Pala 17 “u A_R D - ‘ l - mﬂx n.
- /ggg? < Gl05R0R8 hoo£74Aooozoo1 10005-9

B 0 TR

Approved I’;'?orI

SHIBR OF ADUINIBTRAYION

de Eetablish progedures to provide wdmindetontive senagesest support for all
Tunotions nsoesesry o the sodonplisuent of the CER nlesion,
8. ndvise the O0fice of the Avoletext Direotor, Stafl snd Division Chiefs on
Folicy sad procedures regerding organisation, budget, persomusl, treining,
services, and othsr relstoed sdainfstrative mutters.
%. A0t ns limieon with obher (T4 components regarding lmpismsctation of eatube
iebed addnietrative polioles.
Ls Interview spplicsnts for pesitions as~l; end above, sfter Sinitiel processing
and acouplunee by ik for recralibnont,
S« OBE Trainlug Officer responsibls for sdministering OR2 tmterasl trainisg pro-
grams sud errasging with the Office of Training for extorasl Greining of personnel}
seloctad by Divisien Uhlefs. The Deputy Assistast Direster would render advice und
reviow of progrems as roguired,
Gy CRE Sevurity Oficer.
« CHE Bwvaouations Offiew.
‘G, Geners]l supervisios of the (B sdministrative Staff.
Jeo URE Budget GEfiuer.
TETUTY oulup

le Aot in the abaenos of the Chief,

¥, Supervise directly the uotivities of the Adninistrative Staff.

3 Frepars for the Chief's sigasture staff studies of & lagtetics neture rogarding
exterunl resserch sponsored by ORE ssd other DRR projesta requiring staff studies,
5. Roviow and approve, prior to signature dy the Chlel, sll stnff studies und other

popsra prepured by saff wexbers regerding consultants, travel, budget, truising, ete,
%; Heview and spprove proposed proosdures for lngorperation in the AT nusl prior
%o subsisalion Yo the Ohlel. Procsdures would be drafted in the first Lnstense by the
ataff nember lwmsdintely responsidle for the funotien sffestied.

&y Revommend for aonsideration by the Ubief tihves wress of aduinistraties in need of
Grganisation sod methods review, _

s Awsipgn to the eppropriste stalf sembors preperatien of spsvial studies reguested
ay the O/40s review prior to submission to the Chlef,
He Torset preparetion of the varicus sogments of the monthly progress ropart snd
prepere Lo fluoal cosrdizated report for aignturs by the Cidel.
P»  Llternats &nﬁm'i.? Officer responsible for adsinistering the GBE pregram for
parsunnel sod physical sesurity. «

10 Porform other duties xs directed by the Chlef, #t/h.

PRRSONARL

Ao 54 1 Becessnry papers on recrultisent, promstfon, renseignwent, trsnefer,
soparation of perscanel,.

Be Conduot soresning laterviews with spplicants ot the professionsl level snd arrenge
17terviews with appropriate ORR operational persoansi,
%. ¥atntein necsssury intersal snd externel Hefeom: to osrry out persconel functions.

v dduinieter personuel swalustion program sod recommond to the Chief, %t/i, vix the
Taputy Chiof, sreas of comcern and/or signlfisance.

ie  Pergansel reletiens officer. '

« Prepars momthly repord on status of peracmnel, spplisanis, eto.
T+ duperviss the work of the Personnel Clerk,
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ADMEBIBYRATIVE OFFICEE-FI3CAL AHD TBALNING

1. Assist Shs ChSef, 3t/i in preperusien of anmel budget submissiens; waistain

Padgetary ansounting system; prepare statomsats on the ntatus of guarverly sllotmenis
sud reperts of chligatisns mww«.

2. BReview travel nguub- and sl] cther sctions requiring sipomtiturs of fumde

Tother Shan persmms Y in crdar te cheok avelladility of funds and note expunditares

on ary recerdn.

3, Asshet the Chief, St/A in the sministratiom of CRE intersal trainiag oourses sod
sdustrisl rotation program (prejevted); maintain resords of {nbernal and sxterssl

tralning (assuring that Divisions wtay within sllotted neresnbage of ¥ise for wraine

10g)) snd prepare mosthly repert to be imcorperabed ia s4/h pregress report.

ke Spase planning s rod, sud supervisien of moves,

B, Assiet thn Chief, 5t/a in other watters ue directed,

ADMININTRATIVA 25SISTAWE

1 Pull responsiBility for sll sdministretive servioes pertalning to consultmats,

Vith reviow of staff studles by thé Deputy Ciidef, snd review Pfor Dudgstary urstses

by the Administrative Officer.

£, Pull responsiM ity for jFoesasing of wravel regquestis, voushers, ete,., wita
reviow by the ideinistrative Officer, ,

3. Prepars monthly report for Lmsdrporstion in the 3%/4 vrogreus repers,

PERBORNEL ClERK

1. Cosdust servesding inberviews with applidante at the oleriosl level amd sarrangs
Taterviows with agpropriste (R opérstismml pevsermel,
2. ¥aiwmain the offisial Cerdex fils in cgrrent statue on sacsh ok empleyes {(tiis
Tan be deme by having Shese papors whioh weulsd previcusly have gone tate peresmnel
felders mmww'mmwmmﬂnmmmmmsmm bafore
sepiing the papgrs forwerd %o the Fursommel Cffion or destroying, &s sopreprists).
3., Prepare nessssery pepers fer pereesnel sroewsning under direotion of she peraennel
Prieer ané csndwet sessssary follpwwp.
. Process seourity slesrances asd mainteln neessesTy tenpevary suapenss raoords.
+ Perferm other duties ss direetsd by the Personael (ffieer.

