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RESTRICTED

CEWTR.\L INTELLIGENCE /GENCY
STATINTL - ‘ | Washington, D. C

STATINTLE

' ADMINISTRATIVE INSTRUCTION

17 Migust 19L8.

/o
a. The Personnel Branch\, 18, :J.sfs re smonsn.ble for pc.rformlng the

‘following functions with respect %o procxire.nent, pl"OCbS-:ll’lg, position

clasulflcatmn and. termination of Rcrsonnel- .

|

Lo .y . . .
[N (1) Maintaining a current record of authorized vacancies
1 o .

i and approved requiBitions.

&

.«

N ‘ (2) Establishing or,loritlcs for recruitment on an agency-
! : . wide bas:.s. ;ﬂ ‘
\\ _ (3) nr[amt.zsd.m.m; conatant coltact with potential recxuﬂ;—
\Q ' . . ment sourcra)s.
N ! (h).' Gontactlng and ncgotlatlng\wa.m 1nd1v1dua1 applicants
Y . ' for r.mployuent. S \ ‘ ;

(5) (,oordLnatmg with the uX“Cll'th(—' for Inspection and
occurn,ty in comnection with 1ﬂ;.t1a ting and expediting -
secur,lty cluarancc,s for pI‘OSp&thV& employees.

7

(6) E:Lndlly approving all p\,raonnel qc tions for grades
P-5, CiF-12 and below. Grades P26, C:iF-13 and above
require the approval of the Exc,cu}g.ve Director or in
is absence the Executive for idmihistration ‘and

: Mana gement,

' A ‘ (7), Class:Lflcatlon and allocation of p051t10ns to appro-.

I \\ ‘ - i priate scrv:.ce adt, and class, and for determining

| \ . 4+ rates of n @L positions not subject to
\ % o ‘ the provisions of Ul assli‘lcation ;.ct.

|

l
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NU‘IB"R ;
SUBJECT: Personnel Policiuws and Frocedures _ ’/,
Rcca.smn :
STATINTL Administhative Instructlons _ dated 31 Petober 1946;.
nd imendment Mo 1, dated 13 December 1946 and 10-
STATINTE tober 1947 respectivcly, ‘ i/l‘
\ apd imendment lo. 1, dated 2l dpri 1947 and 2
STATINTL - pember 19L7 respec blvcly,
’ o &twd ly December 19473
i dated 30 June 19L8;
' llemorandum datdd L February 19h7, Subjec Pollcy Governing
i J ClassifYcation of Positions in CIG, to the issistant -
i ‘ Directors\of all Offices and 9 ief of Coordinating
o ' and Planning Staff. ; ' .
[ N 1 x f )
‘ . Pt.rsonnol Branch Res onsmbxlltle
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. . (8) ‘Procussing all personnel actions including appoint-
' ments, intra-agency transfers, promotions, demotions, -
within-grade promotions, and separations,

. o a(9) Providing an employew relations program to protcct,“'
AT - and stimulate employwe interest and to sorve as a
] ‘ ‘ medium for management-employee relationships.

(10) . All disciplinary action will be considered and acted
{ upon by the Personnel Branch, based upon written

charges prepared by the operating agency dnd sipgned
by the Assistant Dircctor or Staff Chief concerned.

(11) Estéblishing and Operating a ‘testing and training
program to improve the selection and performance of |
employees’. : - ‘

(12) Haintaining liaison with xhe'Dépt; of State and the
armgd forces for the purpose ‘of administratively s
. ' supporting detailed IAC personnel. ‘ :

: , ' \ o
: (13) Providing a comprehensive medical wrogram to insure
. . ' the health and physical well-being of all employeés,

i b, The Personnel Branch, Add, performs constant liaison with

+ the Civil Service Commission on all matters requiring Civil Service
approval, such as classification of positions, wificiency ratings,
certification of employees from Civil Service registers, etc.

i 2. Basis for Personnel Letions

3 ‘ .. 2 Hssistant Directors and Staff Chiefs are responsible for

: A insuring against personncl actions affecting individuals under their
supervision which are not bascd purcly on relative merit. Emphasis

E on relative merit extends tiroughout all personnel matters, including:

i procurement, assignment to duty, promotions, work allocations, leave

! ' determinations, etc. Merit shall be considered as including:  demonstrated
ability, personal industry, integrity, loyalty, comparative length of
scrvice, and comparative general efficiency.. '

- b Supervisory personnel must become so thoroughly familiar
with the personnel under their jurisdiction and their utilization
that they‘will recognize any contrary tendency and take appropriate
action immediately, : !

3. "Policies for ‘npointment

,a,.'All CIi. positions are, filled under "Schedule /A" authority . '
by direct recruitment rather than by certifieation from the Civil !
Service Commission.. However, all positions are filled in accordance with
" established Civil Service procedures. ‘ ' ’

o ' b. The following policy is established for ¢ffecting appoint-
' ments to fill vacant pesitions: e RS

-2-
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RESTRICTED |

" (1) Individuslg without prior Goverrment. scrvice will bo
given an cxcepted appointment under "Schedule A" and
will b required to serve the first full ycar of
scrvice in a trial poried status,

(2) Individuals with prior Government scrvice whe have scrved
undor war servicc or execpted appointments will be glven
an oxcepted appointment under "Schedule A' end will bo
required “to serve the first six months of scrvice in
a trial period status.

(3) Individuals with Civil Service status will be aprointed
by trensfor or reinstete¢ment to positions.without eny time
limitetion or trial period. ‘ .

¢. During the trial poriod the employee will receive the

specinl attention and instruction recuired to mccusint him with his
duties ond to develop his ebility to perform his work in the most
satisfactory manner., After a fair and full trial period, an employee

" will be terminatcd if his services de not meet Agency standards.
Employces with vetcrants preference or Civil Scrvice status will be
accorded 'all rights and privilegés grantcd them under the Veterans
Preference Act of 1944, as amended, end Civil Service rules end regula~
ti ns.

|

i : a, Civilian empldyeos may ‘o€ promotcd.to higher gredes subject
| to: ' L
! :

(1) Existonce of a suitabloe vacancy.
(2) Complcte qualification of tho individuel for the vacancy.

? ' (3) Proven and demonstrated ability to pcrform the dutics

‘ of the.nuxt higher grede for a minimum period of ninety
days in positions classificd at grades CAF-7 or P-2

and above. This does not constitute a barric¢r to promotion
of individusls whose positions have been reclassified to
higher grades,

(4) In order thet the cmployse may rcceive credit for the
demonstration period the office concerndd will submit
Form 37-3 to the Personnel Branch indicating the date
the employee . .is deteiled to a position classified st
a higher grade. '

(5)_“For a period of'6 months *preceding., tho‘prpmotionifrn

A Good or Better offecioncy reting for grades up to
CAF~/ and equivalent; Very Good or Excellent effecioncy

- roting f GAF-5 to 13 or equivalent, For
grades Cng j bove an Excellent effecieney

rating is requircd.

o

ety AT NGRS R Bt € T
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v

b, Promotions are lirited to one prade excent. in those ésées
where no intermedirte grade has been egtablished,

Ca ﬁfter‘considering all the fectors indicsted ébove, the

recorrending and ewnroving svthorities will nse the followine takle as

o guide in determinins annronriete tire in gwade for nromotion nurnoses:

——

P SP Pime in Gradehkw
1
2 3 months
3.
4
5 ;
1 6 woo.months
7
2 8
9 months
3
- AT e 2 months
4 1l NIRRT 1 . 1+11 7¢I
5 e 12 . 18 months
S RO K 2L ronths . - . __
e e T 24 ronths

5. vInbra-Agéncv‘Fransfeg_fgiggz

a. DImplevees ray not seek reassignment wit"in CIA withont the

nrior written annroval of the Uhief, Perscnnel l'ranch, or his suthorized
representative, ~uch ap-roval Wlll e L ser unon the recorrendation of

the apnronriate Assistant «irector or .Staff Chief.

b. Supervisory personnel mry not interview or seek the transfer

of personnel wikhout written approval described in 52 ebove,

6. lppcintrent Procesulnf Procedures

&, the fo’low1nw procedures are &stahlished for the processing

of individurls Tor employvment within CIA

(1) Assistant Directors and “taff <hicfs will transmit
Recruitment. dequest Form lio. 37-¢ in duplicete to the

Personnel Brench ~s recueisitions %o fill authorized vecancies

end forwerd Personnel !ction Recuvest Form ko, 37-3 in
cuadruplicate to the Perscnuel Branch as recuisitions

- for actuel employment c¢f an individuel-selected. In
order to commence security clesrsnce, nersonnel acltions

" may be submitted ageinst positions. #lready filled,

wroviding the office concerned informs the Perscnnel I'ranch
on the 37~3 that the -resent incumbtent is veceting the
nositicn and the approximste date thet the mosition will
becore vacant., '

-l
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" {2)a, TForms ilo, DE Jz ersonu1 History Stotemont Forms o,
30-1 vill be o'tained by the Personncl Tronch ind will
be forwarded to & nronriate offices viithin CIa, If
interested, the offico wirl indicate to . the Pcrsonncl
Branch the nasitior to vhieh the intividual 1471 ‘o
ansigned, Finnl sclection or rejection, above grnde
CAF~5, will rest wit! the avpropriste Assistert Director
or Staff Chief, However, the Chief, Personnel Branch
will refer to the Execvtive for Aum any rejoction case
which he believes is not warranted.

be  Final authority for the sclection and assianment of
cwnloyees dn grade CaF-5, ecuivalent grades and wége rates
and helow, rests with ihe Chief, Pcrsonncl Zrench and .
consequently such cases are rot referred to Assistent
Directors or Staff Chicfs for action.

c. All persornel nssignments are subject to the c‘g.c:ur:lt"
a"mroval of the Ixececutive for I & S.: :

(3) Uwon the receiwt of Form No, 37- -3, the Pcrsonnel Branch
will male an offer of employment te the individual
concerned, subject to satisfactory security clearance,
and uvon indicated accentance will initiate action for
security clearance. Under no cireuvmstances will cither
grade or salary be snecifically included in the offer,

(4)  The ®crsornel Draonch will notifyr the office concerned of
the failure of individvals to rececive sccurrity elrarance and
will tale awronriate actior to inform the in? ividunl of
his rejection,

(5) The Exvertive for dmiristr ticn .ind i'anagement, or the
Ohicf, Pcisomnel Sranch, vi'l cont.ct all individusls
(incliding deteiled IAC mersorncl) relstive to cntirnnce
on duty. Individuals essigned to -ersornel pools vill be
instructcd to rcport for duty in the various offices by
the Chief, Firsonnel Branch, folloving security clearance.
Each individual, including assigned IAC porsonnel,
reporting for duty vill “resent to the approoriate Assistant .
Dircctor or £taff Chief a written notice form the Chief,
Personnel Tranch, stating that such individusl has been
fully clearcd and is assigncd for duty. A cony of this
noticc will be. furnished the Exccutive for Insncction
and Sccurity. In ¢xtraordinary circumstancoes. the
Lxecutive for idnministretion and lianagerient mey give
verbal authorization for entrance on duty after assuring
himself that all required »roccssing has heen comnleted.

.No 1ndlv1du ], n111 ke accented for .duty vithout such notice,

7. Proxotlon ‘Proc ssing. “IO(eduros

-o. Assistant Direc ]ﬂ; Chiefs vill forward Form 37-3
to the Porsonncl Bre nch, co E&T ent_information to indicate com-

pliance with the policics defincd in naregrsmwh 4 above,

Approved For.R‘gleasélzdo'qu/M CIA-RDP81-00728R000100010005-8 -
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b. EKccucsts, from £icld stations for nromotion cnd “romotion
cascs vhich include rcéassignment must be accormanicd by an cmnloyco-nre-
nared nositior descrintion vhich outlines the duties :nd resneonpihilitics

‘of the hirhor grade together vith tho remarks nnd certificntion of the
immediate suncrvisor. The position descrintion should include:

(1) 4n original, o“jective, conereto and fretunl word micturc
~of the joh boing ~crformed.

(2) ‘Tho dogrie of difficulty and rcsnonsibility -inhcrent in
the nosition.

} (3) The nature 'nd extent of suncrvision and of indenendent
- judgments ond decisions excreised hy the incumbent,

¢. After review of 1l factors by the Personncl Dr nek, oroner
disnosition of the case 1111 “¢ mado.

8, Efalery fdministrotion

e it s o e i

Regular full-time cmmloytes snd temnorary cmploycos of CIA with
e regular tour of duty comvensatcd on 2 ner annvm busis will he naid in
accordance with the following nolicy:

a, Intrancc on Duty Salnry

(l) Wow anpointments will he made at the base salary of the
‘grade. (Ironsfers, nrorotions, derotions, rcerployment,
and reinstatemonts are not new anpointments vithin the
meoning of this rogulation.)

(2) Ervloyecs appointcd “y transfer, reinstatement or
reemnloyment to a mosition of the same grade 1ill he nermit-
ted to retsin neriodic way inereascs nreviously reccived.

(3) Employces anpointed by transfer, reinstatument, or

i ) recmployment to a positior ‘n a lower grade than last

‘ held will reccive salaries fixed to allow credit townrd :

' within-grede prormotions for all scrvice in apnointment grade ;
~and highor grades, o ‘ :

b, Dcﬁcrmininp Salery in Casc of Promotion

(1) %hen an cmployce is vromoted to o higher grade positisn,
he must be comdens tcd at the base of the grade if the
entrance salary cxcccds any he has nroviously carned in ;
the Fcderal Scrvice. ‘ ‘ 1

(2) vhen an emmloyce vho has nreviously reccived o chenge
to a lower gr:de is promotcd, his salary will be fixed
so as to all~w credit toward witkin-gradc »romotion for A
all reviovs scrviec in the grede to which he is being 4
nromoted or for service in any hirther grades, i

b

" B

. i
r
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c.. Determining Selary in aso.og)chdggg to Lower Grade

(1) To dotcrmins snlary in casc of o change to lower grade,
+ the employco myy be given credit for cll scrvies previously
performed in the lover grade und in cny higher grndes
proviously held,

(2) Excentions: The nolicy outlined above docs not dpply in
the folleving type of cnscss , ‘

(a) Emnloyces vho hive carnecd meritordous nay incrunses,
=0R=oyees 110 nivo carncd meritorious poy increnscs

An employce who has been given a within-prade pay

v inercnsc beeaves of esncéially meritorious servico
or as a reward for suncrior accomplishment will, at-
the timo he is domoted, bo permitted to retair one
step for each such advoncemont., :

(b) * Change to lower grodc to necont probztional ippoint-
T v ment, If the change to n lower grude is due to employce's
o dosirc to accent nrobational appointment, he vill bhe ;
compensated at the step in, the lower grode vhieh is
nearcst (but not in cxcess of) the prosent selary
in the highir grade, - :

v o (e). Chingo to lower grade for disciplinory reasons,

If the employce is changed to a lower gredc for
disciplinary roasons, his salary rate will be sct at
the basc of the grade to which he is demoted, in the
abscnce. of snecific nrovision to the contrary,

‘

Q. within-Grade'Promotions

A+ " An ciiployee occupying a classificd nosition may be advanced
to the ncxt higher rute within his grade, vrovided that he has twelve
months of scrvicc for grades P-3, CAF-10 and bclow or hes cightcen months
scrvice for gradcs P-4, CAF-11 and above. 1In ~ddstion, the employce must
have & current cfficiency rating of "Good" or hetter. ’

b, The Chicf, Pursonnel Branch, is rcsnonsible for kecening records
to dctermine vhen cmployces arc eligible for wvithin=-grade promotions,
Prior to the actual salary inerecnsc, the Chief, Pcrsonncl Branch, will: send
rating Form Mo, 37-105 to the employee's immedinte supervisor for cortifi-
cation th.t the cmployco's conduct is satisfactory, Detcrmination will
also be made that the officicncr rating is sppropriatc,

C. Provisions ¢xist for the .dvaneccment by sten promotions for
personncl occupying —ositions not subjcet to the provisions of the
Classification Act,

10, Assignment of IAC Dotailcd Pursonnel

e It shall be the responsibility of the rcceivir;g 0ffice or Staff

Scetior to initiate a comploktgmlt’zréﬁn all nssignéd IAC personncl

-7
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prior to cntronce on‘duty. The 37-3 (3 copnits) shsll be accomnenicd vy
Pcrsonal History Stotoment (2 copics). .

be The Pcrsonnol Praneh @ 111 initiatc request for sceurity
clearonco.. S

ce Scneriations and Intra-igoney transfcrs of TaC nersonnel will
he reported to Personncl Pranch by Form 37-3, initictcd by ‘the appropriate
office,

11. Termination
8. Officcs and Staff Seetions 141l complcte Form ffo, 37-3 for

emplorces undor their jurisdiction vho have submitted resignations,
stating the rcagon therofor, together with ~ny cxplanation or suggestion

which mny holn to “revent the loss of. the cmnloyce, und forvard the completed

form to the Chief, Pcrsonncl. Eranch, at least two wecks in advence of the

‘separation date. | Upon receint of Form o, 37~3, the Personncl Branch,

after pre-cxit intervicw, in instances in which the cmployce still wishes
to resign, will promarc. Clearsnec Form Mo, :34-30 indicoting thereon the
routing to be followed for clearance, : '

12.& Sneeial pcrsdnhcl policids and nroccdurcs for pcrsonncl vaid
from unvouchcred funds are tdvered by sephrate instructions, Where
practieablo. the policies stated in this Ihstruction will govern,

It. ll XI!!"NKOETTEH ) ) . STATINTL

Rear Admiral, USN - -,
Director of Central Intellipence
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oo g oy M6 goy

- B hbels LS T

A

PR

j04  CIA-RDP81-00728R000100010005-8




o) DL 14 194 DN

Approved For Release 2001/09/04 CIA-RDP81 -00728R000100010005-8

125X1
wee CONPIDENTIAL
' CENURAL INTELLIGENCE AGINCY
/ . . Washington, D. C.
| 25X1A S ADMINISTRATIVE INSTRUCTION : ‘ 9 Docember 1949 ’
{ . s
) SURJECT Personnel Policies and Procedures ‘ :
25X1A ; RESCISSIONS: Administrative Instmction dated 17 August 1948 ;
: Administrative Instruction dated 25 March 1947
Adiministrative Instruction dated 11 August 1949
25X1A | REFPERENGE:  Ceneral Order -(Rev-ised), dated 5 Qctober 19L9
1a - General Policy
a. Authority is delegated by apnroved statements of
functional rc,wons:.blllt:_us , separate specific dulegations, :
and. this Tnstruction to .the. Agency officials 1isted below ;
to take implementing action on personnel.actions recommended
by Assistant Directors and Staff Chiefs (appolntment enploy- :
ment, classification and roeclas ssification of posi tions, pro- |
motion, demotion, transfer, and 5 «mrahon of individuals) for !
the Directors :
Executive | 8 j
. Deputy Executive .
25X1A ' Bersonnel Director

Chief, Aduinistrative Staff ;
Chief, Personnel Division, Administrative Staff §
* . Chief, Special Suppert .Staff : :

. I Chief, Bmplovees Division, Special Support Staff’
Y Tesignated subordinates of the above listed officials

. [R1} 3 : _ ‘ .

NS E:W b. Officials and employeus not listed above should not
Z -vT'llscuss personnel ections with individuals to whom such actions
X ;’vall apply without prior clearance from the appropriate offi- .-

T al listed above. Such clearance will in no case include
T 4 authorization to make commitments of any nature for actual !
. /\\[!/“‘ e,molOJmont or salary. level. Violation of this. policy may result i
Yin the immediate dismissal of the individual guilty of thc, I
violation, :

e ‘No' appointment in or promotion to grades GS-16 and
above will be made without the prior anproval of the D:ch,ctor
personally. .

! : CONFIDIZNTIAL
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~2. Frosolyting

e ., Officials and employecs of thls .puncy, ilncluding thosu
listed in narapraph la above, are prohibitud frea discussing wi-
ployment possibilitivs with any euplojuu of "any othur governmnont
apgency or cmployees of the Congress without the proesuntation of a
writtor rulense for such discussion from thu employing agency of
the individunl concurned.

‘a: /
/’,,'; 7y v
, — ‘ ,
be The policy statod in paragraph 2a above will also apply to
{ntra-ngeney trangfers butween Officus and Staff Seetlons, oxcupt.
in conuection with the application of Ageney careur management
policios by authorized officials listed in paragraph la above.

c. It is oxpected that other govermment agenclus will observe
a ruciprocal non-pros:lyting pelicy in dealing with CIA cumloycss,.
iy ' Such cmploywus who obtain employmunt with othor government aguncius
' without obtaining prior rolessu may be ruquired to rosign in order
to accupt such employmont. \ . U

d.  In conncetion with the above, there is no objection to the
offieials listed in paragraph la above contacting eny other agency,
when desired by Assistant Dircetors or Staff Chiefs, to ascertain
whothor a specific individual can be made availabls for employment
by CIi and, if no objection is mads, to arrangu for appropriate
intervicws and security chucks within CL. prior to actual scpaba-
tion of such individual from his currunt: wiployment.

3« Dulinitions

a. 'The jurisdiction of wach of the Pursomnel Staffs of CI/ is ‘
dafined in »ublished statements of functional rusponsibility. In L
ordér to avoid duplication of instructions the term " ersonnul ‘
Divisious" as uscd herein will pertain to vach of the following
activiti:s to the oxtent of its published functions, unless other-
wise stated: ‘ o

Personnel Division, sdministrative Staff
Bmployees Divislon, Spucial Support Staflf ‘

bs I.C personnel are thosc individuals‘d#tailud for duty with
CI. from th: State Department or the Denmartment of Dufensu.

c. Departmental Service includss all’positions in the head-
quarters or central office of the Aguncy. :

-2
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b Inguirios
All inquiries oither writton or verbal, from the Waltu House, i
members -of thu Consress, or Cosmittuus of national nolitical nortius i
| recoived by any individual or activity of this Agzncy will bo dimmedi- : y
ately reforrod o the Ueneral Counsel for action and proparation of g
ronly.  The Senoral Coungul is resnonsible for Ald\;qu:ltu c.oorfmmtion ?
in oach cusu nrior to prenaration of rwl:, :

5. General Rusponsibilitios of Pursonnel Divisions

Under tho policy zuidancs of thu Pursonnul Diroctor and thu
direet supervision of thy Chicfs of tho idministrative and Special
Support Sbliiu, the Pursonnul Divigions ary responsible for:

av  Procurement, placument, procussing, appointment, promotion,
dunio tion, within-grade advancos, suspension, and turmination of ‘
individual employoes, to mout the statud ruguirements or rucoim- |
mendations of Jlssistant Diructors and Staff Chiufs concurned, or - |
mandatory provisions of law and govermmunt rogulations, -

b,  .ssisting the Pursonnel Diructor to establigh qualifica-
.tion standards for all positions.

c. liccounmending position classification for all positions to'
the Personncel Dircctor,

d, .ssisting tho Pursonncl Diructor to ustablish salary admin-
istration, cfficivncy rating and carcer management programs, and
for carrying out such programs when established,

Ca malnmlm.m:, a current record of authorized vacancies and
apnrovod nrocursiivnt requests against such vacancics. { :

e s ‘oot g
25X1A g, f. Bstablishing personnel wrocurcment nrioritics.
. g Mointaining contiaual contacts with notuntial.personnel
nrocursmunt sources. h

o~ h. Bxclusive liaison with the I&S Stdli‘ (uxtcopt by the IZxycu-
tive or Pursnnm.l Dlre,ctor) relative te personnel security checks
and cluarances. - 4All requus ts for initiation of and infornation ' ‘
) lative to status’of personnel security chucks and cleéarances ]
=" yill e channcled through the Pursormel Divisions. . . :

-

i« BSstablishing personnel tmlm.ng prograns- within SpLlel— '
cally authorn.zud 11..u.ta.tlons. ‘

Je - ‘oab].lshinrr and maintaining rot nmon registers for
I‘eductionmln-forcg procedures.

ko Taking iuplementing action on.all disciplinary actious which
are recommended in writing by .assistant Directors and Staff Chicfs.
\ ‘ -3
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1. (1) Taleing implementing action on rocomwndud purscnnel’’

actions involving eradus 08-12 and bulowr, wxept whon - thuro

“apo unresolved disagrouments srith Lsslstont Directors or
R Starf Chdefs concarnsd. .

, (2) Recomwnding through the Personnul Director to the
mxeeutive action on persomnel actlong involving grades

(8-13 and abovs,  (Sue paragraph lo 1 actions involving
eracos (S-16 and above. The Sxecutive will maks rocomnenda-
fions to thz Dircctor in ench such cist. ) : ‘

‘ (3)  Referring all porsonnel actions through the Porsonnel
Director to the Executive wherce thure is unresolved disagreo-
1» ment with the issistant Diruetor or Staff Chiuf concerned.

6, Medical Standards

Initial appointmunt or reassignmunt to 011 positions are sub-.
ject to ustablished medical stondardse Inasmuch as the signing of a
medical waiver by an individual dous not reliuve tho movernment of its
liability under thoe regulations of tho Employces Compensation Cemmigsion,
no waivers of physical requiruments will be granted. :

o
1

. Morit and Qualifications of Individurls

a. The basis for all nersonnc). actions in tho Apency viill be
indivicusl qualifications and rolative merit. Pursonal consider—
ntions, family rolationshins, favoritism, and external pressuroes-
or considerations will not bu permitted to influcnce such actions,:
lsoistent Dircctors, Staff Chiufs, and cach of the officials
listed in »aragranh 1 above are personally charged with insuring
that this nolicy is effectively exereised throughout the ‘pency.

B, Dstermination of rulative merit and qualifications will be
baged on demonstrated ability, personal industry, integrity,
loyalty, length of scrvic., gencral efficiency, and backsround |
of expericncennd vducation, in comparison with other applicants

and enployuus in similar fields and grades.

c. Supcrvisory persomncl at all.luvels must bzcome thoroughly
familiar with personn:l under their jurisdiction to insurv tho
just and objective administration of this policy.

8, Tnitiation of Personn:l .ictions

8. .ssistant Dircctors and Staff Chiefs.are rusponsible for
the initiation of nursonncl actions on individuals under their
jurisdiction and for the routing of such actions to the e
appropriate Personncl Division. They may designate such

~ljm

CONFIDENTILL

00728R000100010005-8

g

(e




2 ———

. o ; ; Approved For Release 2001/09/04 : CIA-RDP81-00728R000100010005-8
’ CONFIDENTIAL o

individuals within thoeir organizations as may be congidered
desirable to sign and forward such actions. The names of
individuals so designated, and any changes in such designa-
.tions, will be communicated in wrjtlng to the appropriate
Personnel Division, :

b. Each personnel action requiring ocbion by the Executive ;
wlll be signed personally bx the Assistant Dlrecbor or Staff !
Chief concerned,

9. RelattonS‘with the'Civil Sorvice Comﬁission

" as - The Cl&SolfiC&tiOn Act of 1949 eyempts the CIA from
its provisions. Our personnel progrem, including position
clagsification, appointment, promotion, etc., is.carried out
within the Agency without prior Civil Service Commission
review, The Director has signed a written agreement with
*-the Civil Service Commission to adhere strictly to the ‘ !
-provisions of the Classification Act in administering the i
Agency personnel program, -The Civil Service Commission also
‘has’ agreed to provide advice and guidance whenever called
upon to-do so,

b. The uuperv1sor" and review functlons previously ‘ ;
exorclsod by the Civil Service Commission have been delegated i
to the Porsonnel Director and his Staff fur all Agency personnel i
matters, rogardless of th01r sccurltv classiflcatlon. .

Agr01ntmcnt Policlc and Procedures

a. POSlthHS are'filled by direct recruitment rather
than by cortification from the Civil Service Commission, but
"+ 'inh accordance with ostabllshed Civil Service procedure,

b, The following policy, is establlshed for effectlng
appointments to. flll vacant posmtlons.

(1) An individual without prior Government service
will be carried in a trial perlod status for the first
‘wffull year, °

(2) Mn individual with prior Government’ service !
who has sorved under war, service or excopted ap001ntments " ‘
will bo required to serve Lhe flrst &ix months in a trial 4 .
period status“' ‘ . . '

(2) An 1nd1v1dual with Civil Service status will be

oppointed by transfer or reinstatement without any time
llmitatlon or trial pcrlod.

e g
CORFIDENTIATL .
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¢.. During the trial period -an employee will receive the

special attention ard instruction-required to aceuaint him

with his dutiles and to- develop his abillity to perform his

work in the most satisfactory ninner,.. After a fair and’'full
trial period an emdloyee will be terminated if his services:

do not meet Agency standards. An employee with veterans' prefcr-
" ence or' Civil Service status will be-accorded all rights and
privilegos granted him under the Veterans Preference Act of
1944, as amended, and Civil Service rules and regulations, '
(Thoue privileges are subject to speocial final aubhoritJ granted
to the Director by ‘the National Security.Act of 1947.): Undor
cortain condltlons, i% is possible for cmplo;eos to achicve
permenent Civil Service status while sorving in' this Agency.

The Standard ClVll Servico regulations will be followed in

oach instance, after initial clearance has beon roceived fron
the Porsonnel Rolablons Bronch Personnol Division,

d. The folIOW1ng procoduroq aro osteblished for proces sing
individuals for umploymcnt withln CIA'

. (l) hssistant Dircctors and “taff Ghlofs shall transmlt
" Rocruitmont Roquests in the original and threc copies to
the Personnel Division ag roqulslbmons to £ill authorized
vacancics. . A Porsonncl Action Roquest (Form No, 37-2 or
37-1) in‘cuadruplicato shall bo forwarded to6 the Personncl
Division as:a requisition for actual employment of an
individual, . In order to initiate security clearance a.
Personncl Action Request may be submitted against a position
currently filled, providing the office concerned informs
the Personncl Division on the form of the approxinate date
that tho prescnt incumbent will vacate tho p051t10n.

(2) in Apnlication for Pmploymcnt and a Perg onal Hlstory
Statcment will be obtaincd by tho Personnel Division and
forvarded with a Referral Sheet to-tho appropriate office,
After carcful review, the file will bo returnod to the
Personnel Office with roquest for porsonncl actlon or
rcason for rcgoctlon.

(a) Final seloction or rejcetion of applicants
for positions above grade GS-5 or oquivalcnt ghall
normally rest with ‘the appropriatc Assistant Dircctor
or Staff Chief; subjeet to qualifications .reviecw by the
Personnel Divisions,  The Personncl Chiefs. may rcfor -
to the Exccutive through tho Personnel Diroctor, accoptance
or rcjection cascs whlch they bGllCVO are not warrantod.

