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23 September 1955

vevoranoune 5o | . 25X1A

SUBJECT : Meeting of CIA Incentive Awards Board

25X1A
In accordance with the provisions of Regulation No._

Incentive Awards Program, the CIA Incentive Awards Board will meet

on Thursdey, 29 September 1955, Room 242 Curie Hall.

FOR THE CHAIRMAN, INCENTIVE AWARDS BOARD

_ -

Executive Secretary

Before our discussion re signature line, 100 copiles of this form

. memo were made. May we use these in the interest of economy?
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Attached recommendation was
inadvertently omitted from the
Agenda delivered to you this
morning,
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Oﬁice Memarcmdam o UNITED STATES GOVERNMENT

TO :
THRUY 2
FROM

25X1A

25X1A

25X1A

25X1A

Chalrman, Incentive Awards Cuittee DATE: 1 Berteunpes .-

Acting Assistant Director, (OCR

Chief, Industrial Register, OCR

SUBJECT: Suierior Accomilis1ment Avard for Messr: . || TGN --:

1. 1In accordence with Far. 7, t., (1} Regulation e . NN
Mesars. are recuacsended for
a Superior Accomplishment Award, In recognition of thely _utuel
efforts in developing a device and method designed wo inprove the
reporting of graphic information in support of the diversified
projects of the intelligence cormunity, but not necessarily re-
stricted to the irndustrial field,

8 unusual scheme consists of a "sketch map grid" knowt
as (Exhibit A) and later redesignated GR-136L £-53. It
iz divided into cne inch sguares to form s North-South snd ean East.
West grid arrangement; each grid square is further divided into
five sub-grids also running from North to South and five from Eest
to West. In additiog, circuler grids radiate outward Frow the
center of this grid system wil ever-irncressing radii of one inél,
The osriginal purpose of this grid plotting device was to provide
a standardized system of reporting informetion in the form of a
memory sketch to an approximate scale which, when compared with
similar sketches of other scales, could be interpreted with littis
difficulty.

3. Shortly after the GR-1384k was tirst ecployed, muerous
other uses were found, all of which rely heavily upon the com-
pleteness and accurac ; '

rewings ol products, plent layout studies, town plunning, and the
basic processinrg, collation and evaluation of intelligence infor-
mation.

L, The importence of this grid map cannot be overenphmsized.
The basic problem comnected with meeting the requirements sbove,
is the lack of adeguate maps, photos or related coversge. In
nmemory sketches the absence of uniformity as to orientation, points
of departure and scale also create conflict (See Exhibit B). A
study was prepared by the Geographle Division, ORR (Exhibit ¢) to
show the anelytical difficulties encountered in pinpointing an in-
dustrial installation based on memory sketches; conflicting sketches
result in inadequate finished intelligence.
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SECRET

©,  (R-1384 has been utilized in the following ways:

a. Because of the lack of town plans, the Industrial
Register analyst must plot conflicting plent and
town information on' & Dasic GR-1384 before basic
snalysis mey be underteken (Exhibit D).

. The Industrisl Reglster anslyst uses the GR-1304
as o basis for assisting the followlng organizations

in the preparation of meps, town plans, F 25X1A
25X1A

Air Targets Division, AFOIN, USAF (Exhibit E)

Air Resesrch Division, AFOIN, USAF (Exhibit F)

Aercnautical Chart and Informetion Center, AFOIN,
USAF (Bxhibit @)

Strategic Alr Command (Exhibit H)

Army Mep Service (Exhiblit I)

Geogrophy Divislon, ORR (Exhibit J)

25X1C
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7. In view of the shove, it 1= reconmended that the accomplish-
nents of Messrs. NI ¢ covsidered for an Inter-Agency
Award for Superior Accomplishment, consisting of & minimum of $1000.00
each.

Zncls: 15 Exhitviss: afs
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10 June 1355

UFMGEANIUM FOR: CIh Incentive Awarde Commi ttee
THEU: Special Assistent to the DD/I (Admin.)

FROM: Acting Assistant Director, C&D

CUEJFCT: Monetary Avard for _

. y the AMdministrative -
1. TFor the past eight years,
officer of OCD, has served the Agency with efficiency and loyalty. As
a 0S~13, she has handled all of the ususl sdministrative chores for &n
otfice of over JJpecrle with a staff of only six aseistants.

. r performence over the years has been congistently gxamplary,

She hia mg.:ntiined exceptionally good rapport with OCD employees at b:ll
levels and is respected and admired by them. As e result, she has been
gble to short-ctop many personnel sctions before they could b‘ecome mi, .
roblems. Her dealinge with members of the Office of Personnel and coh- |
f-,ms \ith counterpart staffs in the Agency have been particularly effec—
tive. And, she has proven herself capeble of conserving OCD rungs and
keeping msnpover requirements down. The many camplimente which CCD has
recelved regarding her teot, good judgment, and enterprisze are testimony
to ner cutstending ability.

| king e le of her initiative ig the way in which she
deviszt.i alpigforgrﬁx\ﬁ,ing pergonnel turnover in OCD. As = vacancy
opent in OCL, the Administrative Staff prepares sumaries of the q\unli.--~f
ficatione of all OCD employees eligibtle for the job. The Division Chie
who has the vacancy reviews the summaries and prepares recommendation?
for tre OCD Career Service Poard. This procedure guarantees that OCD's
higher jobs will be staffed by the most experienced snd best qualified
peorple in the Office; it encourages personnel to remain with the Office
hecsuse they:are aware that they will be oonsidered for opportunities
which erice in any Division; and, it serves as a general morale booster.

