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Employea Suzpestion No, 244

A, Summary of the Suggestion:

The suggester prorosss the use of a three panel double hinged cardboard
planning device which can bs readily secured in an ordinsry safe or safe file
ard yet is of sufficlent size for constant office planning or conference
briefing. It is further proposed that ‘he panels bs manufactured in three
different typea:

1. A1l sides blank
2, Non-=photographic blue line graph paper on all sides (1" and 0.1"
- standard divisions) : :
3. Six month blank celendar on three inside surfaces. (Three-year ref.-
erence calendar printed on the reverse of first panel)

Sonie suggested uses are: Tables of Organlzation, Station Organizations, room
and space allotments and studies, operations on attached maps, operational did~
grammatic presentations, briefing materials, day by day administrative planning
and controls, flow and management planning. Soms security features include:
Can bs folded to fit the ordinary safe file; can bs transported from offies to
office in corridors with no risk of casual viewing. o '

B, Evalvation of Comcerned Offices:

- Excerpts from evaluations supplied the Committee by the below-listed 0ffices
follows

The Management Imnrovement Staff:

~"lo, The suggestion made in Employee Suggestion No. 244 has some merit, Tits
use, however, is limited to such things as administrative planning ani contrel,
flow charts, graphic illustrative charts, organizational charts, roow and space
layouts, or other material needed for brisfing individuals or small groups.
Such planning panels would have no rurpose for use before large groups where
the material must be ‘blown up’ for easy viewing,

"2, No justification can be found throughout the Agency to substantliate
. the claims of volume use atated in the last paragraph of the suggeation."

~ (Note: Refers to informsl estimats made by suggester who cannot be expected,
In view of security conasiderations, to know of actual use) ,

"3, The polnts of advantage stated by the author of the suggestion under
FEATURES are well taken--especially the factor of ‘Security’, which must be so
meticulously observed within this Agency. o

"y, The suggestion comes under sn ‘efficient or convenient administrative
tool? rather than an economy item. It would be very difficult to prove a2 dollar
gsaving of any marit." R

The evaluation further continuesz with regard to specificrrecommendations
on the constructions of the panels, type of paper and procurement, with a2 Tinal
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statement that "The entire Agency should be circularized on the availability

of the panels and standard type work sheets for use in same and where they
can be obtained." :

Logistics Office:

Tt is believed that subject suggestion has merit, however, from the
available information this Office cannot at this time recommend its adeption,
Prior to dstermining whether or not the suggested item should be an Ageney
stock item, it would be necessary to know the anticipated initial and re-
plenishment requircments--Agency wide, Accordingly, it is suggestsd that a
few samples of the suggested item be manufactured and made available for in-
spection by Agency components tegether with a request for information regard-
ing the requirements mentioned above.®

In & later memorandum dated 3 November 1953 following the receipt of sample
panels obtained by the Executive Secrstary, additional comments were recelved:
", ..Conglderable thought has been given to advertising the suggested ltems and
making them aveilable for inspection at the Building Supply Room, howevar, it
has been determined that results from such action would not afford the neces-
sary information, It is believed the primary consideration to be made is the
determination regarding the usefulneass of the suggested items. The last para-
graph of subject suggestion indicates that the planning devices are being used
within the Agency. In order to obtain the required information upon which an
evalustion may be based, it is suggested that the O&M Service be reguested to
perform a study to determine whether or not the suggested items be {a) con-
tinued in use or replaced by substitute items available from stoek, (b) pro-
cured on as nesded basis by the using component or components, (c) procured for
Agency-wide use and made available as an Agency stock item,"

The suggestion was again referred to the O&M Service in kesping with the
above recommendation of the Logisties Office, and the further evaluation in a
memorandum dated 10 November 1953 was received: ",..There appears to be nothing
new in the resubmission to influence a change in the conclusions reached at
that time...Jt is the opinion of the O&M Service that if any panel boards are
ordered for stock they should be of durable construction with provisions to
attach a separate working sheet suitable to meet the current problem. It is
appreciated that the initial cost would be greater but it is firmly believed
that over a period of time the durable construction and detached working sheats
would prove more economical."

