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. SIMON QO'SHEA

110 EASY 30Tn STREET
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593.2304d
:\pl‘il 14, 1970
TO: Frederick P. Haas, IZsq. R=: Work Group LReport
Cyril F. Hetsko, Lsaq. on "In-House'
H. Henry Ramm, Zsq. Retrieval Sysiem

Paul D. Smith, Esq.
Addison Y. Yeaman, Zsc.

Gentlemen:

A working group of indusiry experin nas now completed those studies
which are deemed essential 10 Jorm: an educated opmlon of the most
likely organizational and pro;j;c:;-;:: airuoiure of an 'In-House"
Information Storage and Reiricvi. the stafling reguirementis
of such a system: the esti ...u.w’ . seraling cost during the
first year of an "In-House'' onerat: ¢ non-recurring capital
cost that would be reguired in order 1o esizblish an "In-House"
System: and finally, estimaies ol ow ;o:g it would take to rzach

a fully operational status.

Fully operational status is delinud s & svsiem which would pro-
vide all of the services now prov:cwd by information Interscience,
Inc. and process incoming documunis a4l ik 2 1989-70 contractual—
ly. defined rates.

As a result af the investigations ¢! ti.e work group of industry

loan consultants, it is now poss:iiic 10 report that an "In-House"
Retrieval System would recuire 1atas sail of 40 professional
and non-professional employces WSew “!nlormation Storage and
Retrieval System''- Proposed Organizztion for Document Pro-
cessing.'").

The wo*klng group estimates :':::'. e first year oper tlonal costs
an "In-House" Fetrieval Systcm would be $293, 755 (See "Infor-

2
matmq Storage and Retrieval 5_‘-':;1u...°C:pital Budget'').
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1 iake 2 minimum of 12

s 2o become fully opera-
—~ <l ¢ate upon which

The working wroup also belj
_months for an "In-House" T
tional. This one year per

oot W
thie Chief Administrator of the Sesiem begins work.
Obviously, there woulcd te a iime lopsce c..._.,:cg e decision to
establisn the System ancd ix S Cnted Administirator

whnich would Lxave to be adced 10 ne 12 moniil SIETL-UP estimaie.

‘These four items- The "Table o O e "Annual Operat-
ing Budget;" the "Capital Budgen” ¢ endar of Start-Up
Events' are the most critical varichles 5870 riving at a decision as
to whether an ''In-House' System should te '.:,..*o..sned.

The documents presented hicre e Lasec o0 cxiensive investiga-
tions by the work group wiich so0 1he form 0f various formal

and informal reports and worx papurs. A1 of thiese reports and
work papers nave been colleciod Ly e Project Q:ifice into a single
file. The content of this Iile is cuti: - aiizchment titled,
"In-Eouse Information Storage and ileirieval Sysiem Reporis and
Work Papers.' Any or all items conizined in this file are avail-
able to General Counsel or their cesignees sor more detailed
study.

v
O R

Cu Lo

In August, 1969, General Cov“ W indicated additional siudy was
required in order to furnish the doia necessary to evaluate the
question of whether or not an "In 'icu;‘u" [niormation Storage
and Retrieval Sys;em should be ceveiopued.

In autumn of 1969, the Project O:ficer of tre present Informa-
tion Storage and Retrieval Sysicm ot slined the general struc-
ture of the additional reguired siudy ol &n "In-House' Informa-
tion Storage and Retrieval Systent t \ir. Henry Ramm of R. J.
Reynolds Tobacco Company.
Cnce the general outline of the study was agreed upon, the Pro-
ject Office requested the help of thue various participant com-=
panies in the proposcd investigation., The following industry

loan consultants were rccruxuu ool na.nxcip:m.d in the study

now being presented: Geroge WKristeller, Liggett & Myers..Tobac~
co Company; George Stolpe, Amcerican Brands, Inc.; Dr. Frank
Colby and William Benbow, R J. levnolds Tobacco Company:
Donald Jennings, Philip Morr Inc.:and W, T. Hoyt, Council
for Tobacco Research-U. S..\.
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The actual "In-House'' studv was initizied b

and Mr. Kristeller, who visited 3: 2-J -aiiered &a

Project Ofiicer
a necessary
{0 establish a basic piciurc ol tiic curruent Reurt

A0 CUTTUNL e s 15)’518{1’1'5
organization. Data on volumes of nrocection in relation 1o starfing

[ e

('J
-,
{3

requirements were developed. At thu samne ITE, financial data
on the costs of the 31 syszem were eollecied and made available to
the industry loan consuliant worzing jroup. -

Both the Project Officer and the menmlors o 1 industry con- L. " c/:
sulting work group will be happy o :mile themsalves available G Cah Vq«\’ﬂ -
for more detailed reviews ol the "in-llouse’ siiuation. The c} M
work group and the Project Officer nuve toia concluded during the@ ‘3‘ ;‘»,'\:/ A\
course of this study that the cosis of wn “:n-iiouse'' System are _ o

. . : A
increased by some ten to tweniy porcent i New vork City is the f
required site of the operation. Iii her renis and salarics are

R

the principal source of the New Yourk (it cost premium.