L. I feel confident that no Office is better cerved by its Ad-
ministrative Officer than OCD and I sugpect that, due largely to her
efforts, our administrative overnhead is probably the lowest propor-
tionately of sny sisable office or staff in the Agency.

»
ik
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5, It is therefore recommended thot T - cc-ivc 25X1A

a cesn award, of en appropriate amount, for her exemplary performeance
of assigned tagks which has resulted in increased efficiency end im-

provement of OCD operations. .

. 25X1A
13"- Em.
70t CIA Incentive Awards Committee 22 June 1955 25X1A
T am very familiar with NN work through daily
contact and highly recommend awm appropriate cash award in
recognition of her outstanding performance,
25X1A

]
Assistant to the DD/T (Admin.)
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25X1A
2 ame G015
MIMCTANTUM FOR. #ClA Incentive Awords Comaij:itees
TiEL Specisd fesistant to trhe DLY/I (Admin.)
FROM: © ' Acting fcsistant [drector, C&C
25X1A

{TETFCT: Monetary iverc for | NG

1. For the past eight years, || G t:¢ Addnistretive 25X1A
Officer of OCD, has served the Agency with efficiency end loysity. As
a 0&-17, she has handled &l] cf the usuel edministrative chores for &n
coffice of over [ reorle with a staff of only six essistants.

2. Her performance over thne yearc hss been consistentiy exemplary.
She has mainteined exceptionelly good rapport with OCL employees at zll
Jevels and ic respected ancd sdmirec by tiiem. As e result, she r&s been
el'le to short-cter many personnel sactione before they could become regal |
protlems. Her cealings with members of the Cffice of Perscnnel end coh-
tacts with counterpert staffe in tue Agency have been particulerly effec-
tive., And, she nag prover herself capable of conserving OCT funds and
keeping manpower requirerents dowr. The many compliwente which (CD has
received regarding her tact, good jucdpment, anc enterprise are testimony
+. her cuistending Tbility.

3. A strikingiexample of her initiative is the way in which she
ceviced a plan for geducirg perscnnel turncver in OCD. A8 & vacency
npens in OCD, the Adminfctretive Cteff preperes summariee of the cueli-
fications of 811 OCP employees eligitle for the job. The Divieion Cnilef
who hes the vecencyireviews the summaries &nd prepsres recommendations
far the OCD Career Service Foard. This prorecure guarantees thet OCI's
higher jobs will be steffed by the most experienced and best quelified
people in the Office; 1t encovrages rersocnnel to remain with the Office
tecauce they ere awsre that ti.ey will te considered for epportunities
wvhich srice in any Jivision; and, it serves sc & genersl morele booster.

4. T feel confident that no Office is better served by its Ad-
ministrative Cfficer than OCD end I suspect that, due largely to her
cfforts, our administrative cverhead 1s probably the lowest propor-
tionztely of any sizable office or steff ir the Agency.

L e

Approved For Release 2000/6{if |1ihH BMps0-008324000200020001-2



' PONTITIIETIA
Approved For Release 2000/0H/01 | LAA RHIP80-00832A000200020001-2

It is therefore recormended tnat, ;-;3,;:,_ reced e 25X1A

v rmsn auara, of en snnronriste smount. Tor Fer exemplary verfcrmanes
L SRS RS S TN Ae - . . > . y ) ) o ’
vt anslsmed terkc which rag resulted irn incressec efficiency end im-~

Erverent of OCU operations.
25X1A
igt, Endo
™. 0TA Incentlva Awards Cormities 22 June 1955 25X1A
T am very familiar with [ vorc through daily
contact and highly recommerd am appropriate cash award in
reccgnition of her c¢utstanding performance,
25X1A

Assistant to the DD!! (Admir.)
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SUBJECT:

25X1A

25X1A

25X1A

25X1A

Chalrman, Incentive Awards Corittee
Acting Assistant Director, OCR

Chief’, Industrial Register, OCR

Superlor Accomplishment Award for Messi: . _ snd

1. ppudat ion o,
Messars. are recihaaerded for
8 Buperior Accomplishment Awerd, in recognition of theiv .utuel
efforts in developing a device end uethod designed oo inprove the

- reporting of graphlc inforuation in support of the diversified

projects of the intelligence corseunity, but not necessarily re-
stricted to the industrial field.

o 1s unusual scheme consists of a “sketeh map grid™ know.
as (Exhibit A) and later redesignated (R-136hL £-53, It
ls divided into one inch sguares to forr a North-South and an Fast.
West grid arrangement; each grid squere is further divided into
five sub-grids also running from North to South and five Trom Basi
to West. In addition, circuler grids radiate outward fron the
center of this grid svstem wiikh ever-increasing radii of one inch.
The original purpose of this grid plotting device was to provide
a standardized system of reporting information in the form of a
merory sketeh to an spproximate scale which, when compared with
similer sketches of cther scales, could be interpreted with 11{ttie
difficulty.

