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Spril 17, 1964.

e Willtan Sinopler, Ji

Chief, Public Safoty Division

BoS. Agency for Intermuiicnel Developnens
Menila, Philippines

Doar Mr. Simmlars

. Presonted herswith iv & ireport of my findings and the veccmmendations
rasulbing from them relative to the "Cleardnce, Identifiemtion and Reeords
Divigion" of the Natiomal Buresu of Investigation looa’asﬁ on Taft Avemxeg
in Menila.

Limitations of time praeventsd mo from snalyzing in detail some of the .
operations, partienlsrly in the Clearsnee Unit and prohibited me from axe-
ploring the field reletionships of the Division with operational personnasl,
Because of these survey deficliencises in soms areas, only general Lindings
and reconomendations ara reported. . ,

In soms arees, currsny deficiencles can be remedisd within current
spproprdstions. Ia other areas, iuplementaision will be sleower and will
requivre edditionsl equipment, reorganization and traimng i

Should the vecommendstions contained herein be epproved, and should )
the NBI caryy out its intention %o purchase eled¢tronic eguipment from
Japsnage reparation funds, it will be essentisl %o the success eof the
progrom t0 recrult & competent Identification and Records Advieor, o as-
sist in the roorganizetion of the CIRD and. in the conversion of its rocoxds

to elaetronie storage nd gseapehing methodso

R has beon & ranl pleasure %o have warked, with the fine poople of

CIHD and I wioh to express my approciation for their courtesies se. well
- 28 to 811 menbors-of PSD and all others in the Mission with whom I came

in een_taci:,
Sinearely,
Willi&em . Cashin )
Tdentificotion and Records Adviser
O0P3, Bresilis, Brazil-

Attachment
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Theore is & serious need for reorganization and aaministra%ive direction
in %h; CIRD, %(leaysnee, Identification and Reecowds Divisien," which im the
sﬁbjact of this vepori. Bvidences of this deficiency ere cumbersome, none
svandordized procedures, uwnneceesary inbternal procedurey varying oparational
practices where two or more employess are performing the seme 0perstioa.

The Division is hempersd in the performence of its primesy funciion, the
identificetion of individuals, beceuse of the poor technieal guality of the
fingerprinte it receives, inaccurete fingsrprint classification, imp?oper
searching and filigg provedures, lack of identifying data on Nams Index cardsa,
lack of identifying daie 6n ingeiries it roceives for seareh, the nesdléss prepo.-
raﬁion of name carde and £iling of some veeorde which have 1ittle potential value,
the preperation and filing of wvarious types of records which will have 1litile or
no further raference, end with ro establighed recovds dlgposal sysiem,

There iz no sstsblished  procedure for the seexching of all fingerprines,
either by classifioetion or hy name.

The major portion of the wark donme by the CIRD, of & Civil paturs, the

prepuration of Index cerds, copying of correspondence and other material results

in an ﬁnjusﬁifiable worklond for the Divieion., Without fingerprints corclusive

jdentification of the individual is noi possible. Alvheugh 2 vary high degree
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of proboble idemtifications wmey be pousible through vresent practices. The work
involved cannot be ecomomically justified.

The CIED corrently is & depository of criminal and nonerimingl informetion
available on requést rather then an identificetion agency, Rouitins wenlies ere
noT mafde to indicets the d&té on fils'ei%herto‘the Police or other agenciss when
fingeyvrints are sﬁbmitted for identificotion, OSimilarly, subseguent reporis are
not furnished should the Division acquire additional information efter Pingerprints
are submitted. The sstablishment of subseguent reportipg will eliminaite edditional
inguiries in sueh csses es Civil Servi;:aF Military and Vebterans,

Lacking ars procedural and operabticnal menuals conteining stsmdard work routines,
segrching and f;ling practicess and decisions on "exceptional cases," Bach technical
employea shoulé ?ave 8 copy of the "Seience of Fingerprints” publisheﬂ by the F.B,1.
conteining all of {he technical information requived.

During the calendor ye2r of 1963, a tetal of 70,308 {ingerprinis were received,
2,879 of which were alien, 563969 civilien end 16.469 criminal., No figures ave
available a8 to the number of identilications made, The svartge inteke for the
pest five yeers is 101,000, The totel prints on file 28 of dune 30, 1963, was
1,654,446, Of these, 212,934 were aliens, 207,750 criminal, 963,144 civiliens
end 270,618 copies of priats from the Menila Police Depariment on microfilm.

Thia 270,618 have not been indexed and are only repeoduced when required.



. During the soms calsndar year 1963, 10,446 pieces of correspondence and wis-
cellaneous inguiries and 94,364 court cases were yaceived, indexed and filed,

The five year Bversgs iniake for ccrrespondence js 6,669, for conrt cases
855293,

During the ssme caleniar year 63,5614 names were received for @ Record clieclc@

' the five year aversge is 53,603 per yeaw.

The (learance ’Section figures wers not completed for 1963, The totsl regis-
tered was 23,010 for 1962, a five ysar avevegs 1958-1962 was 31,114, The toial
clearanees raleascd for 1962 was 235,849 snd a five yesyr average for the period
19581962, 295552,

The Cleayxance, Identificetion and Records Division is presently mede up of

. three Sections, sebedivided inko units Efnﬂ gub=units.

RECORDS SECTION

Raceiving snd Indsxwing Unit

Central Recordzs and Lvidaves Unii

Records Check Tnit

Soundex Unit

Court Cases Unit

55 = Reguler eyd 51 Jobetrainee employees,



IDENTIFICATION SECTION

Alien Unit

Qdvilian Identificasion Unit
Criminel Identification Unit
¥odus Operandi Unit '
Singls Fingerprint Unit

39 « Regular and 65 Job=trainee employees.

CLFARANCE SECTION

' Domestic Unit with. (6) sub-uniis.
1, Wail & Correspondence,
2, Receiving,
3. Processing,
4, Aetion
5. Relessing
6. Index & Filing ‘
Alien Unit
Interrogation Unit w with (1) subeunit.
1. Gorfeapondence (Secretexy 4o the Chief of the Division)

31 .« Regular and 20 Jobe~irainee employees.
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. The 1963-1964 Plantilla for the Identificetion Seciion showed 138 cmployees

as follows:

BUETS PERSONNEL
l. Tingerprint Recording Unit 6
2, Fingerprint Clessificstion Unis 16%
. 3. liasgter Neme Index ﬁnit 27
4, Criminal Fingerprint Unit 18
5. Civilian Fingerprint Unit 23
‘6, Aspembly Unit 11%
7. Fingerprint Correapondence Unit 9%
8, Posting Unit 5%
. 9. Single Fingsrprint & Uodus Opersndi Unit _15
138

poosd

The survay revealed that those Units with en saterisk do not exist. At the time
of the eurvey there were acinglly 39'peop1e including the Superviscra in this
Seetion, plus 30 Jobu%raineesé who usuelly work g-day without salary,

This Unit meintains sll fingerprints for the GIRD, A&t present the Criminel,

. Alien and Civilian printe Are Tiled separately.
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Ag of Merch 15, 1964, the breakdown showeds

