SREVICES

3 gmo swview

Ae SPACE ACQUISITION AND ASSIGREENT

Le  The Chief, Serviees Division, Adminiatrative Staff, ts the
anfiy-officinl ef U4 nuthorixed to reguest the assigomest of

Govermmmtromied o loased gpace through the Publie Buildings
Servios, Gemsrel Services Administraticn,

R+ Reguests for the ssquieition of spece shsuld be ferwsrded
%o the Ghief, Services Division, with an indicailen es Yo the
in equirs feol, and Whe Qmeral purpose for whish 18 e required,
togetber with such Jwatification s is apprepriate.

8, GSpase assignomnts to CIA metivities in tha Veshington ares
and withia the conbinental limits of the United States will be
made by the Chief, Services Division, ‘

le The Chief, Serviess Division, will be notified by memoshuidu
of ssefgaed agare whivh my be released by & CIA wesivity, =

2. Requasts for the exvhange of space betwnen two or mere
notivitiss of CIA will bs xade by menoranduws to the Chief,

REPAIRS AND BAINTEMANCE OF BUILDINGS ASSIGNED TO OR LEASED BY CIA

bulldings sesigeed &6 or leased by CIA will be made %o the Chief,
Ganeral Servives Brench, Services Division, on Femm Mo, 56-7 in

& single ocopy or by memorendwa, s appropriste. Requeste for
repairs or maintemanos for CIA bulldings will not be made wilese

- authorized by the Chief, Gemeral Services Branch, Servisss Pivision.

e Requosts for moving of offices or other sotivitles will be made
by menorsndun %o the Chief, Genaral Services Hrsnch, Services
Division, indicading the buliding and rooms from and to whick the
moves are $o be made, Normally, & minimm perioed of three days
will be required in order to arrange for such moving swrviess.

RS
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" Bs PARKING SPACES

1. The sseigmemt of paridng spaoes will be »ade by the Chief,
Services dvisiom, to C:h aetivities for reassignment to thelr
esployoses, Pequests for parking Spaces, therefore, vill be made
by employees to the Administrative (fficer of the sotivity
ocnoerned for eonsiderstiom, \/ oinr.p.os

 ¥o  TELEPHONE AND TCLEYEPE SEXVICR
1. Inquests for Selephone servise will be mds to the Chiet,

Talephene Seotion, General Servieces M—am,
By meworandws desoribing the type of servies requived, the ,
bullding, and rooms in which service is to be located, and the

WWf“m%“WV“:W‘&mMWJH SHDEPR. 3 o

of' telephone servige is raquirs

2. Jaquesiz 4o weilisy campanies for talephone and teletype
servioss within tho Mshington will be mads only by the
Services Livistoms T i
Q. CAFRTEKIAS |

| le the Ghlef, Gensrel Serviess Bﬁmah, Serviess Divisien, &s
. deal;nated as lisisen Yo Severnnemt Services, Inge, i& cormesticn

© with safeterias cperated by timt srganisaticn in CI4 bulldings.
- Suggestions or ccmplaints in eonmeetion with the cperatiocn ef sueh

 oAfetering will be made ty the Cidef, Geaneral Sarvices Branoch,

He HOT PLATES

»

le Eot platus or other types of elsetrical devices for the purpose
of makin: soffos o2 wnbdwicles, or any other similar slootitenl

stallations,
Ie SEPORTS 0P 1HJUAISS

1o ieports of injuries be suployses in bulldinge aesigned Ve or
lsased by Gia vill be xede in writing to the Chief, Services
Division, &imilar reportas must be mde by ths Chief, tervices
- Piviaien, to the Goneral Servicos Adainistration, Detalls ree
gardiag the sewse of the agaident, tus duration of the injuries,
ond such other pertinent inforvation will Lo inoluded in the reports,