3. Shortly after the GR-1308k wes tirsti esployed, numerouws
other uses were found, all of which rely heavily upon the
pleteness and accurac - M Y

rewings of products, plant layout studies, town plunning, and the
basic processing, collation and evalustion of intelligence infor-
mation.

I, The importsnce of this grid mep cannot be overemphasized.
The basic problem connected with meeting the requirements above,
is the lack of adequate waps, photos or related coverage., In
wemory sketches the absence of wniformity as to orientation, points
of departure and scale also creste conflict (See Exhibit B)., A
study was prepared by the Geographic Division, ORR (Exhibit ¢) to
show the analyticel difficulties encountered in pinpointing an in-
dustrial installation based on memory sketches; conflieting sketches
result in inadequate finished intelligence,

Approved For Release ZOOOIOWGBEY\-RDP80-00832A000200020001-2
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£, (GR-1304 has been utilized in the following ways:

A.

25X1A

25X1C

-Approv

Because of the lack of town plans, the Industrial
Register analyst must plot conflicting plent and
town informstion on d vasic GR-1384 before basic
analysis mey be undertaken (Exhibit D).

The Industrisl Reglster analyst uses the GR-1364
2s e basis for assisting the following organizations

in the preparation of meps, town plans, |G

Air Targets Division, AFOIN, USAF (Exhibit E)

Alr Research Division, AFOIN, USAF (Exhibit F)

Aeronautical Chart =and Informetion Center, AFOIN,
USAF (Exhibit @)

Strategic Alr Command (Exhibit H)

Army Mep Service (Exhiblt I)

Geography Divislon, ORR (Exhibit J)

25X1A
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significent considerations are the timesaving factors involved in the
collectior, reporting, research and analysis of raw intelligence datsa.

of the above, it is recommended that the accomplish-

' e In view
25X1A ments of Messrs. —be considered for sn Inter-Agency
Award for Superior Accomplishment, consisting of & minimum of $1000.00

each.

25X1A
i Zncls: 15 Exhivits: a/fs
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Assistent [irector for Gollection & s sorcination DATR: Sep 78 1951

e ]
a

FROM : lssigtent Direetor for Seientifio Intelligence

SUBJBLT: Appreciction for Serviees Rendered

hee sshed thet
mrice rerdered

‘ 1. The Chief, Vespons & Bquipment Divigion, &I
I extenu *to you our appreclation for the m:uepb:i.hnaa;ﬂ. ;

to this office by one of your employees. ‘The individual,
xmz I underetand ig asting asg section chie fy brea IV, [mus #trdal Pegs :‘
ister, 1s reported to heve been tmug el dly m.mpu 1\wiw> BN e 1:“'J.mer-r, jn

T ey 3 N
understending our gpecific problems eand in aeal Ung our sttention to
items which we otherwisze might heave migeed.

o v a s ) "
2y VWhiie thig sp&scii:l. ¢ dnstonte s cited ae wortiy of vreeis
comnendation, it ig vur oboervetion - i@ desire “t‘f:”f‘rw e ﬁfl‘*w
. 2 ceslre o serve exbends
throughout your office and ie Lnmited only by the manv dem i '«mm
‘Io}} E‘né‘ }WJLLIL t&ff A 1k N EILWLONE OO0

LtORD, dn sddition to vhatever
c N o ouc st
c rest of your eteff our
ervice they ore rende x?m»‘

A inwe,, *;?01 wwlﬁ rvsct,z,nd Lo
,'w:r“et,lum,mn for the prompt end efficient
thieg office,

e
)
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SECUBRITY dwiaRivea il

fop 8 195k
iusistant Hreet v, CD

sasistent Director, 51

25X1A

The Chinf of the Nuclear Fnerpy Dlvision hus drown my ate-
tantion Lo the outst nding quality of work of [ IIIEIGINININIL 25X1A
YR/CD, in uncovering significant informatlon relnted to atomic
energy intelligence. iHig contribubtions have extwnded v be-
yond the normmal course of his duties and sre lndicalive of the
app icatlon of a high level of ingenulty. le hes demunstrited
a kesn sengs of obsarvetion and corrslation. I wish to commend
for him afforts snd to record my apprecistion for
thig type of support by your crgmizetion,

25X1A
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\ N>
25X v, I, fotine cnier, \Y e O e 2o sume 1954
‘ Industrial Regleter, OD T
THRY  Chief, Diviston of dervices, ORR
Faost 1 Chlef, Orgeni:e ions and Managoment Arensh, D/3
wronfece: Commendotion
 1; We wieh to express our mpprecistion for the sxos]llent .
sovperetion rece’ved from IR end for the tnitistive demonstrated by
its snalystas in bringing to our attention significeant informetion on
olvil deferite astivities in the Sewlet Bloc. : '
2. Dus %0 the nature of the repsrts sontaiping Information on
e the bullding of elreraid sholbers, the sxletence of this materisl mirht
o ot bnve been suspseted had 1t not besn for the work of
25X1A who resognised its Megnitiomon. Por his of fort, as wel)l as
S _genuine sooperative attitude of _and of 25X1A
e melring this nate - availsble to ue and in  25X1A

25X1A

atuinting s in 1ts exploitstiocn, we are very grateful,

;@@ © This whele~heertsd effort contributed groatly to the develope

a:*mt ﬂ' useful intelligence. ‘
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' Suggestion No, 884

A, Summary of the Suggestion:

The suggester has proposed that employees separating from the
Agency be required to hand-carry a Time and Attendance Report anc a
copy of an SF-52 (with the apprcved separation date *.orcon’ o tha
Payroll Office concerned., This would improve relaticrs wi'h toth
employees and other Agencies, as well as result in a monetary saving
to this Agency, since the Payroll Offices would not have to chers Doy
on prior period Time and Attendance Reports to verify %he lez® worcin:
day anc to find out how much money was paid in order . comne
lump swa payments.