Criminal prints on file 218,939
Alien " nooo# 215,271
Civilian " woow 999,975

1,454,183 = TOMAL
404342280

The proceture is clessify, verify the Classification; prepsre Index cards and file

. the prints, Criminal prints ere not searched, ncr 2re the alien prints, this waes

demonsirated by scktually following the procedurs., Civilian prings recelved fronm
the Clearance Section are sefrehed ageinst the Criminel files, However, no reporis
are mede unless reguesied, Wanted noticem are not pested on printe or the Name
Index cards, Considersble errors ave boing meds in the Clagsification and there-
fore the prints pye filed incorveatly, I was informed that 211 U.S. Embassy angd
Militéry prints are algo Searghed and revoried.
Intsgration of the identificevion informetion appearing on the criminal i‘ingerw
_print cards, arrest reports, court dﬁapositiona, prison prints and other daia peoye
taining to the sams individual is now lacking, If these dste are properly integrasted
by revised forms and procedures, Identificetvicn tachnigues will he jmproved.
 Although retsonably efficient uvse is bsins pade of the filing cauipment on .

hend, the present squipmant does noy permit efficient and economical cpsrations

and resulis in excess office Space beolng assigned to the Divigion end in some
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cages overstaffing, Meny of the typewriters azre old amd in poor working condition.

As of March 30, 1964, of the 1,356 Town or Munieipal pcflice and 40 City depars-
ments doteling 1,396, only 423 were eubmitilng fingerpriats, 1t 12 the praclice to
forward 2 mimeogvaph 1ist of the delimguent departmenis to the sub-office of the NBI
for follow~up,

I was informed +thai meny of these deparimenis do not have the noeecsssery wroiaing
or cguipment to take fingerprintes nor is the NBI in 2 position to supply the number
of fingerprint cards on a National basis,

The number of fingerprints currently being received in the CIRD that heave
boen improperly itekem and therefor cemmot be sccurately clessified points t¢ & real
need for treining, There is no established proecedurs for the return of such prinis.
The present practice of redaining these prints will csuse future cubarrassment bo
the Bureou when new prints are received that -can be propsrly clacsified and searched.
Bgcause the ooor.prints did 2ot permit sccurzie clapeificetion in 'f‘;ha first inetence,
they no douvbt will have been filed incorrectly, resulting in the failure to effect
an ldentification,

A% present there is no posting of "Wanted notisces® on name cawds, on prin'iss or
in the central reco;rdse )

Fingerpvints are not being seerched in the Nems Indox files, Ths sxception

40 this ere those making applicetions for Ulearance. In such ceses, FORM CIRD 3
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is prepored &nd searched by name, HKowever, although the Fingevrprints aye available
the Classificetion is not included on the Fform.

The Index files thewmsives on Mareh 31_eontain@d 2,991,042 cords and veguires
8 gomplete revision and weeding out. For all practicel purposes they ars a repsaitory
for names, and in thelr praesent cenditicn, it is most diffienlt 4o effect & positive
identification, thus requiring volumes of cards to be charged out, and the nam; and
other data typed omiy as possible leads, This proceduvrs ds costly snd requives
sericus sttention,

The Recozds mainiained in the Central Records and Bvidence Unit sre msny -snd
varied, Agein, there is no records disposel progrem nor hee the possibility of
microfilming heen explored, I% would seem thet some of these records heve outlined
their usefviness and csan be dastroyeﬁo_ The Driverz end Registrailons of gctor
Vehicles for example, date from 1947-19%9 and havé 1ittley il sny, reference made
to them., The Honthly Reporis of Criminal cases handled by the police Form IBI ST-1
iz 2 stetigticel report and should heve s disposal date. It is the current practice
to prepare Index cards for each name sSppearing on these reporis, and requires a
group of typimts, whe a2t the ¢ime of %he survey, wore proparing cards for coses
doting beek to October 1963, This is costly and unnecessary, 8nd couses & clubttering

of the Index files., This sysien does not slways provide finel dispositions, These



dispositions or decisions are later received in létﬁer foxm from the Courts and
filed by pege nember in legal size folders. In aach cass a aeme card is agein
Prapared, csusing duplications, but not consclidations, At ng time are the various
- duplicate prints, covrospondence, dispositions or other maierial wolating ¢ the
Bame person ever brought together; The same eondition prevails in the Index filesm,

The work of the Clesrance Section prasently rrguires the sexvices of thiriy-
one (31) per&anent and twenty (20) Jobetrainees.

This section handles plearaneces for, Pagssport, Visas, Reeniry permits, Inpi-
gretion, Eelgration, Natuvralization, Firesrms; Benks, Employment, Civil Serviee
Militery, Vebterans, otc.

During the yesr of 1963, 11,155 spplicetions were received, OF these, 25456

- appeayed for interview amd 571 were reiferred for investigation, The other 8,118

cages were simply filed, after Index cards had been prepaved. These 30 called
pending cagez presently occupy five (5) fovr drawer Tiles. The Domestic snd Alien
files -ocoupy ninety-eight (98) four drawer Files,

‘A aore detoiled study is régpired to determine the legal reguirements for the
processing end filing of the photostatic copies of varicus documsnis presented by
applicahts snd the recopying of verious other meterial which may have little futuvre

vaiue, all of which take filing equipment, personnoi, aaul@ floor space.
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The CIRD ie located on the first Tloor of the ¥3I btuwilding. The presens
working conditions ara crowded, 1in somc iﬁs%aneesﬂ poorly wentilated, Moeh of
the filing eguipment is old and sheuld bs replaced. Only through the ingenuity
of the dcting Dirscitor Jose G. iukhang who has 2 gpacial talent {or goviing things
dong, hes the CIRD been 8ble io use eveyy inch of aveilable floor spacs and ac=
eompilish s much @8 they have. The enclosed photogrzphs, show conditions at tﬁa
$ime of this éurveyg 14 i3 fitding to point out thed the desks shown, were sll
made from scrap meterial in the IBI Shop. I do not lmow what this msn’s slogan
is tut it might well be “If we can’t buy it, wotll make 3it."?

Thore ave meny compe%eﬁtg fine, sincerely interested people in the TIRD,
There ere 8lso so seriows problemz o be resslved if it iz to txoly senve its
PUTPOIL.

I am informed $hat & new NBI building is to be constructed sorese the strset
from the present locstion, PThis sheuld correet the spoes probleom, if properly
designed,

I have been further informed tha2ti Electronie mschines are $c be purchasged by
the KBTI froﬁ Japanese reparation funis. The Type and amcunt is yet to be decifod,

Ag & vesult of thsge findings, I submit the Ffollowing general rscommendations
which, in my opinion, will provide the proper organizsationel and opsretionel sirve-

ture snd consolidate the verions units which now exist into seven sections with
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. “respongibiiity essigned to each. It wi’iil ba noted that the work of +the Cleszance
Seetlon, for the most psrt is absorbeqd in the verious sections, The Single Finger-
pints for the itime being, mey remein part Technicel Seection.
The work of the Modus Opersndi cen be sdapied to mechenicel searching, and

should be includsd in ths study for electrenic eguipment.

