 

SUPERVISOR ROOM SUBJECT SERIAL. OATE 

~--o!o~~~.- '~c:::: 

f 

FILE NEEDED FOR FOIA REQUEST: 1 
t± ~ __ 

~,I: RE~URN TO: RM. 

Ii SUBJECT: .;c , 
-~; 

E~c1osure to memorandum W. L. ~~~~ ~ pre McDermott dated 9/19/75 
___ LWB:.jdb £NC[U~U"t h' h __ ,).. 31 7 - ~ ~~t 
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UNITED STATES GOVERNMENT 

Memorandum 
TO Mr: MCDermo~~ DATE: 7-16-75 

A1SOC. DI •• _ 

D.p. AD Acltn. -: 
Dep. AD 1""1._ 

Aut. DI", 
A4",1". __ 

C_P.SY"~ 
ExI. AIE"lrs . 
FIt;..I&,~ . .,Z : 
G~._. 

b 6 ,eI_",. __ . 
,FROM L.....--_----I~ , Insl"lctlon_ 

11'11«11. __ 

MAINTENANCE OF FILES AT FBI HEADQUARTERS 

Loba'Glary _ 

Plol'I. & Eval. _ 
$1"14:.11'1"._ 

T,olnin'il_. 
Legal Coun. _ 

T.'~ph""o R ..... _ ! 

The purpose of this memorandum is to recommend formalization ;£,;c, ... S~c:'y - • ! 
policy concerning maintenance of files at 'FBIHQ, including those kept in the ~ J 

Special File Room and in the offices of various FBIHQ officials. 

The vast majority of the 6,500,000 files maintained at FBmQ do not 
present any special maintenance problems, and this memorandum is not suggesting 
or recommending' any changes in procedure with respect to those files; however, 
there are certain files which do r~quire special 9ancUing and it is this small group . 
of files which will be considered here. . J 

The Special File Room is located in Room .5847, JEH Building, access 10 J 
this room is limited, and at the present tiIP:e, approJP,mately 8,.700 fil!=s are (*"\,: 
maintai.l1ed in the Special File Room. These files can be broken down into three ~ 
general classifications; namely, special files, Bureau Source files, and "June" r;;..' 
files. The special files contain information of an extremely confidential or \J' 
delicate nature such as data concerning highly sensitive criminal or security 
sources, 'information yoncerning individuals who 'because of their positions or { 
because of its nature to whicli access should be limited, and some of the mOl'e ~ 
offensive obscene material collected in connection with FBI investigations. Burea~ 
SOurce files concern highly' senpitive secUrity information. "June" files pertain ~ 
to matters involving technical surveillance. Bureau 'source files and "June" files i' 
are, by established policy, maintained in the Special File Room. GOod' ju~ment '- . 
and common sense are the' criteria for designating other files which are to be "
main~ined in the Special File Room. , 

~ 
One other category of files, other than those kept in the Special File ~ 

Room, receive special handling. That category is those files which are kept in 
Intelligence Division space, General Investigative Division space, Special Investi
gative Division space, in an" Assistant Director's office, .or the Associate Direct0!f~ 
office. Total files in the category number approximately 380. ta 

P:::.f!... i- .231/7- ~" 
--.....- -...-....-.,.. V< t:;l 

NOT Pw.G¥)~r."ff"'~" ...... 
170 JJ\f1 4 1978 ., ;al 

1 - Mr. Callahan (sent direct) 
1 - Mr. Jenkins (sent/direct) 
1 - Mr~' '4dams (sent direct) 

~"1 8 -4 JA~ 4. m19SSsistant Directors (sent direct) 
~ HRH:jtw:bpr 

ALL INFOL:.HATIONJ.CO~~TA·tlmD eo "k ~, 
HEREIN....IS .... UNCLASSIFJED ~~~t I § 
~A-T-E !..\ - ~-4~ \;)1\.~ \\1--""'- 0.' 

--~- -110\ " ~--L.t-..:..":':'::~"'-~~~/A ~ .. ) 
• to "' !I 
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~ 
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MemorandUmI Ito Mr. IVIcDermott 
Re: Maintenance of Files at FBI Headquarters 
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In t~e past, the Assistant Director of the division having supervisory cogni
zance of a particular matt~~ has had the responsibility of determining what files 
should be kept in the Special File. Room or maintained in one of the investigative 

. 'division's space or in another official's office. With co~plete perimeter building 
security, ~elelift transmission of files from one division to another in sealed con
tainers, and conSidering that Files and Communications Divi~ion's space is manned 
24-hours a day, 7 days a week, any special maintenance practices for files should b. 
restricted to those instances where the file requires extraordinary security that the: 
Special File Room does not afford, or, durmg a "speCial" where there is virtually 
an almost·constant need for immediate access to all volume's of a file, but n~ver as ' 
matter of mere convenience or preference. 

Memoranda must be prepared by the appropriate off~cial w!jen slJ'ecial. main
tenance 9f any file is desired and approved' by the Deputy AsSOCiate Director 
(Administration). This procedure should be adhered to in every ins,ta.,}ce 'and 
procedure formalized into policy. 

. , 

Files and'Communications Division does not propose' any' chaIiges in indexing 
procedures with respect to any files kept in the Special File Room, in an inyestigati \ 
division's space, or in the office of officials at FBIHQ. Files which are maintained 
in the Special File Rqom,in·.an investigative . division's space, or i~ the .office of an 
official at FBIHQ are not "flagged" in the general indic~s.,The iild~ces will merely 
identify a file num1?er. An employee who is looking for a file which' is:design~ted fo 
maintenance somewhere other than in our regular filing s~ace wi~l dete:r'lulne this' , 
information upon going to the file" cabinet where the particular file-would normally bE 
stored. The fact that particular file is maintained' elsewhere is noted on a card whi( 
serves~ in .. effect, ~< ~ chargeout and indicates where the file is kept. Files which , 
are mafutained in~ the Special File Room have a label ~fixed to·the file cover stating' 
-that file is one that is maintained in the Special File Room. These procedures 
should rema~ as they are •. 

Inasmuch as space "in the Special File .Room is limited, the number of reques 
for placing files in the Special File Room is increasing, and there is an ind~cation a1 
FBIHQ supervisors are unaware of procedures to be·foUowedrwith resp~ct to placing 
files in the.Special File Room, it is desirable at this time to advise FBIHQ super
visory personnel of the existence of the Special File Room and the administrative 
procedures to be followed to place files in the Special File Room. 

RECOMMENDATIONS: " 

1. That special files, Bureau squrce files, and'" June" f~es continu~ to be 
kept in 8P.ecial File Room • 

~ 

EI1Cl(...:. .. ...:!. ~..: I OVER 
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RECOMMENDATIONS: (Continued) 

2. That FBIHQ supervisory personnel be advised, formally, of the 
existence of the Special File ~oom and the availability of the special handling and 
limited access services which are provided.' Attached for approval is proposed 
Memorandum to All Bureau Officials and Supervisors, as well as proposed revision 
for Manual for Bureau Supervisors. 

. 
3. That 'each official on the Assistant Director's level or above have 

authority to designate maintenance of any file -in the Special File Room, such 
requests to be transmitted to the Files and Communications 'Division in 
memorandumfprm. • . 

4. That requests for authority to maintain a file in space other than 
controlled by"the Files and Commtmications Divis~on r~quire the appr.oval of the 
Deputy Associate Director (Administration) and that such instances be limited to 
a bare minimum. ' 

I' 
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September.' 26,; 1975 

PE~.SONAL 

I I , . 
FederaI BUreau of. IiiVestigri.tion 
'Washington" D •. C.: 

Dea1~L.. ____ ----J 

.... 

I ~ave r~ceived,your suggestion that a stamp"or tag. 
bem·ing. certain iI\formatio~ be' used in :conne~on :w1tltfUe '~~queSts, 
when these files ,are located in a particular, tib.it. Aft~ careful, 
consideration; itilas ,peen decided, ~ ~,*. a: proce~e ,Win be 
utilized ~ a sixty-day trial basis to,ascertaiil:J,( it would be bene-
ficial'inhandling't.h1S work. yau·wiU'be advisedof,tb.e final· . 
decision,~ the'Inatter~ > " ., 

, ,The m~rest and initiativ~ which pr~mptedyou to. 
,sub~t your'idea. to'~eru;e indeedappre~ted., 

1 MAILED 7 J ~erely fours,. 
SEP 2'91975 

Inspection ._. .. 

Inlell. --------.. 
Laboralory,,",,""-

~·FBI 

Pion. & eyal. - . l / 

Spec. Iny.. ~ WJ.I 
Training c/ 

,Legal Coun. -. • (-./ \ \,1), 
'Telephone RO!, ..... • 

DlreCIorSeC'5b 3tM~~295 .. a TE~E'1;YPE U~TD' 

.' 

b6 
b7C 



~ , '" ~ployo(o~uoo~stion ! 
FD-252 (Rev. 9-11-59) 

~- T 

Date 

1975 b6 
To: Division. of Asslqnment b 7 C 

Director, FBI General.. Investigative 

SUGGESTION When a file being he1.<;1_-!E th~dom--2f .. :in£oiJIl.st-ig!LAg.t_,_{~9;q1L 
- . U.!!.i.t_~lso ne.~d~d irc~§.:;-":"'~~fi-o~~ t_h~ Burea~!_ !-h~ _f}.l~ §h9~~;l.cLb~ 

: "forwardecrc6tne requesting Sec.t~on w~tn::flie f'QJ:rgw~hg stamp or tag 
aftaQnedj~ Information in this file is ,needed· in an FOI~request~ 

Please return this' fIle to in Room 

l .. 

by Subject 
,-------...;.-...,...---:--~.--;- .. 

o· 
f, /~S 

c~r,relli practlce or rule (Include manual citation a's well as facts) Due to' the . workload' in the FOIA Uni' 
'it is ,often diff~cul~ for a r.eqq~sted ~ile to b~ locate~. When a fi~~ i~. 
located FOIA'Unit dQes not release it until the~r wOl;k ~s com leted.· Th"s 
causes £iles t a' ~ e 
Advantaqes 0'( su'gqestlon .and annual savings (l~chiae basls for ~stlmate) 

1. 
2. 

Other Sections 
The requesting 
to their other 

of the Bureau will receive ·p.erti,nent Fil~s when neede • , 
Un~ts and locate c;I.er.ks· w;i.;J..l. have m0l:'e t'ime -t;o devote i.' 
work. • 

~ , ~1 "~:. ~~,~ 
't' .;"-.;2'111 ta".~ . 

REC .. Sl tI- .~ 3;f-~lIl)J' 
-~'e' c ••.• ' 

: Disadvantages of suq~estlon ,Bo.th the' receiving Uni1;' and FOIAUni:~ m~.st' ~loW-~.b 
, insure the f.i;J..e~ r~turn to :fOrA Unit •. 

S OCT 1 1f;75 
____ c ___ -' -rs) 

'(The use by the Un~ted States of my suggestion c ~hal1 not form th~-basls, of a furlher cialm of any nature by'me, my heirs, or ~, 
a,sslqns, upon' the UnHe,dStates. 1,. understand diat I w1l1 pe conslder!td for 1 rgestlon Is adopted' 

• c within ~wo years after·~u~mlsslon.) :", _ _ ~1- ' 
KXlMr. DMrs. .EJMlss 'if:" . , . ' 

, - - Signature and Hie of Sugqester 

Recommendations and comments '9£ Dlvls-lon.He<iil Recognizing speCial problems(inherent in 
FOIA workload, General Investigativ~ Division fe~ls such a 
stamp or tag 'ha'~ merit when cons( j.n tb gr ing , og ja~" 
of files 9rea~ed by the, cu~rent '( . 
practice. 
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January 21, 1976 

PERSO~ 

bb .-p2.3 17-;17/ 
I I 
~ederal Bureau of Investigation 
WashIngton, D. C. -

Deat1L.-____ -----I 
Your suggestion has been received that a: 'system be 

implemented for ~eturning ce.rtain ~terial to fUes by ,per~~nel in' 
,a particular section., It ,may ~'Q.terest you to know this proposal has 
~en negated bY ,a new searchi~g procedure which was implemented 
by a letter ~m theDepartmen~ of Justice~ 

I ~ppreciate, the .interest which led ypu to give' m~ 
the benefit 'of y~ thoughts on this matter. . , 

MAILED Z 

JAN 2 11976 
FDI 

1 - Mr. McDermott-

Sin~er~ly yours, 

c ... M~ Kelley' 

'Clarence M. Kelley 
Director ' 

~ 
- Pers6miel file of 

Assoc,.D, •• ,_._ L:sI~ L...------"I':"T'"-~----' 

1\ 

, 
~ 
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~::: ~~ ~~~ .... _ (5) (Suggestion 339 -76) ~, ; '''.1:; 

A:~~i~~r~ NOTE: .Suggests iI?Plementing"~S~YSEr~, w~e1~b'y FOIPA .pe:rsc;milel COUld. 
Compo S~~t • ...,..." return to, fIle all those flIes Whlch:;cont~un "See" references to theIr 
Ext. Allah • ...-.; subjects. " - -.- _, --~_ c /iliJ-./ 
Filo' & C"m.,..... _ __ ~ 

~o::':~:~n= ~ :_:'-;' .. t.A\f~les and Communications i>iV"i~iO~ noted'this ide.a con~~~rning Intoll. -,--;",~ .. l\SeetJ"~,e,~~:rences has been negated by new searching pr.g~~dure, Implemented by 
Laboratory -- DeputY Attorney General Harold P. Tyler, .Tr., letter :00' the Director dated 
:~:~~n~yal'~~\Jl'fi~8IV5~O iBhe\ffo tliis observation~1 Training Division recommends'n6""further 

\7~::n~o~n 1\ ,J.. actIon re~rdin~ p,)proposal. -" - -
~ re.AptJJ"\~,,,! ~ 8 10ZFt ./ 

Dlroctor Soc'y ~ MA~ ROOM'c-tJ TE~rf'"D GPO, m5 Q - 5&9.920, 
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To: Fro",,- ISu,itfester's name) , 

Director, fBI I 
,SpGGESTI0r-! 

D(lte 

a,"5-76 
!)tvlSlon of ,Asslqnment 

Files 

-,.~ 

i; 
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" ' _ >My suggest,ion consist of implem~ntin9/ a system where 
~;rt'~, p~3 ... ~n~l.':q,9ul~~~lm-~0-:f';>;t.e .~!.1 tho~~i~~~ which conj:~..il)---, 

n$.ee ~e;erences to the~r su~»eqts. (See" a"~a.cIretl·) • -' -
• q~ .. ..".",. 

Current pra~tfce or'rule (Include manual c!tat!on as well as facts'-' . ' ' , 

. . . 'Ho~d all files until proc~?s~n9. an,d final outgoingp are 
.completed-.~ 

"A.dvan'taqes of,'suQ'qesilon an~ annual sav~nqs U,n<:lucie' basls. fo'r estlmate) 

,AdvO:.n.tagesJ,0uld 'i11914de g}:~at;er effici~ncy anp ~tili"'" 
~ati(;»i ,.of "SP?-9'e _ by F0r.P~, pe:q;dimel.:. ~~e gr,eatest _ ?-dv~nt~~e wq:u~d 
'be th~t., fewe;t; f~les 'wqu*db~ 'kep,i;: w~ tl1~I). the ?eqt~~m mak~ng th7f1l 
,avai;tab;L~ to qt~e:t;s wl.;thin tlJ,e ~BI. Since feWer -ii,les would bY i 
in ,the. section" there would ,be less work 'for the locate unit!t.lj · 
S;>vings tolQcateu~it w9ti.~d be. l?~i:S hOUJ;1 ~;r day or'lO ,'S.? i ,f' . 

~l6:,.281 annually,. T,l.m~ sav:1-ng' es,t~f(lated by. ~~ I' ~ 
'Supetv~~or, 110C~i;:~ '';1~~t. 'Mol)~tary savin~s <;a ,~ul~t,~?i;_ .by, I. -
Iv~:m So?ien,. :o~ D;L YJ.'SJ;oI,l, 3: ~~ would.p~ d~f~'~9UI t t04 qal<?'7~~t;~ ~ 
the mqnet~ry saV-ings, a9hl.eved ~hrough the, .J.ncreased .... :~~f~c.l:·ency; 
,and _,ut;i.l:±z~t~ono£_. personnel made po~sib;t.e· l:?y this sU$Jge~"t:~f,n., 
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Wheit atl analy.st r!=ce;i.ves a,. seaich-sJ..ip't he ·geh~ra~~y. 
'-9all~ '-the f,tl:e or: '~ends., .the, slip to F~le. Revi'eW'.· J;n eith¢r 
case he eventually nas ·many ~i+es ~n the .se~tiqn eyen -~hQ~gh 
h~s only interes.t rt\ay Qe_ a: few 'rSe~'1I .:r;ef¢,J;ences. My' sug~eptec:l 
.syst_eJll\'l9uld -F~quire - the an~lyst- to immeaiately -send all Ident 
nS'~en re:f:er~~qes' tq seri...al. J;eiJtoy~~,S for ~erox~ng- ;befo~~ rev:j..ewing 

, ~ ~h~ r 7ferences for ·di.spemi-~at~op.. When th~ ~er9xing is 'compl~ted! 
t~~ ~~le 'w,qul51' be .;re~urrr -to . f~l<?, _ The., ?;~al.y~t~ ~lOu~d ~hen l~o!=k 
'''loth the x~rqxeq cppl.es ~ __ Tli.~ only ~o:t:esee.ab]e .except..l.on ·to 

" -

th~s pro9:edure would be _whe,n, the r.efeienc,e, ,.is c+.p.ss~fi~a. _ It 
wO.':ll9,'- th~~ be gec~,ssary tQ ;hold t!1.e .;:L,le pen.d;ng ,a .c;::l?ss'i:fi
cation memo to· Division' 5. 'When~ ·the .f.£nal let'ter w~th' ~ 
-~iXc.lqsures -:i:s' ·sent~ -.the. ana;ly?tr\'lOul!:1' tl1E?~ qali tpe. file, anfl 
.st?I.UP tl:i~m. This, \'lo"u~~ .e~iminate" 'ho~ding the. f;leq in t1:l~ -

. _ FOIPA Section. - - . 
- -.. 

:ii: .. 
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't7ovel'ilber' 20 I 1975 

PROPOSED CHANGES IN 
MANUAL FOR BUREAU SUPERVISOR~> 

S~ction i2; (3), P?ge 6, ~~st paragraph, 'second'line, 
delC':lt~, t!l:3th & X Buildings,." ' 

~ectiQn' '14,1 '(2) t pag~ .9 f' am~nd~lrd ,and £:qurth (3entenoes 
to read a.s follo~;r~:' 01 

. Piles called by clerical personnel must be, 
~ in the' name 'orthe Agent supervisor for )'1hom . 

he ,or 'she is working and to the attentIon' of,.the·, 
,person' who wIll 'actually' use the fIle'. For 
example ,', Clerk or stenoqrapher, performing' work 
for Agent Doe would. request. file for "Agent 
Doe, attention Miss Jones ,.It. .,Room , 
extension: ,~ " and, "negula:r or: 41special1t· 
dep~ndinq on,.the, urgenoy of the request.'· 

'Se'9tiott ,~4. t, (19) ,i ~(a.); r Pflge' 1'4;; de~~'te ia~t i:."10 .paragraJ>h~, .. 

Section 3?, P!lge 44, anle~d third, ·l~ne. t9 read as foi;Lows: 

of Re'cordiL.pi~ppsnl", Act, Title 44, USC, Sect,ion3303a. 

'NOTE: . 'Change,s, lsubxni~t.edto pring m'al1ua),. \lP-to-~ate. 
,No challge iii., .Bureau ~ol:icy involved. 

. "(~'P/ TBD : ev,p 
A".OC"I?"~ .,~ (6)~' 
De~. AD Adm. _ '.' 
,D~p. AD Iny • ..- • 

Aa",ln,_ 

CO';'P. S;.t .. ~ 
Ext. Alloirs ....
File. & Com. __ 

~en,lnv,,~ 

Ident~~ 

InspectIon _ .. _. 

Jntell.~ 
\'oborotolY _ 

PI.n~ 3o'JOycil. "-

~::~I~:V' ~.~ It ~ 
~:~;~~~nEC 29"191'0' l 

'DJ,:bor'!-ec'y ~ MAIL. ROOM, . 

• ,JIIj , Wei ~ - __ .... ,"",'9'7i011' _ 

TELETYPF: UNIT 0' 

, ' 
~ 
~ 
M 
{ 

~ 
~: 



" " 
.. 

o,1ioNAI ;OlM~NO. 10 SOlO-lOt 

-- -b~~;'kr;OS~ATES G ~RNMENT _ . _. 

MAY 1f62 IOIllON 8 
-Memorandum retu!'.!' ~1~~~1 

SUBJECT: 

IVIr. Jenkins DATE: 2}'}3/76 

W. M. Moone~·~--r ~' ~\ rIles 
FILE TRANSMITT~L SLIP (Form 4-49) 
SUGGESTION 357 -76 SUBMITTED BY 

-s-Ai I 
INTELLIGENCE DIVISION 

b6 
b7C 

Assoc.Dlr._ 
D.~. AD Adm. _ 
Dep. AD Inv. _ 

Assl. Dlr.: 
Ad~ln. __ · 

,C';mp. Sy,I._ 
Ext. Affair' _ 

File, & Com._ 
G.n. Inv. _'. _ 
Ident. __ 

In,pectlon _ 

Inlell._ 
Laboralory _ 

Plon.& Eval. ..... 'C-J 
\. r"' .... (~~:v_. _. 
'ft Telephone Rm • ....: 

Dlreclor Sec'y _ 

S'UGGESTION: Prop' ses the~elelift"station number be,written on ~~_:t ile transmittal 
. ' _ slip.' Form ,4.-49 __ ll:.e_ctly_abo.v_e.;.Jl1e...r.QQm..n\lmPJ~~ to hich destined. 

The file transmit slip, is laced ,on top of ~he file, or in a file .at a serial; I when 
the ~i~e or seria.1 is requested. . , ' . 

·€'URRENT t~RACTICE: Suggester states, the telelift,~tations are ~ow operational at 
FBIHQ:. All.fil,es requested~re placed into the telelift 

boxes for tran~m!ttal~. When an. e~ployeerequ~sts a file, the .employee currently 
furnishes the '~'me·of the'perso~ to wh;om ,the file .i,s-to be charged; t1).e'subject 
matter; and, the room nullifier to whi~h the file is to be sent. 'This data is recorded 
on the transmit~lslip ~hich' accompani~,~< .the ,file to itsdestin~tiop.. 

ADVANTAGES: ~AI Ip,e~ieyes this procedure will expedite 'sorting of files by A 
, ,the Fil~ng UIjit when fil,e:s, a:~~. placed in the various tEHeJift boxe~ 

~here are now ~ev~~~l telE~lift '~tation~ ori. each of the floors. For exampl~, in . 
Intelligence Pivi.sion'(INTD) space'on the fourth floor there are two telelift station~' . 
'(#242 and #232).. Depending~pon where the file is destined, .it must go to one or· the 
oth~r specific stati<;m for delivery. It would be a simple process for those employees 
who receive files through the ,#242 station to mention that nuniber as the telelift 
station when requesting. the file, either orally or ,in writing. Likewise, the same 
would be true-of those ,using ·the#~32 station. .(Even if only one station in a division 
is us.ed, it: would save. 'Filing Unit ·employe~~. the need for le~iJlgcu~vision '"1>.;»4 
telelift number'each hme.) ~\\)!\ REC·6~. b to - ~ -..317" ~ I~ok' 

~ 'tJ'. 7.. tR8B ,1'3 '1976" f{/ 

If this proc~~re insti~t~d;-i:t wbulci.save thWing Unit 
personnel considerable time, which is nowj,~sed~.tg~Jo.o~,up-;.t1ie·i¢~ctte~~lif,t sta:tio~ 
whicl) would be involved to route the -file to:the pt9P'~~ ~~d.iy,~dJal; 'If the'three-digit 
tel~l~t,nu.mber is writtep.,4irectly above t~~;~Q~ni:rni.11noer,on ~e:transll?-ittat slip.
accompanying the file, it would elimh181e ~qrr~!1l!~r;'lt.!!i?:e_d:by Filing VlJ.it pers,l nn~l 
looking up the proper. te~elift station. - ,.: l"T - , ~ 

Enclosure,....J ~/~/h" f~"" 
~L:SlP~.t . 

.(2) ~ b Q -..J 1~76u,-___ ----, 
1 - Mr. Mc~(Attention: ..... 1 ___ --..... 

,CONTINUED - OVER 
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Memorandum W. M. Mooney to Mr. Jenkins 
Re: File Transmittal Slip (Form 4-49) 

~h::tjQD 3~:_~6. S'lbritted 
By 

Inte Igence IVlSlon 

e .' 

Savings could be estimated by the Records Section based on the 
number of minutes saved each day multiplied by the number of workdays for 'a 

b6 

year. An indication 'of potential annual savings, is the fact that in INTD alone, at). 
aver~ge'of,about 300 files, are pulled nightly by Filing Unit. If each of these now 
requires 15 s~conds 'tim~for ,the Filing Unit personnel to determine to which telelift 
station they should be sent, this idea would save 75 minutes each for INTD files alone. 
This figure does not include files pulled during the day for INTD. I 

The proposal, if adopted, could also save a smaller 'amoilnt of time 
within each division when files are routed intradivision or ·interdivision. This same 
procedure might be 'adaptab~e to' other items being sentt'lrough the telelift system, 
such as messenger 'envelopes designated for 'specific individuals and roo~ numbers 
'when the telelift number ,is known. 

The important thing to be considered is efficiency an,d tim~, not 
necessarily'monetary savings, although the latter 'would be achieved based.on time 
and efficiency. 

OBSERVATIONS: The Intelligence' Division deferred to Files and Communications 
Division regarding thf~ 'matter. 

Files and Communications Division pointed out that the Fi~ing Unit, 
which is respqnsible for charging- out and traf!s~itting' files upon request,indicat~s 
that th~s ,idea \yquld aid their 'operations. It would bea definite benefit in sorting 
files. The Records Management Unit wouJd like to amend the idea to inclu~e the 
telelift station number on the "FBI Telephone D'irectory" so that. it can be used by 
the Filing Unit locate 'clerks when attaching the forwarding'slips (Forms 4-7) to 
files. This would also be a ready referenc~ for 'station numbers·to' be 'used.for ·items 
s~nt by -routing Slip 'or 'messenger envelope through th~ telelift system. Since the 
proposal with amendment would expedite the 'sorting.operation of,outgoing material 
at the telelift stations, its adoption was recommended. . 

T;raining Pivision has discussed the amended portion of the idea 
with Files and Comm1:lnications Division and it is noteq that a system for obtaining , 
this -information from the Various'divisions will have to be worked out by the 
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Memorandum W. M. Mooney to Mr. Jenkins 
Re: File Transmittal Slip (Form 4-49) 

Sufgestion 357 -76 Submitted By 
SA I 
Intell~gence Division 

e 

Communications Section; therefore, it cannot be implemented immediately. It 
has also been ascertained that Form 4-49 does not need to be revised since when 
the system is working-as it should a computer printout will contain this data and 
ForJIl 4 -49 will be deleted. 

RECOMMENDATIONS: (1) That the suggestion with modification as noted above 
be adopted and the attached letter be forwarded to the 

suggester adviSing him of this fact. 

(2) On approval, this memqranqum will serve as the 
authority for the Files and Communications Division to take the steps necessary 
to implement the ,idea as modified. 

~3-
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pate 

Januar 13 1976 
To~- Division of Assignment 

Dlrector"FBI b6 

Current practl~e or rule (Include manuat cltaiior\Qs well as facts) -

At FBIHQ :the Telelif~ stations are now operational. All files 
requested are placed ~nto th~ Telelift 1?0xes for transmittal._ When an 

r 
Advantages of suggestion and annual 'savings (incluae basis for es\lmate) 

This will expedite so"rting of fil.es by
are placed in the various Telelift boxes! 

. We nmv have several Telelift stations on e~ch of the fJ.oo.; , 
For example, in Int~lligence Pivision (INTO) -space on the 4th f!Ooi 
there .are two Telelift stations UI242 qnd 11232). Depending upon'w ere 
the file is d~stine4, it must go, to one or the, othel:; -specif:kc st;:at;ion 
for delivery. It, would be a simple process for those e~ployeesJv~.~o----~-
'r'ec~i ve files through the 11242 station to mention: that; _ number as' the 
Telelift station when reques'ting the file, either ora~lJ.Y or: in, "\'lJ=iting. 
Like"\l7ise, the same would 1:>e ·trtJe of those utiliz;j..ng th~' 41232 -station. ' 
(Even if only ope ,~tation in a Division is use9! it would s~e Fili g" .. 
D~sadvantages -ot sugqesuon ~ - -- , G'6~ • - - -c:2:.3 i _... .. 

None known, since every person requesting a file would have~ 
l;"eady access and 1.<Powl~dge of thE; Teleli'Et !lumber threl!gR ~h l!liey 
would receive the file. ~ 

I.J.l Jfl1: rZ FEB 13 1976 
(Tho uso by" the United States of 'my ,suggestion 'shall not form th.o ba 
aSSigns upon the. Unlted States. l' understand that I wUl be consldere 
Wlthln. two years after sub~lsslon-.) -

l8JMr. DMrs. DM1S 

Suggestion appea:rs to have merit. 

- . . SlgJature and Title ' . 

(00 not write In th.is space •. for BJ.1!cau u-se only) " 

~~ ~~~~l 'O-~\~~ 
~'" ~ ~\~\\"'\& -
'-'''-,~ ~ ~,~N..<.-

~ \,." ~~ ~ "" <"-H.( 



.;,_"c ___ ~ __ '_~ ______ c 
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CURRENT PRACTICE~: OR RULE: ( CONTINUED >' 
the person to whom thei;ile is __ to p~ charg~d; the subject 
matter; and the room numger to which 'the file is to be sent. 
This data is recorded on. the trans~ittal stip which accompanies 
the file to its .destination. (No, ~pectfic 'manual citation 
involved) • 

'ADVANTAGES OF SUGGESTION AND ANNUAL SAVINGS: (CONTINUED) 

Unit employees t.he ~eeessity of look~ng riP' th~~i~ision Telelift 
number each time). _ . 

, , 

If this procedure is instituted, it would S'fl.ye the 
Filing Unit personnel consid~r~b!e time, which is n~~)used to 
look up the exact Telelift statiottwhich'would be involved to 
~oute the file to the proper", 'individual. If the three-digit 
Telelift number is written directly above the room number on the 
transmittal slip accompany.ing the file, ~t would eliminate all 
time utilized by Filing Unit personnel looking up the proper 
Telelift ~tation. 

Savings can be accurately estimated by Filing·~9nit 
and/9r Records Section based on the numb.e.r of minutes saved" each 
day multiplied by the numb~r of workdays for a year. 

An ind~ca~ion of potential annual savings is the fact 
that in INTO alone, an ~verage o~ about 300, files are pulled 
nightly by F~ling Unit. If each ·of these now requires 15 ~second's 
time -for the Filing Unit personnel to de,te:i:m'ine to 't-vhich Telelift 
station they should b~ ~ent, this suggestion would save 75 minutes 
ea~h for INTO files (a10ne. , This figure does not include files 
pulled during :he day ~6r INTO: 

This suggestion, if adopted, could also save a_smaller 
amount of time within each Division when files are routed intra
Division or inter-Division. 

Likewise, this same procedure, that is, utilizing the 
Telelift number, might be adaptable to oth~r items being sent 
through th:e Telelift system, such as messenger envelopes designated 
for specific individuals and room numbers when the Telelift 
number is mown. ,,'l 

,i 

The important thing to ~e'conside~~d is efficiency and 
time, not ~ecessar~ly monetary savings, although the· latter would 
be achievea based on time and efficiency. 

,.,-
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ADDENDUM INTELLIGENCE DIVISION VRT;adn 1/16/76 

Inasmuch as .this matter pei'tainsstr:i:ctly to the 
Files and Communication Division, the Intelligence Division 
defers to the Files and Communication Division for recommendations 
iri 'this matte:cs .. 
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."._ SJ ",,,\ opnONA"",otM NO. 10 ~ $010-106 

.,. ~'X,Jt62 IDIIIO,. 
GSA GIN. IlG. NO. 27 

~~ • ONITED STATES GO 'RNMENT ,Assoc. Dlr. _ 
Dep_ AD Adm. __ 

Dep. AD Inv. _ 

TO 

FROM : 

Memprandum , 
Mr. McDermot~~~ 
w. L. ~aileyWtB~ 

DATE: 3/5/76 

() I 

Asst. ~Ir., 
Admln._._ 
Camp. Syst. _, 

Ext. Affalrs_, 
Flies & Com._ 
Gen.lnv._ 

1/~ 
SUGGESTION ~:_7: . 
SUBMITTED BY _ I 

b6 
b7e 

Id.nt~'_' _~ _. ' 
Inspection _ 
Intell. _. __ 

Laboratory _. 

Plan. & Eval. -7 

I 
Spec. Inv'if 

\;llf'\J\ ~olni"g . 
Legal Coun. _. _ 

GENERAL INVES IG TIVE DIVISION 
,~, 

• i 

Telephone Rm • ...;.,. 
Director Sec'y_ 

,Captioned empJ.oyee 'suggested that -a '~~o.rJ t,amp 
be used to facilitate avai1ab:I:1ity and u'~~h2 ~ 'files, y 
other Bureau perso~el when they are cha~g~ out to d 
are being he:td 'b~( 'Fre6"«om of InI'o rmati on·, A (FOIA) Section 
~mpl~s Be-~aUs~of·an-FO~·request;-~~~·r9.POsed: he 
tag or stamp '\'lou1d read as, follows: "" 

Information ,in this fi1e'is needed'in an.FOIA request. 
P1ease'return this file'to' in RQom 
By '. Subjec"'l"t------ -----. 

(date) 

My memorandum ~ated 9/19/75 '(66-23l9-269}, set forth 
comments of Files and Communication's Division' and advised that 
a trial period would be given a variation of this, proq~dure~ 
using a press~re sensitive label p1a~ed on Form 4~7.'(pink . 
forwarding slip) to accommodate the basic information the 
suggester had in mind,., This label reads as follows f ~ 

-~----~--------, 
FILe· NE~OEO 'fOR R01A. ~EQUEST 
ReTURN TO- ., ~M. 
sUBJec'T-

The onJ:y instanc; ;h~r;- thi;~ i;;'b~ei' can b; usecr"1s ~when a 
f~le is found iri the pos~ess~on of [anFOIA (now FOI/PA) 
Section employee and this employee allows a ',Filing 'Unit 
locate c~erk to,tak~ the fi1~ t~ anot~e~ ~~reau emp~oyee who 
has placed the file on locate. The ide'a of -this~suggestion is 
that this ~abe1 would encourage the FOI/Pk Se~~ionemp~oyee 
to re~ease the file temporarily and encouragelth~'employee who 
p1~ced the file on locate to handle it promptly upon' ~eceipt· , 
an~ return it to the FOI/PA Section employee ,1'lit,hout de1~Y 1'? ~ 
thro.ugh the messenger (now telel;~.~ sYpteI!l) .G0.....; -:l ~ la· - ; Z);\!1 

. _. ".r'· _ V.3'111 ~ 'l5E,C.9'!----... ___V} J /, ~ ~ '~ 
:l '~'Trainl.I'!g :D+vision .. ~~ l\ ~t/ 
1 -' Com~>ut~r Systems DivisionS'r l .J~ JAN 4 137a"[ " 

&>LVIB:S,.g O.9.~._ •• ___ _ 
.(5,). • 

8 4 JA N illf}1m7~: 
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Memorandum w. L. Bailey to Mr. McDermott 
Re: SUGGESTION #86-76 

This label procedure w~s tried initially for a 
60-day period and then extended for an additional 90~day 
period. At the time this suggestion was made, the FOIA 
Sec'tion Was required :to ~p.clude all "See" (s~rial) refer
ences in their reV,iel'l of ,FOIA requests for . information and 
.this greatly increased the volume of files ~hen being held 
by FOIA Sec~ion. Ho~ever" ~ue.to a new searching procedure 

, implemented by Deputy Attorney General Harold. P. Tyler, Jr., 
letter to the Dir~ctor dated 12/18/75, the numqer.of files 
being used and held by the now·. Freedom of'Information-Privacy 
Acts Section (FOI/PA),' has peen .reduced by 50% qr :more l'lith. 
a somewhat similar reduction in the'numbe~ of, times the label 
can be used. Although ther,e are ~ewer'files involv~d now, 
there are still a large, number of files currently involved 
iri seyeral court 'case's ~h~t' FOI/PA sect~oh emp~oye~s find 
necessary to retain .fotfrequent re~dy refer~p.ce in spite of 
the label procedure. ' . ' 

. At the end of the exten~ed" triai peri9d, a 
representative numbe~ .of FOI/FASection employees were 
surveyec;l to determine wheth~r ," orn9t~ ~his label procedure 
had been beneficial to them: and. 'sliotild be continued. 
Although some of the employees surveyed advised that· the 
use of the label procedure. d~d not seem to make any differe~ce, 
the majority 'said that it ,either did or should 'h~lp on 
occasion. Some of the employees that indicated that·the 
label sho~ld help stated that they had not had any actual 
experience to test the ~roced~~e. 

It· should be' ke t .in mind that the onl' time 
this label. can be used is :when an FO FA Section em 20 ee 
who as a file needed b~ ,another Bureau emp 0tee, allol'lS a 
Filin Unit locate clerto take the file to he other erson 
needing it. ~cate cler s are supposec;l 0 per~onally deliver, 
not send or route, a file to the person who placed it on locate 
when it is found .and can be ·released.) >' ,Even then, on many such 
qccasions, the person to whom the file is taken will quickly 
review the file for needed information and hand it back to 
the locate clerk to be'returned immediately to the FOI/FA 
Section emplqyee (same 'procedure for others throughout the 
J., Edgar Hoover Building) l'11!Q re=!-eased t.he file temporarily. 
Therefore, since. this practice existed prior to the suggested 
label proc"edure" the need for a label does not exist in many 
situations where it could apply if the locate clerk did not , 
hand-carry the file back to the original holder of the file. 

- 2 -
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Memorandum w. L.<Ba~~ey to .~. McD~~ott 
Re: SUGGESTION· :/186;'76 

The Filing Unit believes th~ s~gg~sted label 
procedure has considerably more ~imi:t,ed va~ue in practice 
than it does in theory" but it' i:~ w~~ling 'PC? 'use t~s 
procedur~ for only as long as the benefits outweighta few A'~ 
administrative problems involve~. in~ts. use. A new supf,ly )~\ ~. 
of the la1?el" revised to shoW IIFOI/PA"· .instead, o~ IIFOIA I" . ,,\\1\"1 
will be obtained through the Computer Systems Division. ~ . 

RECOMMENDATION: 

For referral to Suggestions Desk, T~aining Division, 
for appropriate action. Appropriate letter to .the. suggester- is attached 
for'approval. ~3-'1'fs-P\,{P ~ ~ 

. ~ -i, #" \ i ,,'»:> " 

~ . 

- 3 - ' 
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I I 
Federal Bureau of Investigation 
Washi~gton" :0. c. 

DearL.-1 --_ ....... 

6 

March 1'1, 19'16 

PERSONAL 

Reference is made to your suggestion that a stamp or' 
tag bf!!aring certain. information ~ used in connection with 'file requests 
when these files are located in a.. particular unit. It.is a pleasure for 
me to advise you that a modification of your . proposal is being placed 

b6 
b7C 

into eff.ect whereby a pres~re-sens1t~ve label containing pertinent 
informatiOn will be used.on Form 4-'1 when a fne is not delivered anc\ 't 
returned to the Freedom of Infor$tion - Privacy Acts Se9tion em- . 
ployee' by the locate clerk. ~ 

I want to express my appreciation to"you for giving me 
the benefit of yoUr thoughts on this matter. ~ ~Er(o~< 

,14' n \l.'Jb!J. &,~ -2 ~1~ 
. ., Sincerely yours, ,\109' 3 {Q ~ , :¥.- Ii 

. , S\ J,. , .... '--- _/....... ~ D 
MAILED 6 

MAR 191976 . ~.\ Clar~nce M. Kelley I.., Cf » ._ I. 
P ~ I Director \: \3 t . ~, 

A~:';~'~~7:-~ ~ ~ :~s:~:: ofl lW .~ 'l' 
(. 

Asst. 0".1 .\. );/1' . _ lfY. ' :'~ · 
Ad",ln.~~~v~L:slp~ .. 
Camp. SY"t. ~ (6) (Suggestion 86.-76)' 
Exl. Allolr. _ " / 

Flles&Com:':':' NOTE: Based on memor~nqRW W.L. BaIley Mr. McDermott, LWB:smg, 
~.::,:nv. q'" 3/5;,?~,,~~e::. Stigge~tiqn #86-76, Submitted Byl I 
InspeCllon ____ General Investigative Di'~is~qn. 
Inlen._ 
LoborOlory _ 

Pion. & EVO.-.. ~. • J 
Spec. Iny. u,~t"'" 
T,o in Ing t\.f· 

Logol Cou~.":""'" I> < • 

l ~;,84·~jA,:;~ }t~~~M TELETYPE UNIT 0 
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I' I Federal Bijreau ot'bestig:1tlon 
~,KentuC~ 

Dear'L-I ___ --' 

April 23,.1976 

P:ERSONAL 

-.. ,' 

. Thank.yOu for the suggestion tba~ four-,iJ'lcb:eardboard 
strips bc'prepar.ed'at FBI BeadqUc.'lrters ~o~ u~e 'by field"offices, when 
'consolidating closed fUes!' It may interest you. to'know thla'procedure 

~--""-'-"""'I nntU.S ijloraughly'evaluated at the time it, was initiated. There is no 
equipment ayailabl~ at FBI H~1.dquarters which ~n' accomplish this . 
work and the c9st Involv~d in obtaining' ~eh ,it~ms ~rom a commercial 
firm w~d be pro~b1tive. ' . 

AlthOugh favorable action was not take~ in this Jnstance, 
I.;lpprech:\ted having-the ~nef~t,of your' thoughts on tp.e matter. 

2 - LouiSville 

Sincerely yours, 

C. M. K~~ 

Clarence M. KellC1lY 
Director 

Assoc, 01., - 1 _ Fieid ~. rsonnel fUe. Oep, AD Ad ... , _ ~~ 

Del>, ~D Iny, ...., 1 - Suggestion file 
.A:~:l~:M ~ . .:. Personnel file of.,..;.I'----------.1 - f 

'Comp, Sy," - ~ . . t 
ex', Alloh' L:slp~ }_ 

- ~:·::,~.~:..:·'(6),:. ·(Sg.ggestioh 518-76) , .' 
Id'n'.~_._ NOTE;'~ ,~gge,sts four-inch ca~d~oatd strips (same material as ,l:l!3ed for 
::::';"0" - Fi1~' ¥~onts) be preprfnted, crea:s~d;, 'ap.d holes"punched by the 

S
L::,'O.'"""y;.; -. Bureau for use in~WSli tions 6:fi~closed files (s~mple attached). 
p~:. & eyal.~ /'~;;i? 

T,olnlng_. -., f~Q~ ~~ ~ 
~:~:~1/o;.n~r::'::"'l h.Jl",975 V~ 
or'.~'l$.c'Y ..!.... klIL ROOM TELETYPE UNIT 0 CONTINUED ,_ OVER CPO: 197$ 0 - 569~920 

·1 
I 
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,It ... - to •• !, 

, . 
0' 

.I I 
Fede;r,al Bureau of Investigat~op, 
~Quisville, 'Kentucky , 

b6 
b7C 

-Training Divi~iop. opposes adoptlop. The cutrept p}:'ocedure 
for making these strips' in fIeld offices 'was p1aced into. effect due tq .apreviQus 
Sugge~tion sev~ral years ,ago. At tp~t ,time a- tht;>r6ugh $uryey was'maq.e . 
re~rding the· matter py the InspectionDivislon!Tqer~ is ,no equiproel1t 
aV~ilable'at FBIHQ which can·~ccomplisll this ta~k. The;e ~s a .$!o,mmercial 
fir.m whicJ::t manufactu~es ~ 'product galled: f'Remtag ~n~ Fold~tl· whicp c,9uld 15e 
;utilized,fop thl§ purpose; howeyer, the expeps~jhvolved .~n, obtaining this
product was consider~d to be. 'e'xorpitant. In add~tion" the' end tag~, made .in 
the f~eJ4. ar~more d\lrable than the Remtag'Epd Folds a.nd more easily 
adaptable .to the varying thickne'~$es, of th$ .co"qs"c)1idat~d closed- flles since. 
the Reintag sy.ste~ ~~s only tW9 positions to cpver all thicknesses of ,files 
03.~i.le. ~6,:23.19"'~41)., It ~~r~,conimend~d no fur~er 'actiQn pe taken re~rd~n,g 'J, 

thl,S -~f.i~a. ',' '1~ 
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• .. '~~; ~,.'! ~ .. H· ! 
Employ~e Subgestion' 
F[),-2S2 (~ev.o9-:11~S9) 

To:; , 
Director, F.B I 

<' 

From: (Suqqes'ter's nam~) 

, Date 

.Dlv~slon of ,Asslqnment,', 'b6 

LOUISVILLE b7C 

I sugge st that a 4-in (same m~ teria 1 use4. for FD.-
245 - File Fronts) ,preprinted:, creased, and ,holes punched' by the 
Bureau for use in consolidations of closeg files. (see saIl:lple f~ 
attached).' .. ,. .. -?-~=----' . ot-" 

Current practice or ruie,q~c~udenianua1.cl(~tlOn as well as (acts) 'The' c~rrent ,practice is tb. ta 
backs .and fronts ·that are to be discarded, cut tp,em into st~i' s ~ 
,~a,t~iy 4 iriche~, wide" ,pii~ch 'ho+~s, ma~~ t~e ne~ef;;sary fold o~ cre 

- - < •• .. • ~ ~ , -

, ' A~vant~qes of suqqe tI?n c:'nd annual's,avlnqs l!lclude !>asls f.or estlmat~) • . 

~tise· 0*' tile sug'gest~d; s~rip \vQuld be more uniform for 'close& files 
.and wQuld improve. the appe~rance ,of tlie.' file, shelves. It would 
~~so "make'~'t ea~;ier. to· ,;Loqa~~ 'files }on the"cJ;osed ~ecti9n. " " 

There is no way t~' ~iv.~ ,~~ e,stimat~ as to any s~vi.pg~ tha"t would be 
~cgo~p:li~ped. ' 

None kIio:wn~ 

'(The use by the United States 'of my suqqestlon'shal1 not form the-basls 
a,sslqn's u'pon, the U,nl ted States.. I ,understandahat. I wUI b'e. conSidered 
wi thin two, years after s'ubmlsslon.) , .. " "," 

. . .' . !j;j:IMr. DMrs. DMlsS''' 
r .- ~ 

'R'eco,mrri'eiid~tlo~s and comments o~, Dlv!slon 'Head' . .. ...... 
Th~ above suggestions appeai~ .~o lia..ve merit 
'given considera tionby the Blire au;, ~', 

~ , . , 

(Do not, wrhe in 'this space ;',(0, Bure~u use only) 

~~~~ ~~~~. 
~'V.~ 

'-"\/ ~ ~I-r Co 

t1 f' er 

e 



t~~~ ~ -.:,.. o,nOHA1'Ob\ NO. to 

~ i1;~;;afJ~;T 
Mr. Decker PI? 9{ tvl.·:B· TO 

. 
DATE: 7/13/76 

Assoc.Dlr._ 
Dep. AD Adm._. 
Dep. AD Inv._ 

Asst. DI ... 
Adm. S.rv ........... 
Ext. Allalrs_. 
Fin. & Pe .... _. 
Gen. Inv._. __ 
Ident. __ 

FROM w. L,. Bailey tIJ ~ 
Inspection _. 
Int.II. __ 

Laboratory_. 
Legal Coun._ 
Plan. & Eval._ 
Rec. Mgnt._. 

Sp.c.lnv._ 
Tralnlng __ 

SUBJECT:2w FILES/- FISCAL YEARS 1975 AND 1976 

There is listed herein the number of New Files opened 
under each classification for the fiscal years 1975 and 1976. 

T.lephone Rm._ 
Dbeclor S.c'y ~ 

CLASS. 

l' 
2 

~ 
5 
6 
7 
8 
9 

10 
12 
14 
15 
17 
21 
25 
26 

27 
28 
29 
31 
32 
36 
39 
40 
42 

~~ 
45 
46 

~ 

SUBJECT MATTER 
NEW FILES 
F. Y. 1976 

NEW FILES 
F.Y. 1975 

TrainingSchmols & National Academy Matters 
Neutrality Act 
Overthrow & Destruction of the Government 
Firearms Act: National & Federal 
Income Tax ' 
Interstate Transportation of Strikebreakers 
Kidnaping 
Migratory Bird Act 
Extortion 
Red Cross Act 
Narcotics 
Sedition 
Thefts from Interstate Shipment 
Veterans Bureau Matters 
F,ood & Drug Act 
Selective Service Act 
Interstate Transportation of Stolen Motor 
Vehicle or aircraft ' 
Patents 
Copyrights 
Federal Reserve Act 
White Slave Traffic Act 
Identification Matters 
Mail Frauds 
Falsely Claiming Citizenship 
Passports & Visa~ 
Deserters & Deserter~Harboring 
Illegal Wearing of the Uniform, Etc. 

994 
52 
o 

24 
o 
o 

563 
o 

1,926 
1 
4 
o 

1 ,510 496 __ 
o 

343 

1 ,138 
21 
o 

17 
o 
o 

641 
1 

1 ,915 
2 
7 
o 

2,141 
296 

o 
921 

~,821 2,938 
4 

538 887 
4,466 4,480 

91 175 
127 ·129 

1 3 
1 2 

103 50 
21,796 22,554 

79 112 
Civil Rights . 
Crime on the 'High Seas 

3,882 4,234 
ST-IO~l 60 _ 68 : 

Frauds Against the .Government 1 643 ~~~S
REC-36 G 6 ~ ;/- 312 - 9t-1 -. 

DFK:cah £:2.--14 JUL 30 1976 

~ ,_.--
(4) 

66-2614 

.:S-r'g:t) 
G 1 11976' 

Buy U.s. Savings Bonds Regularly on the Payroll Savings Plan FBI/OOJ 
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Memo Bailey to Decker 
Re: NEW FILES-FISCAL YEARS 1975 AND 1976 

CLASS. 

47 
48 
49 
50 
51 
52 

54 
55 
56 
58. ' 
60 
61 
'62 
63 
64 
65 
66 
69 
70 

'-71. 
72 

~~ 
75 
76 

77 
78. 
79 
80 
80-98 
80-606 
82 
83 
86 
87 
88 
,89 
90 
91 
92 

~,3 

. SUBJECT MATTER 

Impersonation 
Postal Fraud 
Bankruptcy , 

NEW FILES 
F .Y. 1976 

1.,306 
. 2 
41,5 

37 
1-

InyolJll1~ary pe,~,vi tude ~~a Slavery 
'-J:"ury Investigations ~ -,7' , -
- Th€!,ft, Emb,ezzlelI!eri~ ,or' Illegal Possession 

of 'Gqvernmemt Pro'per~y ~.,. 1,303 
o 
1 

81 
448 
'80 

911sto~s. paw,s: & S~ugg+=!-Jlg~ 
9o~j;~r.,fe~'ti .. ng f ! ':'~ ,< .. :' 

El'ec,tion Laws, ,"'" " ~ J' 

~, ;BrJ.J}'ery" -",' -, 
; ,Antitrust • ~-
~. Tr~asoil "'&~Related ;'statutes 

:Mrscei1ane'ous :Matters' ';', ',," 
, Nort-Suove'rs1ve:" " 
lLatih~Amer.ica~ Matters~ 
fEspi,onage ..' , 
Adniihistrative Matters' , 
'Corit~m:Rt . of9o~t'" ,I 

Cr.imes on Indlan & Other Goverpment 
'Reservations' - .. .: 
'Bil:ts ,of} D~aq.in:g Act 
,Obstr.uction'of Justice 
Applica~ion'for Pardon & Execut~ve 
Per j,ury: 
Bondsmen & Sureties 

1 
527 
152 

4 
2Q5 

10 
~ 

2,764 
7 

108 
Cleiilenqy 364 

, 52 
o· 

Escaped Federal Prisoners, F~deral,Escape Act, 
,Parqle, Pro~ation & Conditional 'Re~ease , 
'Vio,lat.ion '" - 2 ,867 
D~partmental Applicants"Etc. 1,380 
IlJ.-egal Use of Government Transportation Reg.~ '1 
Missing, ,P~rsori..s. . ' 406 
Labor.atory R~search Matt~rs 7 

o 
5' 

War Risk (Civil) 0 
,Courts~6f Clqims 27 
Federal Lailding & I,risurance Agencies 21-8 
I~terstate Transporta~ion of. Stole~ ~roperty4,330 
Unlawful Flight to Avoid Prosecution 3,260 
~illing or' Assaultirig'~,a Federal Off:i:cer 414 
Irregularit~es in rederal Penal Ins~itutions 198 
Bank Robbery . _. ' 4.,,956 
Interference. by Violence with, Int. 

'Commerc'e 
Ascertaining¥i~anc~al Ability 

-2-

1 ,101 
61 

.. 

NEW FILES 
F.Y. 1975 

345 
6 

393 
42 
o 

1 ,594 
1 
o 

172 
518 
100 

1· 
478 
200 

7 
244 

8 
4 

3,288 
'11 
72. 

254-
36 

1 

2;975 
1',589 

o 
40 
4 
2 
1 
o 

33 
,295 

5',201 
4,101 

326 
150 

5,452 

1,284 
67 



-,.J ", -,. o 
Memo Bailey' to Decker 
Re: NEW FILES-FIscAL YEARS 1975 AND 1976 

CLASS. SUBJECT 'MATTER 

Q 

NEW FILES 
F'. Y. 197? 

NEW FILES 
F.Y. 1975 

9lr Research Matters \I' 37lr 4-21 
95 Laboratory Examinations 7,705 8,212 
97 Registration 30 39 
98 Sa:bot~ge27 21 

100 Internal Security , , ,-,,2,619 2,796 
103 Interstate Transportation ,of-':Stolen', Caitle 2 14-
105 Internal Security (Other tha~ Comm~~s1!i .... 

Russian)", ' ~;.,; 1~,903, 20,179 
109, Foreign Political 'Matters t " ·3 2 
110 Foreign Economics ;: ~ , ~ f _ o· 0 
111' 'Forei'gn Social ;. , 0 0 
112- Foreign Funds ,. _ 0 0 
113' Foreign Mil:itary & Naval, ~l1at~~rs y. 0 0 
11lr Alien. Property Cus todiah 'M~ tt~rs' _ 0 0 
115, Bond- 'Default" '-, t • , t t.: 5.5} 63lr 
116 Atomic Ene:r,gy ~ct-1.94-6';Special I~q~ries ,2,369 2,138 
117 Atomic 'Energy Act-19!+6.;Investigati ve - 4-1 lr7 
119 Lobbying Act . - - - '2, 2 
120 Feder'al Tott Ciaims Act '126 1 79 
122 Labor Mana:gement Relations' Act-19lr7 50 38 
123 Voi·ceof Ameri'ca ' , 0 Q 
12lr European· Recovery Pr9gram 0 0 b2 
125' Railway Labor Act 8 13 b7D 

1:1 AdmiraltyJfatteu 44 29 

I~-.-------------=-------..-"l'I~~-----:;:;--~--~-::;-;:r--I1 -, 
1 8 Loyalty ,or United Nations Employees '13 15 
139 'Unauthorized Publication of Use of 

Communications 353 360 
1~0 Se~urity.of' G9vernment Employ~es 142 575 
14-1 False Entries in Records of Interstate carriers 2 2 
1lr2 Illega~ Use of a Railroad Pass , 0 0 
1lr3, Interstate Transportati.on of Gambling Devices 30 21 
1lrlr Interstate Transpor.tation of Lottery Ticket's 6 13 
145 Inters:eate 'Transportation of 'Obscene Matter 1'11 133' 
1~6 Inter?tate Transportation of Prison-Made Goods 0 0 
1lr7 Federal Housing Admihistration ~att'ers 1 ,062 1 ,276 . 
-1lr8 Interstate. Transportation of Fireworks 2 ' 5 
1lr9 Destruction of Aircraft or -Motor Velii.cle lt13 588 ' 
151 Na-eional Aeronautics & Space Ac·t-1958":Appl. 33 50 
1'52 Switchblade Knife Act '0 2 
153 Auto Information, Disclosure Act .7 1lr 
156 '\'lelfare & Pension Plans Dis closure .. Act . 51 .71 
157 Racial Bombing Matters - 885 1 ,.lr45 
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Memo Bailey ~o Decker 
Re: NEW FILES-FISCAL YEARS 1975 AND 1976 

CLASS. 

159 

160 
161 

162 
163 
164 
1.65 
166 

167 
168 

1'72 
173 

17lt 
175 

176 
177 
1.78 
179 
186 
18i ' 
182 

183 
18lt 
18~' 

186 

187 
188' 

67 

SUBJECT MATTER 
NEW FILES 
F.Y. 1976 

Labor Management Repor~i~g~ and Disciosure 
Act of 1959 (Investigative Matter) 
Federal Train Wreck' Statute 
Special; Inquiries for 'Vhi te House, Cong. 
Cpmmittees, & Other Government Agenci~s 
Interstate Gambling Activities 
Fpreign Po~ice Cooperation 
C~ime Aboard Aircraft 
Interstate Transmission of Wagering Info. 
Interstate Tra~sportation in Aid of + 

Racketeering ~ 
Destruction of Interstate Property,~ , ·-1 i 
Int'ers-cate Transportation of Wagering' .', 
para:hernalia 

spor s Bribery _., 
Public AC,commodations, Public F§l.~il:i,. tie's, 
'P!lblic Education-Civil Rigp.ts Act 1,96lt' i " 
Bombing Matt~rs, _ " 
Ass_aulting' the Pres:i!..del1t, ,or V:lce :p.~esigen't, 
of the United States Ma.tters ~ 
Anti' Riot Laws (ARL) ,. 
Discrimination in Housing 
Public -Law ~, 
Extor:tionate Credi't. Tran,sactiqn~ 
Desecratmon of the Flag , 
Consumer Credit' Protectiqn Ac~., -" , 
~llegal Gambling Business; III.~e.gal; GamplJ~g 
Business-Obstruction ;' " 
Racketeer Influericed &' Corrupt Organization 
Poiice Killing . 
iA9t ... :for ..,pro't;ecti'on of F9re~'gn Officials & 
Official Guests of the 'United States 
Real"Estate 'Settlemerit Procedures' Act 
of 1971:r' (RESPA) . 
Privacy Act of 19.7lt - Cr~minal 
Crime Resistance 

180 
66 

637 
5 

1,696 
242 
32 

261 
:20 

1~ 

--4.i'o 
lt61 
'93 

19lt., 

1'3 
15 

" 0 
Sub ~otal 111,624 

'Personnel Records Unit 13',413 
125,037 

NEW FILES' 
F-.Y. 1975' 

159 
78 

90lt 
3 

1,958 
367' 

32 

289 
22 

12 

10 

474 
8lt1 

'22 
18 

6.14 
30 

171 
3 
j 

33lt 
161 
86 

227 

o 
o 
o 

12.5,770 

7,180 
132,9.50 

b2 
b7D 



Employee Suggestion 
F~2.s2 (~v. '9-11-59) o ... 

From: (SuQgester's name) 

o 
Dato 

~ '. 
November 5, 1976 

Division of Assignment 
b6 

~~D~I~re~c~lo~r,~F_B_I __ ~ __ ~ __ ~ __________________ ~------~----~------R~I~C~1~I~~tO~ND~ __________ b7C 
SUGGESTION 

Concerning pulling files by the Rotor Clerks in pending matters 
for purposes of running ticklers, use pf the Chief Clerk's Office 
or examination of~mai~ by SAC, ASAC or Supervisor, it is suggested "' 
that a designat~lored ~aghe placed in ~.e.; file folder with 
the date thereon to indi"'C1r e exactly where fl.le may_ be readily 

~ocate¢-. - . -' 

Also, when files are sent to the Stenographic Pool-with Cassettes~ 
rough drafts thereon, that another colored tag be placed in the 
file folder to indicate it is in Steno Pool. After the Cassett~o 
rough draft has been assigned to a particular stenographer, it wi' ~.=~,~ 
b~ charged out and FD-5 (Charge-out slip) placed in folder. 

Current practice or rule (Include manual citation as well as facts) 
FD-5 must be executed when files are withdrawn for purposes 
than running ticklers, use of the Chief Clerk's Office 
. . '0' vis 0 l' (Mf}fl[.R..""-:p*'~+~-88-:--]~-:--+=lI::)J,..3-t Advantac,cs of sUQgestlon and annual savings (Include basis f r estimate) 

This will 
where the 
searching 
Tag - ceo 

enable anyone, at a quick. glance, to determine exactly 
file is located at any given time, thereby eliminating 
for files, i. e.: Yellow Tag - Supervisory Desk, Gre n, 

The 

and Red Tag - Steno Pool. 7' 
,REC~9 DE:3ai /_ /" ~;I ~ /-1 " to t 

savings is unknown at tliis hme. (p&, ~-l 

ST·lOIr ~ 21 NOV)<OI976 

Disadvantages of suggestion 

None known. 

(The use by the United States of my suggestion shall not form the basis of a further claim me, my heirs, or 
aSSigns upon tho United States, I understand that I w111 be considered 10] [dopted 
within two years after submission.) _ 

, DMr. Ii] Mrs, DMISS L----~rr.:I'lI=:-:-::-=......,I'TT'::~~=:"I!'r.o:_r_J----Sicpiaiurc and I inc of Suqgcstef 

Recommendations and comments 01 Division Head 

This appears 'to be an exce~lent~man? ement contro~r cedure and 
should -eliminate 'unneces-sary ti sent by,)cler.2--c ployees. 
in locating files. I recomment ~ ~.~ 

1--________ -=i.;:;t--=.;:b;..;;e;.....::t2~d'gi>.~~_a.t1. Special Agent in Cl.1MJ@elureandTllle 
(Do not write In this space· for Bureau use only) 

\..e--\-\- tP ~~{e..c. 
G.W "l'\"",~ 

'5\.;itrEC '1 S '976 
t • 
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Suggestion #75-77 
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/ 
ADDENDUM OF THE RECORDS MANAGEMENT DIVISION (TBD:chs 11/12/76) 

It is proposed in attached suggestion from the 
Richmond Office that in pulling files for ticklers, Chief 
Clerk's Office, etc., that colored tags be placed in the 
file folder with date thereon to indicate exact location 
of file. 

OBSERVATIONS: 

Suggested practice is not unique, in fact similar 
procedures have been utilized thr~ughout the field for a 
number of years. It is the opinion and experience of the 
Records Research Unit that the need for suggested controls 
will vary from one off~ce to another; Form FD-5 (file 
charge-out slip) is designe~ to account for files and s~rials 
and facilitates recharge and/or transfer of same. If an 
auxiliary system would enhance this effort, the system used 
should be at the option of the Special Agent in Charge, 
and the one he feels will best satisfy the needs of his 
office. 

RECOMMENDATIONS: 

Recommend that Richmond Office be authorized to 
implement suggested,. procedure, since' they feel it will enhance 
t~ir operations. Hc;>wever, t;~commend that. suggestion not 
be. adopted for field-wide use. 
~, . . , 

" ., 
it J '_ 

, IC\~ Al:r J:' .~,:+ 
Y/1i'"' " 

J- - _ - ~ 

• ,t. "' ..... 

1 ... ,..t 
f ~ f' .... ;' .. 

- ? 

, ; 
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.oro: 
Director" FBI 

b6 
b7C 

SUGGl::STION 
The £iies of t;:.h~ F?! ,be assembled rc>ugh'ly opposit~ to the manner now 
used, .that is, w~ :e 9 .. U:i: .. re.nt supply o~ files and file-backs is ex
hausted that the~ cco FastenE!;:~ with the prol1gs be attache~tj;c;;L t:q~F_ 
frontoLthe_:f;U 0 er-:-ana the holding aevice to the back of the 
folder and seria s be placed in. from the· back of the ,file t,ather thi:m 
from the front. CJ' , . 

. ''hles 

Curre~t Practlce or rule (Jnclud~manu~l c~taUol"!,. as well as facts), 'qurrent-ly tl).e'· i;rs:t seri~l in 
file is' placed on the bpttom of the ,f~le jacket and additional 
a.r~ placed on toP!' 
A9v~taqes of fluqqes,tlol.l anaann~al. savinqs qnc)ude basts for. est!inat~f.Wi th this ,practice 'an indi vi~ 
tia'l could open 't,he file front and. re~d tpe· file chron91og~cally, fron~. 
'back,. in the .same ,manner one reads a book. If one comes to a 5, 10 or 
100' ,page 'communicat.ion, one woU.ld coptiinie to. rE!ad from front to back, 

, w:here in the current situa.tion where the fi,r'l?t s¢r,ial has one page and 
the second serial has 10 ,or more pages, an indivJ;dual x::eview~ng tqe fi;1.· 
,mus:t shuj:fle through th~ various pag~~ 'of' serials lqoking 'for the first ", 
page of eac~ serial in order tq ,l?tart reading. ,it:. 
It' i~,fel:t 'that in ,an ?J.verage .file review this woul¢i save an immeas~r~bl 

. amount of time l10t ·only. ~n, lookJ.ng fp'rspecific c"ommuniC?ations but a:lso, 
i~ being able to chronologically review a file, r~a~ing it ip the s~me . 
~anner one r~ads any 9ther communic?J.tion such as ~ po,ok, magazine (Cord:' 
~is'adv~Il'(aqes o( suqqesUon 

. None .knqwn except ·hqvi!'!g to instruct.' C?lericat petsonne~ that they 
serials to the back of the file rather ·than ~nfue front. Filing, etc •. 
,,!<;)Uld' };>e identic9-1' to. the pr.el?ent. sy~~:em':Ail~ , . 
, ... '\ .... q U;1~ ;i.~ /, / ? I? ~~':!'7 . .. :'.~. \\tl.,,'" ~- ll..- ' f:,?(;:7~;)..?./ r -:-~ ... "l ~l 

(T/:le use bi the, Unlted State'$- of my suqqesUon ,shall not form the 
aSSigns upon the Untied StateS'. i understand ,that I wlU'b'e'consid 

~ pted 
within two years afte~ submission.) , 

~ ______ ~ ______ ~~ ___ ? __ .I~Mr_. __ [J_._M_rs~'~[] __ ._M_l~~~1I-------------rS;~~~~~~---i 
, J'te<:onimendaUon's and c()mm!lnts of DIVision Head .. ...,. 

This particular 'suggestion app~a~~ ~6 
~urt~er co!,!si¢ieration ~nq/o~s~udy ,by 

(0'0 riot write' In:. t~fs space,. Jor ,BureaU',use oniy) 

Mor,thy of 
~~~~~~lp,r~~,~ divisidns~' 

SA9 

(1-66~922) (1-66-1116) (1-67-5205) (6) . 
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Advantages of Suggestion (Cont'd.) 

newspaper, etc., starting at ?age 1 on serial 1 and reading 
through. 

5£ _ 
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Sugge;~tion 4fo79-7.7 ~ """ . 

ADDENDUM OF THE RECORDS'MANAGEMENT 11/22/76) 

, It is proposed in attached suggestion from the 
Mobile Office that the files of the FBI be assembled roughly 
opposite the manner now used; that is, that the Acco Fasteners 
with the prongs be attached to the front of the file folder 
and the holding device to the back of the folder and that 
serials be placed in from the back of the file rather than 
from the front. 

OBSERVATIONS: 

More often than not an individual reviewing a file 
,is interested in current material and/or the status of a 
case file. The suggested propedure would be cumbersome for 
the person filing the mail and for the supervisor or other 
persons reviewing the file for current status, and would 
result in changing the Bureau's entire filing system with 
no apparent advantage being derived therefrom. The Records 
Research Unit is of the opinion that the current practice 
of filing is most desirable and that the disadvantages of 
suggestion mili~~ate against favorable consideration for 'adoption. 

RECOMMENDATION: 

, ~ .. ; 
, . t 

,; -'Ii 
~., ~. 

~ , 
'y, 

Recommend suggestion not be ~dopted. 

.. 1t; • .... \ 

~ ~; 

f .' 1, ..II 
1j. i 
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>:.~. 
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Federal_ Bureau-(lflnvestlgatioli 
Rlchmo~d) Virginia. 

.Dear L-I ___ ---I 

December 1, 19,76 

PERSONAL 

I,have received your proposal r~garcii1ig a, cer~n 
procedure to be used ~hen fUes are pulled for varJous purposes,. 
After careful consideratio~, there is 'no objection- (:0- the Richmond 

_-,-,.;..-, __ -~,----LilIIic~_ i~pJementing suggested t?roced'.lre; ho:weve~" approval is 
ot bein~' given for. iieldwide llse.-

The interest which you displayed by ,submitting 
our ?uggestion to ',me is appreciated. 

Sincerely yours,: 

C: M. K:eliey 

Clarence A-i'. Keij.ey 
Dire_c,tor 

b6 
b7C 

ATTENTION SAC:, Authorization' has been granted fQr -the Richmond 
,Offic::e ~~zi~~-I ~ ef1t~~uested proc~dure at your 

_Assoc.DIr.__ option. ;.;, _,~,1_,.11;3"lJRr;C_6V. . 
Do". AD Ad....... ,;1 1:1 

A~£:~::·· 2- Rich~OI!~ ,ij~.~ Sfl $. r ~ ~H .le (p& / .3 '3 11 - J..12: 
:;::~f~;::: _ ~ 1 - ~~l~.~:r.so~nel fn~ . t'./I€7:CK - ~.. --_ 
Gon.lnv._ 1. ,- SUggestion file l{EnQl.f"~ WTNak"'f 'e'" <1:- D 
Id~n!. .,' ~ - Personnel file,ofl I -. ~C 2 1975 
Inspecllon _ ' - ~ i '_ \ • , , . . 

Into II. -- -~ _ W:m,r.d'n-l\""O' I' 
- ---,-Lab~ratory':-_ (6) - (Suggestion #75-7,7) ,"~' -.-. 

Logal Coun._ 

Plan. & Eva'. - t.1:'-. V 
Roc. Mgnt._ ~~' ~ y: '" 

,:~i:~l:j;~~7 ~ 
DlioctMoc~ ..:!.l.,;. G.;iiL ROOM TEr.ETYPE UNIT 0 

- - '- - ~ .... 

Continu~g - Over 
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'Fed,er«lBur.e~ti·6~ Inv~strgatioll 
~~<?~mond,. VirginH~/ 
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! !-
F~deral Bure,au' of Investigation 
A1obile, Alabama 

Dear!L.....-__ ...... 

.--.... 

(] 

~ecember 3, 1~'i6 

PE~O~ 

ThanK you for your ~t1ggestion regarding 
the manner ,in which FBI files are assembled. After 
careful consideration, it has been determined that our' . 
:current, p~actice of assembling files should, be continued. 

:Although favOrable acUon -was not taken ~n 
this instance" the, thouglitfulness which you expressed by 
submitting· your proposal to ine is appreciated. 

Sinc~~ely yo~s, 

Telephone Rm._ 
Director Sec'y ~ --. MAIL,....rr~~ 

5 4 \)\:.t; 14197 
TELETYPE UNIT 0 

b6 
b7C 
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'.j: ~ i''' ", '\: 
'Empl~yc~ S~99"t.tlo~ 
FD-2S2 (~O'l. 9-11-59), 

Bu£ile~66-ll6065 
BSfile 66-4028 
To: 

Dlrect~r, FBI 

; 

Date 

6/14/77 
DIvIsIon of AssIgnment 

Boston 
Prom- ISug9g§ter's name) 

SAl 

tJGGESTION ATTN: DOCUMENTS CLASS·IFlCATION OFFICER,: FBIHQ " 

b6 
b7C 

!t'Rebulet to Albany 6/8/77 captioned "Protection 0 National Security 
Information and Material, ,E~ecutive Order 11652 Enclosed ·are three .(-3) 
examples re s~ggestion, l'lhich is to print £il J:i.5~Ry.~r_jaqkets with differen~ 
1/4 inch, color-key,and .stamp markings for se'in 65, 1007 105, 109, Ii 
110,. and·l63-cIa~ifications. " , 

Current p;~; rule (Include manual citation as well as facts) 

Advantagos cf 3uggesUon and annual RavIngs (Includo basis for estlmate) Easi'ly recognizable, 
differentiated, use's a known format, ,and time saving. Sugge.stion would 
facilitate clerical routing, ,insure proper' segregation, and obviate 
time-consumipg '''fishing expeqition" pf thUmbing' .thrbugh entire file(s) to 
determine highest classification level., Additions ~6' file of material of 
h;i.gher classification or re-opens would nece~sltate' new, .appropriate file 
jacket cover. mUlti-volume cases and, consolidated volumes would have file 
j a9ket cover, reflecting highest classific~tion level. Appropriate clas
~ification level stamped on top and bo~homof file jacket cover would 
obviate prob+ems w*th colorblind personne;r w~o, ,at 'any rate, ,are able to 
.recognize the 'e'xi's't'en'ce ,of a border even though unable to differentiate 
the color. No savings anticipated, and no d~sadvantages foreseen. .. 
Disadvantages of suqgostlon 

(The uso by the United States of my sugq<lstlon shall not form tho basl 
assIgns upon tho United States. I understand that I will be consld~red 
withIn two years after submission.) ~..&. 

. Mr. DMrs. DMISS L.-------:::-:----:-~~~~:""":"I~==;::_--...I 
Signature and Tltle~_u..:.gg:...e_s_to_r ____ -l 

Recommendations ane.! comment:; of Division Head ~~~ ... ~ o.T11J;· . ~ 
Instant ,suggestion doe~ 'ha:re some de~~raJ51:e \l!:e~~x~ ~nd 
closer study to determl.ne J.·f such feat,:r;~~9.~;t'~~,~~, 
Printing and storing additional tYBel~~~,~'~Ja~~~~~~~~~~~~~--

. . ~TES S'qna and Tn •• 

1 

-
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Suggestion #456-77 

ADDENDUM OF DOCUMENT CLASSIFICATION OFFICE 
(SECURITY OFFICE), RECORDS MANAGEMENT 

DIVISION 7/13/77 _ DR:lfj 

" 

The Document Classification Office (DCO) has carefully reviewed, b6 

the suggestion of SA I I Boston Office, which would 
place color-keyed and level of classification markings (i. e. , "Top Secret," 
"Secret," .and "Confidential") on file cover jackets. We do not concur with 
this suggestion for the following reasons.:· 

1. Executive Order (11652, National Security Council and 
Director of Ce~tral Intelligence Direc~tives, and the Code of Federal Regu
lations, all of which relate tOI classification markings and procedures, do 
not provide for specific color-keyed. inEX~ings for file covers or stationery 
involving classified na:tional security information. The Department of 
Justice has color-keyed expendable ~ coyers for optional use to protect 
classified. material in transit. 'Th~ ~olor-:key of the Department of Justice 
covers, which are not suitable for file cover ur oses uses the same key 
as the Department of Defense. 

IS no uniformity in the intel~igence community. 

2. If we color-keyed our file covers, it would necessitat.e 
changing the file c·ov.~r ~very time material contained therein was classi
fied, declassified, upgraded.~or downgraded. 

3. While the Code of Federal Regulations requires the level of 
classification to appear on the top and bottom o~ the front cover page and 
the top and bottom of the back cover page of documents, no specific provi
sion is made for the marking of file covers to indicate· level of classification. 
As a policy, we have no objection to the marking of a file cover to indicate 
the level of' classification if there is a specific reason for doing so. For 
practical purposes, at this time we do not believe we should institute a 
procedure to place the level of classification markings on all our file 
covers. 

Based on the above, the DCO 4p:e~ not approve the suggestion. 
t ... ,. " .. A ... f<. 
'"'~: ... f",~.ij.l ~ 

'rt IQ fT6:9' WI> 
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I I 
:Federal Bureau of Investigation 
Boston,. Massachusetts 

DearL-1 ____ --I 

o 

JUly 20, 1977 

PERSONAL 

4-dW 
(£5" Thank you for your suggestio~ regarding 

certain procedures to be used in connection with fUe 
cover~. After evaluation, your proposal is not being 
approved. Although we have nt? objection. ~~ marking a 
file ~over to indicate the leve\ 9f classification, it is not 
believed, for practical purposes, this p~ocedure should 
be instituted for all fUe covers." 

Although favoraple action was 1:1ot, taken 
in th~ instance, the interest you. expressed by submitting 
your idea to me is appreciated. . . 

b6 
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Sincerely :Y?Hl"R~T-1151 . ')~I( 
. ~ t~ JIJ '!'p ft;.; .2-'3/ r ~"'ib""",-t .. _- - .' 

C. M .. Ke'lley : .• ' 

~ ~,. 

lS i , 
- . 

7' 

• "":1.'; - .... 

Clarence M. Kelley > 
Director 

" JUL 25 \977 I 3 t 
:> t{; 

.f -:> @' , . "",<o-....a: - Boston _ 
~~:::-:D Ao..._ 1 - Field personriel file 

Dop. AD Inv. - 1 - Suggestion file 
~ .. t. Dlr.: 

~:::. ~~:.= ~( p t 1 fll' f SAl . 
Fin. He ... ....,: - er ~/~n!l~ u, • e 0 
Ident. ' - W:klinf'.-lV'l.... 1.... _______ ---J 

·Intell • .-- ') ,.~ .. 11"" \f '"' (S·" . J/.. 456 77) 
LO,borolory ---. l ,1:lgg_~_stion 1t' -
Legal, Coun. _. 

~~r.~:~ .~' vr~ # T.o.lnlno_ '\ U j 
'P,;bllc ,,"~. 01(._., " 1 
Telephone R .... -, \ 'GC't j 
'flr.~t~ ~'~V (J.IAI <!mr TELETYP~ ~NIT 0 

Continued - Over 

FBI/OOJ 



./I"" - •• T"'- ~ -. t~""~""";- ~ .~ ..... '--,- '-u,' 
? ""-~. ;::;;"~. 

;Fed~ral 'Bu~eau 9f lti~est!gation 
Bost<;>i1., ~a~~~cp.usett~: ' 

8' 0" 

N9TE:. ~ggests that file cQver~ be color k~y~d a~d the:level of 
.Classification .(i. e. " Top Secret, Secret, and eonfiae.ntial) 

'be <1?,laceCi, on tIi~m. . The- ·]jo-qumen't 'Classifi~afion Office (Security 
,Office) ,. Ref!Qrds 'Mariageni~nt :Qivision, ha~ revi,~wed this~ s~ggel?tion, 
and .does 'not concur ·with ib A .detailed,addendum from this office 
is att:aclied· w:Q.fch exp~ait;ls;' w~y llie proposal i~, not 'being :~PP'roved., 

!,PPRO'IEDI, 

Dlroet,of'-, --..,.,...
Ass'oe., Dir.,_........--
'nep: AD' Adm~, 
.~.p. ,AD II\~o...---

,- 2-
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srv 1, 
To: • 

SUGGEST.ION 

, .. 
, \ 

'0 
o '. 

From: (Suqqester's name) , 
29 1977 

,'.olylslon of Ass,lqnment 

Records .Mana 
b6 
b7e 4) 

,Ope.!} a nJl.w SUP~~2tj.Q~C£i911 •. II~~I, of 'tl1e fi1e4~ f9r'~ urt 
1~c~~~nts. This suosect~on wqul~ only ~~ly to cases in ,~ch 4~here 
are a volUminous ~umber -of pages as i,t<'Would be useless for small~r 
cases hav,ing only 1-5 ,volumes. It.would b~ -treCl:ted lik~the sub A 
newspaper ·articles with the exception that these documents wou~d 
be s'eria1ized' -' B~, B2. Thi~ ',would J?rovide f9r '. easie:t:: .re'tr.j.evability-

,0 
f. ~LES 

" Current 'pracUce ~or' rure (Include manual cUaUon as welLas facts)' 

,T~e curre'nt p~act.ic¢' i~ to' i~cl~qe' all c01,lrt documents into the file 
~~frr~t~rIe,~erial~. 'fhey are 'sca1:ter~~ ~por~4iFa:l,iy' ,t~ro~ghout the 

No ~stimate ~or amount ot s~vings~ 

SEE A'l'TACHED' 

plsadvantaqes o( ~uqgestlon--

rt would take' time for the p'er.9Q~n~1 ~n the Reqords 'Section to. make a II sub B II on f:Lles ,already±n .~xis tenc~ • 

(The use D'y'the Urilted:States of my ,suqqesU<>n shalLnot form'th'e.basls:o! <; furt,her clalm~ of any -nature by. me, ,my heirs, or' 
asslqnS' ~pon t~e'Unlted 'States. I understand that I will be consldere . , ' . "v ". my suqqesU~n ,Is ~adopted 
withIn two years-after 'subnilssI'on.) , , ,.. - ' 

c;J Mr. q~rs. ~M.IssL~ ___ 'I!!"I"::'::'";;'I=:-;;;:':r"I~-::-i;=;:=~~~~~ 



I 

--- - -~--:;c-----.. 
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. 
i 

EMPLOYEE SUGGESTION 

,. 
o 

b6 
b7C 

I have noted while processing several 'large -project cases,. 
over 10 volumes, that it becomes extremely difficult when a 'case 
goes ~o trial to know what prosecutive ~ction,was taken as these 
documents are randomly sc~ttered throughout all of t~e' volUme~. 
It ~as been ~y personal experienqe that info~atio~ ~nd names 
that I have taken out in ,the beginn~ng volumes, invariably turn' 
up in a later volume' as p~rt of court ,tes~imony. The 9ase, depending 
o~, size, either has to be compl~tely redone or changed at that' 
point. It would be much easier to process a case if there ~~re 
a q~ntral location to store the court 49cuments ju~t as the~e is a 
central loca~ion ~or ·newspaper articles. 

Advantages :' 

1. For FOIPA processing, it would give the analyst knowledge, 
of )'That is ,public fact, which so:urces to protect" and a clear tr~iri 
of th\\,ought as to what happened in the'proceedings. Being in' a ' 
central location would avoid wasting a lot of ti~e look~~g t~roug~ 
'the volumes of materi~l for th~s info,rma,tion 0' 

2. It could poss~bly cut down on the ~ppea~s on large cases. 
,Being able tq know,' from the beginning of' a cage'who test~fied 
to their knowl~dge of the 'c?se, al~ows the~ analyst tq have ~ ;reer 
hand i,n' th~ "proc~~sing-. 

3. Occasions arise wher~ Legal COl.msel or other ,attorneys 
need&;J to se~the cqur.t doc,uments. 'By hav:tng them' in, A. s~b IIBII i 
they would h~ve easy acc$ss to ar~ these documents ,while f~eeing the 
re~ai!lder ,~or :t:.~e f,ile ~.o;- ,other, ~se. 

" 

'~ ~' .. 
. .' I 

' .. . . 

- 2 -
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,ADDENDUM: ,RECORDS MANAGEMENT DIVISION ,WLB:jtw 8-5~77' ' 

'i! r ., -- f '" 
~, • ~ .J fI '~. • 

;' -Records Mana:gein~~t':Q~yision C?Pposes .the' 'suggesti0D: that subsection "~" 
-' Jiles'be maae for;court'doc'ilments·for files with more-.than,five sections. 'Records 

-B~an¢h qO,es nqt hav~',pe~so~el: available to 1!andle the p~oject~ A tremendous -
,,:" '. amotin~'g'fwoZ;>kwould be .igvolved' in, 'reviewing the files and sepa,xating il1to sub 

". f~~e~:arid w0lll:d: c;>!lly,benefit the FOIPA Sect,iQn. eniployees.an~ cii1ly ,then,lf a, request 
,.' waS, received:.for:>informa~fon from th~ files that have,b.eem,s'eparated. 

,/- <.... ,,<' ~ 

..,:1- • • Also the ,~alJ? s~~tio~ 'of th~ f~~'would riever:be complete., There "\Voulc(be 
a problem'i!l~determining w~eh the file meets ,the criteria to have a sub '~B" 
.~ection op~necl. . . 

Re,cord~ Branch employees in tl1epro.cessing units would have::n9· way 'of 
~owing'when a ~ub "B" section has been'on~neci and this 'would c?:"eate aproble,m 
in serializmg the, mail. ' 

RECOMMENDATIONS: 

1. That suggestion not be adopted. 

2. That employee ,receive a letter of appr~ciatibn .. 

," t . ' i 
-I 

. , 

-·3 -

, -

' . 
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Federal Bureau of Investigation 
Washington, D. ,c.' 

Dear· .... 1 ____ ---I 

~uglJ.~t16, 1977 

PERSON.i\L 

I have received yo~ suggestion' that a new 
subsec~~on be opened for certain files. ,After evalu~tion, 
your prop?sa:1 is not being ~pproved sinc~Jt is believed 
any advantages that might'be,gained by'lts'impleme~tat~o* 
would be' outyteighed py the time and e;xpense involved'in 
r.eviewi~g files and separating them intQ sub~ections., 

'., Althotigh,~ay~rable ~ction w~:s not tak~~ 
,in tp.is in~tance, I appreciate th~' i~~er~~t ,you, expressed 
by suDip.it~ing your-, id~a,to m~. 

'" 

" " 
~incerely yo~s, 

~ ,.. 