,(b)‘ Flnal authorlty for the seloculon and assignment
of an cmployec in grade GS-5.or.cquivalent. c.ndbc»l?.ou,
shall rcst with the Chicfs, Personncl Divisions,

b
CONFIDENTIAL
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(e) All assignmonts- arc subjoct to tho socurity
opproval of the In;apection and Socurity Staff,

(3) Upon the rocoipt of a Porsonnol Action Roquost
the Personnel Division will make an offer of employmont
to the individual concerned (subjoct to satisfactory
security cloarance), and upon indicated accoptance will
initiate action for sccurity cloarance. ‘

(4) The Porsonnol Division will notify the offico
concorned of the failurc of an individual to receive
security cloaranco. and will take. appropriato action to
inform tho individusl of his rejoction, - ‘

(5) Tho Porsonnol Chiofs will contact oach individual
(including dotailed IAC porsonncl) relative.to ontranco
on duty, An individual assigned to a porsonnel pool will
be instructod to report to duty by the Personnel Division,
following socurity cloaranco, Each ‘individuals(including
dotailod IAC porsonncl) reporting for duty will present
to- the appropriate.Assistant -Dircctor or -Staff Chiof'a
writton notlce from the Personnol Division stating that
he has beon fully clearod and assigned for duty. : A copy
of this notico will bo furnished tho Inspcetion and Scourity
Staff by tho Personnol Division, In cxtraordinary circum-
stancos the Exccutive or the Personncl Dircctor may give
vorbal authorization for ontranco on duty after assuring
that all required processing-hes-boon comploted, No indi-
vidual will be accopted for duty unless one of the above
provisions ‘has been mot,

Promotion Policics and Procodurce

as 4n onﬁployohb mey bo promotc;a 'fo a highor grade subject

(1) Existonco of a suitable vacancy.

(2) Complete qualifications;- of the individual for
the.vacancy, .- . . ..o S et

. (3) Completion of 90 day dotail poriod to position

' GS-7, or above, Incumbents of positions lower than GS-7
- must have assumed the-duties of the position:to which they

are being promoted. Prior to the time of detail.they must
meet testing requirements and qualification stardards for

*"the recommended position, “No employee shall be detailed
Lo a.position alloeated higher than one grade above the

position which he currently occupies, These stipulations
do not constitute a barrier to promotion of an individual
whose position has been reclassified to a higher grade,

CONFIDENTIAL
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(4) Submission of .a .Personnel.Action Request to the
Porgonnel Divisionvindicating'the oxact position and the
date the employse is detailed in order that he may rocelve

. crodit for tho.detail peried..:The form must indicate the
allocated position that will be occupied.

(5) Evidoncc of an efficioncy ratlng as follows.

(a) GS-A, equ1valont and. bolow - Good or better
for six months procodlng promotion.-

(b): Gu—5 through Go-l? or equivalnnt - Vory
Good or Ixcellont for six months preceding promotion.

(c) GS-14 and above - Fxcollont for one yoar
prccoding promotion. '

b Promobions arc Jimitcd to. -one grado okcopt in casos
whoro 10 Lntormedlatc grados have beon rocognlzca.

cs  Aftor considcrlng all tho ‘factors 1ndlcatod abovo,
tho recommending and approving authoritiecs will usc tho
following table as a guide in determining appropriato time
in grado for promotion’ purposos:.

s CBC - Timo in Grede

L 1
2 2 3 months
3 3
5 6 6 months
6 7
7 T
8 9 9 months
9
10 L - 12 months .
11 . g 15 months
2 7 . 18 months
13 - o oo woo2] months
1 oL 0 24 months.
R
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d, Assistant Dircctors and Staff Chiofs shall forward
to tho ‘Porsonnol Divisioh a Pérsonrol Action Roquost contain-
ing sufficiont information to . indicate compliance with tho
policios dofinod in paragraph & abovc.

Os A roquost from a flold station fbr a promotlon must-
bo accompanied by a Poaition Description prepared’ by tho
employce, which outlines'tho dutios and rosponsibilitios boing
porformed, togothor with romarks and cortification of tho
immodiato superior., In tho casc of a proposed position in
the £icld service ‘tho doseription.will be proparcd by the indi=
vidual who is most familiar with tho dutios and rosponsmbilitios
to bo-. porformod., Tho doscraption must 1ncludo.

(1) Factual dcscrlption of the work boing‘porformcd.

- +{2) A statoment of dogree of dlfflculty and rosponsi-
billtv inhoront in thc posmtion.

(3) An account of tho nauvro and oxtont of suporvision,
- indopordent judgment and doclsions oxerclsod by tho incum=-
bont. :

£, Upon roceipt of & roquest for a promotion in tho dopart-
mental sorvice the Persomnel-Division will.audit the position
involved in order to dotormino tho lovol of difficulty, rosponsi-
bility, and gradc at which tho individual is performing to
ascortain whother he should rocoivo a promotion,

g, An omployce occupying a cla551fiod position will be
advanced to the noxt highor step within his grade, providing
that ho has 52 wocks of servico without an oqulvalont incroasc
in pay for gradcs GS=-10 and below or 78 weoks service for
gradcs GS-11'and abovo, In addition the omploycc must have
a currcent officioncy rating of Good or bottor and a satisfactory
conduct roport. - )

12, ntra—Agcn y_Transfor P Pollcy :
A Porsonnol Action Requost for intra-agcncy fransfor will

be propared by the office to 'which tho cmploycc is. b01ng transferrcd,
The Personncl Division will. coordlnatc w1th the I&S Staff where
approprlato. . : .

13, Ass1gnmcnt of IAP Porsonnol

- a, It shall bc the rOSponsibllltj of the roc01v1ng offico -
to initiatc a complotod Personnel Action Roquest on all IAC
pcrsonnol (1nc1uding cltatlon of thc allocatod p051tion).

b. The Pursonncl D1v1sion w1ll 1nit1atc a roquost for
secumty cloaranc '
COEFIDENTIAL
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c. Upon recoipt of. sccurdty clearance tho individual .
will bo called to duty by the Porsonnel Division and will '’
be assignod to the roquesting offico.. .. . - ‘ :

d, IAC porsomcl will not be allowod to work in rostrictod
buildings uvntil thoy are given a statoment. by the Porsonnol
Division cortifying that all provisions for assignmont havo: .
boon mots o - o Lo -

L o, Soparations and intra-agency transfors shall bo roported
to the Porsonnol Division on Porsonnol Action Roquost in tripli-
cate, initiated by tho appropriatc offico, The Porsonncl Divi-
sion will coordinate with.the I&S Staff whorc appropriato,

14. Salary Adminigiration

.. @ Regular full-time omployocos. and tormporary cmployocs
of the Ageney with a regular tour of duty compensated on a por
annum basis will be paid in accordance with tho following

. policy: ' : ' C ‘

(1) ‘Entranco on Duty Salary

. (a) Now appointmonts will be made at the baso
salary of tho grado., (Transfors, pronotions, domotions,

~ ro-omploymont, and roinstatements ‘arc not now appoint-
monts within the meaning of the roquircment.,) .

(b) Employcos appointed by transfor, roinstato-
ment or ro~cmployment to a position of tho game grade
will bo permitted to rotain poriodic pay incrcases
previously reccived, - : o

(¢) Employces appointed by transfer, reinstate~:
ment, or rc-cmployment to a position in a-lower grade
than last hold will receive salarics fixod to allow.

! crodit toward within-gradc promotions for all scrvice
3: in appointment grade and highor grades, ‘

(2) Dotormining Salary in Cnso of Promotion

(a) When an employec is promoted to a higher grade
position he will be compensated at the lowest rate of
such highor gradc which oxccedshis cxisting rato of .
compensetion by not less ‘than onc-step increase of the

-+ grade from which promoted.. : - R

* (b) Whon an. omployoc who has proviously rccoived
a changoe to a lower grade is promoted, his salary vill
be fixed so as to-allew credit toward ‘within-grade -
promotion for all previous service in-the’grade to.

which he is being promoted or for service in any highor grados. k
CONFIDENTIAL "
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(3) Dotormining Salery in Gaso of Chando to Lower Gredo

- (a) To dotormine salary in'caso of a'chahgo to
lowor grade, the omployee may bo- given erodit for all
sorvice proviously porformed in tho- lowor grade and
in any highor grades proviously held, . If tho omployco's
salary in the lowor grade is within a onc-stop rango of
his former rate he will'bo compensatod: at -tho stop in
the lowor grade which is ‘nearest. his prosont salary,

(b) Excoptions: Tho policy.'outiiﬁod abovc} does:
not apply in tho following typos of casos:

. s Employcos who have oarncd moritorious .
pay increcasos, An omployoo who has beon givon
a within-grode pay inercasc bocausc of -ospeclally
meritorious sorvice or as a roward for suporior
accomplishment will bo permitted at tho time he
. ds demoted to retain ono stop for cach such advance-
ment, -

2. Employcos who change to lower gradcs to
-accopt - probational appointment, If the change

. to a lower grade is duc to cmploycols dosire to-
accopt probational appointment, he will be compéen- -
sated at the step in tho lower grade which is-
nearost (but not in oxcoss of) tho presont salary

in the highor grade., _ . 0!

Lo 3» Employcos who wore changed to lowor gradoes
for disciplinary roasons.  If tho cmployce is
changed .to o lower grado for diseciplinary rcasons,
his salary rato will be sot at tho baso of the
grode to which he is domoted in the absence of

speeific provision to the contrary,

-+ by Tho salory policy now in effeet for elegsificd employces
also. will .apply to ungraded .omployccs with raspeet, tos - (1)
ontrance on duty, (2) promotion, (3) chango to lower grade ,

(4) probational appointmont, and (5) disciplinary action. -The
“torm "stop increase" will be usod for ungraded positions in
licu of "periodic pay inercasc!" for classificd positions,

(1) 4n employce transferring from a classifiod position
to an ungraded position will.do, S0 without loss in sglary
unless his classifiod salary was above the top step of tho
ungraded job to which ho is boing assigneds .

() An ungraded ‘employce ‘w‘h.o‘ roceivos a conduct and
efficicney. report of Satisfac_tozj:f or ‘highor will rocoive
a step increasc after. tho first six months of ungraded

| SR, | I |
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.8crvice and annually. thorcaftor until tho top. stop has

. beon reachod.  “The salary for omploycos transforring

. botween gradod and ungradoed poaitions will be dotormined
- aftor considoring the waiting poriod elapsod’ and whothor
~or not an equivalont inercasc is.involved,

: . (3) An onmployoc in an ungraded position will have
| ' an-opportunity to carn stup incrcasos as a rosult of meri~
‘ “torious sorvico and. suporior accomplishmonts,

15.  GQorocr Managomont

a. The carcor managomoht program of the Agoney is dosignod
to provide from within: *~ - . - ;

(1) 4 source of woll qualified individuals to £ill
vaeancics as thoy oceur, o

(2) A systom whercby individuals may qﬁalii‘y and bo
promoted to more rosponsible positions through training and
developmont within the Lgeney,

b. " It s Agoney policy that vacancics will bo £illed by

‘; the bost qualified employce available within the Agoney, The

? "bosic considerations for promotion will bo proven ability and
merit, B o . ’

16, I’_oig_onnel Stz&m Roports

: 2. hsgistant Diroctors and Staff Chiofs shall submit to
the Pcrsonnel Division a Porsonnol Information Roport (Form No,
37-6) with copy to I&S Stoff when an omploycos
(1) Changes his namo, homo or offico address, or homo
or officc tolephone numbor, ' ' .

(2) Is 'scparatcd from the Agoney by transfer, resigna-
tion, or cnters the military service from civilian omploy-
. mont, : . : : o

b, In addition to the above a Porsonnel Status Report (Form
No. 38-7) shall bo submitted following any change in an omployoc!s
narital status. The original of the form will be routed to tho
Porsonnol Division and a.copy t6 tho Chiof, I&S.Staff.

17. Terminstion and Final Cloarance

a Bach cmploysc will obtain #lecarance prior to final pay=-
mont, Clearonce will be:obtained on'a Final Payment Clecarance
Shect (Form No. 34~30) whon an omployce is being torminatod,
leaving for overscas duty, gronted leave without pay for a
poriod in oxcess of 60 calondar days, or being transforred to

=12 e
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or from confidontial fund ‘status.

-~ be  Tho Porsonnel Division will be notifiod by Porsomnol
Action Roquost at loast one wook prior to tho offoctivo dato
of tho request. Upon rocoipt of tho Pergonnol Actlion Roquost
tho Porsonnel Divisions will make noccssary orrangomonts for
an oxit intorviow and for final clearanco, will dircet tho
omployoe to tho Inspoction and Sceurity Stoff for socurity
cloaranco, and will thon obtain tho additional roquired cloaranco
by tolophono, obtain the omploycc!s signoturo, and dirocct the
omployce to doliver tho form to tho applicablo payroll offico,
Whon the omployco is unavailable all action indicatod will bo
takon oxccpt procurcment of tho omployoots signaturc.

cs. Tho Chiof of a ficld offico will:

(1) De=bricf tho omployoo end socurc all identifica-
tion or crodontials issued by CIA,

(2) On the Final Poymont Cloaranco Sheot comploto
cortification blocks "office to which anssignod" and
"Security Branch', ‘

(3) Obtain omployoc's signoture and forwarding addross,

(4) Forward tho form to tho Porsonnol Division through
cstablished channecls,

18, Thesc rogulations will govern gencrally all porsonnol actions
of this Agoncy, both ovort and covert, and will be applicd to the

fullest possible oxtont in carrying out specific provisions of Confi-
'dential Funds Rogulations covoring covort porsonncl cetions,

1] . } d R
Roer Adniral, USH
Director of Contral Intclligonce
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CENTRAL INTELLIGENCE AGENCY ‘ ( /

Washington, D. C.

ADVINISTRATIVE INSTH :
NO. ‘ 21 December 1949

SUBJECT: Pergonnel Folicies and Procedirss

©rmmam——

Administrative Instruction -dated 9 December 19L9 is amended as
j.ndicated below:

1, General I'olicy
L O R U

bs  There is no objection to officials of the Lgency not listed
in paragraph l.a discussing vith prospective applicants the possi-
bility of their availability for employment by CIA., Such discussions
will in no case include cormitments of any nature for actual employ-
ment or salary level. . violation of the policy relative to cormit-
ments for employment or salary level may result in immediate dismis-
sal of the individual comnitting the violation.

¥R o
2, Proselyting

4. Ixcent as indicated in paragraphs l.b and 2.d, officials and
employees of this ..gency, including those listed in paragraph l.a
above, are prohibited from discussing employment possibilities with
any ‘employee of any other government agency or employees of the
Congress. writhout the presentation of a written release for such
discussion from the employing agency of the individual concerned,

5. GOeneral Responsibilities of Personnel Divisions

LS SO O

h. Ixclusive liaison with the &S Staff (except by the Lxecutive
or Personnel Director) relative to personnel security checks and |
clearances in connection with initial emloyment by CIA. 4ll re- |
quests for initiation of and information relative to status of such i
personnel security checks and clearances, will be channeled through {
the Personnel Divisions.

‘ !

FOR THE DIRECTOR OF CENTR.L INTEZLLIGENCE:

aptain,
Fxecutive

DISTRI BUTION: A
CONFIDENTI 1
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Co IL A. ADMINISTRATIVE

GENCY . P

31 October 1946 CENIRAL INTILLIGENCE GRSHR. st I Y
R

C
0

TRANSFER OF PERSONNEL WITHIN CIGA

L. A1l personnel employed by or assigned to CI@ are
advised that they are not permittedto seek a position or assigmment
in another Office of CI@ without the prior written approval of  the
Assistant Director, his Deputy, or his Executive Officer.

II. Similarly, Offices are requested not to interview nor
to seek the transfer of personnel assigned to other Offices within
CI8 unless the individual presents such writtenm permission to meek

a newposition or assignment,

III. In any case, all pequests

should be cleared with the

Chief, Personnel Division, Personnel and Administratige Branch,
prior to the issuance of the erproval required.

~ FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

Deputy mewm

.
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RESTRICTED

CENTRAL INTELLICTNCE LGENCY
Waghington, Ds Ce

NUMBIR

SUBJECT: - - Pursonnel Policies and TFrocedures

Recisions: :
‘daind ative Instructions

N date
_Oetober 1947 respectively; —

and imendment No. 1, dated 24 April
September 1947 respectivelys;

dated L December 19UL7;.—m

dated 30 Junoe 194834~

FREE R RN S

17 Migust 19LB.

dated 31 October 19!46;)\
3 December 1946 and 10

1947 and 2

Hemorandum dated L Febduary 19L7, Suhject: policy Governing

Classification of Positions in CLG, to the Assistant

Directors of all Offices and Chief of
and Planning Staff.

1., Personnel Branch Responsibilitics

Coerdinating y\

" a. The Personnel Branch, [&M, is responsible for performing the

following functions with respect to p

rocurement, processing; position

classification and termination of personnel:

- Maintaining a current record of authorized vacancies

Establishing priorities for recruitment on, an agency-
Maintaining constant contact with potential recruite
Contacting And negotiating with individual applicants

Coordinating with ‘the fxecutive for Inspection and
security in connection with initiating and expediting
security clearances for prospective employitse

winally approving all personnel actions for grudeé
P-1, "iF-12 and below. Grades p-6, C:F-13 and above

reg.lne the approval of the Executive Director or in -

his absence the Executive for idministration and

(1)
. and approved requi}si‘tiqns.‘
(2)

wide basis.
(3)

ment SOUrcES .
(L)

for employuent.. - :
(5) :
(6)

Managemente

X o '

(")

Classification and allocation of positions to appro-

the provisions O

nssification icCte

i .

priate seryd 2 and class, and for determining
rates- of p@f&lﬁl\ E'Pu positions not gubject to
[ e Cls .

o

4
g
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(8) Processing all ,pcr;éoﬁnel,actiohs including appoint-
ments, intra-agency transfers, promotions, demotions,
within-grade promotions, and separations.

(9) Providing an employew relations program to protect
and stimulate employve interest and to serve as a.
medium for manag@ment—c*mplowe relationgiips.

(10). AL disciplinary action will be considered and acted
! upon by the Personnel Branch, based upon written
* ' charges prepared by. the. onc»rating agency -and signed
by the Ass is tant Dlrector or Staff Chief concerned.
(11). Establic .h:.ng and ooemtn.ng a ‘testing and training
program to impro ve the selectlon and performunoa of
' omoloyeus. :

(12)  Yaintaining 11a1==on with” the Dept. of St'xte and the
armed forces for the purpose of administratively
. . supporting detailed IAC personnel. -

: y (13) Providing a comprehensive medical program to insure
! the health and physical well-being of all employees.

, b. The Personnel, Branch, A&.M, pwi‘oms constant liaison with
~the Civil Service Commission on all matters requiring Civil Service
approval, such as classification of positions, wifliciency ratings,
certification of employeées {rom Civil Service registers, etc.

2. Bagis for Personnel Actions

‘#e  hssistant Directors and Staff Chiefs are responsible for
insuring against personnel actions affecting individuals under their
supervision which are not bascd purcly on relative merit.  Emphasis
on relative merit extends throughout all personnel matters, including:
procurement, assigmment to duty, promotions, work allocations, leave
determinations, etc.s Merit shall be considered as including: demonstrated
ability, personal industry, integrity, loyalty, comparatlve length of .
service, and comparative pgeneral efficiency.

b, Supervisory personnel must; become so thoroughly familiar
with the personnel under theilr Jjurisdiction and their utilization
‘that they will recognize any contrary tendency and take.appropriate
action immediately. : :

'3. Policies for Lupointment

a., All CI/ positions are filled under “Schedule A" authority
by direct recruitment rather than by certification from the Civil ‘
Service Commission. However, all positions are filled in accordance with
‘@sta.bl:l.shed Civil Service proc sduress S

L be The following polcy is. estn‘*llshcd for effcctlng aopomt—
ments to flll vacant pusxtlons: .

SEETiAT
S e

{
i
i
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e
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(1)
(2)

(3)

§

RESTRICTED

Individuals without prior Govornment service will ho
given an exceptcd appointment under "Schodule Al'-and
will be requirod to serve the first full year: of
scrvice in a trial poriod status,

Individuals with prior Government scrvice whe heve scrved
under war scrvice or execpted appointments will be given
an oxeepted anpointment undor "Schedule A" end will bo
requircd to serve the first six months of sorvice in

a trial period status,

Individuals with Civil Service status will bo aprointed
by transfor or reinstetement to positions without any time

- limitation or trial neriod, -

¢. During the trial peridd the employee will receive the
special attontion and instruction recuired to accusint. him with his

 duties ond to develop his sbility to perform his work in the most

satisfactory mannecr, After a fair and full trial period, an employce
will be terminated if his services de not meet Agency standards.
Employces with vetcrants preforence. or Civil Sorvice status will be
accorded all rights and priviloges granted them under the Veterans
Preference Act of 1944, as amended, end Civil Service rules and regula=
ti us, . ‘ .

to:

a. Civiiian eﬁploy@cs may be promoted to higher gredes subject

(1)
(2)
(3)

(4)

(5)

Existénce of a suitable vacancy.
Complote qualification of tho individual for the vacancy.

Proven and demonstrated ability to porform the dutivs

of the next higher grade for a minimum period of .ninety
days in positions classificd at gradcs CAF-7 or P-2

and above. This does not constitute a barricr to promotion
of individusls whose positions have been reclassified to
higher grades,

In order thet the employese may receive ‘eredit for the

- demonstration period the office concerncd will submit

Form 37-3 to the Personnel Branch indicating the date
the cmployce is deteiled to a position classified at
a higher grade, , ‘ o :

For a pcriod of é months Preceding, the promotion: . n

A Good or Better offecicncy ratihg for gradus up to
CAF-4 end equivalcnt; Very Good. or Excellent effecioncy

rating fo (=3 to 13 or equivalcnt., For
grades_CAﬁ-ér ﬁ ‘ bove an Excellcnt cffecieney
‘rating is required. ) :

‘

P81-00728R000100010005-8
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) .

b. Promoiions are lirited to one prade excent 1n those coses
where no intermedirtc grode hés been agtahlished.

C, /fter considering Pll the factors indiceted above, the

reconrendine snd eomroving snthorities will nse the followine table es
o moide in deterrinine snronricte tire in grade for ‘nromwoticn purnoses:

o o) ———— B S0 04 —————d et SO pn S8 b o s 4 @ 8 o s S—_— B

_____ ap CiF ”“u__QPG Time in Grade e
1 1 1 .
2 2 2 3 months
3 "3 3
4 A
5 4 5 ;
1 6 5 6 -WQQﬁ"”mM ;
7 "6 7 f
2 8 7 g .
8 9 + 9 months .
’ 10 '

5, Intra-igency [Tansfe;_jg;;gy ' g

a. bmnlovees ray not seek reascienrent W1t‘1n CIA withont the
nrior written amroval of the Chief, Perscnnel 1ranch, or his suthorized
reprrsenuatlve wuch ap-reval will he b sec unon bthe recorrmendation of
the spnronriate Assistant ~irector or Staff Chief.

b. Supervisory personnel moy not interview or seek the transfer
of personnel wikhout writ tten approval described in 5a ehove.

6., [Ippcintrent Proces inz Procedures

a. %e followins proceduves are cstn’lnched for the processing
of individv-ls fo* employment w1th1n CIA

(l) fssistant Directors and “taff Chisfe will transmit
Recruiiment decnest Form j:o, 37-¢ in duplicete to the
Personnel brench ~s recuisitions %o £i11 suthorized vecancies
and forwerd Personnel sction Recuest Form ko. 37-3 in
cuadruplicete to the Perscnnel Dranch as reculsitions
-for. actuel employment cf an individual selected. In
order to ccmmence secnrity clesrance, nersonnel actions
may be subpitted against positions ¢lr-adr filled,
nroviding the office concernad informs the personnel “ranch

) on the 37-3 that the 'resent incumbent is vrceting the
. . mosition and the doprox1m“te date thet the nosition will
becore vacant.

S SRR A B R S e
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(2)a, Forms lo. BE dRVlersonuT History Strtement Forms o,

. ©36-1 will ko o™tained by the Personnel Franch :nd will
be forwarded to a mropriate officcs within' CIA. If
interested, the offico will indicatc to the crsonncl.
Branch the nosition to viieh the intividuasl +47) e
assigned. Final seloction or rejection, above grade
CAF~5, will rest wit! the appropriate Assistant Director
or $'aff Chief. However, the Chief,’ Personrel Bruanch
will refer to the Executive for Aul any rejection casa
which he belleves is not warranted,

b, Final authority for the.sclection und assignrent of
enaloyees in grade CAF=5, ecuvivalent grades snd viage rates
and helow, rests with the Chief, Pcrsonnel Zrinch nnd
consequently such cases are rot referred to Assistant
Directors or &taff Chirfs for action.

c. AL persornel assignmerts arc subject to the Sccurity
amroval of the ILxecutive for I & S, :

(3). Unon the rece:nt of Form No. 37-3, the Personne? Branch
will muke an offer of omployment to the individual
concerned, suhject to satisfactory security clcarance,
and uon indicated accentance vill initiate action for
security clearance, Under no circumstances will either
grade or salary bé s~ecifically included in the offer:

: : (4) 'The Persorne] Dranch will rnotifr the office concerncd of

| the failure of individvals td rececive secrrity clrarance and
will teke annronriate octior to inform the in“ividuel of

his rejection,

E : (5). The Excertive for 'dmiristr tion and Fanagcment, or the

| Chief, Pcisonncl Dranch, vill contict all individusls

f ‘ (incluvding dwtoiled IAC nersomnel) relstive to cntronce

| . on duty., Individuals essigned to -c¢rsornel pools vill be

instructed to rcnort for duty in the various offices by

the Chief, Pursonnel Branch, following security clecarance,

; - Each individual, including =ssigned IAC personnel,

i reporting for duty vill nresent to the nnprovriate issistant
Dircctor or Staff CGhief a written notice form the Chief,
Personnel Franch, stnting that such individual h2s been

fully clearcd and.is ﬂ551gncd for dutys A cony of this

- noticc will be furnished the Executive for Insncction
and Sccurity, If extraordinary circumstances. the
Ixecutive for Administrotion:and Hanagerment mey give
verbzl authorization for entrance on duty after assuring
himself that all required ﬁroccsvlng has bhecn comnleted.

Ho 1nd1v1dur1 u111 ke accented for duty without such notice.

74 ProwotionAProc‘551nq Proceduros

. 8. Assistont Direciame-andy Skiff Chicfs 1111 forward Form 37-3 P
to the Personncl Bre: nch, co gS'I G ient information to 1r~d10nto com-
-plience with the po]1c1cs defincd in naragrznh 4 above.

gy
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. b, -Eeeucsts . from ficld staticns for wronotion,and romotion
cases vhich include reassignment must be accornanied My an cmnloyce=nre-
nared vositior description vhich outlinis the duties :nd resnonsibilitics
of the hipher grade together vith the romarks nnd certification of the
immediate suncrvisor. The position deserintion ehmuld include:

(1) An original, objective, concreto and fectunl word nicture
of, the job being serforned ..

(2) Tho dogr:e of difficulty and rcs7onsibility inhcrent in
the pogition.

(3) The nature :nd extent of ‘sunervision and of indenendert
© judgments ond decisions excreised by the incumbent.

c. After review of all factors by the Pcrsonncl Br :nck, “roner
disposition of the case +ill »c made,

8, £alsory Administrntion

Regular full-timo'cmpldyceé and temmornyy cmployces of CIA with
a regular tour of duty commensatcd on 2 ner annvm basis will be naid in
arcordance with the following nolicy: : :

“a. Intranceg 6n Duty Salory

(1) ¥eow anpointments vill he made at the base salary of the
grade. (Transfers, nrorotions, derotions, rcerployment,
.and reinstatements ore not new appointments vithin the
meaning of this regvlation.)

(2) Ervloycos appointed ty transfer, reinstatcment. or
rcemnloyment to a nwosition of the same grade 1111 he nermit-
ted to retain ncriodic may increnscs nreviously roceived.

. (3) Employces anpointed by transfer, reinstatument, or
rcenmployment to a positior ‘n a lowcr grado than last
‘held will reccive salaries Fixcd to allow eredit townrd
within-grede promotions for all scrvice in annointment grade
and hipghur grades. L

b, Detcrmining Salary in Oaso of Promotion

(1). Vhen on cmployce i promoted to & higher grade nositinn,
he ‘must be comiens ted At the base of the gradc if the
entrance salary cxcceds any -he hos nreviously carned in
“the Federal Scrvicc.’ e oo !

(2) vren an emloyce vho has nrcviously, received o change
t6 a lower grde-is promoted, his salary vill be fixed
so as to all-w credit toward,within-gradc nromotion for

. all “roviove scrvice in the grade to which he is being 3
nromoted or for scrvice. in .eny hirher grades. i
b
oo mpem e S ~ e —
\“.
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c, Determining S;':.lBrErSﬂL&jagngP Change to Lowcr Grado

(1) To dotirmins salary in casc of n chenge to lower grade,
the cmployce may be given crodit for a1l scrvige proviously
performed in the lower grade und in any higher grades
previously held.

(2) ‘Excohtiénsé"The'poliéy outlined above docs noi,npply in
the folloving type of cnscs: ‘ .

(a) Emnlovees vho hive carncd mcritorious pay_incronscs.
An cmployce who hns beon given a within-grade pay
incressc beeauss of csneéinlly meritorious service
or .as a reward for suncrior accomplishment will, at
the time he is demoted, be permitted to retein one
step for each such advencement. :

(b)  Chznge to lower grade to mccont probstional sppoint=
C *. ment, If the change .to r lower grade is duc to cmployee's
' desirc to accent wrobationsl appointment, ho vill be ‘
compensatid at the step in .the lover grode vhich is-
ncarcst (but not' in cxcess of) the prosont salary
in the high.r grade. . S S

* (c) . Chonge to lower grade for disciplinsry rensons,

* If thc employec is changed to a lowcr grode for
disciplinary rcasons, his salary rate will be sct at
the bnsc of the gradc to vhich he is dcmotcd, in the

. abscnec of snecific nrovision to the contrary,

"9. liithin-Gr.de. Promotions

fla An'pmpléyee’occupying a classificd nosition may he advanced
to the ncxt higher'rite within his grede, wrovided thet he has twelve
months of scrvicc for grades P-3, CAF-10 and bclov or hes cightecon months
scrvice for grades P-4, CAF-11 and sbove. In addition, the employce must
have ~ current cfficiency rating of "Good" or botter.

b,  The Chicf, Pcrsonnel Branch, is rcsnonsible for kceoving rcecords
to determine vhon employces nrc eligible for within-grade promotions.
Prior to the actusl salary inercasc, the Chicf, Personnel Bronch, will: send
rating Form Mo, 37-105 to thc employce's immedinte supcrvisor for certifi-
cation th.t the cmploycc's conduct is sntisfactory. Determination will
) also be mode that the officicney rating is appropriatc.

¢. Provisions «xist for the cdvanccment by sten promotions for
personncloccupying —ositions not subjcet to the provisions of the
Classification Act.