'l' k RECOMMENDATTONS
The Division of ldentification should bs recrganized into the following_named
seations %o pinpoint individusl responaibiiiﬁy for eath operation verformed and <o
improve the efficlency of the Divisions
Administrative Seeﬁ%on
Recording Section
¢. Classificetion Section
Kome Indsx Section
Tschnical Seciion
Agsembly Section
Typing Section
Statistical Section
ADMINISTRATIVE SECTION = Under the direction; the Chief end Ageisiant Chiefof tie

Division, should perform ell of the Guiies of an sdministrative nefure pertaining

o the Division; and should be reasponsidble for all technical 4reining programs in
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. cooperstion with the B Training Acodemy, in addition %o iligison work with other
Division of the Department, £ll mgtters relating to the function of the Divisions
ang such other agencies &8s approved by the Dirveolor,

BECOHDING SECTION ~ This section shoulds

1. Receive 8ll pmail forwerded to the Tdenmtification Divisiong
2. Date stamp esch doocument received:
3. Record dsily by predetermined categoxry ths nuaber of pleces recei?edg

4. Route all meierial receive either to the Ch:‘;.eij of the Nivision or the
Supsrviser of that section which will praocess itj

5. HRecoxd the nuanber of fingexrprints by contritubor anﬂ_categbry of print;

6, Reesive ﬁaily.éummazy roport from sach sectisn, showing the daily work
production date anrd work sssigned but not completeds

7. Return 21l fingerprints improperly 4aken or for other reagons. (ALl prints
po returned should be dedwcted from the current daily inteke figwres which should
vefloct whe total prints reereived less those returned thet day). Thess procednres
will provide the necegsgzyy bssic informetion required for repsris eun gither & daily,

weelkly, wonthly or yearly basis,

. 'CTASSTIFICATION SECTION o sheuld be responsible for the Clagsificotion; and veri-

fication of all fingerprints recsived in the Division,



The "Seisnce of Fingerprints” publishad by the 1.B.l, conteins all of the
technicel informetion end showid be the bible of this seetion.

In the event errors sye found in prints alreaiy‘on file,; or with those of ecur-
rent prints, the prints should be returned for rsclassification, (It will be neéeSw
sary in all cese wherae the classification of & print on file has been chenged %o also
corresct the classification formuia on the Neme Index card).

FAME INDEX SECTION « The Name Index Sectlon should myintein o Mester nams index

file ocontaining the trioe name, alias &nd nicknames of sli persons vhose Lingerorinis

are on file, regardless of whether these priaits ars receive@ becouse of a crimiml
or noncriminal ectivities.

Eech naws--cerd ehould contain the nemei the finéerprint formulas police or other
identifying number; daje of arrest amd chérge; snd such éﬂditicnal identiTication
items 8s date of birth, coler, sex, height, weight, color of heir, and eyes.

Tach elias and nickneme cari ghould be crossereieranced to the Master name card,

Any neme card rvemoved from the Mester name Index fils should bs replaced ime
medirtely by & cherge-out card which summarizes the data on the ca;d Tomoved and
indicetes where the Master card cen be loceted. (These cards 2% higher than the
3 % 5 card should bs in four éiffeéent colora, the color changed every‘three months,
Thiz will permit visiblespot checking fox delinguent cerd withouts ectually having

%o examine the informstion on the ocsrd itself).
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PECHEICAL SECTION ' This Sectioa chould mointein 2 magter fingerprint fils containe

ing a fingerprint cerd for sach person vhose fingerprints héve been submitted tc the
Division. (If duplicaie prinis are recoived the best set is atampeé FASTHER a&nd filed
in the Technicel Section by fingerprint formule). 211 dupllestes should be filed

in the individualts Jacket.

The Master file in this section should be sub-divided only by fingerprint
clasgification &nd sex for the time being.

Guide carfs should be used only when ngcessary.

A1l fingerprint cerds in the Technical Section indicating emputetions should
be grouped in a2 seperate file and not iﬁtarﬁled in the Mastex file, (This will
réduce gearching errors and expedite the searching of fingerprints of ampuitess.

A Charge-out systom similer to that recommended For the Kams Indsx iile should
be used in chavging ouvi jtems from the Magter File of the Techmicai Seetion, The
form however, should be wovised.

Ths Technical Menusl "Seience of Fingerprints” published by the Federal Bureau
oY Investigation should be furmigheﬂ to each employse of the Technicel Section.

This book is a;ailable from the U.S. Printing 0ffice, Washingion, P.C., for §.60
per copy. {(This book contains all of the tebhnical informstion, needed in the
Technical Ssction of the NBI),

This Section i3 responsible for the sesrching and proper meintendnes of the
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ASSEMBLY SECTION «~ This section should be responaidble for the filing and

searching 6:6‘ 81l Jackets and their congenis, Bach jecket (individual cape T ila)
should contgein éll duplicate fingerprint cerds, the Mester recoxd sheet contain-
ing the swbject's cvompletve ldentification records; the dat® on dispositions of
ell previgl-zs arrests; sll Wanted Netices; all reports from lew enforcemsnt
agenciss; and all correspondence periaining to the individual whether i'i;‘ he
ceriminal or civil in nature.

A1l Tingerprints fileﬂ in the jmcket should be in order of receipt ayﬂ fastened
together with "Twinpakt" fasteners, as manufae‘cured- b;;r' RemingeRend Coa, (#1627 §1.67
per ¢}. This fastener permit all fingarprints and othey corresponéence ralating
to the individual to be en.dne gide of the fastener and the Master record sheet
on the other, eliminating ;the possibility of lost meterial and permifiting relative
eage in handling.

The Assembly Section should be responsible for ths. verifying of ai.l _identifi-

cation made in the Division: for the dyawing and filing of 81l jackety inform tiomn

as well as the proper mainitomence of the Jacket File, A1l NBY wwobers 8re assiszned

in this Section. A chergo-out system similesx to that recormended for the Name Index

Section should be uved in cherging out items from the Jacket File.



TYPING SECTION

1. Type &11 name ecards, insinding alias ond niclmames:
2. Type all Ildentification and Nonidentification reports in swiiicient
coples for predetermined distribubion;
3. Post ell wonied noticesy
4, laske such other notaitions as may be needed,
. Upont completion of the typing ‘opaz'&‘tionss Al} name cards should be seni {0 the

Name Index Section For filingp all Magter fingerprinte should be returned to the

Peehnical Section for filings and all other data %o be rstained should be propexriy
“twinpak’sedj" and aen:i-, to the Statiszticsl Seotion for coding and ypunching,

Magter Rocord Sheets - furnishes the individusl's complete racexd, it permits
the recorfiing of cnrrem;. information end eliminates the retyping of all previous

‘. inforpationg reducing atiiting and Lyping arrors.

SPATISTICAL SECTION « Upon recelipt of information from the typing ssction, will
code, punch, verify, sort and tabulete 21l sbtetistical data, After which all

materdial {oxcep:) the punch eard,is retvrned to the Assembly Section for file.

