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BETTER FIRANCIAL ADMINISTRATION THROUGE REPORTS

Much has been sald adbout cost-based bulgeting in the (mgenization
and the commitment to Mg&%&ﬂfmm 1962. Up tc aow, loss
suphasis has been placed m another sod equally importent requirement
c:fk Public Lew 863 which is, "For purposes of administration and operatior;
such ecat-based dudgets shall be used by all departments and establish-
ments and thelr subordinate unita.”

To lmplememt these requirements the Organizatice plans tc hewe the
cperating budgets for fiscal yoar 1960 submitted on = sost basis., I we
are to follow through and test the effectiveness of cur coet system in
serving the "purposes of adninistration end operaticn™, we must have &
reporting system that furnishes nensgement -type infoermsticr. lince Lop
management spends most of its time in considering the future, cur
historical cost data sre of value primerily in peoviding insight into
the future. The Cost-Center Repurt currently lssued by the Comptrulier
ia belng developed to provide such informetion. This report is designed
o sarve two requirements of operedlng menagement:

i. A device vherdeby sotual operating costs can ba copgared with

planned costs, and

2. Financlal data that will assist Opersting Officiel

making decisions comcerming the future use of rescurces.
With such informaticn, manggement 13 in & betier position to eantrol
sperations and the use «f allocuted rescurces. Iet us reviev the cuwrrent .
report end see 1f it sexves thaose monsgement requiremsmts. The report
Tormat is a3 follows: S _
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The columis of the report frmish the following informstion:

(1) Cost fenter - The first line gives the name of the unit
{crgenizational, projegt, activity) selected for the purpose of
acowmilnting costs that can be identified with a single menegememt
responsibility. The second line gives the cost.center or account
muber used for identificatior and machine acccunting parposes .

(2) (3) (4) Obligations - Although allotments of oblipsting
suthority sre made at highar levels, sach allicttee delegatas « part
of his suthority to lower cperating leveis to expedite the conduct of
operations. Therefore, infurmation must be made availshls ot the
cost-conter level to emedle maagemsnt to reviev and coatrcl the use
of the cbligating ethérity that has been granted by the Directer.
Waen the Organization changes tc a cost-contrnl baais, cbligmtions by
cost center will de dropped frem the report.

(5) Pund expenditures - This columm reflects the extent %o which
the fund cbligations shown in eclumm (2) bave been liquidated. By
smalyzing the difference betwoen these golumns, managenent cen check on
unpaid bills, undelivered crders, and the validity of wnliquidated
chligations.

(6) Total cost - This coivem reflects the ccet of services and

. ; This decumgm i
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Property recorded against the aurrent year authority or nitstion as
shown in colwma (7). The ccet colusm in the current report does not
reflect true ccat (the value of goods and services conmumed Juring the
period) s G fort thet tue acerual espect of the cost aeiounting syTem
" will not become sffective until 1 July 1959. For exasgle, perscmal servi x:o
thwmmmwwmwmmmmwwwmm
for are not now being shown as cost until payment is made. The acorasl
asgpect will show unpald salariss 53 coust. Heoarsver, the colum does have 3
value in having cperating perscmel beccme famlller vith cost data and i¥
comparing the cost sgainst total suthorization (columm 7) to evuluste
progress snd uae/\ SORTCES .

(1) Pm,}actj}hm&mw ll’,uﬂ.tstiea - This col:am shows the
dollar iimitation placed by the Project Review Camittes o other adminl
stretive mthority on projects, crgsnizeticasl units. or auhes activities.,
Its present use iz to ensdle nensgement Lo compare the wge f obligeting
suthority os refleated in cclumm (b) and the scoumiation I costs &3
reflected in colwm (6) with the approved limitation. Thriug: suck 8
campsrative review, managemen’ la enabled to take activn t5 sorrect
unfavorsble trends or to adjust euthorities to use rescurcss. Beglnning
with fiscal year 1960, the sgoroved operating ccet budget limitation wil.
be shown 1n this column and will serve &s the control with which munage-
ment will compare acoumilated costs.

The Cost-Canter Report in the Comptroller's tocl of commmicatiin
to manngement for compurative and decision-making purpoges. Does the resri
serve your needs? Only you, the uwser, cen tell the Cagptrcller. Your
commemts ond ruggestions ave welcome at all times and are sopeclally
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HOMORS AWARDRD TO CROARIZATION PERSCIVNEL

/i)
In the last Sem years 180 homor awvards--medals, decormtions and

certificates--have been awardcd to Organization personrel in recognition
of thelr service with the Orgenization. This inclwios 83 civiliean
swards, 55 allitary m)mﬁ k2 avards frem § different foreign
countries. The military services and other departments of Govermmernt
recognized achievemets of sw personnel before the establishment of

the Organization Honor Awards Program in 1953, thus ocur cpmlotive
1list of hopors, vhich is maintained by the Bonor and Meris Awerds
Board, goes back ﬂgu yosrs.

