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T a nuu QUJU:o ••••••• 

a Vie e participant in polic reco maneg . ent under t International 
Coo l'ntion Adnd.:niatr tion epons ip, I attended the police r cords cour 
at Hichigan t University duri the spring quarter or 1959. 

t'he following tDpica were pr ented1 

l. Position or the Central Record Bur u 

2. 

The Cent.ral. Record Bureau ia very important 1n police t. e 
polic 1n1str tor n fici nt r or or di:rccting his police 
ction in th repr sion ot aubVi ive ctiviti and crimee, in tbe 

recovery of tol pro rti , in th r gulation of tr .tic, in the 
distribution of power, in patrol, etc •• • • • 

'l'he record bureau, brain or th police epartment, t be loo ted at the 
headq where there 1a 1n · tionsbip bet polioe officers and 
th tral Record Bur au, d ~ere ther is much security for records. 
R e1V-.JJ'lg c ilainta and inf'o tio tro citizen or lmen, and 
dispatching those info;- tio to the interested bureau or t.."ie otf ioer on 
the be t,, it 18 d ir bl th t tr-e o.om:r.unicatiom ..,,... ... .-.. 

er t.he direction of th rccor officer. All phu o! police action 
t be recorded. 'l'bereror , th c ntr llzation of vnluabl records to the 

Central Record Bureau 1s vital tor t e b t pertormanco of th polic department. 

3. Th QomPlaint Mem 

'l'h1e is a note b ing com.plaint n f'.r, dat , title,, nature or case, car 
dispatched (number or n e or of£1c )1 time cleared, na.'!le d ... ss of the 
co plaintant. It is used in an urgm t eaa - and whe.n the info . tion counter 
is epa?I ted fro the e ntral ccmpla1nt d k and en the e she ia not 
f'Ulad out. on time. 

guing
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TONG HUU QUANG.

Records Management Report

As a Vietnamese participant in police records management under the International
Cooperation Administration sponsorship, I attended the police records course
at Michigan State University during the spring quarter of 1959.

The following topics were presented:

1. Position of the Central Record Bureau

The Central Record Bureau is very important in a police department. The
police administrator needs efficient records for directing his police
action in the repression of subversive activities and crimes, in the
recovery of stolen properties, in the regulation of traffic, in the
distribution of manpower, in patrol, etc.

2. The Central Record Bureau Concept

The record bureau, brain of the police department, must be located at the
headquarters where there is interrelationship between police officers and
the Central Record Bureau, and where there is much security for records.
Receiving complaints and informations from citizens or patrolmen, and
dispatching those informations to the interested bureau or the officer on
the beat, it is desirable that the communications system should be placed
under the direction of the records officer. All phases of police action
must be recorded. Therefore, the centralization of valuable records to the
Central Record Bureau is vital for the best performance of the police department.

The Complaint Memo3.

This is a note bearing complaint number, date, time, nature of case, car
dispatched (number or name of officer), time cleared, name and address of the

complaintant. It is used in an urgent case - and when the information counter
is separated from the central complaint desk and when the case sheet is not
filled out on time.



4. '11e eas,R~ 
Thia is th 1n spring ar the records ayst • It is concerned with 
recording reports and eontrollin in'l1 tigation by an or dditional 
reporta. It serv · the base on whi.ch the cu is built. and as a meims 

of' filing. Each case bears n er. All reports concerning · e also 
hav: that number. 

5. Fo and Distribution of Copies 

6. 

Dif:f er t for : Cas eet tor complaints - ror recording 
110tor vehicl ccidenta. 

A ingle copy 1s often suf."f1ci nt in 11 police d partm • But in a 
larger one, it is d irable to h ve copies of c e she ror tbe Iatrol 
Offic , the detectiv: div ion, the planning r carch u, etc •••• 

The arrCJSt Of P6l°SOn nee Sit b king proeedUre. ( ' ing rl" t 
report - arres peraon•a pro rty off h rson - putting e.aled 
property in the property roo und the charge ot civilian Pl.or e -
and band for safety). The booking ;roe ure also includes !ingerprint.91 
mug and p onal description. 

'l'be arr st record, e ~ e booking off1cw, b c rtain infornatio 
such : rurne and al or oi'r nd , physical scription, iffense char_ , 

ting Officer, serial n , fill(terprint cl.as i.f'ication, . B.I . er, 
r ult. o£ court. The copie of a.rre t record ar t to t.he 1 
Reco Bureau, to th arr ting ot.fieer, to the jail, to e dnt:i.ficat.1.on 
bure: u. 

