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MEMORANDUM TO HEADS OF DEPARTMENTS AND AGENCIES

We wish to draw your personal attention t
temporary employment in the Washingt

o the subject of summer
on area,

a program for summer employment of
students can be a source of effective man-

Properly‘planned and carried nut,
high school and college

power for the Federal Government as well as
students with a valuable insight into the w
_the Federal Government, 1£, on the other h
well handled, it can result in inefficiency
and unrewarding experiences for these voung

On the whole, we believe the advantages to

an cpportunity to provide
orkings and problems of
and, the program is not
poor use of public funds,
people.

1)

the Government of continuing

the program £or summer employment outweigh criticisms which have at
times been raised. It should be clear, however, that in every case
summer employment has a purpose and reflects a need on the part of

the employing agencv. 1In general, the empioyment of students during
the summer should follow the same critical standards of need, selection,
and placement which apply to other hirings,

Particular care should be taken to assure that summer student employees
are afforded genuiné opportimitries to cbserve the processes of govern-
ment, that they derive the maximum henefit from their experience, and
that they are given conscientious and interested supervision, to the
end that even though they may not choose a government career they will
carry over insights into the prodlems and operations of the Federal
Government which will make them bet-er citizens,

In order to accomplish these objectives, each agency should have a
definite plan for summer employment in the Washington area, reflecting
its needs, workloads, and staffing objectives, It should include pro-
vision for the orientation and supervision of student employees. It
should ensure that each summer student employee will®*have a definite
assignment which will occupy him fully and productively,
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You are requested to furnish the Civil Service Commigsion with a
description of your plans for summer employment of students in the
Washington area for 1963. The statement should reflect your policies
on the use of summer help in terms of the guidelines herein expressed
It should include estimates of the number and kinds of students you
anticipate hiring, respectively, for seasonal work, replacement of

regular employees on leave, or in-service training. This statement
should be supplied by February 15, 1963,

Sincerely yours,

Chéirman

Civil Service ssion
‘Director

Bureau of the Budget
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UNITED STATES CIVIL SERVICE COMMISSION
WASHINGTON, D. C.

CHAIRMAN
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January 14, 1963

Mr. Lyman B. Kirkpatrick
Executive Director

Central Intelligence Agency
Washington 25, D, C.

Dear Lyman

It was very thoughtful of you to write as you did January 8.
It would be exceedingly helpful to the Commissioners and to
the Executive Director to have a session with you and to learn
more about the functions and operations of your organization.
I have felt that through lack of knowledge the Commission has
not been able to assist the Agency as fully as possible or to
represent it with respect to Govermment-wide personnel
policies,

I have checked with Fred Lawton, Bob Hampton, and Warren Irons
as to a mutually convenient date and we join in accepting your
invitation for lunch and a visit and suggest as a possible
time Tuesday, January 29. Please call me and let me know
whether this is a time which is convenient for you.

Looking forward to further productive association with you,

Sincerely yours,

N -
Joh « Macy, Jr.
Charirman
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17 January 2963

¥Mr. John W. Macy, Jr.
Chairman

- U.S. Civil Service Commidgion
Washington, D.C.

Dear John: -

; Thank you for your letter of 14 January Concerning lunch,
Wae will 1ook forward to Tuesday, th 29th, and are delighted that
you and Messrs. Lawton, Hampton Irons will be joining ue.

I would suggest an oarly lunch at about\|2:30 and will follow this
with a briefing on the organization of the gency and on cur
personnel management and career service\program. We will
make the briefing short and tailored primarily toward providing
& base for questions to follow, Qur time wil

Can spare on it, but we will gmnlljr tatlor it f
about 2:00 and questions cAn go on indefinitely.

Loekiag forward to the 29¢h. With very best

always.
Sincerely your
Lyman B. Kirkpatrick
Executive Director
N .
yd ExDir:LBK:dym
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8 January 1963

Mr. John W. Macy/ Jr. ‘
Chairman, United States

Civil Service Commission
Washington 25, D, C. :

Dear Mr. Macy:

It was a pleasure to see you at the meeting of the Executive
Officers' group at the Airlie Foundation, and I wanted to Jet you
know how much I enjoyed your comments that evening. It occurred
to roe that at an early date you, perhaps with the other commisgioners
and Warren Irons, might like to come out and get a glimpse of the
Agency building for lunch and to renew Acquaintances with somg of
our senior officers with whom the Commission has frequent gﬂilingn.
It would give me real pleasure to give you a briefing on our &ani-

zation and functions, - | 4
With very best wisheg, ,
13 Y
. Sinccrelgyou:l.