10, assignment of IAC Detailed Personncl

EEARCRERE S R

8. It shall be the responsibility of the roceiving 07fice or Staff

Scetion to initiate a complckeﬁg‘mla’lréﬁn 21l assigncd IAC personncl
. -7- '

\
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prior to ontrancc on duty. The 37-3 (3 conics) sholl be accomnrnicd -y
Pcrsonal History Strtement (2 copies). o -

be The Pcrsomncl. Drench + ill initiate request for socurity
clearinee, » . ’

c. Senarations nnd‘Intra—Agoncy transfers of IAC norsonncl vill ;
o réported to Personncl Prench by Form 37-3, initictcd by the appropriate !
office, ' \ ‘ '

11. Termination

f.  Officos and Staff Sections v.ill complcte Form io. 37-3 for
emplorecs undor their jurisdiction vho have submitted resignations,
stating the ronson therofor, together with ~ny cxplanation or suggestion
which nny holn to “revent the loss of thc omnloyce, snd forwsrd the completed
form to tho Chief, Personncl Branch, at loast two wecks in advence of the
separation date. Upon receint of ‘Form o, 37-3, the Personncl Braneh, i
after pre-cxit intervicw, in instanccs in which the employce 51111 wishes - ; {
to resign, will premarc Clonrencc Form No, 34-30 indicoting -thereon the |
routing to bc followed for clecarancc. o

g from unvouchered funds are tdvered by. sephrate. instructions, © Where
| practfcable. the policies stated in this Instruction, will govern.

t, H., HILLENKOETTER

Rear Admiral, USN - . .
‘Director of Central Intellipence

1

. , ~ i

12, Snceial porsonncl policics and nrocedurcs for personncl paid :
i
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CONFIDENTIAL
CENTRAL INTALLIGANCE AGENCY
Washington, D. C.
ADJINISTHATIVE INSTRUCTION . 9 December 1949
10, —— -
SUBJECT: PersonnelvPQlicies and Procedures
RNSCISSIONS:  Administrative Instructio dated 17 August 1948~
Administrative Lnstructio jated 25 March 1947
Adipinistrative Instructio dated 11 August 1949 ~

RAEFPIRANCE: General Order [J(Revised); dated 5 October 19L9

L. General Policy

a., Authority is delegated by apnroved statements of
functional responsibilities, separate specific dulepations,
and this Instruction to the Agency officials listed below
to take implementing action on personnel actions recommended
by Assistant Directors and Staff Chiefs (appointment, employ-
ment, classification and roclassification of positions, pro-
motion, demotion, transfer, and suparation of individuals) for
the Director:

Executive

Deputy Executive

Personnel Director

Chief, Administrative Staff

Chief, Personnel Division, Adwinistrative Staff
Chief, Special Support Staff

Chief, Banloyecs Division, Special Support Staff
Designated subordinates of the above listed nfficials

b, Officials and employecs not listed abeve should not

. discuss persomnel actions with individuals to whom such actions
will apply without prior clearance from the appropriate offi-.
cial listed above, Such clvarance will in no case include
authorization to make commitments of any nature for actual
employment or salary level. Violation of this pelicy may result
in the immediate dismissal of the individual guilty of the
violation.

c. No appointmenﬁ in.or promotion ta grades GS-16-and

above will be made without the prior anproval of the Director
personally. R . : '

CONFIDENTIAL
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CONFIDLENTIAL

2+ Trosolyting

a. Officials and employees of this .lguncy, including those
listed in paragraph. la above, are prohibitud from discussing cm-
ploymunt possibilities with any cuployeu of any other governmont
agency or cemployees of tho Congress without the presuntation of a
written rulease for such discussion from the employing apency of
the individual concerned. ‘

be  The policy stated in paragraph 2a above will also apply to
intra-ageney transfers between Offices and Staff Sections, except
in commection with thu application of Agensy career management
policivs by authorized officials listud in paragraph la above.

¢, It is oxpected that other govermment agencies will obscrve
a ruciprocal non-prosslyting policy in dwaling with CIA aiploycss.
Such employeus who obtain employment with other government agoncius
without obtaining wrior roleasu may be required to rosign in order
to accupt such employmont.

d. In connuction with the above, there is no objection to the
officials listed in paragraph la above contacting .any other agency,
when desired by Assistant Dircctors or Staff Chiefs, to ascertain
whethor a specific individual can be made availabl: for snployment
by CI! and, if no objection is mads, to arrange for appropriate
interviews and security chucks within CL.\ prior to actual separa-
tion of such individual from his curruint craployment.

3. Dulinitions

a. The jurisdiction of uach of the Porsomel Staffs of CIA is
dufined in published statements of functional responsibility. In
order to avoid duplication of instructions the term " ersonncl
Divisions" as used herein will pertain to cach of the following
activitics to the cxtent of its nublishced functions » unless other-
vwise stated: ' .

Personnel Divisiorn, Administ’rative: Staff
Zmployess Division, Speeial Support Staflf
b, IAC personhel arc those individuals detailed - for duty with
CL. from the State Department or the Demartment of Dofensc.

¢, Departuental Service includss all positions in the head-
quarters or central office of the LEENCY . .

-

CONFIDENTI.LL.
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b Inguirios

© all dngquirius cither writtun or vgrbal, from the hite House,
mamburs of thu Consress, or Committuus of national nolibical nnrtive
rocuived by nny dndividual or activity of this Aguney will bo dlnmodi-
Ately roforred to the Gonural Counsel for action and preparation of
runly,  The Senaral Coungel i1s regmonsibly for aduquatu coordination
in uach cagu prior to prunaration of renly. '

5. Qunural Responsibilitiuvs of Fersonngl Divisions

Undur tho poliey zuidanc: of thu Pursonncl Diructor and the
direet supcrvision of thu Chiufs of the administrative and Special
Bupport Staffs, thu Pursonnul Divisiong arv responsible for:

2« Procurument, placeimunt, procussing, appointmunt, promotion,
dumo tion, trithin-grade advancus, suspension, and tormination of
individual employues, to moet the stated ruguirgmonts or rucoi-
mundations of /ssistant Diructors and Staff Chivfs concurnud, or
mandatory provisions nf law and govurnment rosulations, ‘

b. .ssisting tho Pursonncl Dircetor to wstablish qualifica-
tion standards for all positions. o

¢. Rucommunding position classification for all positions to
the Personnul Diructor,

de lssisting tho Pursonncl Diructor to vstablish salary admin-
istration, e¢fficiency rating and tarser managinent programs, and
for carrying out such programs when establishud. :

¢e haintaining a current record of anthorized vacancies and
aprrovud nrocuruint requosts against such vacancius.

f, Establishing pursonnel nrocurchent prioritics.

g laintaining continual contacts with potuntial. personnel
nrocurcmuent sources.

h. ISxclusive liaison with the I&S Staff (uxcupt by the Hxucue
tive or Pursonnel Director) rulative te persomnel sueurity checlks
and cleerances.  4ll requests for initiation of and information
relative to status of personnel seeurity chucks and clearances
will be channcled through the Pursonnel Divisions., :

i. Z3stablishing pursonnel training programs within spocifi-
cally authorized limitations,

: J. Bstablishine and maintaining rotention registors for
reduction-in-forece procudures, :

ko  Taking iuplementing action on ail disciplinary actions which
are recommended in writing by Lssistant Directors dand Staff Chicfs.

-3
CONFIDENTI.IL
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1. (1) Taleing impluenting action on rocomm.ndud nurscnnel
| , actiong involving cradus 08-12 and h.lor, <xesnt whon thure
: aro unresolved disagrouments srith Lssistont Dircetors or
! Stall Chicefs concurnud,

_ (2) Recomuwunding through the Personnsl Dirvctor to the

| Szucutive action on pursonnul actions involving grades '
GS-13 and above, (8w parapgreph lec re actions involving
sracdes (0S-16 and above, The Sxveutive will moke rocomienda.
tions to thu Director in cach such casu. ) ‘ \

(3) Referring =11 pursonnel actions through the Personnel
Director to the Exccutive where thure is unregolvod disagrec-
ment with the Lssistant Dircetor or Staff Chief concerncd.

6. Modical Standards

i Initial appointment or reassignmont to all positions are sub-

: Juet to cstablished medical stondards. Inasmuch as thu siening of a
mudieal vaiver by an individual dous not reliuve the soveérnment of its
liability under the regulations of the Employces Coumpensation Commission,
no waivers of physical roquiruments will be aranted, '

Yo horit and Qualifications af Individurls

a. The basis for all wmersonmel actiong in the ~geney will be
individunl qualifications and relative morit. Porsonal considur—
Aations, family r.lationshins, favoritism, and extornal pressurcs
or considerations will not bu mermitted to influenco such actions,
-sgistant Directors, Staflf Chiufs, and ¢ach of the officials
listed in paragranh 1 above are wersonally chargud with insuring
thet this nolicy is effeetively exereised throughout the L{IENCY .

b. Determination of relative nerit and gnalifications will bu
basud on dumonstroted ability, pursonal industry, integrity, :
loyelty, lungth of scrvic., general eflficicncy, and background ;
of experiuvncemd cducation, in comparison with othur applicants j
| and cmployues in similar fields and crades . '

¢. Supervisory porsomncl at #ll levels must beconc thoreushly
fomiliar with persomm:l under their jurisdiction to insurc tho
Just and objective administration of thig policy.

8. Initiation of Personn:l ..ctions

2s :issistant Dircctors and Staff Chicfs are respongible for
the initiation of mursonncl actions on individudls under their
Jurisdiction and for the routing of such actions to the
appropriate Personncl Division.  They nay designate such

’ ' . ")J'"
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individuals within their organizations as may be considerad
desirable to sign and forward such actions, The names of
individuals so designated, and any changes in such designa-
tions, will be communicated in writing to the approprilate
Porsonnel Division,

b. 'chh personnel action requiring actioh by the Executive

will be signed personally by the Assistant Director or Staff
Chief concerned,

9« DRelations with the Civil Service Commission

as The Classification Act of 1949 exempts the CIA from
its provisions, Our persomnel program, including position
classification, appointment, promotion, ete., is carried out
within the Agency without prior Civil Service Commission
review, ' The Director has signed a written agreement with
the Civil Service Commission to adhere strictly to the
provisions of the Classification Act in administering the
Agency personnel program. The Civil Service Commission also
has agreed to provide advice and guidance whenever called
upon to do so, : :

b, The supervisor: and review functions previousiy
exercised by the Civil Serviee Commission have been delegated

to the Personnel Director and his Staff for all Agency personnel

matters, rogardless of their security classification,

10. Appointment Policies and Procedures |

8. Pogitions are filled by direct recruitment rather
than by cortification from the Civil Service Commission, but
in accordance with established Civil Service procedure,

b, The following policy is established for effecfing
appointments to fill vacant positions:

(1) An individual without prior Government service
will be carried in a trial period status for the first
full yoar,

(2) 4An individual with prior Government service
who has served under war service or excepted appointments
will bo required to serve the first six months in a trial
poriod status,

(3) An individual with Civil Service status will be
appointed by transfer or reinstatement without any time
limitation or trial poriod. :

-5
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¢. During the trial period an employee will roceive the
special attention and instruction required to acguaint him
with his duties and to develop his ability to perform his
work in the most satisfactory manner, After a fair and full
trial period an employee will be terminated if his services
do not meet Agency standards., An employee with veterans' prefer-
ence or Civil Service status will be accorded all rights and
privilegos granted him under the Veterans Prefeorence Act of
1944, as amended, and Civil Service rules and regulations.
(These privileges are subject to special final authority granted
%o the Director by .the Hatlonal Security Act of 1947.) TUnder
corbain conditiors, it is possible for cmployecs.to achicve
pormanent Civil Service status while serving in this Agency.
The Standard Civil Servico rogulations will be followed in
cach instance, aftoer initiel cloarance has beon roceived from

the Porsonnol -Rolations Branch, Personncl Division,

d. The'followinglprocoduros'aro.establishqd”for prodessing
individuals for cmployment within CIA: : :

(1) Assistant Directors and Staff Chiefs shall transmit
' Rocruitmont Recuests in the original and threo copies to
the Porsonnel Division as roquisitions to fill authorized
. vaconcics, A Personnol Action Roquest (Form No. 37-3 or
37-1) in ¢uadruplicato shall bo.forwarded to the Personncl
Division as a roquisition for actuval emaloyment of .an
“individual. ' In order to initiate security clearance a
Personncl Action Requost may be submitted against-a position
currently filled, providing the office concerned informs
tho Personnel Division on the form of the approximate date
that the prescnt incumbont will vacate the position.
(2) ‘4n Application for Employment ‘and a Porsoral History
Statement will be obtained by the Personnel Divisidén and
forvarded with a Roferral Shoet to tho appropriate office,
Aftor carcful roviecw, the file will be returned to the
Personncl Office with request for personncl action or
rcason for rojection, - :

(a) TFinal scloction or rejection of appliconts
for positions abovc grade. GS-5 or ‘equivalcnt shall
normally rest with the appropriatc Assistant Dircctor:
or Staff Chiof, subjoct to, qualifications roview by the
Personnél Divisions., The Personncl Chiefs may rcfer

to the Exccutive through tho Personnel Dircctor, acccptanco

or rojoction cascs which' they belicve are not warranted.

(b) Final authérity for the seclection and assignment

of an cmployec in grade GS=5 or cquivalent and -boelow,
shall rost with the Chicfs, Personncl Divisions.

o b
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(e) All assignmonts arc subject to tho socurity
approval of the Inspection and Sccurity Staff,

(3) Upon the roceipt of a Porsommol Action Roquost
the Personnel Division will make an offer of employmont
to tho individual concerned (subjoct to satisfactory
security cloarance), and upon indicatod accoptance will
initiato action for sccurity clearance,

(4) The Personncl Division will notify tho offico
concorned of the failurc of an individual to receive
security clearance and will take appropriatc action to

~~inform the individual of his rejection,

(5) Tho Porsonnol.Chiefs will contact cach individual
(including dotailod IAC porsonnol) relative to ontrance
on duty. An individual assigned to a personnel pool will
bo instructed to report to duty by tho Personnecl Division,
following soccurity cloaranco. Bach individual (including
detailed IAC porsonncl) ropurting for duty will presont
to the appropriato Assistant Diroctor or Staff Chiof a
writton notice from the Porsonnol Division stating that
ho has beon fully cloarod and assigned for duty. A copy

of this noticec will be furnished the Inspcction and Socurity

Staff by tho Personncl Division., In oxtroordinary circum=-
stances tho Exccutivo or the Personncl Diroctor may give
vorbal authorization for ontranco on duty aftor assuring
that all required processing has bocn completed.  No indi-
vidual will be accepted for duty unless one of thc above
provisions has bcen mot,

Promotion Policics and Proccdurcs

a. An cmployeo may be promoted to a highor grade subject

(1) Existonce of a suitable vacancy.

(2) Complete qualifications of the individual for
the vacancy. » '

(3) Completion of 90 day dotail period to position
GS-7, or above, Incumbents of positions lower than GS=7
must have assumed the duties of the position to which they
are being promoted, Prior to the time of detail they must
meet testing requirements and qualificeation standards for
the recommended position, No employee shall be detailed

" to a position allocated liigher than one grade above the

position which he currently occupies, These stipulations
do not constitute a barrier to promotlon of an individual
whose position has been reclassifiied to a higher grade,

==
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(4) Submission of a Personnel Action Roquosb to the
Porsonnel Division indicating the exact position’ and the
date the employee 1s detailed in order that he may rocelve “
credit for tho detail period, The form must indicate the
allocated position that will be occupied. o ‘ §

(5‘). Evidonce of an efficiency ratn.n[g as follows.

(a) GS-i4, equivalont, and bolow - Good or bettor
for six months procoding promotion,

(b) GS=5 through 6S-13 or oquivalrmt - Vory
Good or Excellent for six months proceding promotion,

(¢) GS=14 and above - chollont for one year
procoding promotmn. ‘

b. Promotions aro limited to one grado cxcept in cascs
whore no mtormod:.ato grados have boon rocognmzou.

co Aftor consmormg all tho factors indicated abovo,
tho recommending and approving authorities will ‘uso tho
follow:mg table as a guide in dotermining o.ppropriato timo
~in grado for vromotion' purposes: ‘

Timo‘ in Grade i ; !

GS CFC
1 1 .
2 2 . 3 months
3 3
4‘ i
4 5 R R
5 6 6 months !
6 7
7 -8
8 9 9 months
10
9 .
10 . ‘ . 12 months
: o : s 15 months
Cor 18 months
; o013 A . 21 months
1 724 months |
N
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do . -Assistant Diroctors and Staff GChiocfs shall forward
to tho Porsonnol Division a Porsonncl Action Roquost contain-
ing sufficiont information to indicate compliance with tho
policios dofincd in paragraph & abovo,

be accompanied by a Position Doscription prepared by tho
omployce, which outlinos the dutios and responsibilitios being
porformed, togother with romarks and cartification of tho
immediate suporiocr,. In tho casc of a proposed position in

9s A roquost from a field station for a promotion must‘:

< the fiold sorvico tho- description will be propared by the indi-

vidual who is most familiar with the dutios and rosponsibilities
to be performed, Tho deseription must include: _— '

(1) Factual degcription of the work being performed,

. (2) A statomont of dogreo of difficulty and rosponsi~
bility inhorent in tho position.

- (3) An account of tho naturo and oxtont of supcrvision,
indopendent judgment and deeisions oxerciscd by the incum-
bent,

£, Upon roceipt of a roquost for a promotion in tho dopart-
mental sorvice the Personnel Division will audit.the position
involved in ordor to dotormino tho' lovol of difficulty, rosponsi-
bility, and grado at which the individual is performing to
ascortain whether ho should roceive a promotion,

ge An omployce occupying a classificd position will bo
advanced to tho noext highor stop within his gradc, providing
that he has 52 wocks of service without an oquivalont ‘inereasc
in pay for gradcs GS=-10 and bolow or 78 wocks service for
gradcs GS-11 and abovo, In addition the omployec must have
a current officioncy rating of Good or bottor and a satisfactory
conduct roport, : ‘

12, Iﬁtra—Agcncy;lZansfor Policy - :
A Porsonncl Action Requcst for intra-ageney transfor will

bo proparod by the offico to which tho cmployoe is boing transforrod,
The Personncl Division will coordinate with the I&S Staff whore
appropriate, . - B : .

13, Assipnmont of. IAC Porsonnol

a. It shall be tho responsibility of the receiving offico
to initiato a complotod Personnel Action Requowst on all IAC
personncl (includingvcitatiqn of “the allocatod position),

b, Tho Personncl Division will initiate a requost for
sccurity cloaranco, . v
: ' ‘ C D
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c.. Upon recoipu of socufity cléafanéo the individual
will be ocalled to duty by the.Porsonnol Division and will
bo assignod to tho roquasting offlcc.

d. IAC porsonnol will not bo allowed to work in restrictod
buildings until they are given a statoment by the Porsonnol -

Division cortifying that all provisions for asgignmont havo -
boon mot. . ' ‘ o

0. Soperations and intra-asgoncy transfors shall bo roportod
to tho Porsonnol Division on Porsonncl Action Roquost in tripli-
cato, initiatod by tho appropriate officc. The Porsonnol Divi-
sion will coordinato with the I&S Staff whore appropriato.

14. Salary idministration
2. Rogular full-time omployccs oend tomporéry'omployoos
of tho Agoney with a rogular tour of duty componsatod on a por
annum basis will be paid in accordanco with the following
policys : L .

(1) Entrancc on Duty Salory

(a) DNow appointmonts will be made at the baso
galary of tho gradc. (Transfors, promotions, domotions,
" re-cmploymont, and roinstatoments arc not now appoint-
monts within tho mecaning oft the roquiroment,)

(b) Employocces appbintod by transfcr, roinstatc-
mont or re-cmployment to a position of the samc grade
will bo permitted to .rotain poriodic pay incrcascs

proviouslyﬁroccivcd. T

(c) Employcos appointed by transfer, roinstate-
“mont, or re~cmploymant to a position in a lower ‘grade
than last held will receive salarics fixed to allow.
crodit toward within-gradc promotions for all scrvice

in appointmont grode and highor grados. .

(2) - Determining Salary in Caso ofvPromotion 

(a) Whon an cmployoo is promoted to a higher grado
position he will be componsated at the lowest rato of
such higher grade which oxcoedghis existing rate of

" ¢ompensetion by not loss.than onc-stop increcase of the
-grade from which promotod, .

(b) Whon an cmployce who has proviously reeeived
a change to a lower grade is promoted, his salary will
pe fixod so as to allow credit toward within-grade
promotion for all previous sorvice in the grade to
which he is being promoted or for sorvice in any highor grados.

-10-
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(3) DotoyminingvSalarx in Caso of Chango to Lowor Gradc

(a) To detormine salary in caso of a chango to
lowor grado, the omployoce may bo given erodit for all
sorvice proviously porformod in tho lowor grade.and
in any highor grados proviously hold, If tho vmployoo's
salary in the lowor grade is within a ono-stop range of
his former rate ho will bo compensated at tho stop in
the lowor grade which is noarost his prosont salary.

(b) Excoptions: Tho policy outlincd abovo docs
not apply in tho following typos of casos:

1e Employocs who have oarned meritorious
pay incroases,  An omployco who has beon given
a within-grade pay ineroasc because of ospeecially
moritorious sorvico or as a roward for suporior
accomplishment will bo pormitted at tho time he
is domotod to retain onc stop for cach such advanco-
ment,

2. Emplojocs who change to lowor grades to
accept probational appointment, If the change
to a lowor grade is duc to cmployce!s desirc to
accopt probational appointment, hc will be compen-
satod at the step in tho lower grado which is
noarost (but not in oxcess of) the prescnt salary
in tho highor grade. :

3+ Imploycos who woro changed to lower grados
‘ , for disciplinary roasons, If tho cmployoc 'is
i changed to a lowor grado for disciplinary rcasons,
4 his salary ratc will be sct at the basc of the
: , grado to which he is demoted in the abseonce of
! spceific provision to the contrary,

‘ b, The salary policy now in effcct for classificd omploycos
also will apply to ungraded cmployces with respect to: (1)
ontrance on duty, (2) promotion, (3) chango to lower grade,

(4) probational appointment, and (5) disciplinary action, Tho
term "stop increasc" will be uscd for ungraded positiong in
licu of "periodiec pay increasc! for classificd positions,

(1) An employce transferring from a classificd position
| to an ungraded position will do so without loss in salary
unless his classificd salary was above the ton steop of tho
ungraded job to which hc is boing assigned,

(2) An ungraded omployce who reccives a conduct and ‘
officicney report of Satisfactory or highor will rccoive
a stop incrcase aftor the first six months of ungraded .

=11-
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.sorvice ond,.annually thoroaftor until the .top stop has
beon reached, ' The salary for omploycos transferring
+ botwoen gradod and ungraded positions will be dotormincd
aftor considoring the waiting poriod olapscd and whethor
or not an equivalont ineroasc is involvoed. .

(3)" An' employco in an ungraded position will have
an opportunity to carn stcp inercasos as a rosult of mori-
- torious sorvice and suporior accomplishmonts,

15. Coroer Managomont -

I ' a. The caroor managomont program of the dgoney is dosigned
’ to provide from within:~ - ' .

(1) 4 source of woll qualificd individusls to £ill
' vaeancics as thoy occur. o

(2) A systen vhercby individuals may qualify and bo
promoted to more responsible poaitions through training and
i _ ~ devolopmont within tho Agcngy.

b, "It is Agency policy that vacancics will ‘be filled by
tho bost ‘qualifiod oemployco available within the Ageney, Tho
basic considorations for promotion will bo provon ability and
merit, - ‘ '

16, Porsonnol Status Reports

a. Assistant Diroctors and Staff Chicfs shall submit to
the Porsonnel Divisien a Personncl Information Roport (Form No,
+37-6) with copy to I&S Staff whon an ecmployco:

(1) Changes his nano, homo or offico address, or home
or office tolophone numbcr, - S

(2) 1Is soparatod from the Agency by transfer, resigna-
tion, or cnters the military service from civilian cmploy-
‘ment, : ‘ : o

b. In addition to the abovo a Porsonnol Status Report (Form
No, 38-7) -shall bc submittod followingz any change in ‘an cmployco!s
marital status, The original of the form will be routed to tho
; Porsonncl Division and a copy to thd ‘Chiof, I&S Staff,
17, Termingtion and Final Cloarance

as - Bach employec wili obtain @loaran.. prior to final pay-
mont, Cloarance will be obtained on a Final Payment ‘Clearance
Sheot (Form No, 34-30) whon ‘an’ dmployce is boing terminated,
loaving for overscas duty, gronted ‘loave without pey for a
poricd in oxcess of 60 calondar days, or being transforred to

=12- - -
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or from confidential fund status,

!
Actlon Roquost at loast one wook prior to tho offoctive dato : ;
of the roquest, . Upon rocoipt of the Porsonmnol Action Roquost
tho Porsonnel Divisions will mako nhocossary arrangcrients for
an cxit intorvicw and for final elearanco, will direct tho
omployoe to tho Inspoetion and Sccurity Staff for sccurity
cloarance, and will then obtain tho additional required eloarance
- by telophona, obtain the ormployce's signaturc, and diroct tho
crployoe to doliver tho form to the applicabloe payroll office,
Whon tho cmployeco is unavailablo all action indicated will bo ‘ 3
takon oxeopt procurcment of tho omploycets signaturo, ]

18,  Thosc rogulations will govern generally all porsonncl actions

of this ligoncy, both overt and covert, and will be applied to the
fullest possiblo

dential Funds Regulations covering covert porsonnel actions,

DISTRIBUTION: ‘A,

Approved For Release 2001/09/04 : CIA-RDP81-00728R000100010005-8
) )
CONFIDENTIAL

b. Tho Porsonnel Division will be notifiod by Porsonnel

¢s Tho Chiof of a fiold officc will:

(1) Do-bricf tho erployoo and socuro all identifica-
tion or credentials issucd by CIA,

(2) On tho Final Paymdnt Cloaranco Shoot complote
cortification blocks "offieo to which assignod" and
"Sccurity Branch",

(3) Obtain omployoe's signature and forwarding address,

(4) Forward the forn to thc Personnel Division through
ostablishod channcls,

extont in corrying out specific provisions of Confi-

l. !. HILLENKOETTER

Rear Adniral, USH
Director of Contral Intolligence

-13-
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‘“O]ﬁce Memomndu * UNITED STATES GOVERNMENT

t w/" ' .
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T+ .

TO 't pxecutive DATE: 20 Ootober 1949

" FROM ¢ Management Officer

SUBJECT:

1, This Administrative Instruction is a rewrite of present
instructions by the Personnel Director, Major additions ares

8¢ Inclusion of paragreph on career management,
(Page 9)

be  Tightening of instructions regarding assigament
' of IAC personnel, (Page 7)

Ce Chenge in grade level from CAF=5 to CAF=T for  —— 72/@
direct assignment by Personnel without roference to office lbﬂ?
ooncerned, (Page L) Vs

2+ This Office concurs with the above changes. Authorization
Y for Personnel to make essignment to inolude grade CAF=7 without
e reference to the office concerned is sound in prinociple. All assign-
‘ ments are made on the basis of specifiec requisitions and are based
<0 / ‘Z:T' on position descriptions which have been mutually agreed on, In ;
j e, o+ practice, however, it has been found that offices are not thoroughly !
FeS N satisfied with the present direct assignment of CAF-5 and below,. : !
AT TR These facts are brought to your attention as it is not felt the
f L{?’"‘y Management Officer has suthorlty to make final decision in the matter.

""/’?f}”“’/ . 3¢ At the suggestion of this Office, the Instruction has been
) rearranged to group like subjects such as Promotion Policies and Pro~
cedures, Appointment Policies and Procedures, etc, The previous
Instruction contained these related subjects in widely scattered :

paragraphs, {

STATINTL
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gignature and direct the employee to deliver the form to
the applicable payroll office of the Budget Office. When
the employee is unavallable all actlon indicated will be
taken except procurement of the employee's gignature.

¢. The CIA Headquarters and Headquarters Detachment and
the Navel Administrative Command will take similer action in
the case of military personnel.

e, The Chief of a field office will:
(1) De-brief the employee.

(2) Complete certification blocks noffice to which
aseigned" and "Securlty Branch', K .

(3) Obtain employee's signature and forwarding address.

1 o (4) Forward the form to the Personnel Office through

f S setablished channels ' TINTL

ADMINISTRATIVE INSTRUCTION NOA._-_s_lmj: Porsonnel Policies and Procedures,

(<]
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ADMINISTRATIVE TNSTRUCLIONS

NO,

SUBJECT: Personnel Policies and Procedures. ”

1t e A

RLSCISSION&' Admx%‘bruction_ datea 17 Au st

1.

1948 Wl 1T H) wd

E

Responsmbillties snd Functions of the Personnel Officer.

a. The Persomnel Officer only shall be directly responsible for

performing the principal functions of the Apency with respect

to procurement, placement, processing, position classificatlon,

salary administration, personnel rela;tiozis and ‘termination of

employecs. These personnel activities shall be performed by

' other- offlces only upon specific delega:blon by proper author:.hy.

be The Persomxel Offn.ce is responsible for:
(1) Meintaining a current record of authorlzed vecencies :
and approved requisitions.
(2) Establishing qualifications stendards for all posi=~
tions in CIA.
(3)‘ Esta.blishing priorities for recruitment on an agency-
wide basis. ‘
(4) Maintaining constent contgct with potential recruit-
ment sources.
(5) - Contacting and negotiating ﬁi’ch individusl applicants
for employment. However, no person exﬁployed within the
Department of National Defense, Department qf State, Atomic

Energy Commission, or other executive department or agency,

”“??“"7'57
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‘ P-Sé: CAF-12 and below. Grades P=%, CAF-M and above require

or on e Congressional staff shall be interviewed or consid-
ered for employment within the Agency without a written

notice of availability signed personally by the chief of

the branch currently employing the person. WNo commitments
relative to employment or salary will be made by other than
the authorized personnel repreéen‘ta’cive. There will be o
discussion concerning employment with this agency without

prior clearance of the contact with the Personnel Offlcej

/

N e éét, = o
‘m‘r._--ub fl 'L[u », oAbt ,0 . € kit i Lotk "

(6) Requesting all personnel secur:.ty clearances, ALt Re-

e

quests for information relative to persomnel security

clearances as well as the initiation of requests for person-
) mad ¢ ‘
nel security clearance will be/\'bhrough the Personnel Office.

R AR it

(7) Approving finally all persomnel actions for gredes

e

i b

the approval of the Executive or, in his sbsence, the Deputy

Executive. g
AN
(8) Determining and epproving for the A.gency, service, i

series, grade and salary for all positions including classi-
h"‘ KR 1

o & )

fied, ungraded, and consultant positionsg,assuring unlform—- |

ity of classification allocations throughout the agency.