In 1953 the Mrector approved the creation of cur four medallions,
two for valor--the Distinguished Intelligance Cross and the Intelligmee
Star--and two for service or schisvement --the Distinguished Intelligencs
Medal and the Intelligence Medal of Merit. The Cexrtificete of Merit
which i3 sccompanied by an honorarium of 3100 wvas created n 1956 tc
recognize superior performnse of duty, eapsclally st the junior leval.
In August 1958 the Director spproved ancther sweard for outstanding
performance, the Certificate ¢f Merit with Distinctiom, which is
acccmpanied by an honcrarius that may renge from 3200 to 35,000
(See the Support Bulletin for July-Angust 1958.) Listed below is a
breakdown of the 70 Orgaalzation evards end the 55 militsry svasds
swhich have been made through 30 June 19558 to individuals assoclated
with the Orgsniszation.

. ; 1 This desumezt io port of an mtem@d
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ORGAXIZATION RONOR3

Distinguished Intelligemce Croes Q
Inteliigence Star i3 '
Distingulshed Intelligesce Medel 1)
Intelligence Medal of Merit 33
Certificate of Merit with Distinetion 9
Certificate of Merit 3

HILITARY AMARDS

AMARDS MHBER ANARIED
Havy Cross 1
Distinguished Service Mpdal L
31 lver Star 2
Legicn of Merit . 8
Digtinguished Flying Cruss 2
Soldiers MNedal b
Bronze Star )
Air Medal 15
Coemsendaticn Ribbon '

PSSR B
i P8 asids PRI
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LAWGCACE PROGAAM PROGRESE REPORT

fhe Director of Training recently summerized the Organization’s progress
wammmmmmm. Highlights of his report will
be of interest to resders everywhere.

fhis Organization has scored first in the development of & large-scale

25X1meumumw1mrwmm&m&mm

of 1snguage groficlency, he said, altbough [N beve Peid bowss stipescs
swwwwae:w,muunm,mm.mmunomm
paying lasguage bouuses.

mmmwmmmhrmgxm. language tralsing
m‘m eonducted in the Organization sinee its beginning, and hundreds of
m&m:mmm.uyaum,mmusmumwmm.
nwuﬂaﬁmﬂnﬁmmuetﬂmtowvmwwwm
saintenance of nesfed langusge proficiencies, stressing the volustary partici.
ﬁtxwﬁﬂlmmym.

mmammwwmamwwuwiumm,-a
uuinucmmmrutmmmmtwsmmm. »
lmwmwmmascmummms,mmwemw,
sll during son-&uty hours. 91-mWMvamm
uwamwtm,mmumuunmm in comnection with
the Progras. Mmﬁnmumt‘mmrmwmmmma
voluntarily on the individual's own time are twice the smounts paid for achiove-
ment during duty hours.

lwﬁﬁnﬂwmamnwmumutwtm:g
statisties. (Yor comperstive m«n tvo sets efmsu?c used: the 12-smth

NN ELINY .
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pericd preceding the start of the progrsm, b February 1956 te b Feteuary 1957
snd the 208t revent 12.month pericd, 1 November 1557 to 1 November 19%8; indien~

3957 1938
Total students in all Nq. language traimisg %90 AShs
Total mumber of courses conducted b1 1 06
Susber of langasges studied ar 1n

Through the lengusge Qualifisations Begister, Orgsaization management cen
Bow cbtain sccurste and timely isfoarmation on the language skills svailable.
We cun tell, often vithin e matter of mimstes, who and how many bave what degeee
of skill in vhat langieges, and vhere they sre. Or we osn szsver such questiom
es: vwho can spesk Mandarin Chinese? Who can tesch tiradecraft in French? Thes
ilanguages can employes "X" trenmslate? I3 either A cr B fluent in Spanish? Hew
recently were they tested? o

B 1 Noveber agprosiaately 80 of all Amesey exployees had filed o Langhkse
Dats Record, Form bk, fammmmm-mtmmmé%a:m
claimed some degree of competemee in & total of 113 languages. mMoMxnt
oospetence, 1345 had deen tested by 1 Novesber, in 3% langunges. Results of the
testing yprogran to date show a very gratifyisg correlation between claimed skills
and tested skills, but ocur goal is a lIanguage Qualificeations Register which will
include all Orgsnivation personnel, and which will de based entirvely on testéd
skills. |

memﬁume,mrmmmztﬂ
The program hos beom sn outstanding tesm effort, with volusteer instruetors
saking it possible to 4o intersally maeh of what we hal budgeted to 4o at oter
institutions; (2) Fower staff esployees than were expectod have reguested tha

FOMLINL M A]

This decoosent i3 part of an Indnted
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Hainienance Awerds has been far lsas thean anticipated. Origiosl estimates wex
based upon an saalysis of the self-declared language yroficlencies listed by
staff eaployoes in their Peracmal History Statements. The ianguage Dets Recsx,
Form bbha, which warned of tests to come, bas proved $o be a scures of far wodo
sscurate date, and employees simply bave mot qualified for awerds in the mumdars
expectad. By 1 Dovesber, 339 ssards bed gone to 575 pecple 4z 25 lanpusgea, 3t
s total cost of $101,3%0.