The fellowing is supplessntery inforamstion in reletion to the recommendetionss

) . Name Index Section

The Neme Infex files should be separated as followss



1. By ssx.
2. Those with fingerpriutas on file.
3. WNicknames Filed separately by sex,

Start se soon as possible to include the full neme, color, Sex, height end
date or year of birth, NBI #, Classification errest numbsy, Depertment meking
the arrest cherge and Precinet, if availeble, and the date of arvest (see figure
1), end Soundex code, and typist's initiels and date.

Alias cards are cross referenced as shown in figurs 2. Nicknaﬁe cards are

2lsc cross roferenced with the Masbter Name esrd,

Code Wi 5% 11¢ 1/6/32
JONES, Henry James WBI #12345
Smith, Charles Carl

6 0 5 Ra 5
I 1T T%

4768 PD Msnila, Asstt 3rde 5 Pode 1/12/64
246 PD Passy City, Burg. 1 Peb. 4/3/84

AR 1/16/64
Figure 1
Code i Wi 5Y 1LY 1/6/32
SMITH, Charles Cari NBI #12345

6 .0 5 R 5
I 17 7T¢

246 TD Pasay City, Burg. 1 Pet. 4/3/64 ) é

JOVES, Henry Jemes AR _3#/9/64
Figure 2
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" The pracitice of typing and filing of neme card Ffor all nemes appearing on the

“mﬁnthly Report of Arrest,” shonld be disconginved, These reporis are for sta-
tistical_pgrposes, ‘The filing of these name cards only tonds to clutter and in
many ingtences Quplicate cards alrsady on file. The sems applies %o court declsions.
¥ith the creatiocn of sesenbly file 21l metiers welabting to the etme person wiil
find their way to the individual Jacket, The name cavd therefore will not be
necessiny.

Indlex fites should be replesced with Rotary typz files to conserve space,
exp;dite searching and éﬂlinga Seﬁe%al different cﬁm@anias manufeture this type

of filss,

Claagification Saotion

The raecrginizetion here is simple. Et'ﬁsrely requires the bringing together
of 811 of the required rnumber of iechnical personnel compatent io clasaify Tingex-
prints,

This is- the heavt.of.an Identificetion Divisien., If the prints eve not properiy
elapsified, they cennot be filed correctly. If they.sra mot filed corrsctly they-
cannot be gseawched corrvectly. It is through these searches that identification ars
nade of unkmown dead, and when different names are used,

The use of Fingerpriwnt Megnifier, Model #3, menefactuved by Hell & HeChesney

Ine., Syracuss, MN.Y., is vecommondsd. This iz =n optiesl iwstrument zpecificelly
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designsd o project %he magnilied image of a fingerprint on & itrenslucent screen
for purposes of Classificetion, interpretation and compsrisom, It reducos eye

s8¥%rain, and will inprove the sceuragy of repebtibive classification opsretions.

Hy - - - L3 1
The Magnificéation ie 8 x screen size $F x 9%

Assembgy Seaetion

When esieblishing the Assembly Section, no attempt should be wade o update
0ld records, This is an imposeible job and the cost eovld not be justified. Om
a given date, alltnew recorde will be consolidated into these files, As time
progresses, identificatlon will be moede against old records, st thet time they
too will be consolideted, In abou’ ten years, better thea 50% of these will have
been eongolifated, The remeinder will héve eithey died or nothing more is heard
from them,

The use of sieli=-filing should be congidered. ‘It is space saver, lesz costly
and mors sccesaible, reduces, drawing aﬁé filing tims, and files ean be kept in
bhetter orderg

The use of terminaledigit fillng shovld elso be conzidered, This permit, mors
Jeckeove Go be sssigned to an cuployee, distrlbution of worklesd, eliminetes crowding
0? pergonnel during filing, permits sight check for filing orrows and gonerslly

speode up the aseembly operations. Brpsnsion spece showld be provided for at the
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time of purchese, This will aveid futuve moving problems.
Typing Sgetion

This meﬁna the bringing together in one loeation the veguired number of som-
polent typisis %0 prepare all of the necessary Name Index cards snd vepozds on
Tingerprings, Clemrances, or other yepert® necessery to raply o routine roguesis
for information.

A procedure should be established t¢ report on every fingarprintg or inguisy
recei;ed in the Diyision, Only by suwch repiies will the police o7 other agancies
lecarn to depend on the CIRD records; snd thereby extend their copperatian furthor
when it is reguested, Thesc reporte should be made promptly.

The reporting sisnderdized and simplified %o spsed up the opsration, The
astablishment of the Mester Bacord sheet prepsved on "Ditto" or the use of ather
copying devices (4if within the eppropriasiion should bo used). The use of Master
rocord sheets will permit the recording of the curzent information and eliminates
the retyping of all previcus informaition, reducing sditing and typing errors.

Ulearsnce Ssction

" & cowmplets study of the Cleayance Section msy indicete that the issusnce of
Clearzuces shoulé be decentralized within the Division and not esteblished &8s 8 .
aeparate funetion-sssigned to a spocial Sectdon withia the Division., This work

cen be routinely absorbed within each of the propossd sections, Farnishing of
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Cleavonce (ertifiensas Go not iutringicslly differ from lssuing ony otlier type of

£

report which resuvits from & gsorgh of the Division’s Tiles.

@
1, A}l Clagsification of Fingerprints will be done in the Glessiiicstion
Section,
2, All Index cerds will be dowme in the typing section.
3. All ropoxts will be preparsd in the typing section.
4. Form #3, Request for Record for Clearance, can be eliminated and the
. Tingerprinis themselves searchsd,
The cherge-out forms in =ll segtions are in need of wevision.
The daily accomplishment réporis need rovision if -?:hey ars o be' meaningful,
Ffea fyanking (meil) is 8 rezl need,

An intensive technical training progrsm "How To Teke Fingerprints” is a mst,

Adeguete appropriztions are requirod in order to supply, Fingerprint forms,

.
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. envelopes, ink, rollars; 0%c.e to the vorious Contributors.

A revision is needed in ﬁ.the s*ﬁtsm of recording-'i;he data roceived, and forms
prepered for this purpose,

Operationsl weanuals, describing the functions and duties in detail are necase
83TY.

An overall deparimensal stndy of the needs for elestronic and other equipment,
plus the problems of conversion, its cosia snd asdvantages, and digadvan‘i:agesﬂ is

NeCeSEBTY.
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No attempt should be made o underiske chsnges too quickly, beeauae-this is
a Nationsl cps?ation with 2 large volume of existing recerés¢ Bach step must be
sarefully thought oub, keeping im mind thot the current work mwst still be done
during the comwvaersion perdoed, and may heve i; he dono with existing perscnnel,
This cen be tricky. When in doubt be sure to geek advice. I% die for delier io
be gafe then SezTY.

No attespt hes been made %o spell out in every detall the mathods ang pre-
ceduren; the formet, or informevion content of 21l forms which will rgquire
revigion, I have touched only generally on the Stetdsiical Seebion and the
Modus Operandi Saection, In hoth of these aress more wozrk will have %o bo done,
decisions made, the nesds analized, aud methods of sacuring the source informstion

roviewed before definite suggestions can be wade,
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Lobby of the NBI Building, . )

Right side ~ back ~ gtorage room for records & storage.