P onal id ntification jacket - 'lb a dossier co ining the arr t 
report, au shot vith fUll th, the orn.cer report on arre t, the l". B. I. 
tr nscript, the corr pondenc 1 the 
cards. 

p clippine d t fingerprint 

Eaeb m ter ind card eonta .d al , addr s, fingerpri.n 
classification, local polio d nt. number, r.B.I. r, CBS 
arrest report n er, personal d cript4..on1 oecupat.1.on., place and dat 
birth, 4Rd a brie.f' police bietor,y on the back of the c d. 

.. 
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4. The Case Report

This is the main spring of the records system. It is concerned with
recording reports and controlling investigation by means of additional
reports. It serves as the base on which the case is built and as a means
of filing. Each case bears a number. All reports concerning the case also
have that same number.

5. Forms and Distribution of Copies

Different forms: Case sheet for complaints - Casualty sheet for recording
motor vehicle accidents.

A single copy is often sufficient in small police departments. But in a
larger one, it is desirable to have copies of case sheets for the patrol
officer, the detective division, the planning and research bureau, etc.

6. The Arrest and Identification Records

The arrest of a person necessitates a booking procedure. (making arrest
report - arrested person's property off his person - putting sealed
property in the property room under the charge of a civilian employee -
and band for safety). The booking procedure also includes fingerprints,
mug and personal description.

The arrest record, made by the booking officer, bears certain informations
such as: name and alias of offender, physical description, offense charged,
arresting officer, serial number, fingerprint classification, F.B.I. number,
result of court. The copies of an arrest record are sent to the Central
Record Bureau, to the arresting officer, to the jail, to the identification
bureau.

The fingerprints of an arrested person are classified by Henry method. The
fingerprints cards go the Henry files and to the identification jacket, and
must be discarded when the prisoner dies. The mugs of everybody arrested
must be taken, exception made of juveniles and repeaters. Full length mugs
are taken for the cases of bunco, assault, robbery, perversion, vice.
The negatives are filed in the local police department.

Personal identification jacket -- This is a dossier containing the arrest
report, the mug shot with full length, the officer report on arrest, the F.B.I.
transcript, the correspondences, the newspaper clippings and the fingerprints
cards.

M.N.I. (Master name index files)7.

These are the names cards involving: all arrested persons - complaintants -
suspects - wanted persons - witnesses - driver violators - missing persons -

juveniles - persons injured and killed. The F.B.I. discards those index
name cards after 65 years of age of person.

Each master index card contains: name and alias, address, fingerprints
classification, local police department number, F.B.I. number, case number,
arrest report number, personal description, occupation, place and date of
birth, and a brief police history on the back of the card.



8. Stolen Property .le 

10. 

Th1a is used to locate t! e info dou ly 
a flexible tile nd it loo l1k a com:nerc:ial catalo • '!be claoaitication 

st.olen i can iste ot n · · files and unn ib<~ed ru (digit tem) . 

2lz2rendi 

criminals known by th ir tnethod of operat1o • It is po sible 
to identify' the perpetr; ·tor by' comparin his o. rd that u cd in other 
~-.... ~ with 'Which he baa been id ti.ft • Some into tiona are nee.es ary 
for tiling the !i. O. cards: person ttacked (sex, r e , occu ti.on) -
property attacked - haw a tacked • of attack (inst nt, tool, evice, 
trick) ... object Of attack (gen ral class ot articles). 

A. Identific tion by personal d oription - 1ng 
the piysieel description of a known d of a v t · person. 
(physic l ch acte- tic sex1 color, a. , height, color or 
hair, color of eyes, , ec and def'ormi.ti ). 

B. H dwriting files - Th handwriting or counterf'e1ti ch c 
documents may be filed by th · police dep&rt:.ttent tor pur 
identificati • Th Lee and Ab oyat is ed and is 
r ctors1 rarm, aJclll.1 t, inclination. 

other 

ll. 'lbe Unit'om Crime Report 

'l'he uni.to eri.ne report, 
king CorJPUison! betwe 

providi those co Wlitie 
population group. 

the • B. I . every thr nt.bs, 1 ·sed tor 
local c rate and that in other com."'!2Llni ties 

the . e geoar phical divisions e 
reported on t e uni~ crime report ina 

Part I - llomcide, ra , robb ry-• gr vat 
thert, etc ••••• 

aault, lnrc · , theft, auto 

Part II .. Other saulte, forg · and count r . itinc, fra d, stolen property, 
prostitution, t'll"lltllK4mn,esn, "' bling, etc ..... 

Part III· and round. 

IV • Traf'tie accidents, h occupational ccid , tircam 
acoidente, auicid , etc ••••• 

Part V - Miscel neous • general ord 1 rules and regulatior.s. 