Gensrally spesking, the right pecpls sre studying language:z in ineressisg
sunbers, sad the Orgenizaticon's agoregate competence is gredually isereasiag «%
modest cost. The dats sugaest, however, that ve still have s long way %o go &
tocling up language qualifiostions to the levels the Organizetion should pessacs.
It is hoped that ihe presemt scmestum of the langumge Developaeat Progrss will
continue, and that all employees will be enscuraged to take sdvsatage of the
uniqgue opportunities it affoeds, to their cwn and the Organizstion's afvantage.

COMEINEN A
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FUED DRIVE REFORTS

USITED GIVERS FUND

The 1958 campaign for the United Givers Fund was concliuded during
the month of November amil, cnce again, Organizaticn amployses exceeded
the dollar goal for this campaign. We set our goal at #00,000. basing
it on last year's comtributions of $97,6%. Donations thris year
vere $10L,T4C10k. 7% of the goml. The United Givers Punc acsigned to
us the same quota as in 1957, 480,000. lLast year we nledged 1156 .f
that quota; this year's pledges are 131% of that quots. In addition
tc oversubsceribing the doller goel, our employees achigved & high rate
of participation with 395% of headquarters employees comtributing t.
the UGF.

PUBLIC SERVICE AID SOCIETY

This was the third yeur in which beasdguarters employees have been
sciicited for contributicns to the Public Service Ald Sceiety. The
drive emphasized participeti.n rether than substantial denations and
76% of headquarters employees coptributed. Based on isst year's
collection of $10,912, we established $12,000 as this year's goal
for headquarters. Collections have totaled $15.329.29.-186% of thut
goal. The second annual drive smong field persomnel is stil: in

sSFUR N

Cseiuch AL

This document is part of an Integated
file, 1t sepzrated from the file it Radst Be
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At an swards ceremony heid on 11 December, csmpaizn wurkers were
presented with certificates ia recognition of their efforts and the
success of both fund drives. The consistently warm respopse of our

employees to these sclicitations is gratifying.

-
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COMPTROLIER GENERAL DECISION AFFECTING USE
OF ANNUAL LEAVE IN LIEU QF SICK LEAVE

A recent decision (B-137531) by the Comptroller General of
the United States reaffirmed prior rulings to the effect that
retroactive substitution of anmual lesve for regular sici ieave
s pot suthorized under existing law. Once regular sick leave
mmwmhyu.wmmwma is not
subject to change. This does not revise the rule that amual
leave may be granted to cover absences caused by pericds of
illnesa, provided the employee requests smmual leave to apply.
The recent decision referrad to sbove does not affect earlier
rulings that an employee may liquidate advanced sick ileave by
mquestmama@imtmmwm of anpua:
jeave, provided this annual lesve is charged prior to the time
1t would be forfeited ss o result of lsave-law limitaticme on

the smounte of leave that may be accumulated.
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0 THE XETIREXENT FUND

The Civil Service Betirement Aot permits smployees to buy extrs
retivement snuuity by ssking voluntary contributions in edditicn to the
64 per’pent regalerly dsducted from their pey. These contribstions must
bo pade in multiples of $25 and the total my not exceed 10 per cemt of
the total beaic pay received since August 1, 1920.

tntil recently exmployces were not permitted to withdrsw their volun-
tary ocontribution accounts unless they left Govermrent servies o trans-
Terred to positions not covered by the Civil Service retiresest systes.
A mew imw soacted during the last Congress rsmoved this perohidition. The
now lav recognizes that an employes’'s needs may changs after he bhas uade
volantaryy comtributions, so it now permits him to ¢lect to take s lump-sus
refund of any voluntary comtridutions he hes seds. An esmployee vhoe
exareises this option wmust withirev his tetal voluntary contributiom, sot
Just a paxd of it. Re ey reguest the payment st anmy time, and interest
on the refund of voluntary eontrivutioms will be paid at the vate of 3
per_bent eompounded anmually to the date that the Civil Service Commlassios
suthorizes peyoent or date of separsation from GQovernment service; whiche
aver is earlier,

An saployse who slects to teke & refund way not wske further volun-
tary contyibutions while he comtinues in Govermment sexvice, However, if
he becomes sbeolultely scparated from Goverusent service and iz later reem~
Pluyed, he regains ellzibility to sake voluntary contributions.

Voluntary contributions should aot be confused with (1) deposits made
¢ sover geriods of service for vhich retirenent deductions were not nade,

ApSPVERBE 148 88T A SCTAMKSR PSR ARROMIIOODOTD. % . 1.«
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refunded, o {3) regular contributions deducted from saleries of employees.
e weney beld in the Retirersnt Fund for an smployre under any one of
these three ontegories 1s refundabls omly vhen an cuployee luaves Sovern-
uont sexvice and appliss for a refund at least 31 days before the emrliest
eompenoling dute of any annnity nayment to which he is entitled.

This goonnisni 8 TRl ::;;z:;a; bo
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A plan to have the Governmont stop direct salary paysents to ita
mlmt:h%fmwmmmmmmu"Wtb
eal.”

a;mwmmlmmew&muwwimwtmm
Appropristions Committee after cae of its mezbers had the iden ithat
eonsiderable savings could be made if the Govermeent tranaferred diasp
mwmmmmmnmmmmyymuw
the 2.4 million employees.

