V.

ARCINIVAT, DPROCEDIIRES FOR THE OEEMAN
DOCUMENT RETRLEVAL PROJECT

A1l incoming primary documents will he clearly labeled and a number
assigned to facilitate retrieval.,

A, Microfilm reel numbers will be carried over into the abstracting
process. For exanple the number 8T0OM:36-~75 woulu indicate the 8th
recl of the Technical 041 Mission Nocuments, frames 36 to 75.

B. Taper documents should, as scon as peossible, be placed in archival
quality folders and then into archival decument boxes. All documents
will be assigned a4 scguential number that is derived from their
lTocation within the colleetion. For example the number P3-19 would
indicate a paper document in bex 3, the 19th folder. This number
would also be used as the abstract number. Additionally, an inventory
should be preparcd for this collection of paper documents that will
Tist contents of the Loxes by folder nonber. This will provide
acerss to those docun ots which have not been abstracted,

Sotes, roupgh aod final Jrafes of abstracts should be maintained in a
sepavate Tiling system ander the {adividual absiract nusber

)

A central filing system will he established to encompass all aspects of

tho profects TtowiTD o e 211 corree s adince, veporte, media nodles
STy e ey itone the rated Ty chie prodect. These files will
oo s ieed by oenT Teen s Tial o of 00 oee Fites shonls he paintoined,
A, Vo Tacilitate a conplote Yiling svetem, 211 miateriale, or g copy or

cvery to the contral files.,
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rhem,shouid bhe turne

EoooThe files ehouid booncivtained by the project secretary under the

stpervisior of the soohiiviar,
Ao tickler=file should e cersnblished,  This wonld vestain key words or
rhrases and the Tovation of the material, A ferm will bhe prepared and
cistributed te all menbovs of the project,  From this form, all entries
will he trancoribed onocorle and Jiled In oalphiabetical order by the
EAaTV .,
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traciaed and ig of no further value
be heased in the Univer=icy Tibrary for public
Alesomination, At the ciose of the praject, the central files should

he pltaced dn Yo Tedvoreice Archives,

Alter vhe swaterial Nas Seer Tully ol

to the project. it should