{I C. M. Kelley 

t. , 

\ 

b7C 

Clareri¢e ¥. Kelley 
~pir~ctor 

Assoe.Dir._ Mr. Decker ...-___ S7;_, .. 73_ti""-, ~_E_C~_\----.~& ';, - ~w.~,'.'Y" ;qf;.rs. 
D.p.AD,Adn ..... 1 - Personnel file ofl - '~~h 
Dep. AD Inv. - \..,W k' 1 ' 'v6IAJ" .. 

A:i.D~:~.~ 6'l~)' ,: ml";"'!t'~, i(Sug'gestion #508-,77.),~.r-? /,':"',1 't ; , ~!M AUG 171917- " 

c:; .,' 
~, 
~. 

, 
~ .. ~ 
-

en I\)' ~ '/ ," , , •.• ,,~, .' m. nv._. _ 
Fin. & P.rs. - \"'~ f.. ", i, ~ __ r ..... __ _ __ 
i"..". " ' , ." Ii, t';' ... ! ~ '1',>- ..... 
Int.II • ....,.-:.....,- _ 

Lobo,alory_ Continued - Over 
Legol c.u~.'_ ' ,w,', • ~ill . 
PI.n. & Insp, __ -(, 

R.~ Mgnl • ....:..... 
Spee .. Inv.-: 
Tech. S .. v,;~ 
.Training_ 

P.,ubl}c Afls. 011. __ 
Telephone ~.,.,.... 
Director'. S.c'y_, 

ft"G-t.-/ F61/00J /j 



F~deral Bur~~u gf Jnve~tigat~Qh 
Wa.shingt6~, D£ c .. 

o . , 

~OTE,: ~gge.$ts. op~ning a n~w"sllbsection, s.ubs.e'ctich f~B!I, o! the fi~~s 

b6 
b7C 

for ~6ur~,dqcum:ents'. Thi~' subsection :would oruy apply to '~ases 
in which '~~~re are a vbluminous number of :pagesaS' it' wou~d b~ u~el~'s,~ 
for smaller '~ase~ having. orily .1~5. volull)es;· Th$·~ecords Mat:l~gell)ent 
Division op'p9~.es. ~1;l,e·,s~gge.~tioil si'~.ce th~·.~ecord.s 'J?ranch, 'do'~s, nofhave 
personn~l·ay~i)able to·handl~ th~ proj,ect. A treniendol:ls ·al1lo':l.n~"of 'W9.!:~ 
w<;iu1d'oJ~in¥o~ved' i~, r~y~ewiI!g}hefP.es a~d s¢par~ting int'? ~u1Jf~le's.·~ri~ 
wou~d on~y' benef~t th~fQ~PA '?,~ctlon emplqyees' and, t~Em qnly, ~ ~. 
re.que~.t was recelv~d for jhf6riIiat~Qn.£ro~ the' files'Jh~rha:d'bee~, 
,separated. Al~q, the,'main sectio~ ,o~ tp.e ~i~e' WOUld. ney.er, be coinpJ~te 
,and: th~r;~' wpuld be, a. problefliiIi 4eteriniri~ng· ~hen: th~.'~~~· me~fs the . 
crite!,ia to ,have a sub' ":all section opened. :~!l v~ew'9fl the fo'rego~ng, t1i~ 
'proposalJs, nqt:being .. ,approv$~ arid .. $~gge$ter ,so.advised'. V~ews at~chea. 

-2-
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,Em~roycc Suggl!!.stlon !' 

FD-252 (Rev. 9-11-59) 

Director" FBI 

SUGGESTION 

o· 
Date 

10/19/77 
From: (Suqqester's name) Division of Asslqnment 

Richmond 

... ' It is suggested that -34oa l as. well as the l..1.~j;.1ng-of-exhib:Lts 

.-

b7C 

,'~ .,,~onta1ned 'in presDP_~tlet~t¥p~~eny.e~o~es (p~oposed FD-34ob below) 
~~anQ\ED-l92 forms (fpr l-Bs) be maintained in the current volume of " 

case tIle ~~the b9t~om. 
~~t.i:+ 

Also, when the ~34oa becomes unwieldy and contents are placed in 
pressboard wall t-type Exhibit A envelope, t~~t same be accomplished 
with the use of ~340b (ten copies of proposed form enclosed). The 
use of a single-page FD-34ob filed in the current vol~me of case file 
at the bottom would allow for unitorinity in entering exhibits into 
..tiles. A Xerox of the contents of the initial FD-=3lfOa enverc;pe~ma:y 
~e m~tained in the current volume of the case file under FD-34ob 
for ,read reference. 

Current. practice' or rule !Include manual cUciUon as well as facts) 

See page 2. 
Advantaqes of suqqesUon and annual savinqs (tnclude basls.for estlmate) 

This would eliminate the constant pulling of closed volumes for'f1ling' 
l-A, l-B and Exhibit sections, as well as for b~nefit of Stenographer~· 
sending enclosures and Supervisory and Agent personnel reviewing same, 
which is an absolute, daily waste of cler~cal manpower ·to the efficienc 
of no ·personnel involved and, in act~ality, to the incomplete obser
vance "of a case in a current volume, it being noted that in multi",:, 
vol~me files, the 1tems entered as evidence and/or exh1bits is not 
r~adily available -as mail is matched with the c~rrent volume, file 
~eviews are c~nducted' t~~refrom, etc. I 'could not pegin to estimate 
the savings ~f ~mployee time involved; in the current-de t~1ctiO~ 
p~ogram alone,. this time'saved would betremend~us. --1 

DlsadvantCiqes of suqqest,lon 

N9ne·noted. 

(The use by the United States o! my suqqesUon shall not Cor 
asslqns upon.' the United States. I understand that I wUl be 
within two years after submisSion.) 

. OMr. X Mr ¥1-11J 
Office Services Mana er Ch eI:K _ . " 

Recommendations and commel'!ts o(Dlvislon Head ~ - .. tJ .) -q ~~1 ,t", 

I believe th~suggestion has considerable merit and would ma 
~perations more efficient and more effect ~~nd~co 
consideration be given to its adopti~o~.n~~~~~~~~=-~~~~~~ __ ~ 

S ecial A ent in Cha e 
(Do not 'Write in thls space", for Bureau use only) , C 

. IOENClOS\IIlE-"j' ~ cIt:w~ 
, pN If: -z.v l' I / - "9''7'1 

r." "T\ n 
;J () I , .... -----~ ~! 

-- - ---------------------------~ 
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Current practice or rule (Include manual citation as well as facts) 

Manual of Rules and Regulat£ons, Ba~t II, Section 3, Page, llc, 
7. Exhibits, states that F.P~34oa manila,envelope is placed at the 
bottom of the file under serial number 1. 

Manual of Rules and Regulations, Bart II, Section 3, Page 13, 
c. Bulky Exhibits, states that original.F.D-l92 is filed as l-B serial 
adjacent to l-A serial, if there is one, or as the bottom serial of 
the first section of the fi~e. 

, , 
" " .. 

2. 
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Item Date File'.l Description/Disposition 
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Block Stamp: 
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o· 
Re: Suggestion i27-7?~ 10/19/77 

ADDENDUM OF THE RECORDS MANAGEMENT DIVISION ( 10/27/77) 

It is proposed in attacheq suggestion from the 
Richmond Office that the manila size I-A exhibit envelope 
(FD-340~) and a listing (proposed form FD-340b) of other 
exhibits be maintained as the first item in the current 
volume of mUlti-volume files. Further, that when the FD-340a 
becomes unwieldly and contents are placed in pressboard 
wallet-type I-A exhibit envelopes that proposed form FD-340b 
be executed and filed as the first item in the current volume 
of the case file for ready reference. Suggester feels that 
proposed procedures would elimi'nate the constant need to 
pull closed volumes of files for fil{n~ I-A and bulky exhibits. 

OBSERVATIONS: 

The Records Systems Section (RSS) is of the op1n10n 
that proposed procedures of handling exhibits would result 
in a tremendous amount of extra work on the part of the 
Chief Clerk's Office, particularly in multi-volume files 
since each time a new volume is opened it would become necessary 
to totally dismantle and reassemble the volume being closed 
so those documents relating to exhibits could be transferred 
to the volume being opened. It is strongly felt that the 

,present procedure of handling exhibits as set forth in the 
Manual of Rules and Regulations, Part' II, Section 3, Page llc, 
is far more efficient and superior to proposed method. 
The above Manual citation states in part that if the size 
of the exhibit permits, it is to be placed in a white exhibit 
envelope (form FD-340) and may be filed iri investigative 
file in a letter-size manila envelope (form FD-340a), known 
as the l-A serial and placed ,at the bottom of the file under 
serial 1. The manila envelope is to be clearly marked "as 
to contents and shall bear file number, serial number, and 
date white envelope placed in manila envelope. If the 
number of white envelopes in the manila envelope increases 
to the point where the file is unwieldly, the contents may 
be~placed in pressboard wallet-type envelopes and fi-led 
adjacent to the case file. If not practical to file with 
case file, the contents may be treated as a bulky exhibit. 
The l-A manila envelope from which exhibits are removed 
must show the disposition of such exhibits; i.e. l-A-l through 
l-A-9 tansferred to 65-1232 sub A, or l-A-l through l-A-9 

,-----
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transferred to 65-i232-lB. 

RSS is of the opinion that suggestion does not 
warrant favorable consideration for adoption in view of 
existing procedures which are considered very adequate and 
more efficient than those proposed, and the fact that it is 
permissible to retain adjacent to the pending investigative 
file, the file containing current record of exhibits. 

RECOMMENDATION: 

Recommend suggestion not be adopted. 

APPROVEDI 

Dlrector'_---
As!Qc. Dlr ___ _ 

Deil. AD Adm.
.Dep. AD Inv __ -

Adm. Servo-
Crlm.lnv_
Fin. Ii IIcrs._
I::cnl __ --
Intall. __ -
Lnboratory_ 

-2-

Legal coun '~ 
Plan. & InsP1!'h 
Rte. Mgnt ....... .s-t:J!!J&:::LIo07",-'--1I-

Spee. Inv, 
Te~h. Scrvs----
Tralning,.z ---
public.Affs. Off.-
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AIIOc. DI •• _'_" 
Dep. AD Ach._ 
D~ •. ADlnv._ 

All': DIM -
Adm. Serv._ 

0 0 
,..( 

" .-r 

I I 
F~deraJ. ~eau of Investigation 
Richmond, Vi~ginia, 

Dear'L-1 ____ ----I 

:0 ,0 

Novembe~ 3, 1977 

PERSQNi\L' 

o 
:;-II~ 

, , I,have received your' suggestiop. tbat,c~rtain 
forms be maintained as tbefirst' item in,:the current,volUme 
of:multivol~e, fU~s. ~te'r ~valuation, your . proposal: is ' 
ti~t being app~ov~d sln'ce'it'is belieyed.~tjhe present , 
p'ro~~4Ure ~or h3.ndling exhibIts. as set, f9rth, in the Manual 'of 
,Rules and ReguIations,is the',I,llQre efficient method~ 

Altp.ougb favoraple ,acti~I1' was not taken 'in 
this inStance, the thougbtfulne,~s;whic~ you ~ressed by 
,submi~tlng your idea. to' l]le, is grea.tly appreciated. 

Sincerely, yoUrs, 
\.. ,,' .... 

MAiLED 5 

NOV, a \97l 
,.C~rence M. Ke1l:ey 

2 - 'Richmond 
. ~ - .Field personnei file 

1 ~ SUggestion .f~e 

plrector ' 

REC·16, 

',Crfm. Inv._., - 1 ~ Pef:sonnel file of I 
~~:;: Po,'" • ·6w.1tiHiJ!Pili~!,i .... ________ ----1 

:In'o",_,,_ clJ('6)·'~t.:t1·nrij '(S 't· Ul.2f7" ,_fJ'78)'" -. '" J 'I 
La!>oro'oIY_ v~ . pgge~. ~on i1i - ~I,~ . 'j ..\ 
Logoi C4u,,:-_' It~~ \ t t", '1 I - ~,~-
Plan. & Insp. _ ~"'.J t .. - - tot. ~jo,1 
R.C: Mgnt. _'_ 

Spec. Inv. -' ,. J 
, ~:'~I:~::: ~'fa--~\or 
Pubric AIf~. Olf.\.. ~" ~. ~ , 
Telephone ~..Q N ' 
Dlriclor'. S~y 0 , ~'TELETYPE ,UNIT CJ 
'.. .. • 0 - I 

• < "'1 r ' 
, . 'Continued-Over 

en 

~ 
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F~aeral~1!rea!1 Of InvesJgatiQn 
Ricl:m;jond, Virglpia ~ 

NOTE: $ugg~ststhat 'FD'~340a, as weil as t4~ 'lJ~ting:of e:~~bit!3 
, "co~tain~d ~lJ. pressboard wal~et-type '~IivelQPes '(prop'os~d 

:f()I.~,m ¥D-3~Ob), and ED-~92 f()r~s ,(for- l-Bs) be '~ainjaiJ?ed in the 
Qurreilt :yoluF'!,e ~ ¢as~ #le ,~t. :the "~ottom. The Recorc;ls ~ystems 
SectiQo:, RecQrd~ M.aIiagem~ri.t D~vi13ioQ., J~,of the opin~~n tpat 
proP9~ed'pr:'ocedur~~ of"~an~n~J;lg exn!bits 'wo\J.ld r!3sul! 'in 'a . 
tr,em~nd<o:u$ ~mpunt.of.~~ra- wo~~ on t~e par.t-of .th~ Chief Cle~k~s 
Offic~', particula,rly: JIi ti1.ultivol~riie fi~es :siI).ce ~~cQ. t!P1e a -~!3w 
vol~~e :i$, opeIi~!l.it 'Wo~ld oecome qeqessa:r.y ~o, tqtallY',disrp.an~fe 
and ,~easse.mq~e"thev'ol~l~e being' ~16s~~ 'so' tliose· doc\lm~l),ts, 
.r.el~ting to exqibitl? ~oul9.' be tl;'~*sferr~e!l< to' the vo~uine :belti~ 
op~rted,., ~t is"st~ongly b.~li.ev~d:th~t ~l?-¢. present procequ~e of 
:haii,dU,ng exhibits·~s .s'ef.!orth,i,n th~ 'M~ri.ual"b~ R1.i!~$" ~j1d'l~~~l~~ions 
,is'~ar piore~'effici~nt '~nq. s~p'eri9t to 'pJ;qpqsed' method., The" 
Re,cor9..s·,Manag~ni'Emt Qivisi,6n recomme~ds t~at sugge,stion D:ot. be 
appr<;rve.d, , ~nd th~ 'ae~i1ea yiews' of t~~t. ~ivisi(;mare(at1:a:cped. 

,ttr',~,Un .. ' 
Dlreotor .. <' ... 

Asso.:. Dlr •• ",;;,' . 
Dep •• AD Adm~ 
~ep. AD.'lllv .... - '-." --..;.. 

- 2.:.. -
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Employee SuggestTo'i-. • • 
... FD-2Sl (Rev. 9-11-59) 

'-J.- ,.-:;, Q' 
Date 

~~----------~~~~~~~======~----!Ot~~2/~3~/~7~8~~~--~'.bb~,"C I To: Division of ,Assignment . , 

Director, FBI A:LBUQUERQUE 
,SUGGESTION .... - . 

. ,~t is suggested tha~ the Bureau adopt th~ policy of having 
t~ile~jA9~t~§~~~~g~~~ indicated below in inv~stigative matters 
wherein ELSUR has taken place: 

ELSUR-DO NOT CONSOLIDA1E~DO NOT H~STROL 
> c.~ t'~ ; 

C). 

~/~ 
Current pracUce or rule (Include manual citation as well as facts) 

The 9nly rule in existence i~·that ELSUR file~ are not d~st~oyed 
unde~ the de~tructio~ p~qgram. 

'.Advantages of suggesUon and annu~l sa.,.ings}include b'asis for estimate) 

This will prevent the £ile from· 'being destroyed ,<;luring rout;i.ne I: I 

file destruction. 'I~ is no.t~a: th~t the tapes from EL~U~ are not r, 
maintained i~ .the file'; however I 'tran~cripts are I and it could 
become necessary to have to transcribe all tapes over 
again should the subject of the "irives·tigatlon inquire ,about ELSUR 
during a court. procedu,re. Th·is' ,proced~i:e is in effect in th~ Albuque 
que Office and works ve~y ,satisfactorily 

Disadvantages of suqgesUon 
, None' . 

(The use by the United Stales of my.suqgestlon shall not Jorm the basis of ex further 
assiqns upon'the United States. 'I understand that I will be con,sidered for· any Justi£l 
within two years after submis!lion.) 

Recommendc'zU,ons 'and 'comments of Division Head' 

This suggestion app~ars to 

(Do no{ write in this space - for Bureau use' only) 

i-14d 
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Re: Suggestion 1150':"'"78, 2/3/78 

ADDENDUM OF THE RECORDS MANAGEMENT DIVISION (TBD:mk 2/10/78) 

It is proposed in attached suggestion from the 
Albuquerque (AQ) Office that pollCY b~ es,t:ablished to, require 
that file jackets be stamped "~LSUR - DO NOT CONSOLIDATE -
DO NOT DESTROY~" in, those instances where the investiga!:ive 
file reflects .ELSUR activity. Suggester feels this procedure 
would eliminate accidental and premature destruction of' 
ELSUR material during the on-goIng mandatory file destruction 
p~ogram. 

OBSERVATIONS: 
y,~ ~"~, :' 

R~present~tives of the{ Records Systems Sec1;:,i'o!1, 
Records 'Management Divisionf,.-a~e' ,awar~ that suggest~d": ~?ing/qr, 
si.milar procedures, are alr;eady being. ~u~ilized ln othep ';fi~Xd. 
offices in o,rder to .avoid t;he prema.tur~ 'de~.truc'~ion.<o~: ELpUR 
.m~teria1. It. is therefore pel~eved ,to' b~., ~lin~c~'s.~a'iy ··to~. 
to i~s.~itute a l!landatory policy' r~qut;r i~g: '~he, st;a~pi~g ~. 
of ~J.;I.e covers as sugges1;:ed., H<?we'l{er" ~ t, J.S felt ,th~t ~;-!I:1ce 
this procedu,re appears ~o be.workirig' .~el1 for 'AQ, they~,:shb~ld 
be' permi tted to continue ~ _ .~. -.' 1 

RECOMMENDATIONS: 

That:· AQ be permitted. to continue suggested:'"pr6cedure 
in their office. However, it is recommended that procedure . 
no~ beestablishe~ ~s a ~ie1~-wide ~oli6y~ -

1 • 

~PIlROVEO: Adm. Servo ~egal Co~n. ___ ___ 
l Crim. Inv.. Plan & Insp.' rL.~ 
Oilector_____ --- Rec.Mgnt·.HU/~"f 
'~sioc; 011. , Ident. Spec. Inv. " _ 
b'e'p~ AD' In.j.~. ___ 'Inteu: '. lech. Serys, ___ . 
,h~d\O Adm.. . 'Laboratory Training __ ~ __ 

public Alfs .. OIf, __ _ 

-2-

I 

" 

I 
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. - . 

/£ " I I -
Federal BUreau 9f tnve~gation 
Albuq~erq.ue" New Mexico 

Dear'L-I ____ ..... 

:March 1, 19'18 

PERSQNAL ~ 

y~ur .. suggesUon has been receive,d that ~1icy'b~ 
established to require ~t cc41ain'flle jackets be staJ:npedJn a 

, particular manner,,. After evaluation, it has ~en determined ~t 
sugge~ted ~/o~ similar proced1;11'es 'a:re ~~eady being utilized, 
in other field offices; therefore, it is believed to be unnecessary,' 
to in~Utu~e a man4atory po.icy requiring suc~ a procedure .. , How-, 
ever, since this m~thod'ap~s to be working well,fo~~yow.: 9ffice,- , 
it may be ,conti~ued. ' j " 

, T4e: interest you, expressed'by 'submitting Y~~i~ea 
to me:'is greatly app~eciate~. ' . L",- , 

r:=~~:""t1 I \~;fh '(hli~~;t.... S~cerely:yoUr~~ 
~~;', ~* 

, . ~ 
'$ en 
o ...-
~. , a:: 
"~ '-t ' .... ' 

n:: , . «: 

j t;,~ ::E, 
,.,": . , '- Alpuquerque 

~:;~~!i'!i.t:-:':': 1 - Field personnel file 
, ·A~:t.~~:--~ i. - ,~gge~tion file 

, Ad",. Servs._ . , 

1'2'7-
~ 

~~;:;.lnY. 7'~" ~ ;per.f?~l!'nel fp,e of: SAl 
fntell.;. W:njw 1Ii.u:J, L...-______ ----' 

t:::;a~:> _ . _ 6) 'T-" (S!Jggestion #150-78) 
Plan. & Insp •. _ • 

b6 
b7C 

< "'i-'. 
,~".~ ... 

"" " ,. 

< " 

," 

~~:t~!;~~:= ,yJJ ~\~ 
Public Ails. 011:_ continued - Over 
Telephone RIO."':"=: 'oil ~){{l . 
Director's Se'c'Y-~',~ Nt. \'f~oQ}1 '978 

_ _,' ".., I-l-yc 
FBt/ooJ 



. ,., .. 
.~. 

r 
Fede:ral Bureau ,of Inve~tigatio~ 
Albuquerque, :New>Me~~o 

' . 

b7C 

N:OTE: Suggests 'Bureau adopt pol!cy of h~ving):h~, file ja¢ket 'sta~ped ' 
"IE~S~~PO'l'fQT C'O~S6;Lll?ATE-DO'l':TQT :b~ST~Oyfl in itivestig~~ve 

,matters wherein ELSUR 'nas '~enpl~c'e'. ~gge~t¢r advi'se~ proc~dur¢ i$' in: 
, effect- in .A:lbirqu~rque' Offi~e 'and.mo:!;ks very 'sa~isfach?,r.iIY.' The RI3c:ords 
~anftg~J71~nt ·Div,is~!=m 'not~s, th~t ;represeiltativ,~s .of th~,~e90ra§ Sy~terh$ 
~ectiqn a~e .a;w~re ~hat suggesJed 5tud!pr similar 'p'ro,cep,ur,~sl~re ai~e~9.y·, 
.l~eing ut~l~z.ed in ()therfielqQff~pes ~n-,order to 'avoiq,t1i~"i?re}lJ:~tur~:d~~truction' 
6f :ELSUR m~teri:aJ:.. It 'is; therefor.e, beli~v~d' ,to b~ tinne.cessary t<;> ~!1stHut~ 
a manqatory po~i~y req~irii1g ·th~' s~~pip.g of. fil~, qovers ,a's, suggested. :HQw
ever~; it Is _be~~eved :'~l)at 'si~c'e ,th~s prqqe'dure ~ppear,~ to be wQrking, well for 
Albqqu~rque .th~y" f?hould ,be pe:pp.itted to cop.tiriu~,. ',The R~,gq~~rs~ lyIiu:iagement 
Division ;~ecpjnme)idE? tliat A~bilqu~J;qhe·be iJ:e:t;initted to. ,~6rit~nue suggeste4 
'pr.9~·~.4l:1~e ~n ~hert: of!ice,. :How~vet., 'it IS r.~cd.mrnerided,t1!at pr·0:ge4~ret].0~ .pe 
,~s4iblish~d 'a,s: a, ~~eldwig.~ .policy . V~ew$ at~phe¢l·.. ." 

(\PPR(lV~D:

, Director , 
As~oc. Oi;'. . :.~ 

'Dlip.AD ~dm. . 
,Dep,ADI!1v" ,~, 

~2-

'.....;.-.. 

• 
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Ou:rSIDE SOURCE 

near ..... 1 ___ ----II e 

,,, .... 

;t-la~ 9.~ 1'978 

o 
F;i.£$ 

" " J 

) As the r"esult o~ Invit~tion tor rHds NUmber. 
2083 tor Letter.- Size File Bacjks,r.CQntract.N'u~ber J-FBI-
7827 has ·been, at-lard~d to T;he. Shli\w~l'lalker .Comp~ny' (or 
the" total, '~Plount 9.t $23,400.00. The aHaI'd was ,made .~.o 
the 'lowest., resp~onsi v~ a~d respon~ible biqder. 

" 

- Yptir ipterest in this ~rdcurement is appreci~t~d, 

so'l'1~i tat Hins • , 
'.' 

and we loo~" {'orward to your particip~1:-~on_ intuture' ~ 

r----- :. V~ry tf.,,71Y 
ire", ' 

MAIJ.El) if . 

MAY 9 1978 
Jay Cochran·, ,Jr. 
Assistant Director FBI 
Technlcal SerVices Division 

..,. 
Assoc. Dir. """'-
'Dep:' AD Adlll. _ 
,Dep. AD Inv • ....:....... 
Assi. Dir.: '. 

,~Bf Contra:cting OttiCL, 2' ]!f/' ,--' 9X'j"ql 

~"0' . ~EC~20. / .... '. ' -~ 0;6' .Ek~~ ! 'L\&... '<\1" .. ," LP - ,. rd"i 
~ ")iP~~}) ,: :'.c:::::=:a:J-~ 

~ 

" r;!% MAY 11 1978 " 

Adm, Sirvs._' _' -

:i:~,;.,',nY;~ NOTE: Base~' on Fe'deral ,pr.o,cti~,k;eh#.'.J!~gtilation Section 
Lcbor~lorY ~ 1-2,_ 408 rega:rding~ ,not:i:fica;e1.i.0,n Q.f ;~nsuccessful offerors. 
~~::.I i~::~., ~." R / f 'ii" ~.~r , " B 

~::h~::rl~~, ~ ( '~.~~,~,:, Wr1,a-,', I'~".' , ~;V· APPROVED: ;:;:: ~~~.';...-., Leg.].Coun. P~~;ii=i~k~ au. ~ ~ '""\ Director ~,~,_";'" Plan. & Insp.--... ·..-,· 
Telep~one·RIlI. _ ~ Assoc. ok. .' Ident. ReCMgnt.~" 
Director's Sec'y 1" () "'.Ii () oml Oep', AD IIcfrim-.,' Intel/. - ....... ---., Tech. Servs. 't' , (' , ~ __ --.;.; Training , '" .FBI/OOJ 

, ~L/ '" . I;)ep. AD Inv., -. ~Laboratory-"...-, " c:I-' " PubliC? Affs. Off. 
-~------------------~-'~'==~-~-~----~~ 
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May 9, 1978 

J 
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" 
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'~ 
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-

~, 'I 

'-.",i. ~ 

Dear 

the resul,t of Invl t~~ for. 1ll.ds, ,!h,unber 
20n-;~ f etter ,Size File qk~ract Number: d:EBi .... 

_J1f?~, .... has' eerl: P:~arded ,to The; ... ::;ba~~-J:la.l~~,r~!! CCID:05mr ,for 
the total amount of $23 t 400.00. 'The a~lard was made to 
t.be lOHest'1responsive and responsibl'¢ bidder • 

Your interest in this procurement is appreciated, 
and'we look forward to your pirticlpat10n in futqre 
s6lici~ations. . 

MAILED 7 

MAY' 9 '1978 

~",: ~ \ J:81 
t •• 

~ , , 

: A,l.D' ~$OC~ '( __ _ 

: 'DOl': AD Adm • ....: 
'. '~.lp. AD Invr ~~ 
.- AHt.'D!r.~ • "'. , 
~Adm.'StrYsol_ ~ .: l! ~ J' 1 

:,.Jr~III.lnv • .:.,,::.....,.. ,,;1'1 f" ,"'_ ~ , 
" I~,nt. • - ." ~ ~ W .I. t \ [ 
, t;~~I;ato~-----. NOTE: Based on. Federal Procurement Regulat'i'bn Section 

Legol Coun • ....:......,.. 1;..2.408 regardins;7gnotif' cation of' unsucces~ful Of, ferm"s. 
Pia •• &. Insp. ------ fIJ. -
Rec. Mgnl. ~ * Adm Serve - 'Legal coun. __ _ 

Training ( ) .y.I(}I;Y ~t; Rec Mgnt. 

.' 

t • 

·b 
b7C 

. . . 

Te~h. Serys. _,_, : vm~.t) ~ APPROVED: Crim: Inv. - Plan. & Insp~, 
Public AI!s. O!!1 it l ~ AY ..: ~~ DIrector Ident. _ Te~h .. Servs. " 
Teleph~n,e Rm( ~ U •. , .• :' J... 0 AsSOC. Olr.· ,~ Intell. Training '"," ' 

l.- Directo/'s, Sec'y ....- MAl, ROO~I ~ Dei>. AD Aem. _':""" Labofatory ---""'"""" Public Mis. Off-...........,. ..... -FBII ooJ 
~ , l, IF .l)ep.AD Inv. ~_ 
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Ma~ 9, 1978 

O:U~S:P>E SOUROE 

D~arl I 
L...--__ ----I \1" 

, . \{~ ~he· r~~~l t of Invi't ~.: ~ ~o~i d.s ~ymber 
2083 f0!o/f~ter Sfz~11~ack8 t '. ber J-FB 

;:7821Jhas been awar, e '0 e aw..:.lolalkep Compa'ny for 

b 
b 

the total amo~nt of $23,400~00. The award wa~· ma~e to 
the 10vl~st '. responsl va .,and res,ponslQle bidder. ~. 

You~ ~nter~st in' thi~ .procurement is appreciated,. ' 
and' we look forliara t<;l" your par~rcipation in futur,e. ~ 
~sol'lcl tations ~ 

MAI~ED7 

Very trUlY~~:~ _ . 

lM-35,~ ~tl ?i~.. .' ',. ' '. 
MAV.9 '\918 

~til 

,Jay Cochran, '.Jr.frjp-0/3/9- d/tfJ 
Assistant Director FBI ' 

,Auoc. Oif.~ 
O;p:AO'AdID. •• . 

Technical Serv.1ces, DIvision' 
Contracting Officer . 

~~ .. -... .. --~F: .: .. 
~ .." ~;it 

20 MAY' 11 '1978 

- .... ' -- ...... - ----Oep'.AO Inv. ~ 
Aul. Oil,: . _ 

Ad~. S~rVs\_ l:. PI J:> ~ 
~!IID.lnv. ~. • . ~ J 
:!;:I'i. . "" NOTE: Based or: Feder/~l. Prq?ur4~enp' R~g9Ja~i9J.l Secti'on 

.Lob.orolo'>',..........:,... ,1-2. 408 reg~rd~ng n l'flcatlon of" uns).tcc~~~:fi'lia. offerors. 
Legal Coun. _ ' 

Pion. & Insp ........... R vmw* . " 
Ree. Mgnl. -. - ( • ~~ j; APPROVED: Ad/11' ,Servo _ Legal Coun •. 

, Tech. Servs. -=- ~'1J111.': Crim.lnv. . Plan. & Insp.' 
Training. a Director Rec Mgnt. .~: L.-

Public Ails. 9~1. -. "0 Assoc. Dlr" .. Jdent. Tech. s<ervs.~ 
Telephone RID. --.;. " Dep. AD Acr~ Intell. Training 
!>irecI1U'YSd. -i t~ Ro6~f _ Dep.ADlnv. ~- .Laboratory,,-- PutilicAf""'fs-'.O=Ur-.,.-':-- F.BI/OOJ-

~ I 
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Dear 

2083 

b6 ~ .... 
~b7C . 

I 

to S 
):our intere~t in thi"s proqul?emen.t is appreciated ~ 

and we. look forward ·to your participation: in future 
sol:~ci'tatipns • 

. \ 

'MAILED 7 

1978 
. fin Assoc. Di'.~ ~ 

D~p,.AD Ad .... -t:-=::;:=;:::--.;;... ___ =-' 
D~p. AD'lny. _ 

Aui. Dir:~ "". 
Ad ... ·Serys. ---. 
C,rim; In.Y •. ~ ': .. 
Ident. . l:: 
InloU. -" P r L '). 
Loborctof)'~ NOT d d tj"b"" -"t ~! J '. 

:LegoICo,·n.·" .' E:. Bas~ on Fe e:r~l PljQ. ~re~~l!. Regulat~on 
_ rp1on.&lnsp._.-... 1-2.40.8 regarding no~~fi9ati.oil 0f.;uri;:!u6Q~ssful 

Roc. Mgftt. --"-=-~ .. V" '"" '.HI TeeL. SO'V$. -.. R * APPROVED: Adm.Serv. .. 
Training • : vm"{w Crim,lnv. --. 

Public ~lIs. 011. ~ ( ). ~~ OJ rector ,-::.--..--____ 
til(ff1'0nf~rru--' Assoc. Dir. Ident._---o:..--
l'Di,octo':$ ~.ej)';_.. ~. J OOM Dep.ADAdm-; --. Inteil.-,--__ 4 d--'. . Dep. AD Inv. --. Laborato.ry __ 

Secti.on 
offer9rs. 

LegalCoun. 
PJan. & Insp.--.--
Rec .Mgrit.~. . 
Tech. Servs. . 
Training : '. F61/00:l 

Public AUs. Off. . 



Employed :Suggestion 
FD':252-(Rev., 9;11-59) 

;'To: ~ -

o 
ester's name) 

o 
Date" 

Dlv.slon of Asslqnment' 
'. 

b6 
b7C 

Dlrac,tor, FBt Div. IV, Records Serv~ces 
SUGGESTION' 

Tha~ a no~ice be poste~ in individual offices stat~ng which 
drawers and"cabinets in that' office a locat~ clerk has or 
does not have access to. (Cabinets CQuld' be nUmbe~ed and list~d 
·as 's,uch.) ~ 

Not applicable' 

It will serve as an ,aide to, locate clerks ~~o can ~hen 
define em a:r:ea, ana, ,~yste~at:t9~lly' search and e~.iminate 
'thoE?e areaS! "off Ii . ts." Often, ,there is tension, among: 
super,v?-sors abo ocat~ .clerk,s .. looking in drawers f 90ntaining 
otlJ~r th,an, per sonne mcp.J.' an ,:LIes. \... _ _ 

,£~ -1~ 13::: +; P74d-
~ -:;I ~~ "~ -' 

'None :f;oreseen 

(The use by the United States of my suqqesUon !lhall n,oq?(¥-;~e;~'a.~rs,?f,? furthe~. claim of,' ~ny n:ature !>y 
asslq~s u~on,,,the UiiHed S.tat~s., 1 \u)derstand.~han.~lif.!!c: ,con~I~~r!lp!f~l,Q, 
within '\wo years after submission.) , 

, , ~Mr .• ·qM~s .. ~D~l;s~ '~; 

OW heli-s, qr 
s'adopted 

etc 'A ' 

:.; E i~ ~ I ,'. '_ j 2"3 AUG 1. 197t:l 
Suggestion appears to have, merit and £avqraQle c9~s~deration 
shoul~ be, given to this matter.~ 

(Do 'I)ot write In ,-IMs ,spac'e - for Bureau, use,onl},>' 

DIVI'SION ;PAGE 2 
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.Re: Suggestion, 6/15/78 

~ . 
ADDENDUM~ OF-THE.-RECORDS •. MANAGEME:N.T~-DIVIS ION-( HRS!.bpr -.6/27./-7.8.) 

Supervisory persqnnel in the Personnel Records Subunit 
recognize that there is a, propl~m for their locate clerks 
in some offices where they have a need to contact and search 
'for files an~ mail they have been requested to find. The 
Supervisors of the S~bunit are o~ the opinion that t~e offices 
involved should make the decision which method is best for 
them to inform loqate clerks, by'labeling cabi~et~ or some 
other method, where they are ,free ,to search or where they 
are restr icted'.' . 

Records employ~es should be instructed, to be diplomatic 
in making contacts along with being instructed on locating 
procedures. - ' 

The views of the Administrative Servipes ,Division 
and other interested divisions should ,be solicited. . . 

REeOMMENDAT.ION: 
. 

That the sug~estion be referred to other divisions 
for their views. 

,APPROVE!?: Adm.Serv. 
Crim.lnv. -,-;-

Oirector 
Assoc.O<-lr.--- Idcnt. __ _ 
Oep, AO Adm, ,Intell,=-::-:--:-_ 
Oep, AO Inv. -= Laboratory, 

'. 

- 2 -

Legal Coun, _ 
Plan, & Insp, W 
Rec, ~gnt. ~ " 
Tech,S~rvs,~ " 
Training- • . 'l. ,I 

'{'UbIfCA!fS,Ott,_·: _ 

.. 



.. f() ... 

." .'. o. o 

Suggestion #3 53-78 

ADDENDUM:' . INTELLIGENCE .DIVISION (INTO). '7/1'3/78 GGA: jpm 

This suggestion recommends that FBIHQ Supervisors, 
in those cases where such action is deemed necessary, 
appropriately mark safes containing such sensitive 
materials that- locate clerks should not have access. Based 
on the fact of this' suggestion, it would appear that cer
tainproblems have arisen where locate clerks h~ve sought 
files among FBIHQ Supervisor's work. or safes • 

. 
INTO· does. not feel that such a "system" should be 

inaugurated. An implementat~on of this proposal would 
immediately flag those safes holding the most sensitive 
materials of this Bureau, thus contributing at least to 
some extent to a lessening of security. Secondly, it is 
felt that any problems that may have arisen in this regard 
will have been a result of a lack of tact or consideration, 
ei ther on 'the part of the FBIHQ Supervisor, or the 'locate 
clerk. It should not be necessary to· take the necessary 
steps to implement this suggestion in order to alleviate 
a problem of this type. In any event, all ~BIHQ 
Supervisors are aware of the lopate clerks responsibilities', 
and that these. responsibilities require them to have access' 
to virtually all work areas. In those few cases'where a 
Supervisor insists that certain materials be kept secure at 
all 1;:.imes, . because of the sensitivity of the documents" he 
should understand that it is h:!.s responsibility to keep 
these documents secure in whatever method he deems to be 
appropriate and necessary under Bureau regulations. 

APPROVED: Adm.Serv. 
Crlm.lnv~ -

.. 

CegalCoun. 
Plan. & Insp.---
Reo, M?;nt. 
Te~~,,~~,.........,~.-: 



. 
" 

o 
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,Suggestion #353-78 
A:DDENDUM OF THE IDENTIFICATION DIVISION: 

u . 
Identification Division maintains ,individual administ tive folders on 

Division personnel which .are geheral~y sufficient to handle arising personnel 
matter~. Requests~,for and holding of Bureau personnel fil~s of Identification 
Division employees are limited and principally would be called for the Division 
Front Office. Therefore, this Division recommends locate clerks consult Wlth 
the Division Personnel Office when attempting to locate personnel mail believed 
charged to the Identification Division. 

i\PPROVEDf 

Director 
Assoc.,O"'"lr ...... · --
Dop ADAdm •. 
Ocp. AD Inv.-==-

~---::----

AOm.Scrv. 
crim.lQW:' 
Ident. 
In;e'l. • 
Labora{o'ry -..:.:..-

legal Coun. __ _ 
Plan ~ Insp. ___ -
Rcc.Mr.rot. . 
Tech. ~ervs:~ _ 
Tralnlns . -=:. ,_ 
Public ACfS. Oil. _~_. 



I~ , • o. o 
ADDENDUM: ADMINISTRATIVE SERVICES DIVISION 

tJ,v ~! 
RL:kld 7/14/78 

The Applicant and Placement Unit concurs with the 
attached suggestion. 

A notice posted in individual offices defining the, 
cabinets and drawers in which the locate clerks have access can 
result in two advantages. . 

'f 

First, elle locate clerks, wi'll have defined areas of 
responsibility whi9h will enable the~ to perform their duties in 
a more efficient manner. They will not have to conduct searches 
~n 'areas where there is little ~hance of locating personnel mail 
and files. .. 

, 

Secondly, ,there will be a reduction in tension aIt.long 
supervisors and' locate :clerks resulting from searches in cabinets 
,and drawers containing items other than 'personnel mail and files • 

• 
RECOMMENDATION: That the att~ch~d~ suggestion- be approved and 
implemented .' 

APPROVED: 

Dhector "'~_ 
Assoc.Oir, _:.-
Dep. AD Adm. 
pep. A~ Inv., -

Adm.s~~~gaICoun. 
Crill'. Inv, r '~:an. & lnsp.:~:::: 

. Ree. Mgnt. , __ _ 
l(\"'~\' ._ .... __ T~("h, Servs._---:
:n.~ \.., '. _ __ Training 
Laboratory -=-_' Public Af'~fS"". O=tfr-. ~-



Suggestion #353-78 

Re: Suggestion, 6/15/78 

LABORATORY ADDENDUM q?~:ljS* 

o 

'7/11/78) 

Although there is a need to implement proposed 
sugges'tion in other divisions ,laboratory section chiefs 
and adminis'tr9-tive subunit supervisors maintain that :tt 
is seldom. nece~sary for locate' clerks to conduct their 
own searches because examiner~ and laboratory c1e~ks are 
usually wi1~ing to conduct searches on behalf of t~e locate 
clerks;; When i t doe~ 'be,come necessary for loca,te clerks 
to c<;>nd-q,ct their own search~s, they already know, for t~e 
most part, what drawers ~~a cabinets are access~b1e to them. , . . 

The option of providing additional space, i.e. 
a speciC!l drawer for the locate' c1erk'is seen as impractical 
qe'cause ,of 1:i:ini!ted space conditions due to the storage of 

,,:'/( l~boratory. equipment and other research m,ateria'ls. However, 
the,. drawerih which examiners have hitherto stored ,files could 
be labei1ed as accessible to locate clerks if this can . 

.... , .. 

facifitat~ 1.oc~te .. s·ear6hes. . ' 
, , 

",',>- • There, are some questions regarding the notices 
whic!l ,~ould be posted in the event this sugges~i9n, is ' 
approved. Who would provide the 'notices--Records Services, 
or indivi.dua1 ... ~gents and- examiners? Where would they be 
posted~" , 

Perhaps, this problem could .best be solved if 
locate clerks; made it a habit to ~nquire ~borit accessibility 
before they conduct searches • 



· ' 

.4ADDENDUM OF ,'TECHNicAL' -SERVICES Dr-VISION:, KTB:jo "7/1I/78 ... ' 

The ~ec~#~cai Se~v.iqes Division int~rpose~ 
no ol;>jectiol}, :-co' this, 'sugges.t:.ion if, it' i~ 9:ei;e·:t::~i':1.ed 
that su~, ~ p~9cedure' 'wi'll hi? of assistartce ~o 19ccite, , 
cle:t:ks.. It Nqte that in most instances ~here .such. ai:::.-t:iv±ty 
occurs there are communica't:.ions of· cit' sensitive natur.e. 
wpich ~e go: not wi"sh to pav~ perused during, the c9urs~ 
of a loc~te inquiry. For that ~e~son, we would anti~ 
qipate 'cgntinuing ~~:~h our prese'nt po~icy ~:f' ·hc:tvi~g· 
our, ,employ~es wor~' tointly 'Vlith the, locate clerks . 
in an: attempt to' ,find a specifi'c ·document. .. . ~ 

Legal Coun. __ ---:-
Plan; & Insp., .. . 
Ree Mgnt. . '. .eJ.1.. 
Tech •. servs .. <1 t~~ 
TraJnmg .. ; 1 , 
Public Affs. Oft. ' 
''"' .,,,,.~ .----

APf.>ROVED: Adm.,$e~._ 
Crlm. ,Inv:.....:-.:.....: 

Director , Ident. 
Assoc.Oir. . ' .Intell: :0:-" ~----
, Oep. AD Adffi-:--
D' AD Inv ~- Laboratory -, " ,-
ep~ .'~ 

'-



o. o 

RE: Suggestion #353-78, 61,15/78 

ADDENDUM OF CRIMINAL INVESTIGATIVE DIVISION, (BRB:bam, 7/11/78) 

RECOMl1ENDATION: The various Sections of Division 6 recommend 
that the locate clerk seek the assistance < 

of the occupant(s) of the Division 6 space in question to 
determine if, in fact, certain cabinets are unavailable 
for search purposes. 

.~'" 
'APPROVED: 

- Nim. s'W;~y;·N': eltalUoU~, Crlm.lnY. plan, & Insp, __ _ 
Roe Mgnt. _--

Director ___ ldcnt. __ ~ TQ~h. SorYS._, __ _ 
Assoc.Olr• .---:. Inteil. - Troln!ng _,..,..--
Dep.AOAdm, __ UlboratOiY--. publlcAffs.9tf, __ 
Dep. AD Inv.,...;..-__ 

.4 I 

.. ~ 

,..., 

( 



, <-

'"t ". I.. o· 

Sug,gestion #353-78 

ADDENDUM LEGAL COUNSEL DIVISION JC F:nls 7/7/78 • 

Legal Counsel'Divisionuhas no objection to designating 
~ certain cabinet drawer' ,in its various offices where personnel 
files and related mater ials may be stored. This would. enable 
Locate Clerks to have access to such a drawer should it become 
n~cessary • However, Legal Counsel ~taff'will continue to afford 
every assistance to aI.t Locate Clerks searching for ~such materials., 

APPROVED: Adm.Serv, 
Crim.lnv. --

Director 
As'soc. Or::'"lr,=:""" -- Ident, __ _ 
Dep. AD Aam-. -- Intell.-=-__ 
Dep. AD Inv. -- Laboratory __ 

Legal Coun. rtfl'?fII· 
Plan. & Insp.~ 
Rec Mgnt. 
Tech. Servs"". ---:;...
Training 
Public Afl7:fs~. O~ff"', --



(j 

.• ~.>. 

F~der;ll 'Bureau, 'of JD.ve$.t~tiQn ", 
Washi~on, D.C. ' 

,~ ju1¥?6~ '~97~ 

,PERSONAL 
J • 

Q 

, t 

,,'b6 
b7C 

, ... ~Dear'--I ___ ----I 

:t~< 
~I' have receivedyiiilr sUggiletton"!;e~~n 

,procedure to aiq\' 'loCate, clerkS' in: their ,search for file n' ,Ina • 
Al.te:r eva;x~tioni, ,your. propo~ "fS"~Qt ,txdiig.;;tpp~bved' since', iEls I. • 

~li~v~d c.abbiets' ~ho.ula no.~"be,,' "fJ4gg~d't ~.~to ,~~W content ·fo~ , 
s,e~urity ·~~;tsons.: In"mos~ ins~!lce~, ·~~ca~~~·tt!.erk~ have.~cce~~ ,to 
worIt, area~, 'an~i9- ~os~ few.ca:~e~ wp~~~ 'c~r~~ ina~er1als'J:p.~st 
be' k~~t ,secur.e a~d:~ocate ~l~~ks . .do ~~~ ~v¢" ac,c~~s." em.J?loye~s 
assJ.gned·to·,~~~ ~.e~ a~siSt m·s~~chlt;tg .. fQr.fne~~~d mall. . 

" " '", ~J.#lough'favPra.llle action ,wi18liottaken,in~ 6" ' 
ins~nce, 'the i~ter~st you expressed by~submltting your i(l~~{tQ me 
is ippx:.~c1a~d~, 

~~ "" ... '" 

, , : . .. -

'lor \,l II 1"': ~I_l I~ ~ '\ 

Continued - Over 
I i~ ~J ~ .... : • .-,' ~ - \~, -.-

,t 1 .... I ~ t ~ 1I ~ 

.~ :~:J t~ 



'. 

Fedetal B:ui:eau, of' Inve~ligation 
Washii!~to~, D .. C. 

o 
. , 

I 

'\ 

NOTE: Sp.ggests a noti¢e -pe pqstE~d i:r!- indiv~duaJ. of~ic~"s :s~~~ng wh~ch 
drawers' and, cabinets in' that office ar.e, accessible to locate 

cl~,r~f? .' T~e ;Legai Counse~ arid Planning and ~~nspection Di~iSiohs 
,~aye no ob]ectiQp,s to,this suggestion,. The <;::,.rimimil I~ves,tigative, 
DivIsion recommeilds,tliat the locate clerk .seek· the, assistance of .the 
oc'cp-p'ants, of the'd1v.ision $pace, iri -question t9 determip,e ,ifj ~nf~ct, 
q.e~taj.n.bab~n~tf? are unavailable ~.or s~arch pu~,p6~es~ Tpe Techni,cal 
~ervice~ DivisiotiiJinterpqses. no _object!o~ tq-this ,p~oposal. ::a;o~ev~r; 

, th~y 'note:that ~n ~ost iiistanc~swhere 's~ch a~tiv!ty oqc:t\r~ ther~ a~e 
communiqati9Ils 6f ,a sl?nsit~v~mi.tur~ ;wpich -should not be, perused 
durfng the c;otirs~e of ~ loci:!-te Jnquiry. 'For tJiat re.as6n, the present 
,p.oljcY: pf havi.ng thei:r .emploYe~~' work j6tQ.t1y wit}l thEtloqate ' cl~rks 
wil~ :p~ cgntinued'. Th~L~b~ratoJ;'Y Divis~~mnbt~,s 'although,t,here i§ a 
:n~eii: to ,jnipl~in~~t .prpp'osa~ .fri: o~her.d~vision$" ·Lapor.a:to.~y· s,ection .. 
Gt'li~f~ atid',~dmi~istrat~ve' stibun~t ~~pervisors ma,ihtain tha~ It i~ s~ldo.p1 
ne~cess~ry ~or ~ocate cl~r~s to ~<::mduct,theit 9wP sea:;r:Ches l?e,ca~se 
exa~i't).ers,' and .laboratory cler~'$ are, us~ally· willing-to co .. nduct'se,arches 
o~, ,Qel].~lf of· the cJer~s .. When it d,oes become, nepess~ry fop·lqqate ~ . 
clerks tQ .. cqndttcl t~ei~ oWIL'sea;"ch~§) they already kj1ow" for the' 'most 
:pa:r;t, V?p~t ~r~werf? aQ.~· qal;?in~t$ ';t~~ .~ccessibl~ ,to tpem., ,The :{\dp1inistr~.,.; 
jiv'e ~,er,yi,ces :DiVi~~6Q.'cohcurs with, t!l~.:suggestion. ~qe, I~~ritificat!oh , 
'Divi'sion recommends, that locate clerks' consult with the division Personnel. 

)f ", • '" ~, " ~~ J. -!' '... ~ _ ,~ .."" -" 

,Off~,ce 'wh~p: ~tteinpting to locate ;personnel:~' l)i.~i~ l?eliev~dcharg'e.d 
t9 the; Id(:m:tific~ti<?n ,D~yision. Th~ Intelligef!.qe .pivisioh ·qoe~ llot 'b~liev~ 
tl].at suggef3t~o,n, ~h:Ql:1ld 'PI? inailgur~te'q,. ,~n imp~ementatioJi 'qf this pro:..' 
posal·vlquld,jmmediately'f!:i!g those· saf,es po14i~g .the 'll.1ost seJ}slt!ve 
i:nat~ri?l~s, of'thif? J?urea.u; th:n,fi3 ~otltribtit~n.g at. least to s,q~e· ~~~I!t to. ~ 
lessep,ing, of ~ectirity. :FBIHQ '~per:v:isQrs a~e aware -o.f thE(lq,c'ate cl~rK~1 
reEiiP,onsibiiities' and tpatJhese; respon.sipilitie's 'r~q4ire .them to, p~ve 
acc'ess, to "virtually" ~J \yor~ ,areas. :~ri tho~e few ,ca.ses, ·whE;!.re'a, sijp~ry~sor 
insis~s ~hat ce,r:tain ma~~ri3:ls be kept secure ·at . all tlmes". ·b~~f!.us~ or:-th~; 
~~nsitiy~ty:"of tp.edoctime!1ts, h~ ,$;houI4,u;riqers'tand tl)at it .is' hH;r.espon~i
biUty·to 'keep t~es,e ,doqujn,ents 'sec4re' in, what~ye;, Plethod he qeems 
to b~ appropriate and necessary ~nder ~'grea'll' regUlations'. I~ view' qf the
foreg()ing'" especi~lly the strong. opposit~oh by ·the 'Int~llig~rice Pivisi9n 
and'the comments from the Technical,Seryic~s a-q.d Labol'ato~y, Divfsions, 
it is recomll).'~nq.e.p .. :that this s:ugg~stion nbt,be :appr.ov¢d. View.s attac~'ed. 

~. 

Adm. Servo Legal Coun. ~'\ ~ 
Crlm.lnv., - Plan. & Insp. 'rl~~' 

APPROVED: 

~ 
Rec.' Mgnt. 'J±fVJ. ~ 

Ident. Tech. SefVs. ' .• _ '.~ 
Inte!l. • traIning "- .D 
laboratory· pub"t Afts.Off. - ' ~ --,~,~ 



.Employeo Sugg~stlon • 
FD-2S2.(Rev; 9;1-i-S9.l 

SUGGESTION 

I suggest that 

o 
Su ester's name 

Date 

9 5 78 
. Division of f.sslgnmenl 

MEMPl!IS 
b6 
b7C 

Cu-rent'praC\ls:e or'rule UncJude manual ctlaUon as well as facts) '. '., ", . 
Ac;corQ~ng' to tl1e Manu~l'c:if Admin:istrativ~ 'Oper~tions at)d .ProC;¢4ures, 
·Part II" Se~tipn 2, paragraph. 2-4. 3 .4'~ serials, must be re~harged at 

. the end of' 60 da s and ever 60 da s thereafter if necessar 
Aj.dvantages of. sugge~~lon an,d annual savings (Include bgSlS~ for es'limate),' 

. Recharging seri~ls offers ~ittle or no benefit to administrat~on .of' 
.file~ wi~hin an FBI Di~isiort. Further, recharging does not insure the 
security of s.erii1ls. With ~he curl!e~t:" cJimate, 6f' .emphasis o'h white, ' 
'cc;>llar ,investigati~ns, f.iles become ,!oluminous and ·complic~t'ed.. ~ 
Agent working in a Resident Agency.,. by th'e nature' of the orga~iza.tion, 
.maintains. . a large n}1mber ,of. s~r.~a~s ,for !"e'f~rence, especially ~n wh~" 
collar ~r~me.matters. Cons~der~ng th~ cr~t~cal shortage of Agent ~"~ } 
manhouis ~hroughout the Bureau ~tapI?e,:rs obvi:ous tha,t, 'tI:te .:reqtii:-':~I 
~~gh se:-ial be:-echarged' e,:ch 60 ,dc;ty~ l:-s, .not ;cost, e~fe<:~~ve. T,hl!~, 

. rech~rg~n,g ,requ~res an· ~~dl..t: of 'each:, ser.l-al ~n pos~~s~~on o,f the " 
Agent, w~i~h .. ~s, .unp.roduc.tive·.time. This proce~ure (continue~ page ?) 

D!sadvantaqes of suqge'sHon ' 
'$' ~. • • 

.. None 

(The use by the Unlled Slales 'of my' suggestion shall not, form the b 
asslgn.s upon the,U~lte<l States: I underst~nd"that I .... 111 beconsl~er 
wlthln'two years after subll,l~sslon.) 

ft~~o;"men.rat10n·s "and comments ',of, Division Head 

S~e addendum·. 

6· =~1J. tsll (i-Personnel File - SA L...I __ ...J 



r - '. 
~ .... 1~· '_: 

, - - alsq -impac~s up'C?n clerlca-i ,person,nel ·maintaihing '~he ti~les 
at;. ·He~dq.uarters., The ba~;i: -c]:largeoutsys,~~~ ~pp-ears to ,', ' 
prov.ide ;fl~~Qt#.ltability fot ~e:r~al's j:n ~ur.e~u 'fil~s,;how~~e~, 
on,qe. the acc9untabili'~y i~ 'e~tab-~~shed, r~charging se~nis. ·ro, 

," _ ~erve nOt;1se~u1; ,pur'po~e woi"t;hy ,o~ the ~llo,l;inousa~~':1nt ,o~ - -
, -- . - ·l1)~nhc:>u~~ cu~;-e*tly 4ey~ted'_ Fe?' t~?4, ,ptogF~m.,' ~1?er¢ ar~ 'no 

, , s,:at;l.stl.~_S -ava;lab.le ·~_o es.t;l.mate :$.~v;ngs,. -, 

.' 91'5/78: ~'-

_ ~ " ~e s.ugges,t:io,t,l- C?i; 'SA I ls]l6uld r~~~iv.e ~seriou~ 
'consideration -as' '!;he p;j;~ri.ties of FBI i~ve~tigati:ons, l\a'y~' 

--, ",~cha:ng~d' an.d' ~,s. we beccjm~ more ajid' more tnvolvet!< iIi tJ::te 'h:Lghly 
- '»~ , . :c.op1pl~~ inyest~gatidnf?' th~, need, 4C? re~~.in 'sel;j:als for- ,;~nL - . 

b6 
b7C 

--* ~ ~ ~xtens';ve. p~ri9d' a,f:' ,tim~. a:~so incre"as.~~ .• <_ ,,!;lie -, sYE? t~m .~or' cQ~rgi~g 
., . 6~t, ser-ials ins4F'es', a~¢Q~ta.bi';ti~yanQ _ t;helZ.e, ~pp~~rEr ~p;atr . ' . 

. p.ric~' th;i.~' acC?.o~ntabilj,:t:y' i~"esta:bi'~s~ed the ~.~chatg~ng.9g 
'.'s¢ria~s ,1:~nc;l:~ v,e~.y ';l~tt:l~ ~o, .s,ecut:it~· gr ,a4c~unt?bil':ttY·.,:~" 
. _f\s .. r&qui~~,4~y .ex~$tip.-~ i:ns~r~~e~Qn.~! ,~ac~ ~ge1?-t, m1:1f?1= Jln:ger~o 
' .. : a .. 'tllo~o1:1gh c fJ.;l,.~ .,:J;evi~w· ,by 1\;s ~ ~p~rvl.E?gr ~t_ -l~~st:,. q~c;:e' ~v~ry 

~~p, ~~ys'" . 'T~is ,f:ile 'i'eyiew r,equi:r~,s, that 'tq,e ,Age~~ ,anq.: '·t]le :' 
_'.. ,,~·l,iP.~~i:SQ~ th,oreughly.~evre~·r th~' ca~~~t·C!-ir·rep.t,1y .~ss~gne,d: .to 

. ~,~h:a~.,.~.ge~~.~ ,;'Th.~~'~ ·s,e:,;a:!s. ,t~a.t, h~~d;,P,Qt b:~ Teta~n:ed, ,wo'Jl:4' 
... ~ peret'lp:ned: ~t, that t~tIl~·.·· The;;e· ·ap'p~a~s. t;Q. ',1?~ n9 .1O,g;~al 

~. r~.a~o:nt~, 'requi1;~. 'that ',~n Agent;. 'e:i:ther -te~~rty {0.:r1 ;#~c1;lar'g~ 
, '~":~~r'i'a,l;' ev.~ry·()O: ~aY~~h.~n it, i~ ob:v.tptiS, that ~~~y nius,t( 'be 
. ,!~etai:ne,d as' ~n fli,d in',:t;h~ 1.nyes.t~g~t~on o~· ,pra·s¢c~t~oiJ... 'It 

r ~ap,p¢a,~.s. h,is' ,stigg~s t:i~~" w01.(lc,l, ~C!ye, ya11l~bl¢. ~g~n~' fu~ril:to~~s:,. 
", '~~, :w~ll: ~s c;l~::rlcalQt,ltlJe, b9tJ).:of. wh~J;:n ar~.· in ,cr~tig~~ . 

• -_ 0 - sl1prt;' supP:ly.~ . -. r 
If ~ ~ ~~ , 

.. 

,i ,;..t 
-,' 

- -::. 

. " 
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Suggestion #4'34-78 .. ,,- '" ' 

ADDENDUM 9F OF;FICE< OF.INSPECTIONSI 

P~'.INSPECTION DIVISION I ~]lg, '~/26/78) 

o 

The 'Offic~ 'of In.spe~t!9ris,< ~lannii.tg. a~d,!nspectio~ DiV:isiOn, 
does. ~ot.a:gr.ee with J~~. !ldop,tion qf tq.is sl!ggestJoil.'~ On~: of 'the ~ost 

Important :i.11anagemeri~'tools av~aQ!e t.o·!hEH3up·ervi~o.r i~<3:·6p-daY 
file teview. ;rf the ~gents: ar~ al19F€'q. to 'ke~p' ·s~.r~rus "fo.r. :.aIi"~l~ited. 
ti!i1e, many per~iI?-ent serial~ ~plA.d nqtJl¢ }n '~lie. fil~ when :toe r~view 
'~s conducted.. The ,Agel.1ts. ai,e h9w·:al!()'W~d ~o: .~~ep '.the ,-fij.,~ for·:60, d~y,s 
~nd, '~,f h.ece·s~·ary, . to. r~charge':s'~m<~" It i~· a;.;simp~e pr,ocedur~ -apd 
w,efeel a n.e~e.s~ary ~dminls~rat.ive d)~~rol for the ~ffi~iei1t maJntenan.ce-
of our -filing' sr~~~. ,. ,- ~ ~ . .. ........ 

"-. 

- ... 
f- • 

- 3 ;.. 

b6 
b7C 
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OctQber 2.. i978 

P~RSON~L 

~ 

Fildei'ii1 BIll'@U Of InveslgatiOD 
6, 

;?;~ Memp.hist Tennessee b7C 

D~ _ 
, I have ,received yo~ ~gges.tion 'iha* oU~,poUcy 'of , 'f~, 

~~echargJ.rig serials every's~ days be:discont1nlied. After consid- -: 
eration, your p~oposaJ. is not {ietiig apprQvea SJ;Uce o~'e of the most 
important'managenie~t tools,available to the supervisor is ,the Sixty-/if~-I -, 
d~y file reView, and if'setials are, cha~ged out,fo~ an'unlilllited t1me~' ,~ , 
many, per~eht' se,riaJ.S wo:ald Aot be in file When the review is .. condutct(~d . 
It is ,belleved.'the simple procedUre Of.~ec~~ serialS is' a.neces~ 
sary,adm:unstrative,control for:the ~ci~n~ ~ntenance of. our (~~ing 
'system.. ' 

The tho~~ulneSs 'YOU ,expr~ssed .by submitting your 
,idea. to .me is ili~eed appreciated 'although fatorable, action, w~ npt 
'taken in this instance. . Y-52' ,. , . . ·DE-I.j , ~ . ~/ a,~ 

1 . "MAltED 1.". < Si~e~~you::~"lo (, - 2).3 /1. --~l.:~ ...... 

I OCT 2 1978 ' . I • WilUam", W@~l~ 'lDrC-70 _ n ~''-() 
, ~ , , 2. OC' v ",.,I.., • 

~ FBI' ",,~.f WiJliam,H. Webster rd, 

. ':Dire~~or' ----- ---
" 

Continued - Over 
, . 



F~de;ral Bure.~u orlnv~stigatiori 
M~mphi~ '<' 'Tennes~e.e. 

-"O~ 
'" 

b6 
b7C 

'NOT~: Suggests policy of rE?ch3;l"~ng s'erials bewithar~wn., SeJ;j~i~, ,must, 
'-b~: I:~charged' at the epc;l of, 60' days and eve.ry 60' qays the.;re..after 

i.£t'n~(;fessary. Th~ 9f~ce. of lnspe.cti~n~, Planning, a~ct lri!3P~ct!on Piv:~sion-, 
does t:lQ~ agree-with the adoption,of'thj.s j;ugg~stion., 'Ohe·of,'~b,e. t!lO~t i~portant ; 
'mah~ement.,.tobls: :ivail~bi~ to. the, ~up~~is6:r is a 60 -~ay f~l'e l"~vi~w. l,r 
the.:agei,lts a:re ~!9wed ~.o,k~~p.>$~;r~a~'s. for at) unliinite.d tih:ie.", ~~!1Y pe;,;ti,nent 
se~~al~·'\;Voul9.':.ri()t 'be iIi'tli¢ file when the ,review i§: c9nducted~'I,'he,age.nts 
~r¢ ilpw ,al!owe~;to. }.{e.ep the file:for 6Q qays ~ricf, ,if !1ec~ss~ry, 'to, re'~harge. 
,sante!: 1~ is, as:trp.~le 'proc!=!~ur~ aD:d' the. Qffice,of~n~p,e9tions ,betieves it'i~, 
a nec~~~aty '~gi:ninistrati~e cqntr61·fo"l" the .. e~fi'cje!lt 'inainte.n~J.j.ce, ·of"o~r,Ji~ing 
sYl:?tt~m'! It ~13' r,e.c()mme.pa~c;l:,this s~g~~sp:6~motbe ~J?prov~g'. Views<attachec;l. 

'~PP.ROyED: 

'DIrector . " 
ASsoc'; DIr. ' } 
'o~p: AD A'd[llt ~ 
-Dop.AOlnv. " :,~-

• v • 

Adm.SerV.~El LI~t:egalg~u".«-- :. ',' 
Crlm.lnv. ~. ~1~Jl' & !,."sp,' , 
~ Roc 'M~nt, . ','" 

'Ident., ' Tech.'Servs.·.: ' . 
,Intel);. " . - Trafning····· , . 
·~bor!alory"....:.-- ,publieAJ~s.'Otf:· ',: . . 

-' .. - .... .." 



To: 

(/1 Dlreclo!'", ,FBI 

'lJ SUGGESTION 

.. 
t ." 

, 

1q 
~\\I\/ 

'r I From" (Suaaester's name\ 

I 

. ", 

,-

~ 
Date .. 
~ ..." ... 

-Decenibe;r ,14, 1978 
Division (i( Asslqnment 

4 > 

That attached 3 x 5 card be ~dopted as a n~w Burea~ 'form a~d afforded 
a new Bureau form number., 

i. 

Cunent practice or rule (Include manual c:iltaUon,as well as facts) 

Attach tempora~ unofficial notice to the front of Fieid Office file. 
No, mannual citat;i:an,~, (S'ee atta,ched page) , ," 

Advantaqes of'sugqesUon and annual savlnqs (Includo,basis for estimate) . 

1) Create 'an efficient and' ,uniform method for, hB;n~iing, FBI 'Field Office 
files that' Qave been 'sent 'to 'Headquarters.: 

' ' 

Q) Re4u~e possibility of misplacing o( Field, Office ,files at Headquarte~s 
I ,(i.e., misf:tl;ng. Field Office files into Bureau filJ..rig~ys~em) •. 

'3) E~enditure of cl~rical time attempting ,to loc~temisplaced files "woul~ 
, be reduceCf. 

Dlsadvantagey. o'f: suqqest~oii 

None kliown'., , " 

" 

. , "Ii!" ~1':AOiI" 
, , ',_., rJ!.!c ~\.,~J _,', }'-. ,.~ A lL,.J 

(The' use l?y the I,Jn,lt~q.,states of my suqqesUon, sl;lall not f,?rm ~he basls,of~a;'fu:rtl\(,t,;clalm of any' natu're by ine, mY- hetrs, ,O'i~~ ftr 
, asslg1'l~ upon the United 'States. 'I unde~starid·that I w111:be 'cons 5stton l~ add'tS'l ett , ,.. 

within two years after submission.) , _,,. ..,.1" ..... ' ~~" 
. m:-r ' r Lt:(--ti. I\:.\.I\\)I(, fJ 

IA..JMr. OMrs. ~ 
- qes,ter 

(Do ,not ,write In.tllis sp~ce. for,eu.jea~ use only) 'ment Division • 

. ~.~~)~ 
61 FEB ~~lt~1~ 

SEE RMD -ADDENDUM PAGE 3, 

j 
FBI/OOJ 
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~ttachment to &lggeSt1of of 
I _ 

December f4, 1978 

FrequentlY'in civil litigation and FOI/PA matters 
it is necessary that original Field Office files be sent 
to FBIHQ for processing and excision prior to relea~e. 
Receipt and storage of these files while at FBIHQ presents a 
very real problem due to the fact that the file jackets used 
bY FBIHQ and Filed Offices are virtually identi~al in size 
and appearance, which makes intermingling them with FBIHQ files 
very easy, difficult to detect, a~d .extremely time consuming 
to retrieve. Instances of thrus intermingling have occurred 
i~ the P?st resulting in the expenditure of excessive 
amoun:ts, of clerical resources to locate themi.and delay in 
the processing and excision of documents. 

In a~ effort to preclude Field Office files becoming 
inte~i~gled with FBIHQ files a blue card, prepared on. an 
individUal unit or section basis, is currently being stapled 
to the front cover of each section of the Field Office files 
wh~~ recie~ed. > A C9PY of the card presently in use is 
attached.;' , 

The current practice is, deemed undesirable since 
it,-lacks uniformity" and is temporary in nature while civil 
litigation 'and FOIlpA request~ are escalating as is the 
n~b.er of Field Office files being receiv~d at FBIHQ. 

, Attached is a format'that is being proposed as a 
new Bureau form with the flexibility of,. being. u~ed by either 
the Special :projects Review' Unit, the Special 'Case Review 
Unit, or FOIA. Should this form be adopted it would be 
printed on blue 3" x 5" card stock to enhance its visibility. 

-2-
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,., 
, . 

RE: S~ggest~on ~ ./ 

ADDENDUM OF THE RECORDS MANAGEMENT DIVISION (T~ i(15{79) 

It is proposed in attached suggestion from the 
FOIPA Branch, Records Management Divisio~, that a 3 x 5 
card.for~ (sample attached) be desig~ed to facilitate the 
label·ing of field offic~ files received ,at FBIHQ for 
proces~ing relative tq FOIPA matters. 

OBSERVATIONS: . 

The FOIPA Branch, R~90rds M~~agemen~ Division 
(RMD), currently is consider i'ng .the ~se of ",a ~t~mp (sample 
attached), to mark field office files 'in an eff.ort to preclude, 
inte~mJngling ''lit~. EBIHQ files. 'The R~cords Systems Se'ction 
'(RSS), RMD, is of the opinion that the ,stamp is a better -
me,tpo9. of markil1g the files si~c~, a card, ,~ffixed t:C? ~,th~ 
'f.ile front ,c~ii easily become ,de't~ch,ed causing a, need 'for 
constant, replacement, and/or r~p.~ir. T~e, 'FqIPA Brancl~, is 
evaluating 'the var'ious stamp formats with, respect to ,whi'ch 
one w1'i'r-best serve their ,need and upon:making a selectfon 
wil,:I.' sub!llit all' .app,r9priate: ·c-ommu~ica~ion rec.omm,e~dirig, tq,at 
thEr use of tqe stamp be implement,ed. This is' being 90o;dJ':' 
nated with: the Records'~ystems' Section, RMD. , 

RECOMMENDATION: 
- ReCOIDmEmd s!lgges't~on not be. adopted., 

,APPROVED: 

DJrectof..,.,--'::---:-
Assoc.Olr. • 
Dep. AD Adm.. -
Dep. AD liw.-=: 

Adin. Serv, Legal Coun. . 
Crim.lnv. - -,-, PIa!!. & I,nsp. • ,¥ 

-, , Rae. Mgnt. 8IJ/~7 
Ident. Tech. Servs., '_ ' 
Intcll~. Training • 
Laboratory _'_ Public Affs. Off. . -
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I FederaI Bureau of IiivesHga!lon 
-Washington, p. C. 

D~ar 11...-___ --' 

January 25" 1979 

:?ERSO~AL 

'0, 
f7/~s 

b7C 

:t have rec ttedjTOUr~-gestion that a form~JlEtaJgqe.!l_ 
to facUitate the Jabelin '0 "leld, offi~ Ues .. received at FBI Headquarters. 
'for processing in ~ertaiq' ~ t~rs. ~te evalu:ation, your proposal i~ 
not ·being approved since :a c~a' affixed to the fUe front ~n become 
detac:!hed caus~~g, a need'f()r,' cons~nt replacement and/or, re~,~ ad i, _ 
is 'believed a stamp 1s th.e·best.me~od of marking tbese fQ.e~. " : 

;,. 
, .~,r 

, Although favorable ~ction ·was hot taken in. thi~ instance,,' 
the thougbtfulness, you expressed by sqbmitting your idea to'me is 
appre~iated. ' ' 

MA1LEO'6' ~lt:~.cerely f,9urs, 

JAN251979 W
' •. /:k j D£..23· .' 

, JllJam H. Web~"f~~" {1 V~I .... -:f '': 
WUlIam H. we~!l /. r· _::... :2/~' ~~q;'J' Director ~ yt')e>' V-.7", ~~-'J' Ii; 

~ , 

-- ,FBJ 

1 - Mr. Bassett 

A ..... 01 •• , ~ - Personnel. file ofl I, Dtp. AD Adm.,............ 0' I ':' ..... _________ ....... 

Dtp. AD I~v, "~ w:nJW'T"' .," .~ I 

Aut. Dir.~ • (5) " ' . ISugg" estion- #114,...79) 
,Adm. 5erys •. _._. "\!' 
CriM. ~. 
Ident. __ .... 
Inlell. __ 
Loborolory ~', . ,_ 
Legal COUft._ 

.~ ·'.1 
orr' tol ~ , 

Plan, & InIP.' -.... '.A., 
Tech, ServI, ~ ",,&/\ 'Rc{, Mgnt • ."..--,... :1' " ~ 
Traintag· ' J \~ 

Public Alii. 011. _.. " Q "' ~~ 

. 1~::~~:;E;J:;EE B MAZ J~1t rJY 
r"~~ >' 

Cop.titiued - Over 
FBI/OO.J 



~·I I 
Ifederiil J3ure~u of" ~~ve$tig~tion 
W~shingt6li, D;G. . - . . ,. 

b7C 

NOT.E: ~':lggest~· ,a 3, x 5 C;a:rdfoJ;'n) be designed, to 'fa9i~~tat~ the l~beling 
.of ,~~eld- off~.~e ~il~s ,~e,ceive~:l at. ;FBIHQ.f9_r proc,essing relative· to' 

-FOIPA matters'. The ~FOIPA Branch, -Records· Management Division, 
cu.tr,~ntty is pOi1s~dering' th~~use o~ a-stainp:tQ"~a:r~ ·fi~lg;6fnce f}i~s iri, 
a!} ~fforftp p?"e·q~ll:d~ ,inter!p.~.:n~li!!g wi.tl'!. l!B~Q,:f~les·. Th~' R~c.ords . 
Sy~te~s S~¢t~oii, R~co~ds. MaIla:gel!l~nt Pivi,sioI]." is, .6~ ~~;opip.ion that ,the 
sta~p.:i~ ,a 'b~tteJ;'1 metl]:()d, of 'm.arKin~ ,tIje f.il~s. ~in~ce,'a car~ a;ffixed· to the. 
,file fr.ont can e~~ily becgrAe de~ched causing a n~ed. fO,1: c.opstap.t. rep~~ge
rPEmtand/ orJ;'epair. The· .FOIP 4. Brapgh it:? 'e'val",ating, ,th~ v'arious S~InP· 
fO'1;m,als with; resp~ct.to,:\yh~cQ b.n~'.will:be~t, s~rv:~, tIleiI', nee~f a,nd. upon· 
·p1~ing.a' seI~ction wilLsubn:1.it an appropr,ill:t~ comfp.':1ri:icat~qn ~e.c6mllleiid~ng 

,that the :1J.§~.Q~'.~h.e ~tail).p· b~' inip'~eIpe.nte.(i.; I~ v,i~W- bf'the ·~Qr~go.in.g, ·it"~f?· 
x:~¢0P1i;r:lend~4 that thi!3 s~g~esti6n.h9t ~e 'appt6ve~~; . . 

-2-
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-----c:----,--------------::------- --- ------ -- ----,. 

'r.~ ,.~-r-
~pl~'~ Sugge~tiQn • 
~b!'2~(Rev. g.-I i-59), i 

a ~~~ 
~'\tJ ' Date b6 

January lG., 1979 
~----'-~~TF~~~~~==~~--:-'io~~~-~~-----b7C I To: Dlv!ston' of Assignment 

plrector, I:BI 

SUGGESTION- T ere' as een J.ce 
files :being forwa~ded 'to 'FB~ Headquarters ~or processing pursuant to t~e 
Freedom, of .In'format:i:0n-Privacy Acts (EOI~A). In order to, ~a9ilitate the 
handling of these field office files it is' suggested that the ftle cover 
for each volume received at FBI Headquarters be ~tamped· indicating it is, 
a field office (ile and that it has been processed pursuant to th:e FOIPA.' 
It is suggested that the stamp p.e. rectangular in shape, appro;ximately 
3~ x l~ inches and set fo~th the foll~~~ ~forma~~~ 

, V t.:/qf(erJl/ n /e~, 
FIELD OFFICE 'FILE: (Large Letters) 
'FOIPA PROCESSED: (Smaller Letters,) 

The- stamp would· be used to place this information, permanently on the 
face of each individual field office file cover 'and. it would .b~ highl,ight 
ed b black ink. '" ' " 
Current pracUce or rule (Include manual cltaUon as well as facts) There is no' cur·rent Bureau Wl. e,-
polic¥ to iden~ify fie'ld of~ice ,fj..le~ in' order to distinguish them f;'-om 
HQ fil~s. nor .is, there any notation made to the effect -t;.hat a field of~ice 
~l.le has bee~ rocessed ursuaht to. the FOIPA. 
Advantage!,:of suggestlon :and annual s-avlngs (~nclude basis fot.estimate) During that .period of timS;l:...,....t~ 

field 'office file9 are being. processed at Headquarters this starn woul 
make individu~i volumes re.adily ·i-ecognizable as fielq office V9 UIl!es.;J, 

, t~ereby decreasing ~he possibility of a voLume being inadverten ~ 
commingled with Headquarters files. ~his would insure better contro 

'0£ field' office f;ile9 at. Headquarters ahd sav.e countless hours attemptin 
to ~ocate these. files -in ,t~e He~dquar.ters r~¢ords sys1;em. 

continued, - page 2 
Disadvantages o!:su9<iestio.1 
None known. ' 

, ( 

('rho use, by !h.e ~n1tC!d Sfa~es of my sugqosUOll shexll r:aot form ~he bas'iJi-'w..Iii.;.lli.uu.!tt..Sa.wm!.S~~~atu·ro by~me, my heirs, or 
,assigns upon t.ne OnU~d S~ex,tes • .! uI)derstand ~hat.I, will ,be, considere 'If ",y"su,ggesUon is adopted 
within tvio rears a,fler subml;Jslon.) 

T1t~e of SUggester 

Becommen"dextions and'c'o~nients of Division Healr'"Z' ,-
, ' L:~-. ]j ; r ._ 

. R~G~ fb-;{$/t~~'fI 
_ ' Signature and Tlt1~ , 

17 JAN 30 1979 , .Addendum of RECORDS' MANAGEMENT DIVISION 'Page 3. 

b6f~ -oJ 
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"!' , . , .. 

A(~:vantages o:f suggesti,on anci ann,ual ,savin'gl? (il)cludel?as;i,.s for 
estimat~). -·~6ntinu~d~ 

Upon return of the file to the 'field office the 'stamp would' 
alert field office ~personnel tha~'the file had be~n'process~d 
pursuant to FOt~A. .Thereby avo,iding ihar po!?sibl:e' reprocess'i,ng 
of ,the file at the field offi~¢ 4eve1. ~ 

Aithough'it is riot possibl:e. to qompute dollar f:i:gure~ re,f;lect~ng 
,s~vings, i;mpleinentat;i.on of the 's,ugge,stion tinqottbt~dly will save 
cou~tless hours in' searc~ time a? wel~ a~ lesseri~ng the 'qhance 
6f dupl~ca~ive effort. This would:d~crea~e the possibility of 
a file ha:ving been prqcessed pursua~~ to FOIPA, at Hea9-quarters 
'later being processed in 'the fiel4 office~ 

• i, 

- 2 ,-



RE: Suggestion dateq 1/16/79, From~I ______ ~ 

ADDENDUM OF 'RECORDS MANAGEMENT , DIVISION (RMo) (TBD:lrm 1/18/79), 

I.t is proposed, in attacned suggest;i~n from. the 
Freedom of In,:ormation-Privacy Aqts (FOI,PA) !3r'?nch, Records 
Management Division, that Field Office files £orwardid to 
FBIHQ for. pr6cess,i~g pur'suari.t to FQIP1\ be staI,llped indic~tiD9 

b6 
b7C 

it is a,Field Office file a~~ that it :h?~ been proce~sed pur~uant 
to' the ~O~PA. The stamp would be placed on the ,~ov~r of, each 
'file ~nq volume ther~of causing these files to be' 'r:,~adily , 
recogriizabl~' ~s a Field' Office file, thereby substaht~ally de~ 
creasing the pos~ibility of beco~~ri(i inadver~ently commingled 
with the FBIHQ, files. Upon return of ~he file to, the Field 
Office the stamp wo~ld alertF;ieiq Of'fice personnei that th.~ 
fp.:~ had be,en proc~ssed 'purs~al?-t to FO~PA and avoid the posfsibili ty 
of ~~proce~sing: Qf the file at €he Field Office lev~l. . 

OBSERVATIONS :' 

The' Records Systems Sect;:ion.t Records Management 
Dlvis~~m, con9u,rs with sugge~tion. If ad9PtedFOIPA' :Branch" 
~D,. should m~~e~'arrangements to acquire a suit:aRl~ stamp . 
and assume the' resi;>onsibi'lity of aQpropriatelymarking those. 
F-ield::Off~ce fi;ies that ,ar.e regeived~t FS·IH.Q f.or proc~sstng 

,pursu?lnt. to FOIPA. ~ _ 

RECOMMENDATIONS: 
• 1', "'" I·... ___ ,.,; 

" , 

~e'99~end' ,sugg~st,~on be ,adopte~,. 

,ApPR9VEO:" ~ '-, ",dIP: Servo , 
- Crirri.~ I,n'"v. "'--

Oi,rector ," ' 
Assoc. Olr .. ,:' '" Idenj... ' 
De,,: AD Adm. ' Intell.· 
oCp.AO'lnv: ' ': •. ',Labor::a7':to~rr""'_-',:,:, 

LegarCoun. ~' " 
Plan: & Insp. -.' '. 
Rec. Mgnt. lIiJ~ • 
Tech. Servs. ' ". 
Training :" " 

P.UblicAfts.Ott.~ ~.~ 

if 

~3-
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.~ 

0-

Janu~·26'. 1979. 

PERSONAL 

r--I --------,1. 
Federal Bure,au .9~ ~nvestigation 
Was~~qn".D.C. ' 

Dear L-I ____ .....I 

. .!,Jlave receiVed·youi.sliggestion.that field officefll'es ----. 
whic~. are forw~ded JO~Hea~q~~fe~s for' p~o~e~s~ng 'pqrsuant, tQ.}!ie 11 
Freedo~ .~f I~QJ;~~on ,an~~.~lvacy .A.c~s ~e ~~pe~,,~ a pa~ticUlar-+z 
manner to d~s~~~them:.'as f~~l!l·fnes •. Af~r··eWluab9n; r.~p e .' 
tQ:adv?se:yoti ~t"you~'p~oP9~a:l has Jleen app;r:.oved, a~d steps ·will.be 
ta}ten to plac:e it int()effect1n.~e ~ear'f1;iti1re. 

The lnt.erest YQU expr~~_~ed·by:subm#tylg you~ Jdea 'to· 
me-is appr,e,clated. ~ . 

. :Sincerely 'yours', 

b6 
b7C 



TO 

FROM 

SUBJECT: 

I' 
I 

UNITED STATES GOWERNMENT 

Memorand'!)fJn 
Mr. Bassett ~,JtjJiJ/c:pr-

J. Cochran, Jr. 7l!I~ 

FILE FRONTS AND BACKS 

PURPOSE: 

.,' • 'I' 

UNITED STATES DEPARTMENT OF JUSTICE 
, FEDERAL BUREAU OF INVESTIGATION 

DATE: 3/13/79 

o 

Assoc. Dir. ~-, 
D~p. AD Ad .. ; r~ 
D~p. ~D I~'!}_ 

Asst. Dn.: ,'(I 
Ad ... Suvs. __ _, 
Cri ... lnv. __ 
Id~nt. _-' __ 
Int~lI. ____ -

Laboratory ~ 
L~gol Coun. _, _ 
Pion. & Insp. _, 
Rec. Mgnt. __ -
Tech. S~rvs. _" 
Troining __ 

Public Ails. 011. _ 
Telephone R ... _ 
Director's Sec'y _ 

To advise that stock replenishment guidelines deem that 
procu'rement of the plain file fronts' (Stock'Number D-2000) be initiated 
immediately; however, no decision has been made, by your'Division 
,as to·'the standard size regarding same. 

R~.cOMMENDATION : 

That your Division advise the' Property' Procurement and 
Management Section immediately as, to what your proposed size on 
all file.fronts and backs will be. This is necessary for rePlenis~enJ0 
of stock items. of this nature. CJ: ,;!:.i) 

'.-
DETAILS':' 

APPROVED: 
;6:dm.Serv._ 
Crim.lnv., __ 

DIrector Ident. _--
AssoC. Dir. _ Intell. 
Dap.AD Adm.__ Labor"""'at-ory""_-
Dep. AD Inv.,_, __ 

',-
legal Coun: __ --
Plan. & Insp, __ _ 
Rec Mgnt. r;;-J;tu:. 
Tec~ .. servs·1;:p;;L 
Training _ 
Public Affs. Off. or .. 

t' 

Through action taken by the Congress of the United States 
Joint Committee on~ Printing, the new standard size of Government 
stationery will be 8~ x 11 inches, effective 1/1/80 (memorandum 
Mr. Cochran to'Mr. McDermott dated 1/23/79). / 2.no~ 

(p t. .- :L J /1 -- c.)\,;.f . (~~l.'bi r,. .,. ____ , -

{
EX; 1 ~ / 6 r.i:1R 28 1979 

1 Jr-------,I .. <, ' .... ..:., " ____ b6 -1' -- .. ~':'l:·.,. b7C 
L--...,...-____ ..... 

~bl~ 

.' 

091980 Buy U.S. Savings Bonds Regularly on the Payroll Savings Plan 
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'It, 
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• III 

9""~ 

" 

litc-&s t b _.,2. 31 '1- J!"1:J; 
'~ . 

<&-~" I I 
Federal Bureau of Investigation 
Washington, D. C. 

Dear ..... 1 ___ ..... 