NBI Building, Taft Avenue, Manila, Philippines.,

Interviewing Unit, Clearance Section,
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Centrel Records Processing Unit. -

Klien, Single Fingerprints and Modws Operandi Units.
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Center aisle of the storage room for records and evidence facing the entrance.

Soundex Unit,
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Front portion of the Clearance Section.

Left wing of storage room for records and evidence,










Civilian Unit of the Identification Section.

Filing cebinets in the Central Records Unit.
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' Court Cases Processing Unit.

Center aisle of storage room for records amd evidence.
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Formerly toilet converted to MVO Records storage room.

Right wing of storage room for records and evidence,
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Receiving, Soundex and Record Check Units,

Lieft side - back portion - storage room for records & evidence.










Mezzeanine floor Court Cases Processing Unit.

Entrance to the Records storage room.
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Entrance

of former toilet which became storage room for MVO
records end residence certificates.
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STANDARD FORM HO, B4

.O]%CB Mﬁ%ﬂ’ﬂﬂd%m « UNITED STATES GOVERNMENT

To  : Public Safety Divieion, Manila and pATE: April 17, 1964
Office of Public Safety, Washington

FROM : William B, Cashin, Identification and Records Advisor, Brasilffjgégggzififzx

SUBJECT: Supplemental Data, Re: Records Survey CIRD, Menila, Philippines

The following is additional data for the information of PSh, Manila, and

03, Washington, These data were not included in the report intended for the
~ CIRD, However, all of the findings were discussed in detzil as were the proposed
recommendations prior to the writing of the report,

Although Jose del Rossrio, Chief of CIRD and Adriano D, Dimayuee had ac—
companied me during the survey, it was considered desirable that the Acting
Director have a verbal first hamd report in order that he would fully understand
the problems and the reasons for the recommendations being made,

. A meeting therefore was arranged in his office at 8:30 A.M., April Tth, and
lagted until noon, Present were Jose G, Lukban, Acting Director of the NBI, Jose
del Rosario, Chief of the CIRD, Adriano D, Dimayuge, Records Officer of CIRD, snd
from AID, William Simmler, Jr., Chief of OPS, James L, McMahon, Training Advisor
Gordon Ramsey, Asst. Program Officer, and the writer,

A blackboard was used to illustrate the flow of work and how the proposed
reorganization would function. Colored slides were used of the I.W.I, in Bragilis,
showing the building, and interiors of offices, their loecation to provide supers
vision, and the arrangement of files, eguipment,

Director Lukban was most receptive and intensely interested, he stated
he did not reslize things were in such & condition and that the survey and the
explanation were an educsdtion,

It is my opinion that he has @ sincere interest in making the NBI an effiw
cient organization, and AID could be of real assistance should they undertake to
do soe_ From the commodity side, it will not be an expensive program in view of

the $142 million available from Japanese reparation funds, Provided the Japanese
manufacture and have available the type of eguipment required to do the jub ree

quired in NBT as well as to provide the necessary treining and meintenance,

Further considering the use of these records by our 2gencies, the prompt
and more accurate reporting will creste a saving in investigations which are
now necessary due to the large number of possibilities, which must be eliminated
either by 2ctual investigation or evalugtion,

Because of its Nationzl scope, @nd the possibility of accumulating infor-
metion on 2 national level, it has & potential faxr beyond the recording of Iden-
tification records,

All copies of these reports have been submitted to Mr, Simmler (except one
copy for my future use) for whatever distribution is to be made of them,
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Records Section - FINDINGS

" A11 msil is received in the Administration Seciion of the ¥BI, 1ocatéd (i 1
the second floor with thaet of the Directod and Deputy Difec?aro
Afser the mail ham been daie stamyaé it is forwarded o the Dirsciow for review
{except for fingerprinﬁs and voubine inguiries).
In order 4o check roviine procedures 2 lettexr dated Februery 27 from $he FPresi-

dentis) Stalf assistant, MARTANO SERRANC from &m ANTONIO Y. REYES, requesting en

inveatigaﬁion of three Chinese wos selected at randem, The cese wos origluslly
registered under number 64<12-i46. The pgpcednré in_thiﬂ coze was as followae

(&) The request is {irst routed %o the ﬂiéector for ?eviewa (b) Then to the Deputy
Bivector for registration and numberi?ga {o) He in turn sent it to the Records
Section for attenﬁion% the mategial was Bignéﬁ fo?p rezigterad and wenumbeved as
644109, (ﬁ) The case was then sent to the Chief, JOSE DEL ROSARIO, for action,
(e) In this instance the m;terial wea sent to the Glogrance Sectlon where it is
again gigneﬁ for, registered and again mumbersd 288 3-24wH4, the date rpeceived,

This partidular'inquimy vequired the retyping of three peges in ovder that complets
informoticn would be aveilable for Ffurther reference. In eddition, five 3 % 5
esTds wors prepered on wented cards (These are white coerds with the upper Tight

hond corner prinied in Red), These cords coniein the Soundex cods the registry

nuwber, the subjeet’s name 2nd brisf inTormetion 88 to t'w ecntent of the com-
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plaineni®s ledier and the inmitisls of the typis%sa The purposs of the five cerds
wag due to five difforent names mentionsd in the cese, The driginal and copiesm
were then returned to the Records Seectidn wl‘;er'e the neme cards were signed for,
a novation vas made on both the original snd copiss indleating that the name cerds
had in fact been received, The information on sll name cerds was verified arfd in
this case because thoy vere “wanted” cavds they vers filed immediately.- {g) The
origiz;al o=se mas then weturned to the Records Sectio_n Cupervizor who after Teviow,
sent it to the Name filez for search;. (n) At this point it dis agsin sighed for and
registered, In this ins‘tanca the namesg viere searchaed in the e¢xact location where
the nevly mede Index.Carde had been filed 2 fow minubes before. Twenty-four cards
were charged-out &8s possible identificetions and sent to the Supsyviser of tl‘xe
Records Unit for typing after which the cerds \?E:.".!‘E veturned to the fils. (i) The
original case and the resulis of the search ware returnsd %o thé Supervisor of the
Records Section after agdin eigﬁng fur them, she roviswed the material, signed in
tha.name of the Chiaf end routed all material o the Deputy Direcior i'az; his further’
actlon, (.‘i) ‘i‘hé ;:opiea of ths originals were peturned %¢ the Cleavance Section for
filing,