In order to compare the cosis o v current 3107 cration with the
estimated costs of an "In-Iiousc” 5;.':-::..-::*., Counsel will undoubt-
edly wish to consult the Calendar 1.7 (8 Lersiing Budget proposed
by Covington & Burling in their letier of wanudly 3rd, 1970. The
proposed Calendar 1970 cosis Celuciing the special paymenis
to 3i authorized in August, 1962 sre¢ $700, 031.

The Project Officer would lilie 1o than 403 of the companies who

made members of their organizaiicid savoaiable for this study and
would also like to thank the memiers of the working group.

Simon O'Shea

SOS:mase
Encl:

——— e = ———— .- e A————
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"In~douse™ Operation --/Information Storsre o
ANNUAL CPZTATINC ZUZGiT
Budpeted
Annueal Tootncte
Tyoe Exoense Cost Xelercnce
R
Szleries and payroll texes, Revised $L65,000 (1)
Otner related payroll expenses, Revised 86,000 (1)
nental expenses: )
Of7ice spzace 136,000 (2)
ZM eculiopment:
2 dMocdel No. 0Z9 Xeyvnunch Units S 1,2C0
1 dMocel No. 0o2 Sorter 1.,000
1 Model No. $G55 Micro-
Copier/Reprocucer 12,000 14,500
Yerox 2400 mechine .12,000
ZD? Cperations - Service 3ureau 84,000
dMliscellieneous travel, ancd carefare,
taxi, meal exnenses, including
New Vorx intracity library
transporiation 20,000 (3)
Iibrery:
Suvscriptions to periodicals, ete. 15,000 15,C00 (&)
Stetlonery and supplles:
Apertura cerds o 0G0
Toner For Xerox 3.2.1 systen L 100
A1l other 52000 15,000
Televhone and teiegrapn 10,000 (0)
Maintenance and repeirs: - .
Service coniract 3.2.1 mechine 3,600 {7)
b Vst
Otner 3,000 6,600 (c)
= P . .
Postage andé mailing 1,600 (S)
Insurance 1,000 (10)
Membership Jdues 500
Outsiderst fees and related expenses:
Lccounting services § ' . 8,400 ‘
Auciting 4 6 c00 R
legal ZOOO 15,400 (10) ‘
Sustotal 853,10G0.CO
5% Contingency & special services fund 42,055.00
Total Annual Operating Budget §95,755.00
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"TnoHouse!" Operatlion-Inlormaticn Sicrege and Xetricval Syczuion
ANNUAL OPERATINC ZUDGLEY
SATARTZS
Mumber
Reguired
Individual ci eacn Toval
Snnueal Classifica- Eanval
Personncil ~ Salaxy tion Salary
inistrator $30,C00 1 $30,000
Direcvor-
Tditoriel Services 22,000% 1 22,000
Production Services .¢L 000 1 ]L 0CG
User Services . 16,000 1 TC 0GO
Systems and Satva
DProcessing .. 22,C00 ] 22,GC0
Tocwl Executive : P 150 ,0C0
Professional:
Taitor 18,200 2 3C,0C0
ftstraclior 14,000 5 70,000
Scaenner ' 12,000 2 2L, c00
Selector ' '¢2 oC0 1 12 , 030
Systems Analiyst - ' 16,C00 3. 10, OCO
Programnmer Cserator 12,000 1 :2,UOO
Total Profecssional iz .70.0GC
Other:
Date Zditor ;,OOO : 1 ,0CC
3itliogrecner: , 000 " 2 Zo OGO
Licrerr Clerk 6,700 2 i3, hcu
fLecession Clerk 5,700 2 13,%0¢C
Proofreader and Typist 7,300 Yy 29, 200
Yerox Checker/Operator 7,300 2. 14,600
®rcducticn Controil Clx 7,800 1 7 coC
D2 Xeypunch Typist . 7,000 ' 2 lL,OuO'
Secretary . 7,800 . 5 39,0C0
Secretary bLssistant 7,000 2 14000
Totel Other z3 170,600
Granc Totel 5O SELL 00
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"In-House" Operatior N nfor—n- - - N . —arTicval Systen
. . AN, 0iTmm e T o
Stete
SICA st gLcte I}isa’:;:’-.llit*
L.S5 s 7 %o ® 1.350%
. o ‘3-,:\:: ._,:::— $3)OOO \')3’OVEJ
Jersgonien o L eacr each
Zxecutlive: )
Crnie- aCainistratvor S 37h.iC
Directior
Zditorial Services 378
ProducuLon Services TTLLLG
jsexr Services EYE e
Syste ms zind Data
Processing AR
Totel Zxecutive T .. M T £20.00 3 CZo.O0
Professional:
Zaitor kT "=
Adstractor 1,077,200
Scenier LT LTS
Selectior 27L.L 2
Srsvens Analyst 3T
Progrermaer Operator TN
Total Professional L oco. o ] T.0CC. 00 Sy
ther:
Date Tdivor 37N
Sicilosreprer TLSUDS
Litrary Clerk &h3.z2s
fccession Clerk G43.23
roofreader and Typist 1,5%0:.72
“erox Checker/Operator 7CI.22
Procuction Control Clk 3785
Z0? Keypuncnh Typist 672.58°
Secretary 1,872.80
Secretary Assistant 672,07
Total Othrer S.iuZ.~ . V) 2.07C.CC INCEBTN
Crand Total - S1h,407 .20 NESIVIVIV) v3,000.0 w1,000. v