LE )
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J¢ REPORTS OF DISMISSAL OF PEWACNNEL DUS TO EXCR3SIVR HRAY

le Assistant Directors and Staff Chiefs, or their suthorlized
designees, will make daily reports during the hot summar
menths to the Chief, Services Divisien, of the perscmnel
dismissed dus %o excessive heat, The Chief, Serviess Divisglon,
in turn, is reaponsidble for mpprepriste reporting to the
daneral Ssrvices Administrations The reports subaitted wild
cenitain the following infermation:

®e The number of individwals released.

by Building lecations of such individusls,

e Teasporature and humidity readinge in sach
leoation, '

ds Haur or hours whon sucoh releasss were authorized,

“8e RESTRIGTED
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IIs REP20DUCTION
As AUTECRIZATION 70 "RQURSYT REPRODUCIION

1+ Asgistunt Direotors or S%aff Chiefs will designate those

individuals under their jurisdietion who are authorised o

request reproduction services. Such suthorisation shaould de

forvarded in writing to the Chief, Servioces Divisione CAF -9 o aferon

B. EEQUISITIONS ¥OX REPRODUCTION SEAVICES

1. ueguests for reproduction services will bs submitted on
Forn No. 36«2 in an origins) and one cupy, indioating the
process to be employwd in tha roprodnotion and the desived

date of delivery.

Ue PROCRSS -~ COPIES

1. The demand upen CIA npmtﬁm faoilities 13 oxiremely
groat, und individusls autherised to request reprodustion
- servives should thwroughly femilierise themselves with esch
~ type of procass mud the Sime required for reproduetion sand
cout of aachs ZThe number of supies requested should
be kept to a minlmms in order to avoid the sstablishment of
s btacklog in the reproduction metivity, thereby making the
reproduotion of impertant mtcllimct éwmﬁa mmn
with greater np&d&ty.

cen RESTRICTED
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CENTRAL 1NTELLIOENCE mct RESRATION . o mf“,w | .

SERVICES

111, SUPPLY AED PROPBARTY
Ao CONTRACTING AND PROCUREIGNT AUTHORITY

1. The Dirsoter wi-Omityed—Intekiigencse will authorise these
omg.\.a;mn who may enter inte legal ebligations imedimedoons
[ o informal or formal seatwasts or any Syps of procuremsnt

;:7’ of supplies, equipment, or services. such delegations willd
aot be contained in this ssnunl, but will sonbthéeawe<be be
the subjeot of separabe inxtruments signed h:r tln nmmr.
- Buployses net so sulherissd may-ned- ,
MWW m&h-rcm
o m%

Be AUTHORITY TO. zmmu mmm RESULTING IN FINANOIAL m:ﬁmaxs
(50PFLIES, BRUIPEENT AND SERVICES)

1e Assintant Direstors snd PN m:uf:m mmm h
initinte requests for suppiies, equips ervisey v
result in finmnoisl ebligations, w&'bhthowu
o such additiensl wﬂm“mummmm

aduinistrative contrels
Ce HEQUISITIONING 3UPRLIRS, mmm AND $BRVICES

w1l be filed dﬂt the m&. Servises Division, Individuals
sc designated will mnmm ws,mmm

e ‘m’&mmm&wrwmwm isa
gwseral dewsnd the spmcys. . These Ltens sre
anrpisd in stack in the GIA warehouse and sre 1isted in
ostaloge, sanely, *m WWMWMW

| nnd Bouigment®y
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bs  "Purclmee” iteme ore those ltems whieh smed

purohased to order, fush items {nelude these 1‘%:"

which thore is infrequent demand, M used only by

partisular using setivities of CIA, and itoxa reg

mﬂ sontrol by the Survices Mvigion, mumun
»

3. Ssquisitiening Frossdmre,

Ve
/me Semeral: Nequisivions will Le prepsred in mccordancs
/ with this Lnstrucklon on Form No. 36-7, “"Request for

Supplies, Equipment and Services”, and forwrded to the
Chief, Servines Division, Administrative 8&1’.

bs ‘%W m.