A chook wes mede of 55 Civil prints snd 17 Criminel priwts received 3/24/64

Trem the Beguio City Subenfflce, the coérering latter was dated 3/17/64., An

exaningtion of the printe indicated same were taken o8 eorly e Juruary 1964,
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.-. Tn one cese the subject was ervested on Jamiexy 4. 1964 but not fingerprinted
-
unbil January 13, 1964, Chief Del Rosorio explained that it wes posaible thetd
the police 8id not havg fingerprint cards and may have had to walt for a supply.
It mey eiso be that the cards are being heiﬁ until a group had ;ccumulateﬁ befﬁre
nailing thelmf
211 Prﬁnﬁs ars regiaﬁa&ed in 2 book by date, numbsy and agency, indioating
. whether Criminal or Civil. They are then turnsd over to .ﬁhe Fingerprint Section
wheye they are signed for, fox Classificetion and Sea:ech.,- Those prinis which have -
alraady beea'class;fieﬁ are verifieég‘after the Classification & nunbaey is assigned
and Index Cards typed. The prints are filsd and Name bards are signed For in the
Inﬂ.ex Seetion, verified end filed.
HOTES for recommendationss
. (1) The rousing syste'm is combersome end should be simplified.
{2) Work should be ment daily to control work load intske,
(3} 1f possible obtain freé franking (Qmil) privilegs,
(4) Retyping of cages iz time consuming and costly.
(5) Typing of Neme Cards shomid be done in one plage,
. : {6) All fingerprints should be searchsed - they are now only filed, (Out of
3 prinis checked all thres were missed although previous prints were on file in

£l1l three instances),
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Gentyal Records and Bvidence Uniy - FIIDINGS

Tha‘{!en‘tral Records and Fvidende ITm.‘h 1s tomposed of eight (8) regulér emp-
ployees ond thirteen (13) Job-trainees ond bhe Court Cases Unit of eight {8)
regular eﬁployeés and twelwe {12) Job-trainees, Both Unite sre under the same
auperviaﬁra

The records wainbtalned in this unit are weny and varied, consisiing of arrest
reports submitted Yy the verious polite dépertments throughout the Country used by

: ;

$he Admin%stration Section for compiiind crime statiatics. _Couri Teports relating
o inforpations snd decis;ons, Usury records, administrative ordors, xules and
regulstions, Motor Vehicle licenses snd rogistration, Reaiﬁence reports, etCe,
in sddition tc evidence for future nse in couri.

No Motor Vehicle csses have been filed since 1959, The af?esﬁ records veauire
5 shél%ea'eaeh containing 44" of filing space, The Courd records regquire over 100
shelves of 44" esch., Nemp derds are made for each name appearing on the arrest
report. Cards beiﬁg prepersd for these today 3/30/64, dated back to October 1963,

This is 2 swall yoom ebowt 18% x 21% with a securily door (Safe type) w:?:'bhout
veniiladion, over-crowded end the poor?at ot working conﬁiﬁions. In addition, legal
siza [iles &re peinteined in the sums aves as the Index Unit and two othey small

rooms one of which was a fermoy toilet (ses photos) asiteched.
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To eontinue o Keep some of these records id very gquesticemable. For example,
the orvesi reports originsliy supplies for statisvical purpose have apperantly served:

thelr purposge, Index cerds Wave beon prepeéred edd filed for the majority end il

 would seem fessible th'at- they could be destzdyed. I further guesblon the edviges

bility of even mskivg neme cerxds, &8s they heve Tittle valus from sn identificetion

print of view, The Motor Vehlels records no lorger heve any vesl value gs they

are ovtdated snd with the renswal of platea each year the regisiration file has

E'

alsg loat any wsefulness it may heve had.

This Unlt also $ile records of Waz-ranté ang Missing person.

None of these mentioned are linked %o sach other.nor a8re They complete.

I was informed that of %the 1,356 Town police and 40 Tity police depaziments,
oniy 435 wore reporiing as of June 1965 and as oé tedey 3/30/64 onmly 423 aye now
veporting. 975 not reporting.

Noboss >

(1) Neod for the esteblishment of & racords dispoosl proesdurs,

(2) Stetisticsl veporting needs revamping.’

(3} 3otor Vehisle records void,

(4) Residenilsl rocords, poor prints, name camnot ba vead. (Question the”

ValllE) °
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{3) Working conditions extremely pooT.
(6} Ouestion the wvelwe of Infex Gards on errest rocoTds,

(7} Date on miscellaneceus reguests for Record Checks, incompieies

(8) Contributors far from pomplete, Lack of money for forms snd.eyuipment.



Crimingl Unit - FLIVDINGS

On March 15, 1964, I was informed these files conteined 2184939 Criminel
prints, From Msreh 1 to the 15th, 466 new prints were receivad,

Therevara five (5) ragu}.'ar employess and ten (1{)) Job=trainees assigned 4o
both Clagsification, searching and the preparation of Index Cards in_this Unit.
During the yea:uj of 1963, 50,960 prints were recaived for provessing.

A spot check of 36 Criminel prints all of which had Index Cards iyped todey
" 3/30/64, ware in the Buresu for over four months, In the eese of Salvedor SUBION
BT #91528, the pr-in't wag rageived 12/2/63, Classified 2/10/6ﬁ», snd NBY #91920,
Reetd 11/20/63, Cisssified 2/10/64.

The procedure of this Unit is to Clessify and verify the Clessificetion.

Prepare the Index card, File the print and veturn the Index to the Name file fow

filing. In no case gye Crimins) fingevprints sesrched for previous records. Hor

are vy reporls forwarded to the contributing agency. Although the Unit repori

gtated thet Ne prints remeined for proeessing on March 15th., A check of the file
merked (FOR INDEXING) reveoaled 29" of Cards which required Index cards, and 9" of
cazrds requiring Clsssificstion, plus 7" of cords which had been placed in what is
known a teupovary i‘iiing orde lij,r the denominaior of the ;Jrimary Classification,
The rspord of “his Unit as of March 15th is therefore incorrsct. The ressgon given

for the delinguency in Indexing wes that only one typewriter wes eveilable aund
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i% hes now been raturned bet still is not working properly.

There is no procedurs for pogting wented nobices in this Unit. However,
inttameeh ag the Cydwinal prints are ;’iot seé&f-ched poyway, it is doubtvful If an
Tdentification wouid be made, if it wive, 'Ei.'& would o‘r.ﬂy be by sccident, This
same eondition provsils im the Alien Séetﬁron@ The only prints which are ssarched
are those Alian prints roceived from vhe 0lesrance Seetion. In 4he avent of an
Ideni, the Alien print is stepled to the Criminal print end f£iled in the Criminsl
Section. In addition, I was *i:ol.d that ﬁjso Embagsy and a1l Military prinks ere
searched,

Notess
(1} Reports not accurabv.

(2) Complete revision of system ¥béguived in both Alien and Criminsl Units.
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Uivil Identification Unit - FINDINGS

As of Februmry, 1964, there were 995,975 prinis in possessions 98%,882 on

file and 12,093 te be procesved.
The Tnit ig composed of 4wengyotwo {(22) permenent employees end twelve {12)

- Jep-trainees, However, 81l but ihree have been appointed since Hovember of 1963,

The remaining three have app:'::oﬁmately thrae years sxperisnce,

The numbers of printe received aurin;g $he calender year 1963 totaled 50,960,
: f?:;-":‘:he year 1962, 102,5;99 prints wers veteived, I was informed this incresse was
'{iue 1o 2 large nun}har oi'-'priniys turﬁéé over to the NBI by the ?hilippi'nev Veterang
Bureen. The 12,093 yet to.be proceszed has however been clasuified and verified.
All that I“Emﬁins is the typing of Index coyds &nd the Tiling.