B. Evalvatinn of Joncerned Offices:

g 1 el CaTl f1 20 Oy SOUa.” - . 3y Gt nuucaered payroll.
office is receiving some acvance rotico ¢ the ~perating orflces of the
separation of personnel. Inm thir crinmoabion. “ue Office of Personnel
advises separatees of the advantages te h- s5n00, din hand~carrying e
copy of the Sr-52 and T & A Report to iLe Aopropriate payroll office
during clearance., ‘

It is not considered appropriate, however, for an employee to be
precluded from clearing through final processing if he does not have in
his possession, during the final clearance proceus; copies of the SF-52
and T & A Report. . Thisopinion stems partly from the desire of personnel

Approved For Release 2000/08/07 - GIA-RDP80-00832A000200020001-2
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Suggestion No. 884 (Cont!d)

to leave expeditiously on their last day, partly from an interest in
having them leave in as happy a frame of mind as possible and partly
because there are already many clearances which each departing employee
must make, To require another would add to an already burdensome
procedure,

Instead of requiring each separatee to hand-carry an SF~52 during
the clearance process, the operating office involved could forward
8F-52 to the appropriate payroll office as soon as it is typed. If

. a subsequent change were made in the effective date, the operating
office or Office of Personnel, as appropriate, could advise the payroll
office concerned. Operating officials could be charged with responsihi-
lity for giving T & A Reports to separatees, but the Office of Persrunsl
should not be required to police such an arrangement or to slow final
clearance proceedings by requiring an individual to secure one from .o
office concerned before he scparates.

The suggester's proposal relative to the transfer of funds is
considered desirable and the Office of Fersonnel will coordinate the
matter with the Comptroller to determine an appropriate means of
implementing the suggestion,

C, Recommendation of the Fxecutive Secretary:

Disapproval is recommended on grounds that the suggestion falls
within the duties and respcnsibilities of the suggester, The suggestcs
job title is "Time, Lezve, Payroll Supervisor" in the Office of the
Comptroller, Fiscal Division, Payroll Branch. The following is a
quotation from his job description which is contained in the Official
Personnel Folder:

"Responsibility for the planning, development, and continual
administration and operations of Payroll, Time, Leave and Retirement
functions. « . Jhas technical control over time, leave, and payroll
preparation personnel located in operating offices in the departmental
field and overseas services," :

CONFIDENTIAL
Approved For Release 2000/08/07 : CIA-RDP80-00832A000200020001-2
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CONFIDENTIAL
Suggestion No. 922

A, Summary of the Suggestion:

The suggester proposes that the pouch receipt be redesigned so
that it may be used as a log in addition to its normal useage. The
suggester feels that this would save the time of rewriting the title
and date of receipt or departure of a clagsified article and save the
expense of the logging forms,

B. Evaluation of Concerned Office:

The Chief, DDP/RI advised the Committee that:

"Due to the varieties of material forwarded through the pouch
channels, the sensitivity of such material, and their similarities
in many instances, as well as the accountabllity acquired, it is
necessary that pouch manifests be prepared in such a manner that
positive identification of each item may be made.

"Pouch manifests must list the entire content of each pouch and
must include such details as dispatch numbers, symbols, subjects,
number of copies, enclosures, and attachments, in order that the

 recipient may be assured that the exact material intended for him
has been received, In addition, material may, in many instances, be
. forwarded through split transmission to a number of different offices
or individuals or a single documsnt received in the pouch channels
may be forwarded to many individvals or offices, in turn,

"Tn the Clandestine Sewvices, it is considered thet the suggestion
is not feasible as sufficient space is not provided on the suggested
form to provide for the above, and as the pouch manifests and logs
mainteined in connection with pouches and dispatches are prapared and
used for different purposes, and in a majority of cascs 22 different
offices."

C., Recommendation of the Executive Secretary:

In view of the foregoing comments, it is recommended that the
Committee reject this suggestion.

Approved For Release ZOOOIOQJ%I'D%%IB_LDP80-00832A000200020001-2



Approved FolNgélease 2000/08/07 : CIA-RDP8M832A000200020001-2

CONFIDENTIAL
Suggestion No, 1216

A, Summary of the Suggestion:

The suggester proposes that telephone list finders of
distinctive color be provided, He believes this would bring
about a reduction of security infractions amd a probsble
reduction in petty loss of property. The cost of spraying
existing finders in a batch wowld be nominal, and procurement
of new stocks should cost little more than procurement of
present finders.

B, Evaluation of Concerned Office:

On October 195l, the Chief, Security Division stated
that they imposed no objection to the use of any color for
telephone list finders and suggested referral of the suggestion
to the Logistics Office for the standpoint of costs involved.

On November 1954, the Chief, Administrative Staff, LO
stated that the additional cost involved in providing for
the proposed non-standard item wuld not be justified, since
10 interpreted the Security Office evaluation to mean that
they did not see any advantage to the suggestion.