\ﬁi’ (Y Y
7))\ é Mg s o)

‘ }@9;?;}‘*}“{&*{,{ ¢ I Lyman B, Kirkpatrick
r Executive Dirgctor
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Mr. John w. Macy, Jr, =
Chairman, “United Stateg
Civil Service Commissign
Washington 25, D, C.
Dear Mp. Macy:
In My, M’cCone's absence from Washington, I am writing to
thank vno sa of August 13, 1962, extending an invitation
STAT to to participate in the Financial Management

eduled for September 23-27, 1962,

Under lnary circumatancea. I shoulg he only too glad to
STAT makc'_u:ud dvailable for this conference which [ know that he
pPersonally would be very glau to attend, Unfortunately, the confey-
énce coincidss with what will be 5 Period of rather intenge budgetary
activity for this Agency. The t‘ormuhtion of our budget, which {g in
any event g complax Process, will he further Com.plicated this year
28 a result of number of changes in the Agency's organization ang

Management, 1p would, therefore, he very dif; for us at thig
pParticular time to deprive ourseives of &sen&cu, even

It is 2 source of sincere Tegret both to me and to
Personally that he wij] not be abig tg attend the hieeting, " Both he ang

the Agency 8incerely &ppreciate your invitation and hope that Mr,
STAT |:L|p;rticipation in similay meetings can be arranged in the futyre,

Sincerely yours,

z T BN T e . e s
S e ST e

COMPT.JAB/ert L}‘mf:an -Ba Kirkpatrick
Rwta LBy /rkg(23 aug 62) Executive Director
Distribution: A . ‘ /
Okl - Addressee v s oo
1 - Executive Director ' o L e :' e "
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UNITED STATES CIVIL SERVICE COMMISSION N REPLY PLEASE REFER T
WASHINGTON 25, D.C.

August 13 s 1962 YOUR REFERENCE

Honorable John A. McCone
Director

Central Intelligence Agency
Washington 25, D.C,

Dear Mr. McCone:

1 am pleased to invit4 of your office to participate
with me in the second Financial Management Conference, scheduled for
September 23-27, 1962. Thisg conference, instituted by the Civil Service
Commission last September, has proved to be a valuable opportunity for
Federal agency controllers and other high financial officials to explore
the developments in their field.

The program was designed in cooperation with a distinguished advisory
committee and representatives of the conferee group. Its major emphasis
will be on managerial foresight, including the process of forecasting and
Planning for future conditions and program needs, anticipation of emerg-
ing financial management problems, and ways of meeting the increasing de-
mands on organizations and the people in them. Mr. David E, Bell will be
among the eminent discussion leaders who will deal with these topics.

The conference sessions will be held from Sunday evening, September 23,
through 2 p.m. on Thursday, September 27, at the U,S. Naval Academy,
Annapolis, Maryland. Residential arrangements at the Carvel Hall, ad-
jacent to the Academy gate, will assure a maximum opportunity for inter-
change among conferees and freedom from distractions, Participating
agencies will be asked to share the administrative expenses of the con-
ference, estimated at $125 for each of the 25 participants, along with
normal residential costs,

Would you let me know before August 27 whether can attend?

Additional information about the conference may b€ obtained from the

Director of Management Institutes in the Office of Career Development
(Code 129, extension 3255),

Sincerely yours,

John W, Macy, JE?%
Chairman
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% ' SENDER WILL CHECK CQEA'HON TOP AND BOTTOM
OUNCLASSIFIED | | WPONFIDENTIAL | | SECRET

CENTRAL INTELLIGENCE AGENCY
OFFICIAL ROUTING SLIP

NAME AND ADBRESS DATE INITIALS

7

Dpeoute £opitlyy

ACTION DIRECT REPLY PREPARE REPLY
APPROVAL DISPATCH RECOMMENDATION
COMMENT FILE RETURN
CONCURRENCE INFORMATION SIGNATURE

Remarks:

FOLD HERE TO RETURN TO SENDER
FROM: NAME, ADDRESS AND PHONE NO.

20
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13 July 1962

Burean of Recruitiag and Exam

United States Civil Service Commtsston;
Washington 25, p, C, faing

Dear Siy:

STATOT!

With reference to Quali }
fications Inqui

TATOTHR sred on m?:wl:ttuh-d). X uxrmh:ty xofm 1ot sulficient]

relerred the Gualidasions Tonpiey o oot 207 Feport. have

U. S. Army Air Defe ¥y to the Assistant Comm

“. s¢h W.

ETATOTHR knowledgeable of Colonel ﬂ :w.r:ﬁsl:::‘ Tcm, who would be

S¢rved under my overall command, cations during the period he

Faithfully yours,

el PN

Marshall 5. Carter
Liewtenant General, USA
Deputy Director

MSC:bec
Orig &1 - Addressee
1 - DDC1
1 - ER
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;.
- - . / '
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13 July 1962

Assistant Commandant
Army Air Defense School
Fort Bliss, Texas

De‘ar Sir:

|jhn attached Qualifications Inquiry on 1&. STATOTHR
has been received by ﬁ General Mars . er. He

does not recall well enough to fill in the form, but,
in all juatice to ¢ feels that the Assistant Commandant,
or & member of his staff, might be in position to fill in the report.

- The Civil Service Commission has been informed of this referral.
Sincexely, |

rxecutive Assistant

MSC:bec
Origdl-Adse
1 - DDC1

_¥< ER
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UNETED STATES CIVIL SERVICE COMMSSION
SUREAU OF RECRUITING AND EXAMINING
VASHIMGTON 28, 0. C.