(9)_ Processing all personnel sctions including appointments,

intra-agency trensfers, promotions, demotions, within-grade

promotions,ka.nd separations. - The Persomnel Officer only °

,
T

will ‘terminate or suspend employees whenever such acti 1s i
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neoessary and appropriate.
(10) Establishing ond operating a testing and training

program to improve the selection and performence of employ-

-

ees, ‘
(11) Estublishing and meinteining retention registers for i
reduction in force procedures. o ,
(12) Providing a personnel relations program to piotec'l; : }

- and stimulate employee interest and to serve as a medium |
ILLEGIB for ma.na.ge{nenb employee z:_ela.tlonshlps. e ) ' J
1) M%%mﬂ S

rova.m})és of~fdminj Z‘brat:w ~InstryétionX

(1“4) Reviewing and acting upon all disciplinary actiong
based upon written charges prepared by the operating office

and signed by the Assistant Director or Staff Chief con- i

cerned. ‘ ’
! (l‘g) Maintaining lisison with the Department of State and v -
] OV VTR o Ltrtrts :
the Aa!k;x‘ed-Fozxoss fc‘»?r the' purpose of administratively sup-
porting detailed IAC persomnel.
(16)‘ Provid?{ i comprehensive medical program to promote the
health end physical well-being of employeces. i
EERE 7 (17) I\.’Iaintair'x:gconstan'b liaison with the Civil Service Com~- [ﬁm
: mission on all matters requiring Civil Service approvale

. wmvmmg_p%&m ons‘,m.ememeywamngs,»é—ww&—

(/ g ) | l/‘v\..t‘»v\.x,i:kk,g,\_gﬂxj aLJQ«c.,@.‘A.«:C(, /L»W
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2. Basis for ‘P‘érsohriéi_ Actions.

8. Assistant Directors and Staff Chief's are responsible for !
AL cAmppantap bt ‘ )
pr-mub:‘nrg‘pers\mmel acbions affecting individuals under their

Tt bt s pdr R Ll e
supervision, véair.b—-ue—n : U Lilve-mend

NJ..JC\,«\- W*M:f

metters, includimp curement, assignment to duty, promotions,
- oonde TRoprttin,
"'“_' W.ii‘e':‘ﬁ';assignmen‘cs,h Tewvo-deberminallions, eke. Merit shall be -

\

considered as including; demonstrated ability, persoﬁal indus-
try, integri'ty,. loyalty, comparative length of service, and
comparative general ef‘f'iciency.

b.  Supervisory personnel must become thoroughly familiar with
the personnel under their Jurisdiction and their utlllza.tlon

’}WD 1,\-L\ n«(vp o W,C AV v\:C...w‘\ [&_,\d,(w il
in order M&y_mmeeomzr-mrcontrarywbendan&vmd

'@ﬁ tCaLA.J.« 1A t-
m’\’mﬁ“@& oo P,
3. ____‘E i_. i-O-B—-:ﬂO‘__] it '.éM\/ Zz ! _5‘—/ /yﬂ.‘\wb«‘,.ﬂzm, 2 V-MO /.'\,{‘--»,.w‘,af,avvkgv' ‘

&s CIA positions are filled under "Schedule A" euthority by

direct recruitment rather than by certification from the Civiil

Service Commission, However, positions are filled in accord-

ance with established Civil Service procedure,

be The following pélicy is esbablished for effecting appoint-
ments to [ill vacant positions:

(1) An individual without prior Govermment service will be

23

DP81 -00728R000100010005-8
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Given an excepted appointment under "thodule A" and will

be carried in a trial period status for the first full year,
(2) An individual with prior Government service who hag i
served under war sefvioe or excepted appointments will be

given en excepted appointment under "Schedule A" and will

- be required to serve the first six months in a trial period
status. |
(8) An individual with Civil Serx‘rice status will be ap- i
pointed by transfer or reinstatement without any time limitg. | |

tion or trial perioy ‘ o

¢+ During the trial period an enployee will receive the special

attention and instruction requir‘ed to acquaint him with hig

duties and to develop his abili’cy to perform his worlk in the

most satisfactory manner. After a fair and full trial period,” pr
an employee will be terminated if his services do not meet

Agency s’candards.v An employee with veterans' proeference or

Civil Service status will be accorded all rights and prlvz.leges

R s e

granted them under the Veterans Preference Act of 1944, gag
emended, and Civil Service rule s and regulations. (These

privileges are subject to special final authority granted to

the Director by the National Securiﬁy Act of 1947.) Sesctien-103,

I et e e

R\
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d. The following procedures are established for yh/procossmg R !
o individuals for employment within CIA:

T (1) Assistant Directors and gtaff Chiefs shall transmit

grm No. 37-8 in the original end six copies to the Person-
nel Office as & requks:.uon to £ill en authorized vacency.

" Perant, Gt ErpcesT)
Wlﬂ quudrvh:llcate shall be forwa.rded to the

Persomnel Office as & requisi‘cion for actual employment of

an individual. In order to initiate gsecurity clearance, a
()(r,wpwl 0—:!,1(. o (MW/?T

”"r:-“s’ma.y bo subnitted agmnst a position currently filled,
providing the office concerned informs the Personmnel Office

on the the approximate date that the present incumbent will o
#oL
-8 vacati@p the position.

- | (2) Stendard Porm & 57 and Form No. 38-1 will be obteined REE

by the Persommel Office and forwarded with Form No. 37-9 ‘o

the appropriate office. If the office is interested, it

will indicete to the Personnel Office 'bhe position to which 3

the individual will be assigned. |
() Final selection or rejection of applicants for

ot ‘ 5
positions above grade CAF=5 e equivalent meedes shall

rest with the appropriate Assistent Director or Staff
' Chief. However, the Persomnnel Offlcevmay refer to the
Executive any rejection case which he believes is not

warranted.

00728R000100010005-8 2 e
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(b) Pinal authority for the seloction end essignment
§f an employee in grade CAF-5 or equivalent and below,
gshell rest with the Personnel Office‘awmq&en@—ly
erumm@_@wﬁméxwr
FeLfChiefs~for~action. ‘ 0 p.

(e) All/Personnel assignments are subject to the

(WO RCey g/ O <

security approval ofﬁspectlon and Secur.l.ty..
an-Hor-5i=d, the Personnel Oi‘flcer :

(3) Upon the receipt of
will make an offer of employment to the individual concerned,
(subject to satisfac'bor%/éocuri'by clearance} and upon indi- I
cated acceptence will initiate action ‘for security clearance.

(4) The Personnel Office will notify the office concerned "
of the failure of an individual <to reﬁeive security clear-
ance and will take appropriate action to inform the indi-
vidual of his rejection.

(5) The Executive or the Personnel Officer will conbact g

each individual (including detailed IAC persomnel) relative
to entrance on duty. An individual assigned to a éersormel
pool Wi‘ll‘ be instructed to report to duty by the Personnel i
i ‘ Officer, folloW:Lng securltj clearance.  Each individual
(includ:.ndg;C]ﬁi.,t‘&lcL personnel) reporting for duty will present « ka

to the appropriate Assistant Director or Staff Chief a writ-

ten notice from the Personnel Officer, stating that he has

been fully cleared and assipgned for duty. A copy of this

e

g

iy
i

u

_00128R0001 0001 0005-8
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" notice will be furnished Inspection and Security by the
. Personnel Office. = In extraordinary circwustences, the (

Executive may give verbel authorizetion for entrance oﬁ
~duty after assuring himsgelf that all 'required processing \ q

hes been completed. No individual will be accepted for dut,)‘

S

unles.:. one of ‘the above provisions has been met.

(6) The Personnel Office cnly shall request i}li‘orula'tion
directly from Inspection and Security concerning the status
of the security clearance of a prospective employce. In-
spection and Sécuri‘ty shall not provide this information to
any other office. All inquiries of this neture shall be |

directed to thé Personnel Office.

I A S 8 YR e A S0 (T A et e T 151 471 e At !

4. Promotion Policiesg . }omm,a-,b. Al s ‘

2

An employee mey be promoted to g higher grade subject to: \

(1) Existence of a suitable vacancy.

(2) Complete qualifications of the individual for the
vecancy.

(8) Completion of 90 day detail period to position CAF-7, i
P-2 or above. On lower grado position/ e;nployee‘mu‘st have s |
assumed duties of position to which he is being promoted.

Prior to the time of detail he must meet testing require-

ments and qualification standards for ‘the recommended pogi-

tion. No employee shall be detailed to‘ a position

allocated higher than one grade above the position which he

Permr/ )
currently occupies, and in no event shall the detail exceed <A
. N\

180 days. These stipu\lations do not constitute a barrier

to promotion of an individual whose position has been re-

clagsified to a higher grade. 4
I PWW( /9% 15N
(4) Submission of ?mﬁc-%-’l—& by the- off:.ce concerned to

e

SES AR
!
i
v

the Personnel Office 1ndlcat1ng the exact pos:.'b:.on and the

de.te the emplo jee is deteiled in order that he may receive

AN
cred:l.t for the detall perloc. The &}3 must :Lnd:.ca'be 'the

» allocated pos:.t:.on that Wlll be' occupled.

. ,—( (00:‘ o, L'~C(‘"r
‘-'.(5) EV'ldence of anﬂgeodwrﬁotter sfflclency rating for six
mpprbhedp‘:wd%deaag W&%n%ﬁ%&@@&ﬁ@go?ﬂﬁm& °£ﬁas

= GOOd OT F‘Wn'l'lnn-l‘ 'Prw- i Ly g e

i
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b, Promotions are limited to one grade except in a case where
no intermediate prade has been recognized.
c. Afber considering all the factors indicated above, the

recommending dnd approving authorities will use the fallowing

]  tablo as a guide in determining appropriate time in grade for
promotion purposes:
I3 SP TAF CFo Time in Grade
1 1 1 3
2 2 2 Bhray months
3 3 3 :
4 4
5 4 5
1 6 5 6 Szg months
6 7
] 7 7 8
2 8 8 9 N.n.je months
10
9
3 10 Tudlee months
4 11 | LdPbeen months
5 12 18 months
6 13 21 months
7 14 24: months

g @19 Assistant Directors and Staff Chiefs shall forward to ‘the
"p' A Ol [ '
. Personnel OfficeAEam-Ha._zlnS containing sufficient informa-

tion to indicate complience with the policies defined in para-
graph 4 above.

&. A request from a field station for&promotion mﬁst be ac-
companied by a position description on Standard Form})jé. 75,
prepared by the employee, which outlines the duties and responsi-
bilities being performed, together with remarks and certifica-
tiong of +the hmnediate superior. In case of a proposed position
in the field service, the description will be prepared by the

individual who is most femiliar with the duties and

A

- CIA-RDP81-00728R000100010005-8
EAERN Sy B B . ;
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' resi:onsibili'ties 't§ be performed. The position description

‘shvould include: ‘ | : ‘ ;
(1) An objective, conorete and factual description of the ‘
work being performed.
(2) A statement of degree of difficulty and responsibility
inherent in the position. \
(3) An account of the nature and extent of super;visipn, \
independent Jjudgment and deéisiona e:;ercised by the inoum=-
bent.

'%‘ Upon receipt of a request for promotion in.the dopar%nien‘tal

service, a ‘job audit will be made in order to determine the

level of difficulty, responsibility, end, thereby, the grade at

i
i
1
i
]
i
j
;i
]
4
|
1
()

which the individual is performing.

o An employee occupying a classified position will be advanced

to the next higher step within his grade, provided that he hag

twelve months of service for grades P-3, CA¥-10 and below or \
hag eighteen ‘months service for grades P-4, CAF=-11 and above. | i
k'vv 0-— \»\N\ C()/u., "W/“L"'“O"—&— Anh AR Aot o C""V“""""MT g

‘ 'Uﬂ,«,gummj /‘W‘:Eﬂ/“'f ,5 ’<}"z>~ el er/ AT, e d o :
&Mw,ﬂc ey [ IS S, o Sy B AR

Intre-Agency Transfer Policy.

2+ An employee shall not seek reassignment within CIA without
the prior written approval of the Personnel Officer, or his

authorized representative. Such approval wiil be based upon

the recommendation of the eppropriate Assistent Director or
Staff Chief, |

bs  Supervisory personnel shall not 1n‘berv1ew or seek 'l:he trans-

(2 AT A A ¥ 3 CEEEES e e B T "
i‘er ofvpe\’x:so\npnel W:L'bhout the wz:f.’cten approval descrlbed 112_38. =z

above. [ f

\.,J‘DC«( {H ‘wr/w«z/a,l 407 m(, /&JW @}&«M‘«v /‘-'*-'-u
WM,‘LMMM wAA t\ fﬁwu "ﬂ—w«,g, bkaww ‘
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" responsibilities to be performed. The posibion description
should include:
(1) An objective, concrete and factual descripi:ion of ‘the
work being performed. ' j
(2) A statement of degree of difficulty and responsibility ! |
'r/ v inherent in the position. ' | \ ¥
(3) An account of the nmature and extent of supervision, ;
independent judgment and decisions exercised by the incum~ i
bent, ‘
'%\ Upon receipt of a request for promotion in-the departmel1tal
service, a job audit will be made in o1 .ler to determine the

lovel of difficulty, responsibility, and, thereby, the grade at

which the individual is performing.

. A.n employoe occupying a clasoified position will be advanced ‘

5 e

to the next higher step within his grade, provided that he has

twelve months of service Tor grades P=3, CAF=-10 and below or \ i

] has eighteen months service for grades P=4, CAF-11 and above.
. i‘\‘v 6-"" \.qp(\ L(, A MAFQ&WU‘“A—' W P | /L\& At o G’CW\—I«V\TY
’AY"'MWM*) A«Affw“vj fa & e uuz/ BT, e d o

~Cﬁ—/0T\~« Ol /\/L/lof o] :

‘ o 5. Intra-Agency Transfer Policy.

2. An ‘employee shall not seek reassignment within CIA wi'bhout

the prior written approval of the Persomuel Officer, or his

authorized representative, Such epproval will be based upon ;

the recommendation of the appropriate Assistant Director or ’ \
Staff Chier, .

b Supervisory personnel shall not 1n'berv1aw or seek the trans-
[AYATA A

TR o= T e~

fer .of personnel w1thout the written approval described in 58
AR Seheh Mkl

above. o , .' . W aft
Lt Q/ (" A : v Ly 7 m Atrnrin
\.J‘vu I.H {/{Tuwcad 49’7 ﬂ% FUW~,N/L @j) PP M

R SOV s SRV, 'w&a ., Vhttw oy,
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Solory Adminletrotion,

6. Regular full-time cmployeos and temporary employees of CIA
4 L with o reguler tour of duty compensated on a per annum basis
: will bo paid in accordunoo with the following policy:

(1) Dntrance on Duty Salary

A Now appointments will be made at the bese salary
of the grade. (Transfers, promotions, demot‘ions, re-
employment, and reinstatements are noL new appointmon’cs

within the meo.ning of Lhis requirement. )

o

(b) Employees appointed by trensfer, reinstatement or

regmployment to a position of +the same grade will be

permitted to retain periodic pay increases previously

S

! receiyed.

(c) Employees appointed by transfer, reinstatement,

' - or reemployment to o position in a lower grode than ;
last held will receive salaries fixed to allow credit :

toward within-grede promotions for all service in ap-

S A g

‘ ‘ , pointment grade and higher grades. ‘

(2) v Determining Salary in Case of Promotion

' | ‘ ‘ (a) Vhen an employce is promoted to a higher grade
position, he mﬁ.s‘b be compensated at the base of the
grade il the entrance salary exceeds any he hes prev=
‘ | lously earned in the Federal Service.

(b) Vihen en empioyee who has previously received .a
change to & lower grade is prométed, his salary will
be fixéd so as to allow credit" ‘toward within-grade‘
promotioﬁ for all previous‘ service in the grade to

which he is belng promoted or for service in a.ny

, ], v hlgher grades. ‘ o g o
. ’ (3) De'bermining Selary in Case of Change to Lower Grade - f
(2) To determlne salary in case of a change to lower

' grade, the employee may be given credit for all ser=--
vice prev:.ously performed in the lower grade and in

any h:Lgher gra.des prev1ously held.

(b) Excep'b:.ons- The pol:.cy outllned,above does not“v

Approved F.or Release 2001/09/04 : CIA-RDP81-00728R00010_0010005-8
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apply in the i‘oil.ow'ring typos of cases:

(1) ' Bmployees vho have carneod meritorious pey
o ‘ : i st

increases.

TSI N

An employee who has beon given a within-grade pay
increase because of especially meritorious servioe ‘

or as o reward for superior accomplishment will <
' /"'.‘—_M'wm s e L “__::;\Iim /M"_E.—«.. "M" OL &‘
(\a'b tho time he is demotah/be permi‘bted) to retalin
. S

e

‘one step for each such advancement.

(i) Qéﬁl&e_ytov,\lpwer: A&ra,@.a\'ps \5Ssept probational

‘ gvt_%paing en'l:\. |
If the change to a lower grade is due to employee's
desire to accept probationalfappointment, he will
be compensated at the step in the lower grade which
is nearest (but not in excess of) the present
salary in the higher grade.

(1ii) Change to lawer grade for disgiplinary
b a8 2ava o «

reasons.
AR

If the employee is changed to a lower .grads for
disciplinary reasons, his salary rate will be set
et the base of the grade to which he is demote;i,
in the absence of specific ﬁrovision to the con-
trarye.

be The salary policy now in effect for classified employees,

. will also apply to ungraded with respect tos (l)/Eﬂtra.nce on

Approyed For Release 2001/09/04 : CIA-RDP81-00728R000100010005-8
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duty, (2) promotions, (3) clmnggo ‘to lowor grode,  (4) pfoba‘biénal
appointment and (§) dmciplinary o.ctions. The term "stop in- |
-~ erease” will be wsed far ungraded positions in lieu of "periodic
| poy :lncrea.se"vi'of clessified positions,
(1) An employee transferring from a olassified position to
an ungraded position Wil‘l do s0 without loss in salary un-
less his claﬂsified salory was above the top step of the
ungraded Job to which he is being assigned. '
(2) ,Ungre.ded employeef who receive a conduct and efficiency Rz'/‘
report of satisfactory or higher, will receive o step ine
orease after the first six months of ungraded service and

sennually thereafter until the top step hes been reached,

On transfers between graded and ungraded positions the

salary will be determined after considering the waiting /

period elapsed and whether or not an equivalent increase is

involved,

An o
(3) Amployeed in an ungraded status will have an opportun-~ KAk

ity to earn step increases as g result of mcr:.tor:u.ous ser-

vice and superlor accomplishments,

7&9.’ Assignment o:f' IAC Detailed Personnel,

T it et i

as It shall be the responsibility of the receiving office or

! fernnst 6 Tuim fgit
staff section to initiate a completed Form—Hov—é%=% on all as-

signed IAC personnel (including citation of the allocated posi-

.

tion which the IAC member will encumber) prior to entrance on \
duty. The (3 copies) must be accompanied by Form No, 38-1 -

(2 copies),

. ‘ a v |
be The Personnel Office will initiate request for security

cleara.nce. ‘
deterl eJ
Ce Separatlons and 1ntra-a.gency transfers of TAQ, personnel
‘ : oo P,(A«vowl m\ ZIZQM
shall be reported to the Personnel Office on FOTIT N3 Ty,

1n1'b1ated by +the approprlate of.f’:.ce'

Approved For Release 2001/09/04 : CIA-.RDP81,-00728R000100019005-8 |
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No. 3/=30,when an employee is being terminated, leaving for over= V!

[ —
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1. Each employee will obtain clearance prior to final payment,
Clearance will be obtained on "Final Payment Clearance Sheet!, Form

seas duty, granted leave without
calendar days,
fund statvs,

pay for a period in excess of 60 s

or vhen being transferred to or from an unvouchered .
: >

B . P . ( !
2. ‘The Personnel Office will be notified by "Pergsonnel Action ’#6( ' i

Request", at least one week prior to the effoctive date of the request. ‘ !
Upon receipt of "Personnel Action Request", the Personnel Office i
will meke necessary arrangements for an exit interview and for final
cleerance. The Fersonnel Office will direct the. employee to
Inspection and Security for security clearance and will then obtain

he additional required clsarances by telephone, obtain the employee's

lgnature. and direct the employee to deliver the form to the applicable
payroll office of the Budget Officei. When. the employee is unavailable
all action indicated wiil be taken except procurement of the employce's
signature,

3. The CIA Headquarters and Headquarters Detachment and the Naval
Administrative Command will teke similer action in the case of militery
personnel,

b

The Chief of a field office will:

8. De~brief the employee.

b. Completevcertification blocks

"office to which assigned®
and "Security Branch!, :

¢. Obtain employee's signature and forwarding address.

d. Forward the form to the Personnel Officethrough eptablished
chamelse L , :
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STATINTL

ADMINISTRATIVE rgTRvGE
0. ‘  Dates STATINTL

BUBJECT . P»mnnol Polloles ang I’:ooeduros.
RESCISSION, Aduinistrative Instruotion o, - dated 17 August
1948-' .

1. Romponsibilities and funstions of the Fersonnel ofricer,

8+ The Feraonnel Officer only shall bhe diroetly Tedponsible for

salary administration. Persormel relationg and termingtion of
ewployees, Thoge peorsonnel activitieg ghall be porformed hy
other offices only Upon specific delegation by proper suthority,
b. The Peraonnel UfTice ig responaible for, ‘

(1) Halntalning a ourrent record of authorized vécancies

and approved requisitiong, :

(2) Lstablighing qualificationg standards for g1 posie

tiong in o34, |

(3)‘ Eatablishing priorities fop recruitment on gn agency=

wide basis,

| A ' 00100010005-8
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or on g congronniom ‘starse shall be interviewed or

‘ered for omp;oymmt within the Aseﬁy without o 'rit:o e

::m of avuihbinty signed pumﬁuly by the éhm.:r

"n:::w:o currently smploying the ponoﬁ. No commituenty

- employment or salary will pe made by other then

. mthor#zod Peraonnel roproaantativo; There will be no
scussion congerning enployment with thig agency without

(8) et
rmindng ang @pproving for the Ggency, servig
sories, srade v N
v and‘sa'la.ry for all positiong including ¢langi

N ’ “ . !
:utmgmy transfers, Promotions, demotiong, Withinegrad
romotions, ang ' o
-~ » &od separations, The Personnel 0££1gep only
terninaty o | ‘
OF Suspend euployees “hensver such action 1
‘18

Approved For Release 2001/09/04 :'CIA-RDP81-00728R000100010005-8
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R ‘ necessary and appropriate.
' | | (10) Establishing and apmting o testing and training
J progran to improve the selectlon and performance of employe
| oos.
| (11) Establizhing and meinteining retention registers for
K L ‘ reduction in fores procedures. |
(12) Providing e personnel relations program to protect
and stlmulate employee interest and to serve as o meadium
for mgemen'b <@ployca relationships.
i ‘ (13) Approving certain typss of leave requests in acoord= |
| ‘ance with provisions of Administrative Instruction - STATINTL
Subject: Time, Leave and Fay. -
(14) Rwiaﬁ.ng' und acting upon all disciplinary actiong,
based upon written charges propared by the operating office
and signed by the Assistant Director or Staff Chief cone
ocernsd,. : ‘ :
(15) M’nlntlinins lisison with the Department of State and
~ the Armed Forceos for the purpose of aduinistratively supe zf
porting detailed IAC parsonnel. |
(18} Provide a comprehensive nedical progran to-prowpti the
 health and ‘physical wellebeing of employoes.
3 | (17) Maintain constant lhhon with the Civil Service Come
g ‘ - ‘mission on all matters requiring Civil Service approwal,
'mleh‘u classification of poutipm. ‘#ﬁqim& ratings,

P ! " Approved For Release 2001/09/04 : CIA-RD'P81'-00728R00010001:0;005-8
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certifiontion of employees from Civil Service Registers,

otce

2. Basis for Personnel Actions.
Be ‘Luhtunt Directors and Staff Chiefs vre responsible for v
preventing personel actions affecting individuala under their
supervision, which are not based purely on relative merit.
Emphagis on relative merit extends throughout a.n 'personnel
matters, including proouernt. assigmment to duty, prometions,
work as3ignments, leave dgtorﬁimtiann. otc, Nerit shall be
considered as including demonstrated ability, personsl induse
try, inxtegrity, .&yalty, comparative length of service, and
compara‘bivi general efficlency. v
be Supervisory personnel must become thoroughly familier with
the pereuxmql under their jurisdictlon and their utilization
in order that they will recognise any conirary tendency and
take appropriate action ixmmediately,

S. Policies for Appointment.

. CIA positions are filled under "Schedule A" suthority by
direct recruitment r‘nhor‘ than by certification from the Civil
Service Commission, However, positions are filled iu acoord=
ance with established Civil Service prooedure. |
be The following policy is established for effecting appolnte
nents to £i11 wecant poiitionn

(1) An individual without prior Govermuent service will be

Appr:oved F'ovr‘ReIease 2001/09/04 : CIA-RDP81-00728R000100010005-8
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‘givén an exceptod appointment under “Schedule A" and will

e carried in o trial poricd status for the first full year.
(2) An individual with prior CGovernment service who has
sorved under war service or ‘excepted appointments will be
given on axcepted iappoizrl:meht under "Schedule A" and will
be required to serve the first six months in a trial perioed

' | nfnf;us.

b (3) Aun individual with Civil Service status will be ap=
pointed by tranafer or reinstatement without a.ny‘ tlne limita-
tion or trial period.

¢s During the trial pariod an employee will receive th§ special

attention and instructlon required %o soquaimt him with his

‘duties and to develop his abllity to perform his work in the

mnakt satisfactory rmr. After a fg.ir and full trial period,

i | an exmployse will be terminated if hia gervices do not meet

Agenoy standards. An asployee with veterans' ér&cfma or

Civil Service status will be acoorded all rights and privileges

granted thex under the Veterans Freference Act of 1544, as

! emended, and Civil Sorvido rules and’ robzhtionu. (These

prifiloy‘n are subject to lpoem £inal suthority granted to
 the Direstor by the Setional Security Act of 1947, Sectien 102,
‘ sub=paragraph 6e _— LN - /71,\7 o &,
4. Promoticn Policles. |

& An employes may be promoted to a higher grade subject tbg

- Approved For Release 2001/09/04 : CIA-RDP_S 00728
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| (1) * Extstence of & gultable vacancy.

L (2) Complete qualifications of the individual for the

| VRORWYY o

(3)  Completion of 90 day detail poriod to ponition‘m-'l.
P=2 or above, On lower grade ‘position, employes mist have
agssumed - dutiea oi‘ position to which he 1s being promoted.
Prior to the time of detull he must mest teating require-
ments and qualification standards for the recomuonded posie
tion, No employse suall be detailed to a position
allocated hipghor than one grade above the péai'tion which he
ourrently ooouples, and in no event shall the detail exceed
180 days. These stipulations @0 2ot constitute a barrier
to promotion of en individual whose position has besn ree

clasaified to & higher grade.
(4) Submisgion of Forn Yo, 37=3 by the office concerned to

the Peraonnal Office indicuting the exact position and the
data the mployue is detailed in order that he may receive
o oredit for the detail pericd. The 37«3 must indioate the
'l ‘ | : allqcntpd poaiﬂon that will be occupied,
(5) Svidence of & good or bottu- efficlency rating for six
monthy procuding prmtion for . g'ndu Up to CAF=4 and
.oqui‘mlon‘tj .Very Cood or Exsellent for six months for grades
~+ - CAP<5 through CAF-13 or equivalent; and Exellent for pre-=
.. oeeding year for CAF14 and above or equivalent.

Approved Féf Release 2001/09/04 : CIA-RDP81-00728R000100010005-8.



Ge

Approved For Release 2001/09/04 : CIA-RDP81-00728R000100010005-8 -

-7 -

be Promotions are limited %o one grade oxocept in a case where

- 1m0 Iintermediate grade has been recognizad.

O« After considering all the factors indiocated above, the
recommending and approving authorities will vse the I‘dﬂ.oviing

table as & gulde in determining eppropriste timo in grade for

promotion purposes:

P Y CAF % Tle in rede
1 pY b :
2 2 2 Three wonths
3 3 3
4 4
[ 4 5
1 8 ] ] - Six months
6 7 ‘
‘ 7 7 8
2 8 8 9 Wine months
. 10
: B
& 10 Twelve montha
4 11l on mouths
5 13 ) 18 montha
‘ € pE) 21 months
4 12 24 months
M

Intra-Agency Transfer Policy.

&« An employse shall not gesk reassigmment within CIA without
the priof written approval of the Personuel Officer, or his

authorised representative. Such epproval will be based upon

the recommendation of the appropristoe Assistant Director or
Staff Chief, -

* bs  Supervisory persomnel shell not lnterview or seek the transe

L
z .

fer of personnel without the written approval described in Sa
bove. ‘

'Approvéd For Release 2001/09/04 : CIA—RDPS1-00728R00010001,0005-8 ‘
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6+ Appointment Proouaninﬁ Procedures.

8. The following procedures are established for the procesairg

of individuals for employment within CIA:
(1) Assimtant D:Lruct‘ors‘ aud S‘taff Chiefs shell transmit
forn Noe 37-8 in the origlunl pnd 8ix ooples to the Persone
nel Offico a8 a requisiitlon to £ill an authorized VACAUCY .
Form Noe 37-3 in quadruplicate shall be forwarded to the
Peraonnal‘ Uffice as a requisition for actual e:nploymnf of
an individuale. In order %o :i.niﬁia.te seourity eleﬁrmo. a
37=3 may be submitted against a position currently filled,
providing the oi‘i‘icd‘concemnd informs the Persommel. Office
on the 37«3 the approximate date that the present incunbent
is vacating the position,
(2) Stendsrd Form Mo 57 and Form Nou 38-1 will be obtained
by the Persomnol Office and forwarded with Form Nou 57-8 4o
the appropriate office, I the office is interested, it

g ‘ will indléate to the Persomnel 0ffice the position to which

“ the individusl will bo césigneds ,

| (2) Finad aqiecfion or rojection of applicants for

SR ~ poritione ebove grode CAF-5 and equivalent grades shall

5 | vest with the appropriate Assistant Direetor or Staff

Chief, Hamver. the jPerloxmei 0ffice nay refer to the
Exeoutive any rojection case which he believes is not

{

;

]

i

!

§ Ce wmrranted,
R S
i

1

|
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(b) Pioal authority i‘or the a-loétion and u-igmmf
‘of an eaployes in grade CAF=G or equivalext sud below,
shall rest with the Porsonnel Ofﬂoo and consequently
suoh cages are not reforred to Assistant Direoiors or
Staff Chiefs for action.