The study group comeeded that the propessl wight seve sowe time mad
money forr Uncle Sz but 1t doubted whather it would be worth the ipecn-
veniense to his erployees.

mzdm,zuumtarmmmmmmm steaidlly as Tressury's
Dishursesents Divisicn bas become more efficient. The agenay bas installec

costly new electronic equipment to speed up check-writing. It will write
an estimated 265 milliom checks this year, or mcre then a millicn for
enth working day.

This Gocunent is part of an inlegralef
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KAACXIPTRATIVE OFFPICERS® COMPERENCE

Benior Administrative Officers stationed at hesdquarters anscudbled
reoently for & three-day business ccufersnce. This couference, like as
uu%ﬁmtnaﬁwﬁagl&ﬂ,su;hﬂdt&lsauuﬁrimnuumﬂmnamlwmmmétmmwt
& full sgenda of major sdutnistrative problems and prograss.

l&alvthﬂww.unythutﬁuilnnnatamhmansl&ﬂmﬁanthna@unuaa
"Naking the Swpport Progrem More Effective” and was aiwed st stimlating
aey ideas for meking sny sspect of the Suppert progras more affeetive end
efficient. The Deputy Direetor (Zupport), who wes jzesent for almost the
sntire conference, shaired this session, which proved very productive.

Two conference sessions chaired by senior officials were particularly
stimuisting to the conferses. The Chiaf, WE Divigion drev on his long and
divarse exporience with the Organizstion in dissussing ™What the Aves Diviaie:
~ Rxpects from Tts Chief of Suppert.” The Chlef, IAR Staff mde samy fooisive
cheerveiions mnd frank Julgnents in poluting out the sbeolute ascessity Tor
Semawcrk smong persorael sssigned to varioua doties.

he sgende incladed & muber of other timely and fwportsat tepies. Two
sessions were devoted to comssiderstion of the objectives and sespe of the
Fizeneial Hawgenent Leprovesent Progrem sud the role of Administrative Offi.
ours in lsgroving finsacial memsgement by ensouraging understanding of s

3. The walue of fimnecisl property sccountability.

2 e sdvartages and responsibilities of allctment simplifiestion.

3 !hnunﬁinquﬂnﬂwdmuaﬂHWMM¢iahmhwﬂﬁs:nﬂ&mmwnﬁqa

k. The why of cost experiments.

8. &huuu!attwuumhafhwsan&rqwnﬂttouuﬂum:kzﬁaznnu@unﬁ%
CONFIDERTIAL e W ena e e 1
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“Mninistrative Plans and Fison) Aspexes” was the subject of another

ssanion and 4diseussion developed o mumbey of sigaifisant factors ia devising
better ways of using these aids to msnegement.

The Chief of the Modioal Staff and the Chief of the Paychistrie Divisice
grovided a very infarmative outlise of the Peychistric Progras anéd of proced.
ures for the idmtifioation and emre of psycdiatric problems. The Director
of Jersonnel, alled by tvo of his staff, 1ad s very imformative sxplsmation
ﬁmmmxmdmmmlmm- The vew
systen's incressed responsivencss %o Wy mansgenent dlrsotion sud control
wAs euptmsized,

25X1C

xawm,uwmmmmaammmwmmm
tration Caresr Bervice and the matter af selmcting officers far nenier posi-

mmmmmw«. Tae Chairsen of the Adadnistration Career
-Serviee Board led the sesslon, which covered factors bearing cu selestion,
rotation, and developnent of officers; m‘n@aatﬂ aad, of course, competi-
tive promotion apd hov it warks in the “A™ servige.
The conference wos o success In every wey. mnﬁasmofmvm
days vas the unsnticipated srrival of the Deputy Diveetor, who Jjoined the
souferees for dlmer and, aftenard, an informal but hevdhitting discussion

of surrent trounds and prcblens, pems o This focuind i rovt of an infogrded
wgi‘géﬂ ié", E;? file. M seporaiec vom the file it Tulst be
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mMmmwmmtmmmm
um»mh&amm. numwmm
Man MM%MM&W&MM&W&
Wmméwmmmwm
‘Field instellations. mmwﬂum;nu;mmbm
nvolving & mmjor cost. m,mmmawummmu
uumumzymmmumagamtmzmmm -
ths receipting, mumbering, m. m mtﬂcﬁw, dating, time.stasping,
soling, sorting, classifying, mmwu, ‘routing, and f1ling.
mmm,dm,mmumanm&mum
Pat vhes their overuse or cosplexity unno » incresses clerieal costs,
wmm-mmmmuazuwmwunmmrm,
nmmmmmamwuuma. mm s recemt
mm:wmmmm;mmnhwu:
¥ hm&umam(mmurmmm
«m:mummwamw}.mmwemtm
wwumnimwmmmnmwﬁwmmm
2. mmmmwm(mmmm)fwmawza
3 mmmnwammmmam:mm
Mwmumumumtouhﬂnmsltwnwuywu.
b, &m%wwthantm&yM
mmwwwagaom