Deily sceomplishment reporis ave malndained, -Uoweverp no monthly totals sre
regorded, The reporis therelfore ca.nnoi: be used for comparison purposes or for
efficiency retings of employees,

Ax1l prints ere recsived from the Receiving snd Indexing Tnis where they have
been previonsly x:eéistered, They are then prccesseﬁo

Tha repory of ‘Maz'ch 1 %0 15 showed 63 from the loeal police, 67 from various
ToSe stgem.frj.e;a.,= 2 from the NBI, 513 fov Closrances and 54 fror other agewneies.

The ebove illustratezs that the warlc‘chaf- this section is for the most pars a

service to agencies other thsn the NBI.
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. A spot check of three different sub-classiliceilion groups vevealed errors
in esch instance in the Classificetion, the prints wers all misfiled.

The Tndex osrds for thase priuts are typed in the Receiving end Indexing Unit
and de‘i—:ached before being sent o the Civil Unit. They are then eclassified and
the cl'assii‘ioa'.i;:‘-.on verified end se&rched in the (riminal Uniit, They aze then
returned for file wnless an Identification is effected in which come they are
avtached to ths Criminal p;c'in"aso It is net 2 vowtinoe proczdure 0 @earch eivil
prints in the Civil files. Thewefore, no Idents can be made sxeep? by uceident
when the cards are filed,

in cases whare fingerorinis are recsived which heve not gone throuzh the
Receiving and Indexing Unit, Index csrds ave typed ard forwarded to the Neme
Index Unit for filing. Ninety five (95) four drawer files,esch dravwer heving
two ‘gections, have the Qivil prinis.

Notess

(1) Of the thirty two {32) ouployees enly thves have eny reml axpardence.

(2) The person in chbrgs is working out .of tile,

(3) This sectioxll doss np searching and is over-asiafifed,

. (4) The elassification is poorly done and if verifications are mede it

would eppear thai they ara merely verifying the 2809 eFTOrS.

iJ
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(%) VYhy these prints are searched in the Owiminal file mad not searched in
the Civil file, while ecriwinal prints are not searched, is difficult to under-

atani,
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Alien Uhiﬁ = FENDINGS

Miguress of this Unit indicated thet a% of ~Fe'brt:zaf;sr, 1064 . thege were on file
215,271 printa, of which 212,348 had.been ;ilgd evid 2,925 yet o he processed.

There are eight {8) pormanent people and two (2) Jobeirainces sssigned to this
Unit. From Mareh 1 4o the 15th, 46 prinis were zecai%édp 37 fxon the NBY (lesranas
Unit, 6 NBI cases in Mamile, and 3 fron the ldcal polics depariments.

There are no regular contributors to the Alien Uni%, The Ippigration depsr%u.

i

ment maintain their own files, gggg'of the prints are currently being received
from ths Clearance Section. In 19599'65,,155 printe, duplicates elready on file
by the Immigration depertment, were foxwayded to the NBI for filing, In 1962,
56,653 prints teken by members of the WBI of Indomssiene to be deporied were filed,

The procadure is $o reeeivé some prints from the Records Section which sre
gigned for, they are then registeved and given the next consecutive mumber,

i g

Claggified and filed in a temporszy file by the dencwinstor of the Frimary Clas-
gificatlon, a spot check of this file indicated that some of the printe had been
recaived as far beck es April, 1963, almost ¢ne yesr ago. InAcrﬁar %0 roview the
complets procedure one ¢ard was selected for search, the print had previouvsly

been verlfied 2s o classification, thus oliminmting this zetion: The resuvli

of this demonsirvation clearly revealed that the prinits &re not actually being
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Svms'krchnat‘.l,f but rather the gsection bearzing the same classificaiion is located and
the print filed. ’

Printe vhich do not lend themselves to proper classification aye filed in
alphebetie order :m s separate fils, In no instance g@xve poor prinis sver returned.
£ spgt check ;‘.n the 21 owver 1 pﬁma:j;" was made. The vesulis indicated thay the
above prac’:;i_ce was not in fmct beling observed, as several prints that conld not
heve been property clessified were‘found_u

The cherge-out cerd uvsed in this file 18 a blank fingerprint card with an
Alien Index cerd stepled %o the vpper left hand corner., However, due to lack of
forms & book is now being nsed., This contains the ﬁame, Classification, date
chergedwout, purpose tc whom eh8rged, Date woturnsd. If the primt is nol roturned
within 48 hours a tracer letier is prapséred as a8 follow-up,

A monthly employee report is Nept on sszch employesd covering the number of
Units of wiork dons each-8ay. This report is kept by thoe employee and tnrned cver
‘to the Supervicor &t the end of the month, chgvfa.re & check of these reporis back
to May of 1963, rovealed thet the Monthly totals were not added, The en‘i.;;r one
which showed any totals were thome of the porstn mssigned to the recl‘;eeking of

Index cards as these figures sre used in the Supservisor's Monlhly Report.
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. The manner in which these veports sre maintained renders the reporis useless
and without purpose, Under the present s;&r'séem there is no way in vhich they cen
be used o evaluate 'th;a suployea®e work rate or Lo compere ore employee work-oute
put against anobher, The use of dally smployes reporis is good, somsvhere slong.
the line the system has brokea down,

In the svent & clear set of prinis éxve subsequerntsly roceived end found 4o bs
identical with thoss in the prior print:(AIphahetic} file: <the poor wrinks are
removed, stapled to the beck of the cleay prinls and {ilsd in the vegular Alien
file.

Notoess

(1)} The nenber of prints received, 2,875 for 1963, Goes not warrant the
nomber of people assigned, 2,872,

{2) No vegular conti;i'buﬁars obher than the NBI (Clearance Section.

’(3) There is duplication in the Filing of Alien prints (WHYY), the Immigration
alszo hss 8 file. 1 am told their file is nn‘f'. complete.-

(4) These prints hsve airesdy been zecorded = Is reregisivation necesssry?

{5) Clagsificetion, searching and chézrgeinouts nead atiention,

. (6) System of handling bad prinis, is poorly handled,

(7) Check daily veport system,
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{8) INo identificeatiorsare being mads,

(9) Cleer definition es to what ib an elien is nod available.

USN, persons applying for jobs ih éowms instences are filed hare.

Prints from
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Single Fingerprint & Modus Opersndi -ﬁn:{\f, -~ FINDINGS

There sze two {2} rvegnlew employééé presently sssigned; one persen handles
the Single prints and, the other the Hodus Operénﬂi9 plus one (1) Jobatraiﬁe64

Ag of FPebrvery 29 the file éon'bained 3{1,220 single prints or the printe of
320 pevsonsS. I was informed that although the file was started about six yeaws
8go, no identificasion have been mede of latent fingerprints in the past 2% years,
Whether or not any were mads prior fo that tims is not- known.

aThsre are‘no regulations @s to the type of crimes for which Single prints
are to be deken, This is leit to the judgment of the person taking the prints
at ths time of arxzest.

Thz fact that & person’s printe ere on file in this Uni? is not noted on‘tha
Index or fingerprint cards.