Co Nota:

This suggestion is being presented to the Committee in order that final
disposition of the suggestion may be made, Since 1t appesrs that the sug-
gestion may have Agency-wide use, it is believed that the Committes, being
reprasentative of the major components of the Agency, would be able to de-
termine potential use of the proposed panel, !
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Specification For Executive Planning Chart Elanks

ig. 1 ree panels hinged to fold

both ways.
' 1 Three hinged planning boards to be prepared in
three different ways:

Fig. #2 - Both sides blank, giod auality bond
: paper with hinge buried in card-
board filler. (Fig. 5) Medium card-
board weight stock.

Pig, #3 = Graph 1%ne 1% with 0.1" lishter
- ! divisions printed in non-vhotomrarhiec
e 2 ; i Hlue. Other svecifications same as
11‘"x22“ :Li&“x22“ E 13 :3‘/1"“ ) aboveo
: H 22n
’ q

Fig- 3 g S 3
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Pig. #4 - Calendar plamning, six month (blanks)
Three-year refersnce calendar on

Fig. & Az -
- reverse of panel #l. Printed in
) . ! % medivm gray.
£t )

2
-1

e

AR
o
N
NSNS
'3

ﬁ IT Envelope 14" x 2210 for £iling of charts (folded).
Filing information upver right seetion,

Taree-year calendar on .
back of first panel.

Linen hinge
Cardboard filler

High-grads bond

This Type
Fastener
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Employee Suggestion No, L06

A, Summary of the Sucgestion:

The suggester proposes the development of a program whereby
Career Service Boards interview individual employees periodically
and in special cases upon reguest of the employee. The suggester
believes that such a program would enhance the morale of the
individual work employee in the following ways: '

i

a. The interview would give the employee
the feeling that he is not forgotten,
but on the contrary every effort is
being made to utilize him in the posi-
tion he is best suited.

b. The employee could be guided in plane
ing for future. advancement—<what are
his future prospects, courses of
study he should follow or any other
advice and guidance the Career Ser-
vice Board representative may offer.

Bg Bvaluation of Concerned Office:
The Plans, Research amd Development Staff, Perscnnel Office,
has supplied the following evaluation to the Committee:

w), The proposal that a representative of the
Career Service Board interview individual
employees periodically regarding thelir career
e i interests and progress is consistent with
- 2BX1A the principles established inEEEEEE , 25X1A
> B coveraing the career service program.

"2, At the present time, however, there is
little uniformity among the various Com=-
ponent. Career Service Boards with respect
to the methods by which they carry out. .
their career planning respeonsibilities.
In some instances, members of Component
Career Service Boards currently meke a
practice of such interviews.
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3, The sugrester might be advised that this
suggestion is related to internal practices
of the Component Carcer Service Boards
which are not governed by uniform rules
and that he might wish to approach the
Component Caresr Service Board with which
he is associated with respect to this
suggestion,®

[+ Note:

ereodn

This suggestion is being presented at the rscommendation c»f
a Commitiee member in order that it may be discussed by the Come-
mittee prior to final disposition of the suggestion,
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Noo

e T —aa—

622

624

633

CONFIDENTIAL
Summary of Suggestion \5

Suggester proposes that 1legal resi-
dence be unalterable during overseas
tour of duty to reduce Agency travel
costs a3 employees raturn from over—
goas for home leavs.

Photographe for visas and passports
be taken by the Agency rather than
commercis)l photographers to effect

‘savings in cost to Agency.

Archive boxes be stored in Bullding
Supply Offices in lieu of storage in
the Records Center in order to reduce
the amount of courier service re-
quired to deliver the storage boxes

to the requesting offices, Such a
proposed plan would result in af=
fecting savings and increase efficiency.

CONFIDENTIAL

. Approved For Release 2000/06/19 : CIA-RDP80-00832A000100080004-4

Bvaluation of Congerned Offices

The Processing and Records Division, Persomnel
Office states that by law a person is entitled
to a change in his legal residence provided the
proper notifications on his part are made,

The Security Office states that employees under
unofficlal cover should not be in CIA buildinge
so commercial photographers are proper source
for obtaining passport photosraphs. Aequiring
necessary professional equipment would be costly
to the Agency and probably could not be fully
justified on the basis of the small number of
requests received for passport photographs. -

The Records Services Diviaion states that vwhem
the Records Retirement Program advances to the
point where retirement is made at scheduled
periods, offices generally will be requiring
boxes only once or twice a vear. It would not
be advantageous to have the Puilding Supply
Officers maintain a stock throughout the entire
vear., The collapsible boxes are stapled at the
Records Center to give rigidity for easier
handling and longer usage, and if they were
kept in the BSO's this would not be possible.
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Suzgestion

No,

638

640

641

646

25X1A

Summary of Suggestion

A Government tie line extension

be utilized for providing Federal
employees with information on the
correct time and weather forcast.

