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HEADQUARTERS ALLIED COMELISLION
ARCHIVES DIVISLON
M/F SECTIUN

30 Januvary 194¢

i
SURJECT Dox Contonts.
T i Direoctor, archives Diviston, Allimd Connlmnich.

1y Following is & lisnl of 32 Noxes OF Reglon IX, Emilia, listin
mmbor of files and doomnants within each box.

BUX . _FILES  _DOCADEEIVIT _BOX. _FlLEs

WY I7 p5 187 59
p 1473 f01( 18 7T 151
14 711 19 239 5971
¢3! 554 2( 3 54,97
l als" '!_F ,._. ‘.-'L ‘] L JIr II'I.' )
£ 19, L1277 £ 157 _-J!'.F, b
1 1:$ 5625 29 20% bl
i o 1815 L.I'IF <1 bl I']II.'-:
| 4 317 5,620 25 1 7151
10 338 7L b 17 6LcY
11 239 1395 4 115 TLIS
1_ 'I:Tf fl'll'- q':ri 1 L l-]
19 201 Ny 29 Y6, b4
| 14 b 5790 o ! 2liC HL2])
15 121 6636 11 174 b G
1"’ 1;-.’ _'I:.I! ll'1l. - 1' '_- '1'1?._5‘.;

‘e Mo above 32 boxes show a total of 162,072 documents O &N avoragoe
box /‘#ﬁf or E.,U{.‘;‘: docuwmnty per hox, iis nveropge ls not constant wlth
sich & small Erﬁu,{ of boxes, but will fluctuste from Ulme 1O time, depending
upom the type of docwsents handled, 15 the future a pericdical report can be
glven at, ssy a bi-smonthly report on the Box LPNkanil sitmtus,. L
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Oatober 18, 1047

s+ Allied Force Nacords AMministrator
Mlted Force Menorda Maianlatretlon
AYHS, APO S18

il jeat 1 Tataloguing of p1ited Somminsion Secords,

Afyer saversl daya of sousnion wiih lorofil

oemanders and D ¢ the Arahives Brench, 1t nAS
dapilded Luat Lhe rabnlaguing process abould be added Lo
ont of the serasaning Proteers {n "™F" Sgetion of Airahivesn.
move will resnlt in i@

B b b |
Iy =

n., DComplete procsnsing of recards prior to delivery Lo

M junting Lhe rrte of procaasing %o the rate of
miarofilming.

¥1imination of prosent laplication of werk.

Sonigentreation ol UL R ] wAonry fuanetion
niorofiiming.

mare -}Pl‘lu'u Gy 1L Q ¥ | Wi I‘L‘
phock saatlion.

A ‘hare Ls now in the Jepol n baok=1loi of Alxty-thres LOXes
of Joutharn Heplon anntting calaloguing. To offset the Alrfionliy
arecanted by such = haak=1og the following staps ara proposed

s, 0Opn Datobnr o1at "4l" Seolblon will borrow uLhe yarvices
of Mians Lkydon rnd Lwo cralned oetaloguars to tral
Arohivas peracnnel, nnd begin cataloguing & naw o8 fon
st moon as it lg¢ scrasned.

AFMATD will eontinue itim sateloguing until the nresent
back=1og im climiant 1.

st the and of this operation the more demirsble cf Lhe
Daepotl's persgnnel #3411 be atded Lo Arnhtven' celtalopuing
seation., fuch personnel will romain under the Alainia-
tration of AFHENRD,
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1. 1t 1s expested that whan Lhe two noctions

combing AVMATD aan reduce ite catalogulng peracnnel
by half. If, after the microfilming of Allied
Commuinsion “Becords, the Depot ls reqiuired to ocatelopue
sthaer recordn fLe Lrained pearacnnel would sinply be
re-tranaferred frorm ‘rehlivan,.