(¢) A1l Personnel assigmments are subject to the
security approval of Inspection and Security,

- (3) Upon the receipt of Form No. 573, the Personnel 0ffice
will malke an offer of employment to the individual concerned,
subject to ntisfaetory security clearonce, and upon imdi-

| cated acceptance will initiate amotion for seourity cloura;noe.
(¢) The Personnel Office will notify the office concerned
of the failure of an individusl to receive socurity clear-
ance and will take appropriate sotion to inform ho indi-
vidual of his rejeotion,

(5) The Bxscutive or the Porsormel 0fficer will contact
each ig:diﬂdun.l (including detailed JAC personnel) relative
to entrance on duty. An individual agsigned to a per»nnoi

- pool will be instructed to report to duty by the Personusl
Officer, following security olearance. Each individual
(inoluding IAC persomnel) reporting for duty will present
to the appropriste Assistant Direstor or Staff Chief s wiit-
ten notice from the Persormel oi'mcer. stating that he has
been fully cleared and assizned for duty. A oopy of this

Approved For Release 2001/09/04 : CIA-RDP81-00728R000100010005-8
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notice will be Mnlahod Inspeotion and Seourlty by the
Personnel Office. In extraordingry circunstances, the
Executive may give verbal authorization for entrance on
duty ‘aﬁar assuring himpelf that all reguired processing
has been completed. No individunl will be acoepted for duty
unleas oune of the sbove provisions has been mete '
(6) The Persommel Offiocs only shall request information
directly from Inspsction and Ssourity concerning the atatus
of the gecurity clearance of & prospective ismpl_cy«m. Ine
spestlion and Security shall not provide this information to
any other office. All inquiries of this natwe shall be
directed to the Personnel 0ffices .———— /9 fvﬂé&- / p« / Qﬁg_ Sﬂ»
7 Promtion Frocessing Procedures. ; ‘

a. Assistant Directors and Staff Chiefs ghall forward to the
Pergomel Office ¥orm No, 37=3 containing sufficient informe=
tion to indicate compliance with the policies defined in para-
graph 4 above, |
be A requeat from a field station for promotion must be so-
ooupanied by a position desoription on Standard Form Noe 75,
prepared by the employoe, which outlines the duties and responsie
bilities being performed, together with remarks and certiffcss = %
tions of the imaediate l'nporior._‘ In case of & proposed position
in the field servics, the desoription will be prepared by the
 individual who is mowt fanilier with the duties and

I
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rnpon;ibili.tin to be performed, The poaitidn desoription.
L should includes |
(1) An objective, conorete and factunl desoription of the
work being performed. v
(2) A statenent of degree of difficulty and roupomibuiw
inherent in the position. ’
(8) An acosunt of the nature and extent of supervision,
independent judgment and decisions oxercised by the 1nmm-
bent, ‘ ‘ | _
ce Upon recelpt of a request for promotion inm the departmental
service, a Job audit will be made in order to determine the -
‘ lovel of difficulty, rospbnsibuity,‘ and, thoéeby. the grade at
o M —, Which the individuel is peri'm:?ing. . -
R %232 IL’ o 8 Salary Administration, s Rt (R adiani™
‘ R & Regular full-time employees and temporary smployees of CIA
with a regular tour of duty coupensated on a per anmm basis
. will be paid in accordance with the following polioys
A Y Entrance on Duty Salary ‘
¥ ‘ () Yew appointments will be nade at ‘i:h. base m.ry
v } v ‘ C of ths grade. (!l‘rmtorl. proactions, dmtianl. re-
| wploynent, and roimt;tmta are not new npyoln!mntl
wlthin the meaning of thil r.quirmnt.)

(b) Dmployees Sppointed by transfer, reinstateneat or
resmployment to a position of the sane grade will be

Approved For Release 2001/09/04 : CIA‘-RDP81-00728R000100010Q05-8
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pomﬁtod to retain periodic pay inoreases prMouly
. received, ‘

(¢) Employees appointed by trunsfor. reinstatenent,
_ ‘ or reemployment to a pbnition in a lower grade than
| ‘ last held wiill receive selaries fixed to allow credit
: | toward withinegrade promotions for all service in ape

pointment grade and higher gradea.

(2) Determining Selery in Case of Promotion

() ¥hen en employee is promoted to & higher grade v
position, he must be compensated at the bese of the
grade il the entrance selary exceeds any he has preve
iously earnod in the Federal Service.
(b) Vhen an employee who has previcusly received a
§he.nge to o lowsr grade is promotod,k his salary will
| be fixed so ms to allow oredit toward within-gﬁxdo
promotion for all previous uemée in the grade to
which he is being promoted or for service in anuy
‘higher grudes. ‘
(3) Determining Salery in Case of Change to Lower Grads
(a)‘ To deteraine salary in case of a change to lower

grade, the employee may be given credit for all sere

»\mo previously performed in the lower grade and in
| - any highir e;rnden preoviously held.

(b) Emeptions: The policy outlined above does not

Approved For Release 2001/09/04 : CIA-RDP81-00728R000100010005-8
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| . , apply in the falowlng types of casess

' | | : (1) Buployees who lmro sarned meritorious pay

| o | ‘ inoreases.

5 | An employse who hes beon given & within-grade pey
inorease because of especislly meritorious service
or &8 o reward for superior accomplishment %‘
at tho time he is demoted, be permitted to r@tnin
one step for sach such advancement.
(11) Change to lower grade to eccept probational

appointment, -

If the change to e lower grade is due to employee's

desire to mccept probational appointmsnt, he will
be compansated et the step in the lower pgrade which
is nearest (but not in excess of) the present
salary in the higher grades |

(111) Chenge to lower grade for disciplinary

reasons.
S———

If the employes is changed to & lower srade for
uuiplimry reasons, his salery rate will be set ‘
atthobuootthogndotovhichheudmtd. ?
- in the absence of specific provision to the cone :
be The uhry poncy now in effeet for ch.lliﬁod -phyuc
uunuuppurtounwu\m:hrupoot 0t (1) Entrance om

pe——————
H .
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; duty, (2) promotiona, (3) change to lower grade, (4)‘proh¢tim1
eppointment and (5) disciplinary actions. The term "stop ine
| orease” will be used fir ungraded positions In liou of "periodio
Pay dnorease” for classified positions, - |
. (1) an employes transferring from o olé.auii'iod position to
an ungraded poaif;ion will do 80 without losgs ia galory une
less his classifieq selary was above the top step of the
ungraded job to which he ig being essigned,
(2) Ungragea employees who receive e conduot ond efficienoy
raporﬁ of ﬁa‘k&sfm’bory or.higher, will receive g 8tep ine
crense after the first six months of u.ngjaded sarviqe and
anually thereafter until the top step has beon reached,
On transfers between @aded and ungraded positione the
salary will be determined after congidering the waiting
period elapsed and vhether or not an equivalent inorease is

| inwlved,
N'M - (8) Employees in &2 ungraded status will have an opportune
) 94 1 0 . ity to earn step inoreases as & result of meritorious aer-

vice end superior accenplisliments,
% WithineOrade Fromotions,
i T ———
t ummnmwmntmmm.mmtmm
’ twlve months of service for grades Fe3, CAF=10 and below or
] | has eightosn monthe service for crades Ped, CAFe1 and above,

- ‘ 05-8
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In addition, the suployee must have o current efficiency ruting.
of Good or better and a sutisfactory sonduct report.
Mlig:mht of JAC Detailed i’ei'sonml.

ae It shall ﬁe 'i:he feéponsibiliw of the receiving office or
stalf aoctiun‘to initiate a compietod Form o, 37=3 on all as=
signed IAC personnel (including oitation of the allocated posie
tion which the IAC meuber will oncunbor) prior %o entrance on

- dutye The 37«3 (3 copies) must be ascompanied by Form No, 381

(a coplos).
bs The Personnel Office will initiate request for sascurity

clearance,

Ce Separations and intra-agency transfers of IAC personnel ‘

:han be reported to the Personnel Offioo on Form No. 37-3.
Mtiutad by the approprilate offices

Tomiuat:lon.

‘as Offices and Staff Sections will complato Form No. 37«3 for
an employse under their jurisdiction who has submitted a |
ruiyution; stating the renson thorot‘of. together with any
explanation or suggestion which may help to prevent the loss '
of the exployee, and forward the ceapleted form to the Persone
nel Officer at least two wesks in advance of the separation
date, Upon rouo:l.pt oi‘ ‘the 37=3 tho Pormml Oﬂ'ico. after \
Pre-exit mtmiu. 1n inltcmu where the mployu ltill
tinhn to resign,: un prepars !?‘orm No. 84—50 indiouting there-
on tho routing to be followed for olnram-.

DISTRIBUTIONs A ‘ ‘ - STATINTL
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DRAPT
e
] '/‘
/// ‘ ‘
s ADMINISTRATIVE INSTRUCTIONS
STATINTL NOe (REVISED)

STAT;INTL SUBJECT: Personglol Policles and Procedures.
RESCISSIONS:

Goneral Order Nowe
Porsonne \Staf‘f‘ with the following funotions-
_ N

P
(1) \Providee stalf udvico to the Agenoy on nll ma’ftara of personnel

i poliby. ' /

} (2) Establishes and controla ayl liaisofl with tHe Civil Serviae
L Commissmn ‘and other agenoddl. i1 connection with personnel matters.
A (3) Roviews and eértlfios for, Agenéy ull personnel position dege
‘f ériptions usbd as e basis ro esbéblishm

i - For such pdsitions;”

!

i

£ ditles and grades
“aitd. condubts 2ll/lisison with the Civil
Service Cémm

‘ on in coxgpaot) on theruwith.

g (4) Corducts’ ¢ Search in connectibmvith and prepares Apency
1 : pro«rams/ for:

I [-9%

Career Mana.gcmaht

be Improvement qf effioiency rairing gystem,
: Ce Olag._“., ficatibn and ; a'xlary udministration.
\‘ de Other persp’nnel mattors roquiring policx\_deter- ‘
| ination o , i L
",\ s ¢ / dg‘ ' ) AN :-*-"'S‘-'?’; ‘
& P O S
e w/%:w Cahifﬁndwg Eliahe ersonnel Divisions.withim tie Svert
| el

M
upport Stu\ﬂ‘Wiw Tor providing ~vesieus. personnel
i \\ services in aooordano

th andounced polWolicies and ‘the
. \ e ara
\prooedurea through whioch thﬂ(

. E ) \”.M«- e o e Qe oA @

W111 be carried out are seot MF:J’?’ch“bolg\-.
: \ 8¢ The

MDivxsionsonlv shan

L \\e rosponsible for performixig the

‘~r1n01pa1 funotions of‘ the Agenoy with
\apeot to proourement, plaoement, processmg,
k

position olassification,
Buu&&,cdmw")
\ary adminis‘sration, personnel relations and teminatwn of ‘emplo:

\sa personnel aotivities shall be performed by other offices only

008
i .
E upon
L N P
b \iﬁ.o delegation by proper authority,
E |
E
-
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/ s . ' ; &'x(,\,& | bARaA !;r(/v\-l;
) be The Personnel Division, Overt-Buppesrs Stuff, has responsibility

»fo“r providing central personnel sorvices as followss.
1ls Procurement, uéaig;rmmnt,*f\admihistraﬁion, and disposition

of military porsonnel dotailed from the militury departments
of the Department of Delense.

e, Employee relations service.
4. Peraonnel testing service.

Se Receipt and appropriate dispostion of applicants for posie
tions with the Agency who apply either in person or by mail
without specifioc prior contact or arrangoement with the

,W}&ivisim of the g‘m S‘upport St&i‘il‘.

B+ Maintains a ocontral record of applicants who have potential
future value to the Agenoy for whom no immediete positions
are avallable.: . )

7e 18 responsible ior the preparation amnd dispatch of all letters
* of refection for employment.

‘ Ce The Personnel Division of each Swwreme Stafi’ will be rosponsible
, » for providing the following personnel 50rvicoes  AerNa PO
; ls An adequate personnel position control systom. : ;

2.‘.. Proourement, Placement, and disposition Service, wsmedwedwe
Se :

Se¢ Internal personnel classification and job audit aotivities,
exclusive of final review and eertification of positions,

4o An overgeas rotation program.wm.

3 ' ) , b Maintaining a ocurrent record of authorized vacancies and
; o approved requisitions,

o : ' 6s Establishing qualifioations s‘ban’dards‘ for all positions,
7. Establishing priorities for reeruitmont.

Be Maintuin‘mg ‘constant contact with potentiai rocrultment
sources, ‘ ' :

9¢i Contacting and 'ﬁegotiating with individual applics ‘s for

I
4
.
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omploymonte Howover, no person omployed within tho Department

of National Dafense, Departmont of Stato, Atomio Bnorgy

.coxmiusion; or other exaoutive department or agongy, or on &

' Congrossional Staff shall be interviewed or oonsidered for

10.

11.

employmont within the Agency without a written notloe of
availability signed personally by the ohiaf of the division
currently employing tho pernone +o Qommi tmentsrolative tq‘
employmont or salary will bo mriom the authorized
parsonnel roprouontd‘civa. nora will be no discussion cone

cerning employment with this A: senoy without prior oleurance

- of the contaot with the Parsonnalgw excopt that Con-

gronoional inquiries will bt; direocted initially to the offide
of tho Gonoral Counsole .‘

Requesting all porsonnel seourity clearanaen. Requests for
ini‘orma‘aion relative to pcruonnel soourity oloarances as well
as the initiation of raquests for perbonnel seourity olearance
will be made through the Personnolm

Approving fino.lly all porsonnel actions for gradea Peb, CAF=l2
and below. Grades Pwl, CAFel3, and above roquire the approval
of the Exeouﬂ.vo, ‘ory in hig abaonoe, the Deputy Excoutive.

Processmg all parsoxmel nctior\s includlng appointmants,

promotians. demotiom. withinegrade promotions, md gseparations;

mtm-qranoy transfers would be proeeuaed by the receiving
ofﬂee. hl"ersonnolm only will terminate or suspend

amployegs whenever such a.otion 18 neoasnary und appropriates

s ) ~ Approved For Release 2001/09/04 : CIA-RDP81 -00728R000100010005-8
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13,
14,

15,

16,

174

18

Eatablishing and oporating a tru.iningprogrp.m to dmprove the
performance of employeon.

Estnbliahine; and maintaining retention regiators for roduotion
in foroe proceduros,

Melintaining the off'iolency rating progrum;

Reviowing and aoting upon all diselplinary wactions baged
upon written oharges prepared by i:ho‘ operating office and
8igned by the Assistant Dirootor,%)‘tf Staff Chief oconcernad,
Meintaining liaison with tho Depurtment of Stato and the
Department of Dofonse for the purpoge of udministrai:ivoly
supporting detailed IAC persomel.

Kaintaining adequate rooords of am:loyoe qualifiocations

24 b0 pormit sound oax;\oor managemont «

‘/ & Bagis for Porsonnel Aotiona.
M

Db

Q¢ Asaistant Directors and Staff Chiefs.are-rasponsible—fer recommendieg
personnel actions affeoting individuals wndor their supervigions The basis

of such rooommdntions will be relative morit, , Emphasis on relative merit

extends throug-hou'c all personnel matteras, inoluding proourement, assigunon'b

to duty, promotiona, duty assignments, and trmoreu. Morit shall be

v oonsidered as moluding domonltmted abi.li.ty. pornonul induatry. integrity,

loynlty. oamparatlvo langth of urv!.oe. nnd oonpnrativo ganeml at‘rloiencyo

be Bupervi.lory parsonnel muat: booomo thoroughly familiar with the

porsonnol undor their jurisdiotion m in order to develop
and mintain the highest possible degreo oi‘ efﬁoi.onoy. '
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;:4‘ Appointment Policies and Prooedureé

% as CIA ponitioﬁs are‘filled under "Schodule A" authority by
é direot raoruitmant‘rather than by certification from the Civil
8qrvi§o Commissione Howover, positions are filled in accordance
with established Civil Serviece procedure,.
be The following policy is established for effecting appointe
ments to £ill vnoant positions: '
(1) An individual without prior Government sorvice will be
glven an excepted appointment under "Sohedule A" and will be
carried in a ﬁrial poriod status for the first full year.
(2) An individual with prior Government serviee who has
served under war service or excepted appointments will be
givon an excepted nppbintment under "Schedule A" and will be
required to serve the first six months in a trial period statuse
(3) ‘An individual with Civil Service status will be |
appointed by transfor or reinstatement without any time limita=
tion or trial periods ‘
Oe Dur;ng ﬁhe trinl périod an employee will receive the spoeoial

attention and inst:icilou required to acquaint him with his duties

and o develop his ability to perform his work in the most satise

factory manner s Afterin faif and full trial period an employee

will be forminated if his iéfvioea do not meet Agenoy standardse An
émployee ﬁith vetéiana' perference or-civil Serviée status will be accorded
all rights andvpriyilegoi granted under the Vetorans Preference

Act of 1944, as amended, and Civil Service rules and rogulations.

PR . ‘Approved For Release 2001/09/04 : CIA-RDP81-00728R000100010005-8
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(These privilegos are subject to special final authority granted to
the Direotor by the National Seourity Aot of 1947.)

d. fho following proocedures are established for processing
» © individuals for employment within CIAs |
“ (1) Assistant Direotors and Staff Chiefs shall transmit
Fom No, 37=9 in the original ‘and%piea to “#he Porsonnel
S&&kge~as o requisition to f£ill an authorized vacanoy. "Personnel
Aotion Request" in quadruplioute shall be forwarded to “wee |
Perannnoim as o rocjuiaition for actual employment of an
indi,vidual. In order to initiate seourity olearance, a "Personnol
Action Roquoest" may be submitted against a position currently filled,
providj.ng the office concerned mforms-ﬁn Porsonnel “G££g® on
the formMhe approximate date that the presont inoumbent will
vacate the positions
’ ‘ (2) ' Standard Form 57 and Form No. 381 will be obtained
’ by ‘e Personnel Sfftes- a.né\lf“\f}lo%arded with Form No. 37-9 to the
appropriate office, If the office is 1nterested, it will
indioate %thﬂ position to which the
m&ividual will be aasignod. ;

(a) Final selection or réJection of applicants

for pdaitions dboﬁ grade GAF-,-for: e-quiialent shall rest
! ; - with the appropriate Assistant Director or Stai‘f Chief,
! . . Qhief)
P : ' However, the Personnel 0ffieer 5Emy refer to the Executive

any re;'ootio'n oase which he believes is not warranted.
~ , : ; :
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(b) Final authority for the seleotion and aaaignment of an

with € Porsonnel f£teer,

employoe in grade CAF-Z or equivalent and below, shall roat
iR it b

(c) ALl perzsnned assignmente are subject to the seourity
approval of Inspeotion and Sacurity. o
(8) Upon the receipt of "Personnel Action Request", 3 Pérsonnel
P Sxetim 7

will ma.Ke an offer of employment to the individual ocone

cerned, (subject Lo satlsfactory seourity olearance) and upon
indioated acceptance will ,inii:iate actioﬁ for geourity oclearanoce,
(Q)V-Hbf’arsonnel MH notifly t.e office voncernsd of the
failure of an individual to roceive securily oleurunce and will take .
appropriate action to ‘i.ni‘orm the indgml of hls rojeotion.

g 'cc? v;ill contact each

individual (includix{g”detdiled IAC ‘personnel) relative to entrance on

- (5) The Excoutive or the Personnel

dutye An individual assigned to a ga_rsqnnql pool will be instruoted
to report to duty by Personnel foéxvor', I'ollowing sgourity -
clearunoce. Each individual (inoluding'\iatniled IAC personnel)
reporting for duty will present to the appropriate Assistant .
Lt
. Direoctor or Stuff Chief a w:i't:ton notice from*ho ersonnel Gffteer
stating that he has been fully oleafed and aﬁsignéd for duty. A

oopy of *Ehj.s notioq will be furnished Inspeotion‘ and Seourity by

“sha Personnel Offtee, In extraordinary oire‘m:‘;tnnoes, the Executive
~may give verbul authorization for entranée on duty after assuring
himself that ‘all required processing has bsen oompleted. No indivie V
dual will be accepted for duf;y unless one of tha above provisions‘hs.s

been met,

Apbroved For Release 2001/09/04 : CIA-RDP81-00728R000100010005-8
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(6) ‘l‘hapo:'aonfxel et only ghall roquost 1nformation
directly f'rom Inhpection and Soourity conocerning the status
of the asourity clearance of a prospective employea. Inspece
tion and Security qhali not provide this information to anyitfpu
office. MMWWMM%W
GoRachGTrOsTEINN

&.4. Promotion Policles and Procedures.

8¢ An employse may be promoted‘to 8 higfxer grade subjeot tos
(1)  Existenoce of a suitable vacanoy e
(2) Complete qualifications of the individual for the vacanoy .
(8) Completion of 90 day detail poriod to positioni:CAF-7.
P=2, or above. On lower grade positicn_/x;ployee' xﬁust hoave
&smmed%uties oimsition to which he 1s being promoteds Prior
to the time of detnil he must meot tosting requirements and
qualification standards for the fonormnanded position. No
employee shall be detailed %o u. posiﬁion allooated higher than
' one grade above the position which he currently occupies, and
in no ‘event ahuil the detall period exoced 180 days. These
‘sﬂpulations do not' oconstitute a ‘barrier to ’proinotion of an
individual whose position has been reclassified to a higher
grade.
(4) Submission‘ of "Personnel Action Request™ to “biwe= -
‘Perscnnel mindioating the eract position and the date
“the employee is detailed in order that he mny recoiva oradit
for the detail poriod. Tho form muat 1ndicata the allooated

‘position that wil) be oooupied.

" Approved For Release 2001/09/04 : CIA-RDP81-00728R000100010005-8
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(5) Evidence of & efficlenoy rating of good or better for
ai# montha proo :eding promotion for grades up to CAFe4 and equive |
alent; Very Good or Excellent for six months f‘ér grades CAF5 through
CAF-IS or aquivalent; and Eicellan‘c for prececding year Tor CAFel4 v
and ahove or aquivaloht. ‘
be Promotions are limited to one grode exoept in }l oaseSwhere no
intormediato grddoSMm recognized.
¢e After considering all the factors indionted above, the reocommende
ing and approving authorities will uso the following table as a
gulde in detérmining appropriate time in grade for promotion

_ pruposess:

P
P 'SP CAF CPC. Time in Grade '
1 1 1
2 2 2 5 months
3 3 3
4 4
[ 4 5
1 6 3] 6 -6 months
6 7
7 7 8 :
2 8 : 8 -9 9 months
’ 10
9
3 10 12 months
4 11 15 months
5 iz : ~ 18 months
6 13 : G 21 months
T < 14 ‘ 24 months

de Asaistant Directors and Staff Chiefs. shall forward to «bea
Personnel oftroe "Personnel Aotion Requost® containing suffioent
: information to indicate compliance with the policies defined in

paragraph. 4 abova,

Approved For Réleas_é 2001/09/04 : ’ClA-RDP81-0'0728R0001'00010005-8
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ee A roguest from a fleld statlon for a promotion must

bo ‘accompanied by a position description on Standard Form
76, preparaed by the employee,'vmicl‘routlinod the duties and

responsibilities being porformed, toguther with remarks and

certifioation of tho immediate superlore In euse of & proposed

position in the ield service, the description will be propured

by tho individuel who is most familiar with the dutles and

responsivilitles to be porformeds The position desoription MMs'F
~ehowdd include:

(1) An objective, conorote and factual deseription of
the work being perf'ormod.

(2) A statement of dograe of dirfinulty and rospone
sibility inherent in the position.

(3) An account of the nature and oxtent of supervigion,
indepondent Judgment and decisions exerciscd by the iroune

" bent.

fo Upon receipt of a roquest for promotionk in the departe

montal service, a job midit will be mﬁde in order to detsrmine
the lovel of diffioculty, responsibility, md,-&h«v’b&. the
gmde at which the individual 1s performinge

g An employeo‘ ocoupying & olassified position will bo
advanced; %o the next higher s’ch within his grade, prbvided that

he has Welve months of sarviee withoub an equivilont inorease in

pay i‘or grudes Pw3, CAF=1l0, and ‘bolow or hna eig,n*-cem months sex‘vieo

. forgmdos Pet, CAF=1l, and above, -In additmn, the employce must

~have a current affloienoy rating of Good or Befztar and, a satisfactory

¥
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@« It shall be the responsibility of the reoelving; office to

initiate a completed "Persormel Aetion Request" on all J‘-?&q_z;éc_.
IKM&M.&/ y Géﬁ'ﬁ”" t % G‘L&&“

Personne i

, . E congiderati-eny mummmmvnpmmmmd
P k - to Personngj,,HudquWMt. —t2r—vror—

5 - | it
P selection of a oandldateiwmm'gw'
Stiﬁqﬂ@g&ﬁﬁ,}ﬂﬁummwcmmmﬂ@ Upon

receipt o

curity clearance the individual will be called to duty

and will be assigned to +the requesting

k’ idttery Persomel will not be allowed to v n
5 P,
icted buildings until they are given a stateman Dy HemtgIErTI™

WE hf A A
. have been met,

M&-wbu-mmuummmmm
_ manner- as clussn’led .persennel..except-that.an. additional, ~$0PY...of.

37-3 will be pr‘_,e,pg.,z:ed...,andw;routadﬂ.-::bom-thewﬂﬁeadqdam:rr‘*i)etachmentv--w--n»--»r

i T

At ok 4

o Thl_s _‘&Eg;}g\swpq,‘fq;;e,,gs,fez:s,..'.be‘twoenmfundm»as«*wwlvl-ﬂam-wa‘l’-lﬂ-‘was~'trams-.,s;-,-...m .

T
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MWL? IZ SN
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. gonduot report.

7 ¥ Intra-Agonoy Tronsfor Polloy.

‘ d. An employae shull not saelf reaunig opt within CIA without‘
Ly MWAJ MU
the prior written appreval of the eruomeli@%w, or s>

authorized represontative$ Such a.pprovul will be based upon the

reocosmendution of tho appropriate Assistent Director or Staff Chief.
be Supervisory barsohnel shall not interview or -s‘eelc the |

transfer of personnol without the written approval described

in ba above.

£ e : S
de A tranafur involving exirenows of the%will be
e Ao 0 i
offected by the erbonnalb%er in coordination with the offices

[

eonoernacl. ;o " S

9 e Salax'y Admmistmtmn.

a. Regular fulle-time employees snd temporary ewmployees of CIA
- with a regular tour of du’cy‘ compengated on & per ammum obasis will
be paid in accordence with the following policy:

(1) Entrance on Duty Salary

(a.) Naw appomtments will be made et the base salary
of tha grade. (Tranafers, pronotions, demotlons, re=
employment, and reinstatemen’cs are not new appointments
within thé moaning of the ‘requirements) ‘

(v) kmployees appo;lnted by transfer, reinstatement ‘
or re-ampioyment %o a position of the samo grade will be

permitted to retain pei’iodio pay increases previously reoeived.

Appi’oved For Release 2001/09/04 : CIA-RDP81-00728R000100010005-8
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{0) Bmployoes uppéintcd by trr.afler, reinstatee
nent, or ro-amploymén’c to a position 'm a lowor‘grudo
than last held will receive salaries fixed to allow
oredit towurd vritmn-grade promotions for all service
in appointmont grade and higher grades.

(2) Determining Salary in Case of Promotion

(a) Vhen an employee is promotoed to & higher
grade poaif:irm. he must be compensated at the buse
of ﬁhe grade 1f the entrunoce salary excceds sny ha
-has proviously earned in the Foderal Service, |

(b) When an employee who huaproviouély racaived
a ohange to & lower grade is promoted, his salary will
be fixed so a8 to allow oredit toward within-grade
ﬁromo‘bion for all previous servioe in the grade to
whioh he 1s being promoted or for service in any
higher gradea,

(3) Determining Salary in Case of Change to lLower Grade

(&) To deternine salary in case of & change to
lower grade, the omp1oyao may be given credit for all
aervioe previouliy performed in the lower grade and
in any higher grades provicusly held. ;

15) Exoeptionss The ﬁoncy outlined above doéa
not apply in the following MQa of Cagess.

1000100058, i

A
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1. Employees who have earned meritorious
pity moreasm‘s.‘ An employos who hes been given
a withinegrade pay inoronse beoause of espeoially
meritorious sorvice or as a roward for superior
acoomplishment will, be permitted, at the time
he is demoted, to retain one step for each suoh-
advanocement,
2, Change to lowor grade to nocopt probétiopal
appointment. If the change to a lower grade 1‘5
due to employee's desire to accept probational
appointment, he will be compensated at the stép
in the lower grade which is nearest (but not in
excess of') the present salary in the hig‘her grade,
3+ Change to lower grade for d:l.soiplmary
reasonse If the employee is ohanged to a lower
Vgrade for diseiplinary reasons, his salary rate
will be'set at t.e base of the grade to ’whioh
he is demoted, in the absenoce of speecific pro=’
‘ vision to the contrary,
be The salary polioy now in. effeot for olauii‘ied amployoes,
will also apply to ungraded with reapoct to: (1) entra.noe on
duty. (8) promotiona, (8) ohange to Yower grade, (4) probational
appointmonf;, and (5) disoiplinary actions, The torm} gtop _;noreno'f»
will be used for ungraded positions in lieu of "periodie pay
inorease" for ‘olayaaiﬂod éoéitionn.

|
i
3
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(1) An employes tranaforring from o olassified posie
tion to an ungraded position will do so withoutklona in
suinry unless his olagssified anlary wus above tho'top
stop of the ungraded job to which he is heing useigned,

(2) An ungraded omployee who receives a conduct
and effioiency report of satisfaotory or higher, will
roooive & gtop lnorense aftor the first asix months of.