Suggester proposes that students in
training at I be required
to leave their Departmental ID
badges at Headquarters as an im-
provement in security measures,

Salvage of the one-quart, amber-
colored bottles used in Agency
photographic laboratories to
effect savings.

Suggester proposes that cover sheets
for cables be made in three separate
colors for ACTION, INFORMATION and
CONFIRMATION copies to provide for
easier identification.

CONF

CONFIDENTIAL

oved For Release 2000/06/19 : CIA-RDP80-00832A000100080004-4

Evaluation of Concerned Offices

The Lopistics Office states that in view of the
indsterminate non-recurring instsllation and en-
eineering costs and increased recurring monthly
rental costs of the additional equipment required
to provide the proposed service, no economies
would be effected throuvgh aceeptance of this
surgestion. Calls of this nature are usually
personal rather than offiecial and should not be
made from Govermment telephones,

The Security Office has informed Commitiece that
this procedure is already in effect.

The Loglstics Office is not aware of any Acency
requirements for reuse or resale of the vhoto-
praphic bottles. Remington-Rand, the vendor, does
not want the return of the bottlies on a "gift®
basis,

The Management Improvement Staff, Comptrollert's
Office states that past Agency experience has
shown attempts to identify a specific type or

elagsification of document with s specific colar

Teslae LSOO

has proved impractical for mumerous reasons.

Approved For Release 2000/06/19 : CIA-RDP80-00832A000100080004-4



iggestion

No.

649

651

656

Surmory of Suggestion

A mechanical devies be attached
to Ageney telephones enabling
the called party to distinguish
outside calls in order to improve
telephone segurity practices,

Suggester proposes that with the
acquisition of covert space and
prior to occupancy, administrative
personnel designated te tske charge
undergo a thorough indoctrination ae
to proper maintenance and opsrating
procedures., Such a provosal could
result in decreasing costs in this
area of Agency operations.

A proposed "Leave Record" card for
Aeency employees to enable tham to
maintain thelr own amuzl 2ad sick
leave reccrds.

ed For Release 2000/06/19 : CIA-RDP80-00832A000100080004-4

SECRET

Evaluation of Concerned Offices

The Losistics Office states that the telephone

company has advised that this could not be accomplished
because any noise, clicking or otherwlse superimrosed
on a telephone circult would be audible to the

calling party as well as to the party easlled, This
tends to c¢ive some people the impression that their
conversation 1s being recordsd or that the line is
tapped.

The Logistics Office states that writtemn instructions,
coverage in the Administrative Support Course, and
prorogsed real estate regulations and rzal estate
handbooks cover necessary instructions in the case

of safehouses,

The Comptrolleris Office states that many employees
do net wish to keep a running record of leave balanezs
themselves, A system that will give leave balances
to Time and Attendance Clerks ezch pay veriod ts now
beine conszidered.,
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660

662

666
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Summary of Suggestion

Attach inexpensive aluminum foil
reflectors above and behind radiators
to obtain better efficlieney in heating
Apency buildings.

Suggester proposss a program of securlty
awards to be presented to CIA employess
with perfect security records over an ex-
tended period of time; Ffor exsmple, five
vesrs, in order to inecrease security
consgiousness.

" The suggester proposes the procursment

of tollst tissue of good quality for
improvement of employee welfare and
health,

Evaluation of Coneerned Offices

The Locistics Office states that some imvrovement
in heating efficiency would be reslized through
apolication of this suggestion. Some undesirable
factors, however, are: high cost of instaliment,
objectionable appearance, diffieulty in ciesning
{would trap dirt), damage to walls from staplinz,
ete., and periodic painting and washing of walis
would be hindered.

The Security Office states that some Aecency come
ponents have a oreater degree of exposure te ros-
sible security violations; therefore, to commend
employees with perfect five vear security reé-
ords who have very little chanee for a violation
would be wnfair. The administration of such 2
program on an Apeney wide basis would be too
expensive under present budgetary limitations
and is not considered desirabls,

The Togistics 0ffice states that procurement of
toilet tissue is a funetion of the General
Services Administration, A program was recently
established to standardize on certain items of
procurement a@ an econonmy measure, Toilet tissus,
being one of these items, is currently purchaeed
in one grade and is considerad acceptable as

long as it meets the specifications of GSA.
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Suggestion
Yo,

672

673

709

Approved E

Summary of Sugpestion

Suggester proposss that a card
system on weights ‘and cubes of
cormunications items be set up
in a central location to increase
efficlency in planning the best
means of shipment.