June ls't to June 12th, 1959, I at nag cnt cours o!feroo 
by the Hational Archi d orda Sorvic in ashington. The sessions were 
conducted by ti.c off'ic1altJ d e c ta from tl1 Office of R cords ent, 
from th Federal J. enci ,and ala-o from bu.sin 
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8. Stolen Property File

This is used to locate the informations. It has to be tremendously
a flexible file and it looks like a commercial catalog. The classification
of stolen items consists of numbered files and unnumbered files (digit system).

9. Modus Operandi

Many criminals are known by their method of operations. It is possible
to identify the perpetrator by comparing his M.O. and that used in other
crimes with which he has been identified. Some informations are necessary
for filing the M.O. cards: person attacked (sex, race, occupation) -
property attacked - how attacked - means of attack (instrument, tool, device,
trick) - object of attack (general class of articles).

10. Special Files

A. Identification by personal description - This is an index card bearing
the physical description of a known criminal and of a wanted person.
(physical characteristics as sex, color, age, height, weight, color of
hair, color of eyes, marks, scars and deformities).

B. Handwriting files - The handwriting of counterfeiting checks and other
documents may be filed by the police department for purposes of
identification. The Lee and Abbey system is used and is based on these
factors: form, skill, movement, inclination.

11. The Uniform Crime Report

The uniform crime report, made by the F.B.I. every three months, is used for
making comparisons between the local crime rate and that in other communities
providing those communities have the same geographical divisions and the
same population group. These crimes are reported on the uniform crime report in:

Part I - Homicide, rape, robbery, aggravated assault, larcery, theft, auto
theft, etc

Part II - Other assaults, forgery and counterfeiting, fraud, stolen property,
prostitution, drunkenness, gambling, etc

Part III- Lot and found.

Part IV - Traffic accidents, home and occupational accidents, firearm
accidents, suicides, etc

Part V - Miscellaneous - general orders, rules and regulations.

From June 1st to June 12th, 1959, I attended the records management course offered
by the National Archives and Records Service in Washington. The sessions were
conducted by the officials and specialists from the Office of Records Management,
from the Federal Agencies, and also from business.



Tong Ruu Quang 
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lst s ion 

cal Records ~ mt (by Dr. Hamne:r - u.s. Dept. of Areh1 ) 

is relati 1y- a field of activity 1n the U • Government baring started 
only about twanty years ago, hort.ly before World War lI . The years up to 
about 1900 were kno as th "book period" wb n records vere copi . into boo 
by Arte:- World War II, td wt owth ot paperwork, the records h "# been 

·11 o nized. ( thod or indexing and filing, selection of by e rts, 
training o! employe ) • 

2nd Session 

nt (by Dr, n. Angel) 

1he lecturer spoke Of the personnel who ha records notions and experience 
in records management and who ia r il1.er vi ~h .tile oper t.1.o befor being 
dmi tted . cl rk in a recor t. 

T.he.."l he ent on the upervision irob· . , the training and operation pro 

)rd Session 

• 

Plain letters i na developed the 0 4 " formula { ahortll ss .. aiaplici ty ... strength • 
and e:lnceritf') and its application in busin s and goVel'nmont letters. 

FOJ"t1 l t.tenu "A form letter a let~ printed or otherwise reproduc and 
stocked 1n dvance of its actual use.• 

The printed lettet'S include not only con ·entional bus · a-style lett 1 but also 
inted postal earcls •••• 

htJl Session 

Manag ent or Form& (by Artel llieka) 

jor ro probl 1 Bard to ill in - too many copies - uncontrolled creation --
upply not equnl to ne - unneed inf om.at.ions - duplication and overlappin -

igned standard ignored. 

Solutions to for i:robl : fr. Rio spok of five st PJ thoch 

1. lect a form to impro 
2. Get the f cte. 
J. Chall.enge tho form, each ite:l , acl copy. 
4. D~ t tli nei rorm. 
$. Report th improvei1le?lt. 

zth ~eas~on 
f'ianagement ot Reports (by • un R er) 

Detini tion of roporta frarunrd. tt inf a ation that is us tor determining policy• 
wa.luatin perr •l"m3nC · , control.lln operat1o or Jr paring ot.11er 
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1st Session

Economical Records Management (by Dr. Bahmer - U.S. Dept. of Archives)

This is relatively a new field of activity in the U.S. Government having started
only about twenty years ago, shortly before World War II. The years up to
about 1900 were known as the "book period" when records were copied into books
by hand. After World War II, with the growth of paperwork, the records have been
well organized. (method of indexing and filing, selection of records by experts,
training of employees).

2nd Session

Organizing for Records Management (by Dr. H. Angel)

The lecturer spoke of the personnel who have some records notions and experience
in records management and who is familiar with the file operations before being
admitted as clerk in a records department.

Then he went on the supervision problem, the training and operation program.