CORFIDENTIAL { ﬁ i)
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when these danger signs show up it's a zafe dut thet documend mmax

sassures (exclusive of those required for seawrity gontrol) excved thowe
really %o snewer these guestions sbout Socusents that esll for agtics
or gectston '
1. ‘q;s s perticular doeument been received, end 1: 80, to whom and
when was ﬁ-.\'{m tor setiow?
2. HEne ugwum doourent mwmﬁ, and If 30, vhat sction
wes felen end tn«ghcn and vhon was it sest?
. These guestions uﬂhe mmrmnmnmmwtmrmaw
sble in hesdqueriers or t§o fisld. These mi Yarn T19, Iopetar

are multipert forms auw to kwtqﬁ at ose writing omough coples to meet
mmnwmmm 5, Bers's hov these forms works
X mmwmm -part sets printed on NCR {No Carben
Required) paper. The six parts prdy
utmmatﬁnmgim lavel snd\et subordisste poimte. The 3" x $°

slips not coly elimimaté the meed for 1ok books, but also provide o realy
somzinications auei:m fm- notifying a @ raglstry of the dispositics of
& docusent at & au?ara!m point, The file }?‘u&r refarence to the &n¢u-
ment cmn 6lso uﬂm on Fors 230,

2. Porm 440 1s & four-pert oarbon amm}m At one writiny,
mawfmmmrum, msmu:, i logging of
M material transaitted within w the eeurfer
myrf mrmmm«mnymmu logging material
classified np threugh SROREY.

% y

\3“
“conrey
“hﬂ&?t is hrt of en inlegrp-qd
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3. R4 13 also designed for use with the Rev

el Bavelope), This eavelope has beem approved for tremmefeting
within rmxemumwmwf It may also
be used aa the ouw Wrmmwmum,mmtm
wiileh is clagssified SBCRET. m.m«smmmagmmw
reguivements, the ney emvulopes offer MM
Save time - You cay eddress sm envelope and sttach a receipt ik

one cperation. amx;zwmmmm%mmut

the fecs of the emvelope, \Etmrmmtiamtmm,imﬂ
s write in ibe sddrese.

my be used repestedly.
ot be needad Tor used savelopes

Seve money - These cmﬁf
Ce_spaes -sute space

 since neaes m%ayses will not
The Crgenfzstica, utﬂ.y conoerned about the of dneament oontrols
ou the timeliness of Mam roscting the field, hes\imeladed tte luprovemiss
af these controls in thg ah,;ect‘v&s of its Records t Prograx, (kidesce
sy be ﬁtﬂmﬁ rr«:m;*mrmcmﬂa oficer, and also in w%s-mg from the
Records m@emt ,zémr.

on thes,

CONFIDENTIAL |
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MANACEMENT T00LS
TS FTAPF STDY
{As & think-plece for getting decisionz on problens, )

Di4 you ever stop to think that i you have trouble getting deciaicns
from your supervisors it might bo due to the way you present the prodlem for
sclution? If an assistant is to be of mmximun value %o his Boss, he has to
learn to belp the boos seke sound decisions with a minimes axpenditure of
tlee. Fortusatsly, the assistent doesn't have to spend years caperimenting
to find an ideal method for presenting probleme for sound decislops beeaups
mmmmmm;wwmummlhy axperience: the staff study,

Over the yemrs the formwal ztaff stuly bas been inersasisgly used for
prodlon-golving al the policy level. Ons reascn for this ic the very mature
of the staff-study format, uh&ck.reqﬂires carefully organized thinking in a
logicel patiern. A good stalif paper showz shat this spprosch kes been used
in the develcpoent of the study; & poor stall peper shows too often the resulte
of trylng to fit a poorly orzanized study into the statf-paper forsat. 7The
staff-gtudy technique 1s an ideal "thisk-ple¢e” mochaniss fur solving probleas
&Rl prasenting solutions ormlly or iz a memtwandus as well as 1o & forzal
starll pajexr.

Eere 1a the method for spplyfing straight, logiesl thinking to a problem
and coming cut with & sound desisics by using the techalgies required by the
staff-study formmt.

1. THE PRCBIEX
Be sure you bave & clear statemewt of the problex. This is vital!

(It has baen sald thet & problem well defined is half solved.) Whes you

get a problex I'rom a higher echelun, don't be afrald to go beck for move

t of an integrajed
Approved For Release 1999/0120:7{1R: Waiouuﬂiw SO o 1t mpt be
NOFUR '
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inforsmtion to alarify 1t, if hecegsary. Don't state the problen as,
"Bwdy the orgamisstion of tha 'X* branch and othexr similer bracches and
sake recomendailions fur lmgeovesents.” e prohlers may be steted as a
uiesion, ouch as, "Detaraine the best typo of crganizatfon to earry out
the 'X* branch's fus¢tions.® Rowever, frequently the best amd simplest
way is to pur the problec 1u the form of & guestion such ae, "what is
the best type of crganization for tha '%' brancht® You mar £ind sfier
¥y have develci:ed and znalyzed the fmetis that the predles isn't quite
what you originally theught 1t was and should be resteted,
Kesp the statement of the prodler coscise and specifie,