" ungraded service and annually thereafter until the top
step hus been roacheds On transfers botween graded and
ungraded poéitiona the salary will ho deternined aftor
oonsidering the waiting poriod eiapaed and whether or
not an equivalent inorease is involvad,

(3) An employoe in an. ungraded status will have an

opportunity to earn stop inoroasoes a8 & result of mere

torious servico and supari ~complishments,

hall be tho responsibil t of the repoi%ingkoffioo

i
& 1tiate a oumnlated "Pexaénnqﬁ Aoéion

Approved For Releé'se 2001/09/04 : CIA-RDP81-00728R000100019005-8
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| £ [ pett st Initigwed) by the mpropriate offig i
| : 0‘4’%«%&2/«3}#2 IR\ IP AT i |

; lo¥a Corger Hanapemdnt

1 : ae Tho carser managamont program of CIA is desipgned to provide
from within the Agonoys | ‘
(1) A source of woll qualified individuals to. £1i11
vnoancies as thoy ocogr. ; b&?w%’mﬁ - .
(2) A systom whoroby individuals may qualify’Sew-sebber :
WM& positions through training and development within CIA,
‘ be It is Ager}cy policy that vacanoies will be filled by

ILLEGIB the best qualified omployae avéil&ﬁlu within the Agencya-
.;'ILLEGIB ‘ _ The baslo considerations for promotion
: k will be proven nbility and merit,

1, 39y Personnel Status Reports

(8« Assigtant Directors and Staff Chiefs shall submit to
‘ v,
wibive Porsonnel.ésteer Form No. 37«6, "Personnel Information®,
when an employees ‘
{1) Changes his name, home or office addross, or home '
or office telephone number. ‘ ,
(2) 1Is separated from the Agenoy by transfer, resignation,

¥, ; or enters the military service from civilian employments

b : Status Report™, shall be submittadW% ‘ 'a'e('q

‘marital status. The original of the form will be routed to tbo-ﬂ-a'f
z : :

L - ~ 'be In addition to the above, Porm No. 38«7, “Personnel
: i . . [4

Personnel Ofddkeer-and a copy to the Chief, Inspéction and Beourity

Staff,

Approved‘For Release 200"/09704 : CIA-RDP81-00728R000100010005-8
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12,27 Ternination and Final Clearance
e Bach employee will obtain olparanae fsrior to final
paynxont; Clearance will be obtained on "Final Payment Cloare
_ anco Sheot", Form No. 34«30, when an employee ia being tore
minated, ieavinp; for ovarseas duty, gr&nted leave without
pay for a period in excess of 60 oalendgr days, or when
bheing transferred to or from an unvoucnered fund statuse
be Whe-Porsonnol Gifdes will be notified by "Porsonnel
Acotion Request", &t least one weok prior to the effeotive
date of the requests Upon receipt of "Personnel Action
Request" =i Personnél-ﬁﬁ!ﬁa will make necessary arrnngementé
for an exit interview and i‘or E}BF& _5}.?“:3‘3.0 ”
— e will dzre;:t tk;e employeo %o Inspection and Security

" for security oclearance and will thsn obtain the ndditional

required clesmmce by telephone, obtain the employea's

signature and direct the employee to deliver the form to

the applicable payroll office Wo. ' Vinen
.i . the employee is unavailable all action indicated will ve
L , taken excopt proourement of the employee's signature. |

ce The CIA Hcadqunrtcrs and Hoadquarters Detachment -ad=-

‘111 take similar action in .

e T e

. the oasc of Lilitary peraonnol.
de The Chief of a fiold office wills

(1) De=brief the omploye'e.

P ‘ (2) Complete certification blocks "office to which

assigned“and "Security Branch".

I

Approv'eq For Release 2001/09/04 : CIA-RDP81-00728R000100010005-8
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- (3) Obtain employee's signature end forwarding address.
(4) Porward the form to ke Personnel.Sffbes through
antublished charnels,

1338 Porsonnel Records ‘

ae Poraonnel rooords Qill be ﬁmintuiﬁed by machine rocords
ingolar a; 1s praocticable and necessury persvanel reports will be obe
tained through these maohine recorda. These records will be ade=
quate for furnishing necessary information for the career managemont

program dosobibad in ‘9 above,
25X1A

Capltain, USK
Exocutive

3
|
.

{

|

i
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‘ , ©CENTRAL INTELLIGENGE AGENCY (

Weshington, D, C. ‘}m,.?:"if%’:‘!fii_‘!ﬁ.‘i’.‘-!.‘ﬁ‘.‘il..
. __0-743%]
ADMINISTRATIVE INSTRUGTION 18 November 1949
25X1A NQ,
| SUBJECTs fersomol Policies and Procedures , _
25X1A : RESCISSIONSs Administrative Instrustion No. ated 17 August 1948,
= L © Administrative Instruction No, dated 25 March 1947, and
Administrative Instruction No. dated 11 Augunt 1949,
A _ ;
21 REFEFENCEs  General Order - (Revised), dated 5 October 1949,
1. General Policy

 &e Authority is delegatéd by epproved statements of

' ‘ fzmctional responsibilities, separate specific delegations,
| | and this Instruction to oply the Agency officials listed
below -to aet on personnel actions (appointment, employ -
rent, classification end reclassificatign of positions,
promotion, demotion, transfer, and separation of individuals)
for ﬁhe Directors |

Executive

Dﬁputy Executive

Personnel Director

’chM, .Admm-mtive Staff

Chief, Perscnnel Division, Administrative Staff

Chiaf, Special Support Staff

Chief, Employees Division, Special Support Staff

Designated subordinates of the sbove listed officials,

Approved For‘ Release 2001/09/04 : CIA-RDP81-00728R000100010005-8
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o o

f | b, ctruu:u and employees not listed abbve are
BEchibited from disoussing personnel actions with
individuals to whom such actions will apply, Qithout the
prior knowledge and approval of the app}cpr;tate official
listed above, Such approval will in no caso include authore

- ization to make commitments of any nature for ab'bual em;‘)loy-»

| ' " ment or salary evel, Violation of this policy may rosult

in the mdiate dismisgel of the individual guilty of the
violation,
2. Eropelyiing

8 Officials and employees of this Agency, ineluding

f‘ | those listed in paragraph la above, are Dprohibited from

| discussing employment poasibilities with any employae of

! | ‘ any other government agency or employees of the Congress

without the presentation of a written release for such
discussion from the employing ageney of the individual
conoerned. ‘

bs ‘The poliey steted in pa;-agréph 2a above will alpo
apply - to intrassgenoy transfers tetween Offices and
Staff Sections, exoept in comnection with the applicabion
of Agenoy oareer management policies by authori,ud offfcials
liaud In paragraph la above. ‘

6: It 1s oxpeated that other government agencies il
observe a reciprocal nbn-pmelyting policy in dealing with
'CIA employees, Such employees who obtain employment with

other govermment agenoiea without obtaining prior release
may be required to roalgn in order to aceept such onploymnt.

CONMRERTIAL

Approved For‘ Releése 2001/09/04 : CIA-RDP81-00728R000100010005-8
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Yo 3 Dsfinisione
&e  Tho Jurisdiotion of easch of the Personnel Staffs
 of GIA s defined in published statements of functional
‘ranpmibuif.y. In order to avoid duplication of Instruce
tions the term "Persomnel Divisions® as@é:herein will
pertain to each of the following activitics to the extent
of 1ts published functions, unless otherwise sta\'bed:':
‘Personnel Division, Adminiatrative Stafy
Employees Division, Special Support Staff
.« be IAC personnel are those individuals détailed for ‘
duty with CIA from the State Department or the Department
of Defense, |
¢. Departmental Service includes all positions in the

headquarters or central office of the Agency.

A 4 Gongressional Inquires AL inguires,ether uritten or
f | verbal, from members of the Cmgresqueocived by any ihdividual
 or aotivity of this Agensy will be immediately referred o the
~ Ganeral Goungel for action and prepaz‘at;lom of replys The
Goneral Counsel is responsible for adoguate coordination in
each case j:rior to preparation of reply, |

T L
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the policy guldsnce of the Porsonnel Director and the direct
superfision of the Chiefs of the Administrative and Specinl
Support Staffs, ‘the Personnel Divisions are responsible for:
a.' Proowsrement, placement, processing, appointment,
promotion, demotion, withlnegrade advauces, suspené fong
and termination of individual employees, |
 b. Assisting the Personmel Director to estgblish qualifi-
catlon standards for all positions.
as Recommending peosition clessification for all positions
to the Personnel Divector.
da Aﬂsisting the Personnel ‘Directox‘" to eétablinh relary
adminiatration, efficiency rating and career managemont
programs, and for earrying out such progrems when ostabliahéd.‘
| @ Maintaining a current record of authorized vacancies
and approved procurement requests ageinst such vacencles.
fo Establishing personnel procuremsnt priorities,
g».‘ Haintaining continual conteets with potential persounel
proourernent sources. | |
~ he Exclusive liaison wiith the I&S Staff relative to
persomnel security clecks and olearances, ‘All requests for
initiation of and inforpation relative to status of percunel
security checks and clearances will bo channeled through the
Personnel Divisions. | ; | ‘
1i Eateblishing personnel training programs within
speci:ticdly authorized linmitationss
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Je Esteblishing and maintaining retention ngutou
for redustion-inwforce proosdures, -

ke Rwioving and aoting on all diuoipl:lmry actions
ﬂliohm signed and presented by Assistant Directors and
Staff Chiefs.
1, (1) Teking final action on persomrel actions
moiving grades GS=12 and below, exeept when there
are unresolved dlsagreements with Assistant Directors
. of Staff Chiefs concerned. ‘

(2) Recormending through the Personnel Director
to the Fxecutive aotion on personnel actions involving
grades GS=13 and above,

(3) | Referring all persomnel actions through the

' Perscanel Director to the Executive where there is
unresolved dleagreement with the Assistant Director
or Staff Chief conoerned.

6. Narit and qualificaticns of Individuals

a. The basis for all personnel soticns in the Agenoy
vill be individual qualifications and relative merit,
W considerations, family relationships, favoritism,
and external pressures or oonsiderations vill not be
pernitted to influense such actions. Assistant Directors,
Staff Chiefs end each of the officials 1isted in paregraph
1 sbove are personally ehlrged vith !.nluring that this
policy is effectively mre:lud throughout the Agency. o |

CONFIDENTE
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b. Determination of relative merit and qualifications
will be based on demonstreted ability, personal industry,
integrity, loyalty, length of service, general oti‘iciency,
and baakgrﬁmd of experience and education, in comparisen
vith other employees in similer fields ‘and grades,

c. Supervisory personnel at all levels must become
throughly femiliar with personnel under their jurisdiction
to insure the just and objective administrative of this
policy. ‘ o
Te tiation pél Actio

&+ Asslstent Directors and Staff Chiefs are responsible

for the initiation of persomel actions on individials under
their jurisdiction and for the routing of such actions to
the gppropriate Personnel Division, They may dewignate
such individuals within their orgeniéations as may be
considered desirable to sign and forward such aetions,
The names of individuals so designated, and any changes
in such designébions, will be commmnicated in writing

~to the gppropriate Personnal,Divisign.

b, Each personnel action recuruiring action by the
Executive will be vsigned persbmlly by the Assisfant
Director or Staff Chief concerned.

8.

a. The Classification Aet of 1949 exempts the CIA
from its provisions. As a result, our persomnel progray,
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1nclud1.ng poaltion clnaaii‘ioation, eppointment, promotion,
otc., 1z carried out with.ln the Agency without Civil Sorvice

Commission review.

b, However, the Director has signed a written apgreement

with the Civil Service Cammission to adhere strictly to the

provisions of the Classification Aet in _administering the
Agency persomnel program, The Civil Service Commission
also has agreed to provide advice and gﬁidance whenever
ealled upon to do so, |

| ¢. The supervisory and review functions previously

exercised by the Civil Service Commission have been

‘delegated to the Personnel Director snd his Steff for all

Agency personnel matters, regerdless of their security
classiflcation,
9. 4ppolniuent Policies and Procedures

8. Positlons are filled by direct recmi‘hmen‘h rather
than by éer‘bification from the Civil Service Commission,
However, positions are filled in sccordance with establiched
Civil Service procedure, ‘

be The following policy is established for effecting
a.ppointmentétb £411 fracaht p,ositioné: '

(J.) An individual without prior Government séwice ‘
wiJ.l be carried in a trisl perioé stetus for ﬁhe first
“full year, o

{(2) an individual with prior Govermment service

who has served under -‘war service or excepbed appointmnh

will be required to serve the first 51% nonths 1n &

B
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(3) An individual with Oivil Service status vill
be appointed by transfer or reinstatement without amy
time limitation or trial period.
ce During the trial period an employee will receive

the special attention and instruction rezpiired to acqueint
Rim with his duties and to develop his ability to perfarm
his work in the most sat;isfactor?ybmanner. After a falr
and full trial period an employee will be terminated if
his serviees do nob meel Agency aﬁandnrds; An employes
with veterans! preference or Civil Service status will
be accorded all rights and privileges granted him under
the Voberans Prefevence Act of 1944, as amended, and
Civil Service r{xles and regulations. ({These privileges
are subject Lo special final authority granted io the
Director by the National Seurity dct of 1947.)
d. The following procedures are established for
_'processing‘ individuals for ennployxxﬁ;ent‘ within CIAs

(1) Assistant Directora and Staff Chiefs shall
trensmit e Recruitment Reguest (Form No. 37-8) in
the originel and three coples to the Personnel
bivision as a reciuisition to £ill an suthorized
vacancy. A Persommel Action Request (Fbrm Noe 37=3
or 37-1) in quadruplicate shall bo forvarded to the
Persomnel. .Diviaion as & requiaition for actual emploi-
ment of an individuale In order to initiate securdty
clearance & 'Personhel Action Request may be submitteci

against a position currently filled, providing the
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office concerned informs the Personnel Division on the
form of the approximate date that the present Mcﬁmbent
will vacate the position. ‘
(2) 4n Application for Federal Erploynent (Standard
Form 57) and a Personal History Statement (Form No. 38=1)
will be obteined by the Personnel Division end forwarded
with a Referral Sheet (Form No. 37=9) to the appropriate
office, If the office is interested, 1t will indicate the
position to vhick the individusal will be assigned,

{2) Final selection or rejection of applicants
for positions above grade GS-5 or equivalent shall
rest with the gppropriate Assistent Director or
Staff Chief, Hbﬁar, the Personnel Chiefs may |
refer to the Executive rejection cases which they
believe are not warranted. |

| (b) Final authority for the selection and
assigmment of an employee in grede GS=5 or equivalent
. and below, shall rest with the chiéfs, Porsonnel
Divisians, - | ‘
‘ k (e) A1l assignments are subject to the security
approval of the Inspection and Security Steff.
(3) Tpon the receipt of a Persamnel Aetion Requost

the Perscunel Division will make an offer of employment
to the individual concerned (subject to satisfactory

security clearance),and upon indicated acceptance will

initigte action for aqy;cgriéy clearence.

PR | Approved For Release 2001/09/04 CIA-RDP81-00728R000100010005-8
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v(4) The Persomnel bivin:lon will notify the office
concerned of the fallure of an individual to receive
security cleai-anee and will teke appropriate action
to inform the individual of his rejection,

(5) The Executive or the Personnel Chiefs will
contact each iﬂdividua.l (including detailed IAC
persomnel) relative to entrance on duty. An individusl
asgigned to a personnel pool will be instructed to
report to duty by the Personnel Division, following
securily clearance, Each individual (1ncluding
‘deteiled IAC personnel) report:lng for duty will

~present to the aupropriate Assistant Director or
Staff Chief a uritien notice from the Personnel
Division stating that he has been fully cleared and

assigned for duty. A copy of this notice will be furnished

the Inspection and Security Staff by the Personnel -
Division. In extraordinary circumstances the Executive.
may give verbal authorization for entrance on duty
af'ter assuring hirself thai all required processing
has been campleted. No individual will be accepted
for duty unless one of the shove provisions haa been
mgat.

(6) Stetus of security eclearance of proapeetive '
omp1oyaos w111 be obtained fram the. Inspection and

- Security Staff cn.ly by‘ the Personnel Division,

CaFiry T
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a. An enploy‘ne‘ may be promoted to a higher grade subject

(1) Existence of a suitable vacancy,

(2) Complete qualifications of the individual
for the vacancy, v

(3) Completion of 90 day detail period to position
GS’-'?, or above, Inoumb@t. = of positions lower |
than GS-7 st have assumed the duties of the position
té which ﬁhey are being promoted. Prior to the time
of detail they must meet testing requirements and
quelification standards for the redormended position,
No‘employee shall be detailed to a position allocated
higher than one grade above the pbsition vhich he ‘
currently occupiesy These stipulaticms do not constitute

a barrier to promotion of an individual whose position

has been reclsssified to z higher grade,
(4) Submission of a Personnel Action Request t
the Personnel Division indiéating the exact position -
and the date the employee is detailed in order that
he may receive credit for tﬁe detail period, The
form ﬁmnt indicate the allocated position f:hat will
be occupied, |
(5) Evidene'e of an efficiency rating as followss
GS~4, equivalent, and below = Good or better for
Ceix months‘ precedi.pi wgromtibn
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L ‘ , s GS=5 through GS=13 or equivalent - Very Good or -
Extellent for six months praceding promotion
GS-1/ and sbove = Excellent for one year preceding
promotion : |

| b, Promotions are limited to one grade exdept in cases

o where no intermediate grades have been recognised,

E ‘ e After considering all the factors indicated above, the

‘reco'mmending and approving euthorities will use the folldwing

teble as a guide in determining appropriate time ia grade for

promotion purposess

Iime 4n Grade

o8 CRg_
| 1 1
2 2 3 months -
3 3
4
7 5 ,
5 6 6 months
f 6 7 "
| 7 8 |
8 9 9 months
10
[,
i 10 . 12 months .
n " 15 nonths
Ty 2 montoe
o Z R
“12-
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53

Ve do Assistent Dircetors and Staff Chiefs shall forvard
B to the Personnel Division a Personnel Action Request containing
sufficient information to indicate compliance with the policies
de.ﬂnsd in paragraph 6 above,
e 4 request from a rield stetion for a promotion must
be aecompanied by a Porition Description (Standard Form 75) v
vprepared by the employee, which outlines the duties and
responsibilities being performed, together with remarks
and certii‘icationbof the irmediate superior, In the. caﬁe
of a proposed position in the field aérvice the deseription
will be prepared by the individual who is most familiar with
the duties and responsibilities to be performed. The
deseription must includes ‘
(1) Factual deseription of ’the work being preformed;
(2) A statement of degree of difficulty and responsi-
l:.ilﬁ;:v,,«~ Inherent in the position,
(3) Ao account of the nature and extent of supervision,
independent judgment and decisions exereised by the incumbent.
f. TUpon receipt of o requesﬁ for a promotion in the
departmental service the Personnel Division will audit the
position involved in onder to deternine the level of difriculty,
responsibility, and grade at which the ‘individual 1sv perfornme
ing to ascertain whether he should receive a ﬁromotion. ‘
. 8¢ An employee occupging a classified position will be
sdvenced to tho next higher step within his grade, providing
that he has twelve months of serﬂ.de without an equivalent
inerease in pay for grades GS=10 and below or éighteen nokths
‘service for grades GS-11 and above. In atdition the |

Approved For Release 2001/09/04 : CIA-RDP81-00728R000100010005-8
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e;!zploya.e must have a currvent efficiency rating of Good or
‘bettor 'and a satisfactory conduct report.

a. A Personnel Action Request for intra-agenoy transfer
will be prepared by the offioce to which the employee 1s
being tremsferred. | |

12, Agsigopent of IAC Peygonnel

a. It silall be the reéponsibility of the receiving‘offica
to initiate a completed Personnel Action Request on all I&C
personnel (including citation of the allocated pogition).

be The Personnel Division x.fill initiate a reyuest for
security clearance. ‘

ce Upon receipt of security clearance the individual will
’be calied to duty by the Personnei Division and will be assigned
to the requesting office. ‘

de I.B.C personnel will not be‘ alloued to work in restricted
buildings until they are given a statement by the Personnel
Division certifying that all provisione for assignment have
been met. | ;

Be "Separations and intra-egency transfers shall be reported
to the Personnel Division on Personmel Action Requeat in tripli-
cete, initiated by the sppropriete office,

L. Salay Adslniewraiion

a. Regi:la: full-time employees and temporary employees
of the Agency with a regular tour of duty compensated on &
per annun basis will be paid in accordance. vith ‘the following policys

4}@,
@,“Pﬁt g
war ﬁs f ’M
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() New uppointments will be made at the bage
salary of the grade, (Transfers, promotions, domotions,.
re=emloyment, and reinstatements ape not new appointe
ments within the meaning of the requirement.,)

o ‘ (b)« Employees é:ppointed by trensfer, reinstata-“

I | ‘ : ment or re-cmployment to a position of the same grade

| | will be permitted to retain perlodic pay inereadas
prewiously reéeived. '

(c) Employees sppointed by tranafer, reinstate
ment, or re-employment to a position in a lower grade
than last held will receive salafies fixed to allow
credit toward withinegrade promotions for all service
in asppointment grade and higher grades,

(2) Deternining Salsry ip Cgse of Promotion

(a) Uhen an emr‘)loyee‘ is promoted to a higher grade
position, he must be compensated at the base of the
grade if the efxtrancé saiary exceeds any he has previocusly
earned in the Federal Service,

(b) ' Vhen an employee who has previously received
‘& change to a lower grade is promotebd, his salary will

' be fixed 8o as to allow credlt toward withinegrade
? promﬁon for all previous service in the grade to which
‘ f ' o .- he s being promoted or for service in any higher grades.
(3

(a) 'I‘odeteminesalaryincaseof‘aehangeto ‘
lover grade, the enployee may ke given credit for

o o | | all service previausly ??x%f*f@ed in the lower

il dy g Lol
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T ‘ ‘ grade and in any higher grades previeualy held,
(b) Exceptions: The policy outlined above
does not apply in the following ‘types of casess
. _ | 4+ Employees who have earned meritorious
‘ ‘ pay increasos. An employee who has been given
o ‘ a withinegrade pa:,r inereasse because of especlally
‘ meritorious scrvice or as & reward for supe‘rﬂ.q-.i
‘ f | accnmplishmant will be permitted et the time he ’
| | is demoted to retaln one step for each such |
- advancement,
2+ Employees who change to lower grades
to accept proba‘bioxml appointment., If the change
to a lower grade is due Lo employes's desire to
accept probational ﬁppointment, he will be
compénsated at the step in thé lower grade whibh
is nearest (but not in excess of) the present
' salaxff in the higher grade,.
V _2; Employees who were changed o lowgr
grades for disciplinary‘ reasongs If the employee
. 18 changed o & lower grade for disciplinary reasons,
his salary rate will be set &t the baaé of the grade

to whidh‘ he 1s demoted in the absence of specific
provision to the contrary. ' v
b. The selary policy now in effect for classified employees
ﬁiao will epply to ungraded with respect tos (1) entrence om
duty, "(2) promotion, (3) eh#nga‘to lower grade, (4) probational

R i et o NSV
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ni)pointment, and (5) diseiplinary sction. The term "step
inereasa® will be uved for ungraded positions in lieu of
"‘quiodidpay inercase® for classified positions,

(1) An employee transferring from a classified popdtion
to an ungraded position will do sc without lcss in salary
unless his clessified salary wes above the top step of
the ungraded job to which he 1s being assigned.

(?) An ungraded employee who receives a conduct end
ef{iclency report of Satisfactory or higher will receive
e step increase after the first six months of ungraded
service a.nd ennually thereafter until the top step has been
reached. The salary for employees transferring heltween
graded and wngraded positions will be determined after
c;msidering the waiting period elapsed and whether or not
an equivalent increﬁse isiinvolved.

(3) An employse in an uwngraded position will bave
an opportunity to earn step increases as a result of merliore
jous service and superior accomplishments.

14« Sareer Managenent |
&. The career msnagement program of the Sgency is designed‘ |
to provide from withing |
(1) A source of well qualiffed individuals to £111
vaeanoies as they occur, k
(2 A system wherebj individvals may qualify and be
promoted‘tﬁ nmore responsible positions through training and
development within the Agency.

, ‘ ) i .Approved For Release 2001/09/04 : CIA-RDP81700728R()_0(_)1(‘)001000.578 i
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b. It 1o Agency policy that vacancles will be £illed
by the best quélu‘ied omployee avaeilable within the Ageney.
The bzwic gonalderations for promotion uﬂl be proven abiliﬁy
and merit. |
15. Pegrsopne) Staltus Reporie

a. Asslatant Directors and Staff Chiefs shall subumib to
the Personnel Divisicn e Personnel 'Ié:f.‘.oﬂnéztion (Form No.
37=-6) uhen an employeet

(1) Changes his name, home or affice address, or

home or offlece telephone number,

(2) 1Is separated from the Agency by transfer, resignation,

or enters the militory service from civilian employments

be In addition to the above & Pervomel Status Report (Form
Na. 38-'7) shall be submitted following any change in an
employee's rarital stetus. The original of the form will
be routed to *he Persommel Division and copy %o the Chilef,
Inspection md Security
16. tion gpd Fi cl

| Be Each employee will obtain clearsnce prior o finsl

- payment, Cleamnce will be obtained on 8 Final Payment CIearanoa

Sheet (Form NWo. 34=30) when an employee is being terminated,
léaving for overseas duty, gremted leave without pay for a
period in excesc of 60 calendar days, or 'being trausferred
to or from an unvoucherad i‘und status,

-bs The Personnel Division will be nobii‘ied by Personnel
Astior Request ai least ome week prior o the effect ive date

L Approved For Release 2001/09/04 : CIA—RDP81-00728R000100010005-8
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of' the request, Upen receipt of the Peraonnel Action Request

the Pemon;;’i%‘ make neocessory arrangenents for an exit intere

view and f’or Final ~clearance, will direct the employec to the

Inspection and Security Steff for security clearance, and vill

then obtein the additional roquired clearance by ’calepbane,

obtain the en;ployee's signature, and direct the employee

to deliver the form to the appliceble payrodl office, Mien

the employoe 1s unmvailable all action indicated will be

taken except procurement of the employeek signature,
ce The Cﬁiei’ of a field office wills

(1) De=brief the employea,

(2) n the Pinal Payment Clearance Sheet camplete
certification blocks "of'fies 1:0 which assigned! and
"Security Branch", ‘ | 5

(3)  Obtain employeets *si,éﬁature and forwarding -
addrews,

(4) Forward the form to the Personnel Division
through established channels,

17, These regulations will govern generally all personnel
actions of this Agency, both overt and covert, and will be
spplied to the fuilest possible extent in carrying out specific |
provisions of Confiden‘bial Funds Regulations covering covert

peraonnel actions,

R. H. BILIZNKOETTER
Rear TSN

- Director of Central Intelligence

DISTRIBUTION: A,
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PERSQUNEL DIRECIUR__ o .-
: X do (not) conour

BUDGET OFFICER AT
I do (not) coneur

CHIEF, SPECIAL SUPPORT STAFR e DATE,
‘ I do (not) conour

CHIEF, ADMINISTRATIVE STAFTF | DATE
I do (not) coneur
CHIEF, PERSONNEL, SSS , DATE,
‘ I do (not) concur
CHIFF, PERSONNEL, ALMIN. STAFF DATE,
GENERAL COUNSE B A, e 22 Abe €7

STATINTL
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_SECRET CONFIDENTIA RESTRICTED UNCLASSIFIED

FORM NO.

sep 1947 3074
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.4 Resierep

L ADMINISTRATIVE INSTRUCTION ,/é’ @L?, 6[?

STATINTL
SUBJECT: Personnel Policies and Procedures
STATINTL (This rescinds Administrative Instructions —, dated
3 31 October 19463 d Amendment No, 1, dated 13
STATINTL December 1946 and 10 October 1947 respectively;
STATINTL J and Amendment No, 1, dated 2l April 1947 and 2 September
~ k) 1847 respectively; dated i December 194,7; and
STATINTL QUV e ﬂ dated 30 June 1948, This-aleo-rescinds *mo-
STATINTL / &ﬂ"c{ﬂ" randum dated lj February 1947, Subject: Policy Coverning
8 9., Classification of Positions in CIG, to the Assistant

P Directors of all Offices and Chief of Coordinating and
Planning Staff),

1. Persomnel Branch Responsibilities

a, The Personnel Branch, A%M, is responsible for performing
the following functions with respect to proqurement,processing, position
classification and termination of personnel:

(1) Maintainm A%A of authorized vacancies and ap-
proved requiéibions.
(2) Establishing priorit‘r‘/v yf,\s::;ruitment on an agency-
wide basis,
(3) Maintaining constant contact with potential recruit-
j ment sources‘.(één}y—themPersonnel_,Branch«.aﬂywwﬂl. :
| ' o ~establish-such-contacts.-for. procurement. purpo ses,}
E (4) Contacting and negotiating vﬁ.th individual applicants
# - for employment, ‘ |
‘ (5) Coordinating with the Executive for Inspection and
i Security WAmtiating and expediting
| security clearances for prospective emplayeeé.

(6) Finally spproving all personnel actions for grades : I

P-5; CAF-12 and below. Grades P=6, CAF-13 and above
S B . »

- RESTRICTER-
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li’ ’ | require the m of the Executive Director
: ' or in his absence the Executive for Administration
and Management, s
(7) Classification and allocation of positions to a.ppro;-
priate service s grade and class, and for determining
rates of pay applicable t§ positions not subject to
the pfovisione of the Classification Acte
(8) Processing all persomnel actions including appointe
ments, intra-agency transfers, promotions, demotions,
within-grade promotions s and separations,
(9) Providing an employee relations program to protect
and stimulate employee interest and to serve as a
e mediun for mnageﬁxentrenqnloyee relationships.
~{10) A1l disciplinary action wiil be considered and acted
upon by the Personnel Branch, based upon writien
charges prepared by the operating agency and signed
. ' . by the Assistant Director or Siaffaﬂrgé concerned,
| (11) Establishing and operating a testing and training
‘ program.to improve the selection and performance of
employees, ‘
(12) Maintaining liaison with the Dept. of State and the
armed forces for the purpose of ksupporting %d;z;n;;m *‘%
Aitaded
—spativsty-sssigned JAC personnel. obe— i
zelabiyeto-smchr perSOT T VT De-made-through-this
(13) Providing a comprehensive mcdica.l progrém to insure
' the health ‘and physical we].l-be:mg of all employees. f

Rssmcnso L

‘Approved For Release 2001/09/04




| oot A-R - R000100010005-8
Approved For Release 2001/09/04 : CIA-RDP81-00728
ppr _

fication of employees from Civil Service registers, ete,

2. Basis for Persomnel Actions

8.  Assistant Directors and Staff Chiefg are responsible for
insuring against persbnnel actions affecting individualg under their
Supervision which are not bageq Purely on relative merit. Emphasis on
rela tive merit extends throughout a11 Personnel matteps s> including, Pro-
, curement;. assignment to duty, Promotions, wopk allocations s leave deter.
minations, ete,  Merit shall be considered ag including s demonstrateq
; ability, personél industry, integrity, loyalty, comparative length of
P service, Promplness—of-aetion-ang comparative genera) efficiency,
) : b, MMfgﬁﬁéwmm mu;_t become go

! : : quluﬂm Fadesliry
; thoroughly familiar with the Personnel of,"bi‘—orgmimm and thejir

3. Policies for A ointment
———=————"_4ppointment,

8 All CIA positions are filled under’Schedule A’authority

"‘"ﬂ-euéhw by direct recruitment rathep than by certification

i
|
|
i
|
j
|ERRS
f ‘ from the Civil Service Comisgion. However, a13 Positiong are filled in
‘f accordance with establisheq Civil service Procedures, |

; ~ be The following policy is estabiished for effecting appoint-v

/

!