3rd Session

Managing Correspondence (by Miss Mona Sheppard, V.P.-Leahy & Company)

Plain letters: Mona developed the "4-8" formula (shortness - simplicity - strength -
and sincerity) and its application in the business and government letters.

Form letters: "A form letter is a letter printed or otherwise reproduced and
stocked in advance of its actual use."

The printed letters include not only conventional business-style letters, but also
printed memorandum, postal cards

4th Session

Management of Forms (by Artel Ricks)

Major forms problems: Hard to fill in - too many copies - uncontrolled creation --

supply not equal to need - unneeded informations -- duplication and overlapping -

designed standard ignored.

Solutions to forms problems: Mr. Ricks spoke of five steps method:

1. Select a form to improve
2. Get the facts.
30 Challenge the form, each item, each copy.
40 Draft the new form.
5. Report the improvement.

5th Session

Management of Reports (by Dr. Murray Haber)

Definition of report: Transmitted information that is used for determining policy,
evaluating performance, controlling operations or preparing other reports.
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Reporting procedures 

- Analysing in.tormation 
• Correcting 
• Reviewing 
.. m1mnating duplicate reporting 
- ollow-up 

6t.b Session 

Management ot InstructiolUI (by :1111 S. Harris, Archives) 

A directive is not a directive, but institutional know-how. (It is what tho 
manager needs to know and what the t chnician needs to know) . 'ftle manager u 
the most important individual in our f1YS today, because h puts everyone 
else to wrk. 'lbe re onployees h h s, th more he n to kn about th managel!l.ent 
by direction. The written direction• that mu t be both vis and efficient, is the 
command force of the man er. 

7th ssion 

Office M chines and Supplies (by William J . Reilly, Archives Staff) 

Today, the Records Institute needs s cial. macbin that ar more important than in 
former t ror their fa t jobs. (Save labor - time ... money - al o re on 
of efficiency. ) 'l'h best equi nt requires a eiz of doc nt ... duplication -

the:natie run.ctions ( dding, subtracting, ltiplying, dividing) . Below, ar 
exampl of tra e naI!le : 

1. Photographic - Contact 

• Single copy (Autostat - Apeeo - Driatat - Conture) 
b. Mult.iple copies ( Verif ax - Photostat - Instant copier) 

2. Diezo type 

a. Fluid type (Bruning - Print-Black and Whit ) 
b. Vapor type ( Ozalid - i - G e print) 

J . Heat 

a. Thermafax 

4. Electrostatic 

• Xero e - Eloctrorax 

8th Ses 1on 

Preparation for Paper work ebanizat.i.on (by Wall.am Velander, av:r Hanag ent ) 

Source data utomationt This is t he principle of recording at e ourc in 
chine langua e. ihat is called ttco n language" in utomati on is u chine 

language. u The 80 column punched card is col'!ll110n lan an to mo t machin • 
l'1 ve channel punct ed tape or • • 7 1 or 8 channel tape also is c on language. 
'?he 8 channel probably will be the rno t co .on in this work in the tutur • 
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Reporting procedures

- Analyzing information
- Correcting
- Reviewing
- Eliminating duplicate reporting
- Follow-up

6th Session

Management of Instructions (by William S. Harris, Archives)

A directive is not a directive, but an institutional know-how. (It is what the
manager needs to know and what the technician needs to know). The manager is
the most important individual in our system today, because he puts everyone
else to work. The more employees he has, the more he needs to know about the management
by direction. The written direction, that must be both wise and efficient, is the
command force of the manager.

7th Session

Office Machines and Supplies (by William J. Reilly, Archives Staff)

Today, the Records Institute needs special machines that are more important than in
former times for their fast jobs. (Save labor - time - money - also reason
of efficiency.) The best equipment requires: size of document - duplication -
mathematic functions (adding, subtracting, multiplying, dividing). Below, are
examples of trade names:

1. Photographic - Contact

a. Single copy (Autostat - Apeco - Dristat - Conture)
b. Multiple copies (Verifax - Photostat - Instant copier)

2. Diazo type

Fluid type (Bruning - Print-Black and White)a.
b. Vapor type (Ozalid - Bambine - Gease print)

3. Heat

a. Thermafax

4. Electrostatic

a. Xerose - Electrofax

8th Session

Preparation for Paper work Mechanization (by Wallace Velander, Navy Management)

Source data automation: This is the principle of recording at the source in
machine language. What is called a "common language" in automation is "machine
language." The 80 column punched card is common language to most machines.
Five channel punched tape or 6, 7, or 8 channel tape also is common language.
The 8 channel probably will be the most common in this work in the future.
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9th Session 