2. Nsking ATIMPTIONG

Assuaptions zust be based en faet but need not be provea. Use
assusplions only 1f you need then for a logical discussion of the problese

3. Goathering snf rresenting FACTS

Gather all the facts that bear om the probles but preseat only the
important opes. (Pertinemt details cau Be put in wnuexes. ) Resist ihe
tesplation to put in ioteresting informatics that ghows the boss how
mch work you've dope om the problen but deesn't directly wemr on the
solution to the problam. Ir izportant enough, put this inforsation in
a separate memorandus, |

4. DISCUSBION of the facts

™e discussion section of the study ig the place to ammlyre the
facts 1o u vay that will desd to ressonuble tonclusions. The advantages
and dissdvauteges of sltornative courses of asction should be weighed ia
thisking through the arehle=, but it is mot pacessary to list then all in
the paper. Secreening is ar irgortast in discuseion ns in faets. Inelude
only pmimt ﬂiscunsion, to sccent the rseta thﬂrhmu m%ﬁ, 349&“ intozrat ‘!

1 the fife it mugt

RREITEm file, 1f sepnriiad g
Approved For Release 199 f69120g 5!1%&78-04724;&%&200040&1 O=Bumatic re aiv
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vearing on the problem and help sell the logteal solutios.

5. Drawing CONCIOEIOHS

If the paper is short, the conclusions may be cbvious ant need not
»e stated. Conclusions should result from a ressonwd judgnent of the
effects and fmplications of the essential facts pointed up by discussion,
and should logleslly lesd to recommendstions for actior by the super-
visor.

6. RECOMENDATIONS for sction

Recosmendations sbould provide s clear-cut solution to the problem
and perait a sispls spproval or disapproval. Stats exsctly whe i to
Wmmtmme is to be approved.

7. COORDINATION of the study

Wnen the boss Mimtshft study, be wants tc be surc thet it
reprepents tmi,ﬂm*o! every component having an official interest in
the problem or directly imvolved in cerrying ocut the recommendatioss.
This doesn't mesn that the paper should be diluted to the point of the
least common denosinater of mgreement. Dissent can sometimes prove
¥aluable and may lasd to iaprovements in the paper without changing the
besic proposal for action.

Be sufficiently fisxidble so that you can yleld on unimportest detalls
without compromising on principle.

sihenover possible deal 4irectly with those who have suthority to
eomcur. However, Dt sure that in developing the study you have paved the
way with othere who have an offidial interect in the study.

Resenber that the steff study wes developed to preoduce clear logleal
. thinking and & standerd forset for formel presentations. As as ald to sound

f 3

£ i rmn e : : el
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decision-making, the use of ite formet and the technigues required in ite
development have w zmeh broader spplication. Regardless of the level at
whioh you operate, regardless of vhether you sre staff or line, you can uae
the technigues reguired by the development of & staff study to your sdvaantage
in solviag problems and getting Mt. sound decisions.

This desument is part of av Ir‘awg; ’n

| g" %E a.WT é!. 1
file, 15 sepacaled from le i!emljic mi:?aza
indlvidual sysizm ravi
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INFERCHANGE OF SOCIAL SECURITY AND CIVIL SERVICE R

The AFL CIQ Ocuvermment Eupioyees Council has indoreed prop ued
legislation pemmitting an interchange of credits between tha coial
Security System and the €ivil Service Retiremant System.

This legislstion, origisaliy sponscred in 1956, comtimms 4o loom
a8 scmething vhich stands an excellant chsnce of passege by Congress.

It would benafit Govermsent - by making the Federsl sevice more
sttractive.

It would benefit employees -- mainly by giving them add ticnal
survivership insurance during their first years of Guvernment service.

Its cost presumsbly would be small, ard perhsps could be headled
without direct appropriatiom.

. Ard 1t would not involve asc-called "coordination™ of Social Security
and the Civil Service Retirement 3ystem, & formula once determinedly
mexzmrmmim,mwwwm
vorker érm,mtim.

It would have, however, a prineipal objective of ccordipati:n by
extending survivorship protectica to short-term Pederal apployaes.

And for this reascn, the plan ney be opposed wfkﬁm&, E@::atimﬁ
and Welfare Department which stii) clings to the coordinsticn Dweasm.

~SEOP-ANR

In practice, ﬁrﬂaﬁg‘e‘ém would stop short of & tra: inter-
change of credits betwesn 33 and €S Retirement Jysten.

The flov of funds wowld be down & cne-way street -- fram she OS
dystem to Scelal Security; but never in reverse. This document Is cart of an Integhafed

he file it halist be
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Here is how 1t would work:

A new employes entering thy Pederal service would be under the Civil
Service Retiresent System, Just as be now is, He would pay 5.5 per semt of

But i be laft Governmwnt witkin $ years, he would mot got the present
full redute of all money he had paid iste the Pund. Instesd, Swre would be
deducted from hls rebate vhatever was socsssary o give his Sovial Security
toverage for the poriod of his Fedemal service, Tails would 3¢ to build up bis
eveptusl Sociel feourliy pensiom at ©5,

If the employes dled vithin his Tirst 5 yeaxs of Pedersl sexvice, his
survivors would gel Boclal Security survivorship besefits. The Retirement
Fund would refsburse 53 foy the total cost of ihese benefite. This would be
the only dlvect charge ageinmst tha 7und.