Source: Annueal salary ;i;hres estimziod Ly ror\ing Group during
’ 12/8 - 12/9 meeting, epproved .r I. O'3ne
Items ebove with asterisx {~; eziliated by T, Colby ana
ecoproved oy S. O!'Sresz.
: All otner items bpased on CUIn Lifor.conce.

Y3173

—G —
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APTTAL ZUDCGEY —
3 A
) Dascriatlo..“j Estindated
Budgzeted - Tcotnote
Turnfiypre and Zcuioment: Cost Reference
Desks, Cheirs, Tables, BooXcases, riles
zr.d other Miscelleneous Furniture Items $ 32,000 1
L Anerture Cerd Files _ 1,400 o
12 Document riles L,800 3
Dete Processing Storage Aree zcuipmeant 1,500 L
27 134 EIect-*c ”yDeW“luers 15,000 5)
Itek 3usiness Proaucts =guipment: .
1-2D 3525 Camera $10,000
1-No. 335 Transilo Processor and
:a‘ ler Regulating Valve 4,000
Viewer Younter ¥o. 52150 LzoOO 18,0600 6
1 -Xerox 3.2.1. ¥acnine 36,200 573
1 -Microfilm Viewer - 1,500
Total Furaniture and zZguipment . 11l,4
Otrner Ztart-Un Cost:
Recruiitment rees &and Hnn*oyee
Delccation and Moving IZXpenses - - 70,000 9)
Teasernoid Improvemsnis 8,000 10
Telepnone and TWX Insvallatlon 3,000 11
Moving Files-2i, Pnilacelpnia to New York' 3,000 8)
Library Reference 300KS 5,000 12)
Total Other Start-Up Costs 59,000
Centingency Tund 20,000
Total Zsvimated Capital Budget : 220,400
rcotnotes:

(]
~

Quotation from Macey-rowler, Inc. N.Y.C.
details, prices, etc. —_— —
LQb;“ctEd by S. 0O'Shea-TAB Procducts Co. as Suonller
stimeted oy S. O'Snea—An icipated purchase from 3i
gSulWaﬁe supolied by W. S. Be nhow
“b“orandum freom the American Tobacco Co's Corv Purchasing
Itex Eusiness Products! January 29, 1970, quotation =
to S. 0'Shea
Estimete included in S. 0'Shea's December 23, 1969, file memorandunm
Bstimate furnished by S. O'Shea
aced on file memorandunt oi March 17, 1970
imate bpased on CTR experience, glVlng con51d;ratlon_to possmole -

P S e I~ —
[RGB = UL ]

HI\O GOl

[@ RN \.,z\./\A N

t
g

7]
()
[o )]
O
3

>cial architectural, acoustical, air conditioning, etc., require-
ments -
Ellg Estimate pased on CTR experience T -
12) Esvimate furn ished by r. G. Colby
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. IN-EQUSE INFORI\’LATIO;\;:)TORAGE AND RETRIEVAL S’{.)fE’VI REPORTS
AND WORK PAPERS :

A, PRODUCTION
Production Flow Chart
Production Flow Chart-First Draft
B. ORGANIZATION .
Table of Organization 4-13-7
- Organization Chart
Functional Description by Department
Job Descriptions
Staffing/Productivity Siudy
Staffing Level and Salary Estimates
Chief Administrator-Job Qualifications
Technical Staff-Job Qualifications
Staff Training & Assignments
C. START-UP CALENDAR
D. BUDGET
Annual Operating Budget 4-13-70
Annual Operating Budget
Capital Budget 4713 70
Capital Budget
Recruitment & Relocation Estimates
E, PHYSICAL
Office Layout
Office Furniture & Ecuipment
Furniture & Typewriter Estimates
F. EDP , .
EDP System
EDP Staff-Job Qualifications
EDP Salary Estimates
Contracted EDP Services-Specifications & Agreement
EDP Persconnel Salary Study
EDP Equipment
G. APERTURE CARDS 7
Aperture Card Production-Equipment & Estimates .
Coniracted Aperiure Card Production
Xerox 3.2.1.
Microfilm Production Equipment
H., LIBRARY
Journal Subscriptions
' Library Facilities-New York City
I. MISCELLANEQUS .
3i Personnel Participation (Time Charges)
31 Salary Rates
3i Budget
Publications Control
Document Envelope Preparation

T J
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