On May 1955, the Acting Chief, Physical Security
Division, in reply to a request for clarification of their
evaluation stated that an effective security program requires
some ingenuity on the part of those concerned, The security
regulations require that information of a classified nature
will be stamped with a classification appropriate to its
degree of sensitivity, Thus to paint telephone list finders .
would be an additional expense to the Agency and would still
require the affixing of the appropriate classification,

The use of pre-printed cellophane tape bearing the various
classifications has been approved by this office for marking
appropriate equipment,

On view of the above and the fact that exposed classified
telephone list finders account for only 5% of total security
violations, with only 2% being due to finders left on top of.
desks, tables and safes, it is recommended that this suggestion be
disapproved for adoption.

C. Disapproval,

CONFIDENTIAL
Approved For Release 2000/08/07 CIA-RDP80-00832A000200020001-2
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SECRET

Suggestion No., 1302

A, Summary of the Sugpestion:

The suggester proposes estaolishment of a specialized
secretarial training course (in addition to classes now offer~
ed to Agericy stenographers)i the establishment of 2 new
Service Designation entitled "Agency Secretary"; and details,
requirements, procedures and goals related to these sug-
gestions, '

B. Evaluation by the Concerned Offices:

The suggestion was evaluated by the Chief, Clerical
Training, OTR, the Chief, Placemont Branch (Clerical),
Office of Personnel, and the Deputy Director of Personnel
for Planning and Devdlepment, The evaluators concurred in.
disapproving the sugzestions outlined above, Primary con-
siderations for disapproval included:

(1) 'The special service designation is in conflict
with broader career service concepts and programs
now in effect; and in particular is not in accord-~
ance with the "unified service" concept of the
Agency career program;

(2) A portion of the recommended action included with
the above suggestions is included in staff studies
and recommendations which have been under considera-
tion for some time, and are approaching a stage
of implementation;

(3) 1In the opinion of individuals most directly con-
cerned, ilmplementation of the training program, in the
form suggested, would encounter major practical
difficulties.

The suggester was commended for the scope of the

craneenst and vl thavanannaas AP ha ovepnvatd oo

Ce Recommendation of the Executive Secretary:

Disapproval with special commendation for thoroughness
of preparation and validity of goals expressed therein.

SECRET
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CONFIDENTIAL

Suggestion No. 1340

This suggestion is concerned with the congestion and
unsightly appearance caused by the burn bags in the main entrance
of Building L and other buildings. It is noted that:

The present practice (in Bldg. L) results in:

a) empty bags being stacked beneath the employee's
bulletin board.

b) sugar from the empty bags being seattered over the
floor, '

¢) a sizeable accumulation of sacks and waste by the
time collection for burning is made.’

d) the waste is exposed to the cleasning forca.

In order to correct this situatiow -+t 18 3“3393'_beé that
all classified waste be stored in Room 1032 of Bullding L and
guch suitable rooms in other buildingd.

The Ac CTITLe, Repadoal -SegNTL jvision stated that the
‘iha-iu?gmerit,’but that the Off?ggn of Security has planned

such & program for the past year. A sample room was recently
completed and placed into daily use in Room 1027, "I' Building.
Additional space in "J" and K" Buildings has been provided for
the construction of additional classified waste repositories,
Repositories will be comstructed in other buildings aa suitable
space is provided, He stated that the suggestion was already in
effect and that no part of it made an added contribution,

Disappx;oval

CONF IDENTTAL
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Suggestion No. 1370

The Agency should establish a short wave radio {voice code)
facility to be used as 2 supplement to existing systems used in
alerting key officials in case the Emergency Dispersal Program
is put into effect. This would be desiralle in cases where the
primary alerting systems failed or wave destroyed,

ises tk "; the present system of bwzzer alerts withan the 4 geney
and the siren alerts for the Washington Area are sufficient tcz
notify all concerned and no great improvement can be envisioned

in having the proposeft units installed.

Disapproval

CONFIDENTTAL
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CONFIDENTTAL
Suggestion No, 1373

A, Summary of the Suggestion:

The suggester propeses a plan to increcase the efficiency
of the Files Section, Records Integration Division which,
in summary, would include the following innovations:

(1) Setting aside a large area for Registry Files and
Reading Room; this area should be large enough for present
Registry Files, for potential expansion, and for an adequate
number of small desks at least half of which shall have
typewriters, Also, another room with a minimum of five
microfilm viewers should be provided;

(2) Assignin all personnel presently pulling documents
in the Registry Files Section to servicing requests on the
above desks;

(3) raking available to all Lranches a copy of the
book, showing tiwe meanings of Registry classification numbers
to faciditate obtaining of documentis;

(4) Relocating RI/Archives Section, so that it is in
the same building as the above facilities.

B, Evaluation by the Conccrned Office:

The Chief, RI evaluato? the suggestion and recommends
disapproval, He states, in part, that the "Subject' . sugwz-
gestion has been reviewed in RI, and is considered tn ro-
flect a general lack of information as to the complexity
and detailed functions of the Records Integration Division, . .
The subisct suggestion has not provided a practical solution
to amyof the alleged problems presented, and has presonted
the problems in very general terms., . ." A major objection
of the evaluating office to the details of the proposal is
that the suggestion did not take into sufficient consider-
ation the fact that the RI files are opcrating files and
constitute a working implement, the direct use of which can-
not be denied to the Senior Staffs and Area Divisions, Also,
the suggestion tended to short-cut established procecdures
for clearance for use and limitation of routing of files
in accordance with the need-to-know principle., However, the
gvaluator stated that "It is agreed thet the RI/Archives
Seotion should be in juxtaposition to the RI/Files Section,!