P Arranpgomenta have Laen mnala Lo hondle Lhoe cala-
Jopuing ofany priority groups of raocords thal may

e recaivad nitter Lafore or after the sesctilonue are
combinad.

e It 18 apreel that narating twe antalopuing ssotlona unitl
the back-=log 18 alisinsted »ill provila onporlunity for gauplng

Lhe auocess or fatllure of mating cataloguing » onrk of Lhe sersening
yrnaann, 1f unsuccanaful, mattere aan revert to the press Lt aLl=atus

arit nio Aeamge will hava Lean donn,

the saheme in A soacesn, there +111 no longer . "

f
antelnguing btack=log, but thers will oe = microlllming bmak-log,
1

t i# bolieved, howavar, that this move widl bLe of advantmy o
H Archives ar hy Jepot. The detells itnvelved In the o &
var sre being worked out in cordial unanimity.

]Jtm-nt-ft._"u'l"‘i'l'ib‘r'{ s
AR A H"'I-r':‘*“'._q'"i v t-[j _"'Ll__-ga) .

lonles e -

Napte. CANNTIGS

AFMERD

"UFPY dgotlon, Archiven Yraneh
/% %patisn, fr-hives Drengh

210
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BTANDARD L& L RAT A B U PROOEDURE

i - - S—— e E—

1. Upon reoceipt of new material to be progensed the
first step is %o inspect the doouments, cheaklng them agrinat
the master llat or originator's liast. %hu 18 %o be done by
an offieer. The oones the opening entry in the REGLATER %o
give the work $PROCESSING CORTIRUITYY,

p. The seoond step 19 thoe bhreaking down 1n%o "“bundles”
for orooessing. This ias done by, Or under the superviaslon of,
an officer. A *"bundle’ reapresanta the sontents of ONE PAGE of
the WASTEA L1JT, One or more bundles will eonatitute an
Arghlive Gyoul.

1, The thiprd atep 18 a sneral overall oheokin of the
sontents of a bundle b the offiocer tn deatermine rou 1y the
tnstruotions neoessari ven In the DICR, ?wr. tn dater-
mine whather to FILM, NO L, or SPLIT) This will relliave the
REALER of many 1w1u.’l operations otherwise required,

4. The fourth gtep 1s to pasS the bundle (in a desk
tray) to the READER, WOTE: Fach bundle 1s a unit of work and
will pemain intact thro us prooessing. Eaoh bundle will
have a4 WORK HHEXRT (or as M} astached ntaining the
tnstruotions %o the readsr the (a) Aegion, (b)lone, (@) Arehlive
group, (4)old box bunber, 1!] puntle nusber.)

5. Fifsh etep. The FEAIER examines saoh and avery A06U-
ment, u-'.tni the instrustions on the guide and shooses %o
epilut or '"DIGCARD® the doounente aceoxding to the manner lald
dowa in TEXAMPLES OF DI BOARD WATEAIALY, m copY of whiaoh is on
the deask of eaoh WEADER, Kash doowsant ooiinldered 1% %o be
11 S0ARD® will De so indicated By a . " nade with a
BLAGE PIENCiL. The seleotion of entire foldors to be TOTALLY
FLLUED or TOTALLY DISCARDED will rest with the officer in
charge, who will @0 indioate by marking ‘Il ALL®, ®HO FILMY,
(OR PREAD AND SPLIT® in omse of doult) on the top of the folder,
and LEITIAL, ‘“hen the reader hasoompleted an oniire HIMDLE"
he will pass it %o She INSPEQTOR,

8. Sixth step, The INAFECTOR ahsoks sach and eve
documsent in the bundle %o £ind errors, omissionas, poasible
44 sagreensnta with the AEADER on oholae of digoard, eote,




He will Andlcate his approval of the reader'a nark * K 1 by
plasing a airole around 4t with a RUU pencll like shis * X ", o
1f he sapproves of She “"dlsoard® he cheaks with the Mader and
then ernses the mark “ X * AT he atill]l dlgapproves. Une fastor
involved An thias operation la that s is protably batter to

OVER FILM shan UNDERFILYM, nepeolally when Ain doubt, Ta Ingpeotor
18 vither an ARICAN HEO or a ARITIA NGO, and should, or will,
uncsratand evary funotional prooess In thie asetion, T™is will
glve the Judging for aslmotion over %o T'0 HIADS instead nf one,

7. Seventh step. The ENUUERAT R «11! pot the doounents
in Tolders marked *ALL JILMY oy *N0 FILMY, and mark the Sotal in
& olrele I1n the faos of the foldsr. On folders tha® %o be *°LITY
the snuserator wiil u&gmbull the doocuments cotesanoing at the
Lagk of the folder and numbering up to the 1ast dpousent and then
maring she %total in a olrole on the faoe of the folder,