,‘

|

|

(1) Iri‘dividuals without priop Govermment service will be
given an excepteq appointuent, under"schedule &’ and

will be requ:l.rec_l to serve the first fu11 year of ser~

vice ‘ih a trial m

i : B o : o | " RE§T eéitofbstatus.

e b et et o e e s e o s s sy T s A
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\ o : (~2) Individusle with prior Government service who have
| served under war service or excepted appéintments‘
will be given an excepted appointment under Schedule A*
_;md will be required to serve the first six months of : z
service in a trial period status.
‘ (3) Individuals with Civil Service status will be
appointed by transfer or reinstatement to positions ‘
( R without any time limitation or trial period. ‘
‘l ¢. During the £ria1 period the employee will receive the special ;
’l | attention and instruction required to acquaint him with his duties and to
’ ‘l develop his ability to perform his work in the most satisfactory manner,
( After a fair and full trial period, an employee will be terminated if his
| ) | sewic?s:mlowes with veteran's preference or
I Civil Service status will be accorded all rights and privilegea granted
f them under the Veterans Preference Act of 19l), as amended, and Civil
} Service rules and regulations,
;f be Promotion Policies
gf a, Civilian employees may be promoted to higher grades subject
;f‘ tos ‘
i“ (1) Existence of a suitable vacancy. v/
lﬁrs (2) Complete qualification of the individual for the vacaﬁcy.
f; ‘ (3) Proven and demonstrated ability to.perform the duties
g;f“ . J ILLEGIB higher'grade for a minimum
I : X his Ssatameat- does not consti- ‘
f W tute a barrier to indivﬂl’uals whose positions have been ,
§| ' classified to higher grades.)) WA ) RS

Mh;ﬁm;mﬂz— ”v:\ e e
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7 outlined here o’iﬁ.d be covex

!

: , beg of such period,

" o bedr
() A wrery"'ooan or *Eroeiient" efficiem/ypdting for
uire an "ExcellentW efficiency rating for -

be Pramotions are limited to one grade éxcept in those cases

where no intermediate grade has been established,

(3.~ After considering all the factors indicated above, the
recommending and approving authorities will use the following table as

a guidé in determining appropriate time in grade for promoﬁion purposes:

] F P “CAE CPC Time In Orade
1 1 1
i 2 2 2 3 months
i 3 3 3
i h L
5 L 1]
; 1 6 S 6 6 months
P T I - 7 - .
’ 2 -8 ¢ 8 9 months 5
8 9 O
3 9
' 10 12 months
n p b § 15 months
. 5 12 18 months
6
7 pont!
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5. Intra-Agency Transfer Policy

a. Buployees may not seek reusigmont within CIA without the
prior written approval of the Chief, Ifersonnel Branch, #8k, or his‘ |
authorised representative. Such approval ﬁu be based upon the recom=
mendation of the appropriate Assistant Director or Staff Chief.

erv/sory [Persennel
b. -AB M-Dmnmd-smmchm may not interview or

W&ﬂ#‘
seek the transfer of personnel M&-mh-wm—m,\vmitten
approval described in §a above.

6. Appointment Processing Procedures

a, The following procedures are established for the processing.
of am individual{for employment within CIA:
(1) Aseistant Directors and Staff Chiefs will transmit Recyuitmen?
Foeg sest Form No. 37-8 in dupliéate to ﬁhe Personnel Branch
as X requisitionsto £ill authorised vacancies and

ersonnt! At eguest
formfiAgom Ng:' §f3" in quadruplicate to the

Parsonnal Branch as ¥ reqnisitionjfor actual employ- %
Ve

nent of tho,\indivimal selected.

PPPSO"»’” /%S/’or_/ \Sylﬂ/e/))e);/- ;or"%;
(2) @Forms No. 57 mWB =1 will be obtained by the Personnel

o

Branch and will be forwarded to appropriate offices
within CIA. If interested, the office will indicate
to the .‘Peraonnel Branch the position fo which the
individual will be assigneds Final selection or
rejection, above grade CAF-5, wiil rest with the
appropriate Assistant D:lrector or Staff Chief.

|LLEG|B | ; Md’ )&QMI MA? H
SR .ﬁﬁ?’ﬁzsmam e L
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g ‘ () Final authority for the selection and assignment of
, ‘ and wage rates
T ‘ . employees /‘érad.e CAF-S,‘ equivalent grades/and below,
. g 1] ’
rests with theAPersonnel Branch and consequently such
cases are not referred to Assistant Directors or Staff
Chiefs for action, ~The-Remsennel-Branch~will-debormine
Lho—sutbebilivp-of-qualitiestions. A11 personnel
Secvrily appreval
assignments are subject to the comewrrence of the
Executive for I & S,
(3) Upon the receipt of Form No. 37-3, the Personnel
Branch will make an offer of employment to the individ-
A By o XifosliTe AL dearomen)
ual concerned,handﬂﬁpon indicated acceptance will v
initiate action for security clearance, (i< e cnenanclaniss g
wodf enlle, grade o cadory Lo wally _cnelveded v Hhe 5]7-5'0~ ) |
(L) The Personnel Branch will notify the office concerned
of the failure of individuals to receive security
clearance and will take appropriate action to inform
the individual of his rejection. ‘
(5) The Executive for Administration and Management, or
the Chief, Personnel Branch, will contact all individ-
B R ‘ : uals (including esxtgwed IAC personnel) relative to
entrance on duty. Individuals assigned t§ personnel
pools will be instructed to report for duty in the
various offices by the Chief, Personnel Branch,
f following security clearance, Each individual, includ-
; ‘ ' ‘ ing assigned TAC personnel, reporting for duty will
;[ “ present to the appropriate Assistant Director or Staff
Chief a written notice from the Chief, Personnel Branch ,

RESTRICTED-
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stating that such individual has been fully cleared
and is assigned Ge=hdm for duty. A copy of this
notice je~furnished the Executive for Inspection and
Security, In extraordinary circumstances, the Exécu-
tive for Administration and Management may give verbal
&

authoriszation for entrance on duty after assuring him-
self that all required processing has been completed.

v Mo _caelimeluaf wnlf o arecitid (L,,Naum" wnbnt gl arTlece,
7. Promotion Processing Procedures

8. Assistant Directors and Staff Chiefs will forward FormJie.

37-3 to the Personnel Branchy mmtmmmmﬁ—
r

contain sufficient information to indicate compliance with the policies
defined in paragraph L abm.“éeh—«omdatmfw-prmtm_rdll
be‘“sub:}oot—-to -desk-audity-and—job-sheet-of Fecord will not- ba’ma“br”“" e
-‘she—inounmbent-as-Jistificationt—
b. Requeats from field sta.tions for promotio
whieh swelvde Reacsisvn e’ !
A.nnt]\must be accomparﬂod by an employee—prepared position description

of Tva Widher grade
which outlines m duties and responsibilities ,@ogether with the

AND PROM#TION cases

renarks and certification of the immediate supervisor, The position
description should include: |
(1) An original, objective, concrete and factual word
picture of the job being performed.
(2) The degree of difficulty and responsibility inherent
in the position, ‘ ‘
(3) The nature and extent of supervision and of independent

Judgnents and decisions exerc Sod by the incumbent.

/{.(h) mx ,the sty and )(gre of)é }(ﬁi(d
\ ities,

_ RESTRICTED
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ce After review of all factors by the Personnel Branch, proper

disposition of the case will be made,
8. Salary Administration

Regular full-time employses and temporary employees of CIA with

. a reguiar tour of duty compensated on a per annum basis will be paid in

accordance with the following policys:

a, Entrance on Duty Salary.

(1) New appointments will be made at the base salary of
the grade. (Transfers, promotions, demotions, reemploy-
ment, reappointments and reinstatements are not new
appointments within the meaning of this regulation.)
(2) Employees appointed by transfer, reinstatement or
reemployment to a position of the same grade will be
permitted to retain periodic pay increases previously
received,
(3) Bmployees appointed by transfer, reinstatement, or
réémploymont to a position in a lower grada\ than last
. held will receive salaries fixed to allow credit toward
within-grade promotions for all service in &m*
o higher grades. ‘
b, Determining Salary in cm of Promotion
(1) When an employoe is promoted to a higher grade positionm,

he must be ‘compenaat.ed at the base of the grade if the

entrance salary exceeds any he has previously earned
in the Federal Service,

 RESTRICTED
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'(2) When an employee who has previously received a change
to a lower grade is promoted, his salary will be fixed
80 as to allow credit toward within;gx'ade promotion |
for all previous sérvice in the grade to which he is
being promoted or for seﬁice in any higher‘ gradeu
¢. Determining Salary in Case of Change to Lower Grads,

(1) To determine salary in case of a change to lower
grade, the employee may be given credit for all
service previdusly performed in the lower grade and
in any higher grades previously held,

(2) Exceptions: The policy outlined above does not
apply in the following type of cases:

(a) Employees who have earned meritorious pay

increu.osQ An elﬁployee who has been given a
within-grade pay increase because of e‘spacially
meritorious service or as a reward for superiog
accomplishment wi_l_}_, at the ti.me_ he is demoted,
be pemittéd to retain ons step for each such
advancement,

(b) Change to lower grads to accept probational

appointment. If the changs to a lower grade is
due to employee! S desire to accept probational
a.pbointmmt, he will be compensated at the sf.ep
" 4n the lower érade which i‘.s nearest (but not in
excess of) the preeént salary in the higher grade.

- REsTRICTED
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(c) Change to lower grade for disciplinary reasons.

If the employee is changed to a lower grade for
disciplinary reasons, his ‘salary rate will be
get at the base of the grade to which he is
demotéd, :Ln the absence of specific provision.
to the contrary. |

9. Within-Grade Promotions

' 8, An employee occupying a classified position may bn_a advanced
to the next higher rate within his grade, provided that he has twelve
months 61' service for grades P-3, CAF-10 and belon. or has eighteen
months service for grades P-li, CAF-1l and above. In addition, the |
employee mist have a current efficiency rating of "good" or better.

bs The Chief, Personnel Branch, 1s responsible for keeping
records to determine when employees are eligible for within-grade promo-
tions, Prior to the actual salary increa.se, the Chief, Personnel Branch,
will semaFo/x’n,xﬁl\!o. 37-105 to the employee's immediate superv:.sor for
certification that the emploype's conduct is satisfactory., Determination
will also be made that ‘the erficiency rating is appropriate;
¢. Provisions exist for the advancement by step pramotions
for‘pe‘raonnel oceupying positions not subject to the provisions 61‘ the
,Pplas?f} °‘;‘f,f,°£, :*ci;-f ZHe Oefi//e/ Fersonne/
s aTt the responsibility ‘of the receivingm Of-
or STAff Sectron
ficeAto initiate a completed Form 37-3 on all assigned IAC personnel
prior to enttance on duty, The 37-3 (3 copies) shall be.accompa.nied

by Personal History Statement (2 copies),

REST]J\(TED
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b The Personnel Branch will initiate request for secux;ity clear-
ance,

(. Separations and Intra-Agency transfers of IAC personnel will
be reported to Personnel Branch by Form 37-3, initiated by the appro~ -
priate office.

11, Termination‘
Offrces Scc//a//s
a, ore. and Staff Chiefeywill camplete Form
No. 37-3 for employees under their jurisdiction who have submitted regig-
or 5‘:/{;{:’3 #ron
nations, stating the reason therefor, together with any explanation ich
may help to prevent the loss of the employee, and forward the completed
form to the Chief s Personnel Branch, at least two weeks in a.dvance of
the separation date, Upon receipt of Form No, 37=3, the Persomel Branch,
after pre-exit interview, in instances in vhich the émployee still wishes
Clearante )

to resign, will prepar%l"orm No. 3430 indicating thereon the routing to

be followed for clearance,

diaa nt/ twaen the Personnel Branch
and Ass stant/ Dire ors /or st efn 'u:u.'l. referred/ by the Pef'sonnel
‘ Branoh/ to the Executin for A tration and uanagemnt

RESTRETED
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CONFIDENTIAL —Exooutive Registry |
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CENTRAL INTELLIGENCE AGENCY
Washington, D. C.

ADMINISTRATIVE INSTRUCTION : k i 9 December 192&9
. == |
SUBJECT: Personnel Policies and Procedures

RESCISSIONS: Administrative Instruction ated 17 August 1948
Administrative Instruction dated 25 March 1947
» : Administrative Instruction dated 11 August 1949

REFERENCE:  General Order -(Ravisad) , dated 5 @ctober 19L9

le General Policy

a, . Authority is delegated by appreved statements of
functional responsibilities, separate. specific delegations,
and this Instruction te the Agency officials listed belew ‘
to take implementing action on personnel actions recommended / \/
by Assistant Directors and Staff Chiefs (appointment, employ- !
ment, classification and reclassification of positions, pro-
mot:.on, demotion, transfer, and separation of individuals) for |
the Directer:

Executive

Deputy Executive

Personnel Director

Chief, Administrative Staff

Chief, Personnel Division, Administrative Staff

Chief, Special Support Staff

Chief, Employees Division, Special Support Staff :
Designated subordinates of the above listed officials

be Officials and employees not listed abtove should mot
#° discuss personnel gpctions with individuals to whom such actions ‘
» will apply without prior clearance from the appropriate offi- /
cial listed above. Such clearance will in no case include v
* authorization to make commitments of any nature for actual
employment or salary level, Violation of this policy may result
in the immediate- dism:.ssal of the individual guilty of tho
violation. ‘

¢+ No appointment in or promotion to grades GS-16 and

above will be made without the prior approval of the Director
perscnllly.

CONFIDENTIAL
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2.  prpselmting

a. Officials and employees of this Agency, includfing those

listed in paragraph la above, are prohibited from discussing em-
ployment possibilities with any employee of any other government

. agency ¢r employees of the Congress without the presentation of a

written release for such discussion from the employing agency of
the individual concerned, :

be The policy stated in paragraph 2a above will alse apply to
intra~agency transfers between Offices and Staff Sections, except
in connection with the application of Agency carser managemsnt
policies by authorized officials listed in paragraph la above.

cs It is expected that othar government agencies will observe
a reciprocal non-proselyting policy in dealing with CIA employees.
Such employees who obtain employment with other government agencies
without obtaining prior release may be required to resign in order
to accept such employment.

de In connection with the above, there is no objection to the
officials listed in paragraph la above contacting any other agency,
when desired by Assistant Directors or Staff Chiefs, to ascertain
whether a specific individual can be made available for employment
by CI4 and, if no objection is made, to arrangs for appropriate
interviews and security checks within CIA prior to actual separa-
tion of such individual from his current employment.

3. Definitions

2. The jurisdiction of sach of the Persomnel Staffs of CIA ia
defined in published statements of functional responsibility. In
order to avoid duplication of instructions the term "Personnel
Divisions" as used hurein will pertain to sach of the following
activities to the extent of its published functions, unless other-

- wise stated: .

Personnel Division, Administrative Staff
Employess Division, Special Support Staff

be. IAC personnel are thoss individuals detailsd for duty with .

-CIA from the State Department or the Department of Defense.

© Ca Departmental‘Servi'ce includes all positions in the head-
quarters or central office of the Agency.

-2
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4o Inquiries

‘ All inquiries either written or verbal, from the White Housge,
members of the Congress, or Committess of national politlcal parties
received by anyilindividual or activity of this Agsncy will be immedi-
ately referred to the General Counsel for action and preparation of
reply. The General Counsel is responsible for adequate coordination
in each case prior to preparation of reply.

5, General Responsibilities of Personnel Divisions

Under the policy guidance of the Personnel Dirsctor ard the
direct supervigion of the Chiefs of the Administrative and Specisl
Support Staffs, the Personnel Divisions are responsible for: ‘

&, Procurement, placemsnt, processing, appointment, promotion,
demo tion, within-grade advances, suspension, and termination of /
individual employees, to mest the stated requirements of recom- \/
nendations of Assistant Directors and Staff Chiefs concerned, or
mandatory provisions of law and government regulations,

b. Assisting the Personnel Director to asiablish qualifica-
tion standards for all positions.

Ce 'Re'coxmnending position classifiu:ation for all positions to
the Persomnel Director,

d. Assisting the Personnel Director to establish salary admin-
igtration, efficiency rating and carser management programs, and
for carrying out such programs when established.

e. Maintaining a current record of authorized vacancies and
approved procurement requests against such vacancies.

fo Establishing personnel procurement priorities.

g+ Maintaining continual contacts with potential personnel
procursment sourcss.

h. Exclusive liaison with the I&S Staff (except by the Execu-
tive or Personnel Director) relative to personnel gecurity checks
and clearances. All requests for initiation of and information
relative to status of personnel security checks and clearances
will be channeled through the Personnel Divisions.

i. Egtablishing personnel training programs within specifi-~
.cally authorized limitations. - .

‘J. Establi.shing and maintaining retention registers for
. reduction-in-force procedures,

ke Taking implementing actiom on all disciplinary actions whicl \ \//

_ ars recommended in writing by Assistant Directors and Staff Chiefs.

-3a
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actions involving grades GS-12 and below, except when there
are unresolved disagreesments with Assigtant Directors or
Staff Chiefs concernsd,

lo (1) Taking implementing action on recommended personnel /7

(2) Recommending through the Personnel Director to the
Executive action eu personnel actions involving grades
G8-13 and above. (See paragraph lc re actions involving
grades 05-16 and above. The Executive will make recommenda-
tions to th» Director in each such case, )

(3) Referring all personne) actions through the Personnel
Director to the Exscutivs where thsre is unresolved disagres~
ment with the Aspistent Director or Staff Chief concerned.

6. Médical Standard.

Initial appointment or reagsignment to all positions are sub-
Ject to established medical standards. Inasmuch as the signing of a
medical waiver by an individual does not relieve the government of its
liability under the regulations of the Employees Compensation Commission,

‘no waivers of physical reGuirements will be granted.

Te Merit and Qualifications of Individuais N

2o The basis for all personnel actions in the Agency will be
individual qualifications and relative merit, Personal consider-
ations, family relationships, favoritism, and external pressures
or considerations will not be permitted to influence such actions,
Assistant Directors s _Staff Chiefs, and sach of the officials
listed in paragraph 1 above are personally chargsd with insuring
that this policy is effectively exercised throughout the Agency.,

be Determination of relative merit and qQualifications will be
based on demonstrated ability, personal industry, integrity,
loyalty, length 9f service s general efficiency, and background
of experience ’é}?&sducation, in comparison with other applicants
and employees in similar fields and grades.

Cs Supervigory persomnel at all levelg must become thoroughly
familiar with personnel under their jurisdiction to insure the
Just and objective administration of this policy.

8. Initiation of Personnel Actions

Ao Assistant Directors and Staff Chiefs are responsible for
the initiation of personnel actions on individuals under their
Jurisdiction and for the routing of such actions to the
appropriate Personnel Division, They may designate such

-l
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CONF;DEN‘IIAL

CENTRAL INTELLIGENCE AGENCY
Washington, D, ¢, ‘

TRUC% , 6 December 1949

:25x1 A SUBJECT; Personnal Polifies and Procedures
FESCISSIONS:  Adritnistrative Instruction No, 'ted 17 ugust 1948,
" d

’

L 25X1A B
: AmINISTEATIVE
o

istrative Instruction No, ated 25 Mareh 2947,
Instruction No, dated 11 August 1949,

REFERENCE:  General Orde (Revised), dated 5 October 1949, |

L General Policy \ d

8e Authority is delegated y‘api)ro d statements of
functional responsibilities, 8eparate gpecific delegations,
and this Instruction to py¥s/the ongy officials listed ((ﬁ«kﬂ.ew,,m did &,

25X1A

Lol S eIy act¥8n personnel actions @ppointnent, employment, Yo By,
/ ,{w‘“l‘“‘? classification and reclasairication;x positions, promotion, iy 6&,’4;#_;‘ *
./VM";

demotion, transfer, and separation Of, individuals) for the
Directors b j" % '
/oA
Executive : / ‘\
Deputy Executive - \
. Personnel Director k
Chief, Adninistrative Stars
Chief, Personnel Divigion, Administhative ‘Stafrf
Chief, Special Suppont Staff \
Chief, Employees Division, Special S port Staff
Designated subo dtes of the above sted officials,

! y : 4 f-xu-'?"
; : b, Officials ang emp/l’oyooa not listed abo alputd
: -from discussing personne}’ actions with individy
actions will &Pply, without s prior ‘
DL the appropriate official listed above,
in no case. inelude auttorization to make e
1 . y for actual employment op salary level,
i policy may result in the inmediate dismiss
al guilty of the violation, ; v

. ©s No appointment in or promotion to grades GSe16 and
above will be made without the prior approval of the!Director

i

1
3
¢

COEE;QENI.IAL
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2. Proselvtine

a. Officials and employees of this Agency, including
those listed in paragraph la above, are prohibited from
discussing employment possibilities with any employee of
any other government agency or employees of the Congress
without the presentation of a written release for such
discussion from the employing agency of the individual
concexrned, ’

b. The policy stated in paragraph 2a sbove will also
apply to intra~agency tr ers between Offices and Staff
Sections, except in connection with the application of
Agency career management policles by authorized officials
listed in paragraph la above

¢, It is expected that other government agencies will

3. Definltions
. 8. The jurisdiction of each Personnel Staffs of
CIA is defined in published statemen of functional responsi-

bility, In order to avoid duplica.t on of Instructions the
vterm "Personnel Divisions" as use
of the following activities to th® extent of its published
functions, unless otherwise staped: :
Personnel 'Divisi,on;
Employees Division, /

b, IAC personnel are ;‘nhose individ
duty with CIA from the Stz*a Department lor the Department
of Defense,

25X1A : ~ ¢o Departmental Serv:lce includes alll positions in the
. v : headquarters or central office of the Agency,

| | wle
CONFIDENTIAL
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4 Inguiries
All inquires, either written or verbal, from the White
House, members of the Congress, or Committees of National Political
Parties received by any individual or activity of this Agency will
be immediately referred to the General Counsel for actién and
~perparation of reply, The General Counsel is responsible for ‘
adequate coordination in each case priu. to preparation of reply, : I

5 e 0 8 ‘
Under the policy guidance of the Personnel Director and
the direct supervision of the Chiefs of the Administrative and
Special Support Staffs, the Personnel Divisions are responsible fors

a. Procurenment, placement, processing, appointment, -
promotion, demotion, withinegrade advance/s‘, suspension, and
termination of individual employees, Ay fwmet L edolio A£7-~Moumé 2%
l/;ﬁf:@;u::jly::‘ii{::-‘w j%{:-"& .‘,7‘ :*O::L’LLLLF‘M\‘ waid ;’/Vg///} Ehatfa uvn.ua.n,“/, ov ﬂ'w“d‘%u !
' b, ‘Assist e %ersonnel Diregtor to establish qualifi- 4 Ko, . i

cation standards, for all po#itions, <,

e, 3
Pl i

o 1

sification for all positions
to the Persomnel Director,

de Assisting the Rersonnel! Director to establish salary

administration, efficiekcy ra and career manasgement
programs, and for carrying out such programs when established,

e, Maintaining a
and approved procurement

f, Establishing persgnnel

ge Maintaining continual oéq\tacta with potential personnel
procurement sources, :

t record of authoriged vacancies
ests against such vacancies,

procurement priorities,

on with the Staff (except by the
Executive or Personnel Director) relative to personnel security
checks and clearances, All requests or initiation of and
information relative/to status of personnel security checks

‘and clearances will jbe channeled through: the Personnel Divisions,

1. Eetubl:lahig_:"g personnel training programs within
specifically mth?rized limitations, ‘

J. ‘Eatabliahing and maintaining retention registers

for reduction-ineforce prodedures, ‘
T odiiag wipleomsplidy @clein ?

k. on all disciplinary actions
which are signed-and-presented, by Assistant Directors and ) o
-Staff Chiefs, AberAlthtyighed iy onneline Y : o

3= ‘
CONF E A ‘
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Jid AM&-—MA,;M.M;&/{.

-1, (1) Tekingffui% é%tion,on,,personnel actions 1
involving grades GS-12 and below, except when there \
are unresolved disagreements with Asalstant Directors
or Staff Chiefs concerned,

(2)  Recormending through the Personnel Director »
to the Exmcutive action on personnel actions involving _ l
gradss GS-13 and above, (See paragraph lc re actions ;
involving grades GSe16 and above, The Executive will
make recommendations to the Director in each such case, )

(3) Referring all persomnel actions through the
Personnel Director to the Executive where there is
unresolved disagresment with the Asglstant Director op
Staff Chief concerned,

6. Medical S 8 |
Initial appointment o reassignment to all ppfitions are i
subject to established medical Ntandards, = Inasmuch £s the signing
of a medical waiver by an indivi¥ual does not religve the govermment
‘of its liability under the reguladions of the
Carmission, no waivers of physical

7.

Q

8, The basis for all personnel\a tions in the Agency I
will be individunl qualifications end relative merit, Personal 'l
considerations, family relationships avoritism, snd external

preggyres or considerations will pot ¥4 permitted to influence

such 'sctions, Assistant Directoys, Sts Chief's, and each of

the officials listed in paragragh 1 above\gare personally

charged with insuring that thig policy is &ffectively exercised.

throughout the Agency,

b, Determination of reXative merit and qualifications will
be based on demonstrated bility, personal ind ptry, integrity,
loyalty, length of servic 8, general efficiency, ‘and bao. '
of experience and educatdon, in comparison with other applicants
and employees in similar fields and grades, ‘

' ' \

C.. Supervisory personnel at all levels must bedome tifroughly
familiar with personnel under their Jjurisdiction to insure the
Just and objective administration of this policy,

8. on of P 1 Agtio

a. Asgistant Directors and Staff Chiefs are responsible

for the initiation of personnel actions on individusls under

their jurisdiction and for the routing of such actions to the
appropriate Personnel Division, They may designate such

L o

QONEIDENIIAL
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individuals within their organizations as may be considered
desirable to sign and forward such actions, The names pf
individuale so designated, and any changes in such desigha-

tions, will be commmicated in nriting to the appropriate
Personnel Division,

b. Each personnel action requiring action by the Executive

will be signed personally by the Assistant Director or Staff
Chief concerned,

9, io: c

as The Classification Act of 1949 axempts the CIA from
its provisions, Our personnel program,: 'bcluding position
classification, appointment, promotion, ete., is carried out
within the Agency without prior Civil Service Commission
review, The Dlreetor has signed a written agreement with
the Civil Service Commission to adhere strictly to the .
proviaions of the Classification Act in administering the
Agency personnel program,. The Civil Service Commission also

has agreed to provide advice and guidance whenever called
upon to do so.

b, The supervisory and review functions previously
exercised by the Civil Service Cormmission have been delegated
to the Personnel Director and his Staff for all Agency personnel
matters, regardless of their security classification,

10, Appo ent Policie Pro

2

a, Positions are filled by direct recnbitment rather
than by certiffication from the Civil Service Commission, but
in accordance with established Civil Service procedure,

b. _The following policy is established for effecting

. appointments to £ill vacant positions:

(1) ~ An individual without prior Government service

will be carried in a trial period status for the rirst
full year,

"y (2) An individual with prior Government service
iho has served under var service or excepted appointments

will be required to serve the first six months in a trial
period status,

(3) An individual with Civil Service status will be

appointed by transfer or reinstatement without any time
limitation or tria.l period,

CONFIDENTITATL
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¢. During the trial period an employee will receive the
special attention and instruction required to acquaint him
with hie duties and to develop his ability to perform his
work in the most satisfactory manmer, After a fair and full
trial period an employee will be tciminated if his services
do not meet Agency standards, An employee with vaterans' prefer=-
ence or Civil Service status will be accorded all rights and .
privileges granted him under the Veterans Preference Act of
1944, as amended, and Civil Service rules and regulations.
(These privileges are subjec'g\; to special final authority granted
to the Director by the National Security Act of 19/7.) Under
certain conditions, it is possible for employees to achieve
permanent Civil Service status while gerving in this Agency.
The Standard Civil Service regulations will be followed in
each instance, after initial clearance has been received fram
the Personnel Relations Branch, Personnel Division,

de The following procedures are established for processing
individuals for employment within CIA: ‘

(1) Assistent Directors and Staff Chiefs shall transmit
Recruitment Requests in the original and three copies to
the Personnel Division as requisitions to £1il1l authorized
vacancies. A Personnel Action Request (Form No. 37=3 or
37-1) in quadruplicate shall be forwarded to the Personnel
Division as a requisition for actual employment of an
individual, In order to initiate security clearance a
Perzonnel Action Request may be submitted against a position
currently £illed, providing the office concerned informs
the Personnef} Division on the form of the approximate date
that the present incumbent will vacate the position,

(2) An dpplication for Employment and a Personal History
Statement will be obtained by the Personnel Division and
forwarded with a Referral Sheet to the appropriate office,
After careful review, the file will be returned to the
Personnel Office with request for personnel action or
reason for rejection.

(a) Final selection or rejection of applicants
for positions above grade GS=5 or equivalent shall
normally rest with the appropriate Assistant Director
or Staff Chief, subject to qualifications review by the
Personnel Divisions, The Personnel Chiefs may refer
to the Executive through the Personnel Director, acceptance
or rejection cases which they Pl:leve are not warranted,

(b) Final authority for the selection and assignment
of an employse in grade GS=5 or equivalent and below,
shall rest with the Chiefs, Personnel Divisions,

b
coN DENTIAL
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() All assignmenis are subject to the security
approval of the Inspection and Security Staff,

~ (3)  Upon the receipt of a Persomnel Action Request
the Personnel Division will make an offer of employment
to the individual concerned (subject to satisfactory
security clearanco), and upon indicated acceptance will
initiate action for security clearance,

(4) The Personnel Division will notify the office
concerned of the fmilure of an individual to receive
security clearance and will take appropriate action to
inform the individual of his rejection, ‘

(5) The Personnel Chiefs will contact each individual
(including detailed IAC personnel) relative to entrance
on duty, 4An individual assigned to a personnel pool will
be instructed to report to duty by the Personnel Division,
following security clearance, Each individual (including
detailed IAC personnel) reporting for duty will present
to the appropriate Assistant Director or Steff Chief a
written notice from the Personnel Division stating that
he has been fully cleared and assigned for duty, A copy
of this notice will be furnished the Inspection and Security
Staff by the Personnel Division, In extraordinary circume
stances the Executive or the Psrsonnel Director may give
verbal authorization for entrance on duty after assuring
that all required processing has been completed, No indie
vidual will be accepted for duty unless one of the above
provisions has been met, ‘

& An employee may be promoted to a higher grade‘ subject

(1) Existence of a suitable vacancy,

(2) Complete qualifications of the individual for
the vacancy,

~(3) Completion of 90 day detail period to position
GS=7, or above, Incumbents of positions lower than GSe7
must have assumed the duties of the position to which they
are being promoted, Prior to the time of detail they must
meet testing requirements and qualification standards for
the recommended position, No employee shall be detailed
to a position allocated higher than one grade above the
position which he currently oocupies, These stipulations
do not constitute a barrier to promotion of an individual
whose position has been reclassified to a higher grade,

-7
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(4) Submission of e Personnel Action Request to the
‘Personnel Division indicating the exact position and the
date Thx employee is detailed in order that he may receive
eredit for the detail period, The form mst indicate the
allocated position that will be occupied.