Mail Manag~t (by Charles A. S ) 

l. Promptness (route to act-ion otfiee first - s t reply ti.mo limit - li'nit 
c1earanees, reviews - limit r tea - follow up in action office) 

2. Accuraey (Define who gets what mail ... specify rep~ points - develop l"Outing 
guide - deliver ll".ail unopened .. use office s;;mbols) 

). Control (Delegate signing thority - organize for direct delivery - t-ecord 
only ignif104tlt mail - avoid ovcrlapJSng senger rou ) 

L.. Econonv (neduc numb~r of sorts ... r trict ccw making .. use bulk mailing • 
window elo ) 

lOt.h Session 

Fil Operations (by Robert H. Lando • Agriculture Department) 

!be process ot putting papers into the files abould be planned and, practiced 
o that it will be acco pllsbed without waste motion. Proper tile dr wr labelling 
ould enable tlie file clerk to go directly to th drawer where the rirst paper 1 

to be tiled. Lando gave us tLe filing procedure cotllJiating of these following steps: 

l. '!t\e filing shelf, with pap01'1' al.read¥ attached, should be book on the handle of 
the nearest tile dra er to right or t.,,.e on to be us 

2. fiote the rile design tion or t e t:2p per tQ be filed. 

3. On opening t e file dr e..-, note guide e da 

l4. Note tolder labels to determine specific location. 

5. Transrer contents to filing a:'lOlf and dd paper b> b filed. 

6. It pers are f tened to :f'ile folder, r ove folder :tram drav only after the 
older in back of it has been. inclinated to mark the spot tor repl.ncinc. 

?. P pens need to be divided Within f'older into cntcgoriea. 

'l'be pI"Oe a ot filins requires conveniently tl use or :fil drawer whic bolda the 
previous records (nonnally les activ ) 1n tbeir lower drawers and t a current docu-

nt 1n their upper ones. The use o fblden> and g-Jide o~ proVides in the 
identttication of alphabetical files .• 

llth Ses 1<>n 

Subject Cla&sification of Files fBy Terry Bach, Arcbiv oStaft) 

eh gave us tbe dE!finition of cl i!icat.ion or fil es "the syste:n.atic arranging 
or "tctr.s into groupa or c tegories, based on definite sch es of national 
relationshti-." It ie a very important,. operation because it gi'V' the ability 
to locate pen or docwnmts promptly after tbey are filed. It depends iriainly 
on the skill used in classifying the paper before they are filed. 
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9th Session

Mail Management (by Charles A. Sterman)

There are four factors for mail management:

1. Promptness (route to action office first - set reply time limit - limit
clearances, reviews - limit reurites - follow up in action office)

(Define who gets what mail - specify reply points - develop routing2. Accuracy
guide - deliver mail unopened - use office symbols)

(Delegate signing authority - organize for direct delivery - record3. Control
only significant mail - avoid overlapping messenger routes)

(Reduce number of sorts - restrict copy making - use bulk mailing -4s. Economy
window envelopes)

10th Session

Files Operations (by Robert H. Lando - Agriculture Department)

The process of putting papers into the files should be planned and practiced
so that it will be accomplished without waste motion. Proper file drawer labelling
should enable the file clerk to go directly to the drawer where the first paper is
to be filed. Lando gave us the filing procedure consisting of these following steps:

1. The filing shelf, with papers already attached, should be hooked on the handle of
the nearest file drawer to right of the one to be used.

2. Note the file designation of the top paper to be filed.

3. On opening the file drawer, note guide cards

Iso Note folder labels to determine specific location.

5. Transfer contents to filing shelf and add paper to be filed.

6. If papers are fastened to file folder, remove folder from drawer only after the
folder in back of it has been inclinated to mark the spot for replacing.

7. Papers need to be divided within a folder into categories.

The process of filing requires conveniently the use of file drawer which holds the

previous records (normally less active) in their lower drawers and the current docu-
ments in their upper ones. The use of folders and guide cards provides ease in the
identification of alphabetical files.

11th Session

Subject Classification of Files (By Terry Bach, ArchivesStaff)

Bach gave us the definition of classification of files as "the systematic arranging
of items into groups or categories, based on definite schemes of national
relationships." It is a very important operation because it gives the ability
to locate papers or documents promptly after they are filed. It depends mainly
on the skill used in classifying the papers before they are filed.