At pregent, Fedaral aaployees arean't eligible for survivorshkly beneflits
until they complete 5 full yemrs undor the CSR Systens.

Thas, the new plan would £1ll a major gap.

Tn effect, 1t would wean that Covernment, as an eoployer, wouli begin
giving 1ts owmn asployees the serc wavivorship mum- :‘n’.} wiresiy regulires
by law Tor pon-Government workers.

The Bediodelt foruuls alsc could benefii certain eldarly seople.

Rxasple: A vousn s wiloved st 50 amd goes t0 work Yor Govermmants AS
6k, she ie forved to lesve. Under pregent law, she would get o veziresant
wenefite from her Foderal sorvice. Under the Selddbeds plan, Sovevar, hur vags
aredits would bo transferwped to Joaisl Security in exehaage row bdepefits frowm dat
YBLoe _ |

The plan Just poesibly ean win /ﬁminismmm support.

Ite prospects gre better then you night SUPDOS®. Tuis decumont is ot of an integrb il

file. {f separalzd from ihe file # st B

Approved For Release 160dMolbt NMkDP78-04724A068200040040-9::satc waiom
NO-ORN '



d For Release 1999/09/20 » Ghv-RDRT8P4724A000200040010-9 [ /2,
Approved For j{%ﬂﬁ_? 24708 S S

NOFORN

nmscsvumm-wmmmmazmm
mmm"zms
mmmmmsy,ﬁwmmzmmwmx?,
-tumeamu; | |

a7
mmmméa,umaem;

s!ti‘aunmmméa, witk 15 years;
ii-mmm&,nth5rm;
I&mtmmwmwnm'm
Mmmhmammty, Mmmm

ha's laid off.

The average age at retireasnt is 62 with 26 years of service and on an
aversge sanulty of $196 & wonth.

- BoNp 35:P€T 1AL i " intoprdtad
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Directed assignnent means that the Organizetion makes the floal
doelision from among the alternatives that szist iz the assigament of sn
smplayee. It follows thet this decision wlll be accepted not enly by the
exployee but Also by all zupervisors in the gaining and losing cowpomenins.
fhe suthority for making directed sssignasnte is part of the amthority
granted to the Director ac the head of a Federal agency.

It 1e certainly to the interest of the Crganization t¢ have an assipgn-
seat sccepted wholshesrtedly by the employee, thus his views and preferensos
should be solicited and carefully weighed Sefore the finul decision is mado.

Avocnmodating the persconal preference of an inifvidual regarding his
sssigement is of course desirable but we all know that our worldpyide and
oonstantly increasing devends for persounel cammot be met through s wholly
voluntary sssigosent gystex. Hucognizing thiz, Eseds of Caveer Services
are outhorised to direct the assigmment of mesbers of their services,

Birected assigament alsc mecens thet appropriate sutherity must from
44ma to time be used to remove an iadividual from an offies or place sn
individual in o particular position over the protest of the shief of the
vm%uargwwgawm». Deputy Direciors may sppesl suach
sotions to the Direstor or the leputy Divectur of the Organisation who
vill zeke the final fecisiou.

The Director has stated thet baving the right person im the right plas
st the right tise is essential <o the susgessful accamplishesemt of owr
aissich, He has directed that those offiaiale who are respeasibie for
mingwgmugmiwmimmanamm
thiias objective, but ia so doing they give full constdermtics to the eapadiii-

Apmém&egﬁé i)

1 : *
Z g 1 of on Inf:groted

- i file. if separated from the filaliti must be
“*EUFQRN subjected fo individual systemaii§ roview.
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A MANAGEDENT ASERT

One year ago, a special Govermmentvide suggestion campaliy, oalled
"Crash Request for I3ess™, brought in mores then 4,000 proposals from pere
somnel of this Organization in 10 days. Covsider for s moment; ome
regaest brought over 4,000 positive replies i 10 short days, broken by
Christeas and Nev Yemr holiduys.

™his coe spevial caspalign jerodueed over 50 new ideas vhich varreated
stsantion and action; 50 new idess, oever bofors considered mad yet
safficiently loportant to be given considerstion in the mation’s highest
officen,

Tha Suggestion Avards Conmittee, sooustomsd to studying new eployee
suggestions every day, vas plsssed with the suceess of thia special operss~
tion and delighted with the dranatis demonsiretion of the vast potential of
meatel wealth aveilable in this Organization. Every responsible offieial
of this Organization can see in this incident the fact that, isdividually,
be has st his disposal a magnificent rescurce which can be foeused om his

own wpecial problens.