Ce Recommendation of the ixacutive Secrotary:

Disapproval, Evaluator's agreement with a portion of the
Suggestion, as noted in the last sentence above, does not indi-
cate that the suggevstrlou cuntributbed o an awareness of the
problem or indicated a practical solution.

Approved For Release ZOO%QMgEi\]ﬁlj&-RDP80-00832A000200020001 -2
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: CONFIDENTIAL

Suggestion No, 1388

A, Summary of the Suggestion:

The Suggester proposes an initial visit only to the Central
Processing Branch PRD/OP by a traveler for the purpose of being
briefed as to travel requirements with which he must comply. All
subsequent travel by that individual would be without benefit of
CPB briefing. ‘

B. Evaluation of Concerned Office:

- The Chief, Planning and Analysis Staff reports that: "Regarde
less of whether a person travels once, intermittently or rather
frequently, numerous changes in procedures, restrictions, security
implications and other related matters make it imperative both for
the protection of the Agency and for the protection of the traveler
that he be kept informed."

This applies mainly to the foreign traveler while most domestic
trawelers do not have to go through this procedure,

Ce Recommendation of the Executive Secretary:

Disapproval

CONFIDENTIAL
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CIA INTERNAL USE ONLY
Suggestion No, 1389

Summary of the Suggestion:

The Suggester proposes that a road be constructed running
due South from the rear of Central Building for Constitution Ave.
for the purpose of improving Agency shuttle bus service and
reducing the cost of its operation,

Evaluation of Concerned Office:

The Chief, Administrative Staff/LO and T ransportation Division/
10 upon investigation concluded that: "In view of the terrain
involved and the location of buildings which obstruct the route
of the proposed road, the advantages to be gained through construc-
tion of such a road are felt to be greatly outweighed by its cost."
Sanction for construction of such a road would also have to be
obtained from the District of Columbia Highway Division.

Recommendation of the Executive Secretary:

Disapproval

CIA INTERNAL USE ONLY
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CONFIDENTIAL

Suggestion No, 1391

Summary of the Suggestion:

The suggester proposes that some system of loose leaf binding
be used for publications that require periodic updating. This
would only require publishing of separate pages to bring publica-
tions up to date, also fiscal and time economies would result.

Evaluation of Concerned Office:

The suggestion was forwarded to the following: DD/I (Adminis-
tration), Chief/C, D/B, St/PB, EX/RR and St/PC. Their reaction
was that the suggestion was inapplicable to most of the work, that
whenever practical some form of loose leaf binding is used, and
that in most cases it would require extra time and expense to use
the suggested system,

Those parts of the suggestion which are applicable are already
in effect and no part of suggestion makes an added contribution.

Recommendation of the Executiwve Secretarv:

Disapproval

CONFIDENTIAL
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CIA INTERNAL USE ONLY
Suggestion No., 1395

Summery of the Suggestion:

The suggester proposes that the Perfection Daily Reminder
Class A type calenders e replaced by another kind because the
above mentioned type scratch and mar the tops of desks., In turn,
the desks have to be refinished at a cost of $25.00 each., The
replacement calenders should be of a material that will not harm
the desk. '

Evaluation of Concerned Office:

The Chief, Administrative Staff/LO reports that a recent survey
of Class A calender stands reveals that Supply Rooms carry in stock
a stand having rubber feet which is designed to prevent marring of
desk tops., The calender stand referred to in the suggestion
apparently has worn or missing rubber feet thus causing damage,

The employee should be commended for his interest.

Recommendatibn of the Exccutive Secretary:

Disapproval

CIA INTERNAL USE ONLY

Approved For Release 2000/08/07 : CIA-RDP80-00832A000200020001-2




Approved For Retease 2000/08/07 : CIA-RDP80-bG§32A000200020001-2

CONFIDENTIAL
Suggestion No, 1396

A, Sumary of the Svgses
The Sr;gc;#qr rrovases that returneces from overseas be given
tgmpo;ary ua?g : aulth@ heginning gf processing in order o conserve
time by neot having o goh visiters? passes in every building.

B. Evaluvetion ni_the Sorceoned Qffices

”

“he C@ief, Pleaxing and Anelysis Staff evaluated this suggestion
and advinnd “he Comyitlse asm followss

25X1A

1. Present processing procedures applicable to returning Staff
employees in so far as this Suggestion is concerned arc as
follows:

a. Returnee reports to receptionist at entrance to Curie
Hall. :
b. Receptionist calls CPB to verify record of employment.

c. Employment verified, receptionist issues no=escort
visitor's pass to returnee and directs him to CPB.

d. Returnee reports to CPB where, among other things, he is
given a badge request which willpermit him to obtain a
permanent badge.