(1) ¢ sle” Tty: Forwmrd the sigued
srigix one ng of raquisition; ,

Be. W% w nmmwwwmmuv
soplss © oy 58-7 %o the Chief, Services Divisione

d. Ropaivs %o Typewriters, shines aid Purnitures
*Wt&ﬂ,ﬁ Lurniture h;v telephoning o ‘

seaqunt r«mwmxhunmm :
s be mamommmm.

Ds  PROVERTY AGCOUNABLLITY

orricsn%r all property uuder their jus o

. Offioers will designate individunls as aumu:m m ‘

sogording %o the orgaaisational struo
sotivitys Zespensible Gfflcers wi i reaparia sl far
hich nEy oo m% » 804 mm!mtw SvemUNNt propurty.
which may oces in sustedy or mmh ST TR

w11 b mmw b Asee witls sod-bapmstile Sliers

o ’“ EESTRIGTEB
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be  The fuos of Fora Ngs 38«14, "Stook Contwel Card", . ...
will indioate by item, total mscountability for W

under his contrsle _ibe reverse &uﬁw)
known-ss the "Acopults Contrel™ will be used tuTeward- (T S
$ssues to Respehsible Offiowrs withln mi“ﬁ@muwm J o

ce Accountabls Offiocers will mainmtain W file
of ersdit and dedit voushers te support traisacstions in
Heir rroperty sccounth

‘ ds ach Accountabls Offieer will maintainm in the veucher
W)JJ‘)/ file a yoster of Responsible Officers under hM»s suntesl,
listing the sub-acoount nuader and the efficse er setivity
for which sach is respensible,

&« ¢« Yhen an Acoountable Officer cuthorinu the tasus of
small portadble itenw, suvoh ue m ousee, pen iﬂl, o%eo,
he will propare Form Np, 3674, “Fropdrty fswue ®

the

Revioed and have the -y
ferm s DAVing received the propertys, W¥hea the

is returmed, the Accountable Orficer msy insue & reseipt,

Af requested, in memerandum % the empleyses Accountable

\ Officers sre rveponsible for pranting property olesranos ' R
on all smployoes under their jurisdietism, who are transe.

furred within the srganizatisn and/er ssparated freom the

Agency aw preseridsd in ocurrent regulations.

# Te “Reports of Inventory Adjusiments”, Ferm Nes 3816,
will be prepared in triplicate and forwerded %o the Ukef,
Services Divisien. The use of such reperts will be owde
fived to reetifying errers resuliing frem inecerrest
nomenelature, olsricel wr typegruphionl errevs, anl
sssusing aoopuntability for property mwh -
acopunted Ters

)(, g+ "Survey Repert”, Form NHe. 36«18, will b prepared in :
tﬂpnuﬁo m forwarded %0 the Chief, Services %Mu, B sl

R b o A e T e e B N
3

. - JPRSRARYS I
h- mum of Property ﬁ»&mnﬁu b M

% after audit of the resuris and a cenplete vsl inventery
has been made, A memerandum ocertifionts will b sxeeonted :
by the swigeing and inceming Ascountabls Officers tna-
Pferring scosuntadility. '

& 1o The Audt: Srofien will conduet sudits and inwateries
:;‘ property acepunts as Sirested brtiu Cxief, Bervices
vieione

A STt -{' v /(":“1"'\

4’ i if,cTEn
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Ky FROPRRTY UTRLIZATION

e In prder te obtein meximun b0snomical wee of mepesxpondable
equipmont, there ie hereby established a proparty utilisation

progrem to be sdministersd as sat forth herein,
[, %e Humerioal Wmitations of all commonensy ih:n
- {Clues & b3 shnd

betwsen A $) f%:;zx,

APl eeotion 604 the Chief, Fowrlces SEclaten tn
eocordance with Tables of Orgenizetion suthoriged by
the Bxooutive, Numericel 1imi tetsong for comupneuse
items may be inorsesed or decrensed by muitual sgresment
between the Adms ¥y Vifieer-of-the aetivity cone
coried axd the Chief, Servisss-Divistom, Adminietrative
. s lssues in excess of nuserieal limtations as
agreed upon will mot be meds by the Supply Braneh,
Eervices Diviston, _ . " S