The:Je aro o examples or subject n rio clastrific tion with gen is as the basis: 

Cx-e tiona (This 'WO'Old 'be the ubject) 

1 - Light 

I - Celestial ~es 

etc. 

l2tb S aion 

(l - 1 - day ) 
(l .. 2 - night) 

(2 • l .. Sun ) 
(2 .. 2 - foon ) 
(2 - 3 - Stare) 

ield Trip to ' il and Files Room 

On June 8th, 1959, uncler the direction of Dr. & Angel, assi ta.nt Archivist of the 
United St , all participants of ~ e records manag ent collrs visi the ail 

d files room Of the Department Of A culture. • An l introduced us t.? the 
supervisor o explained t.o us how correspondences are riled. \t notic d some 
detaile bout tt:e proccd.Ure in e file roo .• 

'1l1 letters ~re earefUlly r • a by a cJ.. k whose duty vas to dct ~ e subject 
matter concerned. le determined t .e symbo A., B, C, etc. by cl eckinG th 
dictionary ind.ex cards. 

Another clerk checked the corresp-ondences records for completen s m~ fo't' asse!·•bling 
all it t.ogother wi.th e latest dat on top and for putting them in the s ae fol er. 
The folders ero put in the :filing cabinets tor u e - in c bioeto or tour drawers. 

Then, tbe supervisor led all rt1c1 nts t.o the r.iaU roo 1.'here noticed t.'ie 
e or sorting c es, opener s ps, du 1ng tables, wr pp tabl ., eal.1ng 
chin , il distribution r cks. He explained to us about t..11.e outgoing and incoming 

mail. 

13th S sion 

chedullng recor (by 

Appra 1 ,._ the ~ luea in recorda are or tw kini c 

- primary valu for tre originating a ency it.ielr. 
- secondary values ror ot agencie and tri te users. 

General Recorde echedules: They are isau by t iatration 
to ovide disposition tandar tor records o en to fed al agenci • Uencral 
records schedule leo reco .d th of tilin ' any types or recorda as follows' 

Schedule l - Civilian personn 1 recor 
" 2 -- Payrolling and su ~ records 
a .3 - Procurement 
" 4 -- Property disposal records 
" S ~- Budg t pr-eparation reeorde 
" 6 - Accountable of'fic 'a accounts 
" 7 - Expenditure accounting records 
n 8 - Stores and cost ceounting r ords 

etc. 
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These are some examples of subject numeric classification with genesis as the basis:

Creation: (This would be the subject)

(1 - 1 - day )1 - Light
(1 - 2 - night)

(2 - 1 - Sun )a - Celestial Bódies
)(2 - 2 - Moon

(2 - 3 - Stars)

etc.

12th Session

Field Trip to Mail and Files Room

On June 8th, 1959, under the direction of Dr. E. Angel, assistant Archivist of the
United States, all participants of the records management course visited the mail
and files room of the Department of Agriculture. Dr. Angel introduced us to the
supervisor who explained to us how correspondences are filed. We noticed some
details about the procedure used in the file room.

The letters were carefully read by a clerk whose duty was to determine the subject
matter concerned. He determined the symbols A., B, C, etc. by checking the
dictionary index cards.

Another clerk checked the correspondences records for completeness and for assembling
all items together with the latest date on top and for putting them in the same folder.
The folders were put in the filing cabinets for use - in cabinets of four drawers.

Then, the supervisor led all participants to the mail room where we noticed the
use of sorting cases, opener stamps, dumping tables, wrapping tables, sealing
machines, mail distribution racks. He explained to us about the outgoing and incoming
mail.

13th Session

Appraising and scheduling records (by Lewis J. Darter, Jr., Archives Staff)

Appraisal - the values in records are of two kinds:

- primary values for the originating agency itself.
- secondary values for other agencies and private users.

General Records schedules: They are issued by the General Service Administration
to provide disposition standards for records common to Federal agencies. General
records schedules also recommend methods of filing many types of records as follows

Schedule 1 - Civilian personnel records
-- Payrolling and supply recordsIf 2

11 3 - Procurement
4 - Property disposal records#

5 - Budget preparation records#

6 - Accountable officer's accounts#

7 - Expenditure accounting records11

8 - Stores and cost accounting records11

etc.
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;4th Session 

rd.a Centers and .A:rchi (b.Y h rett o. Heloredge, Director progr dewlopnont 
division • Office of n cords Mana nt) 

'lbe Federal government produces records at th rate of three million cubic _ eet 
annually. Sandling th t accumulation or records requires tho using or eral Records 
Centers vhich keep tbe non- current :records transferred from sov£.ral xes. 'lhe 
c · tion of these centers in some tat.es or the United States (Cl ioago .. St. I.ouie -
San rrano:tsco) hel the Federal Oovemmont to save ~ney by runoving t e non-current 
records fl"CCl the high-cost p ce d 1Jl'!1Cllt• 

l:5tb S · sion 

Tour of Records Centers 

On June loth, 1959' under the direction or Dr. Angel, all participants,. taking 
plac in a tr.:is, drove to tho a. S. A • ., al Record <; ter t Alexandria Virginia. 
During ar hour t that oenter conai ting or t hree large bu ildin . ot thr atori , 
and uJXler tne guide or a memb r or th Center staff', we could ee naval rec rds 
involving and projects, checks tored b,y their serial numbers, old books . 
Tho.se r cords, k~ tn labeled s containers, e placed on ne t shelv • 
The guide explain d to us how the records r transf~tterl to ~.is center nd how the 
center could h lp enaies by providi.:nu them with hie technical ad'Vice, equipment, 
and supply, standard.a, by assistir.g t;:.em in the planning. 