B, Slghth aSep. "The DNREAKDOWN Clerk w11l WLIT the folder
when lndioated, wmaking = new folder for the DINCARD doounents,
the new folder will be a oopy sxaetly like the original, A mubber
Stanp 1le provided for the Andlcating of the TOTAL DOGUENTS in a
folder, and the TOTAL FILED, This will bs atanped by the Clerk
and propsr entries zade, Also theyw 18 a rubber atamp for the
indleation of She RATE of the FIRST wnd LAGT doocunant in a folder,
“his will De aeta on Ghe ORIGIHAL folder OHLY, uelng the dates
of the Mire% and last dooumsnts FRUMAINING in @ ODRIGINAL folder
AFTER aplitilng. Te regulting TWO folders, CAIGINAL and DUFLICATE
(dlscard), will ba pluoed back in goquoanoe then and TOGLTHER, The

entire tray of 4 foldere, the bundle, will then be pnesed to the
FINAL INAIECQTOR,

W. kiuth step, The IHLFLCTOR will chsok for ercors, such e
eriure in Hllh;ﬁluhiﬁ_ QRUNTING, FREFASATION OF DUPLICATE FOLDERS,
ENTR

KRUBLER STAMIING IES, TORN FUOLUERS, DATED OF FIRIT AND LAST
DOCUMENT S, AND PUE TRARING OR MUTLLATION OF DOCUME NTS., If and
when a serious srror 1s found he will demand the BREACDOWH olerk
or ENUMERATUR S0 correot it immediatoly, The FIHAL inaspeetor
will sheek the folders, FILM and DISCARD, agains$ the WASTER LIST
sopy whioh aoo iss the bundle, T™he Inapeetor will also wake
note of the TOT JOCUMENTY, and TOTAL FILR DOCUMENTS s0 kesp a
gount of the produotion. The totals of this sount of all the
FiRAL inaspegtors will be added to produce the total produation
of Cie sentlion Tor the day,

10, Tenth astep. The tenth and lagt step of the produstion
line 1s the separation of the ORIGINAL (film) and NO FILM and
dugllﬂll (d1g0ard) folders, and packing (N SHQUERCE BY ARSI ow,

Ainto cases. In placl the finlished folders in shelr
res, 00tive cases thay will packed in ocomplste U IHOLE® proups
(untied). In no case will s bundle be aplit atewan Yo pases,

ey
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ARCHIVE OROUPS will naturally be plit botweon cases as sowetim-es

an arghive
Lf this 19 followed the sequence

bo maintalned an nﬁ{{lrullz lald down,
parked from *"NUMBER ONE® to

A label pasted on the case indigating the nane.

THE PHYSIOAL *SET.UP* of thias maetion is as followg:

Jtepe 1, 2, and 3
5%epe 4 and &
} S%ep A
WBay 7
dtep B

JLeu 9

Utep 10

TIVINTS (Uasver 1ipte)

AFFROYED BY)

i)
L

TV OFFICERY (Allled)
FOUM O SADERS  (Coivilian)
TWO IRAPECTORE (ALLIED HCDg)
THO UNUMERATORS{C vilian)

WUR BEEAXKDOYN
CLEPX 5

(Ciwdillnn)
THO INBPEGTORS (Allded NEOR)
TWO PACKING CLERES (Givilian)
REGIOTERED by One Offioer,

Two Civilian sypicts,.

PIREPARED N C N ¢ \
7 % b
s e o e

. Dy s
DONALD M GHATHAT- SR
hénr QMo (A)

0I0 *F* Seetion

A 't-‘ll'-quk\-l ¥

2 ’f~ Ko Mo HARAX 330N,

or (1)

Chisf Arohlvist,

at

Pe M, WILaNN
AFRA Reapr, &&

up will constitute one, two, or posaibdly ten sases,
of ARCHIVE groups in cases will

Faoked caseo 11 be

Bhe and of EACH MEGION and the exant

oontents entered and posted in she MEGINTER by an nffieer, and

gl
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