8 ;, 

February 11, 1976 

PERSONAL 

Thank you very .much for the suggestion that certain 
additional information be placed on Form 4-49. I am pleased to 
advise you this p~oposal is being adopted and extended to include 
this data'on the ftFBI Telephone Directory." steps wlll'be taken 
to place these p~ocedure.E? into effect. 

I appreciate the interest and thoughtfulness which 
led you to bring this matter to my attention • 

MAILED 9 

FEB 111976 

FBI 

1 .::. Mr. Wanna!1 

Sincerely yours, 

Q. M.. ·Kelle~ 
\""'''''''~ .. 

Clarence M. Kelley 
.Director 

b6 



J- -~ .. 

.... '~ --- ~, 
~- V o Assoc. Dir. __ 

D~p. A~Ad;'F~ ~ --

UNITED STATES GOVERNMENT 

~ Memorandum 
: Mr. Bassett 

:,-----' ___________ J 
TO 

FROM 

UNITED STATES DEPARTMENT OF JUSTICE 
FEDERAL BUREAU OF INVESTIGATION 

DATE: 3/20/79 

, b7C 

D~p. AD Inv. . 
Asst. Dir.: ~-

Adlll. S~rvs.L
Crilo'. Inv~·r - = 
Id~nt. --=-__ 
Intell ................... _ 
Laboratory _. 
Legal Coun. __ 
Pion. & Insp.-~ 
Rec. Mgnt • .....--
TecL. S~rvs._ 
Training - ~ 

SUBJE~~ FRONTS AND BACKS'.. 

Public Ails. 011. _ 
TelepLone RIlI._--
Director's Sec'y -.::. 

PURPOSE: 

To advise Property, Procuremen~. and ~anagement 
Section, Technical Services Division of the size of file 
fropts and backs which should be stocked. 

DETAILS: 

In response to Cochran to Bassett memo dated 
3/13/79, plain file fronts (D-2000) are not used in the 
rec9rds ope~ation. We are currently redesigning our fil~ 
front form (4-596) and file backs from 8 1/2 x 11 1/8 inches 
overall to 9 x II 1/2 inches overall to accommodate new@'. 
standard sized paper. The spacing between the fastener and J~i~ 
the top of the file cover remains unchanged. Printing on the~. 
file front will be changed to add the words IIHeadquarters,1I and 
the other l~ttering will be rearranged to allow more clea.l; 
area for han~-applied ink stamps. 

RECOMMENDAT.ION : 

That this memorandum be provided to Property 
Procu~~ment and Management Section, Technical Services f 

~. 11""\ _~l. Divisi<;m, fO:t::~ their information. l!E-:4"m (P b .... ~ J ,e, ".- ~ f 
. _ REe. 99 3~FJ. \-----
" ._' !lII:~ S1"\~' 

APPROVED: Adm. Serv, 
Crim.lnv. --

-c-

Director 
Assoc.D"""lr.--
Dep.ADAdm. 
Dep.ADlnv. --

Ident. 
Intell.---

-----
Laboratory 

1 - Mr. C9cnran ~ 

6 y 2 19~;UY u.s. Savings Bonds Regularly on the Payro s!!ngs Plan 

\ 



_. -r. " 
Employoo·S~9o.stion -,0 • 

FD-aS2 (Revt 9-II~S9) 
-- I~· o o ~ 4 'l: '], 'I' ' 

.~~: qIY1CJ 
II; '.' . f'l"'\ \' -¥:3 0... April, 18, 1979 
11~' --~~I------------~----------~------~-----------4~~~~~7-~~~~~-----b6 \; To:, PU~SIDE SOtmQE Division of Assignment 

. 'Records Mcmage,ment .. (4) . , ';~ . ~Irector. FBI . ' 

I! SUGGESTION 

• II USe three standardized forms for the release of material from the 
~" . . Special File Room (SFR). See att.ached ~xap1ples. These forms· 

.'would af·ford greater security "Cb SFR items inasmuch, as the requestor 
'is required to pick up, deliver, and initial the material both in 

- .~ > ."--.. and out. .~ 
r 

..... 

Current practice or rule !Include manual citation as well as facts) 

As of this '\oTriting there is no standard ,form and/o~ system for the" 
rel'ease of ,SFR materia~ which inc~ude.s tl1.e retur~ng of said it.e~., 

Advantages of suggestion and annual savings (include basis for estimate) ::'\ 

These forms would reduce the unnecessary handling of SFR mate a~ ) 
(by messengers and Telelift employees» and 'impose greater r spon". , 
sibility on the indiv~dual initially receiving this sensi~ e }11 " 
material which includes the returruhng of said items. Far m..or~,i' ./ 
control of material is realiz~d by SFR personnel. Upon inst-~tio.il{ 
on a trial basis of this proposed system,in the FBIHQ SFR, the' . 
n~ber of missing files have been reduced, by a ~onsiderable' margin, 
due to the, 'fact that--they must be hand· carried back to the SFR 
and must· be II signed, iilll; and so, the per'son who originally 
picked up and signed for the fi'leCs) is still responsill>lbe." There 
is a significant d~,clirie ,in the n~ber of una'thorized transfers in 

. the FB, IHQ BFR as a;S~~~,l}(. 
REo. 2 ~ h - ;231 tf-OOJ! '~ 

'(The use by the United States .of my suggestion shall not form the b'asis 
aSSigns upon the United States. I understand that I will be considered f 
Within two years after submission.) , 

,liXMr. DMrs. ~t,Uss 
Recommendations and comments of Division Head 

I I suggesti~n has def~~ite mer~t 
(see attached Records Management Di~'~;~~~~~wwu-----~ 

(Do -not write In this space -, for Bureau use only) 

;(J1~Ja 
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Note: Special Files, Bureau Sour~~~iles, Elsur/Tesurrolders 

and informant riles are recharged every rive working days 

which is the reason ror the items at ·the bottom most part 

or each example. The numbered spaces rrom one through 

ten are on each page ror keeping track or the last recharge 

date; the date pr each recharge is placed in the ~ext space 

and also gives an acc~ate count or humber or times a 

partic~ar piece or material was recharged. 
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ADDENDUM: RECORDS MANAGEMENT DIVISIoN (RMD) RWS: srog 

~he Speciai File R90m (SFR) is the, repository 
for a vol~e of extremely sens$tive and highly classified 
information'. Strict accountability and pontr.ol pf this. 
informa£ion is essential. RMD, on a trial basis, has 
required that all files and material maintained in: the 
SFR' b~ peisomilly picked-up and retul::.ned',: r~ther .than 
being 'routed in ··messenger envelopes through the regular 
mai;t. • B~caul?e of :'~xtre~ely favorable' results during' the . 
'tr.~al per~qq., RMD inten~s ~o adopt requirement of personal 
'pick":'up and, return of SFR material ~~. a permanen~ bas,ts. 
... ..... I·s.l.~ggel?~ed, :forms 'woul4.' faci'lita"!:e SF'R 'perl?oh~el , 

L......"l..-n---..l ..... o-g-g..,i ..... l1-g-~atel?ia~.~ and files pick~d-~p, ~nq returned and wO'l:1l:d 
al~o. provide gomp,J.et'e'.recharge d,C!-ta ,at ",~ glance'. 

,,"" -i't'..- ..... _ ......r'""'..f, 

Exceptions, to the'a~oy~ proqedure £or pick~up' 
an~ r~turn pf .• ~FR files, will' be' mad.e in 'th9se requests. , 
received from the "D1rector' S 'of·flce', .... executive offices and 
(;rther' 'appropr.t:at'e. ,divisional, heads': '''Files requesteq' £r'o~f 
th.ese. o*~.iBes :~i.l:r:'~~ deliver~d)iY $FR. \p~~sonnel' anel ;r~~urn~d 
upop notl.j~~<;:a~l.Q~ .. from ~th~ ~.~EfceJ:Y±!lg o£fl.ces that the' fl.l~s 
,are to; be placed back .l.n the SFR,., 'i'<' 

..... It'l ~ '. " ; '3 "'I' 

~~ 

tfiVYrf 
-:.' 
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0' . . £/~"- r !Tesur & *Bureau Sourc?' • 
Today's Date 

File Number SUpervisor Room Subject ~xtens. 
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Request Log 
4-758 (6-27-79) 

o INFORMANT 
FILES 

File Number 

Recharged: 1.) 

2.) 

o 

TESUR and o *BUREAU SOURCE 

Supervisor Room 

. 

3'> 5.> 
4.) 

PRINTED 4-758 t . 
;.)iJ 

Q 

o SPECIAL 
FILES 

Today's Date 

Initial Initial 
Subject. Extens. OP/P Out In 

-

7.> 9.> b6 

~ 
10,) 

FBI/OOJ 



l·.-. 

. Employee'Suggestion + • 
~'I:'D-2S~ (Rev.:9-11-59) .•. 

"=" •• - o Q'. o 
Date 

.. 
April 29, 1979'" 

SUGGESW:N-' . . i 

, Division of Asslqn!Dent 
b6 

1-__ ....,..-_~--1,..RJ~Ol::fuw4a:na.g..e~:ili:t-__ b 7 c 

.' ~!L:~~D~ $OtJr:~E 
At present when -J!Authorization Labels'lI" {4.-257} are printed, they ,are 
printed on plain, ~hite bond pape~. ~n t~e f~t~re, when orderirig new 
labels, ~acp label should, be made with.a gu~ed backing. (See attached) 

,Current 'prac'Uce or ~ule (Include manual cHatton as weli as {acts) . . 
At present, the labels (4-257) 'are ,attached to file Cov:e;rs, 

. e!lclo'f)ures ~y the use o~ cellophane. t~pe. 

Advantaq~s of liuqqestion and annualsavlnqs '(~nclud~ b'asl~ -for esti~ate) - - . \ ' J .. 
Lapels (see attached example) are· affixed '1;.0 a'l'+ Special File ~. (SFR) , 
files as well as files maintained in o'ther' ·offices' :at FBIHQ. As of 
April 29, 19'79,' there we:r:e.1 lJ;3ureau ,Sourck' ;iles· 'and 1900 Special. 
FiYes, most of which. maintain more than one' section ~ each section and 
each enclosure requiring a labeL. . Ipfor'n1ant files; re~ir one. J,abel 
,each to be a"ffixed to the 'file ,cover; in excess of pending. 
informant files aF~ ~xpec'ted .tP ,t>e :coilverted ,by Class~ ~cation' in the 
next 18 to.?4 month~., C·onsi~5:!ril).g 1;.hat, th,e;re are ],296' ~nches, of tape 
'pel,:' rol];-, lab~'ls b,eip.g 3 11f{?!1; qnly 72 lapels cou+d be adhered with one 
ro~l of tape·. In vieW. .of ~he I,act .. that . t,he I~ in:!=ormant/classification 
conversion' proj ect ll is only; ,'qne-sixth crf the way' 90mpl,ete 

• '" - - .. _ ...... ~:t>. _ _ ~ '" 

Norie foreseen. 

:Th,e.use by the UiiHed States of my suqqesUon shall ri'otdorm the basis pf . 
,asslqns upon tlie United States. I un'derstand :t1iat' J .wlil be ccinsldered fo'r 
within two year$ aft.er subm(sslon.) " " ." ." 

" ~~r. DMrs. PM1SS 
, \ 

SEE ADDENDUM RECORD~ ~NAGE~ENT DIV~~PN PAG~ #] 

,.' '\", 

D ,JUN 13 1979 
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Q " . " 

, , 

~dvant§lges of "'s~~ges:t~~i.1 ..:, 'corit~n'i1es1} " 

(about 1000 of the'more'than informant files are b2 
complete as of this' .w:t:i ting) i pendi!1g info'rmant 
fil,es s'l::ill ~o J:?e 90nver~ed, p ,us, 'a .la~ge number of closed 
informant file~ will ~t;ll_n~e~ 4-2~7 la~els. It is believed that 
considerable ~an-hciurs co~ld J:?e sav~4:,by 'l;lsing gummed fOJ?ll 4-257 
labels to at,tach them to files 'instead 6f' :~he· p:;-esent practice. 
Wi~h self adhering baqks, the labels :should save about fifty, 
percent· of applicatio~ time in rnan~hours plus a savi~g~ in 
cel·lophane tape. 

.. - .. 
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PLEASE RETURN IN 

MESSENGER ENVELOPE 
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ADDENDUM RECORDS MANAGEMENT, DIV·ISION RWS),HCM/smg 

With regard to the use of gummed iabels 'instead of 
affixi~g non-gummed lab~ls w~th "cellophane tape,~ I 
previously sugges'ted this" prqcedut'e tor f9rm' 4-3 1 (Bulky Enclosure 
Label) ,in Suggestion 445-78, dated 7/24/78, and this suggestion 
was adopted'based on the de~erioration' of c~llophane tape . 
over. the years and reduced .overa,ll 9c?st factors. 

-

I I s:ugg~stiqn has definite merit: .and" if 
adopted oy Records Man~g~ment Div~sion (RMD) , a ~od~ratesavi~gs 
in use of material (scotch tape) and a substantial-savings in 
,employee time would resu'l t. Set forth below is addl tional 
background tnformation and cost analysis, in connection with 

I _~:uggestion: 

I. Background 

Presently, ,RMD is 'engaged in a large scale nrclject 
to couveft all'active informant'file classifications I I 
Ito other classificatio~s (15, 26, 87, 65, 97, 201, 202, 
etc.). ,This conversion process' to' afford greater protection 
t9 our informants and asse~s, was approved by the Director, 
base<:l on' recommendations of the Intell~gence ~nd Cri!ll.in~;t 
~nvestigative Divisions.' As the active 'informant file fI. 

classifications are converted, the files are forwarded to the 
Specia~ File' 'Room (SFR) for permanent restricj:ed storage and 
future ~estr.c· ords processing. As 'of 5/1/79, there were 
approximatel "ndividual acti.ve informa'n,t' files, .some composed 
9~ several sec ~ons. .~aturallY, the number of active informant 
matters is not static. When individual converted informant 
files are- receiv.ed in the 'SFR, form 4-257 is attached to the 
front cover of'e~ch volume. In addition, all inactive 
informant files, prev'!ously maintained in the general files" 
ha,ve been 'r~moved' to the SFR for permanent restricted'" s,tor~ge. 
It will be riec'essary 'to ,.attach form 4-257 to the front .cover 
of each secti9n of the inactive ,info,rmant ~iles, estimated by 
RMD to be· 66,304 sec~i6ns. The processing o~ inactive~informant 
files ~or permanent restricted SFR storage will be handled ~s a 
future ,~D project. 'I~ is 'absolutely essential that form 4-257 
be securely attached ~nd visable .on all:resti;'i9ted files; informa~.t 
and otJ::>,er, mainta:ined in the· $FR due to the highly sens:itive 
material contained therein. Major manpower savings which will be 
rep.lized, Sh6Uldf Is:uggestion be implemented, for the most 
part, are direct y related to the current active informant 
classification conversion ~nd' i~active informant files projects. 

b7C 
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II. Cost Analysis 

o 
'. 

a. Material Savings 

.., .. III .. 

The total cost of scotch type cellophane tape to 
affix form 4-257 to each .individual section of all active and 
closed informant files would be approx~mately $151~20. Current 
supply catalog lists cost of (1),1296" long roll of 3/4" 
scotch type cellophane tape at 27¢. Average amount 6f 
cellophane tape required to affix one form 4-257 to o~ 
fron~co is 10". Thus 10" informant files active b7D 
and inactive) = To affix form 4-257 to file 
fron s wou d co~t $151.20 .; 1~96" per role = 5 ro s 
of cellophane tape @ .27 = There would be an addi~ional 
material savings in the use of cellophane tape to replace 
deteriorated cellophan~ tape in order to resecure form 4-257 . 
forms already attached to SFR files. An assessment of the latter 
material savings, which would be moderate on an annual basis', 
has not. been made due to the many variables involved. 

Printing, Warehousing and Supply Unit, Administrative 
Services Division, advised that the cost of gummed paper to 
print form 4-257 has "incre~sed approximately 12% - 15%, since 
the fa~l of 1978, and that exact cost figures could only be 
a~certained through inquiry of the Government Printing ,'Office. , . 

b. Manpower Savings' 

.Supervised timed trials established that an approximate 
50% savings of employee time would result in attaching gummed 
4-257 forms to file fronts,' instead of affixing this' form with 
cellophane tape. Supervised timed trials established that during 
an e~ght hour period, a GS-4 File Clerk is able to affix 180 form 
4-257's to file fronts, using cellophane tape. By using gummed 
4-257 forms, this same' GS-4 File Clerk would be able to affix 360 
such forms in a similar period. Thus, on,an annual basis, it 
would take two GS-4 file clerks, using cellopliane tape to affix 
torm 4-251 to file fronts, to perf9rrn the same amount of work as 
one GS-4 ~ile Clerk using gummed 4-257 forms, realizing a savings 
of $9,391 per annum (based on salary for one GS-4/step one/employee) • 

RECOMMENDATION: 

That this matter be· referred to the Administrative Services 
Division for appropriate action, a~proyal and rec9gnition. 

_f:f_ ' 
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Enclos~res to Memo Hogan to Bailey 5/22/79 
"Proposed Revision of Form 0-32, Deletion,of. 
Form 0-31" "0" Forni Book. :~'r 
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TO 

FROM 

- '~ 

, . 
o 

UNITED STATES GOVERNMENT 

Memorandum 
Mr. Bailey WL~/Rw~ 

( 

L...-________ I.,..., IK~S 

UNITED STATES DEPARTMENT OF JUSTICE 
FEDERAL BUREAU OF INVESTIGATION 

~./II~f 
5/22/79 

Assoc. Dir. __ 

Dep. AD Ad~: _~ _' 
e' Dep. AOilnv. _ 

Asst. Dir.; '~ 

Adm.Servs._ 
Cri ... Inv. ___ 
Ident. . 
Intell • .....-___ 

Loboratory _b 6 
Legal Coun. -b 7 C 
Pion. & Insp. ---..
Rec. Mgnt. _ .. _ 
Tech. Servs._ 
Training __ 

Public Ails. 011. _ 
Telephone R ... _. _' 
Director's Sec'y 

SUBJECT: Proposed Revision of Form 0-32 ~ 

6 

De1etio~ of Form 0-31 .c. (I e J ~~"""'-"1'n'T'~......,.z Ii ;:7/.. 
"0" FORM BOOK 1-/ J ,. 71" 

Enclosed is proposed revision.~-32 to adjust ~e 
title to bring it up to date to conform with cUrrent procedUres'. 
Form 0-31, tiDe1inquent Serials," has served its purpose, it is no 
longer needed, and should be removed- from the "0" Form Book. 

RECOMMENDATIONS: That proposed revision of Form 0-32 be approved, 
and become effective upon completion of printing. @ 

. ~~ 0-31 1:>~ deleted from the "0" Form Bo~k and all , 
unused cop1es destroyed. 1 <I 

~ _, 7 ?m. J 13 ?J 13 7'-;). lsI 
Adm. Serv._ legalCoun. V 

APPROVED: Crim.lnv. Plan. & Insp. \ ~ AI 
Rec. Mgnt. IJ \;"6 \\\n.~" 

,Director Ident. Tech. Servs. ; 
<Assoc. Dir. Intell. Training , 
Dep. AD Adm. _ Laboratory _ Public Afts. Off,_ 
pep.AD Inv.~ 

Enc1osuref:i: ~ -f IRP:tmc eJ EX:lUl 
r' (3) A/ ~. 

"6 ' alC\.QSIl\\'e ~ ,~ fN.21 

2 Jut 111979 

""""""-_ .... -
~ ~··n~ 

~Q j\~"f 
-' 

L 31191~Buy' .S. Savings Bonds Regularly on the Payroll Savings pian . _ ..... ,.. 

« 

FBt/OOJ 



, ,..b-":/:L-?9 
O·32'(Rev. 2-2-SJi£) 

if -, 

~I 

Supervisor 

Class Case 
No. No. 

• -

~ 

. ,. 

, 

-

. 

PROPOSED REVISED 0-32 

15 days 
FILES CHARGED OUT OVEW~ 

Room _________ -.- Date ______ .__--_..._--

Sub. See. Ene. Date Charged 
No. No. No • Out 

-
.-

" 

--

, 
\ '" Fill', U,1t (Room 5648 JEH·FBI Bid,.) 

<' 



PRINTED REVISED O~32 
% e"'?¥t:.' : 

0·32 (Rev. 5·22-79) 

FILES,CHARGED OUT OVER 15 DAYS 

S upervlSor Room __________ -- Date __________ _ 

Class Case Sub. See. Ene. Date Charged 
No. No. No. No. No. Out 

" 

" 

, 

. 

ee: Filing Unit (Room 5648 JEH.FBI Bldg.) 
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Supervisor 

I ,~ 

I dentl ty of Serl 01 
" 

DELINQUENT SERIALS 

Unit 
Ltt-1 III q r; 1~,-

Date Received Expected Dete 
Date of Serial In Division of Handling, 

.' .' 

Date . 
b7C 

~- ~ 

Reason-for Delay, 

- , 

, .I},~ 
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FORM 0-.31 --'D'elinquent Serials 

USE OF FOm1: This form is ,used to record serials, in the possession 
,of an emp~oyeeover five days. This data is assembled 
the second Wednesday of each month'. . ' ..... "1. 

c.,. ~!'#,'~,,\t 
, .o.'i''' "":' ~ /1 /f-'" \,\Q 

~~tvf;"""'" ~\ ... 
HIST9RY: Approved by Executives Conference Memo 12/12/>~ (96-2554~92 

_ Memo Braniga~ to Belmont 1/15/54 re ,colunm nbate Received 
in Division. n (66-"3482-1740) 

, Revised per memo Branigan to. i3~lmont 3/24/>5 "Bureau 
,Foi'm, 0-31," in that 1;;;1 tIe Has ch~liged fpom. "Serials Charged Out' pver 
Fi v~ Days, It to ItDe'linquent Serials. It (66-3482-2~66) -
Sent to Mechanical Section for preparation 'of final ~attern. fk 
Sent to Mechanica~ Section for pre~aration of new negative 4/1/55. fk 

All "ou forms transf~rred to S,tock and to qe, ordered on RequisitiQn 
FD-218 in the fu~ure~Divisions advised telephonically by 
Mr. Renn~berger ,12/9/55. fk , 

Requisit~o~ from ~tock dated 12119/55 request~d supply ~ 
of this for~. mpm _ - . 

, ,Revised p r ri1' 0 PI' 12/1~(66 "M~il" Suggestion 
473-67 Submitte~ by ,~mes~i~ Inte11igenpe . 
Di vi=?ion. It ,Master ,o~dered 12 21- (?6'. fk 'Pr,inting ordereq.' 
1/1~167 (~QO¢..o·pi:e~r 9n~y "7 ,;rqutine' ~ev,is_ion)., fk. (~6~366,5:,:,,~212l 

• - >4" ~ - '" .,:' f -... , ,~ ,,-

.. 
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June 27" 1979 

,.~ 

b6 
b7C 

.P~RSO~AL ~~ ,. ~,~ 

tt,1 ij ~1JflJP' • OUTSIDE 'SOURCE 

r------'" ---'I~ ~~~~ F/Les~tr:~ f~ 
Federal Blire~u of Jnv~:fstigation .- ~11·'111J 
Washington, D. c . 

. neazi · ~ Ai:J~. 
L...-___ , ----I ll~ "'S~f7ifljit' 

, ,T~nk yo~ for· yoUr" ~geBtiq ~Ilat ~ee .s,SlIl!iar,d\~~.q 4. 

for~s ~e approve(J.~or l:1Se when'material is ' eleased from the S ecial ,. 
':File Room. After ~va1tiatiqn, l am pleas~d 0 anv e you that a: mOd-~" , 
,ified version of-yo~ ~ropos.aJ. ~ be~ri'approved, ,and step~ will be 
take~ to ~lace it into-effect In the, near future. 'I 91~/1tI/I{l 

" Th~ Wtiative you displayed by submitting,Your igea'fu "::J' ,~: 
me. is .io,deed appreciated. .' (. • } . 

, ,Sincerely yours, j.- , ,y I. 

, J. . Wlllhlm'H. Webster , . . ~ i J<' 

,. . ' William H! Webster· " .' Ii (il 
, ,_ 'Dir~ctor. " ;... t9-3/ '9 - 3&1 If:'--

" 1 -lI'.ir. Bailey ~ 11'1-<., REG- 2'1 !; ~ , .. ",,;. .-~ . 
1 . . 1 -;Per~!l"nel file.at! -... ' -' I!fi' ... J,Il:'281979' .,-
_ ~'W:inak~ ·6 

Assoc. Dir. -' -' , , (5) "s ' t··, JJ.34' '0 _' 7' Q)" .... :4 Dip. AD Ad;': _' - \i ugges lOP. 1t" , .... p. 

Dep. AD Iny: _' ~ 
:Ai~t~:D~:.:~~ -1. 0;<' MAILED 1-2 ' • .~: 
, Crlllli Iny, --.. J ~' Continued -Ove,r 
- Ident. ' - ' ," , , "" , 

Intell. ,,' .. .-. 'G' -",j" JUN 2 7 '1979' 
Laboratory ~'" ~.t . iio ", ':\' * ~ LegalCoun: ::" " ~ 1 • -"ft'}" .:..L~?3 ~; ~!J 'r~pe~?VED: AOrOlSlirv.' (cg<)lCoun', • 

: Plan. & Insp.'" , ..,-, • " FBP -, , 'Director !=r/m Inv. plan~ t. Jnsp~, 
, R c Mgnt" " :1' " - A .r.:--- ont.' '-Roc. Mgnt. ') t" IJ 
l e, ''--'-'- - '-t! •• ~~,~ssoc: Olr. T h S 
f(~;:~·i;t,s.-. -, ?iP T " p.ADAd'=""", 7':l. ~~ Inte.n:' T~~I~in;rvs.,,, 
Public Alfs:OIf. ~ f,,: {. ~p-. j\OJnv,___ Laboratory _ Publi{: Af'i::'ts-"':07TtI--
elephoneRIII.--. '1. .a '~ 

_~,I_rec_to_r.s-=s5;;,..C'Y_9_' _A_' U_r_G_'11_~_k_i_' _' _~_,_. _____ -'---'-----',.. ,. @ ~ 
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Federal Bureau of investigation· 
Washington, b. c. 

\ b6 
b7C 

, NOTE: Sugges~ ,the use of three~ standardized forIp.s for the release of 
material from .the Specia~ File Room .(SF~). (Samples at~ched.) 

Currently, there is no standard form and/or systeli). for the r~lease 9f 
S]fR material which includes tp,e return~ng' of items. Suggester states 
these forms·'woul<;l- impose greate~ respo~ibility, which inG,ludes the 
returning of the ite'ms; on the individ~l initia:Uy receiving this sansitiv.e, 
'material. 'TP.e R~cords Management Division states ~he Special' File 
Room is the repository for a volume of extremely sensitive and "highly 
classified inforniatiqn. Strict accountability and controi ·of this .inforqlation. 
is essential. The Record~ Management Division, on a trial basis, has 
required that all files and materiallllaintained in the SFR 1?e personally 
picked up and returned, r~ther than being routed in messenger envel~pes 
through' the~ l'egular mail.~ Records Manage~ent in~end~ tQ ad9pt.require..: 
ment -of personal p~ck up an~ return of SERfuaterjal op',a permane!}t 
b~sis .. The'suggested forms would facilitat~ Spec~U Fi).~ ~~9m Pe-rsoh~ef 
In.loggillg mate~Jal and files picKed'up and returned and would-ai~6 prO'-
vi~e complete reqhafge at. a .glance. 1;!:xceptions to the ~uggest.ed pr6cedur~ 
wi¥. be m~tle ~n· reqq,~st~ r~cei>ved frqm the Director's Office, e?Cecut~ves 
c;>ffi~es ~nd othe,r appropriate divis~onal heads~, In view of the foregqing, it is 
recom}llenqed that ijl~s suggestion be3:pproved, and upQn' approval, this 
lettef will act as" authority fQ~' the Fo~ms M;al1agement Des_k, Adminis~ 
~ative ~ervices)ivision, to take the-necess,ary ~ction ~o.have tQe 
suggested forms printed.fo~ use 'by th7 Records Mariagement Division. 

- 2, -
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I I. 
¥ede~l Bure~Jl of'Investigatiqn 
'Washington, D. C . 

.:Jtihe '12, 1979 

PERSON~ 

(£) 

Sties 

+, 

' . .. r . 

, " '. 

b6 
b7C 

. Dear I I I" . ..' . 

+~. ,Your suggestion that .. uthortzation~ labels be: rinted on.), . 
~mmedpape~ruis:been receive~l' te~~c~ref~17c: side~tion~'''I~m 

( :p~eas'e~ .~o ,adi e, yo~ that yo~ proposa~. has Q~e~ ~pp:rov~d; ~ri<!:s~eps 
will be. taken to'pla~e it-into effect when theprese,nt supp,ly qf tliese . 
label~ is depl~ted. . . . ,. . ;,,; . ' .. 

~"":: tT"~ 

The, interest and thoughtfuliless:yoll eJqire.sse~bY;su 
.mltti~g YQ~ 'idea ,~o me are :itide~d app~ecirited, ant} ~ rhop~ you;· w' . 
giy~ ~~, the b~,~efit of a~y Q~er. sugge~~pns~ou may ~ve t9 i~p. ~e. 

, our. C?peratiQ~. '(;-" ~~ 

'Sincerely yo~¢~ 



, . 

b6 

Fede~ ~ureau, of ~nvestigation' 
b7C 

Washington; D. C. ' 

Nb~E: Suggests-when ,i,AUt1!o;tzation:' labe.].s,()r!lt 1-'117) are· printed they. 
be printed" on paper w!!b..KU.J!!..med b_ac" n~ Th~se label~ anrattaclj9(f 

to all Speci,aJ. ~ile Rpom ~ileS: as' well ~s file's ~iIitained in other offic,es at 
~BIHQ, a~d curreQ.t\y, they are attached by tpe use' .of tape or staples. The 
Records Ma:nagemEmt. Pivisiop. .note~· th~!3. suggestion 'has d~finite merit, and 
a s3:vings is set.fortp if it is apprQved.The AQmini.strativ~ S~ryices Div~siop. 
agrees 'that this suggestion sb.9~ld be -appr.oved; hO.wever, it is not believe~ ~n. 
awud should be granted in coi].nectj.on. witp. tli~ s~ggesti(;)n. I I 
previously .submitted ~ suggestiqn '(#44~"":7,8 ~ted, 7.':'"24~78)·, which was 
approved; that gummed labe~s be 'used for rtBulky, Enclosure" labels and 
receiv~d'a letter of cQmmendatj,on.for it. Since. ,the. idea of gummed~\ l~bels' 
was' p~~sented ,~D:"his pr~vious' $ug'gestion., th~ Administr;ttive Services ·pivis ... 
lon is of ~.e, opinion the p:t;eced~nf'has' been set and no awa,rds' should be 
presenteq ,for.''the application' qf. the id~a to various other labels. ·~t i!3 
l;"ecommended that this 'sugge~ti6n ,be ~pproved and! ~t sugg~ster rec$ive. a 
letter- of ~ckno}vl~dgment. . 

- ~ ~~ -,t-'t"-~. ,....I'"': .. ~~- ~-t 
1 
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UNITED STATES GOVERNMENT 

! Memorandum 
~TO Mr. Bailey c.cJL"s/s.?w.s 

FROM : L.I ____ ----II J(J, H jRwS. 

., -

UNITED STATES DEPARTMENT OF JUSTICE 
-FEDERAL BUREAU OF INVESTIGATION 

~S$oc.Dit.~ 
·'.Otp. AD Adlll._ 

O~p. AO~nv. ~ 
Asst.Oir.: 

Adlll. Stfvs • .......-.... 
Crilll. Inv. -----......._ 
Idtnt. __ .,..-

DATE: 5/29/79 

Inttll • ..------:.'~_ 
Laboratory __ -
Legal Coun. ________ 
Plan. & Insp. __ _ 

Rec. Mgnt. """'"--_ 
Tech. Strvs. __ _ 
Training __ 

Public Ails. 011. _ 
Teltphone Rill. --=:b 6 

.-----LL...----:.;.;.;'ctor·s Sec'y -b7C 

SUBJECT: PROPOSED REVISION OF FORM 4-7 (J 

I 

<r//es ~ m. 67 
Enclosed. is proposed revision 0 orm 4- to enlarg the 

size to Bi·x 5t inches and bring up to a e to comform with urrent 
procedures. 

RECOMMENDATIONS: That proposed revision of Form 4-7 be 
approved, and become effective upon receipt. 

~L.--------I 
APPROVED: 

Director 
AssoC.OI'-r.--
Dep.ADAdm. 

Adm. Servo Legal Coun: ~ n,. / 13 <17.3 7L# /'>/ 
Crlm.lnv. - Plan_. & Insp. . 
Ident. Ree. Mgnt. ~ \:"f6\~,:,~'ftrl ~ 
/ntell. Tec~ •. Servs. ":::::lO r~ 
laboratorY- Training 

"- "PublfcAfts.01t. -II Dep. AD lnv. -
, -

Enclosure 

J IRP/tmc fA (3) 

~~ I TL-:f~:;/' 
, 

1(-,,1 

r;1 
}1 ~ 
-~ . ~ h ~ ;lUC; - <3D:S

~ I r 

,1J,,( ~ . 
'""'"---~:"":-4-+.rr--~OJjDSlJIi ,. 

f'~ ~ 4l'l'4CJi~4 ••. 

Buy U.S. Savings Bonds Regularly on the Payroll Savings Plan FBI/OOJ 
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o \,ttlJ~ 0 . ~,\,.l( QfT 

ip' 6JJ--
4-7 (Rev. 5·29-79) 

FORWARD THIS FILE TO SUPERVIS~ 
PLEASE TRANSFER, CALL EXT.~ 

SUPERVISOR Tl. ROOM EXT. SUBJECT 

-~ 

r 

PRINTED REVISED 4-7 
n : 

.'. ,;;:--------. 

ORDER LISTED 

SERIAL DATE 

~: 
' . 

. ., 

I FOI/OOJ 
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,}l 4-7 (Rev. 4-27·71) 

0 0 \"" 
, 

'" \ 
r- ( " 

I .' i....--I 

I' 
~ 

: FORWARD THIS FILE TO SUPERVISOR IN ORDER LISTED 
PLEASE TRANSFER, CALL EXT. ~ .. 

\ 
,r -

SUPERVISOR ROOM SUBJECl' ERIAL OATE 

: . ~, 

! , r---
,. 

~ (' 

> r . 
I, FBI/OOJ !, 

.Ii ' '0 
~""-'y)-f III! .'r-O':'m ~_/Z 

: II il; ., 

~ 
~' ... 

, !i .:t9-:'1, ; 
~', xrlfi I, 

4·1 (Rev.~:'-l ~ ').-

0 '0 
, 

it I~ 1. 

I: 
'I 

f 

I \ , , ~ i . 
l • I 

I 
.. " 

" ~ I, I 

FORWA_RD II 
!--

THIS FILl: TO SUPERVISOR. IN ORDER LISTED 
.. ; PLEASE TRANSFER, CALL EX1J I ,\ ........ , 

SI.\.i>ER\lIsoR. IL ~Room EX!. S U&J"EC, T 5eR.:tAL. DArE I 
I l -.. -- .... -. 

, , 
-~ k"" .,'" 

I 

! 

A I l 

I / /: 
: 
I I L 

""'~"'";,;;:, 
: . r / !" 

I 
, 

I: 
I t- : -- ,-- ~ / 

':.f;ir~.~.- ... ;.~:~~~~~ ;j 'E 
w 1;"--' J?; VI'S·~cr·=. F}"~~~?f~:'7 --. '-:: ' e;co+,-

"':"J. Cl- -~;j .. ' j ",-.i .!l'I.ISR ... _ 
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E';p~ycc ~CStiO; ~>O ~ 

,"'" "'- ,'I £l6-,2~ (;1~v. -1.1-59) 
- . • .. I 

""-
- 0-

W ~ 7;),- SO . 
Date - -

I 
.., 

6/21/79 
To: " I ,rom, 

',,- ntTmc) Division of Asslqnment b6 
Director, FBI l Records Management b7C 

, " ~ON ~~32._ 
That th~ present 'rechara& rformAbe monif_ipn rlg to allocate and 

designate such space as to ~na. c~te subject of eac~ f.i'le, or l:~.Le 
group. -~; .. ytfft 

CJ~~ 
;-/~' e.s 

£~ 
(Z 

Current practice or rule (Include manual citation <Is well as facts) SpaCe is not, allocated. RechargW' 
£orms and computer entries based on recharge, fqrms increasingly 
used by locate clerks, resulting in search of all cases be:i.ng 
h"''t'\~' ..... ~ h .. ~" '.:I t. ,';.:1 ,a, -" -" .a', 

Advantaqes of su'9llestlon an<J:' annual savlnqs (lnci~ae. basiS f<1J' eSU~ater, • 

Considerable time saving,. locate clerks would 'be directed by alleged 
file holder to specific, file grouping or office to which file .S~nt, 
resulting in more efficient use of locate, clerk '.s· time .. Agents, 
Age;nt's Secretaries, Analysts and clerks need not exp~nd considerable 
time assisting locate clerks by checking £ile status in each ease' &. ' being handled. 

DE:aa , Ii &-~ ~./1; '·.k ~ ~~ ~~, 
~~\\ REC~ 
~-' 15 DEC 17 1979 

) 
O{sadvantaqes o~ suqqestlor) --Computer must be so programe<i, as to record subjec~ of each file 
recharged and rechargeg:£orm mus,t be mO,d:j.fied. . /VI '." '" .-d:'f,j"c YO I,.. ...,. 

,/\ 

T..1.rn I "or:.. I \1' . 
p~e use by the Ynlted States of'my suqqesUon shall not form the ~asls of a f~rther claim o,~ any nature by !\le, my heirs, or' 
ass!qns u'pon the United States. I ur)derstand t!lat I will be consl,dered for any Justified award Or)IY If my suqqestlon Is adopted 
Wltl:!ln two years after submlsslor).>, 

r&JMr. DMlss I I OMrs. 
"' 

Sl9nalur~ ~n~ I In~ ~[ :S1]~~~!UI1!I 

Recommendations and comme'nts of DiVision Head •. ['1.1.1 "'C'J 
~ S~9gestiqn appears to have mer~trt~t::~9qm}I\end consideration be 

_ ~:,en. . \/ !~~~-
l·

l

L /A. /Pm ::Ui!~ ,~--L r.cl~~\1.~ n:~ e ~'.j-.f , .. ' '4 ~ " Slqnature andJ'f~Assistailt Direct< r 

~<t 
... ~ .~ 

(Do !lot write In tl:!ls space .... for Burea!1 use only) . 
ADDEJbfi~r '·PAGE RECORDS MANAGEMENT DIVISION 2. 

rX~ 'f -/).41 ~ , 

I~" '1-'·{1" .~ 
I ~~ t..~<'\ 

:.,j , lYIMf\_ I ... 0 ~ .. 
~ --

~ ... FBI/COJ . 40 
~ - - -
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S!1gge~tio~ of 1-1 _______ ...... 1 HMD 

ADDENDUM OF RECORDS MANAGEf.1EN~: DIVISIOij, ~(RMD,) 

J ' ..t: >, t .. _>l'. I 

.' • 

b6 
b7C 

~ + 
that the' f.i~: ';~~g:;~!O~~~~~s,(,~~~ '~~,J2) has' no .pi!~~i{~tes 
,wli~ch. to' identify the subject .of' th~ file oeirtg ~echarg~d,. 
Such info'rmatf9n would be' us.~ful to :al'l ,concerned' when locate' 
:clerks ar~ ~.c,1?i,velY seeki!1g a 'p~r~:l:cuiar; .~:!-;t¢:. If! :such 
.space ,were provided,. the requester wotildpossess 'a list , 
o~ the ;fi'le~ he"\~as holdf~g re,ferenc;ing ~ubj,ect informatj;Qn 
ip additi'on to 1:he' file ~n1:linber... ' 

Thear'ea onthe::i'orm '0-32 ·under liDat"e Cha~ge4, 01}.t" 
would, be 'availabI'e, ,for' use -as' a sUbj,ect 'field'.. Rf.m, Records 
Branch is ~n,the' ,process 'Of r~:vi'sin'g ,form"p,:'32 ,i~ connection 
.:with' 'a cpa!lge "in ~echar~ge ,p~quirement ;~roIil 15 '~'o 30, day~and 
,th~ t:~rm could' he mO~if.~e;d .,:to: include" s~~~ect field' :as prq-
p()'sed, by I ....J when' ,current :suppli~s 'are exhaus~ed; and 
a ,new printing order'ed. O~:tgi'nal cl1arge', o:ut; data, can. ,be ,accfulJl
,ulat~d from' tpe ,ch,a,rge,o':ut ~sliI>sif ,suep' irif6rm8:~:l:on 'i~ ~e'quired;. 
File Auto~ated Cqntpol Sys,tem (FACS), compute~: ge~epated '.charge-
:out provides ,for 'subj'ect: 'field and c'omputer will ,not ve to 
.b~ ';ep'r?gr'ame,d. ,Ac~,O~d:r,!1glY; '~t is, recomniern.:=d.:.:e~d:.:....:i', . .:.:=,t;,:,,:h:.=a:..::t;..&....--,.-=--____ ...J 

suggestion be 'appro:ved and adopted ',and ·tha:t ,be 
.so' advised. ' . ". " 

" . 
j' 

" 

' .. 

" 

. -.' 
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.. 
O.32~ (~e.". I;'-lJ/.-tj' ~ . 
~ ....... ' .. . 0 ~ . .. . ' .. . 

30 
FILES CHARGED OUT OVER .}.&DAYS 

. ., ., 

Supervisor Room ________ ---.,. Date _____ --:-___ _ 

Class 
No. 

Case 
No. 

. 
Sub. 
No. 

ee: Filing Unit (Room 5648 JEH.FBI Bldg.) 

Sec. 
No. 

Ene. 
No. 

/ # _ •• r,..tfI"'. ·1 

I' 
I 
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", 

0·32 (RaY. J.t14·79) 
~~ ... flo 

FILE CHARGED OUT OVER 30 DAYS 

Supe,rvisor ________ Room ____ ---- Date _________ _ 

Class 
No. 

Case 
No. 

Sub. 
No • 

Sec. 
No. 

Ene. 
No. Subject 

. ---:---1--------+------1-------1------1------

cc: Filing Unit (Room 5648 JEH.FBI Bldg.) 
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Enclosures to Memor~nd~Ri:1 I to Mr. Bailey 6/19/79' "Revision of 
File Front, ~ize ana Fo~mh.~~~~.~~"---;~, ~ 

_ "~ '''I, -; ,f 

b6 
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?'LJP 4-S96(RcV.3.2()'1!l)~ y PRINTED REVISED 4-596 (does conform to paper specifications) 

U. S. QEPARTMENT OF JUSTICE 

MATERIAL MUST NOrBE REMOVED FROI\'1 OR ADQED·TO THIS FILE 

.. 
" ... 

FEDERAL BUREAU 
OF' 

INVESTIGA TION 

HEADQUARTERS 

Transfer ~ Call 
", 

Use Care in- Handling this File 

.~. f 

.~ 
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~UNITED STATES GOVERNMENT 

> I • , 

i 

Memorandum 
(') 

UNITED STATES DEPARTMENT OF JUSTICE· 
FEDERAL BUREAU OF INVESTIGATION 

Assot.Oil._ 
Dip. AD Ad",~_' 
Dtp. AD Inv. _~ 

•• Asst. Dir.: - , 
Ad",. Servs_A 
Cli",.lnv.~ 
Ident. -'.~ 

: Mr. BaileYl.:Y~ 

\ FROM :1 1 

TO DATE: 6/19/79 

Intell. _' _.......-. 
Labolatory.,........::...; , 

l~.1 CH'-f;ifb PIon. & Insp. 
Ret. Mgnt. • 
Tech. Selvs 
T,oinl"9_· . 

, / \ " 

~
SUBJECT: REVISION. OLIUttE ERON~ 

~:=:ORMAT-----" I 

Public Ails. 011. ,b E 
Telephone R",. _b 7 C 
'Director's Sec'y_. 

I 
• 

.~~:E?:f b a= 
PURPOSE: a 

To recommend 
~ize 9 x 11 1/2 inches 
~aper. 

DETAILS: 

the purchase of 100,000 file fronts, 
to accommodate the new standard size : 

/1 I 
10 1~~'1'~, IL.#'~I 

In order to accommodate the new standard size paper, 
a new file front has been designed'and revised. As'indicated 
by the attached e~ample, the file front remains basically 
unchanged except for the addition of the word "Headquarters" 
and the rearrangement of the remaining lettering to allow more~~~~ 
room for h~nd-applied ink stamps. 

RECOMMENDATION: 

That this memorandum with at~ached purchase order and 
file front example be routed to property, ~rocuremE?nt, ·and 
Management Section, Technical Services Division, for action 
necessary in ordering these revised fronts. 



" .. (;) 
,. I Employee SuggestiC?" 

FO-252 (Rev. 9.11-59) 

r-----------"'"---b6 -
DQ te, 

b7C 
Au st 7 1979 

To: From: (Suqqester';o nQme) Dlvlsloll of Asslqnment 

Director, FBI 

SUGGESTIQN 
I'would like to submit a suggestion, that ~~ ivider be used in 

consolidated closed files, between each case number, therefore eI~min
aC1ng errors 1n ser~ali1ra€ion and also to save time in handling serials. 
An odd-colored sheet of ~aper or sheet of plastic would be most help~ul 
in the handling of these ~iles. 

Current 'prQcUce or rule (Include manual citation as well as fQcts) . 

Files are consolidated without dividers. 

J\dvantQqes of ~uqqesUon <:ind annual'savillqs (include basis for esUmQle) 

Would avoid errors in serialization and would save time in filing new 
and return serial,s. 

REG- 2 
W;~ 

fX-lr~ 

D{sad~antaqes of'suq.,<leauon 
equId possioly take up slightly more space i~ these files. 

~! II f';f:)r1 
.... --~.fJ • .;. __ ...... 

('I1Ie use by the United'States of my suqqesUoq shal~o\ [o'rm the'ba,p.Llli..Wi...li...III.,I;,I:II.W;..r;;.r..w.g;I...,g,J'-'"II~w.u.I.tA.~..m.II~ 
~sslqns upon the United StQtes •. I understand thQt I wllili,''; CQ~&$d'';r 
within two yoars ,after lIubmlssion.! - . , ,- • '. 

o ~ 1,"'/ r-JI.Tt Mr. : M{'fi I..;fIMIS 

RecommendaUpns_ and comments of Dlvisl0'l. Head Do~not- ,ee 
effective. Some files only cons:tsif tif~ 2 or 
section w'ould comprise a large number of dividers 
in now closed cases would' be too time-.consuming. 
Also, errors usu~lly occur before fil.e-~~--~~~~~~~~~~~~---. .'. • th p o 



~:. 

RE: Suggestiop i 426-79 

ADDENDUM OF THE RECORDS MANAGEMENT 'DIvn3ION" (RMD) 

~ , ~~ 

It, ~s p'roposed, in. attacheq .sp.g'gesti~~ fr'9ITi· !:h~ 
Tampa Office that dividers ,be used between files iri con~ 
s~lidated volu~es to elimInate, e,rr.or~' In "ser iaJ:izatrot:l' 
and f.il;,ng of mail. 

OB'SERVATIONS: 
f , 

The Records Systems Section, {RSS)", RMD, cqncurs, 
\·d th the coinmments and recommendations 'of' "th'e Special Agent 
in charge, Tampa dffice~ that errors are,"usuaily'made 'priot 
to' a file ,being consolidated. Therefore', RMD, is ~of the, ' 
opiriion that the: cpst of supplies' alid emplqyee salary 'to " 
'implemen~ an~ .. maintain 5uggeste,d proc'equre \,'Io_glg subs .. t{l.nti?lly 
ou~wefgq ,ariy be,nefi ts that 'might be .realized'., Acc6rCJi~gly, , 
RSS, RMP, believes suggestioi:l' shoilld not be', ac]opted. 

RECOMMENDATIONS: 

Rec;::ommend sug'gest~'on not' ,be adopted. " 

APPROVED: Adm.serv. .. 
Crhn. Inv~ - .. -.-

LcgalCoun. , 
Plan. & Insp~1', '/)./L.;-
Rec. Mgnt. fUy· 
Tech. Servs. - ' " . 
Training , ' 
Public Afts. olf., ~, .' 

" -

,- 2 ,-

" 

t', 



"'\J ........ 

Federal,Bureau of Inve~Ugation 
Tampa,. Florida 

Dear .... 1 ____ ...... 

~ ' .. \ 

• 

,AuguSt 27~ 1979 

PERSONAJ:, 

, 
\ 
\ 

Thank you. for. ,your suggeSt10i1'~iViders be used -
between fUes', in consolidated volumes to, 'eliminate errors in, serial-

:Izatio.it.aild .roing:o~~terCa-ref~smeraffoil, your' proposai 
~ 'not being approved. The' cost o~ supplies .and ~mployee' salaries to 
implement. and maintain the ~ugg~sted. procedUre \vould'substantially 
outweigh.any'peneiltS t1!at might b~ realized Irom it since· it Is 
believed.tp.at errors ..are'usually 'made, pI;lor to a 'fUe _being ~onsolldated., 

I appr~c1at~' tile t40ughtfulness you ~played by sub
mitting your 14e'\ .to me although'favorable action, was not taken in 

,"" -_---.--.---...... - .. --'Othls instance. 

~!I r, 
Q -z:.,.. exr 
~ C\l "" 

~J 

Sincerely yours; 

WUliam :H. ,w~~~ter 

Wlll~m B. Webster 
Director 

b7C 

APPROveo: Adm •. Serv. ~filtP legal Ooun. _' __ 
2 _ Tampa . /:'V" A" .Crim. Iny. Plan. & Insp. . ~/ 

'Assoc. Dir. - l ' DlrectoM .. :T 1,. . Rec. Mgnt. .Q("JjIC(1'~ 
,Dep. AD Adm. _. - Field personnel file ~!<ee. AD~ ·Ideot. T~h. Servs. -; 

,D.p. AD lnv._ 1 _ Suggestion fqe Exec. AD·lnv. Inlell. Tralning.,.,..-~ __ 
Asst: Di!.: - - Exec. AO.LES-- laborator¥_' _ flub,lie.Alls. Off: .' 

Adm. Servs._ 

~!~i.lnV·:=:J;r~.a:TlJ,~~?~~~mfil~\Ofl cua. " ~L-~'~ 1~.-.~~::2~~~ 
Intel!. .•. 'W: malt 'l"Yff'-, l (; . '1 '..;::)) f:( IJ 
Labor.otory~ {6} .. 'Suggestion 41=426-79) AUG ~8 1979 . 
Legal eoun. - \! t\t\: 
Pion. & Insp. _ .. _. ,,~~~, 
R.c.Mgnt·....---!JF'· r ,~ ~,... , - ~ 
Tech. Servlo -. - ./. i -
Training J 

Public ~lIs:. 011. _ ~ J.).,J 
rel.phon. Rill. -, f'/~ 

DIr!C'$~C:~p 4'AI1~f~ 

Coptin\.'!-ed - Over 



" 
,t:- "If .. 

Federal Bureau of InVeS~gation 
Tampa, Florida 

A-· . \.oJ' . ' 

b7C 

NOTE: Suggests dividers be us~d between lUes .h,l consoUda;ting vQ~uines to 
eliminate· errors in serializatipIi and fij,ing:qf:maU. The §AC, Tamp~, 

'doe~ not believe this J;mggef?tiop. would be cost e"ffectlve. The Records Man
agemen,t Division concurs with the comments and recommen(iation 9f the SAC 
that errors are ~sually ~ade prior to a fUe being consolidate4. Therefore, 
the Rec9rds Manag~ment Division is of tHe opin~on that the .cost of supplies. 
and employee ~~IarY:' to implement and maintain s~ggested procedy.re· wou,ld' 

, supstap.tial1Y loutwe~gh' any bene~~ts that :pl~ght be realized. +h~refore, it is 
recommended that.this, sug~estion,ilot 'Qe approved. Views attached. 

'. 

-z-
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, ',. 
'!""" • II'" ... ~~ 

""', 
Employee Suggostlon 
P~,.2S2 (~v. 9-11-59) . . 
" . . ,', 

, " 

" Date 

November 5, .1979 ' l' 
Division of Asslqnment b 

·D~rector. FBI. I. Pl~nni~g and Inspect{on 
SUGGESTION 

It. ,is suggest:ed' that, upon rep:i:i~t of the case file covers 
.(F~;"t~i:¥<;ee attached), back printipg be provided to allow space f9r the 
's¥\i\9 supervisors to enter their no~es and commen~s' concerning the. 
management·of the case if they sq desire., An- example of the' s~ggested 
i~formation has ~een ~rawn on the pack of the c~se cqver attached. 

,Current practice' or rule (Include mani\al cUallon as· well as facts) 
.> ,~, 

Ther~ is nothing pertaining to this subj'ect at the current time. 
l Advantaqes of suqqestlon and annual savinqs (tnclude baSis 'for estimate) • .\: • 

. The suggest!"d il)fo:rm~t19i1 wouid be h",lp'ful to refre~ ~ 
'Il.lemory at ;file rev~ew time. .Up'on ,the absence o,f .. the squadsuperviso~~. 
t,he relief superv;isor ,(9r any other supervisor) ·could determiI1:e wha, 
manageme~t directi.on the absent supervisor w~s attempting to obt?tin ~ 

DlsQdva,ntaqes of suqqestlon C~ -:l3lCf.;..,;..·· .3>l:!Al)' 
Supervisors may believe t;.li'is would: be a method to. II.'secon9-

guess~ ~heir mana~emen~.dec~~ibns arid could~e H~~d agai~st ~hem'~, the 
Inspect~on St~~f. It ~s ~her~f9re recommended ~~e pf for~, Qe str~ctly 
voluntary. ~' 

(The use by the.,Unlted States of my ,suqqesUon shall' not form.tne I:i 
assiqns upon the Unl~ed States. I understand that I will be consfd~ 
within two years after submission.) , 

r 'IX] Mr. DMi:~ .. 'OMt 

or 

~o~ 

1~7Q 
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reading since £ile' is maintained in rotor and generally available. 
Further, tickler set on case jacke~ would serve no pu~pose other than 
to remind supervisor that a tickler had been set. 

\ 

. - . . .... 

'---

) 
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RE,: Suggestion '# 45-80 11-5-79 ,; 
ADDENDUM OF RECORI?S MANAGEMENT DIVISION ,(RMD) (RWS/c;tt 

Rl4D agrees "l~th comments ,of DAD Price and his, ," 
recommendation that this s~ggestion not be approved. 
Investigative and Administrative ,ticklers ~et ,tor a 
specific ,investigative matter are brought to tl1e' supervisor IS 
attention when they fall due and there should be no ,need 
to'remind the supervisor th?-t :a ,tickler hact been' se,~ '. Sho}1i9-. 
the su,Pervis6r i'equir.e ?- remind~r tha,t' a pant;L¢u;Lar >t~tc~ler 
has been set, an appropriate notation may be' made, ,~m,a: 'seJ;'ial v 

in the file. " 0 • ,r 

" Ir j ~ ,I-

I 

i ' ~ ~ ), 

~ 

" 



TO 

'C!:) ~~,\¢ 0; 
UNITED STATES GOVERNMENT UNITED STATES DEPARTMENT OF JUSTICE Memorandum FEDERAL BUREAU OF INVESTIGATION 

: Mr. Bailey~~# DATE: 11/15/79 
\ 

Assoc. Dir. __ 
D~p. AD.Ad ... _ 
D~p. AD·I~v. _ .. _ 

Assi. Di!.: II- '1 
Ad ... S~rvs. __ 
Cri ... lnv. __ 

Id~nl. • 
Inlell. 'J" 

Laborolory __ _ 

L~gol Coun. _._ 

Plan. &. Insp ............. 
Rec. Mgnl. __ 

FROM : L-I ___ -----It~ 
Tech. S~rvs. -b6 
Training -. ---b'-' C 

Public Ails. 011. _ ! 

Telephone R ... .....-:. 
Director's Sec'y _. 

PURPOSE: To identify differences between thec{ilerfronts 
recently delivered to FBIHQ and those purchased 

p;-eviously. 

DETAILS: The file fronts purchased recently differ 
considerably from those purchased previously in paper 

stock and fabrication tolerances. 

The paper stock of the ne\'l file fronts appear to be 
much lighter and less durable. The thickness of the new paper 
stock material is 15 to 20 percent thinner than the old paper 
stock. The modulus of elasticity of the new file folder stock 
is less, allowing the file folder to bend and fold more easily 
than the old file folder. This would contribute to poor 
du:~bility of h~avil¥ used files and would .require heaVy~ 

_ ma1n~enance and repa1 r. 

Paper stock: The paper stock used on file fron ~ 
.previously purchased differ in 3 specific areas: ~ 

Thickness - Old, .0153; New .0128 

Stiffness - An informal evaluation reveals that 
the new file front material is inferior to the old file SBont 
material in ~esisti~g permane.n-~ fiber breakdown whenabent r!lf9" 
beyond the Y1eld p01nt. . .~, DE-59 ~ t - :lU1.'-- ? (j, 

Color - The color of the ~new stock is a b14-a%he ' 
material much like manilla folders. The old mat6iiffBi~a1~Rrk 
brown natural color. ___ ., . 

I -' r-UJ1o..L..''''''''''lo.&oIo.liii..lI:01.L......, 

1
· i= 

I -~ __ ~~ ____ ~ 
RBW:evp (7).. <3 CONTINUED OVER 

; q MP ~ 5B~~s} Savings Bonds Regularly on the Payroll Savings Plan FBIIOOJ 

" 0..6 



, Mem,~randl!~1 Ito Bailey 
FBIHQ FIL,~' 'FRONTS ' 

'Ordering inform~~i6n ,u~~ ,to identify paper stock ~s 
as 'follows 

(a) .FD-369 prepared on 5/16/79 indicates the- material 
. s~oril~ be "14 'point goldeg kraff 1 " ' 

(b), Form ':1;.-108 pr~pared in response to the ~D";;369 
identifies the ~equirement '~,s '"~90' percent 
unbleached:sul:i?hit~ pulp, nat,ural shade ,'Sub 

'320:"340" ~'EXACTLY, SAME 'QUALITY AS SAMPLE" 
~'NEGATIVE '(Artwork) AND CONSTRUCTION SAHPLE 
A'~TACHEQ." :,' ., . - , .-

Fabricat-ion: The, two holes ,with 'ey~iets ! ,i2 .3/4 
'center" ,are found· to be. off 'center 3/16 of' an inch· onm'ost of 
the new tile fronts. ,The. 9~q file fronts appe~;: to be' 'cent'er~d' 
to .within'l(32 of an i'r(qh. -

This p'rocurement 'has peen estim~ted' ~t 'appr9ximately 
$ ,8,00 0 fo~ the 10 0 ~ 00,9 Ul1i ts. ,deli v~red. . The: ,pl?~t" agpb?pr.iate , 
move' for the Bureau would be! to return this' material to . the .. 
. Ve~dor, . ident,ified as d~S-crepan}:; and requi'~e' Y'endOF to :p.roduce; 

. a sample fo~der for FBIaPRrpy.a1 prior, to r~runni~g, t.~e j'ob. 

_ If ~his i,s, not poss,ible, ~e' n~e~, to identJfy :t;he" 
approp:l;iate pape.rspe9i~icatipn~ that fully p~scribe our neegs 
in printing· trade term's ,that' are uhderstandable to FBI ,·DOa, 
GP'o and any ,printing' vendoF 1.ike~Y to !='l!n ~he neit ,jo~. . . 

RECOMMENDATION: 

1. T~~t the, Adm{nistrativeServices :Diyision and/or 
,Technical :Services Dl.vfsi'on inform the Department of' Just-ice' .• ." 

'.. b6 
.;J b7C 

a~d 'Go;ve'r~ment . ~rint~ng ?f~i~e that ~he 'file fron~s .de4,ivered , 
are unsat~sfact9ry. APP.f\OVEO: Adm. serv._ le,gal Coun. " 'I ~. 

, • , Crim. Inv. .' Plan. & Insp. ~/ . ' 

~uY" 
Director Ree: .Mgnt. /{)J.J:Jjhh· _.' , 
Exoc. AD·tnv. _ ,Ident. Tech. Servs. ' 

, ' ·E)(.~c. AO·AJin. __ ' Jnton. '." Trruning _....."..--:-
Exec. AD·LES ______ Lab<?ratory.-=---": PubliC Aff~. Off;... ____ 

2. That arrangements be. made. for the .r.etur'n of the 
discrep,ant file f~ontl? ·to .the 'vendor an-d .that a: fi'rst C!rtical 
sc;tmplec tnqt ·r~flectsth~ .construction arid' quality of th-e f~le. 
fplders be'- submitted .to 'FBI ,f,ot approval prior tq pr'oducing the 
~OO,OOO replacemept ~ile folders. 

j .~ 
\ 
1 

_ i APPFlOVEO; , Mm. Serv. -:-7' togol Coun. - : 1 " JIf'" Crim. Inv., -:-- f~n. & Insp., ~ ;./ 

~ 
< ,'Q'!~"'1"~.~ , ' pec. Mgnt. ~lM" 

, ~. Aj,IIlV. _,_ I"M' TeCh. Servs. 7 . 
:lC. At)~p.,~~,_,_. ,,' . Training 

~xec. A~.t.,;~ --_2~orato& ~ _PUbliC_~~~f:"':-."ZO';:'ff • ...;·:-, .-.-~. 

", 



". D' ) 1 

Iltederat Bi#'eau of Inv:esdcation 
'Washington, D. C'. 

D.earlL.....-___ ----' 

.December 4, i979 
,~ .. 

PERSONAL 

b6 
b7C 

Your s,liggestion lu¥J be~n .received that ce~tain 'information 
De printed on 'the back of, Form FD-24,5 !n0rdeJ;, f.hat squad superv~ors can. 
use the space to enter their no~s and comments .c~cerning the .manage
ment of cases. After a careful revl~w of your proposal, it is believed tluit 
it would. ~ a dupU~~tion ot Fp'rm FD-2'11 and wo91d expose critical comments 
.,of:suPerviso~s.tqgeneral read1ng since the flles are malntained in rotors 
and are. generally available to .all pffice employees. Therefore. iPSO";; 
deemed'advlsablet9 implem~nt your proposal. _'. ~ £) . 

. ~ijlough fa~orabie action was no~ ~eti in this inSta~ce, the 
~oughtfu1ne~s 'you ~Xpressed by Bupmitting your idea..iS apprec~ted. 

, urs,· 
~, r 

, "'" r 
"'" .0') 

Q 
. ..-

I.L! ~l ~ -I 

r .~ w 
w 

, V.48 DE·~7. 

. E. L~ng.' t , ~:;3J a -306j 
t·Director -', /'.. 

_ t,rative .Serv1cesDivis~on 

Assoc. Dir.----:-,- IMr Lo' g 
~:::~; ,t~~· .' -:. i :.Mr: ot~ I. \1),. (/:?~ 
A~~~~~6.JJ£ r, - ~ _ ' '\r"TV f~ . 

~;:,~Inv .. ~ '12.CpJ[}p~n,e~ f~l~' of SA .....--------, 
.Intell .. , tsf:mak~ <-
Laboratory"""':""'" . 6) ," - . . :#i4*~ 
Legal Coun. _- , APPROVED: .\Sugg~m~§l.IN. 
Plan. &ililSp:_-_ - Crim. In>" " -

• .Rec.Mgnt. ~ Dire.ctcr' '~ 1 _ --- ~=.... 

23. DEC {) '(37~ 
"$ 

, Tech. Servs. _. Exec. AP·klv •. < _ L'-;-l ~_~~ 

,!ra,ning t7# ~C'AO'Adm~ Ir,:.'!.' . 
Public.Alls. 011 . J' elf, AD LES -•.. - I ~h ra"C""-----y - --

. T.;r:pL~~'~~ ... ...LJ k: . - ',-,,",0 \vl_ ~ 

" ' . D.rr~~ol': ~ec'y ..- . ~IAIL ROOM _ ~_ ~~ .' , 

• " ..... A . 

C.ontinued :: Ove~ 

'- ~~~--

FBI/OOJ 



.A.;' 'v •. , < 

Federal Bureaq. qf ~P:'V~~tigat~on , 
wa.shingtqn, D .. C. 

'. 

NOTE:' ~ggests- ~~t up2Il: r:pntitPf.the.ca.~..,~W,s·~ W~.&)..Ra:~· --
.. . te.~~!lnL~!~l?1.;?:rl~g t~, ~}~9:~ ,~~.~~~ :t'1t t~e s~<l§.'ill2~;t.y.!!~;:s. t~ 

thel.rn?9.i~"ana:.9-.QnHl¥~m~ .... ~J~lc.~~p.}.llgthe .xnaEfr.geID~t..:9.f the J~~~ IT tney' so ' 
deslre. The Deputy ASSistant DlreCtOr, ;Planning ana: rfispe~tion D~visiol1; 
doe,S ~ot re~ommend this ~uggestioil~ 'If atiopted, . it woUld ~be a duplic~tion 0'£ ' 
~D.-:271 and w.Q1.\ld 'eXpose cr~tlcal cO!l\lhents ?f ,supervi.~6r$. to geI].~~l r~ad~ 
lng si,nce fil~ is' m.aintain~d' iil rot9t 'a~d:,g~merally available., The Records 
l'4~J\agemeJitf)iv.lsion ~grees'· wit~ the Deputy·-Assis~iit Director and note.s t4at 
iiiv~stig~Jiv~ and aq,rgihistrative ti~K1el::$' setror.~ specUic; investiga,tive 
matter :are· Q?-"ought t6. the .supervipo~t::rattentioQ.. w-h~n t~ey fali due and thepe 
shoyld be n'o need .to Teming the. supervIsor that a ticIg.ep had been,. s~t. Views 
;tttaGhed. (S.~ri'ce s.ubmitting s.uggestio~ Iwas transferr.ed to-the 
Adrninistrfl~ive Service,s Divi~iQn.) ...... 

.• 
... 

,:- 2 -

_ -"" 1; ~ "_ 
------



o· 

December 14, 1979 

PERSONAJ;.,t;,-~jJ 

R~t.;· /118 .~ () ,I'll ,0 

b6 
b7C 

I I Y'- h--. 
]'ederiil Bureau Of Investigation 0 ~* .s ~ 
Washington, 'D. C. 1" 

DearL...1 ___ ----II ~ u~"p 
T~ you for yo~ ~~gKestion..that Eorm..~-32 b!unadifie.d 

·in a 'particular manlie'r. After caT~ful consicre~tiaJ1, I am p~ea~ed to advise 
·you that your pr~PQsaJ.·has been approved, and steps will be taken ~o p~ce it . 
int9 e~ect w~en t;ge present s~pply of. this farm- Qa,s ~e.n ~ep~eted. ~. < 

'" ;- .... ..l .. 
.., iJI... f'J , • 

. .. :r _, T4~ interest you ,eXpressed 'by~ubmitting your idea is 'fI-t': • ci 
appr~~ted. - ~ idl 

,. -. - , - . , 

; ; -.~ SinH:~elY urs, l 
<~L-~ ,~1 15 

~ .' .. 1'-, .,; c;- . Ric rd '~. Long 'I ~ ~ 1.0"', rt.-# ~ .r;-t; ~......, 

i....." As'siStant Director 
~:.z Admip~~a~~ve Services Dlvislpn. 

:/ ~. 211 -Mr. ~iley 
. i ~ _ P~rsonnel file' ofl I . 
Assoc'Qir.~. L W:makt'~ art'" fi! 1\ f'-i ',L' \.", 

Dep. AD Ad,".~ (5) . (Suggestion #72 -80) . . ~ ... 
A~::.-~?:lnY.- .' . ~~" ' '. t.,. .~ ~ /.r QV z;)\ 

Adm. Servs._·_ '. ~. ,-- . ~ -iJ1' : ~~ C!I 
Cri",ln,,-.~ APPROVED:.' . ·Adm.,Se· ftlIJ ega'I"Ccy£ ;)t" ~~ : ...... d\H~" ~ "J" 

Ident. . " 1_ 'Com. 10. . ·,Plao. & In.p:· ContlUued - Over 
Inte". • - .' . Director' .• ..', Rec, Mgnt.:..--· ___ ---
Laboratory.............;. E~ec~O.lrv, ~1ct.ant .. J. Tech. Sarvs. 
Le,9al Co~it~_. -. Exdc. AD.Adm.· 101eU. Trainlo9_.:....-__ 

RPlan'M& Insp. - . Exec: AD.LES - L. aborat0f¥ ---"" PubliQ Atl$. Olf:....;. .~_ 
ec. gnt.___ ~ Tec~. Servs. _ . 

Troinin9_ ~ 
Public AIls' Olt'_ . 
Telephonf!'"-A-l\-". D. 
Dlr~;ta:~ec·il","",I,. r~~~q .' ?l 

.• -",- / ]I . .. ;1:"'[.: c ... _ .. __ ./? .... ~ 

'-
ns DEC 17 1979 _ j 
" ... =-' " .... F'Bl'l'ob.J • 

----------~--.--------~~-
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.b7C 

'Feqer~~ l?ur.eau ,;of Jnvestigati9P 
'Wa$hin~toQ., D. C '._ 

;~OTE;' S~g,gest~ :r;~,vi~l~~ fO~llJ.~-32 .(~i~es q'harged ,but Qver. 15:D~¥s) to' 
0' .~ allocate.:and designate $u.cb spa..ce>~s, to ind~c~te .s(1~je'ct:.9f .ea~h.fil~, 

;.or fi~e group. Th~';R!3co:r;4s ManagejIlent.Divif?ion n.ot!3s ·th~.$.'i@prmati0l1 
, w,oulg '~e.> us.eful,and recomme~c;1s. ·thg.t it. ~e. approved. ,'Tile ~e~9rds Jvrap.aJt~~ 
ment Divisj.on al~.0·:notes. t1;lat they are it}. th.e 'p~ocess 9X revis'irtg ¥Qr1:!l~":32. " 
in . connection with ~ ~hang~ ill xe£~*g~ :!.'~qui~em~nt-.fr.9~ri: 1;; tQ ·3Q:.g~sJ,a~d . 
the 'areas on the for.w. uncJer tlDat~..: ,<;Jjar~eq OUt" wpuld' pe_aya~@.ble for t~s,~, 

-..... 

af? .as~pj~ct fi~ld. 'LJPbi!:.appro~al?' tJlis .. letter ~wtlJ .act.a:s ~tit~or~ty 'fpr"'the 
F9rm~ :Manag~m~t·De.sk; t,c).,take. th~ ne,c~ssary steps_to 'rev~s~ ·'th~ fp.rIJl~a:s . 
$ugJ~~ste~ .whel1· ·the ~preseIi,t supply has bee9- 'deplet~fd:. 

-, '" 

", " ". 

. '. 

-. .. 
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Employ'ee Suggestion. \ • 00'" ' . 
FO-252 (Rev.9-11~59) 

--<~ 

'\ 

ci 
, 

. , '~ 

.. O'ate 

1'0: .f"rom: (Suqqester's n'ame) , Olvls!on of Ass~qnment b6 
Records, Indianapolis b7C 

making 
front. 

) 

, ' 

Cui-rent ,practice or-rule (Inchlde 'lllanual~c1tation as w'elCas facts) 

Adequate room ~s, not pres~~i~tly) 'avai;table on the, ,file front for 
requi~ed notation~. 

Advantages' of suqqestion 'and an~ual savings ,(incl ud'e ba'sls .for" estlm'ate) - • 

, Provisioh of space to list seria:ls', page nlimbets, or the location o~ 
'·co~unicatlons de~fgnating ~atters u~de~ pendipg ~itigat~qn would L~ 
~esul t in .. neater, easier-to'o:;.read file fronts .. ' Information .conyerni l' 

these ,niatte,rs ~t.present ~ust be sqtieeze~ in any a~lab~e space an4 
~s o'ft~n liard. ,to re~d ,or . locate . FOIPA potations or sta:mps and :pther 
~i1.e ,d~struct:i:on ~6ta)'Pions a'Iso ,require ·space, p~ the ffl~ 'f~on t.J 

~~aving spac,e ~o~ ,t,hese nota~ions where they ~oul~ be plac~d ina 
. ·neat.an.d orderly fas~:i:on wo41:d pr'ovide. lriore se<;l:lrity in iD.stir,i~g files 
',ar~ not de~t,rQ~~d' 1'.re~atu:J:'ely<: ' 

DE~ ,~,~ ~ '~3/ " ~,3'/1 
I?lsqd~~';tageso( suqgesti~n 

,11'-~· 
~ 

<11ie use by the Unlted"St<;,tes 9! niy, .suggestion .shall not-form, the basis of a 'further c~alm,of any.natu're ~y'me, riiy'hel~s,or 
al!sfgns upon the Un!t~d States. ·1 under,stand t/:lat J w(ll' be consider q~es~lon Is asiopted 
'~IUiln two, y!}ars afte! submission.)' , _ ,CJ,.erk 

qMr. ~Mrsl. DMIS ~ll' p.etnWmr,..._ 
Suqq~ster 

ip. the f.feld., Blank area on the file front would· facil " 
The SUggeStioD.niSt4r, ec~mmerided~ , , 

. liH\.) 'j ~)"1' r'J ,-?~:1&~~~~LX~rt.4lh;;--,-:~~:-;:-:'" - ... t -.! .. Ii' ~ I(. , , 

(1 - '6~-2565;) ,(1 ~ Pers . File ) FBi/DOJ 



OJ· 
I' 

i _ 

*"'1----
" " 

'It, 
!!~ 
la' :. 
t' 
:r 

'.-

1'!:'I~"!"I~~:"""~~BI:I')~""3"'!'a""L."~~f)I!II!'M~~"" ;""'" __ ..".,_"!P.:_o;!i._"....~~:"fI' •• "'l_IJ'I,.:." •• ;.";."'t'I;:._~t""~,IIII'!.'.:'I'I'~:~':,.':i'Ir.';~~_"'~,..,.':I'!:f~~!!':l •• ~"" •. ;.-~.:~..,.;,...;~"';;T'''''.:.;''Ir,;~'.,..~.I/I'!.: .• r:':'!~~~~.~:.;..:!''lI_= .. .;.;;',...-:.::.::;.;..::",,~:.=:.;;.;=,,: .. ::=.:==::::====:::=~.:,~ .. =_,',!'r..![1 • 

)I, ~ 4. 

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

\ . . " 

. ",' 

'-1 _. --.. - .... ----.-~---~-----

.' 

, \ . 



.. .. 

.. " 

... 
0:-

RE: Suggestion #.93-80 from Indiariapolis Office /' 

ADDENDUM OF THE RECORDS MANAGEMENT DIVISION ('RMD) ,(-TBD: kal 1/14/80) 

It. is proposed in attached suggestion 193-80 from 
the Indianapolis Office that Form FD-245 (file front) be 
revised to provide more space for recording informatiop 
pertinent ~o FOIPA matters, pending litigation, etc. 

OBSERVATIONS: 

The Records Research Staff, Records' Systems section, 
RMD, concurs with suggestion and is of the opinion that 
additional space will facilitate the requirement that the 
field offices post certain data to the file front. The 
additional space can be easily obtained by merely moving 
closer toge~her the preprinted data which presently appears 
o~ the froQt of FD-245. 

RECOMMENDATION: 

Recommend that form FD-245 be revised at time 
of next pr in'ting to provide, addi tional blank space for 
recordi~g informati~n pert~nent to FOIPA matters and matters 
in litigation. 

APPROVEQ; Adm.$erv.--.--.. 
Crim.lnv., __ 

Director. . . 
Exec. AD·IOv. _ ldcot. _..-,,-_ 
Exec. AQ·A<jm • ...:...:- 1ntoll. . 
Exec. AD·LE.S --=- Laboratocy ~ 

':'2-

leSlal Coon. . _ 

Plan. & ~:'::P' H'tr .. -*: .. ~ 
Roq. JI.".... UJ~~ 
Tech. scrvs ............ ....--_ 
Trainiog _~-oo:--
publiC Afts'. Olf.:..-_ 
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UNITED STATES DEPARTMENT OF JUSTICE. ..... 1-80 

FEDERAL BUREAU OF INVESTIGATION 

WASHINCTON. D.C. 20535 

January 3, 1980 

", ~u-" e:Atl.. rILeS 
10. ntt _."..... 

MEMORANDUM TO ALL BUREAU OF,FICIALS AND SUPERVISORS 

RE: RECHARGE' OF FBllIQ FILES 

It is essential that we maintain strict accountability of FBIHQ 
records. In this connection, the File Automated Control System (FACS) 
was implemented by the Records Management Division on 4/2/79. In 
conjunction with the implementatiQn of FACS, which is a computerized 
file inventory, the regulation was promulgated that all files retained 
more than 15' days be recharged. 'Subsequently, it was ascertained that 
proper administrative controls and accountability would be maintained 
and greater efficiency would result by changing this regulation to 30 
days. Accordingly, only files retained for more than 30 days need be 
recharged. Effective' 1/8/80, and the second Tuesday of each month 
thereafter, files charged out for more than 30 days must be recharged. 
In this connection, it is suggested th3;t Form 0-32 be used. 

I am requesqng all employees to promptly return all files 
when no longer required and to .properly transfer all files forwarded to 
another employee by calling extension 3421. 

60 JANt;/!t; 

William H. Webster 
Director 

~"--
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Federiil Bureau of Investigation 
Indianapolis, Indla:na. 

Dear ..... 1 ___ ----I 

Thank you for your suggestion'that Form FD ... 245 ~ 
revised in a particular manner. After ~areful consideration, I am U 1 
pleasec.\ to advise you that your proposal has been approved, and steps /::.,..:: / 
will be taken to place it into effect when the current· supply of th~ form b 
has' been depleted. 

, The, interest you. eXpressed by submitting your. idea is, 
indeed 'appreciated, and it is hoped that you will' give uS' th~ benefit, of 
any others you ~y have to improve oUr operat1ons~ 

Sincerely yours, I. '('i R ~ /~ ... 
'-f~ -:,..!':-1..L1, ~~ 

~~ -
r£.1 JAN 2'2 19S0 ~!~LOng 

Assistant Director' 
Admin1stratlve :$ervices Division 

f/jJ, . .lV 
f~1 , \~ 

1-----..... 2-. --In-d'ianapolis - APPROVED: +, ,.. ~~m. 'sa~WtJ .i~gaJ Cou'rt " 
1 - Field personnel file Director '.~_+ __ • CErm. tnv-._ Plan. &.Insp.,--::-:-~..,. 
1 - Suggestion' fUe Exec: AD·lny. '+ , _ ld->I)t flee. M9nl. tld Q ' 

Exec AD.Adm - I Y • , lech. §3ervs.' II" .. I ~~ I "- nlell. Tril' ......... -....,. Asso(. Dir. __ . II Exec ,AD·! E1 .__ lab ; ., '~'ng~:=-,:..--_ 
Dep. AD Ad",. _. . P . 1 fOl f~l- oratory , , - PublIC Atrs~ Off~ 
D~.ADI",. .~ - ersonne 1 e o~ _. 