JUL 12 192
QUALIFICATIONS INQUIRY:

Lt.Gen Marshall S, Carter Administrative and Mansgement
Deputy Director Positions :
Central Intelligence Agency ' ' :
Washington 25, D, C, STATOTHR
Neme of Applicant: 3

L

Dear Sir:

The applicant nemed above has applied for sdministrative end RaDegement
positions in the Federal service. These positions are in various Pederal
agencies and involve responsibility for the planning and sdminietration of
major segments of Federsal programs. Since these positions are important to
the efficient operation of the Govermment, it is eesential that we have in-
formation ebout the qualifications of those being considered. As one who is
familiar with the applicant, we earnestly request your frank and objective
evaluation of his qualifications. The information you furnish will be kept

in confidence and will be made available only to civil service examipers and

agency appointing officers.

If you are unable to give the information requested, please so iIndicate
and return this questionneire., If possible, please provide the names and
current addresses of others who are in a position to evaluate the applicant's
qualifications. :

A return addressed envelope, which requires no étamp, 1s enclomsed for
your convenience. A prampt reply, within two weeks, will be appreciated.
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; ,‘,*owundmmdyoukm&kw '
[C] As bis employer or supeevisae. . .. .. ... .. e e e e e from to
[T] A his fellow-worker . . . ..o oovivin e from to
] Ao his subordinee. o coov oo v vun e from to
[T] Other (SPECHfy). .« oo v v v e e et from to

b. Name and address of business or otganizetion in which you were associated with the spplicant.

c. Kisd of business or organization.

d. Applicant’s official title and position in the

& Grade (if Federal) f. Salary
orgenization,

2.a. What were his p:imniy functions? (e.g., budget management, personnel administistion, procedutos analysis, public
relations, purchasing, financial analysis, production management, accounting.)

b, What, in brief, weee his duties?

3. Describe typical projects cr assignments he performed and indicate extent of his responsibility or authority for in-
~ dependent actios. )

.




¢

A. Ability to plan and organize (e.g., does he produce origina! ideas; cen he dia-
ariminate between impoctant matters and minor details: does he conmider and
weigh altesmatives; do his plens and ideas prove successful; douh!onln
the implications of & cowrse of acticn.)

B. Ability te direct and coordinate (a.¢., can he make decizions; can he apply his
knowiedge to the solution of sttual opersting problems; cuhm-m; :
pluamunﬁondnuagdmmud&muom)

C. Ability to ccoperste with nndohtdamm-tiondotm(mhhm
- vl mptnie- i his crganisatios; dv his sboniinates respect his loadpeship; |
uwwmm«nmmmuwwe

ﬂ. mmamm«mw-mm&,}mmcu
: muhﬂlﬂapﬁ ;MMMMMhaWM,

Ablility to operete through effodivedmdmm (Q.&,Mh SRR 3
m«mumnymummummmmmm 1
Muu«-mumwﬁamuum or;anization.}

Ability to express himself orally (e.g.. edh lie express Sis mm m '
cleer and concise umwm of language; dolhuyg) -

Ability to express himself in writing (o.g,, is his writing eonciu -nd to lhe
point; is he grammaticel; it his vocablll.y dim oand is his m-u w«h

1\’,':

e P~
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6. (Ay Do you have myview@ém siin Wstmy o the Unitad States? " I Yes 'mm

B) Do yu have any reason to believe this person belongs, or has belonged, to any commuaiet ac fansist qegsaisy-
thom, or to eny organization which advocates ovmkewing or sitering our Constitutionel Form of Govesnaith
fosse or other iilegal means? O ,‘..‘ -y

(C) To your knowledge does this person associate, or has he associated, with any person whose loyaity to the
United States is questionabie or who belongs to any of the types of orgenisation described in (B) sbove?

T Yes CIne

(D) Do you have knowledge of any beiﬁvior, activities, or associations which tend to show thet this person is
not reliable, honest, trustworthy, and of good conduct and character? :
(] Yes COwe

If your answer to any of these questions is “Yes,’’ please give full details undor iten 9 below. v

7. To your knowledge has he ever baan dischatged or has he resigned ftom oy h;ployn-t sfter being toM his eo-M | , o

or wock was not satisfactory?

{ lYes | ] No
If your saswer is: ‘‘Yes," please give:
a. Name and address of employer: -

b. Reasoa for ﬁwMe or resignation: (

3

1 8. Are there any -usof tmoeltamty in your mind mthteapggtxo sny ofthe questiona you WM M’l v
think the Civil Service Comiission sheold ook ulo? RS

9. Please uutbﬁmd%ﬂl shuﬁnwon«yiuhﬁmthwcmdd&mmo‘dhuﬁocuwﬂr
ate the applicant’s qualificatisns, additional pertinont infamﬁon nml uy iurther explanation you mey wish to make
in coanection with your m&: t‘he above quesﬂm e

PLEASE SIGN YOUR NAME BELOW

(.wmm) . i T (po.mon ar title)

sproved For Reléase. 2002/07/29**C|A-RDP80|301626R0028001 10004-8