A training program be conducted for
1lift and tractor operators in order
to increase efficiency and safety
methods in the handling of this
equipment,

Suggester proposes that amendments

to Regulations be made with pen and

ink rather than inserting newly
printed pages. This would effect
savings in the typing, printing,
paper and ink required in printing
up pages of amendments which have
only a few changes to the page,

000/06/19 : CIA-RDP80-00832A000100080004-4

Evaluation of Concerned Officea
Zyacuation of voncermed Offices

The Office of Commmications stated the 4 relusion
of welrhts and cubes in informstion filed in the
Commmications and Enesineering Requirements Branech
13 a project begun some time ago,

The Loristics Office states that personnel have been
trained in the proper use of tractors and fork 1ifts,
Posters and special bulletins have bean posted in
conspicuous locations and continuous safety sur-
veillance is effected by all supervisors,

The Regulation Control Staff, DD/A, states Shat
"Pen and Ink" changes are too inefficient to be
effective, "Printing dollars which could be

saved by the suggested method are considered to

be offset by the cost of the total clerieal

hours required to record changes." Delays in
posting changes by the pen and ink method would
result in the use of outdated regulatory issuances,*
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_Noo

677

494

Approved For Releag

Summary of Suggestion

The suggester proposes that a
Stop-and-Go 1ight be loecated

at the turnstile at the decr to

the restricted area in Q Building,

in order to prevent accidents oew
eurring when the tumstile appears to
be released, but is not. o

The sucgester states that in his office
Duro Clear Multilith typswriter ribbons
are used once and then discarded, thus
resulting in inefficient use of thess
speeial ribbons. The suggester proposes
that the color selector be reversed in
order to utilize the lower half of the
ribbon, thus making it into & "two-time"
ribbon, S

9 : CIA-RDP80-00832A000100080004-4

Evaluation of Concerrnied Officss

The Office of Current Intelligence states "The turn-
stiles were installed primarily to control the rate

of access of personnel to the restricted area, thus
allowing the OCI Receptionist time to verify approval
of such personnel to entdr the area...The problem
posed in referenced suggestion is usually caused by
impatienes of persomel entering the restricted area
or last minute rushes and the instellatiom of a :
light system would in no way alleviate this situation."

The Management Improvement Staff states that only two
types of ribbons are used in the Ageney for multiiith
typing. One is a narrow, one-time paper ribbon which
is used only on IR electrie typewriters and cannot
be reused. The Multilith fabric ribbons s however,
may be used any number of timss and are not to be
discarded after one uss, They further state that

in offices where Duplimat Masters are uvged only oc-
casionally the special ribbon is put inm the machine
to type the master and then removed » and the regu-
lar ribbon is reinstalled for other work, "It may
be that the suggester has seen this done and merely
assumed that the ribbons were baing thrown away."

The Logisties Office statesz that the practice of
discarding these ribbons after onas use should
definitely be discouraged, since the Multilith
Ribbon costs about 75 cents while the avarags $ypes
writer ribbon costs 25 cents or less.
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No,

685

691

Approved qu Release 2000
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Swmary of Sugg e’s’o’ianONHDENT‘AL Evaluation of Concerned-Offices

Tnstallation of a buzzer with pull
cord attachment in Agency shuttle
buses, It is also sugmested that
route maps be placed in the buses
showing the regular stops and flag
stops, plus the route taken. These
sugrested measures are propesed for
improvement in efficiency of shuttle
tpansportation.

Suggester proposes that Fom No.
388 WStaff Duty Officer Check List"
be reduced in size from 8" x 123"

to 8" x 5.7, Since existing in-
structions 1imit the mumber of rcome
gssigned to a Staff Duty Officer for
checking, only a maximm of 9 out of
the possible 36 spaces are normally
used, This would save paper, print-
ing and storage costs,

Suggester proposes the move of com=
ponente of DD/P now guartered in

~ Tempo Buildings I, J, K, L and

Quarters Bye to the vacated Emergency

" Hospital. This would relieve crowded
conditions in the bemporary builde
ings, lead to more efficient opera-
tions, higher merale and economical
building maintenance.