AUI. Dir.: W.m~ Lr'--r"' --, -~I-----""" 
~~~'; ~:;'$~~ .. _ (6)· (sciggestion 'qf93·';80) 
Idenl. .• '" . • 
Inlell. ... . .. I .1 'if . ! • 

LoLorolo'Y ~ , . J '-
Legol COUd._ 
PIon. & Insp: _ J 

Re(. Mgnl. -=--- I " : 

~;:~·i;:rvs. ~';~, ' tj\r1'\U .,il/ 
Publi( All,. 011. -.. ... # ,~ ~. ~ 
Telepl.ofte R •• _ 
Dlre(lo',',$ Se('y .. IF7 t'\ ijj\ye 1fud'St 10 1,", ~~ 

'- '/ , ...... 0-'.' .~OV 

Continued - Over 

F'81/00J 
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NOTE: ~\tggests,~)-~vi~~q.g 'Form FP ... 245 (fil,e:'front), to'prov.i~e Ip.or~ ,~pac~,.for. 
, 're'cbr.di,ng:lnfo~matio~"pe·rtip.eI}t to ;fbI? A maltefs, ,penHi.~g litigation, 

·~tc. '($ample.' at~ched. ). ,The':~e.~6'rd~'.~esearch. $ta!f, Reqo:r~~ .. §y.§t~1t}S ' 
Se_cti6ji" ~~cC?rds Matiagemimf Divis,ion, i~, 6fthe ·opinion·t,hat ~d~itioruil space 

~ ~!ll. :fa~.iJ.ita~~ ,~li'e~lfequiremep.t. tpat' tp,e .f~e~d. 6ffice~ :postJ~e~tain, gam '~9 th~ 
f~1e.,fr9Iit 'T)le ~dqit~ona:l~space .catJ'be ea~ily: 9b4tin~d ,by ,p(et:e~~(moy'irig" ',' 
~los~r toget11er·;the'jlrep;rinteQ da~ w1'!i~l} .~r¢se1J,tly'~pp~,ars '6n'.~.he frpi].Js'.' 
Up-09- apPJ9,Val, tQ~s ~ett~r win,~ct a;~;;-alJ.tlfority ~or".tlj..e Forl~ls. ¥~~geP1ent _ 
Desk" Adn}inist:rative';S~r.vices 'piv!sio!1'" to take the n~ceS~?i:ry; s~eps tQ. revj.se 
'the forrp. as sugg~sted.. yt~ws at~ch!9q.;.· ' -. , 

<' 

" 

" 

~I 
i: 
\ 
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UNITED STATES DEPARTMENT OF JUSTICE 

FEDERAL BUREAU OF INVESTIGATION 

WASHINCTON. D.C. 20535 

February 5, 1980 

(:) ..- /1" qr~~ 
MEMORANDUM TO ALL BUREAU OFFICIALS AND SUPERVISORS: 

RE: RECORDS BRANCH SERVICES AND PROCEDURES 

In view of the large turnover of personnel at FBIHQ, the following 
instructions and policy are being reiterated. 

Special Agent Supervisors, stenographic personnel and clerical 
employees should not, remove serials or enclosures from file at any timer .. 
likeWise, any material should not be added to files or enclosures under any 
circumstances. These functions are to be performed only by authorized 
employees of the Records Branch of the Records Management Divisiono 

All employees are reminded that the Consolidation Unit of 
Recor$ Branch, Records Management Division, is responsible for handling 
all corrections and insertions ·of amended pages before and after mail has . 
been placed on record. File numbers whi~h appear in the lower right corner 
of the correspondence are not to be changed or corrected inasmuch as this 
work must be handled by the Consolidation Unito Due to the automation of 'the 
index and file system, it is essential that the above basic Records Management 
procedures be followed meticulously in order that file material may maintain 
uniformity and accuracy. 

These instructions should be prought to the attention of all present 
and future personnel handling mail in each divis~on. 

. 
;t.~ .. 

William H. Webster 
Director 

~ ~/ ~311 ~ .--~' &"'0,j>.,,JED . '1 
161 FEB 7. '9~O 
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Employee SI!'ggestion 
FD-25~ (R"~. ~-11-S9) 

, .. 

To: 

.. 
.Date 

1/24/80 
l:llvlslon of Asslqnmel!t b 6 

O 
plre'ctof, FBI LITTLE ROCK b 7 , ' . C ' 

SUGGESTION In' order to conform with Joirit -.coinmitt-ee on Pr intirig reg'ul'a tions·; 
all communication's 'are now irepared ,on 8~ll~ 11" sizE§! paper •. ·Our pres~h.t 
FD-245 1 s and companion file backs are size 8~"xll", the exact size 6f ou 
new paper. The metal clasp used ~9 ho~q the files together is approxi
mately ~" from, top of the FD-245 and companion file 'bac~.' This leav,es 
approximately ~j" of ser:ial. (communica~ion) exposed at the. "bottom of, the 
~ile. This eXPQsed port~n 9£ the. file will soon become, torn and damage 
inasmuch as- the pending fJ.les are. in c01fst~nt ,us~ on a daiIy bal?is,. If 
the meta:l clasp were on the side ()f the xi,le ,~atfier tnan on,'th~ top,' the 
same type problem would ,ex~st, i.e., the serial 'ex~ending beyond the . 
edge of the FD-245 apd file back: The.i:efor~" ,it: il? sugge~,!:ed the FD-?45 I. 

and companion file 'bae,ks be, increased in size to eitl1er 9~"xll~" or 
8~"xll~" • 

Current, practice or rule (Include manual citation as welt a~ lact~) . 

'~he FD-245 and companion £i+e back ,is used Ior eqch case openea. 

Advantaqe~ of.,suqqe.st~.on -and annual savlnqs (inc,lude 'ba~ls for est,tmate) 

Would elim~nate damage to our ~:!-le.s., 

• Dlsadvantaqes, of suqqesUon 

Since it is o"bvious' our fi<1es, will 'be damaged, theJ;"e i!.r.e no knqwn 
" di.sadvantages. 

(The use.by the United 'States of my' sugqestion shall'not form: the i)asl"·i..W~~W.ai~..IioWOI...l.Io~I.L.I.l.llW4..i..Z.~..w.Ii~u:....I.l.2.t.l~~ 
assigns upon the United States. I understand that I will be considere 
'within, tWo years.a'fier' submission.) .- -. 

, ~DMr. DMfs. IXJMlss 
, Su or 

, Recommendatlons- m.d.cominents of D1vl.S10~ Head 

I ,believe thi~ s~~estion J}as merit. 
. li'/J 

SCI: If "I,]. 
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Suggestion ~ 166-80 

ADDENDUM OF RECORDS MANAGEMENT DIVISioN (Rl>1D) (TBD:evp 1/3i/80) 

It is prqposed ~n attached suggestio~ from the Little 
Rock Office that Form FD-245 (file "front) be increased in 
overall size to accommodate the larger size paper (8 1/2 x 11 
inches) now mandated by ,regulations issued by the Joint 
Committee on printing- (JCP). 

OBSERVATIONS: 

FBIHQ has already taken steps to increase the S1ze of 
~orm 'FD-245 (file front) in proportion to the increase:in the 
size of paper now mandated by th~ JCP. Acco'rdingly, the. 
sugges~ion d6es·not warrant ~onsideration fqt a4option~ 

REcmlMENDATION: 

Recomm¢nd that suggestion not be adopted. 

APPROVED: Adm.Sery~~ 
Crim.Inv._. 

Director ::-:-__ _ 
Exec. AD·Inv. _ Ident. __ _ 
Exec. AD·Adm. lote:I. '_-.,..-_ 
Exe,c. AD·LES - LabOratory':"-

-2-

Legal Coun. _""--_ 
Plan. &!nsp~, 
Rec. M;;n\. 
TcCh"ScrJ . . 
Trcinjng_~-=_ 
Public Ails, 011:..' __ 
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I I 
Fed~i"al ,Bureau ·of InvestigatiQri. 
Little Rock, Ar~~ -

pear 1-1 ____ ..... 

C\), 

February 61 1980 

PERSON~ 

-, r 
~\' 

' ~. 

., 

'Thank'You. for your suggestion I rm FD ... 245 alid, its 
~ompanion fUfL~~ be, lncreasec!J..n siz..!...t()....!.ccomm t9-CQ.r~~§R.onde...t!ce 
now prepared in coiilormance with ffi~1 Joint ComxnlUee -o~ PrlntiJ!g_ 
regulations" that all communications 'be pret*red 9n- a pa~ticu1ar $lze of 
paper. 'You:~y: be interested to know that steps'~ve already been.taken 
to'.increaSe the size' of the:'form 1D. proportion to the increase in the size, 
of paper now mandated'by the Jolnt'Coinmi~tee on Printing. 'Therefore, 
it is not tiecessary't~l take,auraction.on yoqr,propo~al. 

Alth.ough prlq,r'action:has b~e1i taken on your ldea,. the' 
1nte;est you-express~d'by sub~i~ng it Js appreciated. 

--; 

0 
(X) 
0') .-
-t'-

c:c 
llJ 
l.J... 

r ' 
m~ u. 

aincerely yo~s, 

~ 
Richard' E. Long 
AssiStant Director 
Adniinlstr~tive Seryices Divisl0~cjJJ.J~ _ 

b7C 

2 _ Little Rock ·APPROVED: Adm. SeIY:fu~ lcgru Coun. 
Crim.lov. - Plan. 8. Insp.:::::' \-

, 1 .- :Field personnel iUe Olr9clor. . - r.~c. 1.~Qnt., ~ 
1 ..; Suggestion f, fie .' Exec. AD·lnv. ld~nt Tefth <! ... cv·""s '---_.--"'":-;, 

Auoc. Dir. ---_~, El\6C. AD·Agm. -~ - lokil: Trafr.l~~" '.~ : '[ 
Dep. AD Ad ... _ E AD lES 'f_ 

. ~-, r--______ ... Xc.li:QC~.u. -~_ Laboratory ,- ~. ublic fs~fl:- . 
A~:~~~:·lt~.:::~o~el file bfl !~t _ ;2 '31.1. 7._. : . .f" .... 
C,,~.lnv. _~ • ;, ~.- 15:1 ~ \t itt .... 

,:~;:ti. _~. ) 'j""/'hJ (Suggestion #1~6~8d) ,~. 
LobOrot9ry ~ - • -1 ,.. 'fl-!llJ ~ q ,F.EB 8 ·1900 
Le%1!.1 Coun. ~ . - ~.J , 1- '..5 - t t4 

.Plo •• &lnsp.~ , .• -. -i' ~ ~ 
Rec.Mgnt. ___ ' ';No.TE-: ,Sugge ion, and reason for no a~tion on itarese~fbrth in ~. 
~ec.h. Servs. -. 68 FE a' tte . 

Pu~ii':i~r". 011.'-:'" . B 9 I ")( 
Telephone R ... --=-::.. - .. ~ 

Director's Se<r _I. ")MAIL ROO~I 

/,~., , 
""'" .. ,-t.' , 

I, 
'~ , 

.~ 

, , 



Assistant Attorney Generai 
for Administration 

(Attn: I I 

'," 

William L. Bailey, Assistant Director 

~
e rds Management Division 

~LE FRONTS 
- Req. 1397.-FBI 206 

Ja6K'w2""9-a-=234-

rt,," 
''VI 

2/14/80 

," 

.~ Reference is made ·to I liet ter to 
~ I :!dated December 27, 1979, ~ridl I 

. ~=--=--:..-_---I...,.I .... l-~-rt-rt-e~r-· -:"t-o:I-=--=--:,...,j_::::::~ ..... lda ted 'N oyember a, 1979, enclosed. 
P'Cu 

~so enclosed are'cople~ of the FD-369 requisition 
~or supplies dated' 5/16/79 and form I-lOa dated 7/25/79 
requesting c~ptioned file ,fronts. Copies of the old and' 
new fi~e fronts, form 4-596. (Revl~ed 3/20/7,9), ~re enclosed. 

By referericed letter dated ~ovember a·, 1979, .FBI 
has requested that captioned f,lle frorit:s be reprinted, ~'t 
no e,x~ense :0. thy ·Bu~eau. By. refe~e~6edletter dated ece'!lber 
1979, Deputy Customer Service ~an~ger, Gove m~c 
Print ng Of ice (GPO), denie9 the reguest i. ndicatihg', tha: 
"no remedial acti.on can be taken in the matter." ' 

\ 

,27., 

The FBI has for many years purchased appropriate' 
file fronts for use in 'the Central Records System (last . 
purchase, Jacket 271-233, Req. i1377, FBI 191). The system .~ 

" ' 

for adequately iden,tifying ~nd specifyirig FBI needs and , 
requirements ,for ·file fronts requires' addi tiona'l refinement~ r~' 
Captioned procurement has resulted in a product infer-ior .~~:' ~ 
to. pr~vious products even ~hough it has met all the GPO :2 V ," '. ' . 
specifi.c~tions. ,~ .. > ~.t, .~ '3 J 9 -- \dIf. If·--: 

Unbleach~d 'sulphf;lte ~~lP" !at:f.f.ordere~ i~ a~lla"'taNtJ >:; 
shade, sub 320-340 with a sample of a previous order (Jacket ~ 
271-233) submi tted to establish equi v.alency. . Th@ f[a:~ 19 1980 

, fronts delivered in captioned order were 10 to 1,5 percent . _ I %; 

A~soc.~~rA~hinner, made from a bleached ma.ter ial, had less~'X~:rte . ::z;!!ti _./ 
o:::'Aolnv~'---:--strength, had the eyelets inst:alled off center (3/32- ,inch) _",N 

Assf. Oi,.: "and were far less durable than previous products. .<, 
Adea. Servs.__ ' 
Crim.lnv ol _ 

:~;:ti. --a· - M( r,o LT I Laborotory __ . At t n : 
. Legol Coun............... (A t tn: 
~~:~.~!~.sP'_ \~ Attn: 
Tech.Servs.~" o~~}) ~ 

. TrQinlng~u~l (10) I Pub»:OAh I.' N . 

.. DI.~"i~'.< _ 5 M. ,o~ • Tel~~ , 
, /Ill '1: .... !f'Ott> .... 

1 ..; Mr. Baile 
1 -
1. -
1 -
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. , 

~ssi s.taht A~tot'ne'y ,Ger&eral 
.' , 

'" . r:r.he FBI,) '~~he~ ·f~~ed :",,1 t;h an unacceptable' p~,04uct, 
mus.!: look- t9 the t;>epartment. cif Jus'tice (nO'J) and GPO ·for 
furthE!:r -~efinition <;,nd ~o~;e ,;acc~lI:~t~speci.f}c;atiorlsto 
id~nti;.Y the appropriat~ "p~od~o~. Inordei, .that: the. FBI . 
may have :a befter- understanding ·of all ~ teclmical considerations,. 
it, .. ~ould ~be appreclate<;r:'lf' ~h.e ~ectulica:l ,sp'ecifi:cations; , , ~ 
~~s~ .Ero~edur~s, quali ty . ~tan.da;d~',' ~n~:( appl'i~a~le 'sampling 
feclin iq~es l'1ould '''b~ furnishe!3 _ tp 'fha. Ff:lI~· '" . 

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

""" '. '.fhi's 'BiJre~u ~ t-iould be p:(e~,se,d to ~ave cppi"e,s ~ o~· 
the· tollow~119. dc:icumentati'(?n- ,appropr late to' id~ptif'y .FBI 
requir~men'ts 'fo;-I fil.~ fronts: -

i. 
,2: •. 
'3-. 
. 4 • 

SpeQificatiops 
Ad~ep~anc' t~s~~roceabre 
:Qu~ll,~'yl .Sta~Cia~.Cls ic "'. 

.' Th~ tes,'=: J?roc~aure ~~e~l 'b:t~h.e Qu~llFY' ~on~rol 
"'JHyf$ion, ,G?O;,' in"" ~1je captlonea ,proc~ur~m~nt_ to t~.$.t;. ~ 
compli~p~e. wJ t;~ GP9 spec·lf:iqa~·~o·n~,:· i:ncluc;:ti~9 ~ 
~~t'1' ,d'!t:a, test' setup, .da'taanalYsi's -ariel ''f ' ':-

c9f'lc'lusions.'· ..... .. 

-1ne ~hird paragraph, of-I Il~t'ter ,hJf'ers _ 
,that .th~ dru9.age .~<? ,the f;Jhipm~nt ':~'la!3 ,c}iu~e.d··b~ tj1~ c,a~r!~r." 
-~he :~~~~ent ··~~~;fv.9~ "'d~rila9~~r_ .~~e :~~ -;~~~'lIla!'lnE;:r" IJ1 w~!.~ta " 
,th~,. vend0t:., .Keener Tag }ta'n!lfacturing',. 500'-.Jan~t,~v"enue·, .. 

" r.,~n·~~.~t"er, .p"rin.~.sYlvan,l'a:~ ·pag~~g.~d" t~~" sliipriuan~. ~"T~e pa9~a9in4:t ' 
was de'fi:cient ,in tw.o areas. Ffrst,,' the file. fronts ""ere 
.pa6kag~~t ~n singie;';walL cor",~~ga't~d bOx~~~ d~~~.9ned;' to' wi th's~ahp, 
a 'b~r.sting. pres~ur'e of ,20,O.-p.~unds per ,sqpar~ i~9h1, GPO 
~peqif~ed t.h~,. mater-ial tQ' ,be used shoul,a ~1i thst:~nd a ~bur.sttng 
,p~e.s~ur.e_ o.f' 27-5 poun¢lfr'p~r ,ijqu"are inc;h. Second,: the order' 
~las' del:1vere'<!. urisecjlred fori if skid .as lnd.;::vidual>cont::l:l~ners., ,,
The' .order. specifIcally' requested' ,that, the materIal. be- 'shipped 

-~n ;p~11e'ts',' 'wi tfl.. '~J.l conta;tt~~.s:' s~cu~ed ;to:th~r pallet ~Q < 

prev.e!it t;hif;1:ing'. The use of: s_uJ~sta.fldiird. packaging ma..terial,p· 
and !?h!pp,ing, methods ihdica€ed that th~ vendor may.·'hav~' 
also ,select~d ,othe~ cost-saving' ~e'thQds for th~ proquct;Jon 
o~ ~~e fi~e .frOrit~ In' eapti_(:m~d; order,. 



.. 

" 

l) 

AssistancAttorney General 

.,.. 
, - 'Th~s Bureau sincerely hopes' that GPO will reexamine 

'tneir fiqdi'ngs on capt.ion,ed procur~mant and in v:i~w of' the _ 
n~w technfcal details p~ovided in this letter, reconsider 
the poss.$.bilit.y· of 'remedial ~ction. wha'tever the .outco~e 
of captioned procurement, the FBI is'certain that through 
the coope,ration of tpe DOJ and, GPO, a suitable specification 

- will be yritten that will yield file,_ fr_onts that will. me~t 
the needs of the Central Records Sy~tem on any further 

. procurements. 

. Enclo~ures (6) 

.. 

~ote: ~hls l~tt_r i~~beingv¢oordin~ted wit~ Di~i~ign 3, 
Print.ing ·and Space M'anagement and will be hand-caJ::'ri'ed to 
the ad<ir.ess~e by 'the¥ printing coordina·tor:.· . 

APPROVEO: 

; 'Director ' 
~ / Exec. AO::"':.'-o,,-. =.~.-

~~
~'(. Exec. AQ·Adnr:..:.....:.. 

. .exec. AO'LES . 
- ~'+' ~~ 

" 

_ . 
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2/28/80. 
To: Dlvi~lon of Ass19nmont. 

Director, FBI Re~ords Management b 7 C 

SUGGESTION It is' sUggested that whe', fi1e_~tr,2l1sfe~s_~~y~~l~ __ . .¥_ "ll_~QP.§ra; or~ 
~()n4Q!.,lll.4";5, the CRT operator~ sq,o enter them in~q t~e. CRTs ~ .a ~o printout. 
mode. -Tfiereafter, form 4-5~shoti1d be retamed for fllll.lg m'the cabmet. Also, 

, .it should be m~datory for aU clerks to use form. 4-5 for transf~rs, since they. 
have'to write the transfers, d.qwn on something to send the~ to t4e' CRT op~e' 
.It wquld'not be any e?dra work for th~m. 'Transfers that ar.e received. via , 
would still be entered into the CRT 'in th~ printout mode. (Samples attache 

o 

Advantage1fol(suqqe.stlori and 'atinu~l savl,nqs (lnc~~de basts CO.r ~sUmate) 

Time would bEr saved in ·t~in:g the F;AC~:~ralis~e~ print~)Ut ap~t 'an<\ also a 'mat~rial 
saVings in paper would r.esult QY retainirig ·form 4-5 and not 'printing, the F ACS 
transfer. . . , 

N one .a,.pp~ren~ 

:The use by tl!~ United'States of, my',su'gqe'stfon shall n<ol forin the bali"'~ 
asslqns upo,n the Unlted State,s. I,understand that"l ~\vtll be eonslderE,\i-:t 

,Within two yea,rir. after;sub~lssfo~.)" ~ , ~ ....... '-'-_________ ~~~~~ 

'4)Mr., pMrs. QQqis:s!' 

!!rw~'P,el;:~~ L. ~~ /1M 
William L. .l?ailey;., Assistant 'Dire.tor 

c ,. Slgn!lt~re and, 1fltl&; -

c 
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SuggestiQn from .... I _______ ....... 12/28/80 t7C 

~ 
ADDENDUM RECORDS MANAGEMENI' DMSION RWS:mjl 2/28/80 

This suggestion deals with handling of the file transfers via form 4-5 
which was ~ed exclusively by th;.e Filing Subunit in the manual system.. Because 
of the implementation of FACS, an automated file inventory system, on 4/2/79, 
the former manual system is being phased out, making form 4-5 eventually 
obsolete. This suggestion addresses two specific areas which are covered below. 

The first part of this suggestion recommends form 4.;.5 should be filed 
in the cabinet after entry of transfer data into FACS through the CRT. The major 
portion of F ACS functions have been implemeI1ted, leaving only Locate, File Review 
and Consolidation Subunit persoIUlel still using form 4-5 until current supplies are 
exhausted. Any requ,ests outside of the Filing Subunit for a supply of 'form 4-5 
are den~ed inasmuch as file requests or transfers generated by non-Filing Subunit 
persoIUlel are listed on a sheet o~ paper and sent to the Filing, Subunit. This 
procedure saves persoIUlel time from having· to repeat identical information on 
each form 4-5, such as name, roomnumber~ extension, telelift, etc. By generating 
an automated FACS printout, -a complete legible ·record for the capinet is obtained 
rather than a handwritten one. 

The second part of this suggestion recommends that persoIUlel use form 4-5 
for transfers: This is in reference to the File Review Subunit persoIUlel. These, 
employees place form 4-5 in the cabinets for the files pulled by them.' Depending 
on the type of form being reviewed, File Review Subunit persoIUlel either drop 
these files off or leave a list at a Filing Subunit to be entered into F ACS. 

There are no problems with ,the current handling of transfers or ~orm 4-5. 
FOJ; the foregoing reasons, this suggestion should'not be approved. 

- 2 -



-
0 

1(0 
co 
en ..-' 0 
~ w 

..J M 

~ c:: 
c:::t 
~ 

-

.. , 

I I 
Federal BUreau of ]nvestigation 
Was~gton, D. ,c. 

,DearL-I ____ ----I 

·f 

;March 17, 1980 . , . 

Your suggestion has be,en received conCe~~i~th" I Yado tion 
of n:w_ p~ocedur~§ .tg. ltfLuae.d..in..:r.egax~ta..the .. pr.~>-c-essing-Q~ _~_!Li":">---.. . 
AIoor-a-.c(reful.evaluation of yo~r prC?pqs~l, 1t hilS been dec ded that the 
current system f?hould be cQntinued since, With the implementation of the 
majot portions of the File Auto~a~ed Control 'System, the use of this 
form will be' substant.4Uly reduced. 

Alth6~gh favorable action \V,as not takeq. ,in this instance, 
'the inter~st you expressed 'by submitt~ng your lc!ea is apprec~ted. 

. , 

(! 
re' 

\ . - Mr. Bai1~y .. 

c , I - .~, 

Continued - OVer 

Ad",.'StW. ~al Coun, , 
Diroctor Cnm. Inv,--..-:, Plan. ~ Insp.~ 
Exoc. AD·lnv. 1<1 t Ree. M.gnt. tV ~ 
Exoc. AO.Adm ~ ;0 • Tech, teNS. . 

APPROVED: 

'. i 

exec, AO'LES'~ In.3l). -. TraJnlng FBI/DO,J 

- .labof~tory _ Publlc A~fls-, 0::":', It:. ::.::~"",... __ 
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I I 
';Federal Bureau of Inves~igat"i.on 
Washingtpn, D. C. . ~ 

+ 

N.oTE: ~ugge~ts that WJ.?~n ·file transfers are :receiveQ by C.~T 9per~~ors .on 
FOXri).-'~-5 the CRT op~ri:tto~s should e~t~:r Jh~m '~n the Q·RT's ir!.~'no 

printoti~ ;mode~ :.rheregft~t;·F·9rm 4-5 should b,e ret~iin~d for filing in the 
ca,binet .... A~so ,. 'it sho-gld be llJ.an!3~~6ry fo:r all clerks to use this :(oJ;m fpr' 
transfers. Tne'·Records lvlahagement"'12ivisiog:.is opposed to this ~ugg~S:t~on, 
~rld a d~tailed agae~dum, from that divi~ion: is attached . 

., 

.. 

" 

.. 
- 2 :'< 



- '.' 

o· 
1 • o 

.... . 
.~ ~t}. ·I~ 1 Dale 

4/23/80 

Direclor. FBI 

'A nnmA\ Division of Asslgnmont b6 

1 Records Management" 

, I 

Current 'p'rap\Jce or rule (Include manual citation as well as facls) , " " 
F~!e Review Unit pulls all main files and certain serial references, 

that we know from experience may report information that is the equiv~~' . 
lent of a main file regarding the subject. ' 
Advantaqes .of uuqqesllon and annual savlnqs (Include basis tor estlmale) 

T~is suggestion will help File Review, Filing Unit, IPU and th~ 
analyst. 

File Review will be able to handle a review faster if they do not 
have to pull unnecessary fil~s. There won't be as many files charged 
out and that will save the File Review locate personnel from having, to 
locate unneeded references. 

Continued :p~ge 2. 

, . " . 

\)' 
(Jl ._-- ~ 

~" ,~ 
Olsadvanlaqos of suqgestlon 

None known! 

" • ....",.,..,..,Jn~_~ "\ 
I-(Th-O-U-SO-b-y-th-e -U-nl-te-d-S-I-at-es--=-o f-m-y-Su-q-qe-s-U-on-sh:-a~1l:-"r-9-t ~to-rm~th:-e-:b:-a';'~~t':"';"~f'-' .. -t.;:-tr:::-:lh. e:":'r-:::-: ,,' ",:::::-1",,'"':' ... ,7'" fty=n'~ v=.:-: .":-'h~vrn= ... :-:m:::-;h:::e:;:lr::I\.~o::t:-~"l1, "~ 

alSlllqn s upon the Untied States. I undorsland Ihal I w n ~e considered on I}J a~opted . " 
within two YOafs after Bubmiaolon.) ~.f I . ~ ..... h ,;7. \ 

DMr. I.JSJMfll. DM'ss <>'qna,ure an .. , ... e ot ~uqqesler (J. ,) 

,:~ 
~: ~ .. 

~:r:.mendallons and comments of Division Head 

c1' r SEE ADDENDUM PAGE 3 

1 ________________ ~~--------~-__ ~_r~ ____ UJMk-·~~~~L~·~1~~~q~~a~I~ot.~~~~~d~.~r'Wtl~e----------._"~ •. ~ 
I- ~ 

(Do nol write In Ihls spaco • for Buroau use only) ';;' / .? AV "'" ' 
~c{~ tP((J -ClF~ L;:; 

G, -ICf-COO NOT IiEc'ORDED 1>'; 

d...RG· M ~ 26 JUN 19 1980 <? ( 

. " 
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Advantages cQntin~ed 

Filing unit will not have to take the file apart and 
Xerox unneeded references. Filing Uni~ locate clerks wxll 
not have to spend time locating files that are needed br" " 
other Bureau employees. 

IPU will be able to get request back from File Revie~ , 
faster and instead of having to have serial references 
Xeroxed causing a delay or money' letter to be sent, they 
could close the case with no record main file lette+ or 
only have the main file processed. 

The analyst would not have to have a case assigned 
to them just to send requester a no record main file letter. 

It is impossible to estimate potential savings othe~ 
than to say they would be substantial. 

- 2 -
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ADDENDUM to su "estion of 
Re: FOIPA Reviews, 6/9/8 , HCM:i£ 

This suggestion has merit' in that implementation would eliminate the 
duplication of file reviews by FOIPA analyst and the unnecessary 
duplication of file material for processing by the Initial Processing 
Unit in ~OIPA. The suggestion would help to expedite review work 
done by employees in'the File Review Subunit, Records Services Section,,, ' 
in those ~nstances where the caption of a serial reference is not 
the s~bject of the serial reference thereby eliminating any further 
review of a given communication. It is to be noted that this " 
p~ocedure is a departure from current File Reyiew guidelines and i~ 
is therefore ~ecommended that a 90-day trial period be imposed to 
<?-etermine any unfoJ;'eseen disadvantages. During this 90-d§.y pe,riod 

, ~ost d~ta should p~ captured by FOIPA to arrive a~ an appropr,iate 
~a:rings! 

~,'lt 

- 3 -
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P'ediiiii1 BUiii\i 0l1Jlve~ 
Wasblagton, I), C. .' 
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Feder~! l?ureati of Investigati<;m 
Wa~hingt0t:l, D. 9. ' . , 
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Employee SU'9gestio~ 
FD-252 (Rev. 9-11-59) 

- 6. ~ ~. 

To: 

Director, FBI 

SUGGESTION 

\ 
.~/, 

• ( • T '-

,\ 
.< 

:IF 33 Date 
. 

-
~'/2/80 

" I From: ~s~giester's name) Division of Assignment 

I 
b6 

S'AN FRANCISCO b7C 

ATTN: DOCUMENT CLASSIF~CATION REVIEW SECTION 
CTRC UNIT -

. , . ~ 
That a,procedure be established whereby the. ile jacket ~ ~ 

cases ,determined to be 1lllrt,i~~ul~ .. sensitive be mark~~. both at . 
FBIHQ and' in the field, in such a way as to insure that \sbouJ <L-;t.h.e 
case be subject to an· ,FOIPA r e q p,e,s .. t-, any cl'assifica tion review and 
processing be' done in the" field in close' coordination with the 
supervisor. and/or c{ls~ agent, and 'done at FBIHQ in coordination with 

[\ the appropriate INTJ;> section, and that no release be made wit'hout 
their prior review. 

0 
'I-I'LE.S =", p; -. s 

Current practice or rule (Include manual citation as well as facts) 

Most FOIPA requests are processed without consultation Witr%iJ 
substantive supervisor. . 

,~ 
Advantages of suggestion and annual savings (include basis for estimate) ~ 

'The above is proposed to help avoid the release of apparently 
innocuous information which, due to parti'cularly sensitiv~ investi.;;. 
gative circumstances, could tend to identif·y or compromise sources 
or methods. 

C; ~ U L!1:,317~ 
DE-60 </~ flO ' 

V-52 9 ~llJN '5. i~ 
Disadvan\ages of suggestion " . 

Very sl;i.ght additional work involved. 

~ 
(The use' by the United,States of my'sugqesUon shall not form the basis of a further claim of arl<:1' nature by me my heirs or 

. aSSigns upon the United States. I understand that I will be considered pted 
within two years after submission'.) 

lXlMr. OMrs. DMlss -
I;;y:lnature ana Tille 01 :'Ugqester 

Recommendations and comments of Division, Head 

The adoption of this suggestion could pre~lude the release of 
sensitiye information inadverte,ntly, ~ itlf0;t:Jti~ 
comproml se our sources. I .con~ur. '~E~~U .. Se::" ... 
, ' ' "Signature and Thle . 'cO 

,(Do not write' inf/1ace - ~or Bureau use only) 
", ., 

~~~'1981 
~ I J ~'b~ - - - J 

Fel/DO.J 
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, ,Suggestion #332...;8Q .; <-

ADDENDUM: INTELLIGENCE DIV.ISION (INTD) CI-l C\m:kag 6120/80 
~\.\~ 

INTD believes this suggestion may ,have m~rit, 
e~pe~i~lly in further e~iminat~ng any weaknesses i~ the 
present procedures relative to field divisions" FOIPA 
r~le~ses o~ information.: Presently at FBIHQ, 'Divisions 
'IV and V have establisned procedures to safeguard the relea~e 
of "serisi,tive information .. "" These safeguards iri6lude " ' 
prior'; classification of such data by the orginator, 
cav:eats marked on sEmsi ti;ve source materials, and storage 
of ass~t' files and RIP, files· in the Special Fi'l~ Room . 
(SFR); Whi,~h ;reque,sts' perni.iss?-on 6f. the FBI' ,substantive 
d~sl~. super,visor pri~r'~o r~lease o;f the~e files to 
FO!'PA analysts'. 'Howeve~, in 'most in~tances relea,se 
of SFR file information is not first reviewea ,by the 
INTD· substantive s'upervisor,' and most likely would 
sul?~ta:nti~lly add' t'o their ~lre,ady' cumberii?oine work ·loac:I. 

INTI>. recommends that Division. IV review this 
suggest~~~ in,: lig1)t .• of present. FB.iHQ and: fiefd divisipn~" 
policies ~egarding·";the release of FC,! information to 
determine Whether or not more safeguards are needed 

, t~iln;· t.hos~ Whic'~ presently exist.' - , 

.", .. 

~, ' 

j 

" 

Ad ' Serv legal Coun. 
APPROVED: m.:....;..- " I -.---, . , Crim. InV'. ()Ian. & ?SP. __ ~ 

'~. , . Rec.Mgnt ' 
!Director 'Id t . Tech. servs._·_~_ 
~ec, AD-Inv._.· en.' Training • 
Exec" AD-Adm. _ In~e11. '. . • - Aft Oft·· 
Ex~C. AD-LES ~ Laboratory ~~ubIiC S. ':,;..' --
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Reco~endation an~ Comments of Division Head 
Re:, EMPLOYEE SUGGESTION; or 

SA L-I ______ --'_ 

~g~-~D (~ 
Suggestion ~ , yfi (f"V 

,:""AD..;...;D;;;..;E_N;.;.;;D;;...;U~M~:~..;;.R;.;;:E;..;;C..;::.O.;:.;RD=S~M:..:;;AN~A;.;;,;G;;.;:E;;.;:M..;;.;;E;;.;;N.;..;;T;;.....o;;D..;;;;I;..;.V..;;;;I..;;.S.::I..;;.O;;.;.N..:..., ,~8/~1=/..;...;8;;...O:;..:· '~D;..;.D_@PJ7" -..pf-'" _'. 

. -This' 's~,iggesti(;m has merit and is 'recominende~ 
for adoption with c~rtain mqdifications. FB.I He~dquarterl? 
currently has a systematic meth~d of ident~fyi~g th~~e 
FCI cases .(and other serisitive matters such ,'as organized 
,cr~me) which'should b~ referred to a~appropriat~ , 
'supervisor prior to process~ng under tQe Freedom, of 
I~form~t.ton Ac-e. or simili:q:- type reque'st. 

Tpis suggestion is rec6rnmende~\ f~r adoptiq~ 
:~o' the extent a rubber stamp b,e authorized' for 'use' ~y 
field o~fiqes arid compo~ed 'of ~ ~tat~ment such as,: 

"Information ,in this case, should be referred to sUp'ery~sory 
personl1el for a,ssistapce in ,respond~ng ,t<;> any ;FieeddIll of 
Information/Privacy Acts requ~st, o~' slmi).ar re,cIl:lest." i" , . 

The, stamp shOuld' be .placed on ,the top file 
cover wh~never it is decided' .,by the appropriate sup.erv~sor 
the ~aseshciuld De reviewed'pr~or ·to 'apy,response to a 
Freedom 6f Iriformation/P"r·iv'acY, ,Acts' requester' orsiinflar 
type request. ..Al~o, When" t1!~,,;c_a~~ .is~',glos~q, t.he stamp' 
should' b'e placed on ,the l'ast ,s'er:ia! :in ,f'ile I pr6vi~ed. 
it i~ not a~,or_j..ginal l~ab' re'P9;-t' qr to<s·om~. s~milar ·90qUmel1t. 

'1' 
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-
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MATERIAL MUST NOj'BEREMOVEQ ~ROM OR ADDED TO THIS FILE 
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A::q:.d£tant l'.ttornoy O~ncral 
f01: 11.~rJitdOiratjQn 

{t.,ttcmtionl 
~------------------~ 

Assistant Liroctor 

'db .~ 

billiau L. Luiloy, 
1\cc<:irtio {!,mogCr.'.Cht J.:,ivi~!cn ~~~.!l<l~;; 

..:J 

.... ' 

June 9, 1980 

*\"'1rA~ ri't,! iTr. 
l-u..;(: 139 J..::.W __ 2 06 
,Jackot 298-;l)4' -' . -!.cforOllCC is i..ade to rl",/ lettc'J; patol:: t:~t.-rultry 14, 
l!lCO, rc~arcJir.9 File Pronts I ~€q 13£l7-l?BI 206 Jecb .. t 2;~ t:-~3.:1 .. 

On ~=ay ·2Q, IPCO, tho .FcClcr~l Lureau of Invc~ti(lati('.n 
(FljI) received lOO,Co(j file £ront~ (Forr" 4-.596, t(;.v. 3/20/79) 
f~OI,'" tti.C 1,cC'ncr' 'l'a~l Ccr:,vany. 'l'hir: oreor replc;~c.cd(ln ol:dar 
"'cccivca in LCI.,tcM:'cl;, 1979, that \'tllD ~ound to be 
Udr.,~ ti.q!(:!qtory. 

'~; .. e lc<;!utibn 9f thq eyelets vr\ th~ rcplClcel;'\ent:. file 
fr(:mts in \'1011 OU to iao the no~al r rcduqtion tolot'ancef! 
availablo at pout 1t'l;int DhoiiG. ~horc io al/lf i;oo1\ l,~iffGronce 
i.rOi.l tho top of the file front to -eyelets, ~"t;sint:: the file 
front to. l.>e skewed 1 1/4 .ttc~rccG ~;hen attDchOll to tt.Q file 
back. ':hc Qycl~te hn'lo alGo t'(,H:m im:~ta11<:d off-ccnter by l/t
lnch (r llilSld.cc1 ut the t·..)p) ~ibo,n cO;'.:i;,arec:. to the c~l'lt~rlir.c ()f 
t,ho t.ltdn t:,oey of the fiJ.o. frcmt. /\'$.1 tho file g}:'owo ,in nize 
uninO t.hC!lG ft;'ont;:n, th(.r..e tv/O' combined eefects \",111. crel1.te an. 
(!(.,di'ticll .... l tortlional lozld on tho. file Ltack fa9t~ner {.ton ti':.c. 
file: it;; stored in its n"rL~l sic!o t.tal"tiin f ;' Itv~it1on... !:hQ 
ptrQDb on larGor files will ~cn~rate Qda!tl~nal £116 rQrair 
v:~tiYit.it.s in tho ydru:;s to C01.1(.l. 

.i 
,w 

;;,. 



- - - - - --------------- - ----- - ----- - -~--- - -
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\ \ " , 

As61etant Attorney Cener.l 
tor ~~in1.tr.tlon 

'I',.e vendor has rusde sOC!e effort, in cox'rectin9 th(; 
d~fect. of the pr."loue order. lJoweveJ:, CSefttcts ~'J:esent in ttff.' 
rtjl·'16~Ol<1C'nt. order al"e of greet concorA, 11lauuch as it will 
precil_·itate substantial file Iepair ooat.' 1n. the l'ears to 
CODe. 

It i¥ n~end .. ,"~ tl."t a r.duc.d price i.Je ney\... tl.otf.-d 
that will cor.l..,enaat. tbe n.:n f~r ut.ilisln, the d~fe(.t.ivE
l,idtf:rlal, or that tIl.- entire ~rd~a: be ~.pI:'1ftt..(~ "t ;.0 CObt. 

Att_~b" ~o this n~rnnr4n~ua 1 •• folaed fil~ front to 
111u6tr~te tne a.feeta fo~nu in t.his ord.~. 

EncltJ8urtl:: 

NOTE: This letter has been coordinated with the Printing and 
Space Management Section, Administrative Services Division, who 
will hand carry to the Department of Justice. 

APPROVED: 

Director ___ _ 

Adm.Serv._ 
Cnm,lnv._ 

E"ec AD·lnv, __ Iden!. __ _ 
Exec. AD·Adm. __ Inlell. __ _ 
Exec. AD·LES _ Laboratory __ 

---~ 

Legal Coun. __ _ 

Pian & Insp. ~ d/ 
Rec M~nl [;i]f;.fLllS.tV 
Tech Servs __ _ 
Tru,f'og ____ _ 

Pu!JiI:: Ails. Olf.:.....-__ , 
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UNITED STATES GOVERNMENT 

Memorandum 
TO : Mi" "! Bailey wujl3.'JX. 

• UNITED STATES DEPARTMENT OF JUSTICE 
FEDERAL BUREAU OF INVESTIGATION . 

DATE: 7/10/80 

Exec AD Iny, 
Exec AD Adm. _ 
Exec AD LES,_ 

Asst. Oir.: 
Adm. Serys._ 

FROM : I I/::;)..I~ 
V °r-JLt=.S 

r, ",rim.ln".t_ 
Ident._' __ 
lntell. __ 
Laboratory _ 
Legol Coun. _ 
Plan. & Insp. _ 
Rec.Mgnt._ 
Tech. Serys. 
Training __ 

Public Ails. 011. 
Telephone Rm._ 
Director's Sec'y _ 

SUBJECT/.!~· E .... CO~ __ .,._ .......... E .. "'~ 

):l~Q .. P'~ MAW~~~~.~J1I:v...I&J.ON, (RMD) 

RE: D to Bailey Memo dated 7/9/80 

PURPOSE: 

To set forth procedures for compiling an approximate file 
count of file holdings in RMD, 

RECOMMENDATION: 

None. For information only. AP~BoVED: AdlJ1. Serv. __ 
Crim.lnv, __ 

LegatCoun. __ __ 
Plan. & Insp. __ ~ J 

Rec. Mont. uJI... e::j1)j.P" Director :::-:-__ _ 

Tech. Servs. __ _ DETAILS: 
Exec. AD·lnv. Ident. 
Exec. AD·Adm. Intell. ---

Set forth in the following 
RMD quarterly file count report 
Staff. 

Exec. AD·LES Laboratory __ 
Training ::-:--'::'7:'"-
Public AIrs. Oft. __ 

pages are procedures in 
prepared by the Rec?rds 

obtaining 
Research 

PROCEDURES: 

To obtain the investigative file volume, total cases and total 
hard copy cases. 

2. 

Request FAP 10499 for: @) 
a. cases on microfilm . 
b. number of cases that are multi section and ave ~ 

section per case 

Temporarily add all classifications from last case numbers 
assigned from Aims (do not add Classification 13~ this is 
litigation). Then add 115,257 to your total. These are 
the case total of classifications which are obsolete. 
(When FAP ll~~~ is ready, it will have the total cases 
opened from 1945 to present. A one time figuring for eac~ 
classification prior to 1945 from Aims list would be ~~r 
This total will be then added to FAP l~~¢)o ~. ~. 

i _ :==== .~~ .1]£,82 t.AJft - ~ 31 9- ~ ./ 
~,,~--~:, 

1 - \;.<7""" : 

k~ .. , (CONTINUED - OVER) t:D JUL 14 \98~~.,,; 
~""'" 

FBI/DOJ 
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Memorandum ~I =~_ ...... Ito Bailey dated 7/10/80 
RE: File Count 

Records Management Division (RMD) 

3. Obtain pq~ge count, additional volumes added to SFR~ and 
sub vdiunies 'opened." 

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

4. Investigative Volume Count 
a. add: cases purged 

cases on microfilm 
multi section cases 
Total (P,M,Multi) ___ --... __ _ 

b. Total New Cases Opened 
Total (P,M;Multi) 

Single volume" files 

c. add: multi section volumes 
multi section volumes SFR 
Total volumes of sub case files numbers 
(add from previous report) -----
Multi volume total 

d. add: Single Volume files 
Multi volume total~ ______ __ 

Total volumes (Investigative) 

Miscellaneous: Total Cases .. 
1. Total new cases opened 

(-) Purged 
Total cases 

2. Total Hard Copy Cases 
Total Cases 
(-) Cases on microfilm 
Total Hard Cop:v":sCases 

Personnel Records 

New Cases Opened 

Cases Purged 

Cases on Microfilm 

Multi Section Volumes 
Volumes of Sub Case File numbers 
Multi Section Volumes (Special Files) 

Only information available is: New Cases Opened 
(-) Cases Pur~ed 
Total Cases 

- 2 -



Memorandum I ko Bailey dated 7/10/80 
b6 

RE: File Count 
Records Management Division (RMD) 

Summary: (Investigative and Personnel Files) 

Total Cases: Total Cases (Invest) 
+ New Cases Opened (Personnel, .Microfilm included) 
Total 

Total Volumes: Total Volumes (Invest) 
+ New Cases Opened (Personnel, Microfilm incl~ded) 
Total Volume 

Total Hard Copy: Total Hard Copy eases (Invest) 
+ New Cases Opened (Personnel, Microfilm included) 
Hard Copy 

Unknown Figures 

Note: --

1. ~umber of cases skipped 
2. Nu~ber of cases consolidated (changed to). This figure 

will not be used as it can be used again if it is less 
than 6 months old. 

Volume or Sections are considered the same. 
Case or File are considered the same. 



" fl .. 

,~ '( " , 
• ....., • 1\ . " 

Emp~~~e SuJgest1.on 
FD-tl511 (Re;". 9-11-59') 

" • -*' 
Date 

8/1/80 
To: From: (Suggester's name) Division of Assignment 

SUGGESTION 

It is suggested that original FD-302s be filed in a subfile 
and/or folder attached to the main file and that a copy of 
each FD-302 be placed in the main file. 

Current practice or rule (Include manual citation as well as facts) 

Original FD-302s are filed in main file. 

Advantages of suggestion and annual savings (include basis for esUmate) 

It is believed this would save considerable time as it is now 
necessary to pull original FD-302s when needed for trial or when 
case is RUC'd and same are forwarded to the office of origin. ,~---, 
It is felt this 't"l7ould be particularly advantageous in a major p(Se.;,~': 
where there are volumes and volumes of original FD-302s whichmay;..->""r/ 
be needed in court once th7 case is brough~ to trial •. Also,( a·rr"',~/ / 
Agent would be able to rev~ew all FD-302s ~n any part~cular ~ase 
by just requesting the subfile and/or folder and he would not 
have to go through ,all the volumes of any particular case. Di'ssemina
tion of 302s could be as follows: original to subfile and/or folde f.. 

j, ~ .Ii'" .' 

None known. 

(The use by the United States of my suggestion shall not form the baSil Of a fU:t:::::::ou :::: ';):n or aSSigns upon the United States. I understand that 1 will be considered ted 
within two years after submission.) 

DMr. [RlMrs. DMisS 
an *e J 

I have reviewed this' suggestiQ:n submit~. ' '()" , 
b I I f .. h h . ~'..P "'" d I .., Ii , 'Y I am 0 the op~n~on t at t e sugge~t~o ha~s 7d;:~./. '.-'#"'-

excellent mer~t and should be carefu conside for ora" 
action by FBIHQ. :": '" .." C . :"'"'r 

Recommendations and comments of DiviSion Head 

arge 

j 



. , 

I" , -~-~---~ -~-----------------~------.... \ ,I" ., 
... 41....,. " I", ... 

'~ '(: . 
~'. ' , . • 
RE: Suggestion #371-80 /~r 

AD~~NDUM OF THE RECORPS MANAGEMENT DIVISION (RMD) (TBD:km 8/18/80) 

It is proposed in attached suggestion number 371-80 
from the El Paso Office that original FD-302s be filed 
in subfiles and/or folders attached to the main file and 
that a copy of each FD-302 be placed in the main file. 
Suggester believes that proposed practice would be particularly 
advantageous in a major case operation as all original FD-302s 
would be filed in one place and easily accessible for 
review and/or use in court. 

OBSERVATIONS: 

Pages 31, 32, and 33 of the "Major Case Operations" 
manual identifies certain subfiles that maybe opened as 
soon as a major case is opened. Specifically mentioned are 
subfiles for Office of Origin and Auxiliary Office FD-302s. 
RMD is of the opinion that the use of subfiles for purposes 
stated in suggestion should be limited to major cases only 
since many of the regular cases have only one or two FD-302s 
and the administrative burden of handling that material 
in the suggested fashion would be counterproductive. To 
segregate FD-302s in all cases would be cumbersome, inefficient, 
and complicate the management and control of such material. 

In view of above, RMD is of the opinion that the 
use of subfiles for FD-302s should be restricted to major 
case as provided for in the "Major Case Operations" manual. 

RECOMMENDATIONS: 

Recommend suggestion not be adopted. 

Adm.Serv._ 
Crim.lnv,_ 

eireGto~ _--
i:xec, AD·lnv, _ Ident. _--
Exec. Ap·Adm,_ In\tlll. __ _ 
Exec. AD·LES _ Laboratory_ 

-2-

Legal Coun. .. 
Plan, & Insp, -rM..l 
Rac. !\lc"t.J:'l.F /K»J,I». 
Toch. SOlve, __ --' 
Training _~_-" 
Public Affa. Off. '" 



J I,. 

" -" j ---_. ~.---

•• 
August 18, 1980 

PERSONAL 

.E'ederal Bureau of Investigation 
San Francisco, California 

Dear~1 __________ ~ 
Thank you for your suggestion that a procedure be 

established whereby fUe jackets containing particularly sensitive 
information be marked., After careful consideration, a modified 
version of your proposal is being approved. 

The interest you expressed by submitting your idea 
is appreciated and it is hoped that you will give us the benefit of 
any others you may have to enhance our operations. 

~
Sil1CerelY yours,~ .-:. \ D f\j-

\- C ' ~~ 
\ l l\ 0." ~ (, ~'V\ ~/ f::!fl ~ 

Assistant Director '" '. , I ; 

Administ~ative Services Divisio,n t (. ( / 
APPROVED: Adm. serv.~: i. gal Coun~ __ _ 

I
' :..: 2:"" ... San Francisco 

'- , . , 1 - Field Personnel file 
I...!---"'",,!," ~~\t+~--'" 1 - Suggestion file 

Richard J.!I. Long , \ ~ rJ ~ 

Crim.lnv. __ I_ Pan. & I::::;:>~ 
Director " RG':::. fY·;'Jnt. _ 
Exec. AO-Inv_ Ident. Toch. ScrJs. __ _ 
Exec. AD-J\:.!m. 
Exec. AD·LES 

Inlell. __ _ Trainlng_~ __ 
Public Ails. 011:...--i r 

\ ' ~rsonnel file of SAl 
Exec AD Inv. ~:tab~ 1...-_______ .....1 

Exoc AD Adm. - (6) (Suggestion #332 -80) 
Exec AD LES_ 

Asst. Oil.: 
Adm. S.rvs._ 
Crim.lnv._ 
Ident. __ 
Intell. __ 
Laboratory _ 
Legal Coun. _ 

Plan. & Insp. 
Rec.Mgnt._ 
Tech. Servs._ 
Training __ 

Public Ails. all. _ 
Telephone Rm._ 
Director' 5 Sec'y _ MAIL ROOM 0 

w 
t" I 

J 
1...."" ", 1(' 

·~I ~ 
I 

Laboratory __ 

Continued - Over 

:1l7' AUG 20 1980 ') 

FBI/OO .. 



Federal Bureau of Investigation 
San Francisco, California 

•• 
.... 

NOTE: Sugg~ts that a procedure be established whereby the file 
jack.&bf Fe! cases ~ particularly sensitive be marked. 

Intelligence Division advised suggest-ion has merit, especially in ., 
further eliminating any weaknesses in tte present procedures relative 
to field divisions' FOIPA releases of information. ~:o advised pro
posal bas merit and recommendeds adoption with certain modifications. 
Suggestion is recommended for adoption to the extent a rubber stamp 
be authorized for use by field offices and composed of a statement 
such as: "Information in this case should be referred to supervisory 
personnel for assistance in responding to any Freedom of Information/ 
Privacy Acts request or similar request." The stamp should be 
placed on the topfile cover whenever it is decided by the appropriate 
supervisor the case should be reviewed prior to any response to a 
FOIPA requester or similar request. Also, when the case is closed, 
the stamp should be placed on th~~~!J3Jerla:l in file, provided it is not 
an original lab report or some ~vdocument. Therefore, suggester 
being advised mOdified version of suggestion being adopted and upon 
approval, RMD should advise the field offices to place this procedure 
into effect and give appropriate instructions. Views attached. 

- 2 -
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• 
, 'Emplo~e ,Sugg.e~jon , 
FD~252~R;ev. ~-11.5g) .... 
,. ". 4#&," .. ,:. I" • I . • 

Date 

8-8-
To: Division of Assignment 

Director, FBI 

SUGGESTION 7C 

It is suggested that an updated file cover be instituted wherein 
the Alpha designation number, desk number, case agent, office 
of origin file number, and other field office numbers will 
be on the front of the case file and readily accessible to 
anyone working on a particular case. (See attached copy of 
sample. ) 

It is also suggested that the file covers (both front and back) 
be widened ~II to hold 8~1I X 1111 paper. 

Cu<rent practice or rule (Include manual citation as well as facts) 

Current file cover has space for the Bureau file number, field 
office file number and case agent's name. 

Advantages of suggestion and annual savings (include basis for estill!ate) 

This suggestion will update the file cover, thereby saving 
time by the individual working on the file at any time. 

tages of suggestion 

se by the United States of my suggestion shall not form the :;~;;.:..:.::...:....:.::.;,_ ..... ..;,... __ ......;:..... ....... _____ ....... _____ ...... ......., 
s upon the United States. I understand that I will be con sid 
two years after submission.) 

D 
endations and comments of Division Head 

See Addendum. SAC concurs. 

-



't J 

• . 
~ , • , , , . 

"/ T' .. . 

Recommednations and comments of Division Head: 

ADDENDUM: 

This suggestion incorporates information currently 
being written on the file cbver. Identification of this 
specific information on the cover would act as a reminder 
of the need for this data. In lieu of the term desk, the 

,.r 

term supervisor would more accurately describe the admin
istrative responsibility channel. The placing of field office 
file numbers on the outside of the jacket, except for Bureau 
and office of origin, could create. confusion, and this could 
be placed on the inside cover, thereby not eliminating needed 
space to identify the case Agent(s) • 

-2-* 

.,.. ; 



• 
RE: Suggestion from Tampa Office 

Suggestion #380 - 80 

• \" , . 

ADDENDUM OF THE RECORDS MANAGEMENT DIVISION (RMD) 
~ 

(TBD:tfc 8/21/80) 

It is proposed in attached suggestion from the 
Tampa Office that the file front, form FD-245, be 
revised to provide space for capturing the ALPHA designation 
number, desk number, Case Agent, Office of Orgin file number, and 
other field office numbers. It is also suggested that 
the file front and back be increased in size to be compatible 
with the larger paper (8~ x 11 inches). 

OBSERVATIONS: 

FBIHQ has already taken steps to enlarge the 
file front and back in proportion to the larger paper (8~ 
x 11 inches). Current instructions contained in the Manual 
of the Adminstrative Operations and procedures (MAOP) Part 
II, Section 2-4.3 (6), page 286, permits the recording of 
aux11ary office and other file numbers on the inside of 
the file cover. The file front (FD-245) has already become 
congested with preprinted information. RMD is therefore 
of the opinion that the file front is already crowded and 
that information such as the ALPHA designation, desk number, 
Case Agent, etc., which is subject to change, should not 
be preprinted on the file front as it would tend to further 
congest this form. 

RECOMMENDATIONS: 

Recommend suggestion not be adopted. 

APPROVED: 

Director 

Adm. Servo 
Crlm.fnv. --Exec. AD::-:.'~nv-. --

Exec. AD.Adm-:-- /dent. __ _ 
Exeo. AD.L.ES - Intell. ':"'"-___ 

__ L.aboratory_ 

-3-

Logal Co un. 
Plan. & fnsll. --
Roc. Mcmt.~ ;;: 
Toc:h. f.crvf:fL 
Tr<linlno --
Public Afra. Off ..... :- __ 
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I I 
Fedel"al Bureau of Investi::;ation 
Trunpa~ Florida 

Deo.~ .... _____ .....1 

September 4, 1980 

PE&~ONAL 

Tb.an:.t you for your GU{mQstion that an updated file 
cover be instituted whorein more infol~mation could bo lllCluded and 
that the file cov~rs be widened. You may be interested to know thn.t 
steps already have.. been ta!~en to -enl.arge the file front and back 
in ptoporl!on to the l'"1l"3er papel'*" Also, it is believed that the file 
front is already crO\\a~d ~nd that information such as you Gu[~ge ted 
should not be preprinted on the file front as it would t~nd to.L rther 
con;;est this form.. There,fol~e, no action. is beinz tarten on yo~r ~ 
ptoposal. \ ' 

AltbOl1Zh favorable p.ctlon was not tabm at this tim~";~ 
the interest you displtlyed by submittin3' your idea is indeed apprcehtted. 

Sincerely yours, 

~/. ~f.;~' ~~. . 
Clmr~ R. t.[cKinnon -, CJ 3' 
Administrative ee,rviccG Division J. FBI 

b6 

Assistant. Director &' f, -- .. ,(, '3 /~. -- ' 

APPROVED: .,.... - Adm. Serv t::..1V,,,,~, ",gal Coun . ---
Exec AD Inv. _ 2- - Tampa Crim.lnv. IEln. :A li1SP.tt= 

Director R::c. M~nt. 
Exec AD Adm. 1 - Field personnel file E>:ec. AD-Adm._ Ident. Toeh. s~rvs. __ _ 
Exec AD LES - 1 S J,.:.' fll 
Assl. Oir.: - uggeSt,.,,-Qnl e ·Exec. AD-/nY. fn'''lJ Ti.'l'::;ng ___ _ 

Ad S .------------~----- 'v. O!f. of Com:. 
m. ervs._ • I , .I ~ r- '-borat -

• 1..tl cry __ .& Pub:ic litis. 
Crim. Inv. - 1 ~Pers'onnel file ' '-_ 
Idenl. ~ .. ''''/'' ~ ___ ~ 
Int.II. __ C~:R~;..ta~ ~ ,,,,. 
~:::;o~:~n. _ (6)"'.. \&7 . (Suggestion #380-80) 
Plan. & Insp. _ ". C'\.. , 
Rec. Mgnt. I!. n ('\F I 
Tec.h •• Servs. - n,~ () :: PI' 1~"O 
Training -- I 'Ik' 

PubficA/ls.OII._ ,.!, l",1 J . 

Telephone Rm. j l • "J V"" 
Director's Sec'y _ MAIL ROO~I 

, 
SEP 4 1980 

..... -.-),.- ............... .............--
Continued - Over 
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Federal Bureau of Investigatlon 
Tampa, Florida 

I NOTk: ~uggests that an '!Pda~ ~ile cove.r I?e jni!J:iwte_d_ whereinJh", 
, ~lpha designation nu~' desk nU~ilber, G~se Agent, office 9f 

( 9£gin~_me_number2--and ~t~e_rfield of~i~e number!3_'Y~ll be .on ~h.e front of 
the case lile and readily accessible to anyone working on a particular
case. Also-;-that the file covers both front and back be widened, RMD 
advised that steps have already been taken to enlarge the file front and 
back in prop oration to the larger paper and is of the opinion that the file 
front is already crowded and that information such as the ALPHA 
designation, desk number, Case Agent, etc., which is subject to 
change, should not be preprinted on the file front as it would tend to 
further congest this form. Views attached. 

\
'" • I 
~ ~ "- ' 

- 2 - ' 



, 'r 
, . , 

September 4, 1980 

PERSONAL 

Federal Bureau of JvestigatiOn 
El Paso, Texas 0 10., l- t, H"!! ~ ov~~ SA '-L tit, ~!f~ 

Dearl I ~",,~Jt.o. '~;M";~"~-"'"''':~''' 

Thank you f01;" your suggestion that Ori~n;j\j[P.d.Q2s 
be filed in asubfilEt!~~~. folger itfu.~be4.),93~~~n11k.,.a.IXi.a.:C.opy 
~...lL~~¥_l['t!i~~~~e,. After careful consideration, your Pfoposa11 ~ 
is not being approved since it has been npted that in the ''1\.{ajor Case ,/ // 1.-1 
Operations" Manuallt ident1f1es certain subfi1es which can be opened,';, t //1 
as soon as a major case is opened.. Therefore, it is believed that thet .(! / 
use of sUbfiles should be limited to these types of cases since many'.()l:.f;Y 
the regular ca.ses have only one or two FD-302s and the administrative 
burden of handling that material as you suggested would be counter-
productive .. 

The interest you di'lElaYed by submitting your idea is 
certa.l.n1y appreclated.I!J'38 D£.JjJ U -~ 31 q - jO.2. 

Sincerel~!OurSt ~'~.,..--~_ 
MAILED 16 ~ /' ,~'F SED -

,~/ ' • u 18;;0 
Cba,ies R. McKinnon t::::::;;--"£- 1iO.;;~_ ~ 
Assistant Director {j 
Administ:rative l?aniCQs Division 1:~_ 

SEP 4 1980 
Fal 

APPROVED: ~ Adm. serve &!/f' ~e':al Coun. __ _ 

Crim, Inv. ~I<:n. /llnsp. ~ "'" 
Director___ Reo. Mt;nt. #-"&:.s..:l.i5L::¥--_ 

Exoc AD Inv. - 2 _ E, 1 Paso 
Exoc AD Adm. _ 

Exec. AD·Adm.__ Ident. Tach. Sarva .. __ _ 
Training ___ _ 
Orf. of Cong. 

E. Public Af'fs.'---_ 

Exec AD LES - 1 - Field personnel file 
Asst. Oir.: 1 S ' . U .1'':1 1 

Adm. Servs._ - l1ggesliio~.Lt.l~· 
Crim. Inv. t :". !; , .' 
Ident. • ,fIr----------.lAO-LES 
Intell. __ 1~ Per~H;mn~~ f+lr' 01 i 
Laborf,tery -O~ :ta15f~o..,t,-'. . ' . .' • 
~~:j,ff~~~~ C (..6~) X'",j93C (Suggestion =1#3'71-80) 
Rec. Mgnt. Ii .~ L {If ..5 ,-
rech., Servs. - 0' Ii. r1r I 

Training ~ v/~ I 
Public Ails, 011. _ ~ I 
relephone Rm._ 
Director's Sec'y _ MAIL ROOM 

Intsi/, __ _ 

Laboratory 

Continued - Over 

F61/DOJ 



• 'r • 

• 
Federal Bureau of Investigation 
El Paso, Texas 

,,:, 

NOTE: Suggests that original FD -3 02s be filed in a subfile and/or 

.. 

folder attached to the main file and that a copy of each FD -302 
be placed in the main file. RMn ad"vised that in the "Major Case 
Operationstt Manual it identifies certain subfiles that may be opened 
as soon as a major case is opened. Specifically mentioned are sub
files for Office of Origin and Auxiliary Office FD,..302s. It is believed 
that the use of subfiles for purposes stated in suggestion should be 
limited to major cases only since many of the regular cases have 
only one or two FD-302s and t~e administrative burden of handling that 
material in the suggested fash~ would be counterproductive. To 
segregate FD-302s in all cases would be cumbersome, inefficient, 
and complicate the management and control of such material. Views 
attached. 

- 2 -
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All D?!.Ca 
At:i::.ont.ion: 

Director, rnl 
rrincipal Leg~l Advioor 
vrivucy Control Officor 

3/3/31 

'?h~rc: l.l':wo l:;:::on anc1 continue to br::- in:3tuncQc that 
require iio16 office~ to for~nr0 cartain Cicl~ fl100 to 
I?DIHQ for rcvia':] cmJ procccoing, primurily in connoction 
wit.h t.he I7rol~uo:::1 of Inforr.1~tion/1?rivD.cy act:::l (lna Civil Discover,}" 
l'JD.ttcrs. Du~ to the cimilari ty of the file r:r.onto, nany 
of the field files inadvortently boco:ilo int.<'Jr;:ttoc.1 into 
tho £~voral nillion filo3 at lf13IlIQ. Once: thi.o happen::; com:;i<.:otublc 
clerical tir:::c io requirod to locate and retriove tho filo::;. 

To !;1inimize an8/or procluJc the a:t.7orcmcntionou, 
you should in the future \'1hen tcquestod to for~;arc1 filuo 
to l?IlInQ rcmova the origino.l file covc:!r, forn 13'D-245, ana 
replace i t ~'1i th the gteen file cover, form 1:'!)-245a. 110 
file nU;1tbCI or other ma.rtdngo arc to be pleced on the 9tQOn ,...,-:-;;. 
cover. The original fila cover, FD-245 , is to be rctaineaL"'I': ,.- I 

in the fie1C1 office in the nOl.'Ttlal fila sequenco until FDIUti('I' 
ho.o returnea the file, at 'V7hich time the green cover, FD- '---
245a, is to be removed and replaced with the original covor, 
form lrD-245. Tbe green cover can be reuseQ for subsequ0nt 
submissions and/or its otiginD.l purpose 3inco i t. bear~ no 
nartings. The use of the groan file covor uill crcate a 
color coher.\o that shoulcl prevent field filG!o sent to 11'DIIIQ 
from becoming intermin~lcQ ~Ji tIl IIcndquarter~ files. 

Your cooperation in thiG rego.rt1 :!.O greatly .::tPPt'cci;)tod. 

1 - Mr. Colwell 
1 - Mr. Mullen 
1 - Mr. Otto 

.~ ~ -lEaCh ASSirant 
1 -
1 -

1BD:tfc 

1 -
1 -
1 -

Director 1 -

i =~~(~:(~, __ ~, __ .~~_.~.-,~~ 
E~;;"AD~I~v~ _ '( 25 ) '(a~~l_~ l-C{~! tI 
Exec AD Adm. - See No·te pag,e 2 
Ex.cAD LES_ 

Ass!.Oit.: 
Adm. Servs. _._ 
Crim.lnv. 
Iden!. __ . 
Inlell. 

L.~,,,." #' 
Legal Caun. 4 ~ 
Plan. 8. Insp" ,,"-

Rec.Mgn!. ~ 
Tech. Servs. - i ," 
Troining__ i I . 

Public Ails. 01l'11"} 
Telephone Rm . ........,' il 
Oireclor's Sec'y' ~ ,I MA:I{... ROOM CfJ ' ,(, f 

: ~... oj. l( 'I t 

(:, t' ' . -



Uemoranc1um to All SACs 
R~: Field Office Files Transmitted to FBIHQ 

NOTE: Currently a rubber stamp "7hich states "-Field Office 
File FOIPA processed" is placed on the file cover of field 
files received at FBIHQ. While the stamp is legible, it 
000S not stand out sufficiently to preclude field files 
from becoming intermingled \'7i th the several million Headquarters 
files. When this occurs considerable man-hours are e}::pended 
locating and retrieving the file(s}. The use of the green 
file cover, form FD-245a, will create a very visible color 
scheme that ~'lill assist substantially in keeping field files 
segregated from Headquarters files. The green file cover 
is used on informant and asset files in the field to create 
a color scheme that makes these files easily distinguishable 
from other files and eliminates the possibility of informant/ 
asset files from becoming intermingled 't1'i th other field 
files. Currently the green file cover is not used for any 
purpose at FBIHQ. 

• 

FOIPA Review 
Division; 

b6 
b7C 

Unit~~~~ __________ ~~ 
and 

' ... " 
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, ... _ ~ .t'· ):( 

E'mplctyee ~Sugge'stion 
FD-2512 (Rev. ,~-:'l-59) ' .• .4 .. 

1J< • .. . ..... 
I ' 

/(L!~\~ Date 

319/81 
To: From: !Suqqester's ngmel Division of Assignment 

Director. FBI SA I NEW YORK 
~~==~ ______ -L __ -===========~==== ______ ~ ____________________ b7C 

~liiGGESTlqN ~ ~ 
- -) -;,... - ::r:nEltl.tut~QP gf",: ~~. Fil_ . 'S~al ___ ~9..9'WhiCh woulg_~~ 

1;:h~ j;OR~~;L::in the ..l9:.~-t . a,. si - ar to the FD::4 8 7--(NCt~, 
Activity Log)' .--~ Pnrpose of'the log is to record each serial in the 
file for quick reference at a later date whether for a file review 0, 

for preparation of a Prosecutive Summary Report. 

Current practice or rule (Include manual citation as well as facts) 

There are no current procedures regarding a Case File Serial Log, 
~oweve:, s~ould this suggestio~ ~e ado~ted, the ~ogical,area.Dmr 

Advantages of suggestion and annual savings (include basis for estimate) 

The advantages of the proposed Case File Serial Log (FSL) is to 
provide supervisors, case agents and clerical personnel'~·;w.1:t:Ih,~ 'qu'ick 
reference sheet for reference material, Prosecutive Summary,'~eports, 
file reviews etc. This is necessary due to the complex and ,vol-q.mino 'S 

investigations presently being conducted in all FBI classif~c~tiorts, 
in which most files are several volumes in length. With ~his ~e~ / 
log case agents and supervisors will be able to review,the\l~st.1 / 
volume and be able to identify pertinent serials for easy retrieva1. 
By having a qRick reference log (Table of Contents) as the la~ 
serial, not ne be serialized itself, the clerical personnel would 
not have to continually obtain previous volumes from the closedifile 

Disadvantages 0.£ suggestion , 
As w~th any new o~erational proposal the initial MAOP changes would 
be required, however, this procedure is relatively minor and adjust
ments should be minimal. The initial cost of preparing the form 
should also be minimal as it will be similar to the FD-487 and only 
sheet is required. This initial onseque 

(The use by the United States of my suggestion shall not form the b 
assigns upon the United States. I understand that I will be cQnside 
within two years after submission.) 

Recommendations and comments of Division Head 

This suggestion appears to have m 
for adoption, as it would provide a 
contents of investigative files and 
lenthy file reviews. ------------------------~~-------

(Personnel Folder SA 
L..-________ --I F131100J 



." 

,) r..r:' 

, e • 
> CUrrent Practice or Ru~e (Cont'd) 

would be located in Part II, Section 2-4.3, 5 & 5.1, pages 
286 and 314. The only other ~ea which may be applicable 
should this suggestion be accepted would ne MAOP, Part II, 
Section 7-1,2 which outlines the procedures used for the 
NCIC activity log (FD-487 

Advantages of Suggestion & Annual S~ings (Conttd) 

~ection. In some offices this can be extemely significant 
due to the number of volumes and distance between the rotor 
and closed flies. Of utmost importance, this new log would 
allow for a quick retrieval of material necessary for a 
prosecutive report. As in most complex cases in which a 
seperate sub file for FD-302's is established, the log will 
provide a simple, quick way of locating pertinent 302s. 
Further, where consensual monitoring and/or body recordings 
are authorized, the serials granting approval can easily be 
located, whereas, under the present sys;tem, aJ. 10 volume case 
file, could result in aJ. time cosuming search for such serials. 
An example of how this form can be utilized is attached. The 
responsibility for keeping the log current would be that of the 
case agent. This would be accomplished by attaching the log 
to new serials, i.e. new mail, 302's etc to the case agent, 

f 

who in turn will review the new serial and make what notes are 
n~cessary to later identify the serial. This.log would only 
be necessary on cases in which multiple volumes were anticipated, 
and would be more applicable in those cases in which there is 
a good chance for prosecution. Also, regarding FCI files this 
log could be of value in those cases where prosecution is sought 
or the case is of significant public interest. 

There is no accurate means of measuring cost effect
iveness, however, logic would dictaJ.te that if the case agent and/ 
or clerical personnel need only check the latest file, kept in 
the rotor, for a complete listing of the c~se file serials, then 
manhotirs will be spent in a more cost effective fashion. It is 
conservately estimaJ.ted that during the preparation.of a prosecutive 
summary report approximately 3.0 hours can be saved in se~ching 
voluminous files for a specific serial. With this emphasis placed 
on Prosecutive Reports, the savings in manhours can be quite 
significant reSUlting in the savings of thousands of dollars. 

Disadvantages of Suggestion (Cont'd) 

in the final analysis due to the savings of manpower hours search
ing for serials in multi-volume investigations. There also could 
be a problem with security of the log if used in FCI m~tters; 
due to the sensitivity of the investigations, and also h~ing a 
Table of Contents should the file become compromised. Due to the 
caution taken in securing FCI matters, this problem should be 
of no significance. Further, in larger offices, there is a 
possibility of the serial log becoming detached and or lost when 
routed to the agent, however; if the proper care is taken then 
this disadvantage should also be of little significance. 
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Suggestion #133-81 

ADnENDUM: CRIMINAL INVESTIGATIVE DIVISION (CID) MARCH 30, 1981 JLD/RCN:sas 

Appropriate CIn management personnel have reviewed the suggestion of 
SA Paul E. Storer concerning institution of a case file serial log. The general 
consensus following this review was that this suggestion not be adopted. 

A major consideration in recommending that this suggestion not be 
adopted lies in the fact that there seems to be a proliferation throughout the 
field for the use of various "top serial" systems in all sorts of situations. 
Sornroa of these have been mandated by FBIHQ, such as the NCIC Activity Log, while 
others seem to be in use under various circumstances within different field 
divisions. This trend to adopt top serials should be controlled as much as 
possible in that it places added responsibilities on all personnel \vho are 
charged with handling Bureau files. 

In the suggestion, it was indicated that the only advantage that the 
Case File Serial Log would have would be in mUlti-volume cases so that this 
addendum will address only those issues which would rrrna~ate against the top 
serial lCXJ concept in those voluminous files. It would Mppear that there are 
various case management procedures which can be employed which would ease the 
file review problerrs stated in this suggestion. Currently the serialization by 
date order, the various colors used to represent different types of documents, 
as ~ll as the format of various documents have been instituted to make file 
ref/iews easier. In addition, individual case Agents and Supervisors can 
establish any number of sub-files in mUlti-volume files to ease the file review 
burden. By establishing separate sub-files for FD 302's, tech logs, Bureau 
communications, surveillance logs, responses fram other field offices, etc., 
case Agents should be able to adequately manage each case and ease file review' 
problems. If these methods are not utilized in a multi-volume file, this would; 
be a mismanagement of the case by both the case Agent and the Supervisor. . 

If this suggestion is adopted, there are several changes which should 
be considered. One of these changes should be to make the Rotor Clerk 
responsible for maintaining the log. It would be a time-consuming matter for 
the case Agent to maintain the log and in addition, the procedure outlined in 
the stggestion for getting the lCXJ to the Case Agent would appear to be 
un'lrK)rkable. By requiring that the log be attached to each ne\v serial, this 
would inevitably lead to the ICXJ being in-transit bet~en the Rotor and the Case 
Agent a great deal of time on very active investigations. This situation would 
make it virtually impossible to maintain an up-to-date lCXJ and would create more 
problems than it would solve. One of the cost factors not addressed in the 
stggestion \>x>uld be the tine required by the Agent or the Rotor Clerk to 
maintain the log in a current status. 

If it is decided to proceed with the suggestion for the 
implementation of a Case File Serial Log, it would be recommended that it be 
tried on a trial basis in several different field offices after which the 
results can be accessed prior to full i~mplementation throughout the field. 

-5-

jPPROVED: Adm. s;;:rv~. ~:l Caun. 
c, : ..... ". ,,~'V'< ~~:1 f: ,~. ___ _ 

• U'l:;.lr.i~~ ~ 

eir~ctor__ ___ r.~c. t' ~.to . __ _ 
Exeo. J~.'J ... ;'.j.~l. __ ~ ::l;:!r.t. ~: ... ~;J. ::;:;;:~C __ _ 

Exec. AD·ln\,'. 
E,lI.ec. AD·LES 

l(aH Il:t., ___ _ 

Off. of Congo 
Laboratory __ & Public Atts\-. __ 

lnlc.!I. __ _ 
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Addendum to Suggestion #133-81 from New York 

ADDENDUM OF THE RECORDS MANAGEMENT DIVISION (RMD) ) 4/13/81 

It is proposed in attached suggestion #133-81 from New York 
that a Case File Serial Log be instituted. This would be retained 
as a top serial in the last volume of the file. Purpose of the 
log is to record each serial in the file for quick reference at 
a later date whether for a file review or for preparation of a 
Prosecutive Summary Report. 

OBSERVATION: 

RMD is in agreement with addendum prepared by Criminal 
Investigative Division that this suggestion not be adopted. The 
need for another "top serial ll is unnecessary; the requiring of ,the 
log to accompany a new serial, not only has the potential for it 
getting lost, but being incomplete, as new mail coming in 
would necessitate the log being returned on a timely basis. 
Logically the log should be filled out by the rotor clerk, 
but taking into consideration the "must do" work done on 
·a rotor, this becomes an added burden that is not an enhancement 
to record keeping. 

RECOMMENDATION: 

Recommend suggestion not be adopted. 

APPROVED: 

Dimctor __ _ 

Adm.Serv. __ 
Crim.ln'l .. __ 

Lege::.! Coun. __ _ 

~I~"', t .. ln~p.~th;;t-
r-;,~ '.~ 
T ....... __ _ 

Y . 
.. . _--- ( 

\".',5- .... ',,"_,,-

-6-
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• 

I I 
Federal Bureau of Investigation 
New York, New York 

~ar~I __________ ~ 

• 
April 28, 19B1 

PERSONi\L 

l2-fl-

b7C 

Your suggestion to institute a case file serial log has been 
received. After a thorough evaluation, your proposal is not being ap
proved since it is not belleved to be necessary.. The requiring of the 
log to accompany a new serial not only bas the potenti:ll for it getting 
lost, but being incomplete as new mall coming in would necessitate the .-
log being returned on a timely basis. ....USo, it is bel1evE.?d that if th!.~- -'" 
log was instituted it would be an added burden and not an enhaneeY,l!tint/" . -, J 
to recorcl keeping. /' / ,/,; f / 

",llthough p<JSitiv(. action was not ~n in this instance, th~/ ",:", I. / 

interer;t and entilus1asm you expressed by' submitting this idea are mQst-- /" 
appreciated. ' 

~.. Sincerely yours, . 

~~ it 1; 
-- -Oliver B. Ii vell. 

Assistant Director, 
Admlnistrati'Ve Services Division 

..... 

2 - New York APPROVED: Adm, satilfB Legal Coun, Exec AD Inv. _ _ __ 

ExocADAdm._ 1- Field personnel file I Crim.ln1!.", ~.tfW:~n. &Insp.~). 
Exec AD LES - Director I /',,'... R:>c. M!;'lit. .. "" /~ 
Asst. Oi,.: 1 - Suggestion file Exec.AD.Adm. l:l!~nt. Tach. Se,vl3. '" . 

Ad .... Servs. - Exec. AD.lny'. -- Intell. Trrjr:i~g ___ _ 
Crull. Inv. - 1 ~t;1 .' - 3r~orcong. 
Ident. __ ~ Per sonne .,~\,\le 0 • EXbc.AD·LES _. Labor~~' ,- & pulino Affs, __ 

t~~~I;atory_V~G:t~o 4 \ (SuggestIon #133-81. ~ -:,//(-;/ -cbL~; 
Legal CQun. - ~ 6) ~ A1!J , ~ -t/t .-.;,'/ C . ". ~ ".n. 
Plan. & Insp. - I ,.I I "i, ~.~~'?~~Afi'''1!='9 '1a IP' f:---,-'<i7~-;:";' ~J , 0 Rec. Mgnl. _ I .' ' _ ,;; Il;..~i 

Tech. Selvs. - " '81 
T,aining • ~ 

Public All •• 01/, -' ; 0 tiP R 2 7 1~~ . 
Telephone Rm. - ' , ..J 
DI,eCIO'.'$ Sec'y _ MAIL ROO ' 

F9'-' __ ~ __ ~ ____ ~ __ ~L-________________ ~ ________ ~ __ I 



NOTE: Suggests that a case file serial log which )V:,otlld be the top 
serial in the last file, similar to the FD-487 be instituted. 

Reasons for nonadoption of this suggestion set forth in lett-er to 
suggester and detailed addenda of Criminal Investigative Division 
and Records Management pivision. 

- 2 -



, I 
Date 

I 
May 5, 1981 

J 
I T.o: 

f-
':;' (1 ""dactor, FBI i_/ ~ .. I 

DIvIsion of Assignment 

Records Management b7C 
SUGGESTION 

After the Freedom of Information-Privacy Acts Section (FOI/PA) 
has determined" that a file in their possession should be 
forwarded to the Document Classification Unit (DCU) for 
classification, they should place a forwarding tag on the 
file. They should list all information for DCU needed on a 
forwarding tag and place their name under this information 
so they can have the file sent back to them. 

Current practice or rule '(include manual citation as well as facts) ~ 

Each person holding a file is responsible for calling 
or s~nn;na a list of the files that are to be transferre 0 
the ~ larea. \-----=:.::...::.--=-1 

Advantages of s and annual savings (include basis for estimate) 

This would help Locate Clerks in tracking down a file when it 
is needed on an urgent basis for trial, etc. This would also 
keep the CRT Operation in smooth order. 

Disadvantages of suggestion - W II 
The FOI/PA Section may fail to call all information for tran~fer 
with the additional forwarding information. The forwarding 
tags may become overcrowded with names on t~e list ;o~_, ~.o~ward_~5li I. 

tPb -, -~.,~ ; . - ~.f,(J 
(The use by the United States of my suggestion shall not form the basis of a further claim of any nature by me, my heirs, or 
assigns upon the United States. I understand that I will be cQnsidered for any justified award only if my suggestion is adopted 
within two years after submissi'on.) II I () /) 

o Mr. ~rs. DMiS 1) (I I i' /;" ,., IJU "-
,1f S.ugge,ster , ,., ~ 

Recommendations and comments of Division Head 

See page 2. 

I 

I 
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• 
Suggestion froml~ __________ ~lto Director, FBI 

ADDENDUM: RECORDS MANAGEMENT DIVISION 
DOCUMENT CLASSIFICATION UNIT 
5/5/81, J~mjk 

• 

I Isuggestion and concern for facili-
tating locat10n of f11es within the Document Classification 
Unit is appreciated. If, however, rules currently in place, 
i.e., officially transferring files, were followed, her 
suggestion would not b: ~e::fsary. For this reason, it is 
recommended that I ~ _~_be thanked for her concern as 
she has been by tier Un1t C 1ef, but her suggestion not be 
adopted. 

b7C 
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• • 

I I 
Federal Bureau of Iiivestigation 
'~,'ash1ngton, D. c. 

June 19, 1931 

PEREON.illa 

• • 

1/' i --nearl I . /~'-, . 
Thank you for your suggesUon that after til - ~r~do_I1'l_Of _ 

_ 1nforma~~on:'.12rJv.acy _Ac.ts_f.ecti()n hl',ftd~~~rn'~ed-~~r:fue in their 
poss~ssiQn should be forwarded tv t.....:: • _ :' ~,1. ,~~ ... l"' ........ ~.i.'IJ""'U • .1 d,I.,.1 ,\ J 

a forwarding tag should be placed on the file. After careful consider
ation, your proposal is not being approved since it is believed that the 
current practice to officially transfer fUes is sufficient. 

Although positive action was not taken in this instance, the 
interest and concern you exhibited by submitting your idea are indeed 
apprecia~d. \j-n ~ / I ,::... ") '-' ~ <'). f7 

~ .. ," DE-ll.. ~;"-- "/"'-'_ - ~ 
. _~- Sincerely yours, 

gJk 0. :~ 
.-. ,-~ .. - .. - .. '" . 

. Oliver B. Revell 
. ~~:~:..' '. ' .. - ",' ." Assistant Director ., .. 

.i1.dministratlve ~ervices Divisi il 
- I>~ 

1,i1£l.QGAl/ .. It~ h:Jm,,$""ews.~~ ~. \ 
--,-)-l"-.::·-r~lr. Finzel (Personal Attention) 

N'F'nV1'5M L~"'~' ~(J"),~" =<_ ,_ _ • 

Crim. mv • .#-_ R~;, to: ~1q~, L __ ... !- ' 

.~1 - ;l'ers~nne1 file orl ... -r=-___ ---,,-...,.._-.--......I 

. L:RG:tab,ry{;"""" (Suggestion #288-81) 

Diff'kir '~t~, ~:~l'\~'===l 
E:coC. AC.Adm._ Ident., __ - TrolC\\::9 _---I 
t! ... o •• ,o.c..... _' lnspectlon Off. of Co .. g • 
"""" 1'\ "'" & Pul:lllcAtft·_-*l 

'(5) 
EKIC .. AD-t.eS _ lntell. __ -

NOTE: ~ggestion and reasons fO,r nonadoptiop-;of. /?uggestion se1t for 
In letter to suggester .and ,addendum of RMD. 

~1_V--' 
eJlh~ 26 lS~' 

fIII"""'--2~--/~ 

, J/2t) "," , ,7'- il ( (), 
.'".J '. ',~~:}1 1:., (- I 

MAIL ROOIIt!J¥J!J.dA 
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. ~ . 
Emplol'e~ Suggestion, 
FD-252 (Re~,""'il-11-59)' 

''''lr \ ~ 

_rP ,J.\., t .. • 
9/21/81 

From: (Suggester's name) Division of Assignment 
) To: i\ I, '..J;lr~ctor, FBI ASAC Joseph E. Ondru1a Springfield. 

\_/ SlJaGESTION I ~ ~ 
\ :l'nat FBIHQ modify th~ile j ackeL (FD-245) ;for cases. j.RVQ:J,:v:.:i,.:p.g :;ELS.UR 
, ,ma-E't¥J;~:i:"~~ Once··the- investigation' woulct""iIivol ve telephonic or non-telepho 

usage, the file jacket would be replaced with the designated ELSUR color 
coded front. In addition to the color coding, the word "ELSURn could 
be inscribed on the new file front. 

/' 1, 

( 1/"':' I • J' 

<= 
Current practice or rule (Include manual citation as well as facts) 

Current practice is for each fieU:id office to rubber stamp "ELSUR" 
on the file 'acket. 

Advantages of suggestion and annual savings (include basis for estimate) 

It is recognized through inspection procedures that major a¢m~nistrative 
deficiencies in the area of ELSUR matters continue in many/field: 
divisions. The deficiencies, in my opinion, are due to '~'h ~lack} of 
management control to assure compliance. Through usage 0 ~f~co¥or 
coded file front, it would clearly identify those file . ~ ich one 
or more methods of electronic surveillance have been u . ize~ Thus 
it would enhance FBI personnel to closely monitor for co 

Disadvantages of suggestion 

None apparent. 

(The use by the United States of my suggestion shall not form the basis of a further claim of any nature by me, my heirs, or 
assigns upon the United States, I understand that I will be conSidered for any Justified award only if my suggestion is adopted 
within two years after submission.) 

fTVl 0 '0 ASAC ~o /t.-- r (, J....."L 
~IMt.' Mrs. Miss' SiJnature and Title of Suggester 

Recommendations and comments of Division Head 

The suggestion waid provide a uniform 
to appropriately handle ELSUR matters 

(D~.O ott. "1. wrlite in this space - for Bureau use only) 

~~'I }ijjfi~.vA,· 
"'~!Y', \-1~ b ,(l 

ersonne 
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RE: Suggestion #~8l ~~' 

I 

ADDENDUM OF THE RECORDS MANAGEMENT DIVISION (RMD) (RMF/adp~1O/15/8l) 

It is proposed in attached suggestion from Springfield, 
that file jackets for cases utilizing ELSUR be color coded. 
Suggester is of the opinion Bureau personnel would then more 
clearly monitor these cases to assume compliance of management 
control which he feels to be a deficiency recognized during 
field office inspections. 

OBSERVATIONS: 

RMD has recently conducted a careful review of the most 
recent inspection findings of each field division relating to 
ELSUR matters, and finds the noted deficiencies would in no way 
be alleviated by the implementation of this suggestion. Current 
policy of stamping IIELSURII on the file j'acket should remain in 
effect. 

RECOMMENDATION: 

Recommend suggestion not be adopted • 

Clr$clor _".-' -
[:;:' ~ ;:': ".-'. 
~x:..., .. ~ ~':-":"''.' ,,- ---
Exec. f.,!)·L:.:a _ I •. :~. -- -" 

-2-
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J:{J.r. Joseph E. Ondrula. 
Federal Bal"eau of Investigation 
Springfle1d1 IDinois 

Dear Mr. Ondrula: 

•• 
Oeto~r 22, iii81 

PEBSONAL 

/-) 
I 

t • _ ,-

I have received your suggestion to revlae~6rm FP ... 2~ 
frn::.~s~~i1aiUB:.ma.tters. You. may be lJiterested to know 
that the Records Management Division has recently conducted a review 
of the most recent 1nspection findings of each field diviSion relating to 
EL£UR tnatters, and finds tbe noted deficiencies would not be alle~1ated 
by implementation of your proposal" Therefore, it is believed that the 
eurrent policy of stamping flELSURft Oil the ine jacket shouid r~main in 
effect. ' 

Although positive action was not tak.en in thls instance, please 
be assured that the interest and concern yon expressed by submitting 

°l'-:--:'-;'-""-----"-! your idea are appreciated. It is hoped that you wm continue to give us the 
;,,} " ; :!, benefit of any others you. may have in the future. llt.-ti

/
. ____ /' /,1 ~ fj t:fQ 

,~ ~. ~i~ r:p:r:~."_~/~ Sin0~YO~C";:" '-'~' . .-, ~l .. AI' 
I :::~ 0' S;i~ , ")"/ ./ (;C' ~ ~ i ~ ~ ." ,." , ".~~ ; ..... , ..... "'t <C4~ 

I ~' ¥=" II ...... -=~"::"".l. _. u· (./:P~':/'-V~ / . 
., ,1_. .. ',' ,':." , ,.. .. Oliver B. Le.vell " / "::~" 
'- - -- ,i H"eo, 'd Assistant DtrectQx-

Administra.tive ,Services D~~ 
Exec AD Inv. _ ,., r' . , tpl _ 'APPROVED: - Adm. s,ervU!- L;hOl":'~OI"J 
Exec AD Adm. _ t. , 'J" , , ' .;. , l" I.. ,., '...., 
Exec AD LES - 2 - ~prl'ngfl'eld t ~ ",,' i: . ~fi':' Crim. !n..,. -- ." . ---... I ~. " ':. -'J~.+I-i·! 
Asst. Dir.: '. Dlreotor 'j • r . .' '!£. t&:i.-'1 . 11. 

Ad". Servs._ 1 ... :&field persom.rl file, :.: Exec.,')·Mm. __ !dent. i·'····· 
~~:;.I_nv_. _ 1 - SUggestion the S I "tJoj ~t~ ~dJ Exec. AD·lnv. _ In3pC~::::l\l ,<' \j , . 

Intell. Exec. AD·LES __ ' Intell.,' ~,J~ \~ a,·., .. .):.;; AHs.:.--__ 

Laboratary 
Legal Coun. _ 
Pion. & Insp. 
Ret.Mgnt._ 
Tet~. Servs. _ 
Training __ 

Public Alfs. Olf. _ 
Telephone Rm._ 
Director's Sec'y _ 

..,:: --
" -'" ... 1.:/Personnel file of Mr. Joseph! E. Ondrula 

l..a'EG:taW""'J",3Jl (Suggestion #396-81) 

(64:),/1fV 
MAIL .::. viP 



• 
Mr. Joseph E. Ondrula 
Federal Bureau of Investigati0n 
Springfield, il!tnois 

NOTE: Suggestion and reasons for nonadoption set forth in lette:r to 
sugge ster and ,addendum of RMD. 

- 2 -
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Memoran .. .-
To Mr. Finzel 4J,e,.. Dat~ovember '3;, 1981 

From : 

SUbject~ILE ERON!I'-S - JACKET~.5_1..:;:;3.7_0 
REQUISITION 2 f50_~~ 0 I 

Fi <:!.s 

PURPOSE: 
To seek approval to reject the preproduction samples 

identified .in captioned requisition. 