' Qo-sialont Mo Tins v o L Ftis] thade :

< be dimdintetretive -and -Acseuntebls - JRficere will take
such aokion us is necesssry tc scaemplish meximos and
proper use of all equipment snd to requieition sl table
equipment to £111 speoifio needs,

5, @« The Audit Seotion, Services Bivieion, Administrative
Btaff, will review ths uss of squipment as & part of
periedic audity which will be porfermed on scepuntail 18 by
records ss how estgblished, “quipmeet sxeess ko the noeds
of CIA eetivitien will be reperted as sxvess tc the Supply
Bresioh, Services Divigion, by the use of Preperty Turs.In
or Transfor S)p, ‘ora Ko. 56«2, for ro-igsue to other
CIA setivition, (

de  Pureuent to the ebove, the following pélioy is eatebiished
%5 & goneral guide fer the ellocation of offiee equipmnt
and furalshings te the verious offieces ef Ciag

CLAsS A TQurm Y

Officses of the Dirsotor end Deputy Directey
0ffices of Asslstant Dirsctors and thelr Deputies
Offices of CIi Starf Chiels and their Deputies

GLASS "' ﬂmm §8 . o
Offiess of Division Chiefs

Offioes of Chiefs of organisationsl wits equivelent
© Yo & Divigg

L.
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1o Exgess Froverty: Property which ia oxgwse to the asedy of
Ry Using ectivity wiil bo returnsd to stesk by forwarding to
the Chtef, Services Divisien, an original amd twe coples ef
Form o, 36u24, "Froperty Turnein or Transfor Elip", stating
the locuticn and dute the property mey be ploked wps

2, Survey Bosrds: A Property Survey Board ccmposed of members
as iy elow 18 hereby comstituted to mot on all metters pore
talning to loss, demage, destrustion, theft, or for the dis-
position of public property for which CiA ig responsible;

W Deputy Chief of I & 58 Chasraan,
i Chief, Inspeotion Divisten, I & 55 Meuber
g Atgts Gonaral Counsel Kamber q}ae-vimmnlf
ot : Adviser :
) ' A
' Chief, Services Divisien, Komber and Reocorder
Auminigtrative Starf |
Chief, Audit Section, fervices Hoxber apd Altornate
Division, Administrative Stafp Recordey

I ‘
Thres memburs will be considered a gquerum. “The Chief, Services
Division, will sepply suock tdmirietrative, taohnioal tad elericnl
assistonce ne may be required by the Board, ' .

-, The Froperty Survey Heard wills

a« Determine the pyountary Liability or relief from
socountadllity er responsidility of any individuel fepr
loss, damage, destruction or thoft or ather dispoaibion
of public property fer whieh Cii ig responeible, where
the total momstary vealue involved is §1,000,00 pr loss.

bs Designate any quelified individuml to mot fer it in
ecprepriate esscs in detsraining relisf frem 23000k
abllity or responsivility for dammge te, or shortege of

CIA propsrty where thera is no svidence of fault or teslect
of the part of the individuals coneernsd snd whers the
estimatod dexage is not in excess of 100,00,

¢e Direct disposition or destruction of usservioesble,

ebsolete or surplus property in the custedy of CIA, The
Fonrd mey designate any quelified individual to act fer

4% in appropriate cusss undor thie anthorization,

T aTE
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bl

4, Recormend potlop te the Execntive in oconnsstion with
paragraph P.2e. abovo, where the monetary walue invelved
is in oxeess of 21,000,00, whe will take final astion eor
recommond sotion %o the Dirseter in his discretion,

s Require such initial Survey Feperts and pressutetion
of evidence sither in persen or in writisg, as may be
considered nocsusery to srrive st apprepriate conolusions
and determinations,

fo ¥aintein sdequate rocerds of its motiona.