lt)th Session 

Tour of ~ationa1 Arcl'>.iv 

On June 12th, always under the direation Of • Ar;gel, u r.ad the opportunity to 
v:isit tho iational Archiv btdl.ding• Pennsylvania Avenue, w hington. th is a huge 
eo truction1 which, from lO a.r:i. to J2 a.m. every day, opens its doors to tbe public 
who come to ae the e:x:hibition or ric •s charters. In the base nt. or is 
bu ild1 , th ere is n office wt ose di ty is to ~econsti tute old , ps and valuable 
dooumenta by putting t! , o1'tcr sembling all piec s in corrgJCt position, between 
a po:cy- thylene sheet and a pi c or sturr of ti'1e sam dimensions. All 1s treated b7 
an electric eompresoor. le also visited the Senate Records room, the p earchroom, 

d the mi.orofilm roo lOtlere the vied' uReoordaktt war used tor rendering th 
microf i r dable. 

17th S sion 

Do•s am Dont•1 or Records nan g t (by Dr. Angel) 

'nl. last leet.urer gave us these positive stat nts as a gnidde to the problem ,.Do, 
and Dont' of Records ~funa.:; nt." 

l. A.a e1sting reoord manag en~ role by r cognizing how it is affected b1 th organ­
hation which detemin the natur or records, by th eqnijlUent. and s ce \Zhieh 
include rnachin used in :aking records, by the })Cl"aonnel and hU111an rel&M.onsh1Ja 
vbich concern the many factors that at.feet the productivity of t ose who ke, 
use 1d maintain recorda. 
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14th Session

Records Centers and Archives (by Everett 0. Heloredge, Director program deve lopment
division - Office of Records Management)

The Federal government produces records at the rate of three million cubic feet
annually. Handling that accumulation of records requires the using of Federal Records
Centers which keep the non-current records transferred from several annexes. The
creation of these centers in some states of the United States (Chicago - St. Louis -
San Francisco) helps the Federal Government to save money by removing the non-current
records from the high-cost space and Equipment.

15th Session

Tour of Records Centers

On June 10th, 1959, under the direction of Dr. Angel, all participants, taking
place in a bus, drove to the G. S. A. Federal Records Center at Alexandria Virginia.
During an hour at that center consisting of three large buildings of three stories,
and under the guide of a member of the Center staff, we could see naval records
involving maps and projects, checks stored by their serial numbers, old books.
Those records, kept in labeled standard containers, were placed on neat shelves.
The guide explained to us how the records were transferred to this center and how the
center could help agencies by providing them with his technical advice, equipment,
and supply, standards, by assisting them in the planning.

16th Session

Tour of National Archives

On June 12th, always under the direction of Dr. Angel, we had the opportunity to
visit the National Archives building, Pennsylvania Avenue, Washington. This is a huge
construction, which, from 10 a.M. to 12 a.M. every day, opens its doors to the public
who come to see the exhibition of America's charters. In the basement of this
building, there is an office whose dity is to reconstitute old maps and valuable
documents by putting them, after assembling all pieces in correct position, between
a polyethylene sheet and a piece of stuff of the same dimensions. All is treated by
an electric compressor. We also visited the Senate Records room, the map searchroom,
and the microfilm room where the viewers "Recordak" were used for rendering the
microfilm readable.

17th Session

Do's and Dont's of Records Management (by Dr. Angel)

The last lecturer gave us these positive statements as a guidde to the problem "Do's
and Dont's of Records Management."

1. Assetting record management role by recognizing how it is affected by the organ-
isation which determines the nature of records, by the equipment and spaces which
include machines used in making records, by the personnel and human relationships
which concern the many factors that affect the productivity of those who make,
use and maintain records.
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2. Cycle concepts tbat ek int 
management or records keeping, and 

tion through t e gem ·'Dt or records ir..g, 
ge~ nt of cords retention. 

3. '!he ~'1 ird suagestion is to consider d to unde tand th importance of human 
relations by recognizing vorkers are ople, by studying individuals, b7 
seeking to satisfy the basic n or tl e worker and by appr ciating individual 
difi'erenoes. 