mmmammumﬁmw‘ Again sad
sgaln ppoof of this usable pescurce 15 spotlighted briefly in culstending
suggestions and suards. Yet, the full poteniial of this walusble "Nenage-
sant Asset” has not yet been fully exploited; this Crgsnizatios hes an
unlinited capasity to ebscrd valueble impmovement idess. Effective
supervisory use of the Suggestion Awards Frograa Wy the Cpssating

Officials will bring bencfiis %o the antive OFgaRizatiom. v frr™ " rart of an inkopoted
Approved For Release 1999/09/20 : CIA-RDP78-04724A0002000400M 848! systenads revin,
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A recent appouncement by the Vetersns Afinistration makes 1t possible
for holders of Worid ¥Wer II Matiomal Service Life Issurance (HoLY) to
cutats the new Toial Disabilisy Tacose Provision rider (TDIP) by meeting
certain physical requirements. This artiele is wiitten to infoprally
;mmmmmmsmmmmwmmwsmatm
' benefits of the new rider and to let them know the procedure to obtain
them. A1l official informetion must of course be obiained from the
mem::.

Sk TDIP has been available for a lomg tine, so socme polisy-holders
wmmmmﬁaumﬁmMmﬂmmwm
;mwwmm),mtmmwmmmmmm
mmum.rmwmmswmmmesm
veterans.

Mmmmmmwmmmm,mm“
Miﬁ,mhmueymﬂmvmu%am&ntmwiu«rtm:w
rider must xake o e sppliostion im the semmer sisted delow. Remember if
m&umﬁmmmhtma.mwmmmnmmrwm
rider.

The ol4 TOIP rider provided for payment of §5 per month for each 1,000
of insurance in foves, this payrent to commence after the iasured had been
mxymuymm:mammaraumwm, The new
rider provides far the monthly bsefits 1o be increased to $10 for each $1,000
of B5LI in force. mmu,uammm,mmrmﬁmm

$0IP rider sddad, after he hed been comtimicusly totally dissbled for six
Approved For Release 1_999/09?2*0%‘:‘_‘f’éji‘ﬁ-f&'ﬁPf73;04724A0§M5§W&1ﬁ3,§h:”ﬂ:: “?ts. o
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months o wmove he could receive payments st the rate of $100 per momth
for as Jong as he remained totally dlssbled. Tha ol4 rider, in this
esanple, would have provided $50 per month,
mmrwmmmmammwm@mmmm
$» not posaidle to furnish any retes in this articls.
mmmmwmuwmmmm:mm
applying, vhich includes & health statement to be fillsd ocut by the
fodividunl snd doss pot require a physioal sxamination. Thoss who are
age 41 or older zust use the medisal form requiring a physical examinstiom,
vhich zay be msde by medical officers in active eervice with the Army,
Sevy, Alr Yorce, Marine Corps, or Cosst Ousrd, or physicians of the U.S,
Public 'Mth Service, for those eatitled, or may be made free of charge
ms;m-tmwmmmmum.aeammm«
boapital of mv:wmmmum,wmmmmmmumu
own expense by s physician licensed for the practice of medieine by a State
or Territory of the United States or the District of Columble who {a not
7 pelated to the spplicant by blood or mmrisge, sssocdated with him in
ms)wmmmmﬁmmmwmwimw,

This ecument n vard ui ap intaprads i

Approved For Release 1999/09/20s.:; GbﬁgﬁDPm 04724AQ’9Q20Q049Q1P ﬁn 2 ‘ﬁ:



Approved For Rej_gase 1999/09/20 : CIA-RDP78-04ZZ4A000200040010-9
)3 Ja 757

CEB wd + b:CU T <lon
bote $B13 " Tonwar, 1757
 feul ,( * Noteton - Do os 75,

c;@%

Approved For Release 1999/09/20 : CIA-RDP78-04724A000200040010-9



Approved ea S A :
UM ASSIFIED CONFIDENTIAL SECRET

ZERgpafoved

D40010-9

CENTRAL INTELLIGENCE AGENCY
OFFICIAL ROUTING SLIP

TO NAME AND ADDRESS INITIALS DATE
1 | Executive Assistant to DD/S
123 East Building
2
3
4
5
6
ACTION DIRECT REPLY PREPARE REPLY
APPROVAL DISPATCH RECOMMENDATION
COMMENT FILE RETURN
CONCURRENCE INFORMATION SIGNATURE
Remarks:

CI/OA has no objection to the use of this
chart in the next issue of the Support Bulletin.

9 January 1959

25X1A

FOLD HERE TO RETURN TO SENDER

FROM: NAME, ADDRESS AND PHONE NO.

DATE

Ext. 2061
L

9 Jan 59

S F

40010-9
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TO

" Chief, Medical Staff

ROOM NO. BUILDING

120 Central
REMARKS:

Attached 1s the Psychlatric Chart
we propose to use in the next
issue of the Support Bulletin.
You asked that it be sent for
your review before we print 1t.
Is it ok?

P %
4t
This document s p;i of an Infegrated

file. W separated from the file i_t must be
subjected fo individual systematic reviews

FROM: Executive Assistant to the
Deputy Director (Support)
ROOM NO, BUILDING EXTENSION
121 East 2994
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DATE ——
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