- The Logistics Office states basic idea worthy

of commendation; however, "approximate cost for
procuring and installing buzzers would be $50.00
per bus, and due to the dictates of economy,
such an addition does not. appear feagible,” Due
to the "rush" hour traffic in the Washington
vicinity, it is sometlmes necessary that the bus
routes be changed, but the "stops" remain the
same. In view of the necessity for changing
the routes, it appears that the driver could
supply more timely and accurate information
upon request, FPublished schedules designa-
ting the bus stops have been ‘distributed

" throughout the Agency.

The Security Office advised that Form No. 38-8

is being revised to include a section of in-
structions covering the proper procedure for
closing, locking and checking combination

_lock safes. This will leave space for 18
- pooms to be checked by a Staff Duty Officer.

The Logistics Office states that DD/P
activities occupy 2 total of approximately
267,000 sg. ft. of net usable space in Builde
ings I, J, K, L and CQuarters Eye. The General
Services Administration has advised the net -
usable space in Emergsency Hospital amounts %o
only 27,000 sq. ft. In view of the vast dif-
fersnce in nebt usable arcas, the proposed move
to the Emergency Hospital Building is not con-
sidered advanbageons to this Agency.
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No.

694

696

‘700
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Swmary of Suggestion

Suggester proposes & plan for
enlarging Q Puilding Cafeteria by
moving the locker room and recep~
tion room to other locations and
removing the wall of the supply
room at the rear of the cafeteria.

/

The installation of Tampax dis-
pensers in all ladies! rooms as a
measure of improvement to health &
welfare of employees. Such a con- ’
venience may reduce amount of sick
leave taken.

Recpening of the 1Tth Street en-
trance of I Bunilding providing &
more convenient and efficient en-
trance o CIA employees.

Standard Industrial Card File Forms
(No, 60-34) be printed on 8"xj 3/4"
gheetz for use by tho Industrial

Register. Since the lower half of

65% of the 8"x1l0" forms are not used,

the unused portion is cut off for
ease of filing, thus causing a waste
of time and paper.

-00832A000100080004-4

Evaluation of Concerned Offices

The Logistics Cffice states that "The suggested
plan to enlarge the Q Bullding Cafeteria has
been considersd on previous cccasions and was
deemed impractical on the basis of the expense
involved, The existing fire-wall separating the
cafeteria from the adjoining Employees' Locker
Roon and the Supply Office would have to be re~
located in order to effect the expansion as rec-
ommended, In addition, it would be necessary to
raise the floor level of both rooms to coincide
with that of the cafeteria.®

The Logistics Office states that "Recent experiments
on the part of Public Buildins Service, the agency
responsible for providing this kind cof service in
public buildings, discloses that the demand for
Tampax is not sufficient to justify the costs of
installing and servicing the dispensing machines. ™

The Security Office states that arrangements

were already made for the reopening of the 17th
Street door of I Building prior to receipt of the
suggestion.

OCD states the present 8"x10% ICF form was developed
in response to the need for more space than was
aveilable oz the original 5"x8" form. Estimates of
the use of the lower half of the ICF form run as high
as 803, There is little waste of paper since the
blank paper that results from cutting down the 8%
%10" form is often used up as scratch paper. The
ICF form is sometimes used as an identifying cover
sheet for a document incorporated bodily into RI
files, and thereby protects the document and makes
it easier t¢ handle.
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Suggestion
No,

718

79
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Sumnary of Suggestior

The suggester proposes limited
distribution of Employee Statement
of Earnings and Deductions (Form
34=45) in lieu of the present pro-
cedure of distributing a copy of
Form 34-45 with every pay check.
Many employees do not retain these
cards for their permansnt pay ree-
ord, By distributing the forms only
(1) with the initial pay check of new
employees, (2) when a changs in pay
status occurs, (3) regularly with
each paycheck only for those whe
submit specific request for it, the
Ageney would effeet savings in paper,
ink, printing costs and man-hcurs,

The suggester proposes improvement of
safety conditions in the corridors of
M and Q Bulldings by removing excess
equipment located there in order teo
assure clear exits in case of zmer-
gengy.