The Peard and the Pxecutive amp ohargsd with the responsibility ef
infgrming the Pirsctor of any unususl circumstances or miters
widéi sheuld Be drought to his persenal kngwledge in cobmeetion
with these instructionte Beard reports under this prarsgragh will
bs routsd through the isoutive,

Individusls against whom pecuniary respensidility is sstablishad
under the provisions of theso i uotions wey appeal, in writing,
to the Pirector, within thirty (aﬁ days cfhr ressipt of nriifie

- oftien of such Iladility.

RENOVAL OF GOVERKMIET FROPRRIY FROM CIA BOLIDINGS

le A properly suthonticated Property pasa, Form Noe Bi.88, is
requived defore government prepsrty can be remeved from ClA
buiidingse Property Accountable Officers und ether epployves
designated by the Services Division are sutherized to ifssue
propersy passes. The Chief, Services Divisien, will file with
the ﬂaptnin of the Guard Ferce, threugh the Fhysioal Beeurity
Branch, I & 88, & list of all persennsl anthorised o Lsswe

7‘2 X1AGFeoperty | pestess

oo/,

25X1

25X1

25X1

A DAL,

"EeTRICTED
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- 25X1A6a

25X1A6a

25X1A7b

25X1A8a
25X1A7b

S

Partial Deliveriess Coples Nos 2, "File Copy”; No. 4, "Reaeiving
PY'3 Eos 7, "Froouremant Copy"; and Boy 10, "Vunder
7ile Copy”, may be used for asknowledgement of partial deliveries,
Eowever, when used for scknowlsdgaums of partial deliverias, they
should b merked acosrdingly with cepy desigmation marked through
and marking one copy “Fiscal Reseivimg Copy”, one sopy "Properdy
Resord Copy”, and one ospy "Acoeuntadle Officer Copy”™. In the
ewant thoss oopies are immdequate, mexurandums may b used
eiting applicable Form Ney S8els Hemorendum must indionte.
ordsr puabers, jtems and quantition on whish delivery hus been
sesouplisheds Copy Noe 13, “Requisitieming Offive Copy”, wild
be rotained in the ficld offiwe for reserd purpoase, ~

G Tor tha purpess of wiministrative control, thers is estadlished

s spnthly Mmitation by sack £501d offies, fur supplies and equip-
m ‘provured in the manner diesussed adove, in the smeont

??%?g
PRI A
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of $200,00, An item limitation of $80.00 is imposed, which
makes $t neoessary that appraval be secured frem the Chief,

25X1A8b — or Chief Il = the csse may be, in -
vanoe of prpourement sction, for items priced in axecss of 25X1ATD
$60,00. An oncumbrance for ssch flold office will be estabe.
lished by the Tisesl Diviasion.

Be ITtems of squipment required by fisld offices whieh are in
excess of the limitation established herein will bs requisie

25X1A8b tiened through the I o~ B “ashington, b
letter. Upon roceipt of such redquests, they will bas susnigm 25X1A7b
25X1A8b by the Chier, or Chief, [ to the Ohisf, 25X1A7b

Services Division, who will determins the most fomsihls methed
of proourement and will elther presure for shipmesnt to the '
field office or suthorizse procuysment to be made in the field,
Coples of such authorizations will be forwarded tc the Chief,
Figoal Division, '

5
25X1A6a

/ :\4’\/.;1{‘-.-6/'1!‘ - " *
‘ ,{l.l,.\.\ anﬂ&.“"aﬁvjv U‘Ki/k‘ R *j X et = S
Y 5. o : 3
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| _ GENTRAL INTHELLIOSNCE AS . | ‘
——— R s e, Lo T

