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SPE1S-1A 7 Pebruary 1945

VENCGRANDUM for Commnding Officsr, Signal Security Agensy

SUBJECTt Comirol Analysis - Teletype Unis, Cemmunications
Branch (smm.;;.c,

y
I. RISSUSSION.

i. %The nilssion of the Teletyps Unit, Cemmunications Branch as
outlined inBtanding Cperating Procedurs - Organisation® was being
porformed,

2. The work of this unit 1s a service function,

3, Ths Teletype Unit worke on a 24 hour basia,

4o The parsommel employed by this Unit are all entimbed,

The preseut Tsble of Organisation (Mnclosurs 1) ia sstisfectory in view
of the present trafffo-leed, _ .- .o - e v

5, Discussion of tne filing system thia unit, developed the
nsed for changes to give uniformity,

6. Discumelon of the files devaleped the fmemng}

a. How long should certain files be lept?
be What time 1limit should be set for dssiruction of
cartain flles?
7.. The questicm of adoption of War Department procedure for
usa tetwean Teletype Unit and all stations was discussed.
. “Diadiopins 6f faphray traftic oot with Rocerds ad
pistridution Unit, Intelligence Divisicn, was discussed,

9, All peports recoived and sent via Telotype Unit were din~

sussed with & view to heving them sddressed to a it rather than en

indtvidual

.

1
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10, nummmnmmmmmmeammw
Branches other than the Teletype Unit.

1. marm,mwamurwmmi@mmmm
and consclidation (Inclosure 2),

12, Ko physical ehanges ware discussed in commection with fonebions
of thw Teletype Unit as relate to utilization of space (Inslosure 3).

/

1. Tﬁtmwmmmmrmatmmmtﬁm
(Inclosare 1), o m e -

"2, mat the fﬂiz:g.wstem be changed to the Dewoy Decimal
Systen, uniforly used tiaroughout this stetion,

3. That the Teletyps unit make a study to determine the
angwers to mramphé a, b, Section I.

4+ That the Teletype unit make a2 study to determins the
practicabilily of adopting the ar Department Talstype rocedure,

5. That the Contrel Offics, whem making comtrol smalysis,
Intelligence Division, Records and Distribution unii, review the dig= .
crapancios-en-Japaness drmy traffic. existing botween ths Teletype
Unit and Rescords und Distridution Unit, Intelligemos Division,

6. That a1l reports received and sent by ths Teletype Dnlt
be addreseed to the unit intended rather than ag Sndividusl, as a part
of a unit,

7« That the Comtrol Office, in its control amalysis of other
Braaches, thie station, deternine Ihe/ other than the Teletyps Unit
uees Toletype machines and justifisation of these,

8, Thet forms be revised, standardized and coneclidated.

mx»r/o
ina) R ~ Revigw of forms
Tnm 3> Chart
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Rusxoss dgtlan
Operators Mumber Skact (Sent) n/e
JH Elapsed Time Log gmwm
JOLQ Check Shaet n/e
JOTA Check Shoet Corrset abbreviation
for *mmbex”®,
WEJ Cheok Sheat n/o
Station 30 Check Sheet Eliminated