RECOMMENDATION_: 

1. That this matter be referred to the Administrative 
Services Division and that the Government Printing Office (GPO), 
through the Department of Justice (DOJ), be advised that the FBI 
does not approve of the preproduction samples offered. 

APPrlOVED: Adm. Servs. __ Laboratory_ ... ~_~ 
Cri .. ,.lnv. _ Lc;o! CC-Ufl ._ 

Dlrec!c. CIf I)) C;~'''Q 
Exec. AD·Adm. Id'" t r. '~ub;,:. A;ts _ . 

-- ~n. Reo M;"r:t. ~ 
Exec.AD-lnv. _ Inspection ___ Tech Servs. . 
Exec. AD-LES _ Intell. Training .• 

2. That GPO also be advised through the DOJ to select 
only first quality materials and fabrication techniques for FBI 
file front fabrication and printing. 

).- \ 
Exec~AO, Adm.-:-

exec AD Inv.-.I"
ex.cAO LES_ 
As.I.OI,.: i :', 

Adm.So'v,. I tJ 
C,im.lnv. __ 
Idonl. __ _ 
Inloll. __ _ 

Lobo,alory_ 
Legal Coun._ 
Plan.& Insp._ 
Roc. Mgnl._ 
Tech. Servs. _ 
T,oinlng __ 

Off.oICong. 
& Public MI •• _ 

Tolophono Rm._ 
Ol,oclo,'. Soc'y_ 

APPROVED: Adm.Servs. __ Laboratory ___ • __ 

3 - Mr. Revell (Attn: 

Crim.lnv. Legal Coun. __ ( 
Oirector Off of CO:1g. 

---- e, Public Affa ~ . ' 
Exec.AD-Adm. __ iden",t'r",'/';; R" t rj;) ....-;.,... 

. ec ,~,gn. • ". i--
Exec.AD·lnv. __ Inspection Tech, Servs. 

Exec.AD·LES -- Intell. Training '--- ~ 3·~ O~ 

t c - !). 31j.:: .iJ.-~ 

2 - Mr. Finzel (Admin) (Attn: 

l = I rf RBW/L,,-ad"""'p....--------' 
(9)/~OD£ 

. ',t~ - P ] 11981 
~~ ," 



Memorandum I Ito Mr. Finzel 
RE: FILE FRONTS - JACKET 351-370 

REQUISITION 2150 

DETAILS: 

Preproduction samples of file fronts were provided for 
FBI approval in early September 1981. Recognizing that they did 
not "feel" quite right, the Records Research Staff, Records Systems 
Section, asked the Preservation Services Lab at National Ar.chiv.es 
and Records Services (NARS) to examine the preproduction sample and 
compare it against samples from the last two file front orders. 
The preproduction sampleS offered for approval for captioned order 
't'lere inferior to file fronts now' in use in many respects. The 
material selected for the preproduction samples appears to be from 
a very poor mill run. The fabrication technique used to install 
the eyelets left a ring of jagged metal edges on the back side of 
the file front that is inferior to the smooth coined surface of the 
examples provided by the FBI. Additionally, the thickness of the 
finished eyelet on the preproduction samples were .075 of an inch, 
whereas the previous file fronts were measured at .050 and .060 of 
an inch. Although the base weight of the material of the 
preproduction sample was slightly higher than the file fronts now 
in use, the mechanical properties of tear, surface smoothness, fold 
resistance, relative stiffness, tensil strength and surface 
toughness were inferior. 

-2-
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.; Memorandunfri 

To t.<i//"'b/COlwell 

From , ~. Finzel 
t) !31(12~V h' (es 

PROPOSED C~GE IN MANUAL OF 
ADMINISTRATIVE OPERATIONS AND 

Subject: 

, Exec AD Adm._ 
Ex~.,AD Inv~_ 

Ex::c AD LE~_; 
Asst. 01 •• : 
Adm. Servs._ 
Crim.lnv. __ 
Ident. __ 
Int.II. __ 

Labotatory _ 
Logal Coun._ 
Plan.& Insp._ 
Rec.Mgnl._ 
Tech. Sa.vs. _ 
TrainIng __ 

Off. of Congo 
& Public AH •• _ 

Tolophono Rm._ 
o Itectot' s Sec'y_ 

(PURPOSE, 
To recommend the following change in the MAOP regarding 

the administrative handling of FD-302s and inserts. 

DETAILS: 

REASON FOR CHANGE 

By suggestion from St. Louis it was proposed that when 
the original FD-302 is initialed by the Agent and returned for 
filing, the dictation slip (FD-77) can be removed from file, thus 
eliminating the use of the FD-77 as a charge-out. It was further 
suggested the policy of mainfaining extra copies of inserts and/or 
FD-302s in an envelope adjacent to or in front of the file be 
eliminated. 

~) 
After contacting a number of field offices, it has been ~ 

~? determined that most offices, in keeping wi·th the one copy concept, C}, 
h l- , type only an or iginal and three copies of FD-302s and/or inserts. "'-

~~l If additional copies are required they are duplicated as needed ~ 
t: ~)l~'~ from the or iginal. with the limited typin~ o:f...-'-c"Of'lies the. use of the 
~ ~pFD-77 as a charge-out and the present reqUlr(mfet to retaln extra \ 

~.'~ t copies adjacent to the case file becomes Obs~11te\ Manual changes \"J)" 
~\\,\ ar:e required and are submitted herewith. '--J ~ 

\ l \' CHANGED TEXT 

, 'j 

, MAOP Part II, .2-4.3.1(1), (a), (b) and (c); 2(a), page 287 
and (4) page 288 should be deleted and replac~d with the following:~ 

"0 ..s 
~ 
~ 

Q. 
(:) , • ,} \ I 

,jr Y 
(;l '1'~ 66-19198 (Manual of 

1 - Mr. Colwell 

c 
Administrative Operations and Procedures) ~. 

t' __ ~~ 

1 - Mr. Revell (Attn: Manuals 
1 - Mr. Finzel (Admin.) 

,J ~ I 
\:iiXFMK/ adp 

A>9 DEC4 
\oj 

Desk) S 
9 NOV 23 19t1l ~ 

::;, 

FBIIOOJ 



• 
Memorandum R. P. Finzel to Mr. Colwell 
RE: PROPOSED CHANGE IN MANUAL OF 

ADMINISTRATIVE OPERATIONS AND PROCEDURES (MAOP) 

2-4.3.1 Administrative Handling of FD-302s and Inserts 

(1) After transcription of FD-302s, the didtator, if 
different from the Agent to whom the case is assigned, shall 
initial the original FD-302 and promptly submit the original and 
one copy to ~he~Office Services Manager. The copy of the FD-302 is 
to be block stamped, given the same serial number as the original, 
charged out and routed to the case Agent to be initialed and returned 
to file. If additional copies are needed later, they may be 
reproduced on duplicating equipment. In the event a copy of the 
FD-302 and/or insert is necessary for work purposes by the case 
Agent, such must be charged out on form FD-5 (see 2-4.3.2 below). 

(a) In nonsensitive-type cases where a Resident Agent is 
the case Agent, the original and copy, after being initialed, will 
be retained in the headquarters office, as indicated in (1) above. 
In the event a copy of the FD-302 or insert is necessary for work 
purposes in the resident agency, such must be charged out to the 
particular Agent. 

(b) If assigned to headquarters office and the dictator 
is the Agent to wqom the case is assigned, he/she should initial the 
original FD-302 and return it to the*Office Services Manager with 
a copy to be filed as indicated in (1) above. 

(c) In resident agencies, if the dictator is the Agent to 
whom the case is assigned, he/she

1
should initial the original FD-302 

and submit it and one copy to th~Office Services Manager for filing. 

(2) Indexing of FD-302s 

(a) If indexing of FD-302s is necessary, and a report 
is not being immediately prepared, the Agent to whom the case is 
assigned shall use the serialized copy as an indexing copy. The 
necessary names or items to be indexed should be underlined in red 
and the copy sent to thefoffice Services Manager for inqexing. The 
indexing copy is to be filed adjacent to the original. If a report 
is being prepared immediately, indexing on the serialized copy is 
not necessary; the Agent is to indicate the necessary indexing on 
the file copy of the report. 

-2-



• • 
Memorandum R. P. Finzel to Mr. Colwell 
RE: PROPOSED CHANGE IN MANUAL OF 

ADMINISTRATIVE OPERATIONS AND PROCEDURES (MAOP) 

(4) When the case Agent is assigned to headquarters office 
and copies of FD-302s or inserts are received as enclosures from 
another office, all copies shall be charged out and routed to the 
Agent to whom the case is assigned, with a copy of the transmittal 
communication. However, one copy shall be block stamped and 
serialized (in numerical sequence with the cover communication) and 
charge-out slip applicable to this serial is to show the number of 
copies charged out. In nonsensitive-type cases where the Resident 
Agent is the case Agent, the serialized copy of the FD-302 and/or 
insert along with a copy of the cover communication is to be 
charged out and routed to the case Agent. The Agent is to indicate 
on the serialized copy any necessary indexing and promptly return 
it for filing (and indexing, if necessary) to thefOffice Services 
Manager's Office. 

SAC MEMORANDUM 

A Memorandum to All Special Agents in Charge has been 
prepared and is attached. 

RECOMMENDATION: 

That the above manual changes and Memorandum to All Special 
Agents in Charge be approved and forwarded to the Manuals Desk, 
Administrative Services Division, for appropriate handling. 

I APPROVED: Adm, seTV~oTatOry __ --
Leg:;,! Coun. _ -

Crim.lnv. -- c;: ..:' Gc~g. 
DIrector ~- ~ : .. -' :, AI;::, -WT:11.V 
Elf#j' "II. iO'. ',. ,~:nt. [1::..1 ; .. : In!. ~ 
,,~.. - • , 'I n i"t:.:::il S3rva. __ _ 

c:~oc AD-I;".,. _ ,;,;);:>ec,o -... Trainin9 ___ _ 
lllxeo. Ap·J..ee ____ Intell. __ --

-3-
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Memorandum • • Exec AD Adm._ 
Exoc AD Inv._ 
Exec AD LES 
Asst. Olr.: 

To 1 .' Mr. Finzel ii ~ 
~. 

Date 
11/10/81 

Adm~orvs. 
Crlm.lnv~ __ 
Ident. __ .... _ 

Intoll. __ 

Laboratory _ 
Legal Coun._ 
Plan.& Insp._ 
Roc. Mgnt._ 
Tech. Servs._ 
Training __ ~\~ lrom , IL....,-_~~ 

tOt! Sub)oot kLE FRONTS -Z'KET 351-370 
REQUISITION 2150 --

~ -~----------------

b7C 

----------

Off.ofCong. 
& Public Aff •• _ 

Tolephone Rm._ 
Director's Sec'y_ 

Reference is made to a Scherrer to Finzel memorandum 
captioned as above dated 11/3/81, in which Administrative Services 
Division was requested to respond to the Department of Justice 
(DOJ) regarding the captioned file fronts. 

PURPOSE: 

To seek approval to submit enclosed letter to the 
Department of Justice rejecting the captioned preproduction $amples. 

RECOMMENDATION: 

That approval be granted to submit the 
to Department of Justice. 

attach~er 

Adm. servs~oratory ______ _ 
Crlm.lnv. Leg,,-I Coun. __ _ 

Director Off of Congo 

U' -) 
=/ APPRoveo: 

E ;:. P:.:~Hc Affs ~;ec. A'J·/~:;·.1. __ l::l::mt. "'--+bt::":-
E f'l-:::o. r ... ·:~mt. -,!t~Lo"v;ac-_ 

xso. AD'lnv. _ ,Inspc:otion Tech. -

Exec. AD·LES _ Inten. Training ----DETAILS: The attached letter to DOJ rejects the captioned file 
front and further elaborates the mechanical deficiencies of 
the material and fabrication techniques used to insert the 
eyelets. v,A . 

~~~~lo,~1 V.~\-2,5. r;tO- 23/1 -- 53~~ 
EnClosureT~. )1 ~ ~ = _ 
3 - Mr. R el (Attn: r~ 

its NOV 20 1981 

e::er ..... _ -- ----

,~t~~, 
,,' 

2 - Mr. 

LJ,............w_ ~\ s ;-----I~-t ~ 
Finzel (Admin. lAttn: 

(01)v\) 
FEllIOOJ 



-

Exec AD Inv. _ 
Exec AD Adm. _ 

Exec AD LES_ 

Asst. Oir.: 
Adm. Servs._ 
Crim.lnv._ 
Ident. __ 
Inlell. __ 
Laharaloty _ 

. -
Assistant Attorney General 
for Administration 
(Attention Mr. W. H. Joy) 

Robert P. Finzel 
Assistant Director 
Records Management Division, FBI 

"-
~.LE __ E:IiONTS. - JACKET. 351-370 

R~quisition 215-0-
PREPRODUCTION APPROVAL SAMPLES 

D .:J I /.'-;:.;.. 

.. 
11/10/81 

Pursuant to Justice Publication and printing Regulation, 
DOJ 2510.9, the FBI has examined the captioned preproduction samples 
and found them unacceptable. The Government Printing Office 
(GPO), through the Department of Justice DOJ, is advised by 
this letter that the FB~ does not approve of the preproduction 
samples offered. 

Preproduction samples of file fronts were provided for 
FBI approval in early September, 1981. Recognizing that they did 
not "feel" quite right, the Records Research Staff, Records 
Systems Section, asked the Preservation Services Lab at the National 
Archives and Records services (NARS) to examine the preproduction 
sample and compare it against samples from the last two 
file front orders. The preproduction samples offered for approval 
for captioned order were inferior to file fronts now in use , 
in many respects. The material selected for the preproduction 
samples appears to be from a very poor mill run. The fabrication 
technique used to install the eyelets left a ring of jagged 
metal edges on the back side of the file front that is inferior 
to the smooth coined surface of the examples provided by the FBI. 
Additionally, the thickness of the finished eyelet on the pre
production samples were .075 of an inch, whereas the previous 
file fronts were measured at .090 and .060 of an inch. 
Although the base weight of the material of the preproduction 
sample was slightly higher than the file fronts now in use, the 
mechanical properties of tear, surface smoothness, fold 
resistance, relative stiffness, tensil strength and surface 
toughness were inferior. 3 ') 3 

¥--53 ( I -- ::) 
~rn: ~~» 

Memorandum I Ito Finzel dated 11/10/81 ~~~.tJoned 
as above granted approval to submi t ~~:5iJt3~etter f.iy?:DP.~JJ5!':f:!/VN.T-'~7~" ___ _ 

C", ,_,_ I' "'~:." __ _ 

·;;'0' 
... tt,.. 

:t:·~/lfh.. 
3 - Mr. Revell (Attn: 

"'..,. I 

, ~ -*-"", ---"-
"->"' .". 

~-'", ... '. -" .-.~ 
(Admin) n: 

Legal Coun. - 1-
Plan. & Insp, ,,\ 'J 'tz.r;~' 

'. \1.1 

Jig:-~s-o-' ff=. -ef t; :L.,-:r=m"..-I""I"t""O~----I i 1; C:.~/t~I~f ; 
Telephone Rm. - \ n.r"" .. f . ~ 
Oiredor's Sec'y _ MAIL ROOM Y 

.. 
--~ ~~~ FBI/DOJ 
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.... Employee Sugg"eljtion 
FD-2'5~ffRev. 9.,.).1-59) • '. • e 

' . 

.~ 

Date 

1/26/82 
To: From: (Suggester's name) Division of Assignment 

Duffalo b7C 

i
' Director, FBI 

SUGGESTION 

It is suggested tilat a rubber s'camp be constructad \·:rhich 
,-;rill provide I in blan:t form; space \"7herein could be noteJ. auxiliary 
offices and their respective field office file nurabers. This st~up 
could be headed "Auxiliary Offices ll and contain at least t,vo columJ:led 
rows headed "AO" and "File =If." This stamped impression i,'loulJ. then 
be placed on the inside jacket cover of each file as each case is 
opened \'lhen that office is office of oriCJin. 

Current practice or rule (Include manual citation as well as facts) 

Advantages of suggestion and annual savings (include basis for estimate) \ /' 

--~ Innumerable 'cimes it is necessary \"7h6n dictating communi-
cations to other field offices that t.ime is 'Vlasted flipping through 
files searching for a specific field office's file number. A concise, 
current lis·l::.ing of each field office and file number 't'lith whom 
investigative efforts are baing shared would speed dicta'cion and at. 
the same time, facilitate the filing of serials. 

Disadvantages of suggestion 

(The use by the United States of my suggestion shall not form the basis of a 
aSSigns upon the United States. I understand that 1 will be conside~ed for a 
within two years after submission.) 

Recommendations and comments of Division Head 

I believe th.iS suggestion has merit inasmu~ as it 
administrative aid as well as a considerablt'me 
Agent and clerical personnel. I feel ' ~ 
this.sugge~tion should rec~ive favo--~~~~~~~~~~~~~+-~-----------

FEil/OOJ 
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Addendum to Suggestion #124-82 from the Buffalo Offic~ 

ADDENDUM OF THE RECORDS MANAGEMENT DIVIS.ION (RMD). (T;rf;?dP,.2/1.1/82) 

It is proposed in attached suggestion # 124-82 from the 
Buffalo Office that a rubber stamp be constructed to facilitate 
recording auxiliary office and other field office file numbers on 
inside cover of field office file fronts. 

OBSERVATIONS: 

The Manual of Administrative Operations and Procedur'es 
(MAOP), Part II, 2-4.3 (5) and (6), Page 286, stipulates that the 
Bureau file number is to be recorded on,the top of the file' cover in 
the sp&ce provided, and that file numbers for auxiliary offices 
may be entered in long hand on the inside of the file cover in the 
right-hand corner. Accordingly, RMD is of the opinion that current 
instructions provide adequate means for recording file numbers 
as proposed in attached suggestion. However, since the Buffalo 
Office believes that the suggested procedure will enhance their 
operations, that office should be permitted to implement the 
proposed procedure. 

RECOMMENDATION: 

That attached suggestion not be adopted on a field-wide 
basis; however, since the Buffalo Office believes their proposal will 
improve their operation, it is recommended that they be permitted to 
implement the suggestion in their office only. 

APPFlOV::O: 

-2-
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Llarch 4, 1gea 

near .... 1 ___ ....J 

Thank you for your suggestion that a rubber stamp be 
constructed to facilita.te recj)rd1ng~Uialj7 office and. other field office 
fUe numbers on the inside cover oj'ffIe.'f~onts. J...Jter a thoro-ugh evaluation of 
yO".:tr propOsal by the :t1ecords r.;.anagement Division, it is their opinion tbat 
the r:.~~anual of .l~dministrative Operations and Procedures, Part fi, 
t3ection2 ... 4.3 (0) and (G), Page 230, provides adeq-aate instructions for 
recording file numbers; therefore, your idea is not being approv~d fleld
wide. However, they have no objections to tl".t& Buffalo DivIsion hnp1~Dlentlng 
this procedure if it will improve the operations in yc"Xt' office~ _____ ' - /, 

Please be assured of my appreciation tor the interest you 
have e..~ressed in the Suggestion Prof:.tram. 13Juy other ideas you may have 
wUl1ndeed be welcomed. 

Sincerely yours, 

-(9 
Oliver D. l1evell ( 
Assistant Director ~~~ - ----

',\1)_ / f·dministratl"ge ~~IC~~l~\\R I J -,~' ,---,.J) .. Buffalo Df.·S~ (/ 6 - _;! 3 1/ ".~ -:~: 'Jc?~~ ~;):~ 
ATTJJ!·!TION B.AC: It is noted thaij I suggestion is not being approved 
fieldwide; however, the Records !1anagement Division advised they have no 
objecti.ons t.o your of!i?e. utilizing this procedure if it is believed t?.,JP}P~ov~ _the 
Ope~~tlOns In your d~V1S10n. ,.£,*j!:::O~:D:· f:? .... ~._"'.t;!! !' u - (=- -: 
1 - FIeld personnel fIle " c." .... ._ 
I - Suggestion file' o:;~'~!·::-.. ~ 

\.1 - Personnel file of S ..:; ":; .. - ',: "_.- .," <. '-'" . -

,tn:G:gaf,-t (6) "l(~ ggestion #124-82) \::".1.,,' •••.• --- • ,-' <~." '~''----__ 

-'NAtE: s.~·G eatior! ArrJ"teasDus for nonadoptibtr'~et'-fortlriri letter to' suggester 
ana detalleWaddefH1UID. :Of .l:{MU. -n 
? r~L~" i ;~: ~ '19,c:'- • ~ (~:~(-!-~ ~~~ ... 

MAIL~odw _ ~ '~)~,~r'll_~ 
~/' ~~:,~:.'~ 

, I 
"-
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Date 

3/25/82 
Division of Assignment 

Jacksonville b7C 

.. tT:J/I~,~SiION 
;Ut../ 
charged out 

Eliminate recharging pending case serials which are 
to the case agent. 

The current 60 day file review system determines if the 
case is receiving adequate investigative attention. If the reviewing 
supervisor feels the case should remain pending, it follows that the 
case agent, especially a resident agent, requires certain serials to 
properly conduct the investigation. Once the serials are charged out 
to the case agent, there should be n~\additional time spent in rechargin 
them. U 

(1!~ 
Current practice or rule (Include manual citation as well as facts) 

Serials have to be recharged every 60 days. 
MOAP Part 2, Section 2-4.3.4 (page 289) 

Advantages of suggestion and annual savings (include basis for estimate) The purpose of the charge out . 
system is to have a record of the location of a serial not in the file. 
By eliminating the redundant practice of recharging wha~ is already pro
perly charged out, a savings in agent time spent in preparing the 
recharge slips is realized. In addition, the time spent by file clerks 
in sorting the recharge slips, insuring they correspond to what appears 
on the previous challZge out slips, removing the old charge out slip and{." 
filing the new one would also be eliminated. Annual savings would be b. . '. 
approximately six Special Agent hours a year, mul tip,lied by the number f~~' 
of agents in the field who are currently required to recharge serials. 
The basis for t~is estimate, is it takes the suggesting agent approxi-
mately hour to recharge serials and under the curFent guidel~nes .. 

t- t Y '6,.,-'';(, '.'tI!!I!:I~ 
Serials may be retained longer than necessary, however, t 1S also 
occurs under the present system when a decision to return orl~~~~~:882 
a serial is usually resolved by recharging it. ~ 

(The use by the United States of my suggestion shall not form the 
aSSigns upon the United States. I understand that I will be consid 
within two years after submission.) . 

l2DMr. DMrs. OMi 

Recommendations and comments of DiviSion Head 

See additional page. 

eo 

Lawrence G. L~wler 
Special Agent in Charge 

FBI/DOJ 
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This suggestion was discussed with the supervisory 

staff of this office and all are in agreement that it should 
be adopted. The field is under a requirement to conduct 
file reviews every 120 days. Many offices, Jacksonville 
included, conduct 60 day file reviews. Any problem with serial 
charge out can be handled during the file review. 

The only purpose for recharging serials is to cause 
the Agent to review those serials which he has in his possession 
to determine if they can be returned. Their return is apparently 
desirable in the event someone else needs to gather information 
from the file. In the majority of instances, a second copy 
of the serial will exist in the file allowing the information 
to be obtained while the Agent still has his/her copy of the 
serial. 

The amount of time it takes for a rotor clerk to 
complete the recharging is not justified when compared with the 
benefits. The amount of time and irritation for the Agent is 
also counter-productive. 

- 2* -
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« . .. • • suggestion #231-82 from the Jacksonville Office 

ADDENDUM OF THE RECORDS MANAGEMENT DIVISION (RMD) 

(. 

"" 

:lcm - 4/16/82) 

By attached suggestion #231-82 the Jacksonville (JK) 
Office is proposing that the requirement to recharge serials be 
eliminated. 

OBSERVATIONS: 

. It is the opinion of RMD that current regulations provide 
for an indefinite retention of serials for personnel having a need 
for same, and simultaneously provides some semblance of control 
over such matters. It is believed that the present sixty day recharge 
rule is a sound Records Management approach to controlling an account
ing for record material in that it requires periodic certification that 
an employee is indeed in possession and/or has knowledge of the 
whereabouts of documents charged to them. At the same time, this 
procedure serves to alert employees to the fact that they may no 
longer have a real need for such material and that it should be 
returned to file. To liberalize the charge out rule as suggested 
would substantially weaken controls presently provided by current 
regulations. There is no reason to believe the present recharge 
rule imposes any undue burden on anyone, particularly in view of 
the simple mechanics of accomplishing the recharge function. It 
is believed that the advantages of the periodic recharge rule far 
outweigh the lack of control and accountability that would likely be 
experienced by extending the charge out rule to an indefinite period. 
RMD therefore believes that the sixty day charge out rule should 
continue in effect and that suggestion should not be considered for 
adoption. 

RECOMMENDATION: 

Recommend suggestion not be adopted. 
Adm. Servs._ LaboratolY ___ -

I LGgal Coun. -----
C'~:,~ nv. --- or ... ! 0,::'J!] 

APPROVED: 

J, ; .' .""::!l JSt-4"-"i1 
E.~ !.:!..., ... t n:~ ~. J .t. -R.,/~ 

I 
" n Tc~i"f S~rJ3, ___ _ 

[:-:0(" ~ ...... ~!av. __ ~~sp~c.~t.=> '--
Training __ -

Exec. AD·LES _ Intcll. __ --

-3-
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Apri12S, 1982 

PE·RSONAL 

lrederal BUreau of lUvesugatlon 0 
Jacksonville, Florida fi~ 

I I tr!tt:_~" Dear . ~- . 

L----Tba-nk-y ...... OQ for your ~8tion to elimina~lmm.ill&.-,. 
~nding case sal!. ,!~C;h __ a,e _ cAAt:g~4~Q..1.J.(t9Jl!e f:au .;&eAt. After 
a thorough evaluationt>;'the Records lV4Uagement Division, it Is their 
opinion that the "Current regulations proVide for an indefinite retention. 
o! ,serials for personnel having a neea for same, and simultaneously 
provide" some semblance of control over such matters. It is believed 
that the present recharge rule is a sound Records N'..aa.nagement approach 
to controlling and .ac~ounting for J;'ecord mate.r1al1n that it requires 
periodic certification that an employee is. indeed in possesslon and/or 
bas knowledge Of the whereabouts of documents charged to n~m -or her. 
Therefore., your proposal is not being approved. 

b7C 

Although positlve action was not taken in thts instance, the 
interest and initiative you exhibited by sub~tting this idea are appreciated. 

""'-\\"",,-~-' ....,.. ~ Stnce~~66 ~ Y-:~3]~ 
Q .- ~ ~ ($. {i-';?t' 

.~ ... : fe 
,cr.: 

. :"IlIOdm __ 
Exec AD Inv. _ ~ 
!::;.~~r.~ES-2 _ Jacksonvllle ~ .... _., Ad.iI.S~$(J . ~ : .. " .. d' 

Ad S Crlm.lnv. La-::;;;! Coun, ~ 
Crt:. I:::s= 1 - Field personnel fne Oll'ector Re~; t~r.t. ~ 
Ident. 1 _ Suggestion:l:r.ne --- TX,l. ~n.'$ •. __ I 
Insp. e.>:ao. f.J:l-.V:irn, __ Ident. '" • :r:n3 __ _ 
Intetl. ....-________ ""'Sy_nn~cP.· .. lnv .. _ t~":;:~~cHcn __ c~\(:~c •. ~'!. 

~:~:lcoun.}J,perSOnnel file ofl ~LES _ Il\ttU. ~1\;~:~i\:';S~' , -. ; 

Off. Congo & . G:~ (6) (Suggestion #231-82) Continued _ Over IL'ti:I\~/1 
Public Afb. - V I ~ 

~::~.M~.@;i~~r,v 1;;; 11992. 11-{ ~~ 
Training - rr \ ~ >r~. J I 

Telephone Rm. - I _~~ , ,,' W' . • r ~ 
Director's Sec'y - MAIL RO~ / 'I @:J 

Olivet' B. Revell AP~ 26 1982 'r ... 

Assistant Director \:""~ I"!"~' JIII"~' t":!'.::."::',.!:' 

.Administrative Services Division 
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/, • 
Federal Bureau of Investigation 
Jacksonville, Florida 

.. 

• 
NOTE: Suggestion and reasons for nonadoption set forth in letter to suggester 

and adde ndum of Rl\tlD. 

- 2 -' 
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... 
Employee Syggestjon 
FD-2S2 (Rev~ 9-11-59) « 

Date 

6-23-82 
Division of Assignment 

PHOENIX b7C 

is suggested the FD 245 ( fil~ front) be reused. By appling 
a piece of brown paper tape over the old file number and a piece 
over the aSbigned agents area the file front can be reused. The 
size of tape need not be any larger than 3"x611 which is standard 
mail room size. This operation would not 0nly save actual piece 
casts, but also cost & time ordering new fronts, and time & expense 
in dispos·ing of old fronts in a confidential manner. It is 
estimated at least 75% of fronts can be reused. 
(see attached sample) c:)r-:1 

(-//'& --Current practice or rule (Include manual citation as well as facts) 

Current practice is to dispose front after just one use after 
ease is destroyed or consolidated. 

Advantages of suggestion and annual savings (include basis for estimate) 

1. Time & money in ordering new fronts, botG in the field 
2. Cost; the cost of new fronts is app •• 10¢ each 

the cost of the above program is, app •• 003¢ for 
or app. 3000% savings just on one piece. 
If an office was to reuse 500 fronts a month. the cost .. .~ 

breakdown would be as follows ~ New fronts $ 50.00 ()/~ 'i '. 

Reused fronts $ 1.50 ;' '\ 
Baed on the above figures for one year Bureau wide, the __ \,}1~}}U 
savings w'ould reach $ 34,338.00. (/~ 

Disadvantages of suggestion 

None foreseen 

(The use by the United States of my suggestion shall not form the basis of a 
assigns upon the United States. t understand that I will"be considered for a 
within two 'years after submission.) 

Recommendations and comments of Division Head 

Suggestion has merit. 

~'~m y 't{~;'fr!!"i""<:>r ,"""',' ' ,~ " 
estion is adO'pted 

ggester ,_, .. , 

FSI/OOJ 

, 



" 

. .. ,.r· • I 

' • < • 

RE: Addendum to suggestion 370-82 from the 

ADDENDUM OF THE RECORDS MANAGEMENT DIVISION 

Phoenix Of~ 

(RMD) (~mdV 7/9/82) 

It is proposed in attached suggestion #370-82 from the 
phoenix Office that when files are destroyed or consolidated that 
the file fronts be retained and reused. suggester proposes that 
brown masking tape be placed over the file number, date, and name 
of employee to whom case was assigned (see sample attached to 
suggestion), thereby permitting new data to be written on the file 
front. Suggester indicated that file fronts cost approximately 
ten cents each, therefore a substantial savings would be realized. 

OBSERVATIONS: 

RMD does not agree with suggestion inasmuch as it is 
believed that the cost of tape and employee time to perform the 
masking function will offset any meaningful savings. Additionally, 
normal wear and tear will preclude the reuse of many of the file 
fronts, further diminishing any potential savings. Contact with 
the Administrative Services Division reveals that the cost of file 
fronts is approximately seven cents each as opposed to ten cents 
each indicated by suggestion. Also, as will be noted from sample 
file front submitted with suggestion, masking out the old information 
will partially obliterate other preprinted information. In view 
of above, RMD is of the opinion that no substantial benefit will be 
realized by reusing file fronts as proposed in this suggestion~ 
therefore, it is belived that suggestion should not be favorably 
considered for adoption. 

RECOMMENDATION: 

Recommend that suggestion should not be adopted. 

APPROVED: Adm.Servs. __ laboratory ___ _ 
Crim. Inv. __ Legal Coun. __ _ 

c':: c t C:l"g. 
" r ' '.' • :.~:s ~/.~ , .1 

:.:...;:-.t, ____ r.:.. ... ; to "J. __ =~.,/~ 
.. ~ _.~,,'. " ___ !·1~~:::3Ct:0:1. __ "fG:/' 

Exec. AD·LES __ IntJI!. ____ Trr::" 

-2-
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J- , , 
AIRT:st 

6/18/82 

Direct,or, FBI 

All Legal Attaches 

(~~911:r ~~LES )~NR ~~~~s' 
~,.__ \"~7'i """,,,"2 < __ ~;>." __ 

.... 
with the exception of the Mexico City Office, no Legat 

,?f~_ice, ~ti~J.~~.J.:~..g..Ell1~.7~~le--:~r~nt.. to accommoda~e --:-:
__ -~.es&g'a1:~ve and--attm:·:t1'l.":rstrat::~ve records. Legat off~ces ut~l~ze 

plain brown colored fiie fronts for this purpose~ 

For security reasons and the prohibition of file . 
destructiQn, it has been' necessary for several Legat offices to 
forward a portion of their records holdings to FBIEQ for dead 
storage. Since the file covers containing these records stored 
at FBIEQ bear no identification of the Legat office to which they 
p'~rtain, it has been necessary to mark these file covers '\vhen 
removed from dead storage and routed within FBIEQ. In addition, 
the proposed retention plan and disposition schedules developed 
by the FBI and the National Archives and Records Service (NARS), 
which are presently being considered by the u.S. District Court, 
Washington, D. C., stipulate that certain Legat investigative 
records must be retained permanently for eventual transfer to 
NARS. These files will be forwarded to FBIEQ for storage, prior 
to being transferred to NARS after a 50-year period from the time 
the case was closed. Based on the foregoing, a unique colored 
file front is being designed at FBIEQ for use by all Legat 

[
"~~~~fices.. This file cover" will not 'contain the u.s. Department of 
1~F' .1ustic-e or FBI lOgO,,' bu"t will' simply contain the notation "Legat 
'~-:5 i17'" with c:l space ,provi.ged, to. enter the p~rt~curar Legat 

l~~ ~.:2 ' ff~ce" s telegrapJ.:lJ..c abbrev~at~on. ' , l." .;,;---, ~j " 

r~ ~ ~: " The foregoing is for your info~mah~:f"-;';;ft~td~ny 
r~ :~ i. uggestions or observations you may have concerning the development 
i ;;:J J. f the file cover for use by Legat offices to FBIHQ, attention 

I_~ __ J _ ecords Systems Section, Records Management Division. 

~""'--~-'l~TE: Legats are being advised 01: the design and development of 
a uniquely colored file front for use by Legat offices. Legats are 
invited to offer any comment, observation or suggestion concerning 
the design and development of Legat file fronts b FBIEQ. 

ExecADln •• _ 1 -Mr. O'Malley 1 
E •• c AD Adm. _ . 

E •• cADLES_ 1 - Mr. Revel 1 
Aul.Oir.: 1 - Mr. Mintz (Attn: I 1 

Ad ... S ... s._ 1 . 1 
erim.lnv. • - Mr. Monroe ':..~ ~ 

I J "'-';"'~~' ."'"' Id.nt. __ 1 - :0- • ~,~...".~ ••• -- CP 

Inlell. __ ~" : evm (34) ,ii i n \,j;D; Adm.Sorvs. __ l.£b.oratory ,": fOr nEC0R~D ", c:· 
laboralDry Crir:1.1rw. ___ Lega: Coun. 0 ' ,'" 
legal CDun. _ 1\ 0;: o~Cong. JJi.. :~ : ~;:,.:,~, Co" 
Plan, & Insp. _ -:.7 -/} " ,'" J I Dlrcclcr_--- :l P",::':b Af!s 11;. ,.[ . ~ J r ! :" 
Rec. Mgnl, - JUL' 1:':':' ')~;::i \A \ ~ ...... ,.t: ;'\,_ l:knt._--- R3:: f .. ~::;:it. 3fli~ __ ' '" 
Toth. S.rvs. _ to. 'oJ .. ~- \. • h s;::"'~ ~ ,t.;. 

- Training __ ..~. _ I-::";:~:::'on Te:c ervs. '~_~~ 
Puhlic Ails. 011. _ E'.'::::.;:::·'Lca __ ~~!(~~!. __ , ___ Tra:nin\! ____ _ 
T.!epho .. Rm. _ / 
O"eclor', Sec'y - MAIL ROOM rn V 

b7C 



I I 
F'ederal Biir~,au of Investigation 
.Phoenix, Arizona. 

JtJ!.y 19, 1282 

PERSONAL 

• 

Q 
Hlf . 

Dear I I ._ -~ 

'l~hank you for your ~stiotbt~m_~D-=--~,...J.lC reused when 
fUea arc destroyed or collsOIl&ited. YOTlr proposa.l was thoroughly eval ... 
uatod by the Records lvIanagement Division and it was determined that it 
should not be apPfoved~ It Is b$lieved that the cost of tap,:;; and employee 
time to perform the masking '.function will offset any meaningful savings. 
,tidditionally, normal wear and tear will preclude the reuse of many of the 
file fronts. It is noted that masking out the old information willllartiaUy 
obliterate other preprinted Information. ..:..-. -' I 

~/' 
I want you to know that, although positive ~ction was not tal<:en in 

this in~tance, any other contributions you ro.ake to the ~:uggestion tlrogram 
r-__ w_n-pl1ndeed be welcom~d.. ,-v,\\ \fte:\«1,,' ,.- , 

~ .. t' /' C3;3<?:r 
sincerel";l!js'(?0 "..;.(.:/7- J ~)/' 

-to ~~r..--:.:"'~ 
(I. Clyde Groover ~ Jr. l..la ' ., '. '. ~ __ ._ 

Assistant Director ~ .• ~..:;;.' --- ",,~ .. -.-

('o.J 

tP co 
en 

0 
~ 

W m 
-l \-i :;:;: 

~ :is ::::> 
"""') 

.Administrative ~ervices Dlvi~n 

.~ APPROVED: Adm. Servs. .: Laboratory __ _ 
Crim.lnv. Leg:! Coun. LL) 

Director R=:;o. Mgr.t 1JIiIfi!!l:-
E AD-A-d-- 1"<J':;h. S:;r\,s. __ _ 

xec. • m. __ I~ent. "c;.:.;[.1(l ___ _ 

2 - Phoenix Exoc AD Adm. _ , 

Exec AD lnv. _ 1 - Suggestion file 
Exec AD I.ES - 1 _ Field persomlel file 
Assl. Oir.: _ 

~~I:·. ~::~S. 1 _ Personnel file of I I 
Ident. ----e-: If". . . 
Insp. ijI{~ss OJ (6) Suggestion #307-82 

Exec. AD·lnv. __ :r,~.;:Gc~:cn Off. d ConG. 
Exec. AO·LES _. Intel!. a Pu~lic Afi1il~ •. --.,....,..; 

~::~I. NOTE: Suggestion and reasons for nonadoption set forth in letter 
Legol Coun. -ta suggester and detailed addendum of RMD. Views attached. 
O:~b~:n1;f~. - rA' ~ . 
Rec.Mgnt. . p 
Tech. Serv •• _ I" I I r • 
Trainln.9 ~ /,. ": . \:f:: r.' 

Telephori",Rrri~_" \5~h 
DlrecIO;'~'S~c y , MAlI. ROHM 1~fI~' 
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. Empl~yeo 6uggl)JltJo~ • 

F..p-252 (Rev. 9-l.l-59) •. ~ ., ., 

( /J" 
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• '. " ... ... ' 

Date 

82 
Division of Assignment 

, FBI 
~~~~~-------L-! ____________________ }--------L~UU~~~~~~-----b7C 

That file numbers on FD-245s (file fronts) be color coded 
fie1dwide to denote: Security - Red 

Personnel - Green 

~C 

Current practice or rule (Include manual citation as well as facts) \.. ::\ .~ 

IM: Part II, 1-5.1 Qcr 283 (TS material to b~ maintain~d in safe/vault) 
OP: Pare II, 2-~.Z~l\4J, pg. 285 (personnel f~les to be ~ept under lock 

and key under SAC's supervision) 
Advantages of suggestion and annual savings (include basis for estimate) 

Enables supervisory and support personnel to route files, insuring 
they are afforded the proper security and quickly flagging 
those instances wherein these files have been misrouted. 
Annual savings may not be measured in monetary value. 
(Administrative files are already differentiated by use of 

"ADM" in lower right corner with black stamp per 
MAOP: Part II, 2-4.2.1 (2), pg. 283) 

Disadvantages of suggestion Will require manual revisions. ----

(The use by the United States of my suggestion shall not form the ~""'~i.,Q;..iI.w:.I.Ja.j;t.I:....::~m..,j::.L.IOl;l,.ll~w.u;&..\~ 
assigns upon the United States. I understand that I will be consi 
within two years after submission.) 

Suggester 

Recommendations and comments of Division Head I would support ny measure which would 
assist i~/~he proper handling and security for the various FBI files 
informants~?~dministrative, personnel & inyesti~at' . T change to 
green file back& for informant files ~ ~ 
has been a ce~t~i~/~~provement, and . pec a 
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FD-252, Employee Suggestion 

Recommendations and comments of Division Head 
(Continued) 

perhaps this employee's suggestion would enhance the handling 
of other types of files. I recommend this suggestion be 
reviewed by Records Management Division. 

- 2* -



;I. .• 

. . ' . 
. ' . . . • ", 

RE: SUGGESTION 117-83, FROM SALT LAKE CITY OFFICE 

ADDENDUM OF RECORDS MANAGEMENT DIVISION (RMD) (T ~:ve 11/4/82) 

It is proposed in attached suggestion 117-83 from the 
Salt Lake City Office that the classification and file number 
placed on Form FD-245 (File Front) be color coded to facilitate 
routing and handling security and personnel files in the 
field. Suggestor proposes using red lettering for security 
files and green for personnel files. 

OBSERVATIONS: 

Currently field offices use the same color (brown) 
file front, Form FD-245, and back for all investigative, 
administrative and personnel files, except informant files 
which are green in color. Legats use blue file fronts and 
backs. In the field the green file front and back aids 
in routing and segregating informant files from other files. 
The blue file front and back used by Legats precludes Legat 
files from becoming intermingled with FBIHQ files when it 
becomes necessary, for security reasons, for Legats to forward 
files to FBIHQ for storage. The uniquely colored file front 
and back has worked extremely well in both aforementioned 
situations. Accordingly, it is believed that the concept 
setforth in attached suggestions has merit and should be 
considered for adoption. However, instead of using different 
colored pens to place file numbers on file fronts in the field, 
RMD believes that it would be far more practical and beneficial 
if the entire file front and back was of a unique color. 
RMD, therefore, proposes that the file front, Form FD-245, 
and back be printed in two additional colors, 1) red for 
security files and 2) white for personnel files, and assigned 
forms numbers FD-245C and FD-245D respectively. The field 
will continue to use the brown file front and back for 
all files other than security, personnel and informant files. 

RECOMMENDATIONS: 

1. Recommend suggestion be adopted as modified by RMD • 

.. 1::.-',", 

, .' 
L' ". ." 
E;;:.:. l.: . . ~ 

- 3 -



;" .. ~ • 
2. That the field continue to use the green file 

front, Form FD-245A, and back for informant files and 
the brown file front, FD-245, and back for all other files 
except security and personnel files. 

3. That red file fronts and backs be obtained 
for use by the field to identify security files, and white 
file fronts and backs to identify personnel files. 

tr ... ~ ," l' 
I ·'~'-,~,,;,r/ ___ _ 

"-'en __ _ 

. J.f!s __ _ 
- ~ 

" 

4. If-recommendations l~ 2, and 3 are approved, it 
is recommended tha·t the red and white file fronts be assigned 
form numbers FD-245C and FD-245D respectively • 

... 
' .. n' 

5. If recommendations I thru 4 are approved, 
it is recommended that the Administrative Services Division 
arrange to acquire and place in stock a supply of the red 
and white file frol}.~~~o~p..p backs'i'" !';"'" I :. "-'~'tj' 

, ''' .... ,..~,rl ~_'''' __ _ 
.. C1 C

-' 

. :, ~ I. ;. _." 

"" =~-- ..... --

6. If recommendations I thru 5 are approved, 
it is recommended that RMD be advised and an appropriate 
communication will be prepared and directed to the field 
advising them of this change. 

[O"'Z:.: u- .:, 

r',:: t,· 

~"i:::; " _< ... '.' _ 

." -~ " . 

- 4 -
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ADDENDUM: PROPERTY PROCUREMENT AND MANAGEMENT SECT ON (PPMS) 
ADMINISTRATIVE SERVICES DIVISION (ASD), DRC:dls 11-17-82 

Re Suggestion #17-t3, from Salt Lake City Division. 

It is proposed in attached Suggestion #17-83 that the 
classification and file number placed on Form FD-245 (file front) 
be ~olor coded to facilitate routing and handling security and 
personnel files in the field. 

The PPMS, ASD, concurs with the Records Management 
Division'S (RMD) addendum, that it would be more practical if 
the entire file front and back was of a unique color instead of 
using different colored ink when putting file numbers on file 
fronts. 

RECOMMENDATIONS: 
by the RMD. 

(1) That this suggestion be adopted as amended 

.' '-, ~Jo/I '. 
I..; .!. :,,'. ~_ 

~. 

'~ ~---, 

'I:' ' 

(2) That approval be granted PPMS to order an initial 
supply and add to FBIHQ stock a supply of the red and white file 
fronts and backs when the suggestion¢ is approved. 

- 5 -
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NOTE: Suggestion set forth in letter to suggester. RMD recommends 
adoption of modified version of suggestion and Property Procurement 
and Management Section, ASD, concurs with RMD recommendations. 
Therefore, upon approval, suggester peing advised a modified version 
of her proposal is being approved and authorization granted the Records 
Management Division in coordination with the Property Pr.ocurement and 
Management Section, ASD, and Forms and Reports Management Desk to 
take appropriate action. Views attached. 

. , 
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To Director, FBI Date 2/2/83 

From '~AC' Sacramento 

Subject: SUGGESTION MATTER 

Reference is made 'co uureau FD-245 (revised 1/21/80). 

Above referenced form is the standard file cover for 
individual FBI cases. Appearing on this form is th.fi1admonition, 
"Material Must Not Be Removed From Or Added To This~ilef" 

Administrative procedures for removal of material~m 
FBI files is accomplished through submission of FD-5 (S~t1al ) 
Chargeout) and the preclusion of adding anything to ,an~~~file 
wou~d seem to be counterproductive to our mission a~/'uh~gst?!7'-
gabve agency_ . l //(// 

It is therefore suggested that consideratio~ 
to abolishing the above quoted admonition. 

\ ENCLOSUlt1!l ~SURE Alr!'AOIISll 

(i) - Bureau 
2 - Sacramento 
WAW:lat 
(4) 

(i)~ 18 -i983 
.~ " 



J~l~ 
Routing Slip 
0-7 (Rev. 5-28-82) 

TO: SAC, TO: LEGAT. 

o Albany 0 Houston 
o Albuquerque 0 Indianapolis 
o Alexandria 0 Jackson 

o Oklahoma City 
o Omaha 
o Philadelphia 

U Bern 
o Bogota 
o Bonn 

o Anchorage 0 Jacksonville o Phoenix o Canberra 
o Atlanta 0 Kansas City 
o Baltimore 0 Knoxville 

o Pittsburgh 
o Portland 

o Hong Kong 
o London 

o Birmingham 0 Las Vegas 
o Boston 0 Uttle Rock 

o Richmond 
o Sacramento 

o Mexico City 
o Montevideo 

o Buffalo 0 Los Angeles o St. Louis o Ottawa 
o Butte 0 Louisville 
o Charlotte 0 Memphis 

o Salt Lake City 
o San Antonio 

o Panama City 
o Paris 

o Chicago 0 Miami 
o Cincinnati 0 Milwaukee 
o Cleveland 0 Minneapolis 

o San Diego 
o San Francisco 
o San Juan 

o Rome 
o Tokyo 

o Columbia 0 Mobile o Savannah 
o DaI~ 0 New~ o Seattle 
o Denver 0 New Haven o Springfield 
o Detroit 0 New Orteans o Tampa 
o EI Paso 0 New York City o Washington Field 
o Honolulu 0 Norfolk o Quantico 

RE: 

o ASAC. New Rochelle (MRA) 
o ASAC. Brooklyn-Queens (MRA) 

FORMS FD-245c, FILE FRONTS, 
FD-24 5d, FILE FRONTS, 

FBI FORM BOOK 

6-3-83 

BACKS ~URITY) 
BACKS (PERSONNEL) 

Retention For appropriate 
C For information 0 optional ~ action 0 Surep. by ________ _ 

o The enclosed is for your information. If used in a future report. 0 conceal all sources, 
C paraphrase contents. 

o Enclosed are corrected pages from report of SA _______________ _ 

dated ___________ _ 

Remarks: Be SAC Memorandum 48-82 (A) 12/21/82, 
MANAGEMENT OF FILES - RED FILE FRONT, 

FD-245c AND BACK; WHITE FILE FRONT, FORM FD-245d, 
AND BACK." A1so refer to Manua1 of Adminstrative 
Operations and Procedures (KAOP), Part II, 
Section 2, 2-4, Page 281, concerning captioned 
forms. Supp1ies of Fi1e Fronts and Backs enc10sed. 

Additiona1 copies of the forms are on order; 
p1ease note that it w~11 be 60 to 90 days before 
they wi11 be avai1ab1e; set a tick1er according1y 
and, if your office ~equires a greater quantity tha 
enclosed copies, submit your request on FD-218 at 
t~e expiration of the 60-90 days mentioned above7b6 

B:;e P1ace a copy of each of tpe for b7C 
Urfile FBI Form Book. 

Forms Management 
Administrative Serv£c-o-n 
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FD-2450 (Rov. 3-3-83j 

See also Nos. 

~.J.t- ~ ~~;~~ 2j2If~. ~ 
PRINTED FORM fP-245d 

1lI. it. iepndmeut nf lJUl1tit~ 

FEDERAL BUREAU 

of 

INVESTIGATION 

Bureau File Number 
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Memorandum 
, 

To : Mr. Monroe ~ /~ Date 

From ~L--_-----II~ 
Subject: SUGGESTION MATTER 

Exec AD Adm._ 

Ex!,c AD InY.~ 
Exec AD LES _____ _ 

Asst. Dlr.: /'(.,."'! 

Adm. Sorvs._ 
---'Crim.lnv. ---=: 

Idont. __ 
Intoll. __ 

Laboratory_ 
Legal Coun._ 

2/18/83 Plan.& Insp._ 

,(1 /..0' (j0f~ Rec. Mgnt._ F-L7, 1"'-" Tech. Servs._ 
Training __ 

L af Off.ofCong. 
\ 7 & Public Affs._ 

(p Telephone Rm._ 

~. Director's Sec'y_ 

Re Sacramento letter 2/2/83 captioned as above. 

PURPOSE: 0-
\ ! 

rfo provide RMD' s response to relet suggesting that the 
statement_~Mate~-a~~~~~--n0t~he-~eIDPyed from or added to this 
rfi1~~ be r~moved fro~~orm FD-245 (file-front). 

RECOMMENDATION: I 
That Sacramento's suggestion be adopted and that the 

aforementioned statement be deleted from the FD-245 at time of 
next printing. 

APPROVED: Adm. Serva._ Laboratory ___ _ 

DETAILS: 

The Sacramento Office has proposed that the statement 
"material must not be removed from or added to this file" be 
removed from Form FD-245 (file front). RMD concUrs with the 
suggestion inasmuch as the statement serves no useful purpose 
and, in fact, is contrary to policy and practices which address 
filing and serial charge-out procedures. Therefore, the above 
statement should be removed at such time Form FD-245 is next printed. 

Groover (Attn: Forms and Reports Management Desk) 
Monroe 

OE-126 C / 

~. . 

~B .... -_ ..... -; 

'!is MAR 3 198'3 __ 
-~ ..... ~ . -



\' 

Director, FBI 

INtI" 
, b7C 

1 - Records Management Division (For 
'" / .. ) ) 

I 
Your Information) ,~. 

I ,-.~:aG-;~li¢/~......v (6) Suggestion #105-83 
- Ba-sea on m1IDoranduID frOID rAe, Sacramento 

r--------me orandum to Mr. Monroe, 1...-_----_ .... 
M 
CD 

IE:I.)i ,:' }",~' I,M I 
to Director, 2-2-83 and 
dated 2-18-83. 

CV') ..... 0') - Adm. SC:lVlil._ lc.~o:'C.tOl'Y 
e m w c:-;z ..J 11. 
:;: 0:: 
:>. <t 

:=E 

Exec AD Adm. _ 
Exec AD Inv. _ 

Exec AD LES_ 
A •• t.Dlr.: 

Adm. Servo. _ 
Crim. Inv. __ 
Idont. __ _ 
Insp. __ _ 

Intoll. __ 
Lab. __ _ 

Legal Coon. _ 

Off. Congo & ~ 
Public AIls. _ ,M-""'"')-

Rec. ~nt.,....,........., (M:" , Tec.h~rv(:~ U L U"'iSs3 
Traon,ng - air \V 

Tolephano Rm. _ • { . 
Dlreclar's Sec'y _ MAIL ROOM [;:g" 

V 

Crlm. liW. Le:;;~~ C:::.:n. __ _ 
Olrootor ___ _ n-:::', ,":;::J. __ _ 

v 



loy" Sugge'Stion .. 
FD-252rev. 9,::.11-59) ,"' .. I 

Date 

4/13/83 
To: F.rpm- '511aae§ter's pgme) Division of AssIgnment 

Director, FBI I Records J:.1anagemen t 

SUGGESTION It is suggested that the identity of the subject of an 
'nformant or other sensitive file should not be given whel regujsting 
he file by telephone to the file request unit, extension of the 
ecords Mana~ Division. Present procedures for requesting files 
n extension~is to include the subject. It is conceivable t~ 
ostile forces can monitor in-house calls, particularly extension~ 
nd thereby obtain the identity of informants and become aware of 

'nvestigations into their activities. It is therefore recommended that: 
) appropriate Divisions determine which file categories are sensitive 
nough to require special handling when requesting the file by telephone; 

2) all personnel be advised of the designated file categories in which 
the subject of the file is not to be given over the telephone; and 
3) personnel answering extension 3421 be instructed not to request the 

, " 'If"":. 
,~ , 

___ iI 

~""",-:"~"~'l~ .... ~~...:..~.., 

o policy exists with the exception of instructions to n6t discuss 
lassified information on the telephone. 

Advantages of suggestion and annual savings (incll!-de basis for estimate) 

he obvious advantage is the additional security and reduced risk of 
compromise of informants and sensitive investigations. 

\ 
I II 

\ ,/ 
'-" 

Disadvantages of suggestion 

NONE 

(The use 'by the United States of my suggestion shall not form the ba~·I.S..Cl..\:..JlUJ.I.l:.I.Il.lil.I:..I=LIIl..CJ..Jm.l!~Il.I.l.I::lil..Ci.lI:..Il:W--\"Y heirs, or 
assigns upon the UnHed;States, I understand that I will be cQnslder tion is adopted 
within two years after submission,) /1 

""~ ~ 
ester 

Recommendations and comments of Division Head 
~' .:~.~ ~; h_ ,..'~I 

SEE ADDENDUM OF RMD PAGE TWO '.~~Y/h 
(Do not write in this space - for Bureau use only) 1,./ _I .. I 

(,..! t./) U: . ..-.. ( I, / I:'!.. '- /_' .... ' 

,1 ') i-/ I~/J~~ :', 
0/11, r"'" .. ! f ~ 

v'// I',' '..J" 

FBI/DOJ 



•• 
ADDENDUM: RECORDS MANAGEMENT DIVISION 4/18/83 

The suggester assumes that ~ I has been penetrated 
by hostile services. Modern technology is probably available 
to pinpoint this extension but this would be true of every 
extension in FBIHQ. 

The format for file charge outs over ~ Idoes 
contain space for the subject name and/or identity upon 
request. The subject name need not be given at the time of 

• request; however, when files are pulled by file number from 
the cabinet space, the name or subject identity is used to 
assure the correct file is being sent to the requester. 

If the suggester is referring to the classification 
number of the file as "file category," it is pointed out that 
all classification numbers are printed in the Federal Register, 
therefore, some classification numbers would be considered 
sensitive, e.g., ,lOOs, 105s and others related to FCI work. 

The Special File Room (SFR) has become the principal 
repository of informant and sensitive files and we have, 
for several years, spent excessive manpower and resources 
to alter methods of handling such material in a manner whereby 
the security of the file is maintained. To create any separate 
list of sensitive files would be a far more dangerous threat 
to the security of the files since the lists would change 
constantly and would themselves have to be classified for 
protection. 

Employees on ~dO not know when a file requested 
is sensitive until all entrles are made and it is indicated 
as permanently charged out. When such files are requested, 
the printout in SFR does not identify the subject. 

The suggestion, while placing emphasis on security 
and reduced risk of compromise of informants and sensitive 
investigations, would be burdensome, unrealistic and more 
dangerous because all employees would have to know which 
files were termed "sensitive," for whatever reason, be it 
informant or classified material. 

t.!?~~oveo! Adm. e~m._ lrh::mtc'1'"!',_, ---
Crlm.lnv. Lcr.!'~i ?~.,:!~. --

Off. OJ cc;;o~ O\rectot & Pul::i!~ ~~!~'/..A ____ 

~
.oo.A!).Adm._ Idl.lnt, ____ p.~o. ~".~-: .,i," :Py: v{t::r 

A 
I t· "'!"" '"" , ........ ... 

E;;;;:..."\,.A!H;;.~. _ l1SPec lon __ ",:,,.: ,', .. , ..•. 
t.t'Ot-.I'.!:H£.3 _ kltii::!. __ Tr:.:::-;;r.J ____ _ 



i.eaetaX BUreau of Invest;Jation 
Washington, D~ c. "Y 

Dear I I 

• 
April 27, 19a3 

PERSONAL 

._ ~ I have receive~ your suggestion that the~entity o~ 
~~:gb~c:..t .. ~ §eP.l,;\;!;?,¥#~;;*e..; l1;O~~. be~ij.y.!rA, ;vil-=n t.E!:L~9E::i(:~;LL 
~~.5I!:1~.8Fi JLi::1lL~U~ aha _,I thank yo-u for susmrttmq it to me.' 
You may be interested to ,know that ~e subject name need not be 
given at the tilU~ of the.~equest; when ~iles are pulled by file 
number from the cabinet ~pace, the name or subjeot identity is 
used to ensure the correQt file i$ being sent to the requester. 
The employees taking the~e telephonic file requests do not know 
that a fila requested is~sensitive until all entries are made 
and it is indioat.ed per~~ntly charged. out. Furthermore, when 
such files are requested,", the printout in the Special File Room, 
the prinoipal reposit.ory:of informant and sensitive files, does 
not identify the subject~~ ~herefore~ it is the opinion of the 
Records Services Seotion4 Records Management Divisionf that to 
create any separate list~of sensi~ive files would be a far mqre 
dangerous threat to the ~ecurity of the files since the lists 

\
--------WO~ld chqnge constantly ~nd would themselves be classified for 
., b5 prdtection. Consequently;., your\J' ~9ge,s~~~~.t1:iS not ~eing. adoPted~) L~~ 
-, OJ I -.:) ~,-; I I - ;,l ~ J Q- ~r ~ 

- __ Although pOSitive action was not ~~ on €1i1s idea, :hi ,) \~ ~ 

\'J p~~~se be assured that l' ,!«apprecia te your interest in improving 
- . Bur au. operations, and I ,..t'7111 ,certainly welcome any futU1:S---~ 

; pro oait.ions you may Sub:it. r '~ '." . .:. I~~~ 

~ 7.c~~elY your~r' --..0: 

Exec AD Adm. • \ • 

Exec AD Iny. - ". L. Clyd Groover I' Jr,. 
Exec AD LES - Assistant Director 
Asst. Dir.: '" .... • i 

Adm. Sarys. _ • .. Administrat.3.Ve Servl.CeS Dl.vJ.S on 
Crlm. Iny. ---f! .' ~VEIl. " kJ.m. a.4't:'S.~ L....tloratory ~ "'''''' 
Idant. ' ...----J ~ "". ,!!!,r~ • ... Le~l C.:..un. ~ " 
Insp_ ~T'\ _ __ ....:../~ • j • Crim. lUV.. R(I .... i,ot:-r.;:;'l.. (jJ:!(LII.u::i: 
Intell. ~ - Mr. Monroe (pe~onal~ Attent~on) DIrector, \.; :; .. :.k-I"IS. ... 
Lab. J I j' I""'" ." ,.' ,.-

I J
j;Y.e~ AD·A"ffi ",," .. t. ,.,. 1 ,1. ___ " __ ' 

Legal oun.'--!- 1 f' 1 f r;.""· '-, , .. ,' . -'''", ' 
Off &1 .L. 9 Per sonne ~ e P'r~c A"t""/ t;':"i'.::.:;..,,:n_.--~ , .... ~ .. <, ... ,1.". " 

.. ~\'Ig., l ()" ~9;;::;?: t . # 15 4 8 3 Ci .. ;;. .. ..,.. h .. -- .... " .. ~ ~ \'l. !:\~""\ ." 
Pubiie AIIs:~; : $!h~:~ -.J ; ~ • ,1;5. "."'-·,~lf1~es ~on - f.!:..~" AIl'SWt-ToT~~ ... ±tf"''i~;::te~·'''''''':'·<t,~:""·,, ~~ 

Rec. Mgnt. -:ffroTE: 1_"S:u,ggest~on .DOI uasons for nonadopl::"Ion- , 
~;:~·I::rys. To sugge;;?rjster. and aadendum of RMD. ~~ 

Telephone Rm. - If. 11M .' 
Director's Sec'y - MAIL ROOM r &: " \ G"/, I" " 

l.-'-' i > l .. ··/:~j:"·tJ 



Employee Suggestion 
FD-252 (Rev. 9-1);-59) , .. , 

To.: 

,\ 

T ~!-rJ 
Date r 

4 8 83 
Divisien ef Assignment 

Utilize the backside of· the file jackets cover for a 
"face sheet". This would be retained on the last volume of 
a case,and would give ready access to all descriptive data. 

It could be held in place with any easily used method,like 
a staple. 

CUfrent practice er rule (Include manual citatien as well as facts) 

b6 

The backside of the file jacket is not used at all,and there is 
no one readily located place for descriptive data. 

Advantages ef suggestien and annual savings (include basis fer estimate) 

Save time in locating the information,that is needed from time-to
time,as well as assure that all pertinent information is secured. 

Disadvantages ef suggestion 

None. 

(The use by the United States ef my suggestien shall net ferm the basis ef a further claim of any nature by me, my heirs, er 
aSSigns upon the United States. I understand that I will be considered fer suggestien Is adopted 
within two. years after submissien.) 

ef S~ggester 

Recommendations and comments of Divisien Head 

A specific location for the description of subjects, 
fugitive m~' rs, would be of benefit in many in 
this sugge~tio be given further consi~d~e=r~a~t~i~o;n~~~~~lL~~~~~~~~~_ 

FBI/DOJ 

\ 
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Addendum to Suggestion No. 161-83 from the Seattle OffiCLJ 

ADDENDUM OF THE RECORDS MANAGEMENT DIVISION (RMD) (CS~s 4/29/83) 

It is proposed in attached suggestion no. 161-83 from 
the Seattle Office that the reverse side of the file front be 
utilized as a fact sheet. This would be retained on the last 
volume of the file and would give ready access to all descriptive 
data. Suggester is of the opinion that the reverse side of the 
file front is not utilized and there is no readily located place 
for the descriptive data. 

OBSERVATIONS: 

Current instructions contained in the Manual of 
Administrative Operations and Procedures (MAOP), Part II, Section 
2-4.3 (6), Page 286, permits the recording of auxiliary office and 
other file numbers on the inside of the file cover. Also, MAOP, 
Part II, Section 2-4.3.5 (2), Page 290, stipulates that files in 
all classifications should be consolidated within six months after 
being closed or referred upon completion to the office of origin 
which would result inthe file cover containing the descriptive 
data being destroyed. 

The collection of descriptive information, as suggested, 
would be a tremendous duplication of effort since such information, 
if known, is readily available in pertinent doucments within the 
case file. Additionally, in multiple subject cases, the suggested 
process would be extremely cumbersome, thereby destroying any 
benefits that may exist. Accordingly, RMD is of the opinion that 
the suggestion should not be adopted. 

RECOMMENDATION: 

Suggestion not be adopted. 

Adm, S:1r\,s,._ ~ _ Lnbor3tory __ -

Cw.~t;, .• ~-"\' ,* :i CC~~!1. ----
, -'\ ~""'.:, 

APPROVED: 

E~\Go.1 :;]I"~ -~:,'. .. ~~ "', r ~,,'" ~ < 

£xs:o,P.l).LCS _ 1:.::.1. __ _ 

',. ;~!:~!~~-~/IM.. 
... < ~", ... " ... ~ 

r·"rcctc:," .. ",~_,,_~_ ~~-

(>~J::;~; :.. h " :.~ 

.. ,,,.~J __ _ 

-2-

\ ' 
\ 
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I 

Federal Bureau of Iiivest,1gation 
Seattle 1 t'lashiugton 

Dear 11...-______ .... 

I """', .. " 

liay 10 t 1983 

PERS01'lAL 

J: have learned of 'your RX'9E..o.~ !_t~_u:t;!.liz.e ~~he 
l?acE~.i.d~r-J;).f....:l:he.-fJ.l.~.-iack~t;~_co'Ver~~ a "face ,sne.e~!1 a..'"lQ 
retained on the last volu,.-rne ora--case wtf eli wou!'a give rea.dy 
access to all. desoriptive data .. You may be interested. to knm'1 
that your idea was x-efen;ed to the Records !-lanagUt1lent Division 
for review and they noted that current instructions contained 
in the l-lanual of Adminis,\;rat.i'tle Operations and Procedures (!'iAOP), 
Part lIt Section 2-4.3(6), Page 286, permits the recording of 
auxiliary offioe and other file numbers on the inside of the 
file cover. Also l MAOP, part II, Section 2-4.3.5(2), Page 290 r 
stipulates that files in all olassifioations should be consol
idated within six months after being closed or referred, upon 
complet.ion, t.o the office of origin which would result. in the 
file cover oontaining the descriptive data being destroyed. 
Therefore, your proposal is not being approved since it is be- /,j) 
lioved it would be a duplication of effort. t!./jI 

~ 

You cortainly can be assured that,. although positive 
action was not taken ~n this instance, ! was gratified by the 
effort and initiative YQ~ displayed by submitting it to me. 
I hope that you will continue to furnish any other id~s Y9u 
mal' have in the future_ Dt::.:!371 tt.- ~ ) .:;!i/ JLJ tJ 

, 
./ 

s~OerelY yours, }-f -Q 
(j) ';'~ e VV'~:~ , ,..- ,/J.i'·V '!if ~ .J- __ . ... .• ~ U-5G n () 11 &. ,._ZA ~aOt .II 

f' .. 1 ~ •• , 1: a 
Aut. Oir.: 

Ex •• AD Adm. _ .. -

~::: ~~ ~;~ = ~ 11":' '~;sIs~:t. '~~~:~~~r Jr.. .. MAY 13 i983 
~ ~ 
.- ",_.~ " • ,I • .-. Administrative Services DitViti.o,.u.n __ ___ 

Adm. Servs. _ _ 'Y , ~ 

Crlm. Inv. _.L.;:~ - .~~- '''~ ~-... 
Ident.______ ~.~e-~ ·l}~~,o~'?_res .lfic-rnvVSIl: ':'l~;;-~"··Ad'm.Sen,'S.~ ~Or&tOl'\f""h\" . \r~ 
Insp. 1 - Suggesta.5n :6.1e ~ Crlm.lnv. . Lc~rC-oun. rt:::1* 
Inlell. -- 1 _ Field. person:D.el . file lY.r'eqtor P.'i'O. tflont. ~,f.~ 
~:bg:1 Coun. _ E't~. AD.Adm. Idol'lt iucll. I,;~Nll._ -

I I -' tt\\~~/(\\l 
OIl'COng.&~perSOnnel file of clo.'9c.AD-11i"J. ___ Ifls~act;<in_,_ ....... Oii,AH"-~-\'''-< ---; 
Publl~ All. - ., Ie " (''f "" "<a' 

R ••• Mgnl. ~ :'f!Yltfv.) (7) Sug,g,e,s.t--i:0E.-t-J:6"1---8 .. 3 .:!f!1'G.,,,,tN.ES _ .. "' ... bt.l/r(, ....... __ •• _~.. ,,\v~~:!;) .. ~4."'J4\~ 
Te.h.S.~v,._ I (Continued.- Over) 

Training , ,. t( 
Telephone Rm. _ .!,' '/, ~ 
Olr •• I.r', So.'y _ MAIL ROOM E\:tf.....-V 
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NOTE: Suggestion set f'orth in letter to suggester and reasons 
for nonadoption set forth in addendum of RMD. Views atta«;:!hed. 

.,1-

i 



I ... 

, ' .• 

1',6: I From: (Suggester's name) 

., 
Date 

5/2/83 
Division of Assignment 

I: ' 
\ 

li~,/~~D~i~re~c~to~r~'_F_B_l ______ ~IIL-____________________ r-I ____________ -L~L~O~U~i~s~v~i~l~l~e~ ________________ ~ 
I SUGGESTION 

(
It is suggested that a listing of the names of all field 
divisions be shown on the left hand side on FD-245 (file 

\ front) with lines beside each name to allow enough space for 
"-- their respective file numbers (classification, alpha, and 

number) to be shown in order for these file numbers to 
"r). be readily available. Example attached. 

J'--I -\~ \ c 
I -' 

~--------------------------------------------------------------------------------------~~ Current practice or rule (Include manual citation as well as facts) FD-245 does not currently have 
space for listing file numbers of field divisions. TheFe i$ ~ ~llli 

,only space available for the Bureau file number'lt, --. ,) ~ l.;~~~?~ 
Advantages of suggestion and annual savings (lnclude bas,is for estimate) !(- f:,/. -,'" ...... 1,,/, f' 

Advantages of tlme saved by 
elimination of searching the file and checking each serial in the file 
for other field division(s) file number(s) in order to indicate these 
file numbers on communications, particularly if the file is voluminous, 
has been pending for a lengthy period of time, and numerous offices are 
involved in the investigation. If the file number of the field division 
is shown on their incoming communication, time will be saved by the 
elimination of the need to search the communication by the receiving 
office and the possibility of a missearch. If the case Agents needs to 
set out a lead for a particular field office and this office had a file 
number indicated on the FD-245, this would indicate this office was or 
at one time had conducted investiqation reqardina this case and would 
Disadvantages of suggestion (continued on page two) 

,. ... ~J ~; 

> Iil~W ?l19S~ 
'-

None known. 

(The use by the United States of my suggestion shall not form the ba~s!_w.f::_t.b"""":""-''''''-''''fr;...,a''''''''''-rfature b.yme, my heirs, or 
assigns upon the United States. I understand that I will be CQnSiderel if my suggestion is adopted 
within two years after submission.) . 

O D ~ 0 lCe' erV1CeS Manager-CommUnlc~tions Mr. Mrs. ~Miss ' ..... 
Signature and Title of Suggester 

Recommendations and comments of Division Head \ • 

Suqqestion by Louisville employee I I certainly appears to '\ it l 
have merit and should be considereL..d-::---::f-o-r--C}]p-p-r-o-v-a-::'~~/b"""Y t~e Bu~au. ,-lL~I\, 

/ic£~ fIord_ I1J 1I,,",1~'h .I .Ih1. :·n\.~~~';"j' 
If Si~hat!lre and Tufe V ~ r"':' · 

(Do not write in this space _ for Bureau use only) l) CULLt:::;:> n. ~!:::.L V .L.u~A \"..vu, ulc\.\... \ 

,/,_cUu '6 
FBI/COJ 
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Advantages of suggestion and annual savings 
(continued) 

j • 

eliminate the need for the case Agent to review the file to 
determine the need to send background information to the office 
covering the lead. Annual savings cannot be estimated by 
suggester, but considerable time would be saved by Agent, 
clerical, and stenographic employees if this suggestion 
was adopted. 

2* .-
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Addendum to Suggestion No. 174-83 from the Louisville (LS) Office 
&.rtrt.-

ADDENDUM OF THE RECORDS MANAGEMENT DIVISION (RMD) (CSM:jls 5/13/83) 

It is proposed in attached suggestion no. 174-83 from 
the LS Office that a listing of the names of all field divisions 
and their file numbers be shown on the left hand side of the 
FD-245 (file front). 

OBSERVATIONS: 

Current instructions contained in the Manual of 
Administrative Operations and Procedures (MAOP) , Part II, 
Section 2-4.3(6), page 286, permit the recording of auxiliary 
office and other file numbers on the inside of the FD-245. RMD 
is of the opinion that current policy and procedures provide 
an adequate means of identifying an auxiliary office file number, 
which is what would be of interest to the office of origin. 

RECOMMENDATION: 

Recommend suggestion not be adopted. 

APPROVED: 1\dm :1CIVS. __ l::lbvratcry ___ .• 
(;1:. : :;w I -,,.' ~:'l" 

'·'.~1~ 
.~\ "-' .:' ... _--

Exec.Ali·LES __ InLIl. ____ ·Ih .. '.l.nu~ __ _ 

-3-
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0' ..... 
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C'l 

. '~ 

. "'" • " 

I ~ 
L-Em:'e~d::r.e::::,,;r:;:::a"'It""'!!'B;:;u:::;:r:::::e;::'a::u-o:t:i!"""":I;;;:n:::v,=~==·st~9'ation 

Louisville. Kent- c "" 

:~?' 

Dear t t' I~ '-
.~t th~.ll~~~;~~e~~~~=:~di~:S~~~ Xi~~~~~g 
s~o~n ... tb..~~ ~_~~~ AftlF~~ careful review 
of your proposal by the ~~ ords Management Divi$ion, it: ha~ 
heen determined that it ~hould not be approved. I~ is noted 
t;hat current instruot:io:n~ in th~ Manual of M"nini:.;t.rati ve 
Operations and P;rocedw:es.,. P,art II, S~ctiQn 2-4.3(6), page2S6, 
permi~ the recording of ~uxiliary office and oth.~r f11$ n~ers 
on the inside of this forJn,. Wherefore, it is believed. that 
ourrent policy And proae4ures providQ au ~dequate means of 
identify~rtg an auxiliary~oft~ae fi~e numb~r~ 

.... 
It Is hoped thzit, although poaitive action was not. 

taken with J:'egard to thi~propot$itiQn., you wl,ll continue to. 
9'1.ve us the benefit of an.y otners you may have in the fut.ure. 

-co 
u. 

Intoll. __ 
Lab. __ _ 

Legal Coun._ 
Off. Congo & 

" ,,~ 

,1l. G MAY 24, 19S~ 

I Public Afl •• -
---~ 

--,~~ 

II, ~::~.M::;;s= ~~ 

~ 
T'aining,_:'_ 'c ,-: { '" 

!'.-' I. '\~ lt~' '\ , 
Tolophono~,,_'; I • , I.. /. - , ", \ " 

f,ecto,'s ~~~y _ . MAIL ROOM [2J , :--
, ~ ~ ,J 
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\1in;Jlc~7 II.. JOy r A30~.ztai'1t:. Di~octo:\: 
l.';o:c Publication S·::r:vi~o;:.; 

IrH':o~li! . ..i.tlon Systom Stnfi 
Dop::lttrll0nt 0:;: JllOt.:i.C'':: 

i'\~:::ictQnt Dlroc'i::oJ; 
Di \";'5.,;ion 

5/1G/83 

',I:ho R'~co';t;r:: l.1n.nn'JOiJ(:H1.t. Di ~:5.~i.oY.l, h'-l::1 IJ::[lu~:,n(dt thc~ a.l0 
:C:r.onb~ (,i(;,]J.VVl:Ca ;,y ti .. -.2 Tlm'iuo:!.: 'i;.o u::r:::l.:::;£~! the Ci;~!:)'i.::~on(=!d :l;:'l.,:::~·:ri;. Th~ 
ma.t')J: ial UCh)tJ t(1 "::;iJ:;.:; :i.':.lCl.t.I':': 'bl',) i:i.l!~ :~~;cll::r:;n :'.'~ aui I:· .. tant:i.w.ll~l lighter 
in ~;':'.lia!!,i; ·C.h~Ji1. (El~1 :~:;~~1l?1":G l.:,:.:o.\").~!·;tt ';:0 'i.::h,,,;: GOVO:;;l1r,lO:i.l'l::. PI: iI:),;;~.llg Oi:fice 
(GPO) Of: i2ny ":-T" :t.:):I:-to-!?~o..1uo \::.lon;l P::OO:1.:D m;);Q);Or.' b:1 tho vun(~ozOo 

'i'lit.; RocoruG tlalltlqGment Di"'1is:ton ~1?:9~:l~C~~'l.t~r: '::hn ('t:,:"):?:'rtun5.t~z 
to i:'!QCju':'):o thl..) d0:;:Q~t:;.v(.; ::.:I10 i,..:on~c..:.; o.t ... \ t~;U PQ;;:con'i:. dJ.:'JcoPt'rc.o Hct:
i2VO~r: I t:.!,::' I?;:'! 11'1:3 "k.~'i:o::u::'n(;ii 'i:\1.:d: 'i:i.1O l;..tbm: h'1vo:lVOIJ r.o~.?:::t~,;c~ ~~:Z :.::.nu 
rcpl,:·..:::: . .-.:.q t'il;J;J(, i.:~.1c. :;';'';'O'(1'i.:;,.. ';'(1 'i:l!a Y·]4i..i:!J ·co O'l.:'!':~u ',:onlll ~l':t::~,'clv I!.:{CC~(] 
,,-.>f- r;'i"'''o·''''':·'·'''' .... 0· .... ·:- r.f ,:.~ .... 'f';l~ '~"'on"'I" Du'" "'0 ';-i1\';\ ."'nl··~'''"'"t''1 :l;.:.·0!') ...... ~" o·r. ...... .... __ " .. /~ """"". ....... '."t-\ '..." _ ... .",. -'_ "--,jI~'~ .L. ..... 1 ..... __ ~k~. "'-' W ..... <-, .j'u,.,"'''''_~.l~ __ , .... ~~.,..,,~yt. 11 ... 

{-l.p 2;",(,,) r'.·r,~~·:·-' ·t·';' •. " .1.. ... ::1'1" \",.....,,1/: t ..... ~·,,,1,··,..,·:· .... 111. -:-0 fJU'i-"'l1f1 til'" t'· ..... r· o{: +ll~f'" 'W' ti_. '-"' ..... ~ ~_.v,~J.,....t~, ..... 4,10_ ~_ fV""'\_~, J.J~ _~ .... 11"""'''-''·...1 \... - i. _f~~~~'" ",.,,,,, ."r...,J_ "'1 loot, -1
tj 

p;;:olduc:;. u:;,.:\".I1: ::iJ(l .Ji!C'L~!l.:..t:m.c;,:;;:;. n.cco:.;(an~Jl:!, titO RGlco,·:I:m n:n\1~OiT!6trt. 
Divicio:i.1 !,G"}(lUeGt:~: t.ilai:. 'i:.h::.: c.:;;"ptionn,u ~;.~c:;'Qt Q(..,: )':00:;: lnb .. :d 011 nto'P:'!:iJ: 
pUpClJ: stoel: thn:i.: irJ Gqui11 'i::.o tho ,;];:dgl:.:i::. d11d '1il.:.\11 t.1 o~: till} s[r~n9i0G 
p:..:-ov lt1.:l(I. to GPO b:l 1.:110 VBI. 

~':hiG :a.lo :':::~:tJ11.~ :?/:C.;:!UJ;(.'~~~·;):Cl'i:: ;,,;3',:; i:K:'.OH ,",c'civc: for 21 !!10ntho. 
'.rile Ht::;c,::n:<1;J ~,l:~mlg::.:uont n5.v:tk1ic·n 10 COllCi.:.:.cnou th;::rc thIn rolativ81', 
;Jl~~;~')l':; p;t:acui'cr:iorl\: 11;:'18 bOO~1 OlelayeC! ~o= such D. long·t;.h:l !.DJ::1.·")e:.~ o{~ til'1e. YI' 
At' (~~ i:ooult 0:1:: 'i:.hio u.ol;:.;.v .. thE) om:rf..m."i: ::.;tot.::~ o:t~ :(;1.10 b:Qn'i:::fi :1.t J7D:~ 7 
TScc",;;r;:, '",:, " ~.,., .• -"~' (W~·J."T.~;) i, ... ,;' ""l .... ·"'1·. 1:'.":."1" "'Uj;.'tC~'1 ~ '.. 1'1".'·""""ov" c.:il .;~.j 1'<' ·P,·on/, A4 t .. ~ ... ""' ........ _ t... ............ t-J .... ~ .l;"1'1<l> ",,~fJ,-~ ___ "-" ,... ...... ~~~ t.' ~ () nl& ...,. -"?~'~UI> ..k ~ .... J,"",,,,,,, .r- - ....... 0:...... • ... """ 
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l;cnorm'l':mo C. P .. r:cnro~ to tlh"H11c-" ll. Joy 
R}J: l?IL~ r.ln.Ot~ i:O 

Ji\Ci\D2 370-5132 
RBQU!S:t.:TIOU 20-00 

nc,,: ~Ui;;t bo utiL ... ~;;cd until c.'Aptio:wtJ j8;obsri: i~:: cm.lplni::e:!]. '."~h.! 
P:COVOh i11abll1 ty 0:1: ti1C vGnJor "co 3a'c.i.o[;~utot:' ily cO!'.1:';?lctt.l c;:,(p'i:iorut] 
j;::,;.ci-;at Ql11 th(~ u::·:; 0;": U¥t ir~1p,.:ol]iL(;!J sui)::l'i.:i':;1.1"Cf,; £il,~ i·;ont ilt FBI.EtQ 
11;;;'0 fjer iou::::l1 ai:J;;;uvt,~ .. l ·i:.h~ ol')~r';j,tiom.; 0.2 th·:.;, 11)co...:t.la ,a::ulW.gJ7J.r.:mt 
D.i.vitJ:i.on. I{l;1;OJ:::~iU.'i:..i.on :i:og,;:u:ulng ti.le ~ti.ltuo 0:.2 ·tho OJ:(~I;i):t: '\'n,l,c no'i:. 
n;]~c avaD.o..iJl'j to tn':! 1'BI "i::.hrougl! llormal ch,:mnols. Acco::cdintJl~t I 
th::: R~COl:~'B Ui:magc'w:::ii'C D5.v1:::l:!.on haa rtll:.\f1u in:i:o.4'n~l cont.Elc'CS td'i:.h 
GJ:'O ::cc.gaJ:t..i119 th(~ Ci:lpt:~on(;.)~i j::!'cl~t)t:. 'eo ';"l:3C()r.t:;1in tilE) ;"ltatilG 02 th(~ 
o:! •• ~:(.!~. <I 'J:.h~ :t<.0CO~:(l.:.> nc..:..i.1i.;''3c;i!~(;:nt Divi::;iOl',/. \ll:.J.~3 infoX'Fl.cli hi GJ.?O 'i: 110. t. tho 
m:lt:Gt'i",l ,,:,];nr: }::::::OF.l:cdorJ c.c, iiiccl"O:,:?Cltd: by Or-O, i:md that the vonc:i.o;·; h:;l~l 
bl}:f;:11 110t:U': :1,cO. DIl!upi tc tn(J >:ojcction by GPO,. t:.he R:;:;cor(ls n:.mugcrr:.':1n~; 
Division ~l.:\n in~o:cnv;'l(~ thf.\'t: 11,O?;ct5>orl to ~:O}],I::tnt tho t1iocropunt file 
5lrc'nta \;rould ':::aI~o pl:'1ce Uiltil the Dcpn~tmail'i: o:i2 JUGtice (DO,:n ~=cucd.VGr:~ 
an o~;ficlal cornr:vrm5.c<:.t.i..o.a roq'Uf~3t;i,ng the :':~:9:rint. 

P.t: iot' to seelting anotI'Jc:c orCi.er for tile frOtltS,. the Recol;;us 
r·lanag'.::~II1f:nt D5.vision b0lieve:..::; that' action r;hol11ti bl; ·"al,.;m by th0 GPO 
or thG DOJ to ::cduce the procul:'ement cycle from :'.1 months in orda): 
to avoii..t aucUtional <.1i:::.rt!ption of: the op0ration;:,:; 0:12 the neco!:ar~ 
r,lanugemont Div'h'don .. 
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Memorandum 2 ~: 

To 

From 

Subject: 

Mr. Monroe Date 7/25/83 

~ 
(): / '- ( .J

o 

_ POLICY MATTERS - ' ECHARGE PROCEDUREj3~ __ ,_a _____ _ 

RECORDS MANAGEME T DIVISION (RMD) 

PURPOSE: To recommend a change in the RMD policy 
regarding rechargin'g of :f~les charged 

out to RMD employe;es. 

RECOMMENDATION: That RMD employees recharge .files 
~n their' possession on the fourth 

Tuesday of January , April', July and October instead 
of monthly. 

APPRO','::!:,: . "",~. ~ . "' ... , . "" 
_~' , '.".""'~t •• ~ __ ...... 

r:~a::;.t~"~:" : r:",', , ~;,." :v~; __ . 

" .'-,~,·~~HG_==n'~ ~ 
E)((jc.AtI.i.~~.; ___ 1,1iS.;!. ____ -(.·..:;;~:;·u -~. 