32A000100080004-4

Evaluation of Coneerned Offices

The Comptroller states that consideration was siven
to limited distribution of the notice to empiovees
of the breakdown of their pavchecks at the time the
presert system was installied. It was determined
that the distribution of the form would have %o he
made at least to every employee havinz 2 change in
pay status during the pay veriod, A comparisen
between the present svstem 2nd the suprested mathas
shows that the latter method would be more expen-
sive, require more personnsl man-hours, and micht
necessitate overtime work in the over-all pay-
rolling operation.

'
The Lorlstics Office states that safety moasures
require that all corridors and stairwells be kep:
clear of surplus materials, Frequently, however,
it is necessary to leave equirment and offies
suprlies within the buildine after 2 major move
has been accomplished until the necessary paper

work cen be prepared and forwarded to the
B It ic coubtful thet <his sro-

cedure can be improved without entangiing ths
accountability racords,
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Suggestion
No,

724

729

731
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Summary of Suggestion

The suggester proposes the use of
translucent globes with 200 to 300
watt bulbs in lieu of eleetroliers
which require 750 to 1000 watt
electric buldbs in M and Q Buildings,
The present lighting system lowers

the officiency of the air-conditioning
unit, thereby impairing employee morale

- and welfare,

The suggester proposes a procedure for
conserving heat in Agency buildings in
order to effect savings in fuel costs.

The suggester proposes that hand vacuum
cleaners be made available to Divisions
for cleaning typewriters, This would

alleviate sending some of the machines to

the factory for cleaning purposes, thus

saving man-hours and time lost to cleriecsal
personnel. due to the absence of the type~

writer from the premises,

R0080004-4

Evaluation of Concerned Offices

Te Logistics Office says the heat generated by the
1ights in M and Q Buildings requires 25% to 30% of
tha air conditioner capacity. This situation could
139 slleviated to a great extent by the substitution
68 flucrescent or lower incandescent fixtures of the
direct or semi-direct types. PBS officials conterd,
however, that the expense involved does not warrant
such extensive corrective measures in temporary
structures, even though an appreciable reductien in
electrical power consumption would be realiszed.

The Logistics Office says that the suggested methed
of effecting fucl savings is not considered feasible
by PES heating engineers, since 1t would not enable a
readily accessible control of heat during intervals
of sudden weather changes. FReduction of steam pres-
sure to diminish the supply of heat has been found to
be impracticable in most systems supplying Asency
buildings,

The Loristics Office states that typlsts and stenegra=
phers are instructed on the cleaning, oiling, and cov-
ering of typewriters upon entering on duty with the
Ageney. Any cleaning and repair outside of first
echelon care is the problem of the typewriter repair
man, Typewriters are not sent to the factory for
cleaning, since this function is performed by our
Ageney repair shop,
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Sunmary of Suggestion CONHDENT'AL

A suggestion has been made that
Agency employees handling opera-
tional funds in the fisld be
bonded by an insuranes firm. This
bonding would be done at the em-
Ployes's personal expense and would
insure the Agency of recovery of
funds for which thére is no satis-
factory accounting,

The suggester proposes that Agency
telephone number be changed since

it is such a difficult and len
number to repeat back each time the
Agency is called. This should enable
the operators to answer more rapidly
and with less effort,

The suggester proposes that letter-size
messenger envelopes be procured for Agency
use. These would be used for small-gaized
correspondence such as IRM cards and lete
ters and would therefore prevent rumpl i
and wrinkling caused by use of the large
envelopes presently stocked, This would
also result in a savings in stationery
costs,

04-4

Evalustion of Conecerned Offices
S0l oncerned Offices

they already do se for some Finanee personnel, and it
is felt this cost would be in excess of &ny amount
recouped from shortages,

The Logistics Office states the proroged change is im-
practical for the following reasons: Executive 3-6115

.18 our publiasheq number and is the first of 45 incom-

ing 1ines presently assigned to the Agency, In order
to receive calls, sequence numbered 1'nes must bhe
available so that incoming calls may search for an
idle line into the Agency switchboard; 1.e, s anyone
calling EXecutive 3-6115 has access to EYecutive 3-6114
through EXecutivs 3-6159, Therafore, if we change our
first or listed number, we must also change the ge-
quence numbers and there are not 45 new sequenes num-
bers availabls for assignment,

The Logistics Office states "existing and planned stock
lessenger envelopes, size 12 x 16 and 10 x 15, respec-
tively are adequate for transmission of forms and cor-
respondence.” The 12 x 16 envelope stock is expected
to last through June 1954, at which time replacement
stock of the smalier envelope wiil be effacted,
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