4. The fourth "l>o's and Dont•att has to do with ttF.st blishing rect1ve co unications." 
- Bring about understanding d acceptance. 
- tGl."Slline correct oper ting proc r 
- Secure adt1on. 

S. The r:t fth concept "Plan coordinated operations" emphaeiz s ~ e d velo t or 
pl&n.'lin8 on th basis or l 

.. What t b done 
• er it should be done 
• How should 1 t be done 
... Who should do it 
- en ehould it be clone 

6. nte sixth principle "Treat JrOb S>lvin sci tificat~" CO iat."J of I 
- Clearly definin the p;-oblea 
.. &ttablishing what we want to ccompli•h 
- " tting f ote b)" learning t 1"1e whole story 
- .._ luating .. ether tr. objecti s have bem reached. 

7. "Nav:tgate wi ely" is t..'1e seventh cone pt that c onsiders tl1ese precepts 1 

... Have patience nd persistence. 
- ecogniz the influenc or key peraonaliti 
- Don•t make change too r t 
... .Avoid criticism 
- Don't let experimc rcplnc pr1nc1ple. 

Utili;t.Y and Ada2tabUity in Vietnfa 

l. Police recordtu 1.brough ll e s1ons about police recorus ag ent l tured 
by Mr. Stretcher, the rollowi i can be applied to the \l'ietna."nese Police 
organ! ationa 

- Location or the records office. 
- Uee of the case sheet 
• The booking ]'l"ocedure 
• The General Directorate or Police nd Securit of Vietri r placed its 

thod or claesification or id titication recorae (P risian and ottecher 
tbod) with the Henry t od d has best resul • 

... U e of the· tern imex tile • 

... Use of t.h personal d cription cards 
- The Uni:f:crm classifio ti<m of c • 
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2. Cycle concepts that seek integration through the management of records making,
management of records keeping, and management of records retention.

3. The third suggestion is to consider and to understand the importance of human
relations by recognizing workers are people, by studying individuals, by
seeking to satisfy the basic needs of the worker and by appreciating individual
differences.

4. The fourth "Do's and Dont's" has to do with "Establishing effective communications."
- Bring about understanding and acceptance.
- Determine correct operating procedure
- Secure adtion.

5. The fifth concept "Plan coordinated operations" emphasizes the development of
planning on the basis of :

- What must be done
- Where it should be done
- How should it be done
- Who should do it
- When should it be done

6. The sixth principle "Treat problem solving scientificatlly" consists of:
- Clearly defining the problem
- Establishing what we want to accomplish
- Getting facts by learning the whole story
- Evaluating whether the objectives have been reached.

7. "Navigate wisely" is the seventh concept that considers these precepts:
- Have patience and persistence.
- Recognize the influence of key personalities
- Don't make change too fast
- Avoid criticism
- Don't let experience replace principle.

Utility and Adaptability in Vietnam

1. Police records: Through all sessions about police records management lectured
by Mr. Stretcher, the following items can be applied to the Vietnamese Police
organizations

- Location of the records office.
- Use of the case sheet
- The booking procedure
- The General Directorate of Police and Security of Vietnam replaced its
method of classification of identification records (Prisian and Pottecher
method) with the Henry method and has best results.

- Use of the Master name index file.
- Use of the personal description cards
- The Uniform classification of cases.



2. Adr.dnistrat1ve Record.as Thro· gh the se"iaions that I atter.ded at tl' sixth 
I titute on Records fanag cnt. I noticed th t tl1 'Whole course constitutes a 
basis for t1 c elasoi1'1cat.ion Of coITe: pond.encfm and ad:ninist.rntive rec~ within 
SOlile Stet depa.rtlx'nt in Viet."'lSlll. ·~ field trip to mail room and REco-rds Centers 
gavo Ine precii,ua notions for organization or a 1l room, t he pcrfol"l.:ance 
of t he riles operations a.od the torag ~ of dooUtllents. 

Although th'!t introduction ot mchines in the Viet.names. recor... aaministrat1on 
is not yet totally widespr d, the knowledge acquired in the United St ates permits 

to improve t\f m. thod of nanagi."lg and to envisab-e a future organization or 
the rocord s rviee eo as to ob in the~ of e feet vith t h fZlin1mum or toll. 
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Administrative Records: Through the sessions that I attended at the sixth2.
Institute on Records Management, I noticed that the whole course constitutes a
basis for the classification of correspondences and administrative records within
some State department in Vietnam. My field trip to mail room and REcords Centers
gave me precious notions for the organization of a mail room, the performance
of the files operations and the storage of documents.

Although the introduction of machines in the Vietnamese records administration
is not yet totally widespread, the knowledge acquired in the United States permits
me to improve my method of managing and to envisage a future organization of
the record service ao as to obtain the maximum of effect with the minimum of toil.
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