D TA LS At h .' h .. f {oj' E I: :t e present .t~me, t e maJo;r~ty 0 tue . 
f,tles that .ar.e recharged every month at\, 11 

FBIHQ are recharges .received f~om within the RMD. 'Jr. 
Virtually all of .these recharges .come' out ,of the ' 
FOIPA Section and the Document ,Classification and 
Review Sec.tion (DCRS). Presently,. these files are 
recharged by RMD users the fourth Tuesday of every 
month. Due to. the volume of the files charged out 
by FOIPA and DCRS, many of which are charged out for 
extensive periods of time , the rechar,ging of ,files 

1 - Mr. Monroe 
1 -
1 -
1 -
1 -
1 -
1 -
2 -

~ -~ .... I ~~,~.:.......-~ cs.,,-_~_ 

(CONTINUEI5:"'OVER) 

J{G . l 
L: :;J,a<r: 
(10V 

~. i (I 
I , 

\., '" .'r .~.J " 
t~¥ , 
'.) ( 

,,; . 

Exec AD Adm._ 
Exec AD Inv._ 
ExecAD LES_ 
Ass I. 01 •• 1 ~ 

Adm.Serv •• _ 
Crlm.!~v. __ 
1401'11. __ _ 
Inl.II. __ _ 

Laboralory _ 

Legal Coun._ 
Plan. & Inlp._ 
Rec.Mgnl._ 
Tech. S.rvs._ 
Tralnlng __ 

Off.ofCong. 
& Public MEs._ 

Telephone Rm._ 
Dlreclor's Sec'y _ 

FBI/DOJ 



~r-
l:" 

Memorandum I Ito. Mr. Monroe 
RE : POLICY MATTERS - RECHARGE PROCEDURES 

RECORDS MANAGEMENT DIVISION (RMD) 

, 

t 

on a .monthly basis' has become project type work. In addition, 
the recharge lists received every month generally appear to, 
be no more than a xerox copy of the xeroxed list ,forwarded the 
previous month. The Filing Subunit' has detecte.d what appears 
to be an unusually high number of instances wherein these 
recharge lists received from FOIPA and DCRS have listed files 
fqr recharge that have already ,been returned to the Filing 
Subunit. In addition, it .is not unusual to receive lists from 
more than one individual in' FOIPA or DCRS that ,contain, identical 
files or sections of .f~les to be recharged simultaneously to 
two different ~people. This appears to be indicative of the fact 
that ,the recharge procedures presently being fqllowed on a 
monthly basis'may be cumbersome, and in an effqrt .on the part .of 
an emEJe~yee in FOIPA or'DCRS to relieve themselves of.a cumbersome 
duty 1 Xar.e attempting to' take shortcuts, in the recharging 
procedures and reduce the time it' :takes to recharge f.i,les. With 
assurances f~om FOIPA and DCRS that .employ~es would thoroughly 
and accurately prepare a .list .for recharge purpose.s on a quarterly 
basis instead of monthly, as, is' the present :procedure, an overall 
reduction of time expended rechar:ging f~les could be accomplished. 
This ,should improve accuracy., This' memorandum recommends that. 
the RMD employees to' whom f.i,les a:r::e charged be required to, recharge 
those files on a quarte.rly basis' as reflected above. 

It must be noted that .f.i,les and records maintained in 
the Special File R00m (SFR), will continue to be recharged 
commensurate with the SFR procedures. Any change. in recharge 
procedures or recharge po.licy I. with regard to Fi.ling Subunit .f.i,les 1 

is, in no way. ,intended to' change the po.licy .presently .in' effect 
in the SFR. 

It .is' believed by personnel in' the Filin'g Subunit I' 

that changing the f.i,le recharge procedures t0. a qUCJ,rte.rly 
basis' within the RMD, will cut ,down. in' the time spent in the 
RMD, particularly in FOIPA and DCRS 1 in' the recharge effort .. 
In addition, ha~ing FOIPA employees and DCRS employees more 
accurately reflect .those. files in their' custo.dy will improve 
the record of the location of the .f.i,les. 

This memorandum is' recommending that the recharge 
policy within the RMD 1 except ,for the SFR f.i,les, be changed from 
rechar.ging files on a monthly basis to. the fourth Tuesday of 
the f~r'st 'month of every quarte:r, namely January, April, July 
and October. It is' believed this change will result in a 
more efficient ,opera.tion and reduce the employees time involved 
in the recharging process throughout .RMD. 

-2-



Memorand~ Ito Mr. Monroe 
RE: POLICY MATTERS - RECHARGE PROCEDURES 

RECORDS MANAGEMENT DIVISION (RMD) 

Further, it: .is an.ticipate.d that .the Filing 
Subunit :may require employ~es, on an overtime basis, 
the weekend following the new.recharge date. This will 
be coordinated with the Technical Ser~ices Division (TSD), 
in order to have CRT's on line in the FACS system, to 
accomp,lish the rechar.ging in a shorter time' as possible. 
Contact with TSD at this' time has resulted in a determination 
that .the FACS sy:stem'can be on .line and available on any 
given weekend provided ample notice is given to TSD for such 
ser~ices to be available. In the event .it .is deemed necessary 
to request overtime approval on a quarte'rly basis' to, update 
the recharge information, that ,consideration wil'l be addressed 
by separate communication. 

-3-
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Memorandum • 

To Mr. Monroe~ 
From : I...----:--------'~ 
Subject :"~l NTH+CHARGE OF FILES _ 
~/~~/~--------------

• 
Date 9/30/83 

b6 

PURPOSE: To advise each FBIHQ division that the next monthly 
file recharge date will be on 10/11/83, and request each 
Assistant Director to have all employees in his division 
make a concerted effort to ensure all files are properly 
recharged. 

RECOMMENDATION: That this memorandum be forwarded to all FBIHQ 
divisions to request all employees make a cortcerted effort 
to ensure all files are properly recharged on 10/11/83. 

I\?PROVED: P,d"l1 Sarv3.__ Laboratory ___ _ 
';w· ilW Lt'qr::1 COL'n __ _ 

ft • ~ y,* etc --- (i1 (')f Ct'r1(" 

Exec~AD Adm. 
Ex'aC"AD Inv. _ 

Exec AD LES_ 

Asst. Djr., 
...... Adm. Servs. _ 

Crlm. Inv. __ 
Idon!. __ _ 
Inslf; __ _ 

Intell. __ _ 

Lab.----:; __ 

L.gal C~un. _ 
Off. Congo & 
Public Aff •• _ 

Rec. Mgnt. __ 

Tech. S.rvs._ 
Tralnlng __ 

T.lephone Rm. _ 

Director's Soe'y 

t:>-'" - ~·,m r " 

DETAILS: The Filin::;u::::t~~~R:~~:~~~~l~~~::' D i'i on (RMDfi' ~ 
presently is experiencing increasing difficulty in ensuring all 
FBIHQ files are immediately available to requesters throughout 
FBIHQ. A significant shortage of RMD support personnel and the 

1 - Mr. Boyd 
1 - Mr. Geer 
1 - Mr. Glover 
1 - Mr. Groover 
1 - Mr. McKenzie 
1 - Mr. Mintz V-95 ... 

1 - Mr. O'Malley 
1 - Mr. Revell 
1 - Mr. Starnes 

t e OCT 12 1983 

--.-
1 - Mr. Young 
1 - Mr. MOnrOe 
1 

~ 2 
1 

GL: sma (16) 
#PA \;\ 

('8':1 ~! 0 V ~ 819B:3 
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Memorandum froml Ito Mr. Monroe 
RE: MONTHLY RECHARGE OF FILES 

continuing injunction against records destruction, which in 
turn increases storage needs and locate activity, contribute 
to this problem. Additionally, RMD is experiencing a steadily 
increasing number of instances in which recharge information 
is not being properly submitted. 

As a result of the above, the RMD is instituting 
additional procedures in an effort to increase the quality of 
file service being provided. At the same time, the RMD 
requests all FBIHQ employees to make an extra effort to ensure 
the 10/11/83 recharge information is prepared as accurately 
and completely as possible. By doing so, the file users will 
receive better service. 

The assistance of all FBIHQ employees is appreciated. 

- 2 -
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Date 

J 11/8/84 ,", 

To: Division of Assignment 

Director, FBI b7C 
SUGGESTION 

When a personnel/Bureau file that has been placed on locate 
the Locate Clerk should provide the extension of the~erson 

is found, 
using 

the file, along with the name and room number. ~ 

CI'-)~;' · I 1..1 ___ , 

Cw:-rent pracUs::e. qr rule, (IncLude manual citation as well as fact~ 1 
Wnen a IILe 1S located, the Locate clerk ca 1s the person who 
requested the file and advises him/her who has the file, the room 
number and if a forwardin sli has been laced it. 

Advantages of suggestion and annual savings (incl ude basis for estimate) 

If a forwarding slip is placed on the file, it can take anywhere from 
a few days to several weeks before the file is actually forwarded to 
the next person, which may cause serious delays in expedite matters. 
The person looking for the file may only need a small amount of 
information that could obtained telephonically; or he/she may wish to 
call and request to borrow the file for a short period of time. Many 
times the pers,on actually using the file is a Clerk and is not ,listed 
in the phone directory. Without an extension, the person wantIng 
information from the file would have to physically walk to the room <---

(CONTINUED OVER) <,,' " 

l 
~"".' .) 

Disadvantages of suggestion 

This would cause no additional work for 
there would be no disadvantages to this 

the Locate Clerk, therefore 
suggestion. 

617 ~rJ.3/~' ~3 
(The use by the United States of my suggestion shall not form t~~...!2.S~:..2.!..5..~~!:...S.J~!l...li!..w:li!.Lll.\UlI.£.\il~:...mJiW...I~r;e,':~ 
aSSigns upon the United States. I understand that I will be con 
within two years after submission.) 

Recommendations ,and comments of DiviSion Head 

If suggestion is adopted, it would result 
It is recommend suggestion be approved. 

savings. 

, T '\ • 



• • 
Suggestion by ~I ________________ ~ 

number given to him/her by the Locate Clerk, taking the chance that 
the person using the file is there, or else attempt to determine the 
extension by calling the Bureau operator and trying to locate the 
extension by using only a last name and room number. If the Locate 
Clerk would provide the extension of the person holding the file at 
the same time the name and room number are provided, the person 
looking for the file could call the person who is holding the file to 
determine how long it would be tied up. There would be no additional 
work involved for the Locate Clerk to provide the extension at the 
same time he/she provides the name and room number of the person 
using the file. 

-2-
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4·7 (Rev. 5·29·79) ..,' 

'I ~1 
t ,J ~ 
1" ' . ~ 

II 
\ 

l , 

FORWARD THIS FILE TO SUPERVISOR IN ORDER LISTED 
PLEASE TRANSFER, CALL mO 

SUPERVISOR TL ROOM EXT, SUBJECT SERIAL DATE 

• 

F81/00J 

--_._-----
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froml IIden~ification 
I 

Addendum to Suggestion 
, 

Division 

ADDENDUM 0F THE RECORDS MANAGEMENT DIVISION (RMD) ( 11/27/84) 

I I Identification Division employee, 
has proposed ~n attached suggestion #23-85 that when a personnel/Bureau 
file placed on locate is found, the Locate Clerk should provide 
the name, extension and room number of the individual using 
the file. 

OBSERVATIONS: 

RMD is opposed to the above-mentioned suggestion 
inasmuch as the requested information is already listed on 
the forwarding slip (Form 4-7) (individual's name, telelift 
number, room number and extension). It is the opinion of 
the RMD since the suggested information is already available 
on the Form 4-7 that suggestion #23-85 not be adopted. 

RECOMMENDATION: 

RMD recommends that suggestion not be adopted. 

-3-
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I I 
Eeaelax Buteau ot Invesbigation 
Washington, D. C. 

Dear~I ______________ ~ 

December 11, 1984 

PERSO!:JAL 

b7C 

I received your proposal that Locate Clerks should 
provide the telephone extension of the person using a personnel/Bureau 
file when a file has been placed on locate. Acoording to the 
Records Management Division, ho\~ever, th "Fe'luested information 
is already listed on the ,f,or\-larding-flc!!a,. o.rm 4-V. Since 
the sUggested information 1$ afready -avai'la leon Form 4-7 I 
there is no need to take action on your suggestion. 

Thank you for taking the time to submit this ideat 
though. I encourage you to take further advantage of our Suggestion 
Program as a means of presenting valuabl~1 innovative ideas 
whioh will enhance or improve existing Bureau practices. 

Sincerely YOUl:S, 

.... / n f,,I)~4. »~;'W-4.' .' "" 
""',"""", ~~' 

L.l~lyde Groover, Jr.' 
'\l ~6 AsMstant Direct.or 

, ~ f)t~s~t:~~;2~r~Di~?~r 
• Stames (Personal Attention) - Fn ~ J;?ure V:r~ 

ersonnel file ofl _ Enclosure 23. >:: 

·i 

~ (5) Suggestion #23-85 .L_-~~~' C::::=--....:::J C --::::I ~-=::J 
NOTE; Suggestion and rea'sons for nonadoption set forth in .-
letter to suggester and RMD addendum 11/27/84. Views attached. Exoc AD Adm. _ 

!:xec AD Iny. _ 

Exec AD LES_ 
A •• I. Otr.: 

Adm. Se,ys. 
Crlm.lny. 
Idonl. __ _ 
Insp. __ _ 

Inloll. __ _ 
I.ob. __ _ 

Logol Coun._ 

Off. Congo & • 
Public AIE •• _ 

S~?~ 
b8~G 

FEll/CO.! 



ssp. 

.' 
To Mr. C01~ 

W. A. Bayse 

PROPOSED PROCEDURES FOR~ANDLING AND 
CONTROL~iNG PERSONNEL AND.INVESTIGATIVE 
FILES ~A'l\ENi3INEERING SECTION FACILITY'; 
NEWINGTON' VIRGINI1C"'~~" . - .... . -. '''-'''--

\ 

•. ' 

PURPOSE: To recommend implementation of procedures for handling 
and accounting for personnel and investigative 

files required by the Engineering Section. Further, to request 
approval for release of personnel and investigative files 
to the Engineering Section Facility at Newington. 

I 

Exoe AD Ad",. -t I 

E.oe AD InY~1\ 1 I 
Exoc AD LES _, 

Asst. "ir.; .' I 

Adm.S.rv •• - .- I 

Crim.lnv. I 

"0". W I 
t,. .. p. /' 
Inloll. I 
Loo. __ _ 

Leacl Coun._ 

ab6 ng.8. 

Ib7CAII •• _ 
Roe. Mgnl. ~ ..... 
Tech. Sorvs • ..JJ2:1 
Troinino __ 

T .I.phon. Rm. 
Diroctor',: ~ec:'y_ 

~ 
">( 
........ 
'Y) 
\)-. 

"----' ~ 

rt'a 
t~'I,) 

~~ ,'" SYNOPSIS: Engineering Section is recommending tha~procedures 
be implemented to permit transmittal o~ureau 

.file§~to the Engineering Section Facility at Newington, VIrginia. 
~roceaures are proposed to request, account for, and transport 
files. 

" , 
~ 
'& 

RECOMMENDATION: That the procedures described within this 
memorandum' be adopted to permit transfer 

of files between FBI Headquarters and the Engineering Facility 
in Ne\.;rington. 

"/~ . 
,i\t .... ,-rt'~'" .... ;..r. 

t~dtn. Sc;Y..>o_ Lacoratory ___ _ 

ell..,. I:'!',. Le~al CO!}:'!. ---
-- O:f. c~ Congo 

Director (; P~:b::-:: Aifs. ____ _ 
r:: oc AD !.,'~ ... .' I' - . I."'" ~ "'X • r • ........ _" " ".e~. r,.:.: ... lJ ni . 
E 'r. • I" -.. ~.""'... r:.L·'''~ OWe / .. XCC. "",-,.,1'/'1. __ ''' .. _~ """,___ ''''.". ~w! .... !.... 

Exec. AO-LES __ l:il.:.iL ____ Tr&:nin~ --....".---
\f·87 

OE:-n~ 
DETAILS: The first phase of the move of the Engineering 

Section to new facilities at Newington, Virginia, 
was completed in December 1984, with scheduled move of the 
remaining Units set for approximately April 1985. Growtn 
of the Section is continuing and will, in a few years, reach 
a staffing level of approximately 250 individuals--making 
the facility comparable in size to many field offices. f( 
1 

J / .... ..:<. ::Jlt:t ~ 1 f?C ;; 
- Mr. Mo~n..::::r...:::o:..::e=--_____ -, r.; (J:1 v 7 0~~ ; 

Attn: I 
1 - Mr. BaL..y-s-e----------' 
1 Mr. Boyd 

i =I~ _____________ ~ SEE RMD ADDENDUM PAGE 5 

.q~K:dyb (6) 
}!.~., 

(Continued 
I 
! /'" 

\~.- ~ 

~;:t. -.; 7--i:f.s. 

, . 

FBI/OO.! 



Memorandum W. A. Bayse to Mr. Colwell 
RE: PROPOSED PROCEDURES FOR HANDLING AND CONTROLLING PERSONNEL 

AND INVESTIGATIVE FILES ... 

The Engineering Section at Newington has an immediate 
and continuing need to have access to FBI Headquarters personnel 
and investigative files. This requirement includes, but 
is not limited to, personnel files for staff hiring actions, 
personnel files of Field Technically Trained Agents (TTAs), 
and Electronics Technicians (ETs) in connection with our 
TTA and ET program responsibilities for transfers, promotions, 
etc.; investigative files in connection with our field technical 
support responsibilities, Freedom of Information reviews, 
and name check searches on companies and individuals with 
whom we conduct business. 

It is presently the policy of Records Management 
Division (RMD) that personnel and investigative files not 
be removed from the J. Edgar Hoover (JEH) Building. This 
policy extends to Quantico and presumably would extend to 
the Engineering Section Facility at Newington or any other 
off-site facility. It is understood that the reasons for 
this policy are RMD's requirements to have reasonable access 
to the files for administrative and maintenance purposes, 
that is, for insertion of serials, attachment of forwarding 
slips, quick retrieval for file reviews' in conjunction with 
short deadline specials, and like maintenance functions. 
By releasing files outside the confines of the JEH Building 
RMD would ostensibly lose ready access to these files. 

The Engineering Section requests that an exception 
to the above policy be made to permit temporary transfer 
of Bureau personnel and investigative files to Newington 
as required. We have the facilities and personnel in place 
which could effectively control files while at Newington 
and a courier service making twice daily round trips between 
Newington and FBI Headquarters. The facility is fully secured 
and alarmed, manned 24 hours a day by a guard force, and 
a duty Agent is assigned on-call during off-hours and weekends. 
The driving time from Newington to Headquarters is 30-40 
minutes, thus a file could be returned to Headquarters, if 
required, with only minimal delay. 

- 2 -



Memorandum W. A. Bayse to Mr. Colwell 
RE: PROPOSED PROCEDURES FOR HANDLING AND CONTROLLING PERSONNEL 

AND INVESTIGATIVE FILES ... 

The Engineering Section proposes that the following 
procedures be implemented to handle transfer Of files between 
FBI Headquarters and Newington and to control files while 
stored at Newington: 

1. The Engineering Section Front Office at Newington 
will serve as the control point for files requested. 
All requ~sts for files, personnel or investigative, 
will be made by the Section Front Office only. 
A record will be made of the requestor and 
the file numbers/names of the requested files. 

2. All requested files will be forwarded to the 
office of the Deputy Assistant Director, Technical 
Services Division, room 7159, JEH. 

3. Files will be picked up by the Engineering 
Section courier or other Section personnel 
visiting the JEH Building. Files will be delivered 
only to the Section Front Office where they 
will be checked against the request list and 
assigned to the requestor. The location of 
the file while in the custody of the Engineering 
Section will be noted for future retrieval 
purposes. 

4. In the event RMD requires access to a file, 
a Tall to tye Engineering Section Front Office 
at_ _will initiate a file retrieval 
process. The possessor of the file will be b7C 
identified and contacted to return the file 
to the Section Front Office. It will be transported 
to Headquarters with the next available courier. 
RMD will be notified of the departure of the 
file and expected arrival time at Headquarters. 
A notation will be made that the file was temporarily 
returned to RMD. 

5. The file will be hand-carr~ed to room 7159 
where it can be retrieved by RMD, necessary 
file maintenance performed, and returned by 
the same or next courier run. 

- 3 -



Memorandum W. A. Bayse to Mr. Colwell 
RE: PROPOSED PROCEDURES FOR HANDLING AND CONTROLLING PERSONNEL 

AND INVESTIGATIVE FILES ... 

6. When a file is returned to RMD or forwarded 
to another requestor, the same procedure as 
above will be followed except that a notation 
will be made logging the file out of the Engineering 
Section. 

7. All personnel and investigative files will 
be stored in GSA approved security containers 
while at Newington. 

8. In the event emergency access to a file is 
required, other arrangements for more expeditious 
delivery will be made. 

9. Files containing Sensitive Compartmented Information 
(SCI) or otherwise requiting special handling 
will be transported only by persons possessing 
appropriate clearances and will be hand-delivered 
to their destinations. 

The Engineering Section believes the above proposed 
procedures provide proper file control and access by RMD 
and should be adopted to facilitate the Engineering Section's 
requirements to review files. 

- 4 -



Memorandum from W. A. Bayse to Mr. Colwell, 1/18/85 
RE: PROPOSED PROCEDURES FOR HANDLING AND 

CONTROLLING PERSONNEL AND INVESTIGATIVE 
FILES AT ENGINEERING SECTION FACILITY 
NEWINGTON, VIRGINIA 

, + /'t"" 
ADDENDUM OF THE RECORDS MANAGEMENT DIVISION (RMD) GL/s~a - 2/4/85 

Bureau policy requires that original hard copy files be 
maintained on the premises at PBIHQ and/or field office headquarters 
city. There has been, however, two exceptions to this policy: 
(1) the Brooklyn-Queens Metropolitan Resident Agency (BQMRA), 
New York Division and (2) the Ft. Lauderdale Resident Agency 
(FLRA), Miami Division., 

The 'BQMRA is virtually autonomous to the New York 
Division and is staffed 24 hours a day, 7 days a week by FBI 
personnel. The New York Division has been authorized to maintain 
original pending criminal files and certain administrative files 
at the BQMRA. The investigative files are returned to New York 
headquarters city when closed or Ruc'd. 

The FLRA is situated in a Federal building that is 
protected by guard service 24 hours a day, 7 days a week. The 
Miami Division has been authorized to maintain pending criminal 
files in the FLRA for as long as the guard service remains in 
effect. The files are to be returned to Miami headquarters 
city after closed/ruc'd. 

RMD has reviewed the contents of captioned memorandum 
and believes that while the proposal of the TSD has merit, the 
following observations are being offered: 

1. RMD presently has no accurate 
inventory of the files presently in 
the custody of the Engineering Section 
(ES) at Newington, VA. Upon approval of 
the TSD recommendation, ES should 
promptly return all FBIHQ files, 
personnel, investigative, administrative 
or otherwise, to RMD and indicate which 
of those files are necessary to be 
properly charged out and returned to ES. 
The files returned will be closely 
monitored by RMD and ES should ensure 
each file so returned or forwarded to 
ES in the future be closely controlled. 
In particular, personnel files must be 
controlled more closely due to the 
privacy issues involved. 

- 5 -



e, 
Memorandum from W. A. Bayse to Mr. Colwell, 1/18/85 
RE: PROPOSED PROCEDURES FOR HANDLING AND 

CONTROLLING PERSONNEL AND INVESTIGATIVE 
FILES AT ENGINEERING SECTION FACILITY I 

NEWINGTON, VIRGINIA 

2. RMD should have access to and review 
the controls established in ES for the 
temporary maintenance of files at the ES 
site. The purpose of doing so is to 
provide assistance to the ES in setting 
up procedures internally to control the 
files temporarily maintained at the 
Newington facility to the mutual 
satisfaction of both. 

3. ES should ensure that requests 
for files are kept to the absolute 
minimum, and whenever possible only 
serials, machine copies of serials 
or machine copies of files should 
be requested. 

4. RMD notes the willingness of ES to 
temporarily return files on a turn
about basis in the event a file is 
needed at FBIHQ for review, service and 
the like. RMD cannot assure the file 
would be returned by return courier; 
however, efforts will be made by RMD to 
return the file to the ES as promptly 
as the situation allows. 

By ES working to keep file requests to the absolute 
minimum and RMD working with ES to ensure control of the files 
as well as ready access as necessary, the recommendation of the 
TSb should be given favorable consideration for approval. 

," ,.; .... ""':- ....... 

h. " • _ ",,' : 
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"Memorandum from W. A. Bayse to Mr. L. Col~el I 
Re: PROPOSED PROCEDURES FOR HANDLING AND 

CONTROLLING PERSONNEL AND INVESTIGATIVE 
FILES AT ENGINEERING SECTION FACILITY, 
NEWINGTON, VIRGINIA 

.", I 

Technical Services Division (TSD) has requested 
permission for the transfer of fi les to the Ne~ington faci I ity. 

The Intelligence Division (INTO) ~ould object to this 
procedure unless adequa~e safeguards for FBI fi les are 
establ ished. These safeguards must include: 

o No substant i ve case f i I es; 

o T~o man control for material in transit; 

material; 
o Armed Special Agent security for Top Secret 

o Uti lization of a crash proof container. 

With these safeguards INTD ~ould have no objection to 
the procedure. 

- 7 -



Employee Suggestion 
FD-252 (Rev. 9-11-59) 

:Po: 

Director, FBI 

SUGGESTION 

Date 

March 20', 1985 

Division of Asslqnment 

Boston 

It is suggested that either in the printing process or by the use of a 
':stamp, an alphabetical . listing of all field offices be plStced on the inside or 
outside·cover of each file, i.e. FD-245 (rev. 1/21/80). A space should be made 
available next to the name of each field office, then the rotor cler~ can place 
the appropriate file number for that office next to the name of the office as a 
corrmunication fran that. particular office is received. 

Current practice or rule (Include manual citaHon as well as facts) 

Advantaqes of 8uqqe.stion and annual savinqs (include baSis. for estimate) 

This process would save a great deal of time and effort in ascertaining 
field office file numbers, especially in large multi-volume cases. Such a simple 
procedure would help greatly in preventing leads, unaccompanied by the appropriate 

file number, being sent to other field offices i thus, saving a great amount o~/ time 
in ascertaining other office file numbers. . ~~' 

Disadvantages of suqgesUon 

Cost of printing or preparing ·a stamp. 

(The use by the United States of my suqqesUon shall not form the bas S f an nature b 
assiqns upon the United States. I understand that I will be cQ,nsider "'r'-IlUol.l....:.l..&liL.IWil:&....lO~IIUu...:.w.x;...w=WU~~ 
within two years after submission.) 

Recommendations and comments of Division Head 

~~~~~~ 

(Do not write in this space - for Bureau use only) 

3 - !l}J9:'eau 
2 - Boston 

J\H~ , '2. '9B~ -- '" ~- -"''''''' _. _ *_L __ .... 

FBI/OOJ 



; .. • • 
Re: Suggestion #90-85 from the Boston (BS) Office ~ 

ADDENDUM OF THE RECORDS MANAGEMENT DIVISION (RMD)(T~~S 3/27/85) 

It is proposed in attached suggestion #90-85 from 
the BS Office that an alphabetical listing of all field offices 
be preprinted or rubber stamped on the inside or outside 
of the file cover (Form FD-245) of each file and that space 
be allowed adjacent to each field office name for recording 
the appropriate file number(s). 

OBSERVATIONS: 

Instructions contained in the Manual of Administrative 
Operations and Procedures, Part II, Section 2-4.4.3(6), page 
286, permits recording file numbers of other offices on the 
inside of the file cover, Form FD-245. RMD is of the opinion 
that these instructions allow adequate means of identifying 
another field office and the pertinent file number(s); therefore, 
suggestion does not warrant consideration for adoption. 

RECOMMENDATION: 

Recommend that suggestion not be adopted. 

r "' " 
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• • 
April 4,. 1935 

PERSOtlAL 

I ~ 
a......,F .. e-d'lll"'e~r~a ..... l.....-:B:::-, u-"Ir-e-a~U-o-;fr-::I~n:-v""'esti9'ation -=2-1t. ~ 

Boston, Massachusetts ~/ ~ 

Dear 11-_____ .....1 

Thanlt you for st1bmitting the proposal that an 
~hgbe~t..io_~l )A_~_t;~n!LO:f_~J.'!~ .. .!I: .. ' ~d-O£.f;;ge.£?~. b.€LJl.la9.~ on the..
Inside or outside cover of each file~r.m-Ea-~~ and that 

b7C 

space he~owa~dJacen~toeaCh field office name for 
,recording t.lle appropriate file number. ~ia auggestio.n 
'was referred to the Records !·lanagement Division (FJID) for their _ 
evaluation, and 'they are of the opinion that there is no ./ ~'\ 
need to implement your idea. Instrtlctions included in the ~ ) 
~iq.n'Uttl 'O:f; Adllinistrative operations and Procedures permit 9;J;"'f; 
tho recording of file numbers of other offices on the insid UJIJ 
of the FO-245.. n~·$O believes that t.hese instructions allow \ / 
a~e.~.ate means at identifying another field office and the 
pertinent. file number (s)itheref'orel they recommend that yo 
suggestion not be adopted. 

Although no action is being taken on your proposal, 
I want you to know that I am very pleased that you ~cok the 
time to sub~it this sU9gostion. Any further contributions you 
may wish to make in an effort to unprova or enhance our operations 

"ei m t;;1Will be '~armly welcomed. 'DE·21m ~ (, ~:g317.... ~Q7~, 

-; ~~,j~.;,,,,..,~_ ,,\lltt;~;;:;-"- t.l>0I'ti!0tY7:;;:ine~~e/l~ yours I ...::J . n 
~ .• " >~,~' ' ... o;a. ,.. ...... t.q::;-J Co!(.i1. / ' 0 • • • Yo < 

~ --- nell,:, ;'('J;:t. \~- ---~ 
~;~~.:~";.. !::~?: S?PJS. . Ed~in J. Sharp \ . '0' ... \<. 

t •• : ..... ·,,~,,·" .... 'Im·_ tr:ta., 6;;'.".;::~ . AetinO' Ass.ist~u:~t DirAc+-lI"O'f! 12 I~._o. 
Exec AD Ad.\11. ---,.;.n......... I __ ~;, > .... '''~... • ~ ~ '"):"I'i~' 
ExocADI~~:~"""~'" -" _.OM "'ifo;;.j .. ~"'"o_,:.. . Administrative Servioes Director 
Ex.cADl;jfS~--:'-' :. ,.a.~, ..... ·.I'.~""'._- '. _---~ ----Adm.Sorvs._ 

- Boston 
1 - Suggestion file Insp. __ _ 

Inloll. __ 1 - Field personnEll fj Ie 
Lab. 1 - Personnel file of I .... ________ -.....I~ Enclosure 
Log.1 Coun. _ .. 

011. Congo & ..lUI t . 
Public All •• _;OS: dJm (6) S.E;,g~gel;rl;.;i,.p..n,....:/f,9'O""'s.s-

Roc. Mgnl. -Note: Suggestion and reasons for -nonadoption set forth in letter 
Tech. Servs. -to suggester and RMD addendum dated 3/27/85. Views attached. 
Training -= #f?j ~~<,\~ 

-MAY'i~1989h'/ 



Memorandum • I: ,~ .. 
E".~AO A~'\1'_ 
E"e"'AO Inv._ 
Exoc AP LES_ 
As.wOlr.: 
Adm. SOtva._ 
Crlm.lnv. __ 
Ident. __ 

Mr. COlwe~ 'j( To ,,-/ ,"'" -

/ C. \./ 

Date 7/3/85 

Intoll. __ 

Laboratory_ 

LOgaICOUn~ 
Plan. & Insp. 
Rec. Mgnt. 
Tech. S.rvs._ 
Tralnlng __ 

'-"'" From Off.ofCong. 
& Public AHs._ 

Telephono Rm._ 
Dlroctor's See'y_ 

To recommend a modification to existing recharge poli~y 
for FBIHQ files as set forth in the "Details" of this memorandum 
and attached Memorandum to All Bureau Officials and Supervisors. 

RECOMMENDATION: 

(1) That the modified recharge procedures set forth in 
"Details" of this memorandum and the attached Memorandum to "'"'-"" 
Bureau Officials and Supervi~r."9..rs,....,be approved. '''--'p,(1l ) ') 

IiFlI-;c.OVI.I.<: 1.r"~.r,:-n'1. __ t-t,·.·;,:~;)-:y ~ ~,.!~ 
Cr; ... ~ • .... , • " '''": 'W"~:1 ' I ,. .' .. ~4,1I .... __ -. .'~ ," 

fJ"" Director ~ c .. " ~" ;,', 
Exc~ ,.r;;:-- .. .: i' .~ i: 1i3'--tlPf~ : ..... ~ . "~ _.. _ ......... _ ........ :'.> ".~"t ... _ . '\Ii 
Ex"c~ AO·!n~/. !. I,,,, .. ~ ~" .... (' 

(2) That the attache§X~gin~iiand1lntnt-eb-~;;;u"~~~~&'''~'--':- ! 
Officials and Supervisors be approved and di~;tr~<buted~. '""""" , 5ag-" 

AJ:I"""""vr.:n. v<::~~-~ '~e.~'. ,(~,:l) .... "'-.. - i/'·., 3":'" v, '. )' z,', 
r.nw "'.... '" \ pg~.c"3. 1' ... ' la"''':'IIto'''--' ......-

u_~~O' ~;\~..!'!}~. ~ "'". 'I '" 
~ ~.1f1~. 1·~:~~:!::."";e1:'l,___ 7' '" . 

Diroctcr -- r;;;f. r~ C:~'·ia. 
EY.C:C.'\D~,~ ;'r·.: ,.t.'[~i':l' _ J"fv:!m~ " ____ ,_, '.' • 
r1J(a·.:.At'>!n'l. I ~ :':'-"'"'-___ '" '.I.",~t I\·"""h p.,"~ .... 
t.'_ -- .. " ... ".'. 
':""00 •• .:...o·LES _ 'r.!·~:i. Tt.:~il:Y..l ------DETAILS: 

Memorandum to All Bureau Officials and Supervisors 1-8, 
dated 1/3/80, captioned, "Recharge of FBIHQ Files," established 
that FBIHQ files would be recharged on a monthly basis. An 
analysis of the existing recharge procedures for FBIHQ files by 
the Records Management Division indicated that a modification of 
existing recharge procedures is appropriate. The recommended 
modification for recharging FBIHQ files requires that they be 
recharged quarterly on the second Tuesday of January, April, July 
and October of each year. The Records Managementt~~~is~a~ 
determined that the modification of current recharge procedures 
:!~~r~~~ adversely affect the integrity or accountabj)..i ty· '~~5 FBIH~Q /r.fJ1p'f 

Enclosure til __ ..-.--. -'" ... -MIo!II 

66-2319 ~ 
1 =(r. Monroe I 1 ~ p;;{rf1" 
R~:cak (6) ~::; :' .q.t1 ~'1Ar, .. (CONTINUED-OVER) tfflP"'/.J.-- ~"DD' 

• • • . .~ _ J 



• 
Memorandum C. P. Monroe to Mr. Colwell 
Re: Modification of Recharge Procedures for 

FBI Headquarters (FBIHQ) Files 

Records Management Division 

I. 1',' 

A Memorandum to All Bureau Officials and Supervisors has 
been prepared to convey the modified recharge procedures for FBIHQ 
files. 

-2-
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• . - •• U .S .. ,Department of Justice 3 - 8 5 

Federal Bureau of Investigation 

Washington. D.C. 20535 

) July 16, 1985 

11M MEMORANDUM TO ALL BUl;lEAU OFF1CIALS AND SUPERVISORS: f/'- U 
RE: RECHARGE OF FBIHQl'ILES_ 

Effective October 8, 1985, FBIHQ employees will be 
required to recharge files on the second Tuesday of January, 
April, July and October instead of monthly. 

This change in recharge procedures will not apply to 
files and records maintained by'the Special File Room Subunit of 
the Records Manageme~t Division. This material will continue to 
be recharged commensurate with existing Special File Room Subunit 
procedures and policies. 

You are requested to ensure that the new recharge policy 
is strictly followed to maintain the integrity and accountability 
of FBIHQ records. I also request all employees to promptly return 
files when no longer required and to promptly tran~es 
forwarded to another employee by calling extension~ 

7-16-85 
MEMORANDUM TO ALL BUREAU 
OFFICIALS AND SUPERVISORS 3-85 

2 QOV 1 S 1S:J5 

William H. Webster 
Director 

r; ..... } '/ 
~. I· - / .... ) / (1,. (?~., ~ '~"~~ ! 
--~ NOT RECORDED 

19 ,J'.lL 23 1985 . 

FBI/OOJ 
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Memorandum • 
To Mr. COlwel~ 

• 
Date 7/11/85 

Exec AD Adm._ 

Exec AD Inv._ 
Exec AD LES_ 

Asst. Dli.: 
Adm.Serv •• _ 
Crlm.lnv. __ 
Id.nl. __ 
Int.II. __ 

Roc. M~nl. 

From C. P. Monroe1 
Tech. S,ny •• _ 
Trainlng __ 

Off.ofCong. 

Subject: FILE SERVICE 

RECORDS MANAGEMENT 

PURPOSE: 

""" 
'- J --J 

1- " ;::~\ 

DIVISION (RMD) 

& Public Aff •• _ 

Telephono Rm._ 
Dlreclor's Sec'y_ 

To reiterate file service provided by the RMD and to 
recommend that the attached Memorandum to All Bureau Officials and 
Supervisors be approved and distributed. 

RECOMMENDATION: 

That the attached Memorandum to All Bureau Officials 
Supervisors be approved and distributed. 

ArJrn.Sc:vs,~ lnbClm!crl ~ • 
Cr!,';'!,lll'l. __ l .. ···! (:r.IY.l, _ 

E;'~-~"~~· . ".=--= ;::~. :"Z:~'::m 
e:,..::.J. ....... _ ~ _ .. _., 1:: ••• ,,_ •• ___ 'u ., ..... ~ -

J. J. McDermott memorandum to All Assistant Directors, 
dated Marcih 21, 1979, captioned, "Implementation of The File 
Automated Control System (FACS)" (66-19168-45X1), described file 
service provided by the RMD. It is believed appropriate that this 
information be reiterated for the assistance of all Bureau' . 
officials and supervisors. . 'I " I I :J' (,~.~~ ... rA 

(/" - ' ). ~ 
A Memorandum to All Bureau Officials~~nd supervis6ii ha 

been prepared and is attached. ;Vt!J~~~ ~k~y""'" ~ ~.zrl..<'-'-

Enclosure 
66-2319 
1 - Mr. Monroe 

1 ~~I ~~~ ______ ~ R;J-: cak (5)' 

~~) 
3 NOV 121985 

~ 

F61/00J 



Employee .~:tgestion 
'N, 

~D-2e12 \1t:. 0-26-84) 

" ~ 
~ - '. t:. 

, 
(Suggester's name) 

..,.. '. 

Date 

2/4/86 
Division of Assignment 

SUGGESTION H 1" h~l 51, h l' f 11 ff' d ave one ocat10n 1n eac ~e 1t a 1st 0 a 0 1ces,an 
a space lvhere their file number can be entered.One such location coul 
be on the backside of cover jacket(FD-245). Upon receipt of a communi 
cation from another office, the rotor person could enter the other 
officers file number. 

Current practice or rule (Include manual citation as well as facts) 

Serials have to be searched to find other office file numbers. 

Advantages of suggestion and annual savings (include basis for estimate) 

Save Agent time in looking for other file numbers, and this 
a noted savings in larger cases. 

Unused space could be used and no new paper item would be 
It would be easy to use and locate. 

Disadvantages of suggestion 

none. 

(The use by the United States of my suggestion shall not form the basis of a further claim of any nature by me, my heirs, or assigns upon the United States 
I understand that I will be considered for any justified award only if my suggestion ~.s a aoted "rjtbio hero "oars: after S"bm;S9;on~) 

o Mr. 0 Mrs. 0 Miss 1"_:4.19-.:::. _____ _ 
'X ~ 

Recommendations and comments of Division Head ThM .ougg'e.otion ha.o me1U.t. I:t will a.o.oM:t :the de.ok.o in. 
no.:Un.g wh,[eh Ontl-{,ee.o .ohould be dMc:.oYiUnwe:dif'/.,nug' 've ma:tteJr.-6 Oft.. "'oth 
eMU, in a.dcUUon :to 'bung a. ft..'e.ri}lrj ir,~6eJLeJiee 60 - e .o:teno, o':t 

~~~~~~~~~~~ 
I I I'. I 

(Do not write in 'this space - for Bureau use only) II 

I 
.... 1 .:~. _ 

(1 - 66-2501) (1 - 61-18342) 



(' ..... 

,'. --, 
...;' 

'~ L 
~ y..-....,. J • ,~ • l 

~ ....... , 
f J .• ..- \ 

RE: Suggestion #73-86 from the Minneapolis Office 

%V 
ADDENDUM OF THE RECORDS MANAGEMENT DIVISION (RMD)(LFB:cgz 2/19/86) 

It is proposed in the attached suggestion from Minneapolis 
that each file have one location, preferably on the backside of the 
file jacket (FD-245), where field office file numbers can be recorded. 

Instructions contained in the Manual of Administrative Operations 
and Procedures (MAOP), Part II, Section 2-4.3(6), page 286, allows 
field offices to record auxiliary file numbers on the inside of the 
file cover, Form FD-245; therefore suggestion should not be adopted. 

RECOMMENDATION: 

That suggestion not be adopted. 

APPROVal: Adm.$ttvs,_ lnht)r.:rtery_··_· _ ........... 
Crlm.lilV. L~crJ Coun. ~ 

...----lffi"D!roctcl' Qi:. of Cona. 

S Ex ---- tt 1'c:-!i;:: Ar~ oc.AD.P.ctm. __ Ident. ~ 

~ 
Ree. !-1gnt. __ 

.. ;' . "" ~cc. AD·/n'!. __ Inspoctlon Tech. $0.113, 

'e\QQ.AI).I .. E$ _ Intt'ill... '~", TCilinffl9 -::: 

- 2 -



, 

Febr~ 21; 1986 

PERSONAL 

--------l/' Ynhank you for @uhmit.tinq yow: l;:eaommsmrlati on 
"frut ~. at of all offices,. along witll. a spaoe_to enter 
their UELnm1'!.ber, ~ adetQd to the bAAksid_L~h.~_c.oy-e'r: 

_:laokat I j'D*24.5~ch file • .:. Ins:t:t'uet.ions Q()ntaineC! in 
tHe !'mn~i'" t$f!- nistratIl1& O»erations and P.rocedurQs (MAOP) 
Part II.~ Section 2-4.3(6), page 2e6,. alt.'Cady ~llow field 
offiaes to ;record. auxiUa:r'tJ file tnlt'llbers on t.ho inside of th 
file cover", Form FD-245, thel:$fore., there is no- ne~d ftir U$ 
to ±mplement yo~ reoo~ndation. 

:t am va:ty grateful... though, that. you t,Qok the . 
init:tQt:!ve and time; to submit your propolUtl. YOw:' aontinuea 
support of our Su~gestion Progr~ would be deeply app~coiat~d. 

Adm. Sorva._ Laborat()ry~ __ 
Crfm.lnlJ •. __ Lq,OlI CC!~n. __ _ 

. oa. cf Congo ;-g DIrector & Pub:lc Affs. 

SU?;7U
#, 

'" ~:2 Exe.c. AD-Mm ................ 1::- -:!'. R.::c. Mant. _ eNlflSf' 
~ .. EX3C. AD .. tnv. k::::~ .. <<C-.J~:~.1 ___ 7e:::1. SirvS.,_I.......--_ FAttin J if ShA~P t 

Af1sistantt DireQt.o~- (@/ 
(.l CO _ '- . !:l CXl. Ex::!A:J.lES __ Tr.::..nlr.g - __ _ 

\$ CO \ I, 

,J; l.w 
w... 

Exoc AD Adm. _ 
Exoc AD Iny. _ 

ExocAO LES_ 
Asst.Olr •• 

Adm. Serva. _ 

Crlm.lny._ 
Ident. __ 
Insp. __ 
Intell. __ 
Lab. __ _ 

Legal Coun. 
Off. Congo &. 
Public Affs. _ 

Rec.Mgnt._ 
Tech. Sorva._ 
Training 

Tolephono Rm. _ 
Director's Sec'y_ 

jA~l~n ~i$t;r/attf1v~ S\ _~r;./~iV! c8!on 
2 - !·linneapolis fc::,JO . _ 

1 - Suggestion file')£~127 .. _ ~ 
1 - Field parsonn,*l~fJ.·J~e~ ________ , 4 

~ Personnel file of 1- Enclosure fi 0 MAR 4 1986 

DJp:jfh (6) Suggestion #73-86 ~ 
Note: Suggestion and reasons for nonadoption set forth ~ 
letter to suggester and addendum of RMD 2/19/86. Views 
attached. 



Memorandum • ' • 
~W 

Subject Date • 1 
Apr~ 28, 1986 

To 

FBI Files 

Special Agentl 
Unit Chief ~------------~ 

Public Corruption Unit 
Criminal Investigative Division 
Federal Bureau of Investigation 

From 

I I 

Criminal Divisio 

Spec1ai ASS1statj( 
for Litigation 

The following FBI files are being returned to you 
herewith: 

FBI - Riqhmond file 139-94, volumes 1 and 2. 

Seven page document'bearing the name I I dated 
October 9, 1975. ~. ______ ~. 

S~venty-three page file, liRE 139-4977 - Mail not 
yet processed for file. 1I 

b6 



• • 
July 1St .1986 

qOLoa_CODE.(~tn_~npN~B_ 
D l?:tLD nA~ S _. 

" 

Gentlemon. ~ I Ii @y - . 
n.efeJ:ena~ is nada tOYQ~:r f;elophon.ic conve~satiQn15 with 

b7C 

this Bureau on the 7/5/36 and 7/15/86, :regarding the 'possibility 
of p~oou~ing File ~rQnt$ and li~o Backs from your organization. 
Enolosed you will f1nd tbe 6 months usa expecting Qf this commo~ity, 
aampl'lSs of the desl:r!1.d ttamst and. a detail~d %,'eport. o~ the specifi-
ca.tion, 

ex.c AD Adm. - llnol:Q'B~ .;r. /' " 

ex.c AD Inv. - ' , 
Ex.c AD LES - ' ~~------. 
A .. t.OI,.: 1. -

Adm. Servo • ...-'-':t • 
Crlm.lnv. _ ., I'~" ------r~-------, 
Ident. ,tI'::' ..; RIvjE( (A t t P : 
In.p,~' / 

I"I"II.--:",,!-- .8,:r8-': src )\...V 
"Lob.. - '( 6 ) .Y 
Lt;gal Coun. _ ,-

ofi:,Cohg. & ~ / 

Publlc,AI?f •• _ 
R .. c.Mgnt._ 

Tech. Servs. ~ 
Training __ . 

Telephone s::1:Z ~G 

~ 
I 

u.llit chief 
~~op~rty ~rpourcment and 
" !1anaqcment seotion 
~dminist~ative services Division 



E'ederaI Bureau of Investigation 
Washington, D. C. 

Dear 1...1 __________ ...... 

• 
~eptember 30, 1986 

PERSONAL 

o ~ 

files 
I have received your suggestion that mail dates be 

obtained from the computer rather than the actual mail when 
starting a new section for multisection files. I'm sure it 
will please you to know that your proposal was adopted immedi
ately since it was determined that the-efficiency of the Filing 
Subunit would be improved signifioantly as a result of its 
implementation. 

I am always delighted to receive submissions such as 
yours to our Suggestion Program and I want to assure you that. 
any further ideas you may have will be warmly welOOmedl.//l.}#/) 

. . Sincerely yours, (I<J~ · 
A?~O·.':U: f:J7I.~C:-,:(l. __ Lr.,hA~'!:"'Y . /.S/ .~ 

Cr:m. ::'J. __ L'~:,;,! c:. ;. ___ _ 
C;:. c:1 c:,~g.', ( 

(" f'.:;:·::c AH~~ 
C::-::.::.;' . (: .. 1. __ !' "' ___ r.oc. !~;:Ir.t. ~ 

[;.~~~~ f, '. __ ~ = ____ T ... :,. r::..;v.;.~ __ . -..... *-.-- I>~ '"'" ... ~-....--~ 

Ed't'1in J. Sharp 
Assistant Director 
Administrative Services Division -1 - ~tt. McCreight (Personal Attention) 

cD 

~ I 1 - Personnel file Of; 1- Enclosure 

~ ~ NOTE: Suggestion set forth in letter to suggester and FD-252 
dated 9/8/86 with addendum of Mr. McCreight advising that sug
gestion was adopted immediately. Therefore, upon approval, 
suggester being advised of such. Views attached. 

ex.c AD Adm~'5 ~ 
Ex.cADlnv. S:Td~ (5) Suggestion #221-86 
Ex.cAD I.ES_ 

A·~~·m~~::rvs. - .Il/'II' : I . <t').~\jr(..~ 
~;~;;.Inv. -- ~''''~C\:.\:J 
Insp. JJiII ... ~ ~\""'\: • r I ",'I,.,. 
Inloll.__ r"':", ".' 
I.ab. \-\'. 
I.ogal Coun. _ 
Off. Congo & 
Public AH •• _ 

Roc.Mgnt._ 

• 

.......... 



stJg:gesition 
• 9-11;:-59) 

To: 

• e· 
Date 

86 
Division of Assignment 

... 

Director, FBI ~ - Records Management 
SUGGESTION 

On multi-section files, when starting a new section, we get 
the date of the mail from the computer~instead of waiting for the 
mail. 

Current practice or rule (Include manual citation as well as facts) 

See attached 

Advantages of suggestion and annual savings (include basis for estimate) 

We can eliminate the open section backlog if we did not wait 
for the mail. 

None apparent. 

se by the United States of my suggestion shall not form the basis of a further claim of any nature by me, my heirs, or • 

:::~:~~: :;~;:e!:~~~·:'·o.'.)U"d";;dM~~o, ~:,:~. ~] M' aau ',,'n "::::: ::: :::::1" adOp.ed 

alions and comments of DiviSion 

Prior to submission of the formal suggestion,~1 ~ __ ~ __ ~~~~~I 
discussed this matter with.,tPe- Chief ,of the Special Records and Filing Unit. 
The suggestions will significantly imProve ~·~~~~~JLCJ_~~~y 

Subunit and was 
the 

FSI/DOJ 

f ,--



• 
I SUGGESTTI'N 'CO'NTUUTFP' 

Current practice or rule 

The current procedure for starting a new section is to have the 
mail. Before closing a section file and starting a new section 
it is necessary to determine where one section will end and the 
new section will begin. We currently are waiting for the mail 
before opening a new section so we can get the date of the serial 
off of the mail. 

II. 



r 
-

1-7-86 
MEMORANDUM 1-86 

.' 

°EI LC5 

,,. 
.~ 

(B) REMOVAL OF FILES FROM FBI SPACE CHARGE-OUT FORM FD-702 

FBIHQ continues to receive demands for discovery production of 
our relevant files and records. Some of these requests encompass large 
volumes of files. Other requests are received under stringent court
ordered deadlines. Because of these and certain Freedom of Information 
Act requests, it has been necessary to forward a number of field office 
files to FBIHQ. A new charge-out form (FD-702) has been issued. This 
form is to be utilized whenever it becomes necessary to remove files and 
related record material from the premises of FBI Space. 

A sufficient supply of Form FD-702 will be forwarded to each, 
office. Appropriate manual ·changes will be forthco~ng. 

NOX RECORDED 

MAY 161988 

W 
47MAY 301986 
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r~C2I'.!I;'i~~~~~~"e'o~um~~~~~~J1:~~J _ .. , 
. ... . ~ 

'l·\ ~ 
· Memorandum .~.;y 

[t .. 
Assistant Director ~~/d 
Records Management biv}ilcJ~~ 

Legal Counsel Di.visio~ 

Date 9/16/85 

SECURITY AND RETRIEVAJ}ILITY OF C~!f.o" 70PJ 
FIELD OFFICE FILES c:;-, & 

n( S 

Ex.c AD Adm,_ 
Ex.c AD Inv,_ 
Exec AD LES_ 
Aut.Dlr •• 
Ad .... S.rvs._ 
Ctlm.ln ... __ 
Id.nt. __ 
Inl.II. __ 
Laboratory _ 

L.gal Caun._ 
P'an.& Insp._ 
Rec.Mgnt._ 
T och. Servs._ 
Ttoinlng __ 

OIf.oFCong. 

T,,'o?hOM :~m._ 
Dlroclor's Sec'y_ 

PURPOSE: To suggest the development of policy to cover the 
required forwarding of Field and Legat files to Federal 

Bureau of Investigation Headquarters (FBIHQ). 

REOOMMENDATlON: A communication should be directed to all FBI 
offices setting forth procedures to be followed 

when Field files are ordered forwarded to FBIHQ (normally requeste 
pursuant to Freedom of Information/Privacy Act (FOIPA) request 
or court ordered discovery of Bureau files). 

DETAILS: During the past few years it has been necessary to J 
have various Field Office and Legat files ordered to 

FBIHQ for discovery processing. In some instances Field files . 
are also forwarded because of FOIPA requests or subsequent litigation.~' · 
In several civil litigation matters, there have been hundreds of 
files forwarded to FBIHQ. In many instances because of the volume ~, 
of material involved, it is not feasible for the Field Offices t' 
make a copy of the files prior to forwarding. 

Recently, a number of requests from the field have been 
received in the Civil Discovery Review Units (cnRU) for parti~ular 

~ J field files. One such request was for a New York 174 file. The 
~ U treason for the request involved a Bureau applicant who was referenc~ 

~~jt~~1to serial 285. New York advised that the fil~ ~~ been previousl 

~.jI.~~ ::) Y~ t. . 
" i~\' ~ll - Mr. Mi n tz f1f),,1~yr%~ ~u(tI5'·-

t ~ 2 - Mr. Mo 'r . .Yl yP h::-:~ 
At t n: fJ' "..Yt;J 1tJ#' 4 .... ~ 
Attn: _/IP"Z /YIl"v ____ ___ 

1- q f'r,:v 

1 - J/ _~3/C?h -
V:~6) ~ (OONTINUED - OVER) 

ck.UtClOSUR ~i&~ 
ZS JAN 31 1996 ~ 

3FE8131986 ....:-..._. x.*~ .. \tI 'FBI/DOJ 



• -. 
Memorandum from Legal Counsel Division to Assistant Director, 

Records Management Division 
Re: Security and Retrievability of 

Field Office Files 

forwarded to CORU I. The title of the file was unknown as was 
~he tit~~ of the lit~g~tio~:. Su~h files ~re ~aintained at FBIHQ 
01 l'els.'lOit to th:.l -i.n.':d llUg'I=l.tiOfi ~"lher:;;J.a dl,)(!O'J::l'Y ~'Jn3 
demanded. After considerable searching it was determined that 
the particular New York 174 file had been returned to New York. 

In another incident, a midwestern office was attempting 
to locate one of its files. The charge-out was merely noted that 
the file was sent to FBIHQ. Searches were made of Legal Counsel 
Division and the FOIPA Section together with some units in 
Criminal Investigative Division. The file could not be located. 
A number of calls are received requesting copies of documents 
needed to respond to Freedom of Information Act requests being 
handled in the Field. 

There are various reasons why such files need to be 
accessed. In some instances, immediate access is necessary and 
may involve information needed in an ongoing major investigative 
matter. At the present time, quick retrieval of some files or 
documents is not always possible. A better charge-out system 
will permit a more efficient retrieval of the field files while 
they are temporarily maintained at FBIHQ. 

The captioned matter was recently discussed with 
Records Management Division (HMO) personnel. It was suggested 
that prior to forwarding any files to FBIHQ, that the charge-out 
indicate the title of the file being sent and tha reference to 
the case demanding the file should also be made. 
RMD, suggested that such procedures could best be an e rough 
the development of a special charge-out form designed for this 
purpose .. 

In the event this recommendation is approved, CORU I 
will assist the Records Research Unit in designing a form and 
drafting a communication to all offices. If such procedures call 
for any changes in the Manual of Administrative Operations and 
Procedures, such will be handled at the srune time. 

- 2 -
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~~r> 
Memorandum • Exec AD Adm. ~ 

Exec AD Inv. _ 

Exec AD I.ES_ 

As.t.Dlr:j%' 

To Date 7/11/85 

Adm. Serv • 
Crlm.lnv. 

Idont. 
Insp. __ _ 
Intoll. __ _ 
I.ab. __ _ 

1.0go1 Coun._ 
Off. Congo & 
Public Aff •• _ 

Rec. Mgnt. __ 

Tech. Servs._ 
Training __ 

Telephone Rm._ 
Diroctor's Sac'y_ 

PURPOSE: To forward a proposed statement from the Director 
for approval and signature. 

DETAILS: In conjunction with the administration of the 
Bureau's relocation services program, a handbook 

was drafted describing the services, b~nefits and allowances 
for the use of our employees llnder;Oing d:restic tra.nsfers. 
This handbook was approved byl _ __ to Mr. Sharp memo 
dated 5/31/85 and will include a s atemen from the Director. 
It is therefore recommended that the attached proposed 
statement from the Director be approved for inclusion in the 
handbook. 

RECOMMENDATIONS: 1. That the attached proposed stat~ement 
from the Director be approved for 

inclusion in the Employee Relocation Handbook. 

APPROVED: A~ W l.abontta<y . -- ---""1 lfIJf) 
~b/ I Crim. h·,v. ~ b,csl Qouo. .1 P 

should be 
6888~ for 

1'\ fj Directorl.vif<-'1 . 0:' :'~ ::".::"'11Q: 
\J ~ ','''~''''':. f·."~5. 

EXGc. J\:~~l' ,~r;~ l:·::,t._ f'~':"~ '; ':.':"':t _..:.-== 
Exec. AD·I,w. __ !;-:'::'::",C1:00 Ti;.;.::·. ;;<s, .... :: ._. __ _ 
:~c. AD·LES __ IrnaU. Trainind __ ~, 

2. After approval and signature, attached statement 
returned to the Voucher and Payroll Section, Room 
inclusion in the ~r~ng of caption:d ..,.,~andb'OOi.k'1': 

~6a. ~~" ~kM l1bO!<'dJ.Jif<t .P~!/ I 

~V APPROVED:. tS' Ad~rvs.'¥J- tahoratory'-"---" ~(pJV'," 
Crim. htv. L.zgE:! Coun. t , 

~ . .-""'r ~ eN. t~~ Oor;g. 
Director I",. l' ' -t'I,""" A"3 ~..r",__ '.' ... ,,~ .. " __ 
Exec.l\D"i~.UI~_""""""'_k ,C'··_·'t.t ? R~::. r';~;.4nt. __ _ 
Exec. AD·lov. 1-..,-. !r:'::;:<iCHvD, ___ Tech S<3;vs._ 

:~c.AD·LeS __ . Intell. Trainlol1 ~~ 

Enclosure - ~ ? /-..?/rJ '-

1 -
-.,\1 -
~ :"-r.;om~( 3-) ----' 

53 fi-QV 2 71985 FBI/OOJ 



u.s. DePartmelfJUStice }. '\4, 

Federal Bureau of Investigation 

(il I {) 
iii! h'lt.: 

Washington. D.C. 20535 

July 17, 1985 

1\,-/). MEMORANDUM TO ALL BUREAU OFFICIALS AND SUPERVISORS 

RE: FILE SERVICE - RECORDS MANAGEMENT DIVISION (RMD) 

A description of file service provided by the RMD was 
distributed during March, 1979. This information is being 
reiterated for your assistance. 

The File Automated Control System (FACS) was implemented 
by RMD during April, 1979. FACS is an automated file inventory 
system for FBIBQ files which permits a file requester to be 
informed as to whether the requested file is available or charged 
out. In addition, the last three serials in the file are displayed 
on the FACS video display terminal, which allows the requester to 
ascertain up-to-date information regarding the file. A computer
generated routing'slip/chargeout is produced through FACS, which is 
used for routing the file to the requester. 

PROCEDURES FOR REQUESTING FILES 

7-17-85 

1. Call extension D and provide the following 
information in the sequence listed below since the 
operator taking your request will be following a 
fixed format on the FACS video display terminal: 

a. 
b. 
c. 
d. 
e. 
f. 
g. 
h. 
i. 

2. If 
by 
TL 

Classification 
Case number (to include sub files, if applicable) 
Section (if known) 
Requester's name 
Telelift station number (TL) 
Room number 
Telephone extension 
Subject (if applicable) 
Type of service (Regular, Special) 

you have more than six file requests, forward them 
routing slip to the Filing Subunit, Room 5320, 
222. 

MEMORANDUM TO ALL BUREAU 
OFFICIALS AND SUPERVISORS 5-85 

'\~SS~ 

5-85 



• • GUIDELINES FOR SERVICE 

7-17-85 

1. Types of Service - RMD will make every effort to 
provide the service indicated below. This service 
applies only if the files requested are available at 
the time of the request. If the frequency of 
"Special" requests is high, the ability to adhere to 
the standards indicated below will be degraded. 
Therefore, it is important for all employees to 
exercise judgment when requesting "Special" service. 
"urgent" service (Pickup) is reserved for Bureau 
officials at the level of Section Chief or above. 

a. Regular - Request to delivery. time - 3 hours 
b. Special - Request to delivery time - I 1/2 hours 
c. Urgent - The requesting official's office will 

be called by a Filing Subunit Supervisor and 
arrangements made for pickup. 

2. Transfers - If ·you are forwarding a file to another 
individual, rather than returning it to RMD, call 
extension 3421. If a file is not transferred when it 
is forwarded to another employee, computer memory 
will still hold the person to whom the file is 
charged .a~countable for the file. This is the single 
most important function to ensure prompt and 
efficient service. All employees must take the time 
to transfer files. without doing so, a considerable 
amount 6f work hours will be. lost by requiring locate 
clerks to locate files which would otherwise not be . 
necessary if they were properly transferred. 

3. Returning Files - You should return files as promptly 
as possible. This will. ease locate problems and will 
allow a smooth, continuous work flow. 

40 Recharges - All files must be recharged quarterly on 
the second Tuesday of April; July, October and 
January. 

5 .• 
I 

Locate - To place a file on locate, ,call extension 
IThereafter, to check the status of a file 

'--p-l .... a-c-e-d ..... on locate ,call one of the following 
extensions: 

Classifications 1 - 92, extenSion~ 
Classifications 93 - 105, extension 
Classifications 106 - end, extension 

2 

MEMORANDUM TO ALL BUREAU 
OFFICIALS AND SUPERVISORS 5-85 

b7C 
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... 

• • Any questio~ld be direqted to the Filing s~unil 
Supervisor, extension~ 

Your cooperation is appreciateq. 

William H •. Wgbster 
Oirect9r 

7-17-85 3 
MEMORANDUM TO ALL BUREAU 
OFFICIALS AND SUPERVISORS 5-85 
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I , 
l, J ~~ssistant Director, . I=rnm· V II Administrative Services Division II "" " .. mal 

SUGGESTION 

• 
Date 

2/23/87 
Division of Assignment 

EL PASO 

;.. 

I· 

b7C 

Form(s) be prepared to flag files for National Archives, pending 
litigation, and FOI/PA. This form(s) could be inserted as top serial 
in a file, as top serial in appropriate file in a consolidated volume 
or on top of pertinent serial in a case file or consolidated volume. 
One form could perhaps be prepared where the appropriate marking, 
i.e. National Archives, could be checked or circled or separate 
forms could be prepared for each marking. File fronts, of course, 
would continue to be stamped. In a consolidated volume, the 
appropriate file number would be listed under the appropriate 
stamp on the file front. 

SAMPLES ATTACHED 

cUB~~i~~~oi ru~ Y'fI~?sn.ru~~lIam~{~r.r:r~N OF RECORDS, NATIONAL ARCHIVES AND 
RECORDS SERVICE (NARS), APPRAISAL OF FBIHQ AND FIELD OFFICE RECORDS, 
in ~ field to remove files from consolidated volumes (con't. Page 2) 

Advantages of suggestion and annual savings (include basis for estimate) 

This suggestion would further flag files and serials which are not to 
be destroyed under National Archives, pending litigation or FOI/PA. 
At time of actual file destruction, it would be an additional safe
guard. It would also eliminate the necessity of having to remove the 
file from a consolidated volume. Having ·to remove files from a 
consolidated volume entails time and also leaves some consolidated 
volumes p~etty thin which defeats the purpose of consolidation. It 
also leaves pretty thin files standing alone which can get easily.lo$u 
when placed in the closed section between consolidated volumes. - . 

Disadvantages of suggestion 

None known to suggestor. 

(The use by the United States of my suggestion shall not form the basis of a furt 
I understand that I will be considered for any justified award only if my sugges 

o Mr. 00 Mrs. 0 Miss 

Recommendations and comments of Divlsiorr Head 

~ 

upon the United States 

.) ~ ••• 1, P Q ~ .. , 7 ___ f"I .... ·\~ .. .~ ,) 

'(1 SignaturUnd Title of Suggester 
~ -

It is recommended that this 
tion by the Bureau. 

." .u \,,0] 
suggestion be g~ven favorable considera-~~ 

iffT 1 _fl ~ " ~:O Ii~CLOSURE ATTACHED'~. 
• .... {/ Signature and Title RAYr.mn P. YEl:J'-'BAK 

SpeClal Agent jn" Charge (Do not write in lhis space - for Bureau use only) 

"'-...... '--- , l {\ 
I ~/;:~U"(\l ,f/;: o . '- v,. \ I,. 



·.~ • 
Current ~ractice continued: 

in stamping files for the National Archives. File fr.onts are 
now stamped with the appropriate markings. 

2. 

i 



• 
Re: Suggestion #87-87 from the El Paso Division 

~ 
ADDENDUM OF THE RECORDS MANAGEMENT DIVISION CRMD) CLFB:lfb) 
3/6/87: 

RMD has reviewed attached suggestion #87-87 from the El 
Paso (EP) Division which proposes that forms (samples attached) 
be prepared for use as a "top serial" to flag files for National 
Archives, pending litigation, and FOI/PA in addition to the 
current method of stamping the file jackets with the applicable 
retention stamp, i. e "DO NOT DESTROY - HISTORICAL VALUE -
NATIONAL ARCHIVES". Suggestor states the forms would further 
flag files and serials and be an additional safeguard to prevent 
material from accidental destruction. 

RMD is of the opinion that the current practice of 
stamping the file jackets with the applicable retention stamp is 
an adequate means of identifying files/serials that are to be 
excluded from destruction and that the EP proposal would only 
place additional administrative burdens on field offices. 

RECOMMENDATION: That suggestion not be adopted. 

-3-



~ . - -. 
, , 

o 

,. ... 

DO NOT DESTROY -
PENDING LITIGATION 

DO NOT ·DESTROY 
UNTll_':_' __ 
FOI/PA MATERIAL 

X DO NOT DESTROY 
HISTORICAL VALUE 

. . NATIONAL ARCHIVES 

MAINTAIN AS TOP StRIAL IN 
F I Lt NUM8ER _____ _ 

Mf~~ I NT A I N ON TOP OF SFR I ill __ --:--__ 
IN FILE NUf;~BER ___ _ 



> 

· . '. .. 

DO NOT ··DESTROY • 
PENDING LITIGATION 

MAINTAIN AS TOP SERIAL·IN 
FILE NU~!18ER _____ _ 

)Ai' I·NTA I N ON TOP OF SFR I AL ___ _ 
IN FILF NUMBER_---

, • I 

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



DO NOT DESTROY 
HISTORICAL VALUE 
NATIONAL ARCHIVES 

MAINTAIK AS TOP SERIAL IN 
r- I I .,... aJ U 11 A ~ .-R r j ~c.. [\ f,nOt. , ______ _ 

MAINTAIN ON TOP OF SERIAL ______ __ 
IN FILE NUf;18ER ____ _ 



DO NOT DESTROY 
U'NTll __ _ 
fOl/PA MATERIAL 

MAINTAIN AS TOP SERIAL IN 
F f LF NU~'BEf< ______ _ 

~!1t1! I NT/~ I N ON TOP OF StR I t\L ____ _ 
I f\ FILE f~,.U~l8ER ____ -:o-



~ .. ~--------------------------~~ ~ l 

) , • 
I·larch 19, 1987 

PERSONAL 

I ~ , 
.......... F .... e"...d~e~r~a~lr""'"'11B~u~r~e~a~u~o-;:f""""=I:-n....lvesti9'ation - T. /;:. 

El Paso, Texas rlw1 e"':;; tIC 

, , 

Exec AD Adm._ 
Exec AD InY. __ 
Exec AD LES_ 
Asst.Olr.: 

Adm. Servs. 
Crlm.lnv. 
Idenl. __ _ 
Insp. __ _ 

Dea~ I _~ 
Your sug'le .... Uon thatl"',. f.orwrDeprepared~Q~ files 

~!:~~~Ja~E.~ij1ii.V:~~t_p.sm_~n~;li~;i..2.~~~~~$t F~eEgi<?m ~+ ~
;tnforyM.:!!~Q,!.'~~~l.va9:' ~cES1ias bee~ recel.vec: and' ~ thank you. 
The Recoras~nagement Dl.v!sIon (R}ID) has rev~ewed ~t and they 
have informed me that they believe the current practice of stamp
ing the file jackets is an adequate means of identifying files 
and/or serials that are to be excluded from destruction. In view 
of this, ~ID has recommended it not be adopted. 

Your contribution to the FBI.s Suggestion Program is 
greatly appreciated and I look fO~1ard to any other ideas that you 
may wish to submit for our consideration. 

Sincerely yours, 

Is/ 
Ed\V'in J to Sharp 
Assistant Director 
Administrative Services Division 

2 - ~l-P~!~gestion file 1li-240 'f/ .... i13/Q .- 3.: ~6 
1 - Field personne~l~f~i~l~e ________ ~ ~i f ~ 

1 ~ Personnel file of 1 1- Enclosure 
NOTE: Suggestion and reasons for nonadoption set forth in letter 

1
0 suggester and addendum of RMD 3/6/87·. Views attached. 

LD (6) Suggestion #87-87 __ _ 

... 
Inl.II. pJo Lab. __ _ 

Legal Coon. _ 

011. Congo & I) -. \ " 

Public Ails. - \ )1J. 

~:;h.~!~~. II i d "~I " '1),':1,- ;: 
Training ~, ,\ .::. ':J. 

Oil. Liaison & 
Int. Alls. __ 

~~:::I~~~Se s:~~ MAIl. ROOM d eCOS I ~'5 



\-

~~mofandum •. ,. • ,~"'7 ' ' 
;,1" . 

I (~ 
.' ,-,\ ~i;,~. -1 

tit~:.A!i':n". __ _ 
£~~. J'J.~tEB_~ .. __ 

~t.(:rL 

Mm" S';7\1!!: __ 

To : Mr. Glov;!J- Date 4/30/87 

FrornA~en H. McCreight 

Subject: PROPOSED CHANGE IN MANUAL OF 
ADMINISTRATIVE OPERATIONS AND PROCEDURES (MAOP) 

PURPOSE: To place in the MAOP new policy information and 
instructions concerning color-coded file fronts and backs. 

DETAIIS: 0 f/l-~ 
REASON FOR CHANGE 

~';:l". _~_I 
i\lE!it __ _ 

' 

.... ,..,-.11\4· .... ..,. 
H..,tl,.,.~~~~ ___ I 

rnt·:ll. __ _ 
I " ... ' .... '~,.{ ! ~ ... H. .... ••• ___ I 
It::;:o!C,: m .. -.", I 
~~. {l; C:~fJ' 

urdt:ct.;!::; 

~~!: .. J~~Pt _. 

Tecll.C~M 

Trufr.illij - • f 
rcr~p~or.~ P~'n. " t 
t:n:ct~i·S ~~(~C 'v : 

-:-.J2 ...... Qi8. _ ... ..... .. 

t-l J ( 
CUrrently, file fronts and backs used by FBIHQ, field \ 1\'\ ~ t 

and Legal Attache offices are prepared on various solid colored l~ .... ,/ ii,~',~' \, 
card stock and are a sole source non-competitive procurement ~) ~ ~,~' 
item. The Records Section, Records Management Division (RMO) and ~ \~ ~'J'. 
the Printing, Warehousing and Supply unit, Facilities Management ~\\J\ ~\ .. ~ 
and Security Section, Administrative Services Division, working "-.. " § ~J, 
in concert with the Government Printing Office (GPO) determined \ U" 
that competitive procurement of solid white file fronts (without \ \ 
metal eyelets) and backs with various colored borders will resul t ~ '-U E3" '\ 
in a monetary savings to the FBI. The savings cannot be ".---... ~ ~ ~" ~ 
quantified at this time due to the competitive bidding process.~ .-,~ \ b~ 

(~- u 
The GPO furnished RMO a limited number of the prototype ~ 

file fronts and backs for testing and evaluation. The prototype 5 
items proved to be very satisfactory and are constructed in a 
fashion that cause them to be substantially stronger and more 
durable than the conventional file fronts and backs. 

By memorandum c. P. MQnrQ~ to Mr. Mintz, 2/27/86, 
captioned "Use of Color-Coded File Fronts and Backs", the 
procurement of color-coded file fronts and b~C s~:: ~r~ve~~ 

'IIJ'''/I,OP' b 0; • d t ' ~""f t,J/5:d ~~ ~s e~ng rev~se 0 ~ncorpora e ~n orma ~on an 
instructions regarding the color-coded file fronts and backs. 

Enclosure 
1 - 66-l855-T 
1 - 66-16263 
1 ':'--Mr. GroVer 
1 - Mr. McCreight (Front Office 

i :1 1 
1 - Manuals Desk 
1 - 66-19198 (MAOP) 
TBD:lfb 
(r8 ~J/"'" 

\\..,,-._.r 
.F-J\D /.-l- .~~~ 

'l;~O -1 \j H '3 0 !\~?,; 

I'~--~ .. 
,SJ '11 ~~r~t 1'fa 1/l,;t/} 

; I ~ Control Folder) 

(CONTINUED - OVER) 



" ,-'. • .. • 
Memorandum from Allen H. MCCreight to Mr. Glover 
Re: Proposed Change in Manual of 

Administrative operations and Procedures (MAOP) 

Required contact was made with the Manuals Desk, RMD, 
for the necessary coordination and assistance prior to the 
preparation of this memorandum. 

CHANGED TEXT 

MAOP, Part II, section 2-4 (1), page 281, delete and 
insert the following: 

v 
~t,l 

FBIH fieldQand Le al Attache file fronts and backs are 
white with color-coded borders to facilitate sorting! routing andk 
enhance security. Form 4-596 has a black border and is used for 
FBIHQ investigative and administrative files. Form 4-596a has a 
yellow border and is used for FBIHO non-personnel files stored 
and maintained in the Personnel Records Subunit • .:i''''''''Form FD-245 has 
a brown border and is used for field office criminal 
investigative and administrative files. Form FD-245a has a green 
border and is used for field office informant and asset files. 
Form FD-245b has a blue border and is used for all Legal Attache 
office files. Form FD-245c has a red border and is used for 
field office security investigative files. Form FD-245d is solid 
white and is used for field office personnel files. 

SAC MEMORANDUM 

Appropriate memorandum to All Special Agents In Charge 
has been prepared and is attached. 

RECOMMENDATION: That the aforementioned manual change and 
attached memorandum to All Special Agents in Charge be approved 
and forwarded to the Manuals D~$k, RMD, for appropriate handling. 

2 
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••• . . 

Office of the Director 

u .s. ~epart.f Justice 

Federal Bureau of Investigation .;.. 

Washington. D.C. 20535 

(Typed April 30, 1987) 

PERSONAL ATTENTION 

MEMORANDUM TO ALL SPECIAL AGENTS IN CHARGE: 

RE: MANAGEMENT OF FILES - FILE FRONTS AND BACKS 

As you are aware, file fronts and backs are currently 
prepared on various solid colored card stock. FBIHQ has 
satisfactorily tested and evaluated a less expensive, stronger and 
more durable file front and back prepared on white card stock with a 
color-coded border that will identify the various categories of 
investigative and administrative files. The color-coded border 
corresponds to the color scheme presently being used in the field and 
Legal Attache offices. The file fronts contain a succinct statement 
indicating the category of material to be filed in each and are 
numbered as follows: 

Form FD-245 - White file front and back, brown border, 
for field office criminal investigative 

. and administrative files. 

Form FD-245a - White file front and back, green border, 
for field office informant and asset files. 

Form FD-245b - White file front and back, blue border, for 
all Legal Attache office files. 

Form FD-245c - White file front and Dadk, red border, for 
field office security investigative files. 

Form FD-245d - White file front and back, no border, for 
field office personnel files. ~ 

&& --~3/f-3&/l 
Bicentennial of the United States Constitution (1787-1987) 

R'r~ll! n~ffliE 
{!;.s~6tw~l~nt· 
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•• v .' • 
Memorandum to All Special Agents in Charge 
Re: Management of Files - File Fronts and Backs 

Form 4-596 - White file front and back, black border, 
all FBIRQ investigative and 
administrative files. 

Form 4-596a - White file front and back, yellow border, 
for non-personnel files stored and 
maintained in the Personnel Records 
Subunit, FBIRQ. 

The new file fronts and backs are being placed in stock at 
FBIRQ. Upon depletion of the supply of conventional solid color file 
fronts and backs in stock, future requests for these items will be 
filled with the aforementioned color-coded forms. 

Appropriate manual c~anges are forthcoming. , 

~e~ 
John E. otto 

Acting Director 
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I' 
'I ErUi.tloyee Suggestton 
FD-~2 (R~Y. 9-11-59) 

., ...... -~- .-
r '"'--<"'j' 

To: 

Date 

4/21/87 
Division of Assignment 

Director, FBI Hi 1 v7a ukee 

TION FCI, Informant and Personnel files are color-coded mainly 
fo~ security due to the nature of their contents. It is suggested 
this procedure be expanded to color-code files by program, such as 
dark blue for Organized Crime, yellow' for il'lhite Collar Crime, 
light blue for reactive squad classifications (General Property 
Crimes, General Government Crimes, Personal Crimes, Fuaitives), 
pink for Administrative files, etc., etc. .. 

Current practice or rule (Include manual citation as well as facts) 

Only FCI, Informant and Personnel files are color-coded. 
files are the basic brown. 

Advantages of suggestion and annual savings (include basis for estimate) 

All other 

Such a procedure would expedite routing and practically eliminate 
misfiles. Considerable time and effort could be saved, particularly 
in the large offices where hundreds of files are continuously in 
routing. Since the majority of files are brown, searches for lost 
files consists of a canvass of thousands of these brown files. 
Color-coding would sharply reduce and should eliminate the search 
for lost or misfiles. 

Disadvantages of suggestion 

None. 

(The use by the United States of my suggestion shall nol form the basis of a further claim of any nature by me, my heirs, or 
aSSigns upon the United States. I understand thai I will be cQnsidered estien is adopted 
within two years after submission.) File , 

O D ~ SUperV1SOr 
Mr. Mrs. ~Miss 

Recommendations and comments of Division Head 1S sugges 
one, although I do note that a very few 
fall into different programs, depend'ng 
such as 31, 145, and 194 matters. i 
cited by suggestion. I do recomme~~~~~~~L-~~~~~----~~~~--

(Do not write in this space - for Bureau use only) 

., , 

!Bureau 
- Hilwaukee (l-PFI 

/mj1 ~----~ 

of this suggestion. ~ I,b' /:7---
-, . f I / J(P~ J~:fu '~:ma7--t·/., ~ " ---

(1-66-1586) 

b6 
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Re: Suggestion #176-87 from the MYlwaukee Division ~ 
ADDENDUM OF THE RECORDS MANAGEMENT DIVISION (RMD) (LFB: lfb) 
6/9/87: 

RMD has reviewed attached suggestion #176-87 concerning 
the expansion of color-coded files by program, i.e. organized 
crime, White Collar Crime, etc. 

RMD notes that file fronts and backs currently used by 
FBIHQ, field and Legal Attache offices are color-coded using 
brown, green, blue, red, white, black and yellow for specific 
classifications to facilitate sorting, routing and enhance 
security. RMD is of the opinion that to color code file jackets 
according to program, not classification, is not cost effective 
and there are not sUfficient classifications within a program to 
warrant a separate breakdown. 

RECOMMENDATION: That suggestion not be adopted. 

Off 01 congo ~ Adm SeNS. - & Pub\lc',ffs.--
APPROVEO: Crir.' Inv .. ___ ~ 011 of ... ,.:\. ~ 

,O:!~~. - - & Inti t.lh. 
__ ,... :~~;" .... --_- Rc\~ ~~'omt,.: 

Director -- .-- l'co;- Strv". 
Exec AO·Adm. - ~tory - - Trammg -
Ex.ec. AD-In\ .. - Legal Coun. -
~ec. AD-LE.S -

-2-
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I 
j 

.J I., 

APPROVED: 

~ • .• ~ 

Federal Bureau of Investigation 
l-lihlaukee, Wisconsin 

Dear I L.. ______ ----1 

.-
June 22" 1987 

PERSONAL 

We have received your ~ha.t ~iles .!?~~:t;
c~deg ~ ~~~ and the Records Management Division (ru:ID) was 
afforded €ne opportunity to evaluate it. File fronts and baoks 
currently used throughout the Bureau are color-coded using brown, 
green, blue, red, white, black and yellow for specific classifi
cations in order to faci1~tate sorting and routing as well as to 
enhance security. IU4D is of the opinion that there are not suffi
cient classifications within the different programs to warrant a 
separate breakdo~in and they have therefore recommended that this 
proposal not be adopted. 

Although a more favorable response oould not be offered 
in this instance, I am very pleased that you took the time to pre
sent your idea for the oonsideration of our Suggestion Program. 
Should you have any further ideas, they 'l1i;1.1, of course,. be more 
tban ~lelcome. 

Sinoerely yours, 

Crim. fnv._~,-. _ ..... '-., & Publ~ AfflS._ 
Ident Off of lllll. 

Adm. SeM. __ Off. Qf¢gng. (. 

Director In!:pection & tnll Aft~S' • 
Exec Ao.-:-Ad~m-. ::: Int()lI. Rec. Mgmt, Edwl.n J -' Sharp 
Exec Ap..Inv •. _ Laboratory Tech. SeM. Assistant Direotor 
Ex~~[);I!.ES) _Leg:::;.l COUll; __ Training Administrative Services Division 

b 

'JUN 2~; 'j9Si _ Milwaukee /., (. ... 2. J (I - 3'ft" (!..--:., f. ",.-f ...... .;'~ ~ (tJ, I 

ExeeAOAdJtl 1 - Suggestion file . ! i7 JUN 1!5 1987 
ExecAOlnvtm-- 1 - Field personne;:;.:l:.....:f::.:l.~l::.;e=--____ --, 
!::~. ~I~.:LES - I - Personnel file of 1 1- Enclosure __ ~ 

Adm.Servs._ NOTE: Suggestion and reasons for nonadoption set forth in letter "'-' 
Crlm.lnv. __ to su\ester and addendum of RMD 6/9/87. Views attached. 

~~: ~ : ld ( 6) .!':!.~'l"e~tip~~! ~~-8 7 
Legal Coun._ !.Iur -. ____ ' 
Off. Congo & 

Public Ails. 
Ree. Mgnt. 
Tech. Servs._ 
Training __ 

Oil. Liaison & 
Inl. Alls. __ 

Telephone Rm. 
Olreclor's Sec'Y _ 

1.iJ. i ~UL 1 41981' 

~L .... J e~sl~j 



,., 
Date 

1/7/87 ~ 
~~--~~~~~--~~~~----e6 I 10: Division of Assignment 

Di~e·ct()r. FBI RECORD S MANAGEMENT 

be made for requesting files from the Filing Subunit, 
Records Section, Records Mana~ement division. 

o i="i I~ 

Current practice or rule (Include manual citation as well as facts) 
When requesting files, file numbers are now being written on any 
available sheet of paper with sizes ranging from 3x5 to legal size 

er. 
Advantages of suggestion and annual savings (include basis for estimate) 

Requests for files would be received in a uniform format. All 
needed information would be present. This would enable the VDT 
operators to process the requests more efficiently. 

One GS 5/6, annual salary of $16,790, processing these requests 
each day, even a 10% increase in efficiency would save over $1,679 
per year. 

Disadvantages of suggestion 

None apparent. 

(The use by the United States of my suggestion shall not form 
aSSigns upon the United States. I understand that I wilybe con 
within two 'l(ears after submission.) ,....-dl' 

DMr. L..ILJMrs. DMiSS 

Recommendations and comments of Division Head 

See attached page. 

(Do not write in this space - for Bureau use .6!liy) 

"l ~~ .' 
;'(0 ~ JAN 07(1988 

J . , ,- . 
(I .," , ~ .. ' 

I, 
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"I' 

... " 

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

A review of the suggestion of the employee has been 
conducted by supervisory personnel in the Records Management 
Division. The suggestion has merit and is being implemented. 

'), 

L-________ ~ ___ ___=====_=:;;;;;;~ _______ __01 
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0-102 (4-24-87) 

File Request Form 
Date 

o Regular 
o Special 

'1\ 

Requestor Telelift Room Extension 

File Number Subject 

FSIIDOJ 
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/ 

To :~intz 
. "Mit 

From /.ifll.) . Monroe 

Subject: USE OF COLOR-CODED 
FILE FRONTS AND BACKS 

Date 2/27/86 

Rei Ito Mr. Monroe memorandum, 6/27/'85, captioned 
"Utilization of New Color-Coding Design for File Fronts and Standardized 
File Backs," (copy a't tached) • 

PURPOSE: To propose that white file fronts (without metal eyelets) 
and backs with various color-coded borders be procured and placed in 
stock at FBIHQ for issue to the field offices, Legal Attache offices 
and FBIHQ contingents. (See sample of prototype attached.) 