¢. Returnce leaves CI'B, turns in his no-escort visitor's pass
to Curiec Hall receptionist, and proceeds to Bldg. I.

f. Returnee reports to receptionist in Bldg. I who has him
escorted to Room 1401 where he presents his badge request
and obtains (1) his former badge if still good or (2) has
his picture taken for issuance of a new badge. The latter
operation requires about an hour at most. He can wait, or
if his business is in Bldgs. I, J, K, or L, he can get

Approved For Rel§33a Spa0idaI%:, EIA-HDHab 8050200 603000260012
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CONFIDENTIAL
Suggestion No, 1396 (Cont'd)
2. The suggestion is not recommended for adoption as it is
felt that current regulations and procedures adequetéoly meet

the situation.!"

C. Recommendation of the Executive Secretary:

Disapproval

CONFIDENTIAL
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CIA INTERNAL USE ONLY
Suggestion No, 1398
A. Summary of the sSuggestiont

The suggester proposes that the loadin e
Packing and Crating Scotion (ﬂe STATINTL
remodeled so as to protect the WOL ing personnel from wind

and drafts during the 20ld geason. This wuld save heat
and would cut down the amount of sick leave taken,

B, Evaluation of Concerned Office:

Me Chief, Administrative Staff/I0 does not concur
with this suggestion, Ihe dock is little used and only for
short periods of time, The advantages of an inner door
do not Justify ine expensc of this modification to the
building, The alteralive weuld tend to cut off air circula-
tion during the hot summer MONVise |

10 feols that this suggestion is desirable bue uot necgs—
Pery, and rocommended disapproveal, '

Ce Recommendation of the Ixecutive Sccretary:

Disapproval,

CIA INTERNAL USE ONLY
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Suggestion No, l#:?lz’?fﬁi}’

A, Summary of the Suggeéﬁio_g:

- The suggester proposes that covered passageways be cons
structed between the vest end of Barton Hall and the east end
of Curie Hall, and the north end of Alcott Hall and either
wing B or wirg D Barton Hall, ‘

B, Evaluation of Conscerned Office:

The Chief; A dministrative Staff/LO evaluated this suggestion
and advised the Committee as follows:

1. M™Opinicns cited by the Chief, Building Security Branch
indicrts that no meterial suvings in guard coverage
conld be reclized by the proposed constructions, nor
could any of the present fencing be discarded since the
fence doss not surround individual buildings.®

2. "It is the opinion of the Real Estate and Construction
Division that the savings realized in Telephone Company
mileage charges would be greatly outweighed by the cost,
approximately 5,000.,00 each, of constructing suggested
covered passageways,"

Cs Recommendation of the Executive Secretary:

In view of the foregoing comments, it is recommended that
the Committee disapprove this suggestion for adoptions

CIA INTERNAL USE ONLY
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CIA INTERNAL USE ONLY
Suggestion No, 1h6l

A, Summary of the Suggestion:

The suggester xndicates Capital Transit buses on the
Rl route origina‘e 2= the &, % S, Building and are loaded
to scapacity prior ho ‘hein accival at the Memorial Circle
stop, For that roesci; “he saggesbor states that Agency
employces in the "1 Ballding area are required to walb
15 to 30 minutes for bwue Lransportation at the end of the
work day, The svgges*ior rccommends that an authorized
official contact the Cepital Transit Compeny and attempt
to persuade the tus rormany to schedule buses fn onder to
have a bua oelgirate &% the cirvels stop at 1705 and 1710
hours,

B, Evaluation of Corcormaer Nfilrer

A o 1 ot s WERLY 1 AEWOTAE Gt

The Chief, adminilsivative Steff, L0 evaluated the sug-
gestion an? ¢ 'vises the Cormutbee se follows:

"i representative of this office met with two officials
of the Capital Trausit Company, According to information
furnished by representatives of the bus company, a bus is
presently schednlsd to originate at the Memorial Circle at
1702 hours and an investigation is already underway to
improve the schedvles for this route, . review of the report
compiled by the bus company for the llith.and 17th of January
indicates that only onc bus appears to have been lcaded to
capacity. If these two days are representative. it is dif-
ficult to understand the 15 to 30 mimute wait for *ransporta-
tion as indicated in Suggestion 1L61.

Accordingly, since the Capital Transit Company had g e-
viously commenced an investigation of schedules on Rovbe-l
buses, it is considered that no part of suggestion 161l makes
added contribution,"

C. Recommendation of the Executive Secretary:

Disapproval based on prior coordination and snalysis
of the problem,

CIA INTERNAL USE ONLY
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Sureastion No, 1L67

Ao Summary of:the Suggostions

states, T think i1t would be advisable
to shock, &l . the wind elready provided, narrow
rulings, the typo of »ohohos: now supplied by the Ageney,
redvces speed 2l (For 2 bime, at least) decreases facidiity
2 fuetor to be considered is that,

The sug

oty S
=i 3hE

of transcription, Auc

in the longrun, ihose who »ss this notehook wlll save some-
what on papar. . have diseussed this proposed innovetion
with other stenograpacys and, in the main, they agree with
me, "

B, IEvaluatiou of Concernud Cirices

The suggestion was ovaluated by the Chief, Management
Divigion, lManagement Staff, who advises the Committee as
follows:

"Te suggester recommends stocking notebooks with %"
line spacings in addition to those now stocked with 3/8%
spacings, t save paper aud increase the efficiency of
stenographers accustomed to the narrower rulings..