An Index card is mainteined in this tim_-a and does contain the complete
classification of the Master prifts

Copiss of unidentified latenﬁs‘ere not filed in thﬁs Unit but ere rebained
in the cese file, I% is thersfors impossible to idemtify these latenits either
agsinst cach othor or in i:-_he event owner’s prints evs filed in the Single. prin‘al

file at sonme future date.
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The Battely system of Clessification with some modificaticon of the NBI

is useds

Notens

(1) Por all practical porposes the file as it is now being wsed csn be
eliminatad,

(2) The file should be more seloctive and the mauber of prints on file is
too small to wirrant it being eontinued;

(3} TUnless latent pintg ¢an be identifisd thers is neo point in méintaining
8 Single print flle.

(4 If e Single primt file is &esifaé consideration should be given %o the
uge of the {five finger system used by the fBIG It i niere simﬁle, more economical

and more accurade,

The Modus Operandi sysitsm 1o patﬁerneé sfter that tavght by the Institete of applied

gelonce in Chicego. I was informed thaet it wag esteblished about three yewers ago, |
] .

discontinued & year ago and siorited again lasst month, The pregent smployee have

beon 2spigned for asbout itwo monihs, To their knowledge no identificetion have

been made to date, ;

There ars presently on file sbeni one<thousand (1,000} cases. The prectice

is to read the investigation veperis from which infermation is tuken and placed



w18
on 5 x5 card (sea ¥M0=1 arrestess and ﬁDJE suspects), Tha dats is then itroans-
forred %0 3 % 5 Index ?ards and filed for fétuée ve,
Notoes '
(1) The prescat system is timd econsuming and with the present persomel
will never be effective.

(2) This %ype of information can be sdapted o0 machines snd should be Lcoked

into before the file ig allowed o boriinne,



Glearance Section - FINDINGS

Phig gection im composad of thiriy-one {31) permanent employees and itwenty
(20) Joh#trainees, Sone of the Jobsbrainees work a fulleday while othgra worlk
8 halffdaye In other seeciions, Jdb@tragnees caly work @ half-day., Of the thirty-
one permaneni people, twenty-three are éésigned to fifferent Divisiona or Sections
and rsguler smployecs from othey Sections are assigned to the Clearangs Section,
I have been ungble to £ind the reason for this procedura,

The Cleszance Section is subwdivided into Sub-nnitg, in 2dditlion to the
Alien end Imtervogabion Umits, and handle éush metiern as spplications for
“Passports, Tisas, Reentry permits, Immigrdaiion, Ewigration, Naturalization,
Fivoayms, Banks and Private employment, Véteransg Civil Service applicantaoy,
promotions and retirement, Milltery, both for enlisiment and promotion.

In the case of epplications for clearences, the subject 1s fingerprinted,
photographed by the NBI, aﬁﬂ several forms made ou£a 2 Records check form
(CIRD #3) is ment direet for & Name check (this form does not eontain the
fingorvrint clamsification). The Tingerprinis exe then eleassified and verified
by euwployscea asaigﬁeﬂ to the Cleavsnee Section from the Identificetion Section.

{A spot cheeck of cne print indicated that the verifier overlocked an error in

%Tacing mede by the elessificr, This smployee wes 8 Jobe-irsines and ghould -
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not have bhean szgigned <o this work)Q. In thage cfces, they are sent to the
Criminal {dle for seareh, - If the sesrch zeveslé a previous record, it ds noted
on the back of the Civil print before it is rétumed o the Clearance Section,
If 8 clesvrance ?s granted, the applicent is given a white, bluwe and pink copy
of form 4«a,. the 'bu.’;.‘f copy, applicetion, snd Hecord check (form 3) are filed
in the {leerance Section by date, Index cards typed gnd forwaxrded to the Neme
files and ths prints to the Civil file.

The sams proceduro prgvaila in the case of a&iens except that numerous
photoztetic copies of other documenis 8we submitied amd filed in ihiis section.

I was in.f.“o:emed that such papers mwst be submitbed tv the Court of First Iristance
88 provided by lew, (Whether or not they should be filed by the Clearance Seciion
is not cleay 3nd is 2 matiter which should be cavefully revisved by the ¥BI),

If 1t 42 found thet they ave not required by law, I wonld guesiion its being
continued es theve cages usuelly zsgulre luvestigation oné verificejion of the
anthenticity of the documenis which means @ comparison of the origlnal.

In one cese taken at réndom for clearance 98 similar nsmes had %o be typed
-for vse of the interviewer., None of these were gble to be identified, This
same subjeet later make applicaﬁion'for 8 second clearance., In this inetsnce

138 names were Yyped ineluding those proviously mentioned, This list wes checked

against the oviginal list, because thirity days had elapsed before the interview,
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another typed sheet of neme were included., These contained the fingerprint
elasgification. All Classificatlons were different than those of the subjeect.
Agein it was not possible to positively ddentify any other than the fingerprinis
in the originel ingeiry. This seme procedure is vepeated day afier day, AT
no-tims gven if coges are identified one against snother is ﬁheuinﬂex Unit
notified in order %that they 8y censclidate the Index cardsat

For the yeer of 1963, 11,155 applicetions for cldorance were raceived,
fingerprints and s}l otheyr forms preopersd, vhobographs iaken on all first
appiications, the primis clessified, verified, Nemes searched, Indexed; and
liste typed, Of %these 11,155 cases only 2,466 esppearad for an ingerview, 571
weve referred for further imvestigstion and B,118 filed., This means thet the
work done on 8,118 cages was without purpose, five (5) four drawer files are
progsently being ueed to file these type of reguest,

The files containing the Domestic and Alien clearances number 98 four
draver files,
Notess

(1) A mowe detailed sindy should be made of this section,

(2) It would appesy Trom the 1963 wreport that & grest deal of needless
work ig boing perxformed., Much of which cen be rsduced and some eliminated

entirely.
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{3) A records disposel system 1o hecsseary. To conbinue to File old.
recorde which have Llitile or no reference made to them is costly, as they
rvequired files, whioh in turn reguired spsece 2nd persomel o mainisn 'tljmma

(4} If it is determined these records should be ratoined the uss of
mierofilm should be investigsted.

{5) The work of this section can be zbsorbed in other section with o

reorganization of the CIRD,
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The following sre the sslariss paid employees of the CIRD, Manils, Ph::;ii_.ippinesu

Renge - 3 B 5]
Hlo, 1 2 3 4 5
23 Fingerprint Aid 1800 1884 1980 2088 2196
27 Fingerprint Bramlner 23196 2304 2424 2544 2676
30 Fingerprint Fechnicien 2544 2676 2808 2952 3108
30 Sr. F.P. Exsminer 2544 2676 2608 2952 3108
33 Sr. F.P. Technician 2052 3108 3264 3432 3612
33 Superviser ¥F.P. Exeminex 2552 3108 3264 345;2 3612
38 Supervisor F.P..Technician 37592 3984 A188 4304 4632
40 Ghief F.P, Exami:ner 4188 - 4804 13:632 4260 53112
43 Chiof F.P. Technicien 4860 5112 ! 5376 5640 5928
5t Ass'% Director 7236 | 7608 | 7992 | 8400 | 8832
|
Annwsl increments ars veceived each year for the first three ysars, the 4th
and 5‘&:}'1 gteps after sach twe years,