RECOMMENDATIONS: 1. That white file fronts (wi.thout ~etal eyelets) 
and backs with color-coded borders as described below be approved for 
use by all field offices, Legal Attache offices and FBIHQ contingents. 
If approved, form numbers will be assigned as indicated. 

,~Pii~7;VEr;: : 'ti· ,s' ...... ·~ .. '. p. 

t.xe.A!lfn 
t:1J Ex.. • 

Ex •• AD 5_ 
Asst.Oir.: 

Adm. Se,vs._ 
C.ili.lnv. __ 
Id.~t. __ _ 
Intoll. __ _ 
Laba,atory __ 
Legal-Couri. _ 

Plon'~~r a Rec •. Mgn,,,,,,"-"" 
l:/ '\ -?~. Tech.;Se,vs. _ 

TrQini'n~ 
Public 1.Ifi'?P')? _ 
Teleph;-o~R..!'!. _ 
Oirectoh H9Y -

~ ~;;:~t'::t;.:"·:t:.· ~ :"::~--.. ,. :: · .. ·:;·~~7"'~/' . 
."v .. "...... . ..... '. ____ •. 1'·'.I~~.;;;I,·S ___ ~_. ___ • / ?,;:::::; i~"(!'1'" ;~.' J""" j 'u' ........ 1) -.. "(; • 0 c2 

MflO.AD-LES ___ Inlsll. __ ._, '" .• ~ l(i)·!"r.:'(_,~ ..• _.", •• ~ ..... ~. ~ - ~/ 1_ 
2. If recommendation number one is approved, recommend that 

the Property Procurement and Management Section, Administrative Services 
Division (ASD), arrange to procure and place in stock at F ned 
file fronts and b~cks. 

l ~;. ':1 :>.:co 

~~:~~j~;~).;, ' --~.-.. _- ::~.> ;:,::;:X~::;l._ .~ IJ ~''f' ' .~' cr' 
t::::'h~.t.c'.'::·.. 100'::';la:;lb"'. __ T', ;l' ~:';:::~':;'" _, __ ,,_ WI r 1. 1~ 

fnt:;H._ ..... _ .... :_ .. _ itu:.li_J 7 
3. Upon approval of recommendations one and ·tw~:·~~~~.::~u ..... , ._ ~.~. 

that the Records Management Division (RMD) prepare an appropriat' '~io"""" 
to all field offices, Legal Attache offices and all Bureau Officials 
and Supervisors advising of the new color coded file fronts and backs 

) 

" 

which are to be placed in use upon depletion of the existing supply ~ ( 
of the conventional file fronts and backs. AFlPf1CVED: .. Mm.Ser,:s._ l'l"'c'alc.I1 ____ --, 

C" • v LI~:I<:: CO;.l'l. -"-

Enclo,sures 
I - Mr. Mintz 
I - Mr. Sharp 
I - Mr. Monroe 

I':~' ~, tl!'=~ 
" TBD~.c~g~zr-.~\,~)----~ 

~ 

1 
I 
I 
I 

Ckf.'cfcr __ 
flo • ,;) • - _. ,-- Oli -:' Ceng. 

&. F!1:~:h~ AIlS:rzr-h:7.-1iI11 
Idenl. __ ...... Re\~. M;pl. .~.Jt::: 

F'!lr.~c.AD.li1'1. Ins~eclion_.- Tect!.501''Is. __ _ 

,:::;.:.:.:.:..:.;;;..;.;.;....K;:=~..,._~ __ T<8;'::o 
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. . • " . 

Memorandum from C. P. Monroe to Mr. Mintz 
Re: Use of Color-Coded 

File Fronts and Backs 

DETAILS: Currently, file fronts and backs used by FBIHQ, field offices, 
and Legal Attache offices are prepared on various ~ colored card 
stock with metal eyelets, and are a sole source non-competitive procurement 
item. The Records Section, RMD, and the Printing, Warehousing and 
Supply Unit, Facilities Management and Security Section, Administrative 
Services Division, working in concert with the Government Printing 
Office (GPO), determined that competitive procurement of a solid white 
file front (without metal eyelets) and backs with various colored borders 
will result in a monetary savings to the FBI. However, the savings 
can not be quantified at this time due to the competitive bidding process. 

In August, 1985, the GPO furnished RMD a limited number of 
the prototype file fronts and backs for testing and evaluation. The 
prototype items have proven to be very satisfactory and are constructed 
in a fashion that causes them to be substantially stronger and more 
durable than the conventional file fronts and backs. 

In view of the success with the prototype file fronts and 
backs and the savings that will be realized from the competitive procurement 
process, RMD proposes that the white color-coded file fronts (without 
metal eyelets) and backs be procured and placed in FBIHQ stock for 
distribution and use by the field offices, Legal Attache offices and 
FBIHQ contingents upon depletion of the existing supply of the conventional 
file fronts and backs. If approved, proposed file fronts and backs 
will be color-coded and assigned fOrnanumbers as indicated below: 

o 

o 

o 

o 

o 

o 

o 

White file front and back with black border - FBIHQ Investigative 
and Administrative files, Form 4-596. 

White file front and back, yellow border - FBIHQ non-personnel 
files stored and maintained in the Personnel Records Subunit, 
Form 4-596a. 

White file front and back, brown border - Field office 
Criminal Investigative and Administrative files, Form 
FD-245. 

White file fron~ and back, red border - Field office security 
investigative files, Form FD-245c. 

White file front and back, green border - Field office 
Informant and Asset files, Form FD-245a. 

White file front and back, no border - Field office personnel 
files - Form FD-245d. 

White' file front and back, blue border - all Legal Attache 
office files, Form FD-245b. 

- 2 -



• 
PERSONAL ATTENTION 
MEMORANDUM 16-87-

U.S. Departme. Justice 

Federal Bureau of Investigation .J: 

Washington. D.C. 20535 

~ June 9, 1987 

/ ~. MEMORANDUM TO ALL SPECIAL AGENTS IN CHARGE: 

RE: MANAGEMENT OF FILES - FILE FRONTS AND BACKS 

°P;k5 
As you are aware, file fronts and backs are currently 

prepared on various solid colored card stock. FBIHQ has 
satisfactorily tested and evaluated a less expensive, stronger ~nd 
more durable file front and back prepared on white card stock with a 
color-coded border that will identify the various categories of 
investigative and administrative files. The color-coded border 
corresponds to the color scheme presently being used in the field and 
Legal Attache offices. The file fronts contain a succinct statement 
indicating the category of material to be filed in each and are 
.numbered as follows: . 

Form FD-245 - White file front and back, brown border, 
for field office criminal investigative' 
and administrative files. 

Form FD-245a - White file front and back, green border, 
for field office informant and asset files. 

Form FD-245b - White file front and back, blue border, for 
all Legal Attache office files. 

Form FD-245c - White file front and back, red border, for 
field office security investigative files. 

Form FD-245d - White file front and back, no border, for 
field office personnel files. 

1 .... fIKlT REOOF\DED . 

JUN 1'6/1987 

l 1 ',l 
"U • 
. ,', . I-'I~T 1 5 'r,.· 

~ "~ I ~ 
! ~ ~ 6-9-87 
'\ ~ I MEMORANDUM 16-87 
,,,/~,,,,, Bice~tennial of the United States Constitution (l787~ 1987) 

FBI/OOJ 



• • Form 4-596 - White file front and back, black border, ); ' .... 
all FBIHQ investigative and 
administrative files. 

Form 4-596a - White file front and back, yellow border, 
for non-personnel files stored and 
maintained in the Personnel Records 
Subunit, FBIHQ. 

The new file fronts and backs are being placed in stock at 
FBIHQ. Upon depletion of the supply of conventional solid color file 
fronts and backs in stock, future requests for these items will be 
filled with the aforementioned color-coded forms. 

Appropriate manual changes are forthcoming. 

6-9-87 
MEM0RANDUM 16-87 

John E. otto 
Acting Director 

2 



,t: , 

April 24, 1987 

PERSO't1AL 

Federal Bureau of Investigati¢n 
t1ashin<Jton, D.. c. 

. Dea1 I ~ ti/e,s 
~ 

I am pleased to ~nform you that your ~gesti9~ of a 
~~,~Q file-request fQuu7 has been npprovod and the necessary 
steps are already being ta}~en to inplenent it. The operations 
of the Filing Subunit,,, Records Saction, Records l"lanag~ment Divi-
sionl will nndoubtedly benefit throngh the use of this form and 
you are to be commended for bringing your proposal to our 
attention. 

'. 

Should you have any other recommendations that you ~ 
believe could be of interest to either your division or the FBI ,I 
as a whole, please be assured that. they will be 'given every con /,1-"" 

sideration and would be morc than welcome. ; 

Sincerely your$, /;;-.'~ 
Act.1l.Sem. __ I.I.lboratcry '" ~bY!yf lr~.H! ;.( 1_ !.~. ;. 
Crl,~l. In'l. _ Legal COlh'l. Jt'" '" ~ \ 

'otrectOl' oa. of Congo t;:..;; / : ~ " 
" "'---- & PUblic Ms. ~ tJ .. ,..,...- • - '/~' 

E"ec. A ... ·Adm._ k!n::t. Ree. Mgnt. /Ei:iB.l.::.'''"' I:dw.l.n J. Sharp ... 
Ex;?c.,J-\D~., __ In::~'<'::'';:rm--=- Tech. ~.~ Assistant. Director 
E.-.~!tl::S fr In:d). • 1.'l<1.i:!~ , ,. ( A~I~f82/fati va ~erVi)C~ DiV~~2' '0!j'_ ~ 
~ ~ B X<!r. !·icCreight (Personal Atti~'lt~on) ({) - d 3....., ~a" Q ,', t 
:;. c:: t f 110 monetary recognition is being gran edl ~nasm~.. ''1' 

~ , as there will be only an increase in efficiency, rather than 
a ttue cost savings resulting. Please advise the Suggestio 
Desk when this suggestion has been implemented. 

Exec AD Adm._ 1 - Forms and R . Desk, RMD - Enclosure - For Ac ion 
ExecADlnv.__ Attention: 901. r:::.:--':"'-

I Exec AD LES ~6. 
Asst.D1r.: 1 - Personnel file of Enclosure '5' A t.;~ I 7" ~. 
~~:: ~:;s_. _ 'NOTE: Suggestion set ort ~n t?tter to suggester anaFD- ,", ated 
Ident. 1/7/87 with attached m,ID addendum advising suggestioi;i has been 
:~:~;. approved and is being implemented. Therefore, upon apiiroval, sug-. 
Lab. gester being advised thai; s;ugges'tion has been approved. Vie\'ls 
Legal Coun. - attached. "(\ \ 
Off. Congo & 

Public Affs. - ~' Mr Ree. Mgnt. _ 5 
Tech.Servs._ : r (6) Suggestion #135-87 
Training -- .., ....... =~..r~~:-:~ 

Off. Liaison & 

T~I:~h~!~' R-;;;:-~I , '- t. :j I) .. ~. f oY~" 
Dlroctor's Sec'y MAIL ROOM rrJ [,~ \ Q 



t \.> • " ' 
Date 

5/10/88 
To: From: (Suggester's name) Division of Assignment 

DIrector, FSI SAVANNAH 
SUGGESTION 

Redesign the file folder similar to attached so that on the 
front of the jacket of Volume 1 and all subsequent volumes the file 
numbers for the 00, Bufile and all auxi~ry' offices are conspicuously 
post1' . 

1f? \ ::'j //.~ 

Current practice or rule (Include manual citation as well as facts) 

Only F.O. and Bufile appear on jacket and there is no easy 
method to locate file numbers of auxiliary offices particularly where 

Advantages of suggestion and annual savings (include basis for estimate) 

b6 

There is no way to estimate the time spent annually by Agent 
and clerical personnel in examining F.O. files in efforts to locate the 
file numbers for auxiliary offices when preparing outgoing communica
tions. This is particularly wasteful of employee time when the case 
encompasses several volumes or in instances in which the case Agent 
is assigned to a Resident Agency and does not have ready access to the 
case file when attempting to dictate teletypes. 

Disadvantages of suggestion 

A large supply of "old style" jackets 
a decision as to the disposition of those, plus 
the production of the newly proposed jac~et may not prove cost 
The,use of a ru~ber ink stamp to provide spa?e for 

(The use by the United States of my suggestion shall not form the basisr.IU..IoIo..II/o,I;WoIiI~.&.IiI.IOw...s;I.Ui~..Il,I;I..IIoI,,!;"~IolIi.o1:~..mr 
assigns upon the United States. I understand that I will be considered 
within tw<;> years after submission.) 

Recommendations an~omments of Division He~d_ 

This suggestion has merit and' should be .---...... 

. ' , 
(Do not write in this space - for Sure se only) 

~L' 
. \ I \ t, ~ ,-. ,-



I. 
\ 

1 

Re: Suggestion #136-88 from the Savannah Division o.J.)f' 

ADDENDUM OF THE RECORDS MANAGEMENT DIVISION (RMD) (LFB;~fb) 
5/17/88: 

RMD has reviewed attached suggestion #136-88 from the 
Savannah Office proposing that Form FD-245 (File Front) be 
redesigned (sample attached) to record auxiliary office file 
numbers on it. 

CUrrent policy as set out in MAOP, Part II, Section 2-
4.3(6), page 286, allows field offices· to record auxiliary office 
file numbers on the inside of the file front. Each investigative 
employee should organize and manage the recording of auxiliary 
office file numbers in a manner that best suits his/her 
individual style. 

In addition, the Universal Case File Number concept in 
which each case file in the Bureau will be referred to by the 
same number in all offices regardless of whether that office is 
the Office of Origin or Auxiliary Of~ice will be tested in select 
field offices in the near future with Bureau-wide implementation 
anticipated to begin January, 1989. 

RECOMMENDATION: That the suggestion not be adopted inasmuch as 
current policy provides an adequate means of recording auxiliary 
office file numbers. 

APPROVED: ~ Adm. Servs. _ Off. of Cong. 
Crim.lnv. & Public Affs._ ~ 
'dent. Off. of lia. 

DIrector ~ ___ Inspeetion & Inti. Affs. -~~r 
Exec. AD·Adm. __ Intall. Roc,. Mgmt.-f-D!!.!.\..\" 
Exec. AD-Inv. _ Laborato1Y TGcl1. S13Ml. __ 
Exec. AD-LES __ Legal Coun. __ Training __ _ 

I 



"'~ -· Memorandum .-
'" .. 

From 

Subject: 

Date 9/15/87 

... 
'I 

PURPOSE: To recommend that all RMD file users be reminded of 
certain essential file procedures on a regular basis. 

Exec AD Adm. _ 
Exec AD Inv. _ 
Exec AD LES_ 

.. Aut. ~Ir.: ,). 
Adm. Servs. _ 

Crim.lnv • 
Ident. __ _ 
Insp. __ _ 
Intoll. __ 
Lab. __ _ 

Legal Coun. _ 
Off. Congo & 
Public Aff •• _. 

Roc:. Mgnt. _' 
Tec:h. so,~,~_, 
Trolning_"_, 

Telephone 

Director'. 

RECOMMENDATION: That RMD officials 
conferences on a quarterly basis-to 

Jtle~~r_~:e~~_s:; 

and managers utilize routine 
remind employees of essential 

Adm. Servs. _ Off. of .Cong. 
Crim.lnv. & Pubhc,Affs._ 
Ident. Off of Lla. 

Director Inspection & Inti, Affs. 4h1.n? /" 
Exec. AD-Adm. _Intell. Rae. Mgmt.,I!.~;.p.........,,:c...q,lf3,(II'f;(;o"o 
Exec. AD·lnv. __ Laboratory Te~h SeNS. -
Exec. AD-LES __ Legal Coun. _ TraiOln~ ----

APPROVED: 

m.l>""""~ 
.i:+ .. ~ -

DETAILS: File request surveys by RMD and the Inspection S ta~:f' . '."'>: ~' ~.
have consistently dfsclosed that the majority of files' reque~ted ./ ,,'.'~ ~"I 
are used fn RMD, particularly by Freedom of Information - P,iivacy} ./#J!;t"j 
Acts Section and Operations Section. '~ .,. /! /(.1.fln 

Since RMD entities generally require files for ex~nde4:;~·~'t~ ~ 
periods and often move files from one unit to another, it .is ~~ ;;;~ ___ 
vital that RMD employees meticulously follow all prescribed file ~i1 . I 
procedures especially with regard to the transfer and recharge of ~i'~~ 
files. - :'. !) ~, .'~ r-s-
Enclosure F '~NCl~~URE e 'e:'-- , ". ! 
66-2319 / .. tf~~~~ 
66-18090 
1 - Mr. McCreight 
1 - Mr. Tierney 
1 - Mr. ChristenseQ 
1 -I J 
1 - L,M-r-. -S"'"t-o-o-p-s-_ ...... 

HI,... ____ .....II Robm 4282 

DJC:kdg (11) 

II/V 

~.~~?~!~ r NOT r~~f!~"!.v~'.: ~ 
~ FEB~ 1988 { 

J 
~ .~ 

~ 

( CONTINUED-qVER) 

FBI/COJ 
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• • •• 
Memorandum from bl :--_____ ---Ilto Mr. McGreight 
Re: File Service 

Records Management Division (RMD), 

The File Automated ·Control System {FACS} ',can only ~()rk 
if it receives accurate data from ·the -file user.'" "A -'recent 
unfortunate occurrence involved an urgent file request from an 
Executive Assistant Director. The file he requi~ed had been sent 
to an RMD employee who failed to properly transfer the. file to 

'another user. Ensuing difficulties in locating th$ fil~ , 
prevented RMD from pro:-.riding the expedient s,ervice required! . ' 

In order to assist RMD officials in enforcing 
established procedures, the Filing Subunit will provide 
documentation of any future deviations for Section Chief review ~ 
and appropriate corrective action. 

The attached memorandum' is furnished to assist in 
reminding RMD File users of the importance of following 

(:;" prescr ibed procedures thereby facilitating file service to all. 

-2-



• Federa~ Bure~u. of Investigation ,r' 

Washington. D.C. 20535 , ~ 

Septe~ber 16, 1987 

'. 

ME~ORANDUM~O ALL BU~U 'OFFICIALS, ,SUPERVISORS AND FILE USERS 

RE: FILE SERVICE '- RECORDS MANAGEMENT DIVISON (RMD) 

The File Automated Control System, (FACS) is an 
automated file inventory system for FBIHQ files which provides 
locate, information. It can show whether the file is in RMP 
storage or to whom it is charged out. In addition, the last 
three serials in the file are displayed on the FACS video 
display terminal, which allows the requester to ascertain up
to-date information regarding the file. FACS CAN ONLY BE 
EFFECTIVE IF FILE USERS KEEP IT INFORMED REGARDING FILE 

tt"':', TRANSFERS. 

1. PROCEDURE FOR FILE REQUESTS 

1. Call extensi~n I I Provide the following 
information in sequence since the operator 
taking the request will be following'a fixed 
format on the FACs video display terminal: 

a. Classification 
b. Case number (to include sub files, if 

applicable) . 
c. Section (if known) 
d. Requester I s name . 
e. Telelift station number (TL) 
f. Room number 
g. ~elephone extension 
h. Subject (if applicable) 
i. Type of s!=~vice, (Regu~ar, Special) . 

2: Forward r'equests for more than six files by 
routing slip to the Filing Subunit, Room 5320, 
T;L 222. 

_ .' 2. PROCEDURE FOR FILE TRANSfERS 

Call ex~~~si~nl ~provid~ ~ata in,a. through g. 
I .. ,above :for transferee,' or new ~equester. ACCURATE DATA IS 

ESSENTIAL to permit efficien't ,file16cates for future. 
~ ~rE;!quest,e~$, ,Who may -have- emergency needs:' "Common. sense qic:;ta..te,s ~ 

-',,::·:~:that";:FACswill £ail to achieve its purpose -qnless itr~c:;e-~ves 
.': ·.:c "~f:iJ,.e, use:=~'sttpp6rt. ,~ . ", , " . 

'- ."I .. ~ • ","' .. 



• ••• 
3. PROCEDURE FOR FILE LOCATES 

. 'Call exten·sionl Ito place a file on locate., b7C 

Pro~ide data in a. through g. ~bove. ~There~fter call one of' 
the'following extensions to cheGk the status: ' 

, C;I.~'ssifications ,1- 92, extension~. 
,- 'Classifications 93 -,105, exte"ns!on 

ClassifIcations ,106- en~~ 'ex~ens.ion 

4. FILE RECHARGES 

If retained by the requester (or transferee), all 
files must be recharged quarterly on the second Tuesday of 
January, April, July, and October. 

5. FILE RETURNS 

Files should be returned to RMD as soon as possible. 
Prompt file returns will ensure timely availability to future 
requesters. 

6. GUIDELINES FOR SERVICE 

RMD will make evexy effort to provide the service 
indicated below if the file requested is in RMD storage at the 
tinte of request.-If "Special" requests are overused, or used 
unnecessarily, RMD will be thwarted in achieving its service 
goals. Therefore, it is important for all requesters to 
exercise good judgment when requesting "Special" service. 
"Urgent" service (Pickup) is reserved for Bureau officials at 
the level of Section Chief or above. 

a. Regular - Request to delivery time - 3 hours 
b. Special - Request to deliv~ry time - 1 1/2 hours 
c. Urgent - The requesting official's office will be 

called by a Filing Subunit Supervi$or and 
arrangements made for pickup as soon as possible. 

Division Heads are requested to ensure dissemination 
'to all file users. 

- 2 ... : 

'. 

~, ::.' ." '. 

, ~ ." ~ . . -
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. ,,..;;. 
~ . '1". "~r r., 

Memor~ndum .' .. 
\ 

. 

Th Mr. Glover Date 

.. ' 

9/16/87 

~ Exo ... AD ~dm. _ 
Exec AD Inv. _ 

Ex"cAO LES_ 
Aut. 01 •• : 

~1m. Serv$:._ 
Crim. Inv. __ 
Ident. __ _ 
Insp. __ _ 
Intell. __ _ 
Lab. __ _ 

~From~~n H. McCreight 0nlfe< ~ __ 
Subject: FILE SERVICE AND REQUEST PROCEDURES 

RECORDS MANAGEMENT DIVISION (RMD.) 

Legal CQun. _ 

Olf. CQRg~& • 
Public AI $ ,," 

Ree. Mgnt 
T ... h.S •••• _ 
Tralnlng __ 

Telephano Rm. _ 

Director's Sec'y_ 

,. 

PURPOSE: To recommend the "attached memorandum be sent to all 
Bureau officials, supervisors, and file users. 

RECOMMENDATION: 
jf;tributea. 

That the attached memorandum be approved and 

APPROVED: Adm. SeM. _ Off. of Cong. 
Crim. Inv. & Public Affs._ 

~
'dent. Off of Lia. 

Director Inspection & Inti. Affs. ~ 
Exec. AD·Adm. Intell. Rec. Mgmt.~ 
Exec. AO·lnv. __ l.nbcratory Tech Sarvs. __ 
Exec. AQ..LES __ Legai Coun. __ Training ___ _ 

DETAILS: Recent occurrences have demonstrated 'the need to 
rei terate certain file procedures for the benefi t of all FBIHQ .,.";/". 
file users. These procedures have not been reviewed since a ~~' 
memorandum of 7/17/85. In view of FBIHQ personnel turnover in 
recent years, it is now appropriate to remind file users of 
procedures deemed essential for effective, efficient file service 
by RMD. Of particular importance is the necessity to ensure all 
file users are reminded of the absolute need to properly transfer 
files. Failure to properly transfer a file vitiates the purpose 
of the File Automated Control System and severly impairs RMD file 
service efforts to the subsequent detf~T7~ 000~f.f-=;questers. 

. The attached memorandum has\Y~n p~J;h to remind all 
FBIHQ file users of established, essential proce~ures. 

Enclosure ~I;CORj)~D M' ~ 
~ ~Cl 1987 (G. v 

66-2319 'I 
66-18090 
I - Mr. Glover 53 

I -I _ 1 
I - Mr. Mccreirht ~..:_ 

i : I Room 4282 

-- -.-

b6 

FSI/COJ 



,... ....... 

.. 

... 

• • 
3. PROCEDURE FOR FILE LOCATES 

Call extension II to place a ,file o,n locate. 
Provide data in a. throu~above. Thereafter call one of 
the following extensions to check the status: 

~-~ 

Classifications 1 - 92, extension 
Classifications 93 - 105, extension 
Classifications 106 - end, extension 

4. FILE RECHARGES 

If retained by the ~equester (or transferee), all 
files must be recharged quarterly on the second Tuesday of 
January, April, July, and October. 

5. FILE RETURNS 

Files should be returned to RMD as soon as possible. 
Prompt file returns will ensure timely availability to future 
requesters. 

6.' GUIDELINES FOR SERVICE 

RMD will make every effort to provide the service 
indicated below if the file requested is in RMD storage at the 
time of request.-If "Special" requests are overused, or used 
unnecessar ily, RMD will be thwarted in achieving its service " ...... :,' 
goals. Therefore, it is important for all request:;ers to -.... ~\-(...' 
exercise good judgment when requesting "Special" service. • 
"Urgent" service (Pickup) is reserved for Bureau officials at 
the level of Section Chief or above.. . 

a. Regular - Request to de·livery tiI11e '- 3 hours 
b. S~ecial - Request to delivery time - I 1/2 hburs 
c. Urgent - The requesting official's office will be 

called by a Filing Subunit Supervisor and 
arrangements made for pickup as soon as possible. 

Division Heads are requested to ensure dissemination 
to all file users. 

~ 

- 2 

John E. otto 
Acting Director 



, .' 

May 23, 1988 

PERSONAL 

InveSb.gaJoIi b ederaI Bureau of ~ , / 

bE: 

Savannah, Georgia ~ I Ie...; 
p1 Dearl I . , 

. Your sg9.fLe.f3j:A~n-tP_~qE;_Sj.~g~~:gn FD-245. tOnrecQr~g,:u~ilian¥" 

("':1 
.:.:> 

.~ 0) ..--
:t 

~~. 

~ c.;:; 
,. >-
~ 
>-"" 

Exec AD Adm._ 
Exec AD Iny. _,_ 
Exec AD LES 
Assl,Dlr.: 

Adm. Serv •• _ 
Crlm. Iny. __ 
Ident. __ _ 
Insp. __ _ 
Intell. __ _ 
Lab. __ _ 

Legal Coun. _ 
Oil. Congo & 

Public Ails. 
Rec. Mgnl._ 
Tech. Servs._ 
Training __ 

Off. LIaison & 
Inl. Alls. __ 

Telephone Rm. _ .. _ 
Director's Sec'Y _ 

Of~_c~:ej..l.e-Uumb.~tA.,..jn J..1: hasneen-eioroughiy rev~ewed fiy £he appro-I' 
rpr~ate persohIrei at Hf Headquarters. It may interest you to know \ 
that current policy allows field offices to record auxiliary office ,. 
file numbers on the inside of the file front. Furthermore, other 
procedures are being tested to ensure continued e~ficiency in this 
matter. As our rent policy provides an adequate means of recording 
auxiliary office file numbers, no further action is being taken on 
your idea. 

The interest demonstrated by you in the FBI's Suggestion 
Program is appreciated. I encourage you to continue to share any 
further ideas that you may have. 

2 - Savannah 
1 - Suggestion file 

r~ 
Sincerely yours, (~~ 

DE;-2,.ll1. jz, J ~r;,-231J-3"]3 
Edwin J. Sharp 

r 

Assistant Director 
Administrative Serviqes~iv~sion 

1 - Field office f~i~l~e,--....-....-....-....-....-....-....-....-....-, 
1 - Personnel file ofl 1- Encloaures (3) 
NOTE: Suggestion and reasons for nonadoption set forth in letter 
to suggester and addendum of ~ID dated 5/17/88. Views attached. 

Je.f: smb (6) Suggestion #136-~_8_ 
--



Employee Suggestion 
FD·252 (Rev. 10-26-84) i .. " ~. -...) 

'- --'''' r --.- ... 
To: Assistant Director, I From: (SuQQester's name) 
Administrative Services Division SSAI 
SUGGESTION 

I 

Date 
7/13/88 

Division of Assignment 
ASU/ASD 

To purchase and use improved, mUlti-section file jackets for al 
SSP newly-hired FBI employees. Existing file jackets in use would be 

:!: .. : .. :d);;~.r:ritioned out as employees resign or retire. G) R /t.5 
~~JtD~-__ The proposed jackets would consist of 5 sections as opposed to 
:;:::3. ,~....l. present 2 (inside of left and right sides). Suggested format for the 
BEO )~~osed sections are: I. Permanent Brief Section (applications, photos 

questionnaires, salary data, etc.). II. Performance Section (PARs, 
Performance Plans, ratings). III. Health Section (physicals, lab data, 
~orkman's Comp claims, waivers, etc.). IV. Commendations and Disciplina y 
data, and V. Miscellaneous Personnel Documents (SF-50's, BUAP background 
checks, transfer letters, acknowledgments, retirement elections, etc.). 

c§tfs.efl~Bce9.y~rulaim~ rnrmfg\3!fI~~1"el~ffi:tiYtents are randomly put, in rough 
phronological order, into one or two file sections, without any specific 
prder or logical sequence. 
Advantages of suggestion and annual savings (include basis for estimate) 
1. Faster retrieval of desired data/information. 
2. More logical organization of documents. 
3. Standardized filing process and document location in all files. 
4. Would greatly enhance time savings and accuracy of any :future 

automation effort directed at Bureau personnel files. Time savings 
would accrue during manual loading process (from documenbs onto 
magnetic media) due to less time spent segregating similar documents 
for loading. 

5. Would hasten management time spent reviewing these files for 
promotional and other purposes. Specifically, would aid Career 
Board deliberations by reducing time spent reviewing candidate files 
rn'r _'roOl .; ,....t:: .; '"''t''I I.D.n..,o."'-......" \ 

Disadvantages of suggestion ----- ,- ----- , , - -- • I • 

1. Suggested 5- or 6-sectional file jackets would have a slightly higher 
unit cost than present 2-section green ones. 

2. Would require slightly longer time to evaluate and categorize personni 1 
do ''':s hv'RMn " orinr "'1""1 in ·.L· nrT in'f-n om,...,',",uoo'~ ."' .... "'" .......... I 

(The US~ll'\§ United States of my suggestion shall not form the basls?f a further claim of any nature by me, my heirs, 'Or assigns upon th United States 
I understand that I will be considered for any justified award only If my suggestion is 'l:r 

~ Mr. 0 Mrs. 0 Miss 

(Do not write in this space - for Bureau use only) r _ - \ '\ 
. ,"" 

~""~, t.l 

b7C 

~;x=n - ':;;f I 

i 
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Suggestion from SAl Ito Assistant Director, Administrative 
Services Division, bated 7/13/88 

ADDENDUM: RECORDS MANAGEMENT DIVISION (RMD), 8/1/88, J~lh 

RMD appreciates the suggestion offered by Administrative 
Summary Unit, Administrative Services Division, regarding the adoption 
of a multisection Official Personnel File (OPF) folder. RMD does 
not however, concur with the suggestion. 

RMD is cogizant of the difficulty in locating a particular 
serial in many instances as the file folders are currently configured. 
A number of years ago, the suggestion of a three sided folder was 
adopted and implemented which created a great deal of confusion 
to those not indoctrinated in how to retrieve mail. As a consequence, 
RMD has reverted back to utilizing only a two sided file folder 
with recorded and non-recorded mail therein. 

Some of the additional disadvantages noted are: 1) the 
extra cost to produce this type folder, 2) experience has determined 
great difficulty exists in properly processing of mail designated 
for the personnel files without having to add the complication of 
what section of a multisection file the particular piece of mail 
would be filed in, 3) the increased bulkiness of the file folder 
in multisection would exacerbate an already over crowded st0rage 
space, both for in-service and out-of-service personnel files, 
4) the more bulky, unwieldy files would become torn and unmanageable 
due to the stress placed upon the individual sections, 5) the friction 
and wear of having multi fastners (Acco type) in the file would 
result in damaged documents, and 6) the number of misfiles w.ould 
increase proportionately to the number of sections utilized in an 
individual folder. 

Since 11/86, the medical records on all employee,lhave been 
maintained in separate medical folders. Also, depending upon the 
seriousness of an employee's misconduct, a separate file is opened 
by the Office of Professional Responsibility, Inspection Division 
to store documentation of investigation conducted. This, along 
with the aforementioned medical folders, would negate a need for 
a section to maintain these types of administrative material. 

In summary, the disadvantages of the multisection OPF folder 
greatly outweigh any positive benefits which would accrue should 
the suggestion be adopted. 
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Rev. 5/25/88 FEDERAL BUREAU OF INVESTIGATION ( 
__ '-1-11...'='-1-___ 1988 

Director #214 
---Exec. AD - ADM. #235 
---Exec. AD - INV. #235 

Exec. AD - LES. #235 

ASST. OIR.: 
Adm. Servo #234 

---congo & PUblic Aff. 
---crim. Inv. #233 
---Ident. #341 
---Inspection #213 
---Intel!. #232 

Laboratory #241 
Legal counsel #245 

---Rec. Mgmt. #211 
---Tech. Servs. #213 

Training #152 

-
-

#245 

See Me Call Me 
---For Your-Information 
---For Appropriate Action 
---Note and Return 
---Please Initial 
---Record and Return 

Per Your Request 

-
-
-
t:' 
--
-
-
-
-
-
----

&-.-
-
-
---------
"-----
-
-
-
-
-
-
.. 

Mail Room 1B327 #152 
-Persl. Records #135 

Reading Room 6248 #244 
Records Br. #111 

-Scheduling Sub. Rm. 1270 
Teletype unit Rm. 6247 

~YW." ~. ~ •• ~... tz:.;a:Q 
Administrative Services Division 

TL ~ l.l 
I....:l \\.a. 

FBI/DOJ' 
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August. 12, 1988 

I I 
Federal Bureau of Investigation (, 

_.q Washington, D. C.. " / '. 

~:'. ~earl I . 
~~C'D--~' , J ,The evaluatiptl of your suggestion to purchase and use s:a : ·'mproved, .muJ.tisecti~i:1~ jackets for all newly hired FBI em-
BEO ' loyees hus been completed. - After careful consideration by the 

, Records ~mnagement Division (RMD), it was determined that. your 
suggestion should not be adopt.ed, and several reasons were given. 
~ID is cognizant of the difficulty in locating a particular serial, 
and a 3-sided folder was uSed a number of years ago. However, this 
created a great deal of confusion in the retrieval of mail, and as 
a result" RMD ;reverted to the 2-sided f11,e folder. Additionally, 
m·m noted the extra cost factor. Also, a greater difficulty exists 
in determining what section of a multi section personnel file the 
particular piece of mail would be filed as well as the increased 
bulkiness, ,both for in-service and out-of-service personnel files, 
t'l7ith the possibility of them becoming torn and unmanageabl~.. Since 
it is believed the disadvantages greatly outweigh any positive 
benefits, your suggestion will not be implemented •. 

Although your proposal will not be adopted, I appreciate 
the time and effort you expended to submit yo~ idea for our 
review. I look forward to any further contributions you might 
wish to make to benefit Bureau operations. 

Exec AD Adm._ 
Exec AD Inv. __ 
Exec AD LES_ 

Sincerely, 

zfJ 2t:.- </;-32$ 
Edwin J. Sharp 
Assistant D~rector • I' -~~ .. ;," .... 
Administrat1ve Serv1ces D1Vis1~ 

- ~UG 17 19~:7 Asst.Dlr.: 1 - Mr. Sharp (For Your Information) Adm. Servs._ 

Crlm. Inv. ---J: - Personnel file of I r Enclosure........... _~,.' 
:~:;~' NOTE: Suggestion and reasons for nonaaoption set f~ fn l~t;:e-r-: 
Intell. to suggester with add~ndum of RMD dated 8/1/88. Views attached .. 
~::~I coun.-11CH:haz (5) Suggestion #182-88 
Off. Congo ,. 'lM '" A.L 

Public Ails. _111/1./'('(' 
Ree. Mgnl._ 

Tech.Servs, A 
Oli.r~:::~~n &--

Inl. AUs. __ 
Telephone Rm. ~ 

:.1 3i4sSEP 2 61988~ 



~----~--~---------~------... 
Employee Suggestion 
FD-252 (\lllev: 10-2'e-S'll-) 

"I • 1 .. 
To: Assistant Director, From: (Suggester's name) 
Administrative Services Division 

.. 
Date 

2/'1::/89 
Division of Assignment 

Jackson 

Q:': ~~~at a microcomputer database c~~:;:~e maintained in a 
~lC' ~r ~~ered subfile for each investigative/administrative file 
ShE ~. wherein a computer database has been create4. (Copy attached). 
JillO 

-:2. That each investigative/administrative file cover contain an 
easily recognizable stamped notation reflecting that a computer 
database is contained in this file. 

Current practice or rule (Include manual citation as well as facts) 

None 
Advantages of suggestion and annual savings-(include basis for estimate) 

There are no annual savings to be derived frmmthese suggestions; 
however, it is felt that these suggestions, if adopted, will 
afford greater control and retrievability of information relative 
to databases and will help to ensure compliance of microcomputer 
policies and guidelines. 

Disadvantages of suggestion 

None 

(The use by the United States of my suggestion shall not form the baSis of a further claim of allf'-'l.aI.I.I"",",l.\,U;I;la...ImI.I~iO...Q'-II.Iii.ii.lQ.l;u;o..u~ 
I understand that I will be considered for any justified award only if my suggestion is adopt 

o Mr. ~ Mrs. 0 Miss 
1989 

~--------------------~--~~----------------------------~----------~~--~~~~~~.-.~ Recommendations and comments of Division Head 
While no actual savings is involved, this suggestion has merit in that i 
make a more efficient operation. The notation on the front of the file 
would be a reminder te agent(s) that a data base exists, the check list 
would be a ready reference to ensure ful1~~npli~~~~~~~~~~~uct~ 
olic. Would also assist in rocessin 

(Do not write in 'this space - for Bureau use only) FOIPA requests. 

SEE RMD ADDENDUM P. 2 

will 



• • CHECKLIST FOR MICROCOMPUTER DATABASE 

This checklist is to be completed by Case Agent/Supervisor of 
Database and maintained in a numbered subfile to investigative 
case or administrative file where database resides. 

1. Complete memo requesting 
approval for database 
creation. 

Locati on/ Seri al 

2. Circle type of equipnent on 
which database contained: 
(Leased, Purchased, 
Forfeited, Personally 
Owned (requires FBIHQ 
approval) 

3. Ensure "Freedom of Informa
tion/Privacy Act 
cri teri a met. 

4. Ensure all equipnent, 
printouts, hard disks, 
floppy disks, etc., are 
appropriately classified 
and secured. 

5. Ensure file cover stamped. 

6. Circle applicable 
usage/activity: Investigative, 
Administrative, Pen Register, 
Other / (Daily , Weekly, 
Monthly, Other ) 

7. Ensure complete and adequate 
backups of database done frequently. 

8. Disposition of database: 
Destroyed 
Bulky Exhibit 

Initial 
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CHECKLIST FOR MICROCOMPUTER DATABASE 

This checklist is to be completed by Case Agent/Supervisor of 
Database and maintained in a numbered subfile to investigative 
case or administrative file where database resides. 

1. Complete memo requesting 
approval for database 
creation. 

Locati on/ Seri al 

2. Circle type of equipment on 
which database contained: 
(Leased, Purchased, 
Forfeited, Personally 
Owned (requires FBIHQ 
approval) 

3. Ensure Freedom of Informa
tion/Privacy Act 
criteria met. 

4. Ensure all eqUipment, 
printouts, hard disks, 
floppy disks, etc., are 
appropriately classified 
and secured. 

s. Ensu re file co ver stamped. 

6. Circle applicable 
usage/activity: Investigative, 
Admi~istrative, Pen Register, 
Other / (Daily, weekly, 
Monthly, Other ) 

7. Ensure complete and adequate 
backups of database done frequently. 

8. Disposition of database: 
Destroyed 
Bulky Exhibit 

Initial 
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RE: Suggestion No. 84-89 from the Jackson Division dat 

ADDENDUM: RECORDS MANAGEMENT DIVISION RMD 

2/'28/89 
CPA-

D:der 

RMD has reviewed referenced suggestion #84-89 regarding 
the maintenance of a check-list for files wherein a computer data 
base has been established, and stamping of the related f~le cover 
to reflect that a computer data base for the file exist. 

There are pending statutes and regulations which 
contain yet unresolved issues concerning microcomputers and the 
related data bases. When the statutes and regulations are 
enacted (believed to be eminent) a number of changes are likely 
to occur in the way the government, including the FBI, uses 
microcomputers and maintains and disposes of microcomputer data 
bases. In view of these anticipated changes, it is believed that 
implementation of the proposed form on a field wide basis is 
premature. However, since the Jackson Division is of the opinion 
that the proposed form will benefit that office, RMD recommends 
that it be approved for use in the Jackson office only. 

RECOMMENDATION: That the form proposed by the Jackson Division 
be approved for use in that office only. 

APPROVED: 

Dlrcctcr 
Cr.::;. 
G:::: ~ t.;: .. :~. 
C:::v. ;"."-- ... : 

'~t1~" r-:~.'c. __ Crt of c~--:g. 
C :." ~."~ ""~_< __ K (; p~~~t'~~C!.G3. __ 
~ .::, '.) -~). 

~ ..• ;; .':::. ~'IlJJlJIAfr;v 
[ , ... .. ,', ,-' Y!~ .. ~ "", --

,,· ... · • ..,,"'f.::. __ 

- 2 -
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FD-252 from .... 1 ______ ...... 1 Jackson, to Assist Director, ASD, dated 
2/23/89.· . 

RE: Employee1s Suggestion 

DIVISION SYSTEM DEVELOPMENT 

Technical Services Division has reviewed the suggestion 
from the Jackson Division and does not concur with the suggestion 
that a checklist be maintained in a file for which a 
microcomputer data base has been implemented. The majority of 
the information on the checklist is included in the Annual 
Microcomputer Data Base which each office is responsible for 
systematically updating. As an office updates their Annual Data 
Base they will ensure that various guidelines are fulfilled. In 
addition, the automated Annual Data Base provides a central 
location for all information pertaining to microcomputer data 
bases in the office. The checklist suggestion still does not 
prevent the need for the Information Systems Administrator to 
periodically notify all microcomputer data base users of various 
microcomputer guidelines. 

The suggestion that the file cover be stamped to 
indicate a microcomputer data base has been considered before. 
This part of the suggestion should be reviewed by Records 
Management Division, and TSD will defer this portion to RMD. 

~~r'f}: ~.!i'rvs. _ q{(. Qf ~qg. 
, mn. In'l. &. Public Jl.ffs 

Ol Idsr.t 0" f '--:--
ractor l:i~:t:i1(,lion ,. '~, ,t: ~I". 

Exec AD·Adm. _. _ 1.11till _ . < .. ;:> -.. flr. __ _ 
Exec. AD.lny I "'" R.:!., .. , '}:r:I. 
Exec. AO.LES- t·~cratOf)' Tech tervs. ~ 

- egaJ Coun. _ Trainin9~.( 

- 2 -



_____ ._. _'.CO . ______ _ 

.~ 

! • :.' Memorandum • 

To Mr. Glover Date 3/31/88 

.. _. f-¢P~ ~len H. McCreight 

~::;:~cf: FILE SERVICE AND REQUEST PROCEDURES 
t·· ". RECORDS MANAGEMENT DIVISION (RMD8.;}7lk ,... 

-.;:....-- ,:1 
'-".-' 

PURPOSE: To recommend the attached memorandum be sent to all 
Bureau officials, supervisors, and file users., 

t' 'f 

.. &"ADAdm. _ 
Exoc AD Inv. _ 
Ex';~ AD LES _ 

A •• t. Oir.: 

Adm. S.rv •• 
Crim. Inv. __ 
Id.nt. __ _ 

Insp. __ _ 

Inl.II. __ 
Lab. __ _ 

Logol Coun. _ 

Off. Congo & 
Publl .. AU •• _ 

Re ... Mgnl._ 

Tech. Servs. _ 
Training __ 

Telephone Rm. _ 
Dlrector's Soery_ 

DETAILS: It 
the critical 
procedures. 
file service 
files by the 

is once again necessary to remind all file users of 
need to adhere to established file control 
As in the past, the greatest impediment to optimum 
is occasioned by a failure to properly transfer 
file users. 

These procedures were last r~viewed on 9/16/87. The 
attached memorandum has been prepared to provide a concise 
listing of paramount file control procedures. It highlights the 
fact that files received may not contain the most up-to-date 
mail. 

Since 9/16/87, the file forwarding tag (Form 4-7) and 
serial marker (Form 4-49) have been revised to empha$ize correct 
transfer procedure and provide a reminder that up-to-date mail 
may exist. 

RECOMMENDATION: That the attached memorandum'be approved and 
distributed to all file users. 

Enclosure 

(?§6-23',i:6 
66-18090 
1 - Mr. Glover 
1 1 I 
1 - Mr. McCreight 
1 - Mr. Thornton 
1 1 I Room 

~J~:kd9 (9) 

5266 
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• u .~. Department lustice 
Federal Bureau of Investigation 

Washington. D.G. 20535 
April 18, 1988 

MEMORANDUM TO ALL BUREAU OFFICIALS AND SUPERVISORS 

RE: FILE SERVICE - RECORDS MANAGEMENT DIVISION (RMD) 

I 

The File Automated Control System (FACS) is an 
automated file inventory system for FBIHQ files which provides 
locate information. It can show whether the file is in RMD 
storage or to whom it is charged out. In addition, the last 
three serials in the file are displayed on the FACS video 
display terminal, which allows the requester to ascertain up
to-date information regarding the file. If a file has been 
charged out or in transit for any period of time, THE FILE MAY 
NOT BE UP-TO-DATE. 

1. PROCEDURE FOR FILE REQUESTS 

1. Call extensionl I Provide the following information 
in sequence since the operator taking the request will 
be following a fixed format on the FACS video display 
terminal: 

a. Classification 
b. Case number (to include sub files, if 

applicable) 
c. Section (-if known) 
d. Requester's name 
e. Telelift station number (TL) 
f. Room number 
g. Telephone extension 
h. Subject (if applicable) 
i. Type of service (Regular, Special) 

2. Forward requests for more than six files by routing 
slip to the Filing Subunit, Room 5320, TL 222. 

2. PROCEDURE FOR FILE TRANSFERS 

FACS CAN ONLY BE EFFECTIVE IF FILE USERS 
KEEP IT INFORMED OF FILE TRANSFERS 

Call extension I IProvide data in a. through g. 
above for transferee, or new requester. ACCURATE DATA IS 
ESSENTIAL to permit efficient file locates for future 
requesters who may have emergency needs. Common sense dictates 
that FACS will fail to achieve its purpose unless it receives 
file user support. 

I 
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3. PROCEDURE FOR FILE LOCATES 

. Call extensionr----l to place a'file on locate. 
Provide data in a. thro~~above. Thereafter call one of b7C 
the following extensions to check the status: 

Classifications 1 - 92, extenSion~ 
Classifications 93 - 105, extensio 
Classifications 106 - end, extension 

4. PROCEDURE FOR UP-TO-DATE (UTD) MAIL 

To arrange to obtain UTD mail (mail placed on record 
but not plac.ed: iIi -.the file l5"ecause' ,it was chat.ged .out.),. oal.J.. '.
the extentions listed above in i3, according to classification. 

5. FILE RECHARGES 

If retained by the requester (or transferee), all 
files must be recharged quarterly on the second Tuesday of 
January, April, July, and October. 

6. FILE RETURNS 

Files should be returned to RMD as soon as possible. 
Prompt file.returns will ensure timely availability to future 
requesters. 

7. GUIDELINES FOR SERVICE 

RMD will make every effort to provide the service 
indicated below if the file requested is in RMD storage at the 
time of request. If "Special" requests are overused, or used 
unnecessarily, RMD will be thwarted in achieving its service 
goals. Therefore, it is important for all requesters to 
exercise good judgment when requesting "Special" service. 
"Urgent" service (Pickup) is reserved for Bureau officials at 
the level of Section Chief or above. 

a. Regular - Request to delivery time - 3 hours 
b. Special - Request to delivery time - 1 1/2 hours 
c. Urgent - The requesting official's office will be 

called by a Filing Subunit Supervisor and 
arrangements made for pickup as soon as possible. 

Division Heads are requested to ensure dissemination 
to all file users. 

William S. Sessions 
Director 

- 2 -
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Federal Bureau of Investigation 
Jackson, Mississippi 

Dear .... 1 ____ ....... 

• 
April 7, 1989 

PERSONAL 

r;, I 

d1/ M

5 

The evaluation of your suggestion~egarding the main~ 
~nce of a checklist for file~ in_whi~9 __ ~mRu~~r data-pq~. 
pas be~~ eJ3.t.ab.lishecLand-s.tamping-the.. related-e:UEi.co:v:e£a--::t;.e= 
qes~gna~e a computer data base exists for thatfile.has been com
plefed. According totlie Technical Services DiviErion, a majority 

b6 

of items on your proposed checklist is included in the Annual 
Microcomputer Data Base which is systematically updated in each 
office. Each office can ensure the various guidelines are ful
filled when the updates occur. I was also advised by the Records 
Management Division (RMD) that there are pending Governmen~ statutes 
and regulations containing yet unresolved issues concerning micro
computers and the related data bases. When they are enacted, a 
number of changes may occur in this area. Although your checklist 
will not pe adopted Bureauwide, if the Jackson Office finds your 

. proposed form beneficial, RMD has no objection to its being 
. approved for use in your office: 

Exec AD Adm._ 
Exec AD InY. __ 
Exec AD LES 
Assl.Dlr.: 

Adm. SaNs. _ 
Crlm. Iny. __ 
Idanl. __ _ 
Insp. __ _ 
Inlell. __ _ 
Lab. __ _ 

Legal Coun. _ 

Off. Congo & 
Public Alls._ 

Rec. Mgnt._ 
Tech. Sarvs._ 
Training 

Off. Liaison & 
Int. Alls. __ 

Telephone Rm. 
Director's Sec'y _ 

Although no further action will be taken on your proposal, 
I want to express my appreciation for the time and effort you 
expended to present this suggestion for consideration. Please 
continue to share your ideas. 

Sincerely yours, 

}.} 
Edwin J. Sharp 

2 - Jackson 

Assistant Director 
Adminis:;-at:ive S~~R];s Division 

& G' J ~ I} -:J7l-----
1 - Suggestion file 
1 - Field personne~l~f~~~'~l~e ______ ~ 

1 - Personnel file ofl r Enclosure 
NOTE: Suggestion and reasons for nonadoption set forth-in-l€·~er 

11 .) 

to suggester and addenda of RMD 3/15/89 and TSD 3/22/89. 
attached. 
MCH:lh (6) Suggestion #.~4-8~~-:---,~ 

lJW '-' 

,'. 



------------------, 
Employee Suggestion 
FD-252 (Rev. 10-26-84) . . 

To: Assistant Director, I 
Administrative Services Division II 
SUGGESTION 

Date 

ALBUQUERQUE 
Division of Assignment 

I 
File Fronts (FD-245) have a space for caution Statem::mts 

Current practice or rule (Include manual citation as well as facts) 

caution Statements appear only on the canmunications within the file 

Advantages of suggestion and annual savings (include basis for estimate) 

9/7/90 

Agents, as well as other personnel, would lmow immediately upon see:ing the file 
that the subject is Dangerous and can take necessary precautions. A caution 
statement at the top and bottom of a cormnmication can easily be overlooked when 
quickly thumb:ing through a file. With the word caution on the front of the file 
(in approximately one-inch lettering) followed by the type of caution (i.e. Armed 
and Dangerous, Drug User), it would be easily spotted by anyone reading the file. 

Disadvantages of suggestion 

None. 

(The use by the United States of my suggestion shall not form the basis of a further claim of any nature by me, my heirs, or assigns upon the United States 

I ""derstand Ih" I will b, "'"''',,,'' lor MY i"st;U'" award 0"', ;1 my """"I I 
o Mr. 0 Mrs. ;z{MiSS 

Sigi ialUi e ar to i ilIe 61 duggeslei 

Recommendations and comments of Division Head I believe this suggestion contains practical benefits to 
the FBI in that all employees will be quickly notified that a subject of the file must 
be dealt with according to the caution statement ~d. ;~ft<. ~ 

/./ Signatur€! and Title 

(Do not write in this space - for Bureau use only) 

\ 
" 

~ 1. FBII ,-

" ... :SJ ·1 

b7C 

OOJ 
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Re: Suggestion 218-90, dated 9-07-90, from the Albuquerque 
Field Office 

ADDENDUM OF THE INFORMATION MANAGEMENT DIVISION (IMD), 10-01-90. 
SHM:slf 

The IMD has reviewed referenced suggestion that the 
File Jacket Cover (FD-245) should have a space provided for 
caution statements. 

The IMD notes that a similar suggestion was previously 
submitted on 5-29-90 (Suggestion # 168-90 from the Miami Field 
Office) . 

IMD interposes no objection to the proposal of' 
redesigning the File Jacket Cover (FD-245) to provide a space 
for caution statements. However, if approved, IMD suggests that 
the warnings be also printed on file backed covers of the FD-245b 
and 245c, in addition to the FD-245. Additionally, it is 
suggested that comments and recommendations be solicited from the 
Criminal Investigative and Intelligence Divisions. 

RECOMMENDATIONS: 

(1) That adoption of referenced suggestion be contingent upon 
favorable comments and recommendations of the Criminal 
Investigative and Intelligence Divisions. 

~ 
.... ",., . ---- '" '~~'\F':"'~ 

" • ____ .... I,.,. ___ '!!I,. _ ~ , 
l r

l 

_ _ ____ ' ____ ._ ........ It ~~ 

~ J; ~,\ _ .... _' ______ .. ~.-! '.,_ ... _______ f ,'f. _« ___ ... 
ill \ "._ • ____ rt , ., .... __ < 

,~:r:I~"~'=-~' ! ____ I~ (~., it~J __ _ 

(2) If approved, recommend that forms FD-245, 245b and 245c be 
revised as suggested at time of next printing. 

" I "'" ) ,\>(. ", ., " '_ .:::':::", ,''', "', ~~~t\ll " n' ' 
~ • ' _"",. I I "' __ ~ ,~ _ ~ ~ 

'II • 

If' ~ _____ .. _ 
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4:;UJg~'70 
Re: Employee Suggestion ~ Miami Field Office, dated 
5/29/90. f ~ 

ADDENDUM: INTELLIGENCE DIVISION, 7/11/90, ~/rmt. 
The Intel:igence Diyision (INTD) has reviewed referenced 

suggestion ofl ~iami Field Office, that 
proposes the F~le Jacket cover (FD-245a) be modified to include 
pre-printed identifiers that could be checked or otherwise marked 
to indicate various techniques (i.e. ELSUR); or warnings (i.e. 
ARMED AND DANGEROUS); or other items that need to be highlighted 
(i.e. OCIS, DO NOT DESTROY). 

RECOMMENDATION: INTD recommends adoption. 

, 7 

b7C 
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'" • • 
Re: Employee sUggestio~218-90' Albuquerque Field Office, dated 

9/7/90. . 

. .. Ifl 
Addendum: Legal Counsel D1V1S1on. AAA:aaa 10/23/90 

Legal Counsel Divsion has no objection. See addendum to 
employee suggestion #168-90\ "'~i/Iooc.."a.d • 

- 3 -
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Suggestion #168 from SSA I I dated 6#29/90. 

ADDENDUM: LEGAL COUNSEL DIVISION (LCD); ~9/15/90. 
with respect to the proposal to preprint file jacket 

covers with various identifiers, the following observations are 
made specifically concerning the "GRAND JURY MATERIAL" imprint. 
First, MAOP, Part II, 9-9, requires only that the warning stamp 
be placed on reports, memoranda containing grand jury material, 
and the grand jury subpoenas themselves. Second, once these 
serials have been so identified, compliance with Rule 6(e), 
Federal Rules of Criminal Procedure, requires that no further 
dissemination take place unless otherwise provided by the Rules. 
Strict adherence to Rule 6(e) requires that material identified 
as a matter occurring before the grand jury be secured in a place 
where access is limited to those with a right to see the 
material. This group does not include the entire body of FBI 
personnel which generally has access to FBI files. Third, the 
more the FGJ stamp is used, the more often innocuous facts are 
converted into grand jury material by identifying these facts as 
"occurring before the grand jury." For the above reasons, the 
grand jury material stamp should not be preprinted of file jacket 
covers. 

. ': 

b7C 
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RE: Suggestion #218-90, dated 9/7/90 from the Albuquerque Field 

Office 

ADDENDUM: CRIMINAL INVESTIGATIVE DIVISION (CID) 11/1/90, LM~vv 

~--------~The CID has reviewed referenced communication ofl 
~ __ ~ __ ~Iof the Albuquerque Division, which suggests that File 
Fronts (FD-245) be modified to include caution statements. 

The CID interposes no objection to this suggestion but 
raises one concern. Many investigations contain multiple 
subjects which may have different, caution statements. The 
labeling should clearly identify which subject is being 
identified with which caution statements(s). On some cases, this 
could clearly become cumbersome. 

RECOMMENDATION: That Suggestion #218-90 be adopted. Also that 
the caution statements added to the appropriate file covers 
clearly identify which of the investigation's subjects are 
identified with which caution statements. 

flPfflMP; A~m. serls~~al Coun 
enOl. Inv. c M"nt' --_,Off. or liaisOr! 

Olrec(or --__ Ident. ,_. _ Tech. S~rv~.-. --- &·Inl. Alfs. __ _ 
;:lap. Oi,. Inspec,Ion Training - __ Ofl. 01 
'.g(Mam, Intell, Congo lifts. Off Public Ails. 
,\OINnv. Laboratory Off. of EEO . ---

- 3 -
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Memorandum 
v 

To 

From 

Mr. Clarke 

Allen H. McCreight 

FILE SERVICE AND REQUEST PROCEDURES 
RECORDS MANAGEMENT DIVISION (RMD) 

Date 5/8/89 

Exec AD Adm. _ 

Exec: AD Inv. 
Ex .. c AD LES_ 
AssI.Dir.: 

Adm.Servs._ 
Crlm.lnv. __ 
Idonl. __ _ 
Insp. __ _ 

Inlell. __ 
Lab. __ _ 

Legal Coun. _ 

Off. Cong. & 
Public: Ails. _ 

R .. c.Mgnl._ 

Tech. Servs._ 
Training __ 

Telephone Rm. 

Dtrector's Soe'y 

(·~:.ss __ 
sue I D ...-i-..--
~ PURPOSE: To recommend the attached memorandum-be sent to all S!l.Ilo"). 

BEe _____ Bureau officials, supervisors, and file users. 

DETAILS: It is once again necessary to remind all file users of 
the critical need to adhere to established file control 
procedures. As in the past, the greatest impediment to optimum 
file service is occasioned by a failure to properly transfer 
files by the file users. 

These procedures were last reviewed on 4/19/88. The 
attached memorandum has been prepared to provide a concise 
listing of paramount file control procedures. It highlights the 
fact that files received may not contain the most up-to-date 
mail. 

Since 2/29/88, the file forwarding tag (Form 4-7) and 
serial marker (Form 4-49) have been revised to emphasize correct 
transfer procedure and provide a reminder that up-to-date mail 
may exist. 

RECOMMENDATION: That the attached memorandum be approved and 
distributed to all file users. 

E)lclosure 
v66-2319 

66-18090 
1 - Mr. Clarke 
1 - Mr. Toohey 
1 - Mr. McCreight 
1 - Mr. Thornton 

~ =1 1 Room 

JFD:Ig (1~ ql 

5644 bE 

FBI/OOJ 
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• 
Octobar 31, 1990 

;PERS017~ 

-( 

}S~ 
REO ,. 

I 
Federal Bureau of Xrtvestigation 
Albuquerque" Ne\'1 I,texico 

Dear~I ____________ ~ 
¥our sugges~on to reviso Form PD-245, File Jacket 

Cover, to include a space for Caution Statemonts has b~en 
received and is still ~nder review~ As noon as a deoision is 
reached, you will be notified* 

In the meantime, I appreoiate your interest in tho 
Suggestion ~rogramt and I thanJ: you for submitting this idea 

-- for consideration. 

Sincerely yours, 

Weldon L. Konnedy 
Assiatant Director 

2 - Albuquerque 
1 - Field personnel file 

Ad7t~~t'1~+;I!; ~311!'iVi<>iQ~-
• I 

1 - Suggestion fil~e=-______________ ~ 
1 - Personnel file ofl ~ Enclosure 
NOTE: Suggestion set forth in letter to suggester and FO-252 
dated 9/7/90. Addenda of IMD 10/1/90 and INTO 10/16/90. To date 

De 01 no response from CIO and LCO. Therefore, pending approval, sug-
A~A~~gester being advised that suggestion is being placed in a pending 
=ln~·r.: status. until recommendations are received, at which time she will 

Adm.Servs. ~dV1.Sed of the results. Views attached. 
:lnv._- 6) Suggestion #218-90 
lmp.---InteIL __ _ 
LIIb. __ _ 

t.egaICoun. _ 

Rec'~L 
T~ \ 

..J' -\.. 
\, 

P£- b &~(; 

~) 
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I I 
Foderal Bureau Qf Investigation 
Albuquerque, l~e"l r·1exico 

•. ' 

Dcccobcr 6,. 1990 

1?:ERSOUAL 

Dear I I 
\y Your suggestion .t..~~~$~~~Qr<ut:ion_,:s~~tenent§J!. 

&11flF_~J!!_. ~.p'::~JJ;he fll£._ jacl;.~t~_qo&e~~~ has been revie~'17cl. You 
:may be ~ntereGted to khO't-; a sifu~Icl.r sugge.stion nap xeceJ.. ved dat.ed 
1·1ay 29, 1990.. This suggestion is being adopted t\;nq file jacl;:ot 
covers FP-24S, FD-245a.l, FD-245~~1 and FD-245c .. l will ba pre
print.~d ylith identifiers t.o include vdriolls warni:l1.g:;:;. Th~S0 
identifiers "'ill be addod at the time of the nel::t printing. 

Although your proposal 't,:~s already baing acted upon, 
I want to o4~rcss my upp~eciation for your interest in onhanc1ng 
the efficiancy of Bureau operations., Please continue your par
ticipation in the Suggestion Program with any furthor ideQz you 
may have to inc~ease the effectiveness of tho Bureau. 

Since~ely yours, 

2 Albuquerq.ue 
1 - Field personnel file Dep.Dlr. __ 

ADDAdm.__ 1 - Suggestion fi1r=-e=-_______ ---. 

b7C 

::t.''';ir.: 1 - Personnel file of I ~ Enclosure -___ . _ _ _ _ ; 
Adm.Servs. _ NOTE: Suggestion and reasons for nonadoption set forth ~n letter 
:Inv._- to suggester and addenda of IMD 10/1/90; INTD 10/16/90; LCD 10/23/90 
~ with attached copy of their addendum 9/15/90 for Suggestion #168-90 
~ being adopted; and CID 11/1/90. Views attached. LIIb. __ _ 

~~=::..= ~CA'~~ Ih (6) .... §.l:IS.g.eption nt?~8-90" ... 
Tech.Serv •• _ /.--", 
TJ'IIInIng __ 

Cong.Affs.Off. _ 
Off. of EEO __ 
Off. LiaIson & 

Int.Affs. __ 
Off. of Public Affs._ 
Tel&phoneRm. -
Director's Secy_ 

~('!:h 

MAIL R~ riItk~~ 



----- "- ------"""""'------------.------------=~--, 
Employee, Salggestlon 
FD·:a52 (Rev. 10·26-84) 

"' ..~ 

JlI ~N.,stant 01,,,,,,,. I F~' 
Administrative Services Division I 
SUGGESTION 

"s namA\ 

I 

Date 
2/25/91 

Division of Assignment 

Tampa 

Each pending file is maintained in a file jacket or folder which 
is thrown away when the file is closed because the file number 

-±s-written on it. Instead of disposing of the jacket, I would 
-snggest writing the file number on tape which can be peeled off 

v'f" the jacket. Enclosed is an advertisement for this type of tape. 

Current practiCE! or rule (Include manual citation as well as facts) 

File jacket is thrown away after being used one time or 
at the rrost two times when inverted. 

Advantages of suggestion and annual savings (Include basis for estimate) 

The Tampa division uses approximately 500 file jackets per rronth for opening cases. 
An additional 200 are used by agents and other personnel each rronth for maintaining 
information on cases. 

The file jackets are very durable and should last at least one year. Tampa pays 
$4.50 per box of 100 and spends approximately $31.50 per rronth on 700 file jackets. 
The peel-off tape would cost approxinlately $1.50 per roll wholesale which would 
cost $10.50 for 700 per rronth. The savings would be $21.00 for Tampa for each rronth 
jackets did not have to be purchased. 

Disadvantages of suggestion 

(The use by the United States of my suggestion shall not form the basis of a further claim of any nature by' me, my heirs, or assigns UDon the United States 
I understand that I will be considered for any justified award only if my'suggestion is <lnnn",'" within twn VA'''''' attAr ".. 

J o Mr. )iff Mrs. 0 Miss 
'i:1I1U 1I1It: uf ;:lugges ,,., 

"Recommendations and comments of Dlvlsiorr Head 

This suggestion has been reviewed and appears to h~ve mer~t. It is 
basically a simple i'de:a and yet its use could prov~de s~v~ngs. of 
several thousand dollars a year. I· strongl v sugg~t thi...S.. be AlItt)lementec • 

~A "PO;: L 1 Jl..UI // .... 32'"".9 
~ v Signature and Tlt1l \.; 

(Do not write in lhis space· for Bureau use only) Assistant Special Agent in Charge 
3/14/91 - IMD advised by telephone a similar procedure was already 

being done at FBIHQ and other field offices utilizing 
magic markers or tape. MCH 



·' 
:,,...~ ... ' 

"~.,.# ,. ~ ... -,~\ 

Wrth Post-rt~ brand File Folder Labels,'Y6fl can igl'ie*aifotd 'fiIetOlder a neat, new 
. label without paste~over or label build~up. Their Post-it adhesive means they'll stick 

securely. And yet, you can easily remove them and reuse 
old file folders when the time comes. 1/3 cut, or 1/5 cut, 
they're a nice, neat, new way to look good and save money. 
Which means, of course, you'!! look good too. For a free 
sample, complete and return the coupon today. 
©1990. 3M. 3M ~ 0fl'1Ce SuWIY Qivi$iOO. F\:$.~ is a t<ademaIl<oI3M. 



r J • • 
Re: Suggestion 64-91, dated 2/25/91, from the Tampa Division 

ADDENDUM ,OF THE INFORMATION MANAGEMENT DIVISION (IMD), SHM: shm 

The IMD has reviewed referenced suggestion to utilize 
file folder labels rather than writing directly on the file 
folder, thereby extending the life of the average file folder. 

It appears that this suggestion is a cost effective 
measure in that the same amount of labels can be purchased at a 
lower rate than new file folders. 

IMD interposes no objection to this suggestion; 
However, IMD defers to the comments and recommendations of the 
Administrative Services Division (ASD). 

ADDENDUM: That adoption of referenced suggestion be contingent 
upon comments and recommendations 0 the ASD. 

4/2/91 - IMD deferred to ASD for comments and recommendations. 
However, Procurement Unit, ASD, was not solicited for 
their comments since they are only responsible for order 
requests. MeH 
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April 16, 199~ 

PERSONAL 

ssl 
CLASS. / t I I SRC'[ I . . SIR E ~F::::::-e-d"'!"e-r~a-lI;""'""':B::-u-r-ea-u-o-f-=--I=n-v<""estigation 

o 

~ Tampa, Florida • 

...-
~ C) 

~ C) ...-
III 0 
;;..t <:""1 
<e 0::: 
~ 0-« 

Dearl~ _____ -...I 

I am pleased to inform you that you~ suggestion to 
;f,ile n)l1Ilb.§,~p'ee_:l:oM::taTl.e...£Jn....i:h~f~e jac~~ o'f' 

fo e in orde.b_f-?.!"-t;f1~J:p be reu~~~~x.~~~j;.~mes has l?e7n 
approvea-fo£ uSe-1~our office. A st~ay-~~ter~l)r~~a s~m1lar 
procedure using either magic mar~ers or tape was already being 
done at FBI Headquarters and, other field o£fices,~ The imp1e
m.entation of this idea will aff'ord your division the capability 
to reuse rather than discard file jackets or folders afte~ they 
have writing on them. 

I appreciate your interest and concerns to enhance 
the efficiency of the Bureau" and I thank you. Please continue 
your partioipation in the Suggestion Program with any other ideas 
~ou may have which could benefit Bureau operations, 
u.. 

2 - Tampa 

sincerely yours~ 

Weldon L. Kennedy 
Assistant Director 
Administrative Services 

ft.' ~ 51? -3@~ 
Division 

1 - Field personnel file 
Dlr. -- 1 - Suggestion fil ~ 
Adm.__ I J 
Inv. __ 1 - Personnel file of Enc1osure'-~ c=:t 

Ad:'~:rvs. _. I NOTE: Suggestion set ~-=o-=r':l!"t"l::'h--:!'"J.=n--rI-=e':l!"t':l!"t-=e':r~o suggester and FD-~~ 
Crlm.lnv. __ dated 2/25/91 and IMD adcl'endum received 3/13/9'1. Also P.:RPe~~~ 
~nL of IMD 3/14/91 and 4/2/91. Views attached. 'nlo.Mgnt. _ 

:nsntePI'·. MCH: 1h (6) .SAgg.e.stiQrt #64-9_b.. 
Lab. ~ ' .. -
LegalCoun. _ 
Tech.Servs._ 

Training --rJ 
Affs.Off._ 

ofEEO __ 

Liaison & 

b6 
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Memor,andum •• 
To 

From 

Subject MAINTENANCE OF FBIHQ FILES AT 
FBI ACADEMY, TRAINING DIVISION (TD) 
AND ENGINEERING SECTION (ES) 
TECHNICAL SERVICES DIVISION (TSD) 
QUANTICO, VIRGINIA 

~/§S 

Date 3 / 17 /92 

Oep. Oil". ___ _ 
ADD Adn. ___ _ 
ADD Inv.:'!:""':' __ _ 
Asst. Oil".: 

Adn.Servs. __ _ 
Cl"im.lnv. __ _ 
ldent.,== __ _ 
Info.M\'ilt •. __ _ 
Insp. 
Intel·..-l.----
Lab.:,....,.,:::-:=-__ _ 
Legal coun. __ _ 
Tech. Servs. 
Tl"aini~ -be 

Con3. Affs. Off. ~ l; 
Off. of EEO -b7C 
Off. Liais~ 

I nt. Mfs •. .,.."....,,-z-z-::-
Off. of PubllC Affs. 
Telej:hone Rrn. -
Director's Offlce_ 

PURPOSE: Obtain approval to maintain FBIHQ files at the FBI 
Academy, TD, and the ES, TSD, Quantico, Virginia. 

RECOMMENDATION: That approval be granted to allow 
files be stored at the FBI Academy and ES, TSD, in 
Virginia. 

DETAILS: Effective 1/27/92, Information Services Section, 
Information Management Division, assigned two employees to the 
FBI Academy, TD, and the ES, TSD, to assist those entities in 
improving their mail processing and filing operations. This 
initiative has been very effective. Themail is processed and 
placed on record faster and eliminates the need for the mail to 
be forwarded to the processing operation at FBIHQ since it goes 
directly to the File Services unit to be placed in file. 

66-1855-T 

Gilbert .-----__ ----. I_fp ,j,"3/9-3~ 1 - Mr. 
1 - Mr. 
1 - Mr. 
1 - Mr. 

~ =IIMD 

Hale (Attention: ~ 1
U7 

Bayse (Attention: l Ii 1 Daniels (Attention: 
Front Office 

I L....---_ 
RDP:cep (8) (CONTINUED - OVER) 

SEE INTD ADDENDUM PAGE 3 



•• .-
Memorandum froJ Ito Mr. Christensen 
Re: Maintenance of FBIHQ F1Ies at 

FBI Academy, Training Division (TO) 
and Engineering Section (ES) 
Technical Services Division (TSD) 
Quantico, Virginia 

Additionally, these entities do not have immediate access to the 
files, therefore, a duplicate, voluminous, and inefficient 
tickler system is maintained. 

Both Divisions have requested that certain files used 
primarily by their personnel be permanently stored at their 
respective locations. Files requested by TO are administrative 
files to include the current and previous session of the FBI 
National Academy (FBINA). As a new session of the FBINA 
commences, the oldest session files will be returned to the FBI 
Records Center. Two sessions of the FBINA files will be 
maintained at the Academy at all times. 

Files at the FBI Academy will be stored in the New 
Agents Training Center within a secure COMSEC file room. The 
Academy has a 24-hour guard service to include a security patrol 
of the corridor where the file room is located. 

ES has requested 140 files. sixty-seven of these files 
are identified as 268 and 269 classifications. These files are 
currently maintained in the Special File Room and relate to 
Engineering Technical Matters - FCI and Non-FCI. The ES files 
will be maintained in GSA approved, locked safes. Access to the 
268 and 269 files will be by name access only. The 24-hour guard 
service provided to the FBI Academy is at the ES. The ES also 
has security patrol service within the Engineering Building. 

2 



de .e 
Memorandum froml Ito Mr. Christe sen dated 3/17/92 
Re: Maintenance of FBIHQ Files at 

FBI Academy, Training Division (TD) 
and Engineering Section (ES) 
Technical Services Division (TSD) 

~, 
ADDENDUM: INTELLIGENCE DIVISION (INTD). 5/4/92. ~,:ew 

In the attached communication, approval is being sought 
for TD and TSD to maintain certain original files at two 
different locations in Quantico, Virginia - at the FBI Academy 
and the ES, TSD. In view of the fact these locations are not 
staffed 24 hours a day, the guidelines set forth in the Manual of 
Administrative Operations and Procedures (MAOP), Part II, Section 
2-4.3.1, entitled "Maintenance of Original or Duplicate Field 
Office Files in Resident Agency (RA)/Off-Site (OS) Location," are 
applicable. Since two separate locations are involved, each will 
be addressed separately herein. 

1. ES, TSD 

On 4/8/92, SSAI Facility Security Unit, 
Security Countermeasures seG:i:: ~:::S) c Intelligence Division 
(INTD), met with Unit Chief! ____ ~_ ]Administrative unit, 
ES, TSD. I I advise e l es to be maintained by the 
ES were tnose routlneiy used by ES personnel in the normal 
performance of their duties. At the present time, ES personnel 
use tickler copies of this same material and maintained their 
records in GSA-approved security containers in various locations 
in the building. As is indicated in the attached communication, 
much of this material is classified and highly sensitive and is 
currently being maintained in the Special File Room. I 
advised the files would be maintained in GSA-approved~s~e~cu~r~l~ty~--~ 
containers which would be kept inside a separate file storage 
room. This file storage room has not yet been constructed; 
however, it would be located in the vicinity of his office on the 
second floor of Pod A of the ES facility. An employee of the 
Information Management Division (IMD) has been assigned to handle 
the files at the ES location and this person has Sensitive 
Compartmented Information (SCI) access, if necessary to handle 
SCI material or enter the SCI facility (SCIF) adjacent to where 
the file storage room will be built. (This is the Emergency 
Plans SCIF, formerly associated with TSD, now a part of SCMS, 
INTD.) The ES facility has a 24-hour-a-day guard force 
available, either through its own security force or the Quantico 
Security Warders. 

A review of the facility space and procedures to be 
followed indicated ES, TSD, will be in sufficient compliance with 
the requirements set forth in MAOP, Part II, Section 2-4.3.1, 

3 (CONTINUED - OVER) 
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'. • Memorandum from ,-> 'to Mr. Christ_en dated 3/17/92 
Re: Maintenance of FBIHQ Files at 

FBI Academy, Training Division (TD) 
and Engineering Section (ES) 
Technical Services Division (TSD) 

(CONT'D) ADDENDUM: INTELLIGENCE DIVISION (INTD), 5/4/92, EFW:ew 

supra, that the Security Programs Manager (SPM), SCMS, INTD, 
would favorably recommend the maintenance of original files in 
the ES facility with the following additional measures: 

a. A file storage room which meets the standards set 
forth in MAOP, Part II, Sections 2-4.3.1(1)(d) and (e), should be 
constructed. Due to the other heightened security measures at 
the ES facility, it will not be necessary for this room to be of 
slab-to-slab construction or for the provisions of paragraph (f) 
regarding windows, vents, etc., to be applied. This room should 
be alarmed in compliance with paragraph (g), although it will not 
be necessary for the entire facility to be alarmed. The alarm 
should be set at any time the space is not occupied. The alarm 
is to be tested on at least a monthly basis and the fact of such 
testing documented in an appropriate control file. As all files 
will be maintained in GSA-approved security containers and 
security of the facility is sufficient, there would be no 
objection to the files being moved to the ES facility prior to 
the completion of the storage room. All Top Secret and SCI 
material is, however, to be maintained in the SCIF in separate 
security containers from those used by the Emergency Plans 
function. 

b. The current guidelines regarding access to the 
files as applied by the Special File Room, IMD, shall remain in 
effect. In addition, all guidelines regarding the handling and 
maintenance of Top Secret and SCI material, as set forth in the 
Manual of Investigative Operations and Guidelines (MIOG), 
part II, Section 26-6, entitled "Control Form for Top Secret (TS) 
- Sensitive Compartmented Information (SCI) - Non-SCI Code Word 
Material - FD-501 - FD-502," shall be followed. IMD and the ES, 
TSD, should take the appropriate steps to ensure the IMD 
personnel assigned the ES location, as well as all other 
individuals handling this material, have the prerequisite 
clearance and, if necessary, SCI access for access to the 
material. (Clearance and access information may be verified by 
contact with Personnel Security Unit, SCMS, INTD, personnel on 
Extens iO~ I[ JEH] ) . 

c. Upon completion of construction of the file storage 
room and the installation of the alarm system, TOP Secret 
material may be moved to and maintained in security containers in 
that room; however, the room will not qualify as a SCIF, and all 
SCI material must still be maintained in the current SCIF. 

4 (CONTINUED - OVER) 



•• •• Memorandum from I Ito Mr. Christensen dated 3/17/92 
Re: Maintenance of FBIHQ Files at 

FBI Academy, Training Division (TD) 
and Engineering Section (ES) 
Technical Services Division (TSD) 

(CONT'D) ADDENDUM: INTELLIGENCE DIVISION (INTD), 5/4/92. EFW:ew 

d. Upon completion of the file storage room, in 
compliance with MAOP, Part II, Section 2-4.3.1(1)(C), supra, 
arrangements should be made and documented for armed security 
personnel at Quantico to respond to any alarm activation. 
Special Agent personnel should also respond to conduct an 
inspection of the premises to determine security status or 
unauthorized entry [Section 2-4.3.1(1)(b)]. Until the completion 
of the room, security personnel should make unscheduled after
hours inspections of the area where the security containers 
holding the files are maintained. 

e. Noting the highly sensitive and classified nature 
of a large volume of the affected material, arrangements should 
be made between IMD and ES, TSD, personnel for the secure 
transporting of the files to the ES facility, in compliance with 
Section 2-4.3.1(1)(0). Responsible personnel should also be made 
aware of the requirements for the transmittal of Top Secret and 
SCI material set forth in the MIOG, Part II, Section 26-7.3. 

2. New Agents Training center (NATC), TD 

On 4/29/92, SSAI Imet Withl 
Office Services Manager, Office of Admin~~s~t~r~a~trTiv~e~s~e~r~v~~~c~e~s~,~ 
Training and Administration Section, TD; ~egarding the storage of 
original files at the TD site. I _ ladvised the files to 
be maintained by TD at the NATC were Na ional Academy files 
(1 classification) and essentially control files dealing with 
training matters (training classes, police training, firearms 
training, inservice schools, etc.). They would be maintained 
inside lockable cabinets inside the NATC COMSEC Roqm 226. Th~'s 
room is full enclosed and has a steel door with al 1 

~~----~~ lock. An employee 
~~Tirr-~~a~s~~e~e~n~~aMsMs~~~gn~e~~o~~e~~~~o~~a=n~e the files. As 
with all areas at Quantico, the NATC is also protected by the 
Security Warders on a 24-hour-a-day basis. 

A review of the NATC space and procedures indicated TD 
will be in sufficient compliance with the requirements set forth 
in MAOP, Part II, Section 2-4.3.1, supra, that the SPM, SCMS, 
INTD, would again favorably recommend the maintenance of original 
files in NATC, TD, Room 226, with the following additional 
measures: 

5 (CONTINUED - OVER) 



~• - • • Memorandum from Ito Mr. Christensen dated 3/17/92 
Re: Maintenance of FBIHQ Files at 

FBI Academy, Training Division (TD) 
and Engineering Section (ES) 
Technical Services Division (TSD) 

(CONT'D) ADDENDUM: INTELLIGENCE DIVISION (INTD), 5/4/92, EFW:ew 

a. It could not be readily determined if Room 226 was 
of slab-to-slab construction on all four walls; however, due to 
the overall security at the facility, such construction is not 
considered necessary. The room should, however, be equipped with 
an alarm system in compliance with MAOP, Part II, Section 
2-4.3.1(1)(g). It will not be necessary for the facility itself 
to be protected pursuant to Section 2-4.3.1(l)(b). In compliance 
with Section 2-4.3.1(l)(C), arrangements should be made and 
documented for armed security personnel at Quantico to respond to 
any alarm activation. Special Agent personnel should also 
respond to conduct an inspection of the premises to determine 
security status or unauthorized entry [Section 2-A.3.1(l)(b)]. 
The alarm should be set at any time the space is not occupied. 
The alarm is to be tested on at least a monthly basis and the 
fact of such testing documented in an appropriate control file. 

b. All files should be maintained in lockable cabinets 
which should be housed inside Room' 226. Those National Academy 
files containing the results of the background investigations or 
other personal matters dealing with Academy attendees (generally, 
1 classification files) are considered sensitive and are to be 
maintained in the bar-lock cabinets with the I I 
locks, which are at the NATC and available for use for th1S 
purpose. 

c. Appropriate arrangements should be made between IMD 
and TD personnel for the secure transporting of the files to the 
NATC, TD, in compliance with Section 2-4.3.1(1)(0). 

IMD, TSD, and TD should note, pursuant to the MIOG, 
Part II, Section 16-18.2, of the FBI Microcomputer policy, the 
hard disk of any computer terminal used to access FOIMS is by 
definition classified at the Secret level, even if efforts are 
made to not store any classified information on the hard disk. 
As such, this hard disk must be handled in compliance with the 
instructions set forth in MIOG, Part II, Section 26-5.2, entitled 
"Storage of 'Secret' and 'Confidential' Material." 

This matter was coordinated with Unit Chiefl I 
~~ __ ~I Records Policy Unit, Information Services Section, IMD. 

The storage of original files in Room 226 in the NATC, TD, which 
was identified as a "COMSEC Room," was coordinated with 
I I Information Systems Security unit, SCMS, 
INTD. 

6 (CONTINUED - OVER) 
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•• •• Memorandum froml Ito Mr. christensen dated 3/17/92 
Re: Maintenance of FBIRQ Files at 

FBI Academy, Training Division (TD) 
and Engineering Section (ES) 
Technical Services Division (TSD) 

(CONTID) ADDENDUM: INTELLIGENCE DIVISION (INTD). 5/4/92. EFW:ew 

RECOMMENDATIONS: 1. Taking into consideration the additional 
security measures listed under paragraphs 1.a. through 1.e. 
above, that the original ES, TSD, files identified herein and in 
the attached communication be maintained in the designated 
location in ES, TSD. 

APPROVED: 2~:':l· S, ervs. Laboratory Off. of Liaison 
Directo rim. nv. Legal Coun. 

~ 
r ---__ Ident. Tech. Servs. --- & Int. Afts. 

-t'f'/J . ..-'l]/. ~~ri.~~~. Into. M~nt. Training of. 
, V/" r ADQ..lnv. Inspectron I!V Congo Atls. Olf. Public Alt$. ---

i InteU. ~ ~L'. ~, :Oft. of EEO ___ _ 

2. Taking iJto consideration the additional 
security measures listed under paragraphs 2.a. through 2.c. 
above, that the original TD files identified herein and in the 
attached communication be maintained in Room 226, NATC, TD. 

Adm. Servs. ___ Laboratory ____ Off. of Liaison 

rcJ 
Crim. Inv. Legal Coun. & Int. Atls. ---

1i, 
Director _____ Ident. Tech. Servs. Off. of ,-~ 1 j'l . Oep. Dir. to:o. rAgot. Training . Public Alts. VjI ADD·Adm. Inspection (J... Congo Afls. Off. 
AOD·lnv. Intell. W \Q ~ '5 Off. 01 EEO ----

LY ...... 

APPROVED: 

7 
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66-2319 

U.S. Department of Justice 

Federal Bureau of Investigation 

Washington. D. C. 20535 

october 30, 1992 

MEMORANDUM TO: BAYSE 
BINNEY 
CHRISTENSEN 
DAVIS 
DANIELS 
G,ILBERT 
HICKS 
POMERANTZ 
POTTS 
YORK 
COLLINGWOOD 
GUIDO 
PEREZ 

~ ·MAINTENANCE SURVEY 

As part of a new initiative to streamline work within 
FBIHQ, the Information Management Division (IMD) will be 
conducting a survey on the feasibility of having the Information 
Services Section (ISS) process, maintain', and store original 
pending files at various entities within FBIHQ. currently each 
entity within FBIHQ maintains tickler files that duplicate the 
material stored in the original files maintained by IMD. The ISS 
is conducting this su~ey to determine whether the concept is 
feasible r by examining the availability of space, personnel 
requirements, computer support, and accessibility of files within 
each and every entity at FBIHQ. This survey will be conducted 
during the first three weeks of November, 1992. 