Leading office suppliers (Stott and Co., Ginn's, and
Stockett and Fisks Co.) renorted that the nowvewest rulings
available arc %/15" hetween “inese This is standard for
Gregg shorthand, O(mo-ralf inch rulings ero avsiishle for
the Pittman style,

Notebooks evailable through the Federal Supwiy Service
have lines 3/8" apart., This spacing .s a compromisec betwcen
the requirements fo» Gregg and Pittman styles. Represent-
atives of the Clerical Praining Branch, Office of Training,
stated that they have alyays found this spacing adequate,

It should be noted that this 3/8" line spacing i: only 1/16"
more than that of the notebdoks the suggester desires.

The notebooks used principally in CIA contain 80 leaves
and cost §1.L48 per dozen on tho Federal Supply Schedule,
The notebooks with 5/16" rulings available from local sup-
pliers cost about $1.8Q per dozen. They contain only 70 leaves,

Adoption of this suggestion 1§ thorefore disapproved
on the basig that: f

a. Notebooks with the syggested " line spacing arve
not available,

b, The 1/16" reduction %n line spacing of notehooks
that are available would not increase efficlency
to the extent that the added cost of their

Approved For Release 200/08/0¥x1ClA=RRBR80-00832A000200020001-2
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CIA INTERWAL USHE ONLX
Suggestion No., 1Lh67 Continued
procurcment would be justified,™

Ce Rocommendation cf the Txccutive SeexetdTy?

Dicoawpwnyzal on hanis siwted above,

2

CIA INTERNAL USE ONLY |
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Suggestion No, 1471
A, Summaryv of the Susgestiont

The suggestér statest

- mie in the R1/R0 | NN -
25X1A all of the incoming and outgoing material for all of the
divisions and staffs of the DDF. This includes classified
and unclasgsified,

I feel hat it would be of great value if we could hawe
a personnel list from each of the divisions and staffs,
listing the employee, and the room and building in which
they are located. This list could be sent td ts every three
months, and any changes to be mads during this time could be
done so by pnone-

There is a great volume of personal mall received by us
for delivery, and much of this material must be re-checked
before we can send it on. This consumes a great deal of our
time, besides bothering the personnel office or the telephorm
operator®, '

B, Evaluation of Concerned Office:

The €hief, RI evaluated the suggestion and advised the
Pommitteq as follows:

"The development of persomnel lists and their mainte-
nante would require an administrative burden which would
not be offset in any monetary savings., The development of
perponnel lists would create a security hazard which should
no% be authroized. The personal mail referred to in the
suggestion is not a major consideration®.

C. Recommendation of the Executive Secretary:

Disapproval

CONFIDENTIAL
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Suggestion Ho. 1554

4y Summary of the Sug estions:

The suggester recommends replacement of missing roest
room booth door catches., It is suggested that this improve-
ment will avoid recurrent embarassing experiences and slim-
inate a morale lowering factor.

B, Evaluation of the Concerned Offige:

The Chief, Administrative Staff, Office of Logistics
evaluated the suggestion and advises the Committce that, "In
accordance with the rccommendation, the haintenance Offlice
has initiated action to have the missing hooks replacéd
as soon as possible," He notes that lack of Public suildings
Service maintenance personnel has prevented proper attenticon
to many maintenance functions, therefore repairs a.. generally
contingent on the reporting of defieiencies. ouch roperting
should be accomplished by telephone to the Maintenace Office,
extension 2168.

Ihe suggestion therefore has been misdirectéd, aid a
remedy for the suggested deficiency already exists, IO
report that the suggestion is already in effoect, and no part
of it makes added contribution,

C. Recommendation of Executive Secretapy:

Disapproval for. award, Suggester should be comicndea
for his interest and existing remedial channels explained.

CTa INTEANAL Usi ONLY
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Suggestion No, 1622

A. Summary of the Suggestion:

The suggester proposed that the Agency discontinue
Bonding individuals as a claim has never been made to
a bonding company for security reasons, It is estimated
. that the savings would amount to $3,000,00 to $5.000,00
" per year, '

B. Evaluation by the Concerned Office:

The Deputy Comptroller evaluated the suggestisn and
recommended disapproval; advising the Committec as Ffollows:

"It is Agency policy to comply with Public Law requiring
the bonding of Government Agent Cashiers, Certifying Officers
and Tinance Officers oven though it is recognized that
under certain circumstances, claims would not be processed
to the bonding companies, Thig policy was reaffirmed in
January ‘1955,

Ce Recommendation of the Executive Secretary;

Disapproval,

CONFIDENTIAL
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SECRET
Suggestion No, 1810

A, Summary of the Suggestion:

25X1A

special restricted areas, Technical details are not furnished,

Be. Evaluation of Concerned Office:

25X1A

evaluated the suggestion for
the Director of Security and advises the Committee as
followss

"The Physical Security Division, 0S, was asked to
prepare a report some months ago containing security recome
mendations and/or requirements regarding housing CIA in one
building, At that time the suggested uvuse of television
equipment was covered,

This office agrecsg with the suggestion and fecls that
there is definite merit in the possible use of this equipment
and fecls that +ha writer should be commended for his ideas,!

C. Recommendation of the Fxecutive Secretary:

Disapproval with letter of appreciation for a sug-
gestion which has been previously taken vnder consideration
by the offiee concerned,

SECRET

Approved For Release 2000/08/07 : CIA-RDP80-00832A000200020001-2