SECRETARY

1. A8t as ssoretary to the Jilefl vnd Leputy Cidof.
T. 4ot as receptionist o reseive visiters snd all incoming salls for £%/h.
3. Maintain current IBM looster anrd file of all CER personnsl.

CLERK-TYPIBY

1. Eeguisition supplies, sqalpwss, comusmication fastiiitien afber deverwminiag
Fastifionvion for request; rrovidd wbrimi etrative sssistance to DT in the procure-
st of materiel and exploitetion :mtewrisls.

8. TPrecses tims and attendenoe FMports, requests for apjrovnl of overtime, lsmve,
Tosplealivy (obtais spprovel of Mersonnel 0ffieer),

é. Pravide hospitalimtion cclledtion ssrvices for O,

4e Perform typing duties mt the directica of the Admind strative issintant.
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WAIL AND FILSS CLERK

1, kseeive ail insosisg sod sutgelng meil fer 88/A, log, aod dlstridwte.
Y. siataln master file of CIA Ang O Wepuals in cuwrremt status, |
« aistein w cemtwal file fer Gii. on all metbers partaianiag to sdmizistretica.
L Maintain o sigaature reverd anii suspense om all fllas losned to other segmeats
£ OkR, wnd chtals sppreval of the Deputy Cldef befois relsass of sy ltem.
v Meintain n ohroaologies) readirg file to be awailable %o staff mesbers of St/A,
b Asslet Persomael Clerk sy directed whom sther dubties permit,

k4§ ul

%m typing duties fer thw idwizistretive Offfcer-Fiseal end Training.

¥, Asubet othar sWaff meabers ot the direction of the Adminiskrative Officer.

Worss Iv Ls suggowbed thee, taithnlly, the Typlag Meel should be used for this
snd, il this proves te e Lpgrestioable, s request for T/0 shepze to allew

fwr this sdditional position be initiabed.
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Office MesnoTandum -

BrATES GOVERNMENT

TO :Assistant Director for Reports and Estimates DATE: 2, March 1350

FROM  :jpansgement Officer

SUBJECT: gyrvey of Publications Division, ORE.

1, The Menasgement Staff Survey of Publications Division (D/Pub),
ORE, discloses that the recent consclidation of the Current and Staff

Intelligence Groups has proved organizationally sound.

2. There are, however, certain problems requiring solution on a
considerably higher level that are affecting the operations of D/Pub.

2s The proposed revision of NSCID No. 1, attached as
Exhibit A, which is presently in COAPS, sets forth mejor
changes which, if implemented, will cause adjustments to
be made in the procedures currently in effect in D/Pub.

4!

be The problems inherent in present IAC coordination
procedures were expressed by the AD/ORE for the IAC meeting
on the question of staff coordination. The agendsa of this
moeting on 5 October 1949 and summarization of comments are
attached as Exhibit B, together with ORE proposed revision
of NSCID No. 3.

3« Pending full implementation of the intelligence production

pian by the Estimates Production Board, the current practices of
institution of intelligence production are continuing in one of the
three following methods:

8+« Direct requests are given by the AD/ORE to the
Project Initiator, D/Pub, for coordination with the sub=-
stantive division or divisions concerned for implementation
of an intelligence project. This directed action has seldom
failed to produce the required project although, due to the
idiosyncrasies of the IAC coordinstion system, it has not
always met the preseribed deadline.

be The second method is by spontaneous implementation
of production by personnel of a substantive division,
regulting from opposite number IAC lisison, plus the
knowledge of tho geographical ares or subject with which
he is primerily engagede. A coordination is then effected
with the Project Initiator, D/Pub, and s determination is
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Ojﬁce Memorandum « UNITED STATES GOVERNMENT

TO ! Acting Executive DATE: 28 August 1950
FROM : Acting Management Officer

SUBJECT: Management Staff Study of Regional Divisions of the Office of Reports
and Estimates.

1. The aebove-cited Staff study 1s transmitted to you together
with the commeunts of AD/ORE, dated 16 August 1950. The Management
Staff eppreciates and concurs in the thoughts expressed by AD/ORE.

2. ORE and Masnagement Staff officials are presently working
together to resolve the organizational impediments which are
presently impeiring ORE production. It is anticipated that immediate
action will be initiated in conjunction with OCD to instell the recom-
mended procedure for centralized routing of incoming documents. As
ORE initiates action to resolve other problems cited in the Management
Survey, Management Staff analysts will be msde available to work with
ORE officilsls, thus insuring over-all Agency coordination of the
improvement action.

3. The full-time detail of a Management analyst to ORE for a
ninety-day period at the present time does not appear feasible in
view of our bheavy work progrem. However, the members of the Manage-
ment Staff will be assigned to serve with an ORE task Pforce on s
project basis as improvement action is initiated by ORE on the
problems lndicated in the Management Staff study.

25X1A%9a

Attachments: Management Steff Study with comments of AD/ORE.
cc: AD/ORE

Chief, COAPS

Budget Officer
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