IV, TRANSPORTATION
A, RBSPONSIBILITIES OF TRANSPORTATION PRANCH, SEMVIOES DIVISICN

The Transportation Nraneh, Services Division, Aduninistrative
Staff, will be responsidle for performing the following funstions
with respect to travel of personmel on offfsial business; moves
sent of bouseheld geods and dependents when travel uhm&n
with a change of offiedal station; the shipment of supplies and
oquipnent, and the operation of a motor pool occnsisting of pussenger
oarrying vohinln sad troeks,-

o Irsnsperietion of Esployees:

() Gpen oopy of "Reguest fow Trawel- e
order’} Porm u-f (m mmmn Instrustion Ny, “-1).

the Transportaiion Branok will contect the travelsr Wy tele~

phone te asenrtain dute of departure, mods of trawel %o be
mammmuwm:muuauwmh

omlu- that  eseryntions muy be mads snd !bm-

ssowrity m -mn 48 hows yﬂu %0 ﬂlqub
«wm for overssas..

{») mnW%mwmu#omm
appeo and Yelr depsadents, sud to safeguard the
seourity requirensmts of the Agwaay, it is She peliay 4
effest all pesaible Lmwmisations of both sxployees sud
:hdr dependents i the Nadieal Division, Adeinistrative
N’. \

(o) Thes ' mxnﬁm\wmmm
depayturs A0 mmmm ﬂium and tmr

BESTR I IE } 32-3

Approved For Release 2000/08/21 - CIA-RDP54- 00177A0002 00




Approved For Release 2000/08/21 : CIA-RDP54-00177A000200040032-3
RESTRICTED

travel, it will be iscumbent upon the Assistant Drestor P
or Btaff Ohief eonsermed %o insure that all medlssl re- .
quirements ss preserided by the CIA Surgeon ars met priov

to fiwal olmu for depsyture overssas.

(d) In those eases whers private physieisns must be
utiliszed, the ompleyss may de reiuburessd for the sest of
his ismunisatien and that of his de s, (fee
Administret ive Imstrustion Ko, 70-1

(o) The Transpertation Branch will arrangs sll resere

vations and faswe the nsoessary Iranspordatisn Reguests

o cover the trawel. In order to mum&m

vie the most ssensmiesl route(s) and take ,
=inism-sosting aceomodutions for doth rail and ssesn |
travel, requests for apnos must de placed asn far as

possidle in advence of the travel date.

{(a) mmn xwmmm authorises the payment of

 transpertetion expenses and other expenses Lenldent tharete
for the mevemsnt of housshold geods and perewms) effects in
cennestion with shange of offieial station within m
walight Wﬁuﬁiﬂq

25X1A6a (v) Yor wovesenh between y 25X1A6a

Murmaw mé/ ‘ M.MM!
. uw

de on & semmniated dasis At retes per one ndred pounds
as fimed Yy waes, therefore all arrsageents far sueh
shipments, imsluéing packing, orating, drayage, %6,
muu«tymupmmnmmw
Mﬁﬁmm}ﬂr

(0) nwmﬁnmmmumaatm

senal offedhs S0 oversess destinations, reqweste
tw mmmtummmmuw
Offies: W ummummnummu
tbﬁmmw
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The Transportation Zranek will make all arrengssents

to lawe the housshold geods and persomal effests ploked
up from the eaployesh homs, paoked, srated and otherwise
prepared for export ahipment and upon completion of the
pasking and erating will arrange for the shipment o the
overseas destinstion,

3. Dependextsr

(a) The Tramsportation EBrsach must be sdvised prowptly
if syrangeunenta are %o be made for the tramsportation
of depsndents. Complete information should de Dwraished
showing mames, relationship and in the case of wminer
shildren, thelir sex and age.

7(!;) Inmmisstions for dependents must be sempleted in
ssqordanee with peragraph 1 (b).