Oep.Dlr. __ 
. ADDAdm. 

William E. Baugh, Jr. 
Assistant Director 

.-l7 . 
... :~ 

Information Management Division 
ADDlnv. __ _ 

Asst. Dlr.: 
Adm.Servtl. _ 
Crfm.lnv. __ 
Ident. __ _ 

-----1 - 66-1855-T 
~. - IMD Front Office 
!..egaICoun. -1 -I I 
Rec. Mgnt. __ • 
Tech.Servtl._ dlC 
~~~. ~:der (17) 
Off. of EEO 
Off. Liaison & 

~~:~.:."'- •. --/- l'iIInU LI J ,' .. .+U, , /,,~ 0/) /I. . 
Dll'!ICIll!'S Sec'y_ MAIL ROOM 0 f.WXN 1.AYf'''' _ f.A.A/~ "j.:JjY t::'(. t:KMJ 'FBI/OOJ 



• • Memorandum 

To 

From 

Subject 

Mr. potts~ Date 

G. L. stoops 

o 
FILESSERVICES UNIT (FSU) 
INFORMATION SERVICES SECTION (ISS) 
INFORMATION MANAGEMENT DIVISION (IMD) 

Dep. Dir., ___ _ 
ADD Adn. ___ _ 
ADD lnv •• -::-:-__ _ 
Asst. Dir.: 

Adn.Servs. __ _ 
crim.lnv. __ _ 
ldent.,= __ _ 
Info.Mgnt., __ _ 
Insp • .,--___ _ 
Intell. ___ _ 
Lab.,~==-__ _ 
Legal COU1. __ _ 

6/9/92 Tech. Servs. 
Training~;;_-_-_ -_ 

Congo Affs. ott. "'2.,. Off. of EEO -...;.; ,,-z.- Off. Liaison~&--
Int. Affs.,-=-=-=:-

Off. of pLbllC Atts. 
TeleJ:hone Rm. -
Director's Offlce __ 

PICKETT STREET LOCATION - ALEXANDRIA, VIRGINIA 

PURPOSE: To advise that thel IAlarm system I lat the 
FSU, ISS, IMD, Pickett Street, Alexandria, Virginia, w111 be 
connected to the Strategic Information Operations Center (SIOC), 
criminal Investigative Division (CID). 

DETAILS: The IMD is in the process of relocating the majority of 
the investigative, administrative and personnel files from the 
J.E. Hoover Building to ~South Pickett Street, Alexandria, 
Virginia. Currently, aL--Jis being installed at this location. 

On 6/9/92, Inspector - Deputy Assistant Director 
Gary L. stoops, IMD, contacted Inspector - Deputy Assistant 
Director Danny o. Coulson, CID, and obtain Mr. Coulson's approval 
for connecting thec==Jto the SIOC. 

RECOMMENDATION: None, for information. 

APPROVED: Adm. SllIV ~-HlI""---: 
crlm.lnv.~IJ.I.Y. __ '~ 

Director Ident. ~~~~ti Oep. Dir.----1nfo• Mgn 
AOJ)..Adm. Inspection _-t-__ 
ADJ)..lnv. Intell. _____ ' 

66-2319 

____ O,ff. of LiaIson 
___ & lot. Affs. 

Off. of 
----' Public Afts. __ .... 

1 - Mr. Potts (Attn: Mr. Coulson) 
1 - ice 
1 -
1 -
1 -

SSN:lg (6) 



• • Memorandum 
Dep. Dir., ____ _ 
ADD Adn. 
ADD Inv.;:~:::::= 
Asst. Dir.: 

Adn.Servs., __ _ 
Crim.Inv., __ _ 
Ident.= ___ _ 
Info.Mgnt. __ _ 
Insp. 
Intel,-l.----
Lab.,'1'"'7<::::-=-__ _ 
Legal COUll. 

To \JF~~. Potts 

F,,,, ~ William E. 

Date 2/22/93 TeclJ •. Servs-.'::::''::= 
Trammg 

Baugh, Jr. 
4 ~COng. Affs~-. '"l':Onff~. -
.;; Off. of EEO -

Off. Liaison & 

Subject ALARM PROCEDURES 

Int. Affs. 
Off. of Publ·~lC""""A=ff-=-S.
Telefftone Rm. -
Director's Ofhce_ 

SOUTH PICKETT STREET OFF-SITE LOCATION 
ALEXANDRIA, VIRGINIA 0 

r;/£S 
Reference memorandum from G. L. stoops to Mr. Potts 

dated 6/9/92, captioned "File Services Unit (FSU), Information 
Services Section (ISS), Information Management Division (IMD), 
Pickett Street Location - Alexandria, Virginia." 

PURPOSE: To revise procedures relating to the alarm system at 
the IMD, South Pickett Street, off-site location, Alexandria, 
Virginia. 

RECOMMENDATION: That the code word and response procedures set 
forth in the details, be approved for use by Strategic 
Information Operations Center (SIOC) upon receipt of an alarm 
indicating intrusion at the IMD, South Pickett Street, off-site 
location, Alexandria, Virginia. 

At-I&ROVED ~ Adm. SOMI. -' - It' .. Off. of lfll~~n 

~
• I1r r , Crlm, Inv. • ~I Coun, &. Int. AU.. __ _ 

f !,jlfClMct -mr . ,Idsnt. -I). e' : ~. ___ Off. of 
Dt% (;1/, .~I"rOI MFlnt.. ' ... lnl~ff$ Off Public Afts. -. 
f:\f.·!l'MIil. "W_""""'c ..... - ,11i~PQr:tlon 3,;,. EEO' • 
f,tf}-tri'(. ", _ . Jl'lt~lI. _ . on. ". ---

DETAILS: Referenced memorandum advised that an alarm system had 
been installed at the South Pickett Street location and would be 
connected to the SIOC. ftlftJ -A 3/7' - ~llf 

The IMD is currently storing file holdings in BU~ldi~ 
Number One, 917 South Pickett Street, Alexandria, Virginia, and 
will soon be storing additional file holdings in Building Number 

66-2319 

1 - Mr. Potts 
(Attn: SIOC, Room 5015) 

1 - Mr. Pomerantz, Room 6012 
1 - Mr. Bayse, Room 7159 
1 - Mr. Baugh, Room 5829 

RDP:rj (10) 

1 - I Room 5368 
1 -~ ________ ~~ Room 5350 
1 - r Room 5734 
1 - J Room 6362 
1 - I Room 4659 

(CONTINUED - OVER) 
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• • 
Memorandum from William E. Baugh, Jr., to Mr. Potts dated 2/22/93 
Re: Alarm Procedures 

South Pickett street Off-site Location 
Alexandria, Virginia 

66-2319 

TWo, 833 South Pickett Street, Alexandria; Vir~inia. Building 
Number One is alarmed with I __ 

I I and is!:--=m~o~n~l~t-=o'='!r~e-=a~b:"'!'y':"'"':l~h=-e=--""S.....,-o:o~cr-,--"c~r=-:l!"':m=-:l:!"':n=-a:-rI--""" 
Investigative Division, FBIHQ. Building Number Two will also be 
connected when completed. Building Number One will be operated 
on a 24-hour basis. Building Number One is equipped with CCTV 
and will monitor Building Number Two from within. 

The~s programed to send out an intrusion alarm to 
four location zones within the building. Should SIOC receive an 
alarm indicating an intrusion in any of the four zones, the 
following action should be taken: 

2 
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• Dep.Dir. __ 

Memorandum 
ADDAdm. __ ,... 
'ADD Inv.__ '_ 
Asst. Dir.: 

Adm. Servs. __ 
Crim.lnv. __ 
CJIS __ _ 

To Mr. Potts Date 

'CO" *liam E. Baugh, Jr. 

Subject ALARM PROCEDURES 
SOUTH PICKETT STREET, OFF-SITE LOCATION 
ALEXANDRIA, VIRGINIA 

5/5/93 

?/ZZ-

Reference memorandum from William E. Baugh, Jr, to 
Mr. Potts dated 2/22/93, captioned as above. 

PURPOSE: To set forth response procedures relating to the alarm 
system at the Information Management Division (IMD) , South 
Pickett Street, off-site location, Alexandria, virginia, to 
include Building Number Two. 

RECOMMENDATION: That the code word and response procedures set 
forth in the details, be approved for use by strategic 
Information Operations Center (SIOC) upon receipt of an alarm 
indicating intrusion at the IMD, South Pickett Street, off-site 
location, Alexandria, Virginia. 

___ ....... Off. of tEO AHs._ 
io!""""----- Off. of l\tlilWl 'H""----- & Int. Ms. __ ....... __ ..... ' on. of Pllh:1-t! 

I!o Gellg. Alfs. _ _____ TQ~' Ctf. __ _ 

DETAILS: Referenced memorandum advised of response procedures 
be used by the SIOC upon receipt of an alarm indicating an 
intrusion at the IMD, South Pickett Street, off-site location, 
Alexandria, Virginia. 

66-2319 
1 - Mr. Potts 1 - I Room 5734 

to 

(Attn: SIOC, Room 5015) 1 - I Room 6362 
1 - Mr. Pomerantz, Room 6012 1 - IRoom 4659 
1 - Mr. Bayse, Room 7159 1 - I Room 4341 
1 

=I~' 
12a:u.9:b, Rrm 582 2 - WMFO 

1 ~i 1 
IRoom 7274) 

1 
Room 5368 

I Room 7292) Room 5350 

RDP:rj (13) (CONTINUED - OVER) 
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• • 
Memorandum from William E. Baugh, Jr., to Mr. Potts dated 5/5/93 
Re: Alarm Procedures 

South Pickett street, Off-site Location 
Alexandria, Virginia 

66-2319 

Referenced memorandum pertained to Building Number One 
and advised that Building Number Two would be alarmed in the 
future. 

Building Number Two, located approximately 150 feet I:::: BuiJ~~:: ID1IDbe: One. js ;~ al:~efsW!i~l programmed 1nto 
. BU1 1ng Num er One W1 be operated on a 24-hour basis, 

and is equipped with CCTV that will monitor the security of 
Building Number Two from within. 

Ther--lis programmed to send out an intrusion alarm to 
certain areas~ach building identified by the system as zones. 
Building Number One is comprised of four zones and Building 
Number TWO, five zones. When an alarm is received by SIOC, the 
printout will indicate the zone where the intrusion has occurred, 
i.e., Z3. The printout will also indicate the customer number as 
833 or 917. lMD personnel are aware of the zone locations. 

The Washington Metropolitan Field Office (WMFO) will 
occupy a portion of Building Number Two for file storage. The 

c===Jalso reports to WMFO. This is for monitoring purposes only. 
WMFO personnel will not respond to an alarm unless a problem 
existDrequiring an individual to respond. lMD personnel will 
assume the responsibility of notifying WMFO should the need 
arise. 

Should SIOC receive an alarm indicating an intrusion in I 
any zone within both buildings, the following action should be 
taken: 

2 



• 
--------~~----------------------------------~~ 

To . Baugh 

/:;!;~ J. W. Hicks 

, Subject BUREAU MANUALS -
MANUAL REVISIONS 

Q F= I \,!.S 

Date 5/19/93 
7' 

Reference all SAC's airtel dated 3/5/93 captioned 
"Discontinuance of the Pornographic Matters Reference File 
(PMRF)" 

"""n?. .....,~ Dep.Dir. __ ........ ___ _ 
ADD Adn • 
ADD Inv •• ~~====== Asst. Dir.: 

Adn.Servs •. __ _ 
Crim.lnv •. __ _ 
ldent. 
I nfoJl';;;gn;o;:'t .---
Insp. 
Intelrl.----

,", Lab. 
LegarC "'Cou""'n=-.---
Tech. '!:;ervs. 
Training ---

Congo Affs. Off. 
Off. of EEO -
Off. Liaison'::"T"&--

Int. Affs. 
Off. of Publ'!":lc-"A=ff"'-s.
Telef*1one Rm. -
Director's Ottlce_ 

Memo from Baugh to Hicks qated 4/1/93 captioned "Bureau 
Manuals - Manuals Revisions" 

PURPOSE: To advise recipient division of changes in the Bureau 
manuals. 

RECOMMENDATION: To delete attached references in the Bureau 
manuals to the PMRF. 

188f!l-V.1IQ1 AilM. IM\II, ~ Off. of EEO Affs._ 
" ~ I!I:J Crlm. h'N. Intell. ",,--1)ff. of Uaison 
'PIFiIlli;f "1 Crlm; Jut. Into. ~~z?~~l&--Inl Wfs: -
pep. Plr'''1'l. --- n. __ ' c::'oYfr. -I- Off. of PublIC 
~q~@\\\1 \.'= L¥;f? . sOM. & Cong. Afts._ 
~l •• tP~7- . lQMOff. __ _ 

Id)0;~1 
~ f~~~/hicksJr--------'1 Em 3090 

-I r Rm. 1B224 
- Mr. Bau h Rm. 5829 

Rm. 5368 
Rm. 5342 
Rm. 

~~~~~~~~--------~ 
Rm. 3457 

d~NCLOSURE 

L..-___ ~"",;",.",_~~ ........ j,b ___ ~~~ 



, . 1 

• • Memorandum from J.W. Hicks to Mr. Baugh dated 5/19/93 
Re: BUREAU MANUALS -

MANUAL REVISIONS 

DETAILS: Delete the following items as highlighted on attached ' 
xerox: 

MIOG/PART II/SECTION 13-7.1.1 (1) 

Delete the last eight (8) words of the second paragraph. 

MIOG/PART II/SECTION 13-7.1.1 (2) (a) & (b) 

Delete all of (2) 

MIOG/PART II/SECTION 13-7.1.1 

~enl1mber (3) through (7) I (2 ) through (6..).. .. , 

2 



13-7 

PART II 

SECTI4It13. LABORATORY DIVISION AIDS TdiitNESTIGATIONS 

FIELD PHOTOGRAPHY 

The purpose of the information under this caption is to provide 
some of the general guidelines pertaining to Bureau photographic matters and 
to list by name, description, and use the types of document copying, . 
microfilming, general photographing, and surveillance equipment available to 
the various field offices. For information concerning photographic ' 
ex~minati?ns conducted in the Laboratory see major topic 13-18 elsewhere in 
th~s sect~on. 

13-7.1 

13-7.1.1 

General Guidelines 

Laboratory Photographic Responsibilities 

(1) The POPhiC Processing Unit[(PPU)]of the Laboratory 
(Room[lB903,]Extension handles all general processing and mass 
production photographic wor. This unit has the capability of doing copy work 
on film of documents, objects, i.e., photographs, jewelry, etc., and 
duplication of slides and making of slides from or~ginal art work for training 
purposes. [PPU handles equipment needs for darkroom and "mug shot" 
photography. This is defined as photographic processing and finishing, 
studio and "mug shot" areas to include those facilities in use within the 
field office and off-site facilities. PPU will also handle the design of 
field office darkrooms and those related areas due to moves or renovations. 
All related equipment selection, procurement, inventory and distribution, . 
including sinks, cabinets, enlargers, miscellaneous darkroom equipment" 
processing and finishing equipment, mug shot and copying equipment that 
relate to the darkroom areas will also be handled by PPU.] ", 

[~he S ecial Photographic Unit[ (SPU)] of the Laboratory (Room 3449,' Extet).sion " 
is responsible for all other photographic matters to include 

surve llance photo~raphy, nonroutine requests, unusual processing· 
requirements, exam~nation of photographic evidence, and all other photographic 

[ equipment requests, repairs, problems, or other inquiries. [SPU has been 
[ funded to supply the field with most photographic equipment; therefore, 
[ requests for routine photographic equipment, other than darkroom and "mug 
[ shot" equipment, should be directed to SPU through the field office 
[ Photographic Technician. SPU and PPU are the fundin~ sources for all 
[ photographic equipment (there is no other source ava~lable to the field). If 
[ there is any doubt regarding equipment, contact SPU, for assistance and 
[clarification. SPU also handles]all photographic trade craft in FCI matters, 

as well as the Pornographic Matters Reference File. 

(2) Pornographic Matters Reference File 

(a) Collection of porno~raphic material submitted to the 
Laboratory when retention is authorized, ~f not already contained in the file, 
see SAC Memorandum 20-86(B), 7/8/86. 

(b) Aids in determinin~ information which may indicate the 
source or that the questioned pornograph~c material has moved in interstate 
commerce. 

(~) (~ Submissions to the[SPU] should be by airtel under the case 
caption. yJ 

~~~~ The[PPU]of the Laboratory Division. oversees the areas of film 
process~n~, color and black and white enlarging and camera copywork, and slide 
reproduct~on, all on a quantitattve basis. 

(~)~' The film processing functio~s are inclusive of color negative 
(C-4l), cofor positive (E-q), microfilms, and all black and white negatives. 

~~1 ~ Color' and black ana white enlargements made from negatives 
are processed to specifications which can vary in dimensions of 3 1/2" X 5" to 
40" X 60". There is also the capability of processin~ color enlargements from 
slides; however, this involves the preparation of an ~nternegative which can 
result in the loss of resolution and color reproduction in larger prints. 

~~) ~ All requests of the[PPU]must be made using the FD-523. 

LC" ') 2'11- ?:!~It.X 4/\VJ9l MIOG 

ENCLO~T DR 



• 
AIRTEL 

Director, FBI 

Al'l SACs 

DISCONTINUANCE OF THE PORNOGRAPHIC 
MATERIAL REFERENCE FILE (PMRF) 

• 
3/5/93. 

The Laboratory Division is the curator of a large 
volume of obscene material known as the Pornographic Material 
Reference File (PMRF). Historically, the file was used to help 
establish Interstate Transportation of Obscene Materials (ITOM) 
violations.. The file has been reduced to a library of obscene 
materials since ITOM matters are now all but nonexistent except 
for child pornography cases. 

The child pornography cases are still actively 
investigated. Examinations will continue in these cases; 
however, the material submitted does not require comparison to 
the PMRF. 

Procedures for disposing of pornographic materials are 
long-standing and well-established through instructions from 
FBIHQ to the field. The hard-core pornographic materials in the 
PMRF were submitted to the FBI Laboratory with authority granted 
for 'final disposition at the discretion of the Laboratory, either 
addition to the file or destruction when they no longer serve any 
evidentiary function. All prosecutive efforts were completed 
prior to the materiaI$ being added to the PMRF. 

1 - Mr. Potts, Rm. 5012 
1 _-~ ____ ....,jIL...;Rm~. 5030 
1 " IRm.5042 
1 - L..:Mr~.---=B~a-u--;-g]h-, ~Rm::-l. 5829 
.1 - I Rm. 5350 
1 - Mr. HJ.cksA I Rm. 3090 
'1 - I Rm. 1B224 
1 .- I Rm. 3457 
1 - I Rm. 3457 
1 - IRm. 3372-A 
~ - BufJ.le (80-HQ-662) 

CD - Mam,lals Desk 
JMA:tf (68) 

u G -d .. ~ \C) .. 0 '6'-))\ 
_._' ,,-~ "' 

EI:CLU0Ul:'~ 
-- ............. ""JJ.....J 
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.: . . ." 

Airtel to All as dated '3!-4/ 9.3 • 
Re: DISCONTINUANCE OF THE PORNOGRAPHIC .:, 

MATERIAL REFERENCE :F.ILE (PlmF) 

In·the remote :event that the file contains a submission 
that should be returned .and 'not destroyed, each field office ., 
should review 'their ITOM matters and determine if there is any 
information or items ·that should be returned to the field office. 
The office is :requested to acknowledge with either a negative or 
positive answer NO 'LATER ~HAN APRIL 30. 1993. 

A written re~ponse should be directed to: FBI 
'Laboratory, special :Photo.graphic Unit, Room 3457, FBIHQ. 
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Dep. Dir., ___ _ 
ADD Actn. 
ADD lnv.'----• ... 

• Memorandum 
Asst. Dir.: 

Actn.Servs., __ _ 
Crim.Inv., __ _ 
ldent.~ __ _ 
Info.M9!'it., __ _ 
Insp.,....-___ _ 

~~I 
-T-O-----M-r-.-C-l-a-r-~~--------------D-a-te--9-/-2-9-/-9~:~' 

From 

Subject 

. ~ I 

- i . '~':-' 
PROPOSED CHANGES IN THE MANUAL OF INVESTIGATIVE 
OPERATIONS AND GUIDELINES (MIOG) AND THE MANUAL 
ADMINISTRATIVE OPERATIONS AND PROCEDURES (MAOP) 

Intell., ___ _ 
Lab.:"1'"'"1"= __ _ 
Legal COlI'I.: __ _ 
Tech. Servs. 
Traini~ --

C~. Mfs. Off. 
Off. of EEO --
Off. Liaison & 

Int. Affs.,.,...,.-~_ 
Off. of PublIc Affs. 
Telephone Rm. -
Director's Ofhce __ 

OF 

PURPOSE: To recommend procedural changes in the MIOG and the 
MAOP and to issue the attached "Memorandum to All Special Agents 
in Charge." 

] 

RECOMMENDATION: That upon approval of the manual changes (and 
the attached SAC Memorandum), this memorandum (with enclosure) be 

. ~routed.to the Manuals Desk for appropriate handling. 

APPROVED: Adm, SaN.. InSllettlOn!tl!\ tf' Off. of EEO Afts._ 

~ ~ 
Crim. 111'1. _ Intoll. Off. of (jaison 

DirilCtor _ Crim. Jus. Info. la!r.lrutory & lot. Affs. _ 

SJ..(~ 
::l 

Oap. Dir.... ..- $eM. l.sgal (''''!In. Off. of Public 
ADD· ... dm. ._ .~y_~ I'~nl Tech. &iNS. & Cong. Affs._ 
ADD·!ilv. Info. ~mL Trsinln:J raM Off. __ _ 

DETAILS: As a result of a suggestion from I I Miami 
Division, a determination was made that increased eff~c~ency and 
notable cost savings could be realized if a case file cover with 
preprinted case identifiers could be used, when appropriate, in 
place of case file cover forms numbered FD-245, Field Office 
Criminal Investigative and Administrative Files, and FD-245a, 
Field Office Informant and Asset Files. Form FD-245 was modified 
on 1/9/91 and distributed to the field. The modified form was 
designated Form FD-245.1, Field Office Criminal Investigative and 

closure 

ltitt-J .1,:.!;r. Clarke 
f' :z ... rli~CLOSU i{E . 

) . ,," 

1 - Messrs.1 
1 -i 
1 - Manuals Desk 
1 - MIOG - 66-19197 
1 - MAOP - 66-19198 

(Continued - Over 
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• • Memorandum from I I to Mr. Clarke 
Re: Proposed Changes ~n the Manual of Investigative 

Operations and Guidelines (MIOG) and the Manual of 
Administrative operations and Procedures (MAOP) 

-,,' 

Administrative Files, and includes the following preprinted case 
identifiers on the face of the case file cover: (1) Armed and 
Dangerous; (2) DO NOT DESTROY; (3) ELSUR; (4) Escape Risk; (5) 
Financial Privacy Act; (6) FOIPA; (7) NCIC; (8) OCIS; (9) 
Suicidal; and (10) Other. Form FD-245a was also modified on 
1/9/91 and distributed to the field. The modified FD-245a was 
designated the FD-245a.1, Field Office Informant and Asset Files, 
and includes the following preprinted case identifiers on the 
face of the case file cover: (1) Armed and Dangerous; (2) DO NOT 
DESTROY; (3) ELSUR; (4) Escape Risk; (5) Financial Privacy Act; 
(6) FOIPA; (7) NCIC; (8) OCIS; (9) Suicidal; and (10) Other. 

Manual changes set forth below reflect the requirement 
to place a check mark next to applicable preprinted case 
identifiers on case file covers in place of the past requirements 
to stamp certain case identifiers on case file covers. The 
Manuals Desk was contacted prior to the preparation of this 
manual change memorandum. 

CHANGED TEXT . 
MAOP, Part II, 7-1.2 (1) (b), page 477, should be changed as 
follows: 

7-1.2 Entry of Property Record 

(1) (b) After entering property, terminal operator will 
initial and date NCIC activity block and record NCIC number in 
appropriate space. Terminal operator will place a check mark on 
the NCIC line or stamp "NCIC" on the case file cover, insert NCIC 
Activity Log (FD-487) as top serial in case file, and place 
"entry" data on first line of log. Terminal operator will attach 
serial containing entry information to original of terminal
produced"printout showing entry message transmitted, computer's 
acknowledgement confirming acceptance of entry, and any 
additional NCIC records relating to the property. 

MAOP, Part II, 7-2.2.2 (3), page 483, should be changed as 
follows: 

7-2.2.2 Fugitives (Including Escaped Federal Prisoners (EFP), 
Probation Violators (PBV) , and Bond Default) in all 
Classifications other than FUDE, PV, and MRV 

(Continued - Over) 
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• • Memorandum from I Ito Mr. Clarke 
Re: Proposed Changes in the Manual of Investigative 

Operations and Guidelines (MIOG) and the Manual of 
Administrative Operations and Procedures (MAOP) 

(3) Rotor clerk will serialize document (office file 
copy of FD-65, original terminal-produced printout(s), and other 
attached information), place a check mark on the NCIC line or 
stamp "NCIC" on the case file cover, insert NCIC Activity Log 
(FD-487) as top serial in case file and complete "entry" and 
"III" data on appropriate line of log. 

MAOP, Part II, 7-2.3.2 (1) (c), page 483, should be changed as 
follows: 

7-2.3.2 FUDE, PV, AND MRV MATTERS 

(c) Rotor clerk will serialize document (FBIHQ 
communication, original terminal-produced printout(s), and other 
attached information), place a check mark on the NCIC line or 
stamp "NCIC" on the case file cover, insert NCIC Activity Log 
(FD-487) as top serial in case file, and complete "entry" data on 
first line of log. 

MAOP, Part II, 2-4.5.1 (1), page 303, should be changed as 
follows: 

2-4.5.1 Restrictions 

(1) Periodically, and pursuant to criteria outlined in 
The Plan, FBIHQ issues to the field instructions to mark certain 
field files/records, including auxiliary office files with 50 or 

b6 

more volumes/sections, with legends "Do Not Destroy: Histori al ~ 
Value: National Archives" and/or "X: Do Not Destro' ' ~'\:3 
Historical Value: National Archives." Files so -, - e b 

permanent and must be retained for eventual transfe the NARA. 

MIOG, Part II, 10-9.7, page 1058, should be changed as follows: 

10-9.7 ~h~ File Cover "ELSUR" 

To ensure certain files are retained beyond the 
established file destruction period, a check mark will be placed 
on the ELSUR line or "ELSUR" will be stamped on the case file 
covers of those files containing the "results" or the "products" 
of electronic surveillance for every current, every preceding, 
every subsequent and every Sub volume to the file even though the 
product of the electronic surveillance may have been taken from 
another file or furnished by another office. 

(Continued - Over) 
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• • Memorandum from I I to Mr. Clarke 
Re: Proposed Cnanges 1n the Manual of Investigative 

Operations and Guidelines (MIOG) and the Manual of 
Administrative Operations and Procedures (MAOP) 

MIOG, Part II, 10-10.9.2 (2), page 1066.21, should be changed as 
follows: 

10-10.9.2 CCTV - ELSUR Records - Criminal Matters 

(2) Absent other types of coverage, a check mark 
should not be placed on the ELSUR line on case file covers and 
the file cover shall not be stamped "ELSUR." 

4 
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oil • .( # \) ./'1 , v.,:;.... ,~v < ~P Dear L..1 ______ ....I ~D' R~I )}" 

It affords me considerable pleasure to advise you of 
the modified adoption of your suggestion to include preprihted 
identifiers on Form FD-245, which you submitted.. As a token 
of my appreciation for your excellent suggestion, I would like 
tQ present you with a cash award. 

As a result of your suggestion, it was determined all 
file jacket covers, except Form FD-245d for Personnel Files, 
should be revised to include preprinted identifiers. However, 
all of the identifiers which you suggested will not be placed 
on every jacket cover. In regard to the "FEDERAL GRAND JURyll 
warning stamp, the Manual of Administrative Operations and 
Procedures requires that the stamp be placed only on reports, 
memoranda containing grand jury material, and the grand jury 
subpoenas themselves. Once'serials have so been identified, the 
FBI must comply with Rule 6(e), Federal Rules of Criminal Proce
dure. It was, therefore, recommended that the "FEDERAL GRAND 
JURY" identifier should not be p~eprinted. It is believed the 

l .. 
\ 

.. 

~ 
tn 

adoption of your suggestioh!wil~'benefit·the operations of the 
field offices immensely, and aicost savings will be realized. 
I thank you for your suggestion, and I hope you will contin~e t~ If~' 

~hare your idea~hrOUgh the SUggestion Program. .-" . G-ItJ'/f&. 

Adm. Servs. ~~boratOry ( h I Off. of liaison I 

;.t 
~ ;?-:. 

~ ~ 
APPROVED: 

lS ~ ~ Sincerely yours, ~. :r.~~ff 
Criffi: Irw. :.;' ~egal Counl'{ '-2 , ~ & Int. Affs. __ _ 

Ol':;clor ____ Ijer:,. :ech. Ssrl~ Olf.ol ) • 
~Pil. Oi,. Inro. :,'~r.t. ~ Training Public Atls. -'"'"1':1~ • ,.,tY /,11''-
;.nt)'Aorn. Ins;;~::t'on "__ Congo Ails. Off.___ w~lliam S. Sess~ons ! Iii 
ADtI·lnv. In1211. WDJ1 Off. of EEO Director ,IV; /}. 

Enclosure 
C\ ,it, ~ l' 
'&v' 1 j. 
6" Ir~' , 

1 - SAC, Hiami (Personal Attention) Enclosures (2) ($500 award) 
The amount of the award is ·based on the Office of Personnel ::n.__ Management guidelines w'hich allow the granting of an award 

AOOInv.___ of moderate value for intangible savings "iV'hen it affects 
~~ _ functions and personne~ of a large bureau. 1:1 :!/ ,'J 

Crim.Inv. --. f'f} Lt '. 'j"! 
::- You should personally" present this award and should this not 'be .../~' r" '. 
InIIeII. Dossible or should r.r~se;t:;atj.<::~ t~ ""l;t!'easonably delayed by your 1 Ji 
t..b. ..... .;:'p- • ~ -i'r"'r!'''''''''' ..... _-, a~.""~'111''i --as--:.r.+ ..... j~!"'orm empl yee ~ 
LcgaiCoun. _ aosence 0 .. .L lClaJ. ac v ..... ,6 j, o. ~ v~ -,.-,,~:--- ~- - ..... l ~ 1 II. -:~.. : 0 12 
RIlc.Mgnt. __ net amOlL'1t of check represents th~s.' ,,{arc. ..Less wl'tnnoldlng tax • 

~:.~ . .~ If '\ 
Ccng.,4fts.OIf. - MCij: lh (7) Award #922-91 Suggestion #168-90 .. oAt!"" i 

~~~& 1JtP- :-f12 ~V' .-~Ji. ::;, ~_30CJ fJ1-/"' OIf.oIPubllcAlf~.~. \J\- __ .. _ ,.: ~.a..:: V'l~~ -, . cA. ''\. ,_ See Page 2 
~-- ~-=::~~lJt..lhzOOA~~!h~~H~ .ENCLOS~·REr': .. ~.~~.n_ 
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1 - Criminal Investigative Division - Enclosures (11) 

Appropriate action will be taken by the Forms and Reports 
t4anagement Desk, IMD, to implement this suggestion. They will 
coordinate with your division for approval of the.final form. 

1 - Forms and Reports Management Desk, IMD - Enclosures (11) - For 
Action 
Please take the necessary steps to ensure this suggestion is 
implemented and coordinate your actions lili th the Criminal Inves
tigative Division and advise the Suggestion Desk when implementedo 

1 - Personnel file of 1 1- Enclosure 
NOTE: Suggestion .'set forth ~n letter to suggester and FD-252 dated 
5/29/90. IMD addendum 7/2/90 recommended adoption and the preprinted 
identifiers be included on Forms .FD-245a, FD-245b and FD-245c. Addend~ 
of INTD 7/1l/90~ CIn 8/24/90~ INSD 9/11/90 and LCD 9/15/90, 11/14/90 
concurred with modifications. The Forms and Reports l·ianagement Deslt, 
IMD will en$ure implementation of the suggestion and coordinate with 
CID. Therefore, upon approval, suggester being informed that his 
idea is being adopted with modifications. Views attached. 

- 2 -



. Einp loyM: SlJgge~tion ' 
fD-252' (Bev. 9-1 L·59l • • 

! 

Date 

5/29/90 

I 
Division of Assignment 

Miami Director, FBI 
II Erem o 'SllcceS'gr's ncm el

l 
b6 To: 

SUGGESTION 

Change the File Jacket Cover (FD-245a) to include preprinted identifiers that 
could be checked or otherwise marked to indicate various techniques (i.e. ELSUR); 
warnings (i.e. Armed and Dangerous); or other items that need to be highlighted (i.e. 
OCIS, Do Not Destroy). Example attached. 

6;1I<6!!-,:2;:.t:.:ttS~// f! '~i/ "': 
~rfoJtadJ HJ~.tI!:~ -:F!J-~s4 L 

Ji:J-ffv:££::,,?:!f.~L_~~~h..-:~i4r~L-~ 
Current practice or rule (Include manual citation as well as facts) 

See attached. 

Advantages of suggestion and annual savings (include basis for estimate) 

Change will eliminate the various and numerous stamps that are now maintained 
by each rotor and/or Supervisor in the field. By having the a~eas preprinted on the 
jacket, it will also serve as an immediate reminder to SSAs, agents and support 
personnel of the need to properly mark the file jacket. 

Annual savings - unknown •••• it would be the cost of the printing the jackets 
versus the annual cost to purchase stamps and ink pads. 

Disadvantages of suggestion 

Additional cost, if any, for the additional printing. 

(The use by the United States of my suggestion shall not form the basis 
aSSigns upon the United States. I understand that I will be cQnsidered 
within two years after submission.) 

- 0-,,-Recommendations and comments of Division Head J :x;; 
:s..~\.U."", .. "I'Nl. v-~':' L~.\s...\oo. J::ot\ 

(Do not write in this space - for Bureau use only) 

If. 
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\?Ll '""W-.:'-O ~\\ v:.. ('Pl.~~":'0"'~ 

'--'v(C~>\ .1\~ ~" -~~RC 
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, or 
Frdopted 
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• • 
Numerous manual citations require the marking of a file 

jacket to reflect certain type of information that is contained 
in the file or that a technique was used. Some examples·include 
the following: 

Part II, 7-1.2(1)(b) "Terminal operators 
on case file jacket ... II ; 

.£:~"'rl E~SUR - MIOG Part II, 10-9.7 II •• , the file cover ... wil. 
be~"ELSURII ... II; and 

DO NOT DESTROY - M Part II, 2-4.5.1(1) IIFBIHQ 
issues ... instructions t- stam~ertain field files/records "Do 
Not Destroy: Historic Va ~ational Archives" .. . 11, 

In addition, files' are routinely stamped to reflect 
that they contain Federal Grand Jury information subject to Rule 
6(e); that information from the file has been entered into OeIS; 
or that a file contains a subject(s) that are armed and dangerous 
(A&D) or similar caution statements. 
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·' • 
Re: Suggestion #168-90, dated S-29-90, from the Miami Office 

ADDENDUM OF THE RECORDS MANAGEMENT DIVISION (RMD) r 7-2-90. 
~SHM:Shrn 

The RMD has reviewed referenced suggestion that the 
File Jacket Cover (FD-24Sa) should include preprinted identifiers 
that could be checked to indicate various entries (i.e. ELSUR, 
NCrC) and/or warnings or other items needed to be highlighted 
(i.e. Armed and Dangerous, Do Not Destroy). 

The RMD interposes no objection to the suggestion that 
the FD-24Sa be preprinted with various markings/warnings. RMD 
feels that this would eliminate the costly and time consuming 
task of ordering specific stamps for all rotor personnel in a 
division. This suggestion would also serve as an instant 
verification to all employees who would handle that specific 
file, as to what information is contained within, (i.e. ELSUR 
matters, Ncrc entries,. Armed and Dangerous subject). However, if 
approved, RMD suggests that the markings/warnings be also 
printed on file backed covers FD-24S, 24Sb and 24Sc, in addition 
to FD-24Sa. Additionally, it is suggested that comments and 
recommendations be solicited from the Criminal Investigative and 
Intelligence Divisions to determine if there are other/similar. 
markings/warnings that would be app~opriate for preprinting on 
the aforementioned file jacket covers. 

RECOMMENDATION: 

(1) That adoption of referenced suggestion be contingent upon 
favorable comments and recommendations of the Criminal 
Investigative and Intelligence Division . 

(2) If approved, recommend that forms FD-245, 245a, 245b, and 
245c be revised as suggested at time of next printing. 

:~ .... ,..~ "'·S. ___ I: ~ ....... ........ ::, ... ---:t----!-.J . 
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H, • • 
Re: Employee Suggestion 168-90, Miami Field Office, qated 
5/29/90. t ;,( 
ADDENDUM: INTELLIGENCE DIVISION. 7/11/90. ~/rmt. 

The Intelligence Division (INTD) has reviewed referenced 
suggestion ofl I Miami Field Office, that 
proposes the File Jacket cover (FD-245a) be modified to include 
pre-printed identifiers that could be checked or otherwise marked 
to indicate various techniques (i.e. ELSUR); or warnings (i.e. 
ARMED AND DANGEROUS); or other items that need to be highlighted 
(i.e. OCIS, DO NOT DESTROY). 

RECOMMENDATION: INTD recommends adoption. 

b6 
b7C 



•• • 
Suggestion #168-90 from SSAI Idated 5/29/90 

ADDENDUM: CRIMINAL INVESTIGATIVE DIVISION (CID); ~y,: 8/24/90 
.. ,,i "' 0 

CID has reviewed the attached suggestion #168-90 from 
Supervisory Special Agent (SSA) I I Miami Division. 
Suggestion #168-90 recommends that the File Jacket Cover 
(FD-245a) be changed to include preprinted identifiers that could 
be marked to indicate various techniques, warnings, or other 
items that need to be highlighted (i.e. ELSUR, Do Not Destroy). 

CID believes that this suggestion has merit in that the 
preprinted File Jacket Covers would save a reasonable amount of 
clerical time, provide convenience, and serve as a reminder to 
persons handling the file to properly mark the file. 

In accordance with the Addendum of the Information 
Management Division, CID suggests that case disposition and legal 
milestones also be listed such as Grand Jury, Arrests, 
Indictments, convictions, Acquittals, Pleas, Administratively 
Closed. Additionally, CID proposed that "FOIPA" be added to the 
list of identifiers on the File Jacket Covers. 

It is suggested the Do Not Destroy Identifier be 
separated from the other identifiers to highlight its presence 
and importance. In addition, this identifier should be clarified 
to explain the reason for non-destruction, such as Do Not 
Destroy - Pending civil Litigation. It is suggested that further 
clarification of this identifier be solicited from the Legal 
Counsel Division. 

CID recommends coordination with the Inspection 
Division if this suggestion is implemented, allowing compliance 
with the Manual of Investigative operations and Guidelines and 

- Manual of Administrative Operations and Procedures, and assuring 
that the appropriate changes in these manuals are executed. 

-_. Adm. se!'lS~"-. e:un •. _-...... Off. of Liaison 
Crim. Inv. Rec. Mgnt.____ & Int. Atls. __ _ 

Director ___ · __ .Ident. _ Tech. Servs. Off. of 
:-:~p. Oir. Inspection Trainin;; Public Affs. __ _ 
~.DD.Adm. lotell. Cong. AIls. OIf., __ _ 
ADD·lnv. I aboratol)' Off. of UO ,'-

APPROVED: 



•• • 
Re: Suggestion #168-90, dated 5/29/90, from the Miami Office 

ADDENDUM: 
I! 
.JHT: cs; 9/11/90 INSPECTION DIVISION; 

The Inspection Division, Office of Inspections (OI) has 
reviewed referenced suggestion tha~ the File Jacket Cover 
(FD 245A) include appropriate preprinted identifiers. The OI 
concurs that the suggestion has merit and would serve as a 
meaningful reminder for all 'employees to ensure that file jackets 
are marked in compliance with applicable rules and regulations. 
OI suggests that the case agent and supervisor be requested to 
certify during the file review process that all files requiring 
utilization of identifiers have been appropriately checked and 
highlighted. This certification would serve as an effective 
management control to ensure compliance with all applicable rules 
and regulations concerning the proper markings required on File 
Jacket Covers (FD 245A). . 

v~ t/{~) /;J I_Ii z "r) 
if p1; /' 
I/JP / 

V 
APPROVED: A?,m. SeM. h:~~1 ,~:~,n.. Off. of Lia~son 

/ Coim. !nv. ~"." "'~""_____ & Int. Arrs. /1'.1. ::"ector __ J~::lt" "l ... lt"5.re·' S~!:·.! . ... ___ 011. of ---
/; ;"', ::. ~il. _____ !;,Sf=,.),;::Otl;{)C 7 fQC,:":',o,: ______ Public Affs. 

: ... :,)·"dm. lnt12il. :~::;. ,:.;~s. I. .. ::f. __ _ 
ADD·lnv. Laboratory Ort. oi fEO __ _ 
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••• • 
Suggestion #168 from dated 151;.29/90. 

ADDENDUM: LEGAL COUNSEL DIVISION (LCD): ~9/15/90. 
with respect to the proposal to preprint file jacket 

covers with various identifiers, the following observations are 
made specifically concerning the "GRAND JURY MATERIAL" imprint. 
First, MAOP, Part III 9-9 1 requires only that the warning stamp 
be placed on reports, memoranda containing grand jury material, 
and· the grand jury subpoenas themselves. Second l once these 
serials have been so identified, compliance with Rule 6(e), 
Federal Rules of Criminal Procedure, requires that no further 
dissemination take place unless otherwise provided by the Rules. 
strict adherence to Rule 6(e) requires that material identified 
as a matter occurring before the grand jury be secured in a place 
where access is limited to those with a right to see the 
material. This group does not include the entire body of FBI 
personnel which generally has access to FBI files. Third l the 
more the FGJ stamp is used, the mote often innocuous facts are 
converted ihto grand jury material by identifying these facts as 
"occurring before the grand jury." For the above reasons, the 
grand jury material stamp should not be preprinted of file jacket 
covers. ----. - -- -

, " 

to ____ ... _ ..... --



• • 
Re: Employee suggestion #168-90, Miami Field Office, dated 

5/29/90. 

Addendum: Legal Counsel Division (LCD). 

The Legal Counsel Division (LCD) has reviewed employee 
suggestion #168-90 which proposes changing the File Cover Jacket 
(FD 245a) to include preprinted identifiers that could be marked 
to indicate items that need to be highlighted. LCD recommends the 
change with the following observations. 

1. LCD concurs with the suggestion by the Criminal 
Investigative Division (CID) that the "00 NOT DESTROY" identifier 
be separated from other identifiers to highlight its importance. 
Also, the reason for non-destruction should be designated. MAOP, 
Part II, 2-4.5.1 identifies restrictions to the destruction of 
field office files and records. Consequently, the "DO NOT 
DESTROY" imprint should have three subcategories identified as 
"Historical Value: National Archives"; "FOIA/PA Requests"; and 
"Pending Civil Litigation". 

2. The following observations are made specifically 
concerning the IIGRAND JURY MATERIAL" imprint. First, MAOP, 
Part II, 9-9, requires only that the warning stamp be placed on 
reports, memoranda containing grand jury material, and the grand 
jury subpoenas themselves. Second, once these serials have been "so 
identified, compliance with Rule 6)e), Federal Rules of Criminal 
Procedure, requires that 'no further disse~ination take place 
unless otherwise provided by the Rules. strict adherence to Rule 
6(e) requires that material ident~fied as a matter occurring 
before the grand jury be secured in a place where access is 
limited to those with a right to see the material. This group 
does not include the entire body of the FBI personnel which 
generally has access to FBI files. Third, the more the FGJ stamp 
is used, the more often innocuous facts are converted into grand 
jury material by identifying these facts as lIoccurring before the 

Jrand juryll. For the above reasons, the grand jury material stamp 
~hoUld not be preprinted on file jacket covers. 
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• • 
Re: suggestion 168-90, Miami Field Office, dated 5/29/90. 

" Addendum: Administrativ 'Services Division 
11/28/90, G/ ~TT:rlr 

G 
The Administrative Services Division (ASD) has reviewed 

reference suggestion with regard to the possible inclusion of 
preprinted identifiers on the FD 245d, (File front and back) 
Personnel File. While the suggestion has merit regarding the 245 
(criminal), 245a (Informant), 24"5b (legal), 245c (security), the 
ASD does not recommend that the identifiers be added to the 245d 
(Personnel File). 

Background investigations on new applicants involve a 
multitude of investigative checks which are too numerous to list 
on the front of the file jacket. currently, separate check 
sheets are used by analysts at FBIHQ and correlators in the 
field offices to ensure that the appropriate leads have been 
covered. To incorporate this type of check list on the file 
jacket would not only duplicate the recording of applicant leads 
as they are covered, but would completely fill the frQnt of the 
file jacket with superflous information. 



" • • 
DECLASSIFIED 

Re: Employee Suggestion 168-90, Miami Field Office, dated 
5/29/90. 

ADDENDUM: INTELLIGENCE DIVISION (INTD) 11/29L90'~~ 
The CI-3-F unit :Asset Unit), INTD, has reviewed 

referenced suggestion ofl IMiami Field Office, 
regarding the proposed mod~fications to the File Jacket Cover 
(FD-245a) in order to provide for pre-printed information or 
caution statements, which under current procedures must be 
individually stamped. Based on this review, the Asset Unit, 
INTD, recommends that the FD-245a.1, which pertains specifically 
to "Field Office Informant and Asset Files," be limited to the 
following pre-printed information: ELSUR, lIS and DO NOT 
DESTROY. It is further suggested that the DO NOT DESTROY 
category, as suggested in Legal Counsel Division"s addendum, be 
further divided by the three subcategories of "Historical Value: 
National Archives," "FOIA/FA Request," and "Pending civil 
Litiga:tion." 

Adm . ..c~r/~. L~ber3tory __ ~_,Off. of Liaison 
C;im. 1:1'/. Lega: Ccun. & Int. AHs. __ .... APPROVED: 

Director ____ I<!ent. • Tech. Servs. Olf. of 
Dep. Dir. Info. Men!. Training Public Ails.. __ _ 
ADD·Adm. Inspection f:9. Cong. Affs. Off. 
ADO·lnv. Intei!. ) 1 'R0 ~ Off. 01 EEO __ _ 



• • FD-252 8SAI .... --------,\to Assistant Director 5/29/90 
IMD addendu~m~7~1~2~/~9~0~--~ 
INTD addenda 7/11/90 and 11/29/90 
CID addenda 8/24/90 and 11/30/90 
INSD addendum 9/11/90 
LCD addendum received 11/14/90 
ASD addendum 11/28/90 
RE: CASH A~vARD FOR SUGGESTION 

ADDENDUr.1 :. SUGGES,TION ,DESK" ADMI;.N,IS.TRA.TIVE SERVI.CES D1VISION: CASP)· 
jVt. MCH 12/3/90 

Supervisory Special Agent .... 1---------,1 GH 14, Miami 
Division, sUbmitted a suggestion to mod1fy Form FD-245a, File 
Jacket Cover, to include preprinted identifiers that could be 
checked or otherwise marked to indicate various techniques or 
other items which need to be highlighted. 

This suggestion was evaluated by the Information Manage
ment (IMD), Intelligence (INTD), Criminal Investigative (CID), 
Inspection (INSD), Legal Counsel (L'CD ) Divisions and ASD. The IMD 
recommended that Forms FD-245, 245b and 245c be included in the 
reV1S1on. LCD recomme'nded the identifier "GRAND JU:RY MATERIAL" 
not be included as an identifier. INTD further recommended that 
FD-245a.l be limited to "ELSUR, lIS and DO NOT DESTROY", with the 
appropriate subheadings4 

Based on the apove recommendations, the Miami Division 
was solicited for views on whether this would result in monetary 
s~vings. ASD was advised there would be considerable savings in 
the continuous replacement of stamps and stamp pads as well as 
typist time saved in stamping file jacket covers with the correct 
stamp. The Forms and Reports Management Desk, IMD, advised the 
field uses over 500,000 file jacket covers per year. Therefore, 
ASD recommends adIPtion 1of the suggestion and the granting of a 
cash award to SSA in accordance with the guidelines set forth 
by the Office of ersonnel'Management which allows for the granting 
of a minimum a\V'ard when the suggestion affects the functions, 
mission or personnel of a large bureau. Personnel file and BPMS 
reviewed; nothing noted therein to preclude recognition. 

RECOMMENDATION: 

(1) That a letter of appreciation be afforded \ 

APPROVED: Adm. servs.tdh.~labr.rst.::r{ _Off. of :'l~l$on L..-___ ~ 
C:I:n. !tw. ~ Le~!El( C1:.Ji'I. ____ .:.~ ~('a. j~ifs. 

n'~.1~te.r . ____ !~:.'.~t. ______ 7· . .: ... s,::-;:. ____ C!'. of 
!~~1:· i.)i,. tr '." :.':;:1:. ___ .. ";, ".':';" PW"hc Afts. __ _ 
:'\L~!:"r'\d:n, :':;;".:'ct!'.I:l _____ :;.::r:;;. 
r1;~t)·h'v. . ._ ....... ~~n~s:::r. ~ Oil. of EE.0 __ _ 

(2) That SS~ lbe granted a cash award of $500. 

APPROVED: 

- 11 -
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Iv.Iemorandum • • 
---~~~~~-~------------------~~~ 

To 

From 

Subject 

ugh Date 6/6/94 

PROPOSED CHANGES I THE MANUAL OF 
ADMINISTRATIVE OPERATIONS AND PROCEDURES 
(MAOP) AND LEGAL ATTACHE MANUAL (LAM) 

( ":':'~l ,,' I --

Dep. Dir., ___ _ 
ADD Adn., ___ _ 
ADD Inv.:":""":," __ _ 
Asst. Dir.: 

Adn.Servs., __ _ 
Crim.Inv., __ _ 
Ident'f=::: __ _ 
Info.M9iit. __ _ 
Insp., ___ _ 
Intell., ___ _ 
Lab.:T"""7'<:::-=-__ _ 
Legal COiii.~ __ 
Tech. Servs. 
Training --

Congo Affs. ott. 
Off. of EEO -
Off. Liaison!:::-tr-&--

Int. Affs"-:""'I(n:::-_ 
Off. of PWlic Atts. 
Telet:bone Rm. -
Director's Ofbce_ 

PURPOSE: To recommend the following changes in the Manual of 
Administrative Operations and Procedures (MAOP) and Legal Attache 
Manual (LAM). 

DETAILS: REASON FOR CHANGE 

The following changes are required in association with 
the creation of the Employee Security File (67 Sub S) which is to 
be established whenever a personnel security related document is 
initiated by FBIHQ or the field and is to contain all original 
FBIHQ and field related personnel security documents. This 
memorandum 'was coordinated with the Manuals Desk. 

CHANGED TEXT 

MAOP, PART I, 11-1.3, should read as follows: 

11-1.3 Personnel File and Bureau Property 

(1) The following items should be sent to the new 
office by the SAC or division head of the old office: An 
employee1s previously submitted Confidential Disclosu:t"E! __ :Reports_ 

1 EN'0LOStJ.:RtIDB 
Enclosure w' -dtJ/Cf 
1 - Mr. Bau (Division Manual Control 
1 - 1...:-:~_-r-_-,-...:::R~o::..::o~m~5::..::3::..::3,,1 

1 - Room 5734 
1 - ~M~a-n-u-a"""!l~s-D"""esk r Room 5447 
1 -I 1 Room 5365 
1 - 66-19198 (MAOP) 
1 - 66-19079 (LAM) 
JAT:jat (8) 

Folder), Room 5342 

I ", ~' 'I l ,.. ,.., J' .', 3- ~,,~. 
6(1-~' - ,I,!" U 

, ' 
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Mr. BaUgh~ted 6/6194 Memorandum froml~--L-------------~I to 
Re: Proposed changes In The Manual Of 

Administrative operations And Procedures 
(MAOP) and Legal Attache Manual (LAM) 

(SF-450) and/or Conflict of Interest certifications, 
personnel file, Employee Medical File System (EMFS) subfile, 
Employee Security subfile, field firearms training record (FD
~, duplicate property record (FD-107), health report card, if 
any, electrocardiogram tracings, and report of medical history 
(SF-93). Medical documents generated prior to the establishment 
of the EMFS subfile should be contained in the personnel file. 
(See MAOP, Part I, section 20-4). Cover letter, Records 
Transferred of Personnel Transferred Form (FD-109) should be used 
to forward files. Send Form FD-475 (Physical Examination Card) 
if used for records purposes. Files are to be forwarded by the 
first workday following employee's departure on transfer. Refer 
to Leave Administration Guide regarding leave records. 

(2) Same 

MAOP, PART I, 20-4, should read as follows: 

20-4 Personnel Files - Field 

(1) Same 

(2) Same 

(3) A separate security file is to be created as a 
subfile to the employee's personnel file and designated Sub S 
whenever a security adjudication is initiated at FBIHO, or 
whenever a personnel security-related document is generated by 
the field, or whenever a similar document is received from FBIHO. 
To illustrate, if the employee's existing file is numbered 
67-BF-12345, the corresponding Employee security subfile will be 
numbered 67-BF-12345 Sub S. 

(a) The Employee Security File subfile will 
contain documents such as: . 

1. FD-190 Interview 

2. Polygraph examinations 

3. Relative sheet 

(CONTINUED - OVER) 
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Memorandum from I Ito Mr. Baugh~ted 6/6194 
Re: Proposed Changes In The Manual Of 

Administrative Operat~ons And Procedures 
(MAOP) and Legal Attache Manual (LAM) 

4. All background matters 

5. SF-61 appointment affidavits 

6. 2-46 FBI pledge 

7. FD-291 employment agreement summary brief 

8. OPF - Official Personnel Folder 

9. FD-294 Agency check results 

10. FD-814 Five Year Reinvestigation 
Questionnaire 

11. Bankruptcy 

12. Administrative inquiry pertaining to 
security 

13. Roommate background check matters 

14. FD-388 marriage background and FD-292 
marriage status 

15. Foreign travel information of any kind 
(FD-772) 

16. Security clearances. briefing and 
debriefing material 

17. Bureau employee residing in close 
proximity to communist bloc personnel 

18. SF-189 nondisclosure agreement 

19. Bureau acquaintance interview 

20. Five-year reinvestigation results 

The security subfile will accompany the main personnel file to an 
employee's new office upon transfer. When an employee retires, 
resigns. etc .. both files will be forwarded to FBIHQ in 
accordance with the guidelines in MAOP Part If section 20-4 (4) 

(CONTINUED - OVER) 
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'# , '-Memorandum from I I to Mr. Baugh' ated 6/6194 

Re: Proposed Changes In The Manual Of 
Administrative Operations And Procedures 
(MAOP) and Legal Attache Manual (LAM) 

(4) When an employee transfers to FBIHO or becomes an 
SAC, the personnel file, the EMFS subfile and the Employee 
Security subfile are sent to FBIHO. The files of an employee who 
resigns or retires should be retained for 90 days and then sent 
to FBIHQ for final disposition. The files of a permanent or 
temporary indefinite employee leaving for military service are 
maintained in the field office inasmuch as employees have certain 
mandatory restoration rights and may return to that office, and 
because, in their absence, they have a right to be considered for 
promotions that arise. The file should thus be available for 
review for qualifications. Upon notification from FBIHQ that an 
employee no longer has restoration rights, the files are to be 
forwarded to FBIHQ. (See (2) above & MAOP, Part II 2-4.2.1(4).) 

(5) The main personnel file and the corresponding EMFS 
subfile and Employee Security subfile must be kept under lock and 
key under the SAC's supervision in such a manner that no employee 
will have access to his/her own file. The employee designated by 
the SAC to maintain personnel files will be responsible for 
designating the items for inclusion in the EMFS subfile and 
limiting access to the files due to the sensitive medical and 
psychological material that is occasionally contained in the 
subfiles. In field offices having a permanent Health service, 
this duty should be assigned to the Registered Nurse. 

MAOP, PART II, 2-4.2.1, should read as follows: 

2-4.2.1 Classification - 67 -

(1) Same 

(2) Same 

(3) Same 

(4) 
(a) Employees' personnel files, including the 

Employee Medical File System (EMFS) subfile and the Employee 
Security subfile, are to be kept under lock and key under the 
supervision of the SAC. These files are to be sent to FBIHQ 
when an employee is designated SAC or transfers to .FBIHQ. 

(CONTINUED - OVER) 
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Memorandum from I I to Mr. BaUghTated 6/6-/94 
Re: Proposed Changes In The Manual Of 

Administrative Operations And Procedures 
(MAOP) and Legal Attache Manual (LAM) 

Files of employees who resign or retire shall be retained 90 days 
and then sent to FBIHQ where duplicate records will be destroyed 
immediately and nonduplicative records will be i.ntegrated into 
the Official Personnel Folder. When permanent or temporary 
indefinite employees leave to enter the military service, retain 
files in field office. Upon notification from the Bureau that 
restoration rights of an employee have expired, the personnel 
files are to be forwarded to FBIHQ. (See MAOP, Part I, 20-4; 
Legal Attache Manual, 4-3). 

(5) Same 

LAM, 4-3, should read as follows:. 

4-3 Field Personnel Files 

Separate field personnel files shall be maintained by 
the Legal Attache on each employee. The main personnel file 
shall contain personnel summaries forwarded by FBIHQ and all 
pertinent material relative to the employee's services while 
assigned abroad. A separate medical file is to be created as a 
subfile to the employee's personnel file and designated sub M. 
The Employee Medical File system (EMFS) subfile should contain 
communications relating to physical examination reports, medicql 
records, and doctor's certificates. (For more detail, see MAOP, 
Part I, 20-4.) In addition a separate security file is to be 
created as a subfile to the employee's personnel file and 
designated sub S. The Employee Security subfile should contain 
all original FBIHO and field security related documents, 
including the original background investigation, five-year 
reinvestigation, and other original personnel security documents. 
(For more detail, see MAOP,Part I, 20-4.) When an employee 
transfers to FBIHQ, or resigns or retires, the files shall be 
retained 90 days then forwarded to FBIHQ for final disposition. 
Upon designation of Assistant Legal Attache to position of Legal 
Attache, the field personnel files of the designee should be 
forwarded to FBIHQ for maintenance. 

(CONTINUED - OVER) 
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Memorandum from I Ito Mr. Baugh ated 6/6194 
Re: Proposed Changes In The Manual Of 

Administrative operations And Procedures 
(MAOP) and Legal Attache Manual (LAM) 

INDEXING 

The MAOP Index should be changed to reflect the following 
information: 

Security Subfile, employee's, I, 11-1.3, 20-4; 
II, 2-4.2.1 

SAC MEMORANDUM 

The field was advised by airtel dated 7/24/92, copy 
attached. 

RECOMMENDATION: That upon approval of the above manual changes, 
this memorandum be routed to the Manuals Desk for appropriate 
handling. 

APPROVED: Cr/m./nv.-:--_ 
Crlm. Jus. Info. 

Servs. ---=""'l'I'"II'-fIV't' 
Director __ FInance -+':--Hr"I"""'~"'~' 

Info. Res'~ __ .,l..f,I,rP'! 
DeputyDirector __ lnspectlon __ _ 

6 

___ Off.ofEEO 
Affairs 

--Off. of Public 
___ &Cong.Affs. __ ..... 



0-9 (R~v. 3- i 6-i9) 

.~ ... 

~~'. 
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• 
TRAl'lSivlIT VIA: .!\IRTEL 

------------------------~--
CLASSmCATION: ___________ _ 

FROM: Director, FBI (67-80008) 

TO: All SACs 
All LEGATs 

...'. 
DATE: 7/24/92 

RCA, Northeast Regional Computer support Center 
RCA, Western Regional Computer support center 
Savannah Information Technology Center 
Butte Information Technology center 

EMPLOYEE SECURITY FILE 
PERSONNEL SECURITY DOCUMENTS 

Fo;r.: privacy and:security reasons, effective 8/1/92, all 
o~iginal FB~HQ'and field ~~qurity-related documents, including 

.. t:q.e;'".,originaJ,. background iriyes~igationt five-year reinvestigation, 
.... and·~other original personnel. security documents are to be 

. ma'ii:lta:l;ned _~h a Subfile (6('Sub S) .. to the' Official Personnel 

j~·)i~~~/,.:;~:itt;~*lf~ .. '~~~~:1~1?$i;M;~;t:K:~~·~~~·abl i s~e.d .. Wh~never a 
" sec~rity adj'u'g.ication 'is .. in'itia'tedp . ,AII'~e'curity-related 
'documents,. as "¢l.escribed above/ will be removed from'the original 

67 File and placed into the Sub S·File. Other recipients of this 
communication"will establish 'the Sub S File and remove all 
security-r~lat'ed. documents from the employee's, original 67 File 
whenever a personnel secur·i ty-related document is generated by 
the field or whenever a similar document is received from FBIHQ. 

:1 - Mr. Clarke' 
1 - Mr. Greenleaf 
1 - Mr. Gow. '. 
1 - Each Asst. Director 
1 - Mr. stoops 
1 :-1 ... 1 
1 .... Mr. O'Brien 

~ =~I ______ ~ 

1 -
1 -
1 -
1 -
1 -
1 
1 - Mr. Collingwood 
1 - Mr. Guido 
; = Fr. Perez 

NOTE: 
d) - Manuals Desk 

I Ito Mr. Christensen memorandum dated 
5/4/92, captloned as above, provided approval to 
es~ablish the ESP as a Subfile to the OP? 

..... G 1 
"", ,-, r,,· ~j 
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Vast Space Savings! 
Conserv-a-fi le)l eliminates the number of 
aisles formerly needed by providing 2 rows inl. 

Far Greater Oapacity I 
Its dual row capacity enables Conserv-a-fi Ie 11: 
to hold many more records, checks, tape reels 
or books in a given area than any other 
equipment ... yet its cost is remarkably low . 

More Efficient I 
Conserv-a-file Y makes the filing area so 
compact that 85% of the walking and many 
of the other filing motions are eliminated. 
Standing or seated between two general filing 
units, a clerk has the equivalent of 40 drawers 
of fi les at her finger-tips without 
moving! Speed and efficiency are thus 
greatly increased . 

Extremely Flexible I 
Conserv-a-file Y is individually engineered to 
meet the needs of any installation. May be 
constructed to any length and varying heights. 
It's so flexible it can even surround a post! 

3 
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Conserv-a-fileY for general filing 
The most important advance in the history of filing. 

Conserv-a-file !l for general filing holds more, saves more space, is more efficient than any other 
equipment. In a given area, it holds up to 3 times as many records as mechanized files, drawer files 
or shelf files and ... in its most expensive version, costs but slightly more than shelf filing. 

Takes Any Folder Or System 
Requires no records conversion. Adapts 
to any filing system. The cradles of any 

unit can be made to take any folder, 
combination of folders, card trays or 

special size media. 

Requires Minimum A isle Space 
Because Conserv-a-file If. requires no 
drawer pull-out area, 30-inch or even 

26-inch aisles are perfectly adequate. 

2 Rows In Depth Of A Single 
Drawer File 

The depth of Conserv-a-file :llis no 
greater than that of the average drawer 

file. It provides the only known way to 
increase capacity when files must be 

against a wall. 

Outer Oradles Roll Effortlessly 
Unique suspension system enables 

entire row of outer cradles to be rolled 
aside with less effort than it takes to 

pull out a conventional file drawer. 

-Ii 
I' 

\ 

-
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SPECIFICATIONS: 

Closures: Doors, locks, dust protectors of any type 
are custom designed and engineered to suit the particular 
needs of an installation. 

Suspension System - Outer Cradles: 
Suspension tracks are made of anodized aluminum spe
cially contoured to match the rollers of the cradles. 

Suspension System - Inner Cradles: 
Standard or full suspension (FS) Suspension System. Latter 
system equipped with 21-strand plastic coated airplane 
control cables which insure perfect tracking. Eliminates 
the torque normally encountered when rolling out a conven
tional file drawer. The elimination of this wear factor adds 
to the life of the suspension system twenty-fold over con
ventional file cabinets. 

Stability: Conserv-a-file V. cannot be tipped over even 
if all the outer cradles are full and the inner ones empty. 
No anchoring is ever necessary. 

Safety and Silence: The ends of the outer cra
dles are cushioned .with polyurethane foam for silence and 
safety. No metal ends ever touch. Hands pushing one cra
dle cannot be injured even if the adjoining cradle is acci
dentally pushed against them. 

Floor Load Factor: As a consequence of a ratio 
of steel to content of approximately .75:1, as against a 
ratio of approximately 2.0:1 per lineal inch of content of 
conventional files, it is possible to increase the capacity 
within a given area without adding to the floor load. 

Anti-Friction Bearings: All metal-to-metal 
contact is eliminated by employing anti-friction bearings 
equipped with tires of a space-age plastic. They're prac
tically impervious to wear and reduce pUll-out and lateral 
movement effort to ounces. 

Leveling Domes: The base of Conserv-a-file 1[ is 
equipped with screw-type leveling domes, making shims 
unnecessary. 

File Cradle Equipment: Dividers, adjustable 
every two inches, are provided. Sway blocks, which provide 
an instant working "V" at any point, or hanging file folder 
frames, are also available. Special requirements to order. 

Construction: Conserv-a-file Y. is precision-manu
factured of prime furniture steel. 

Colors,' #50 Grey, #52 Light Grey, #60 Olive Green, 
#62 Mist Green, #70 Desert Sage, #72 Light Desert Sage, 
#75 Beige, #80 Brown, #90 Black, or specially matched 
colors if desired. 

DIMENSIONS: 

Depth: Letter size - 293fi1"; legal size - 353fi1" (units 
with only stationary inner file shelves measure approxi
mately 2" shallower in depth). 

Note: inner files can be made stationary if desired. 

Width: Starting modules - 36%", additional modules 
- 36". Conserv-a-file V. for general filing available only in 
these widths. 

Height" 5-tier-64"; 6-tier-76"; 7-tier-88"; 8-tier-
100"; 9-tier-1l2". Depth and height may be contracted or 
expanded to suit special needs . 
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Conserv-a-file Y 
for Check, 
tab and Card filing 
A capacity equal to mechanized files 
at one third the cost plus sit-down filing efficiency. 

Adapted to check, tab and card fi ling, Conserv-a-fi le}[ offers impressive benefits ... enormous 
capacity in a confined area ... great increase in visibility, accessibility and efficiency ... 
ease and comfort of sit-down filing ... all at one third the cost of mechanized files. The 
specifications and description detailed here are based on a 2 module unit, though, as with 
all <;:onserv-a-file"\l units, it may be built to any length and varying heights to meet the needs 
of ,the' specific installation. 

Two outer lateral cradles (A) may be rol 
right to permit access to rear section 
rollout. 

•• 
" ( 
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!1. 
1 The two 42" rear sections contain 8 tiers each of full 
:',to left or suspen'Sion cradles. Cradles are subdivided into 4 com
~:(B) which partments*, each equipped with 3 adjustable sway 
I blocks that provide an instant working "V" at any point. 

• 

I) 

II 

There are three storage levels in each a stationary base section subdivided 
outer cradle which consist of • . • into 4 compartments* 

and top and middle storage levels may be rolled to right or left within the 
made up of 3 individually mounted frame of the outer cradle to permit ac· 
trays* which cess to the compartment underneath. 

*These specifications slightly different for 5" x 3" card 
adaptation. See specifications . 

SPECIFICATIONS: 
(Based on two 42" modules) 

FOR CHECK FILES: 

Overall Dimensions: 84%" wide x 353/.l" deep x 
40" high (Starting modules 423/.l" wide, additional modules 
42"). 

Capacity: 1239 lineal filing inches or 185,850 checks. 

Suspension Systems: Cradles of rear sections 
available in FS suspension only. 
Suspension tracks of anodized aluminum. Anti·friction 
bearings have tires of space·age plastic. Practically im· 
pervious to wear. No metal to metal contact. Sides of move
able trays in outer lateral cradles fitted with cushions of 
polyurethane foam to insure safe, silent operation. 

Sway Blocks: Every compartment equipped with 3 
sway blocks adjustable every inch to provide instant work
ing "V" at any point. 

Base: Equipped with screw-type adjustable leveling 
domes. 

Const1'uction: Prime furniture steel throughout. 

Colors: #50 Grey, #52 Light Grey, #60 Olive Green, 
#62 Mist Green, #70 Desert Sage, #72 Light Desert Sage, 
#75 Beige, #80 Brown, #90 Black, or special colors to 
match if desired. 

FOR 5" X 3" CARDS: 
Capacity: 2212 lineal filing inches or 276,500 cards. 
Same specifications as check file with these exceptions: 
Rear section cradles and stationary base section of outer 
cradles are subdivided into 7 compartments. 
Middle and top storage levels in outer cradles consist of 
6 individually mounted trays which roll to right or left with
in outer cradles. 

Note: Both units available in 36" modules, if desired. 
Dimensions will be readily altered to accommodate special 
size media. Units may be had with removable trays at addi
tional cost. 

i 
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Conserv-a-file Y 
for tape reel storage 
Holds more reels in less floor space than any 
other tape storage equipment. 

Conserv·a·file Jl!s 2-in-1 capacity solves the problem of floor space, increases efficiency and 
even makes the storage of tape reels within the immediate computer area now practical be
caase floor space requirements are so minimal. 

Though the initial cost of Conserv-a-file Y is slightly higher than its least expensive com
petitor, its savings in floor space not only make up the difference, but enables the unit to 
pay for itself in a relatively short period of time. Making maximum Use of a space approxi
mately 28' x 33', the following example shows how Conserv·a-file Yand its competitor stack 
up against each other. 

Area: 
Reel Capacity:* 
Equipment Cost: 
Cost Per Reel: 
Reels Capacity per sq. ft.: 
Space cost per sq. ft.: 
Savings per sq. ft.: 

Conserv-a-file Y 
896.3 sq. ft. 
18,900 
$15,120.00 
$.80/reel 
21.086 
$.237 
$.076 

Oompetitor 
939.3 sq. ft. 
14,976 
$9,317.50 
$.62/reel 
15.94 
$.313 
None 

Difference of $.178 in equipment cost per reel ($.80 less $.622) is more than offset by 
annual savings of $.076 per sq. ft. offered by Conserv-a·fiIe Y. Difference is paid off in only 
2.3 years and Conserv-a·file J[ continues to save $.076 per sq. ft. annually long after that. 

*9ased on use of 111/2" x li'l6" reels. 

• 

Clerk rolls aside outer cradle to obtain 
access to stationary storage rack in 
rear section. 
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SPECIFICATIONS: 

St01'age Racks: Made of .11 gauge wire with full 
width label holders. There are no shelves in inner section. 
Racks fit into retaining slots in side panels of unit. 

Capacity of Racks: For 36" module units - 21 
reels (1l¥2" x 1Yl6" size); for 42" module units - 25 reels 
(1l¥2" x 1Yl6" size). Units to accommodate other size reels 
available on order 

Look how many reels a 6-tier Conserv-a-file "Sf. can store ... 
and in such little space! 

P1'int-O~tt Holders: Special suspension folders 
to hold print outs are available. Shelves to contain print-out 
folders must be fitted with suspension bars. 

Base: Equipped with screw-type leveling domes. No 
shims necessary. 

ar,prox. sq. approx. sq. 
ft. of 

Construction: Prime furnitute steel throughout. 

Colors: #50 Grey, #52 Light Grey, #60 Olive Green, 
#62 Mist Green, #70 Desert Sage, #72 Light Desert Sage, 
#75 Beige, #80 Brown, #90 Black or special colors to 
match if desired. 

f . of floor 
36" space 42" floor space 

Modules occupied Modules occupied 
Capacity per rack 21 reels 25 reels 
3 modules capacity 630 reels 18 750 reels 20 
4 modules capacity 882 reels 24 1050 reels 26 
6 modules capacity 1386 reels 36 1650 reels 42 

Note: Units may be made to any length. 

Suspension System: Suspension tracks of ano
dized aluminum. Anti-friction bearings have tires of space
age plastic that are practically impervious to wear. No metal 
to metal contact. 

Outer Cradles: Fitted with retaining slots to hold 
storage racks. Ends of outer cradles cushioned with poly
urethane foam to insure safe, silent operation. 

Same unit can also accommodate print 
outs if desired. 

DIMENSIONS: 
Depth: 26". 

Width: Available in 36" or 42" modules. Starting 
modules are 36%" or 42%"; additional modules are 36" or 
42". 

Height: 5-tier-75" . 
6-tier-89". 

Length: Units may be made to any length. 

Note: Depth and height may be expanded or contracted 
to suit special needs. 

Racks fit into retaining slots of side 
panels of unit and of outer cradles thereby 
preventing racks from slipping about 
when tapes removed or replaced. Entire 
rack may be lifted out if desired. 

9 
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Conserv-a-stack® -
a dramatic advance in library shelving. 
Provides two rows of completely accessible library shelves in one! 

Conserv-a-stack saves space, increases capacity as no library storage equipment has ever done before. It's almost identical 
in construction to Conserv-a-file rl for general filing except for its inner shelves which are stationary. Ideal for use in 
stack rooms of public and school libraries, and the libraries of law firms, stock brokerage houses, publishers, etc. 

As with Conserv-a-file rl, Conserv-a-stack is made to order to meet the needs of any installation. It can be made to any 
length and height from 5 to 9-tiers. 

SPECIFICATIONS: 

Olosures: Doors, locks, dust protectors of any type 
are custom designed and engineered to suit the particular 
needs of an installation. 

Suspension System - Outer Oradles: 
Suspension tracks are made of anodized aluminum spe· 
cially contoured to match the rollers of the cradles. 

Stability: Conserv-a-stack has such a low center of 
gravity that it cannot tip even if all the outer shelves are 
loaded. and the inner ones empty. No anchoring ever re
quir.ep. Screw-type leveling domes in the base make shims 
unnecessary. 

Safety and Silence: The ends of the outer cra
dles are cushioned with polyurethane foam for silence and 
safety. No metal ends ever touch. Hands pushing one 
cradle cannot be injured even if the adjoining cradle is 
accidentally pushed against them. 

Anti-Friction Bearings: All metal·to-metal 
contact is eliminated by emploYing anti-friction bearings 
equipped with tires of a space-age plastic. They're prac· 
tically impervious to wear and reduce pull-out and lateral 
movement effort to ounces. 

Oonstruction: Conserv-a-stack is precision-manu
factured of prime furniture steel. 

COLORS: 
#50 Grey, #52 Light Grey, #60 Olive Green, #62 Mist 
Green, #70 Desert Sage, #72 Light Desert Sage, #75 Beige, 
#80 Brown, #90 Black or specially matched colors if 
desired. 

DIMENSIONS: 
Depth: 22" 

Width: Starting modules - 36%"; additional 
modules - 36". 

Heig ht: 5·tier-64"j 6·tier-76"j 7·tier-88"j 8·tier-100"i 
9-tier-112" . 
Depth and height may be expanded or contracted to suit 
special needs. 

SHELF DIMENSIONS: 
10" or 12" deep; 36" widej special sizes available on order. 

•• 

• 
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Conserv-a-fileJ!
in use everywhere! 
Associations, Olubs, etc. 
Automobile Club of Maryland 

Baltimore, Maryland 

Union Pacific R.R. 
Pocatello, Idaho 

Educational 
Institutions 
Gonzaga University 

Spokane, Washington 

University of Illinois 
Urbana, Illinois 

University of Wisconsin 
Madison, Wisconsin 

Financiallnstitutions 
Federal Reserve Bank 

New York, New York 

First National Bank 
Boston, Massachusetts 

First National Bank 
Memphis, Tennessee 

Gl,Iarantee Savings & Loan 
Birmingham, Alabama 

Howard Savings Institution 
Newark, New Jersey 

Lincoln First Federal Savings & Loan 
Spokane, Washington 

Government Agencies 
DuPage County Court House 

Wheaton, Illinois 

Peoria County Court House 
Peoria, Illinois 

Department of Health 
State of Idaho 

Boise, Idaho 

Veterans Administration 
Washington, D.C. 

Insurance Firms 
Imperial Insurance Company 

Washington, D. C. 

Protective Mutual Insurance 
Company 

Chicago, Illinois 

Weyerhaeuser Company 
Pennsauken, New Jersey 

Legal Firms 
Arthur Young & Company 

Denver, Colorado 

Frost & Jacobs 
Cincinnati, Ohio 

Gaston, Snow, Motely & Holt 
Boston, Massachusetts 

Harron-Rickard & McCone Company 
San Francisco, California 

Selberman & Selberman 
Birmingham, Alabama 

Manufacturing Firms 
Bama Company 

Birmingham, Alabama 

Bufkor, Incorporated 
Buffalo, New York 

Butler Manufacturing Company 
Minneapolis, Minnesota 

Electrolux Corporation 
New York, New York 

Esso Research & Engineering 
Linden, N~w Jersey 

continued on next page 

Protective Mutual Insurance Co., Chicago, Illinois 
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Fairchild Publications, New York, N. Y. 

Manufacturing Firms, 
continued 
-Ford Motor Company 

Detroit, Michigan 

General Electric Company 
Lynn, Massachusetts 

Goodyear Tire & Rubber 
Akron, Ohio 

Humble Oil & Refining Company 
Lafayette, Louisiana 

Mallinckrodt Chemical Works 
New York, New York 

Rand-McNally Company 
Chicago, Illinois 

Saran Pipe Line Company 
Ferndale, Michigan 

Sargent Company 
New Haven, Connecticut 

Newsweek Magazine, New York, N. Y. 

Manufacturing Firms, 
cOntinued 
Shell Oil Company 

Houston, Texas 

Stanley Tools 
New Britain, Connecticut 

Medical Institutions, 
continued . -
Morristown Memorial Hospital 

Morristown, New Jersey 

Twin F.alls Clinic & Hospital 
Twin Falls, Idaho 

Smith, Barney & Company, Incorporated, New York, N. Y. 

Weyerhaeuser Company 
Pennsauken, New Jersey 

Medical Institutions 
Blue Cross- Blue Shield 

Wilmington, Delaware 

EI Paso Orthopedic Surgery Group 
EI Paso, Texas 

Holy Family Hospital 
Spokane, Washington 

Memorial Hospital & Clinic 
Warren, Ohio 

Investment Firms 
A. G. Becker & Company 

Chicago, Illinois 

Smith, Barney & Company, Inc. 
New York, New York 

Publishing Firms 
Fairchild Publications 

New York, New York 

Management Publishing Group 
Greenwich, Connecticut 

Newsweek 
New York, New York 

SUPREME 
Supreme Steel Equipment Corp., 50th Street & Second Ave., Brookl¥n, N. Y. 11232 

World's leading manufacturer of time and space-saving filing equipment and systems. 
Dealers in principal cities throughout the O. S. 

n 
Ittl 

Conserv-a-matic® Conserv-a-file® Conserv-a-tier® Library Shelving 
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We ripped the side off a conventional file ... 

©1964,SSEC 



Put a unique suspension system on each drawer 
. to make it roll out sideways, so that all records could 

be exposed in half the aisle space normally needed. 



We removed the front panel of the drawers to 
make records more visible and accessible, made the 
drawers longer and built the unit higher so it 
could hold as much as 2~ conventional files in 
half the floor space. 
We called it Roll Out Conserv-a-file®: 

4 ·Pat. Off. #3095250 



We then took a row of Roll Outs ... 



Put anodized aluminum tracks across the front 
of the entire row ... 



And on each track we mounted outer cradles 
, in front of all but one section, so that the outer 

cradles can be rolled one section's width 
to the left or right. 

, 
~ '1· \ ~I 



Moving the outer cradles laterally provides access to 
the inner files which roll out. We now have two 
rows of completely accessible files in one, in the depth 
of a conventional drawer file. 

We called this unit Conserv-a-file Y. 

The momentum in moving one outer cradle is automatically transmitted to the cradle next to it through 
compressible polyurethane pads. This, with Supreme's unique suspension system, enables an entire 
outer row of cradles to be moved with less effort than it takes to pull out a conventional file drawer. 



Conserv-a-file Y is designed and en~neered to meet 
the needs of any installation. It can be made to any 
length · and height from five to nine tiers. 

." 
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Because Conserv-a-file X proyides two rows of 
files in one, it eliminates the number of aisles 
formerly needed. ' 

These 12 rows of shelf files must be serviced by 6 aisles. 

But 12 rows of Conservwa-file I require only 3 aisles. 

1- ~ 1 1-

~n any ~ven area, Conserv-a-file Y holds l~ to 3 
times as many records as mechanized files, 
shelf files or drawer files. 

j! 

I' 
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I 
Without moving, a clerk, working between two units, 
has the equivalent of 40 drawers of files at her 
fingertips. Since the file area is more compact, 85 % 
of the walking and much of the other filing motions· . 
are eliminated. Speed and efficiency are 
thus greatly increased. 

1Il--_~~---..:.....:.-___ -------,--____ .. __ ... _____ .. _ .. __ .... __ 11 



Using a conventional drawer file, one cannot file 
above eye level. Because its records are exposed from 
the top and side, Conserv-a-file Y allows filing to the 
furthest point the eye can see and the hand can 
reach. Its maximum accessibility permits records to 
be located faster, returned faster. 

,,""'~" 

" , 
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Over 50% of all the records in the unit are accessible all 
the time. Anyone inner file cradle, or all of them in 
a section, can be exposed. 
In long installations, lateral movement of the outer 
cradles may be stopped at whatever points are desired, 
and any outer cradles may be omitted, if desired. 

. : I I i 
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Its enormous ease of operation allows a clerk to roll 
aside four rows of outer cradles (equivalent to 7 four
drawer file cabinets) in just one motion. 

, 15 



Conserv-a-file Y requires no records conversion and 
adapts to any filing system. The cradles of any unit 
can be made to take any folder, or any combination 
of folders, card trays, or special size media, if desired. 

] , 



When files must be installed against the wall, it 
provides virtually the only means to increase filing 
capacity. It utilizes space usually lost by alcoves and 
can even surround a post. ' 

"'. ,t:,j " 

I III]),· 

fl', : ' 
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18 

Because Conserv-a·file Y. is custom designed and engineered, it is adaptable to any kind of filing requirement. There are specially engineered 
Conserv-a-file V's to accommodate the filing requirements of tape reel and library storage. A motorized filing desk capable of simultaneous vertical 
and horizontal movement is available. It brings the clerk and her work station to any height and section of the unit in seconds, resulting in a 
remarkable increase in filing speed and efficiency. 

GENERAL SPECIFICATIONS: 
CLOSURES: Doors, locks, dust protectors of any type are custom designed and engineered to suit the particular needs of an installation. 

SUSPENSION SYSTEM - OUTER CRADLES: Suspension tracks are made of anodized aluminum specially contoured to match the rollers of the cradles. 

SUSPENSION SYSTEM - INNER CRADLES: FS Suspension System: Equipped with 2 I-strand plastic coated airplane control ca~les. 
This unique method insures perfect tracking by eliminating the torque encountered when roning out a conventional file drawer. The elimination of 
this wear factor adds to the life of the suspension system twenty fold over conventional file cabinets. 

vSTABILITY: Conserv·a·file Y cannot be tipped over even if all the outer cradles are full and the inner ones empty. No anchoring is ever necessary. 

!AISLE SPACE: Because Conserv-a-file Y requires no drawer pull.out area, 30.i~ch or even 26·inch aisles are perfectly adequate. 

j/SAFETY AND SILENCE: The ends of the outer cradles are cushioned with polyurethane foam for silence and safety. No metal ends ever touch. Hands 
pushing one cradle cannot be injured even if the adjoining cradle is accidentally rolled against them. 

rFLOOR LOAD FACTOR: As a consequence of a ratio of steel to content of approximately .75: 1, as against a ratio of approximately 2.0: 1 per lineal 
inch of content of conventional files, it is possible to increase the capacity within a given area without adding to the floor load. 

ANTI·FRICTION BEARINGS: All metal-to·metal contact is eliminated by employing anti·friction bearings equipped with tires of a space-age plastic. 
They're practically impervious to wear and reduce pull-out and lateral movement effort to ounces. I 

LEVELING DOMES: The base of Conserv-a-file 1I is equipped with screw-type leveling domes, making shims unnecessary. 

FILE CRADLE EQUIPMENT: Dividers, adjustable every two inches, are provided. Sway blocks, which provide an instant working "V" at any point, 
or hanging file folder frames, are also available. Special requirements to order. 

CONSTRUCTION: Cons~rv·a·file 1Iis precision-manufactured of prime furn,iture steel. 

COLORS: Available in a variety of standard or specially matched colors if desired. 

DIMENSIONS: 
DEPTH: Letter size - 29~f'; legal size - 35%" (units with only stationary inner file shelves measure approximately 2" shallower in depth) . 
Note: inner files can be made stationary if desired. 

WIDTH: Starting modules - 36%"; additional modules - 36". HEIGHT: 5-tier - 64'/; 6·tier -76"; 7-tier - 88"; 8-tier -100"; 9-tier -112". 
Depth and height may be contracted or expanded to suit special needs. 



Consenr-a-file Y costs a lot less yet provides far 
greater capacity, space savings and efficiency than 
any other filing equipment. 

SUPREME Supreme Steel Equipment Corp., Brooklyn, N. Y. 11232 

World's leading manufacturers of time and space·saving filing equipment. Originators and manufacturers of Conserv·a·matic®, the first motorized shelf file; 
Conserv·a-tier®, adjustable shelf files; stationary shelf Conserv·a·file® and Roll Out Conserv·a·file ®. Dealers in principal cities throughout the U. S. 
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