() The ° tation Branch will perferm the sane
mﬂ.‘nu renderod to the ecupleyew snd aseist the
dependants in every way possible whether they travel
tmth-plm-urmtﬂahmm.‘

(» MMW ‘ mmnum
ﬁi.mmmmmumw Ao written

roquesh of an Aspind b oF
by Ow miw wn h m ,‘ m
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koop such assigaments to an sbsolute minimm, and to
utilise the alutile and motor pool servies 4o the
maximmm posaible degree.

{e) 1. Except as othorwiss speeifieslly suthorised in
writing by the Zxecutive, no smployes ef GIA
stationed in Washington will be permithted ¥
oparate CIA moter vehicles without a properly
sartified CIA driver's lioense. Antherity for
$seuing CIA liosnses is vested in the Ghief, Services
Pivision, Adninistrative Staff, after spprepriate
osrtifieation by the znm;mmknu. _
Parsennel Iiviaion, sad the Medisal Mviskwm, -/ /
AdninistratiVi Steff;- Requests for drivers® umu
should bs mads in writisg by the (ffise ar Staf?
Seetion concernsd, to the ﬁhh!, Servives Pivision,
indioating necssaity,

2, GIA employses authorized o opsrate GIA vehicles
in lesslities suffieiently distent from ¥

8o that CIA testing is WMM%&
lagel driving requiremsnts of their Jeelity. Uhiefs
of fi01d stations are responsible for inswing com-
pliamse with this direstive,

wmmxmmm:mmmww
the Chief, Transportation Jranmeh, Swrvises ﬁmin.
Adninistrative ahff, for sdministrative pwrpeese, in-
slwding wrking hours, cvertine snd replacsmnt of as-
signed odanffeurs due %o absenves or terainmssions,

‘lllmw in 8, shanffours
2113 ok walt for pasesngers lenget saw 38 mimvee,
mm arrsagomsnts have been made with the

WMQ
c‘mmut Msmmmmm

E’
§
i
i
et
'}
E

(t)mmwrmmmwmtth

hours warked, togather with the sigmture of the person
for whow the Mﬁagmwtwﬂu qmumm-
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~storage,repalr.
~logated-in the Fashiagton wrex, -

RESTRIGTED-

{g) Chmuffours are persomaily respensidle in the svent
of traffic vielations., Clauffeurs will not be ordered
to violate Wwraffic regalations.

{h)

-and- mmwrnrmy nhiom
“Exeept as otherwisze
suthorized in writing by the Exesutive, all CIA vehicles
looated in VWashington will de returned at the end of
eash dxy to the garsge. Those vehlales whioh are not
garaged ot I =ust do brought in wt regulsr stated
intervsls to resceive servioing, msintensnes, ets.

(1) 1. Covermment moter wehioles sre €0 De used by
persommel of this Agenoy lfor offieial purposes only,

2. Pudlio Law 600 requires the suspension or dis-
nissal of any employee whe uses or is found
responsible for the use of a Jovermemsnt-owned
wvehisle for other than official purpeses.

3. The Chief, idministrative Staff, will mmke
periodie cheuvks of dispateh reeords, sud will
dissuss with Assistant Direetors and 3taff Chiefa

any spparent violations of this paragreph, ¥hen
cmlm nevensary he will report apparent
viclations to the Sxssutive for further sotion, in-
clunding statement of previcous disenssious with
offieials conosrnmed,

(J) In order that the Transpertation Branch may maimtain
mm&mmmwaxwmmm
sorvived at regular intarvnl-, & “Nonthly Naintecanece
Report-Notor Vehicles”, Porm 35«80, will de sulnitisd on

- all wehiaeles in the field within the Conkinental limits .

6 ?/1 Lz ‘

RPN

of the United 3tates which are mot serviesd at the

Garags. PForm 38-80 should de subniited te the Transpertatien

Bransh through the Administrative Offiesr of the Offics to
whiok the véhicle is assigned.

{x) Trucks and tuzma are opersted for the delivery of
mypuu and equipment % the warious Agengy officss in

amm&twnﬂdhwlmlmﬂlm
mmnn;umw

.0
Yoo / c.f%{
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