(5) Evidence of an efficlency rgting as followss

(a) GS=4, equivalent, and below - Good or better
for six months preceding promotion, :

(b) GS=5 through GS=13 or equivalent - Very
Good or Lxcellent for six months preceding promotion,

() GS=l, and above = Excellent for one year
preceding promotion,

b. Promotions are limited to one grade except in cases
where no intermediate grades have besn recogniged.

¢, After considering all the factors indicated above,
the recormending and approving authorities will use the
following table as a guide in determining appropriate tine
in grade for promotion purposes:

GS CPC Time in Grade
1l 1 ‘
2 2 3 nonths
3 3
4
4 5 :
5 . 6 6 months
6 7 '
7 8
8 9 9 months
10
9
10 12 months
11 15 months
2 18 months
13 21 months
14 2/, months
B

CONFIDENTIAL
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- de Asslstant Directors and Staff Chiefs shall forward
to the Personnel Division a Persomnel Action Request contain=
ing sufficient information to indlcate complisnce with the
policies defined in paragraph@p.bovu.

A request from a field station for a promotion must
be aocompemed by a Position Description phrepared by the
employee, which outlines the duties and rasponsibilities being
-performed, together with remarks and certification of the
immediate superior, In the case of a proposed position in
- the field service the descoription will be prepared by the indie
vidual vho is most familiar with the dubties and responsibilities
to be performed, The description must include:

(1) Factual dé@cription of the work being performed,

(2) A statement of degree of difficulty end responsie
bility inherent in the position,

(3) An mccount of the nature and extent of supervision,
independent judgment and decisions exercised by the incum-
bent, :

f. TUpon receipt of a request for a promotion in the depart-
mental service the Personnel Division will audit the position
involved in order to determine the level of difficulty, responsi-
bility, and grade at which the individual is performing tov :
- ascertain whether he should receive a promotion,

g« An employee occupying a classified position will be
advanced to the next higher step within his grade, providing
that he has 52 weeks of service without an equivalent increase
in pay for grades GS=-10 and below or 78 weeks service for
grades GS-1l and above, In addition the employse must have
a current efficiency rating of Good or better and a satisfactory
conduct report,

12, Iniga-Agency Irangfer Policy
4 Personnel Action Request for intra-agency tranafer will

be prépared by the office to which the joyee 15 being transferred.
The Personnel Division will coordinate with.the I&S Sta.ff vhere
‘ appropriate,

‘13, Assigument of JAC Persopnel
a, Tt shall be the responsibility of the receiving office

to initiate a completed Personnel Action Request on all IAC
personnel (including citation of the allocated position),

b. The Personnel Division will mitia.tg a request for
secuRity clearance,
0 E AL
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¢, Upon receipt of security clearance the mdividual
will be called to duty by the Personnel Division and will
be assigned to the requesting office, :

ds IAC personnel will not be allowed to work in restricted
buildings until they are given a statement by the Personnel
Division certifying that all provisions for agsignment have
been met, ‘

e, Separations and intra-agency transfers shall be repo#vi
to the Peraonnel Division on Personnel Action Request in tripli-
cate, initiated by the appropriate office, The Personnel Divie
sion will coordinate with the I&S Staff where appropriate,

Y. Salary Administration

a. Regular full-time employees and temporary employees
of the Agency with a regular tour of duty compensated on a per
annum basis will be paid in accordance with the following

policy:
(1) Entrance on Duty Salary

(a) New appointments will be made at the base
salary of the grade. (Transfers, promotions, demotions,
re-employment, and reinstatements are not new appointe
ments within the meaning of the requirement,) ‘

(W) Employees appointed by transfer, reinstate-
nent or re-employment to a position of the same grade
will be permitted to retain periodic pay increases
previously received,

() Employees appointed by transfer, reinstate-
ment, or re-employment to a position in a lower grade
than last held will receive salaries fixed to allow
oredit toward within-grade promotions for all service
in appointment grade and higher grades,

- (2) Determining Salarv in Cage of Propotics

(a) Vhen an employee is promoted to a higher grade
position he will be compensated at the lowest rate of
such higher grade which exceed’his existing rate of
eompensation by not less than one-step increase of the
grade from which promoted, ‘

(b) When an employee who has previously received

& change to a lower grade is promoted, his salary will
be fixed so as to allow credit toward withinegrade

promotion for all previous service iw the grade to ‘

vhich he 1is being promoted or for service in any higher grades.

=10=
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(a) To determine salary in case of a change to
lower grade, the employse may be given credit for all
service previously performed in the: lower grade and '
in any her grades previously held, If the emloyeet!s
salary in the lower grade is within a one=step range of
his former rate he will be compensated at the step in
the lower grade which is nearest his present salary,

(b) Exceptions: The policy outlined above doss
not apply in the following types of cases: ‘

4+ Imployees who have earned meritorious
pay inoreases, An employee who has been given
& withinegrade pay inorease because of especially
neritorious service or as a reg for superior
accomplishment will be permitted at the time he
‘18 demoted to retain one step for each such advance-
' nent, ‘

S+ Employees who change to lower grades to
accept probational appointment, If the change
to a lower grade is dus to employee!s desire to
. accept probational appointment, he will be corpens
sated gt the step in the lower grade which is
nearest (but not in excess of) the prosent salary
‘in the higher grade,

2+ Employees who wer‘é/ changed to lower grades
for disciplinary regsons, If the employee is
changed to a lower grade for disciplinu-y‘re‘aaoy,
his salary rate will be set at the base of the '
grade to which he is demoted in the ‘absence of
specifie provision to the contrary, v

b, The ‘salary policy now in effect for classified employees
also will apply to wngraded employees with respect tos (1)
entrance on duty, (2) promotion, (3) change to lover grade,

(4) protational sppointment, and (5) diseiplinary action,  The
term "step increase" will be used for ungraded positions in
lieu of "periodic P&y increase" for classified positions,

(1)  An employee transferring from a classified position
to an ungraded position will do so without loss in salary
" unless his classified salary was above the top step of the
ungraded Jjob to which he is being assigned,

(2) An ungraded. employes who receives -a conduct and
efficiency report of Satisfactory or higher will receive

- & step increase after the first six months of ungraded

=ll~-
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- gervice and annually thereafter until the top step has
been reached, . The salary for employees transferring
between graded and ungraded positions will be determined
after considering the waiting period elapsed and whether
or not an equivalent increase is involved,

(3) 4An employese in an ungraded position will have
an opportunity to earn step increases as a result of meri-
torious service and superior accomplishments,

15. Carser Mansgement

a, The career mnmgement progran. of f.he Agency is designed
. to provide from within:

(1) A source of well qualified individuals to £ill
vmcies as they ocour,

(2) A gystem whereby individuals may qunl:i‘y and be
promoted to more responsible poaitions through tra:.ning and
development within the Agency.

" be. It is Agency policy that vacancies will be filled by
the best qualified employee available within the Agency., The
basic considerations for promotion will be ‘proven ability and
merit,

16, Persounel Statug Reporis -

a., Asgistant Directors and Staﬁ‘ Chiefs shall submit to
the Personnel Division a Personnel Information Report (Form No,
37=6) with copy to I&S Sta.t‘f whon an employae.

(1) Changes his naue, home,or office address, or home
or office telephone number,

~ (2) 1Is separated from the Agency by transfer, resigna=
tion, or enters the military service from civilian employ-
ment. ,

be In addition to the above a Personnel Status Report (Form
No, 38=7) shall be submitted following any change in an employee's
marital status, The original of the form will be routed to the
Personnel Division and a copy to the Chief, I&S Staff,

17, Jermination and Iinal Clearance .

a, Each employee will obtain:8learance prior to final pay-
ment, Clearance will be obtained on a Final Payment Clearance
Sheet (Form No, 34=30) when an employee is being terminated,

~ leaving for overseas duty, granted leave without pay for a
period in excess of 60 calendar days, or being transferred to
«]2a ,
Q_Q_N.LLP.‘.E.N.J_IAJ
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or from confidential fund status,

be The Personnel Division will be notified by Personnel
Action Request at least one weel prior to the effsctive date
.of the request, Upon receipt of the Personnel Action Request
the Personnel Divisions will make necessary arrangements for
an exit interview and for final clearance, will. direct the
employee to the Imspection and Security Staff for security
clearance, and will then obtain the additional required clearance
by telephone, obtain the employee's signature, and direc:b ‘the
exployes to deliver the form to the applicable payrool” office, o
When: the ‘employee ‘18 unavailable all action indicated will be
taken exoept procurement of the erployeet's signature,

¢e The Chief of a field office will:

(1) De=brief the employee and secure all identifica=
tion or credentialg issued by CIA.

(2) On the Final Payment Clearance Sheet comélete
certification blocks "offiece to which assigned" and
"Security Branch", ,

(3) Obtein employse's signature and forwarding address,

(4) Forward the form to the Personnel Division through
established channels. :

18. "These regulations will govern generally all personnel actions
of this Agenoy, both overt and covert, and will be applied to the

fullest possible extent in carrying out specific provisions ef Confi=
dential Funds Reguhtiona covering covert personnel antions.

R, H, HILLENKQETTER
Rear Admiral, USN.
Direotor of Central Intellipence

DISTRIBUTIONS As
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Oﬁice Memomndum 'UNITED STATE§ GO

STAfT|NTL

o . I : | DATB: 7 June 1949

Deputy Executive

CFROM 1 yri)liem Jo Kelly

SUBJECT: P,e:ju omnel Offiocer

Lo It has come to the attention of this office that various members

of the administrative offices of some of our operating branches have been con=
tacting Security directly, relative to the status of individuals who are in
process for their office,

It has been our understanding that any contects with the Security
Office relative to security clearances would be made through an euthorized
representative in this office.

It has also been the understanding of this office that such information
would not be passed out to the administrative offices of the branches by Secur=
ity. In some cases of late, the operating branch has received word of full clea=
rance by phone prior to receipt of the written cleareance in this office, Inasmuch
as necessary procedure sometimes requires two or three days before the person
actually enters on duty in the branch, the above mention&d practice has resule
ted in the administrative offices calling this office and questioning the delay
in arrival of the individual concerned.

To avoid both the unnecessary phone calls to this office and to the
; Seocurity Office, it is requested thet a policy statement on this matter be
I published for the edlflcg.ntg.gn}‘of the administrative offices as well as the
T 'Security Office, 'The establishment of this practice will also preclude the
STATINTL possibility of en unauthorized individual working on classified assignmentse
| . The matter was discussed with|J BB o 1:S, who indicated that he knew of
I no written authority by which he could refuse to give this information directe
ST AT!NTL - 1y to the branches, However, he felt that it would be definitely advantageous
to handle such business only through the Personnel Office since this procedure
would avoid many unnecessary phone calls to the Security Office,
was advised that steps would be taken to clarify the situation,

STATINTL

STATINTL
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To: Chief, W%S Stalf , 12 Do cember 1949
. . Personnel Director
From: Executive

Subjectt pergonnel Seourity Cloarance

Haforences  Administrative Ins‘truction-

1. rolieies covoring intra-apgency personnsl transfars require
coordination Latwesn the LS Staff and the Tersonnel Pivizsons in
conneetion with pecurity considerations and requirements.

: 2, It i» requested thut Jou arrange, through the Chiefs of the
Admirdetrative and Cpwetsl Support Staffs, for the rraparation of »
writtun agreonant coveringe:

#e  Specific categorivs of transfer actions, undar policies
raforred to above, which will require clearance from the I8
Stafl Lalor to effecting actusl tranefer of individunls cone
curned. ' ;

be  The wereloe of oo Jatowint dn Anterain ng vhother
I%S SLalf pricr elearsnc: ip sssonbial in comnectlon with oy
Individual transier action not spaclfically covargd by won
aOVEe.

3o A copy of the agreemont arrived at is desires by the
Ixgeubive. :

FOR TAR DIRRCIOR OF CINIRAL INTELLIGENCE:

25X1A

Captain, u3y
Exeoutidve

Copies ta:
Chief, Adminig, Staff
Chief, Special Support Steff
¥anagement 0fficer w—

‘ T\
geay p, » | | A\* \/
CONFiDENTIAL o W
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I ERN

Personnel Director
. Chief, Inspeotion and Security swr
Executive
25X1A
Administrative Inabructlon-
25X1A ‘

6 Deosmber 1949

1,

Paregraphs 12 and 13e of Administrative Inatruotion Noe
have been approved as followss

"2, IntramAgenoy Traafer Poligy

A Personnel Action Request for intra-agency framfer
will be prepared by the office to whieh the employee is
being tranasferred.

The Persomnel Division will coordinate
with the 1&8 Staff where appropriate.
"13.

Separations and intraeagency trensfers shall be
reported to the Personnel Division on Personnel Action
Request in triplicate, initiated by the appropriate
offices The Persomnel Division will eoordinate with the
188 Staff where appropriate.”

2.

It 1o desired that your offices coordinate to assure that
proper clearance ls requested and furnished in all cases requiring
such action.

FOR THE DIRECTOR OF CERTRAL INTELLIGEHCEs

!ptl.in ' Uoﬂ

Exooutive ;
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U emee CONFIDENTAL -
| ‘Oﬂice Meniémndum « UNITED STATES GOVERNMENT

: TO ¢ Management Officer ‘ DATE: 29 November 1949
29X1A FROM : Acting Budget Officer v :

SUBJECT: Attached Draft of Administrative Instruction- Entitled,
"Personnel Policies and Procedures", dated 18 November 1949.

1. After careful review the subject draft is returned with
but one recommendation, viz, that provision be made to require
documenting of details of personnel from one T/0 location to
another, v

2. The Budget Staff controls personal services funds and
prepares financial requirements to be included within the agency
_budget request for this object on the basis of issued Tables of
Organization., To assure validity and accuracy of such control
amd presentation, records are maintained ¢f the manner in which
‘various position slots within issued Tables of Organization are
being utilized., Recent review by analysts with Administrative
Officers of actual position occupancy has reflected many instances
in which the actual position occupancy was at considerable
variance with the issued Table of Organization. It would appear
that unless details of personnel are properly documented the
advantage of the T/0 procedure as a control of personal services
expense can be seriously affected.

: 3. Accordingly, it is reconmended that the subject Instruc-
- tion require that details of personnel for periods of over five
i o (5) working days to activities other than appropriate to the
Lo T/0 position slots to which. they are charged be documented by
" the origination of a personnel action and that such details be
. limited to 90 days. Appropriate personnel officers may be given.
4 the authority to issue extensions upon the basis of justification
as submitted by the operating unit.

25X1A

Attachment
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v

CEYTRAL INTELLIGENCE AGENCY ,/ I
Haﬂha«ﬂgtcn, Dn CQ

ad tpye # o /‘*-_
gg:ﬂﬂmmﬁ’i‘lwl THSTRUC TIN , - 18 November 1949
SUBJECTs Fersonnel Polioles and Frocedures
RESCISSIONSs Admiunistrative Inetruction |

Adndnistrative Instruction dated 25 March 1947, end
Adnintstrative Instmotion dated 11 August, 1949,

RFERENCEs  General Order [l (Revised), dated 5 cotober 1949,

dated 17 August 1948,

1. Gonoral Policy
Ge Authority is delemtod by spproved statements of
E'anni'.‘:tmal regroneililition, swparate mp@niﬁc delegations,
and this Instruction to coly the Agenoy offioials ligted
below to aot on personnel sctions (appointmont, employ .-
uont, classifieation and reclascificstion of positions,
pronotion, demotion, transfer, and separation of individualn)
for the Divectors

Exomtive

Deputy Fweeutive

Porsennel Director

Chief, SdnintatPmtive Staff

Chief, Perscmnel Division, Adninistretive Staft

Chief, Spesial Support Staff |

~ Chdef, Fuployees Division, Special Support Staff |
Desfgnatd SoWILINtIE of the above listed officiels,

CBODEE L Ok il

MR
G
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b, Oefictals and omployoes not listed abova are
oxchibited from disousaing personnel aotions with
fndividunls to vhom sueh sctions will gpply, without the.
prior imowledge and approval of the &s’prcpx‘iam official
Listod above, Such approval will in no case inolude aultiore
Spation Lo moke cormitmemts of any nature for sotuel orployw
memt or selary level, Violatiom of this policy mmy rosult
in the ireediate disrdecel of the individual guilty of the
' violetion.

2, Drepelriing

as Officiais and employecs of t;his Agonoy, ineluding
theoe lisbed in pavagraph la sbove, are prohibited from
ﬂwmsm erploymemt pospibilitles with any empio;m of
any other gavemnt.' sgency or employess of tho Congress
withont the prosentation of a writion relessc for oush
disousnion from the cuploying agoncy of the individual
goncerned, o

be The polley stated in paregraph 2a above will aloe
apply: to intrm@mywmm?@m tetwoon Offioes and
Bﬁd'f Seotions, cweopt in oonnestion with the appncaeian
of Agonay oareer menagement polieiss by suthoriged offioclsls '
1lebed in paragraph la sbove.

e Ib i amctod that other govermment agencles Vil
observe a rgqmag' nm@@atmg polidy in dealing with
CIA amplm'eaa. Such omplowea who obta.in escployrent uith
. other gavexment. egemiaaL uiahaut obtainizzg prior rolease
nay be required to mt@ in order to acoept‘auch employment,.
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te The jurisdiotion or ocach of the Pomoml Btaffs
of CIA 18 defmed in mnbliohed ataﬁamnta of funotional
Naymsib:lliw In order to evodd dupli.nahion of Inobruce
tdone the wm TRersommel Divislcns® pg riged herein will ? i
perteain to esck of the follovlog aotividics Lo the extent L‘('/l
of itﬂ published funotions, unless othorvine o shateds.
Pergonnel Division, Administrabive Stafy
mmployws Bivioten, Spaoial &mamrt Stafe
be IAf’ personnel are theoe individusle detefled fop
duty with CIA from the State Dopariment or the Department
af Defanpa,
8« Departmontol Serviee includes all positions in the

besdquartors or central offfce of the Aganoy,

25X1A

411 inguires, elther wiltten or »
vorbal, fron m:ﬁw*'m of the Comgress rocedved Y eny individual
ar activity of thiz Agenay will be drmedintely reforred to the
General Qounrel for potion and preparations of reply. The
Genorel Cownsel is mpmga:lblo Lor pdoonate coordination in

sach case pedor to proparation of * 1y

gulioey DhethE -3e
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:E"“ ""‘QWM"&“!%‘
‘-er BUE G dad e d Qiide

_the peliey guidance of wa Porsonnel m:«»w and the direct

super¥ision of the Chlefs of the Adminintrative and Spoclel _
iwpm Stalfs, the Fersonnel Divisions sre responaible fors
e’ Proocurement, plmmen%. m‘maaing, appointment,
promotion, denotdon, withinegrade advanoss, susneTg Lo
and termination of Sndividual wprloyesy,
B Assieding the Personmel Director So cotgblish qualiffe
oabtlon abundards for &l ma.it:tmw. |
% fecomonding position claseificadion Lor ald positions
e the Forsonuel Mawotor.
de desisting the Peroomnel. Divestor to ostablish salary
adminfgtration, officlensy rating and cavoor manageniond
piorans, and Lor earcying oub such progrems when oatamahﬂd.
0. Helndglning @ current record of mithorized vacaucios
and approved procurenont requests ageinst such vacanoles,
fo Zatablishing perconnel prosursuant priovities,
8+ Huintalning continnal sontaots with potentisl persomnel
procurerent pources.
 he Drelusive llaison with the I3 Staff velative to
personnol securlty slooks and olearancas. All vequesis for
‘Anitiation of and fnformetion relative to siatus of ;mﬁaonnel
' muti’a:}- ol#mka and eclesvances will be channeled through the
 Persoznel Pevlstons,
i Databladuo8 érsdinbi 3faining progiwss within
- specifically mﬁhor:med u:néit‘a?iaw.
St
CORRIBEN .
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Qﬁsqv‘,“ qb
)
b

/(/i’( ?‘“E ng. ﬁt{n

3 b

J. Enmw.iah:lm and raintaining retention registers
for reduoticomineoroe proosdurcs,

ke Revieuing end asting on all disoiplinary actions
Whichamm pigned and prosented by Asslatant Direstors and
Steff Chloefs, ‘

1, (1) Taking final astlon an porconnel sotlons

involving prados G912 and telow, Mt when there

are unresolved ddsagveements with Assistaont Divectors

% Stafe Ghlefs conserned. ,
(2) Recormending through the Personuel Direotor
to the Exeoutlve aetion on persomel actions invelving
grodes GSe13 and above. |
(3) Referring all persomnel sotions through the
Peraonnel Director to the Excoutive {:hem ghere is
unresolved disagroonent with the Assistant Direcior
 or Staff Chief comocernede
6 Maxit s cusliCiostions of Dudiviuads

a8s The basis for all perechnel soticns mmtgamy
vill be individuel qualifications and relative merit,
Parsonal. considerations, family relationships, faveritism,
and external pressures or consideraiions vill not be
permitted to influence such acticns, Assintant Directors,
Steff Chiefs and eash of the officials Listed in paregreph
‘ lnbmmmm-mmrsaduthimm t.hntﬂn:

wy ls R€

policy is dfactivelﬁwi;ﬁ wt the l.nncy
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be Determination of reletive nerit and qualifications
will be based on demonstrated sbility, perscnal industry,

~ intogrity, loyalty, length of scrvice, general ef'lolexocy,

and baokgromd of exporience and educsiion, in compardaon
with other eoploysos in sirdler flelds and grades.
d. Supervisory pefnomml at all levels most beoore

thrwgb.ly femilisr with perscnnel under their jurlsdietion

to {nsure the just mad objeetive administrative Cof this oo

policy.

ge Apsistent Diveotors mnd Steff Chiefs are responsible

for the initiation of personnel actions on individusls cnder
thelr jwrisdiotion and for the rouling of such sobions to

- the gppropriste Personnel Division, They wmay designate

such individugle within their urgmxim*bimm s may be
oonsidered ‘daaimble ‘tu ts:!‘.gxi and forum‘d.‘ such mabiotitie
The names of individuals so designated, md‘:é;b* changen
in such desim diens, will be cormmmicated fn writing
%o the appropriste Persorml Diviston,

be Fach pereomnel sstion requiring sction by the
Exscutive will be eigned personally by the Asslstant

Approved For Release 2001/09/04 : CIA-RDP81-00728R000100010005-8
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:!xklu&ing posiiion alesoifice vion, ppodninens, bromotion,
oto., ig carrfed out within the Agemoy without Civil Servioo
Commdsaion yoview. |
be Howevor, the Director hes signed a uriten ﬁgmmat
with the Civil Servies Conmisalon &o adhero str;cﬁly o the
provisions of the Classilicns o et in admdigtering the
Agency perdonnel program, The Civil Serviee Cormisoion
also has agreed to rrovide advice and guidnnce z&:enwm-
- eAllod upon to do 8o,
ae The mtperviﬁary and rovieu funetions previously
exorelsod by the Civil Service Comulsaion have beon
delegatod o the Pursonnel Director and his Steff for all
Agensy personnel rmbtora, ragaxﬁlesa of thelr seoumrity
clugpilicnbion,
Ye HATSIL B _ang 3
@ Pogltlons are £1lled by direct recruiimons fabher
than by certilication fron the Civil Service Cormiseion,
Bouever, positions are £illed in seoordance with eatab.l:}.smd
Civil Sexviee procodura,
be The following poliey 18 eptablished fop m‘feaf.ing
qppammnw to D111 waoant positions:
(1) 2o individual withous prior Governxent servige
w1l be carried In a Lriel poriod stetng ror the first
h‘éﬂﬁﬁ“ﬁ*“’”ﬁ 20 | U -
o (2) an dndividus], with prior ', Yment ssrviee
ﬁmh&é ui‘;gd under. var sarvies o emam appointmonte
mubemquma towmﬂmrmtaixmehsina
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- CRUFIRERTIAL
(3) 4n individuel vith Civil Service mtatus will

e appodntod Ly trenafor or relustatenent vitbout any.

tdire linitation or triel poricd.

Oe Durihg the trizgl period an amployee will receive
the speclnl attention and instewetion ronpuired S0 acquaint
hin with his dutles sad to dovelop his ability to per:i‘o_m‘
hﬁ.ﬂ work In the mopt satdsfactor: panuer. After o faly
and full triel poriod an employee will bo texulnated 1€
his servioes do nol moet Agency obenderds, An exployee
vith voberaon! proference or Oivil Service steiue will
ba secovded all r&g-;hm and privileges gravted him under
the Yotoraps Prefovonce Act of 1944, ap auendol, and
Civil fervice riles and rogulatlonse (I’be.ae priviloges
are subject to gpeclal finel au%.lwmty gronted o the
Mrector by the Nabionul Securdby dot of 1947.) |

- ds  The following procedurses are esteblished for
procaseing indivicduels for employment within CIAs
(1) Assistent Divectors end Steff Chiefs shall
wengolt a Reoruiiment Necuest (Form Ko. 37-8) in

‘the originel and three coples io the Persoonel

Division as a requisition to £111 an antherized

wogzncy, & Parsomnel Aotion Request (Porm Noe 37-3

or 37=1) in quadruplicate ahnll ba forvavded te tha

ma l‘OA SI bwta%msgs K mﬁﬁm o ot W

mnb of & Individusl, In ordor 10 inlllate socurity

SlBdribiesl &) Petbbnmel Aetion éeqmt g2y be submibted

against & position currontly £11led, providlng the

Apprdved For Release 2001/09/04 : CIA-RDP81-00728R000100010005-8
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COMFIDERTIAL

affice ocncormed inforwm thanmnml Diviaion on the
form of the approximate date that the prosent incwsbent
uill vacate the position. ;
(2) 4&n Application for Federel Erploynont (3tandard
Farm 57) and e Personal Mistory Statement (Form Ho. 38e1)
will ve obtained by the Personnel Division and forvarded
with a Ref'erral Sheot (Form lo. 379) to the epprogriate
| ‘offies, If the office is interosted, 1t w111 indioate the
position to which the individual will be assigned, |
{a) Final selvction or rejection of epplicants
fér poBitiony ebove gride (S5 or muivahnﬁ shall
rest with the sppropriate Sssistunt Direotor ar
84aff Chiefe However, the Persomnel Ghiofs may
vefer to the Iyecutive rejection cases whdeh they
Tbeliove are not warrented, |
(b) Final antherity for the selecticn and
cssigrment of an employee in grede (GS=5 or equivalen
andl below, shall reat vith the Chiefs, Persomel
Divisions,
(9} 11 sssignmente ave subject to the security
approval of the Inopeotion amd Security Staff.
(3) Tpon the recelpt of a Persconel Aoticn Recuest
mm-mivamwmmmmerwmt
,mmmvegpomd (sdject to oatisfaotery
mny ehamee),ana upon indlosbed aowpm W1l
mmm :etim tm' mnrtw clearence,

0 "g %MMB?;{?
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(4) The Persomnel Divisiom will notify the office
soncerned of the failure of an individusl to receive
sommity clearance and will tsko appropriate action
to inform the individunl of hias rejeotion,

(5) The Fxsoutive or tho Persomnel Chiefs will

- gonbtast each indivicusl (ineluding dotoiled IAC
persammel) rolative to enbrancae on duly. An individusl
aseigned to & porscansl pool will be mtruntea 0
report to duby by the Pevsonuel Division, following
security clssvence., YTach individunl (inoluding
detailed IAG pergermel) reporting for duty will
present bo tha gppropriete Assisbml Director owx
Steff Chief a miﬁwn nodiee from the Peraonnel
Division éwizlng that ho bas been fully olearad wnd
asaigned for duty. A copy of this notice uill be furnished
tho Inspoction and Securdty Staff by the Persomnel ‘

. Dviaion., In extraordinary clrcumsbanues the Fxecubive

zay give vorbal suthorization for eatrance on duty

aftter assuring hirself that nll mmzii‘ad procesaing

has besn corpleted, No individual will bo sesephed

for daty waless ong of the ehove provisions has . boan

mixbe

(6) Status of seourity clsarsnoe of proopechlve
eplopagy k13, bo, ghlelged fran the Tuspection e
Security Staff only by the Persounel D&viaicu,

EViCE L GRRIGE
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Approved For Release 2001/09/04 : CIA-RDP81-00728R000100010005-8

tos

s 4n etployeo may bo promoted to s higher grade subject

(1) Pxistences of o sultable vacanay,

(2) carplese qualificetions of he Individual
for tho vaeancy,

{3) Camplation of 0 doy demﬂ period to posiston
GSe7y 01 ohove, Ioothont, off positions lower
Shon GSw7 rast have aosumed the dnties of thp position
% which they aqre bodng promoted, ?riar o the timg
of detall thoy rust moet testing veculremants and
cualification atandands for the rodommended Fosition,
o employes ahall o detailed to o posiiion ollocated
higher then one grede ebovo the pogiticn which he
currently ocecuples, Theno stipulations do not amﬂt&
& Yarrior to prometion of gn Individuel vhose pogition
har beon reclasoifiod to o higher prade,

(4)  submisston of o Persomney Aotion Degucet ¢
the Mml B:lvmim Indicating the omant posrition
wxl the date the employee Is detailed in ordor fh;t
he may receive oredit for the dotail period, Tho

mg HOA ™S "'“'b”m“;?g ?Q"ﬂﬁmy reting on Followss
M ewdvalant, and below « Cood or batter for
3;;:;}5‘1&",5&%(@"“55. ' -
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GUNFIREETIN
0S5 through G813 or oquivalent Very Good or
Ryeollent for pix montha proceding prometion
Q3«1 and abave = Excollent for one year precsding
primotion
be  Promotions are lintted to ono grade in cagen
whare 1o intermdinte grades/have bens Qo‘g;n;u@ww
Cs After considering all the fastors indicated above, the
reconmonding and spproving suthoritics will une the following
table a8 a guide In determining sppropriste time in pgrade for
promotion purpososs

- g dio dn Grade
% 1
o 2 ’ «
2 z 3 nonths
A
Z Fl '
p b % ronths
¢ ?
g 8 ;
]
2 9 montba
: & - ’
10 | 12 months
m 15 mmhs ‘
= 18 montha
B 2 nonthe
v P N S
G O 5 YOS 20 | |
>
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~ to the Perwonnel Divisicon a Parscmnel Action Request conteining
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GENFIBENTIAL _

ds Asoiotant Diveotors and Staff Chiefs shall forvard

suffioient informetion to indicate complinnee with the policise
dqt:md in persgraph & above.
8e & requost from o Field ataticn for a promoticn mwt

be ascanpenied by a Positicn Descripion (Standard Form 75)

Wl by tho employés, which cutlines the dubies amd
responsitilitios Yveing performed,  togethoy with resarhs
and eortification of the irmedizte supericrs In &he caso
of o propoged posibion in tha field servics the dexeription
will be propaved by the individuel who i nost familisr with
the duties snd responsibilities to be perfarmed. The
deseripticn met inciudes ) , /a je
{1) Pactual desoription of the work being/preformed.
(2) A statement of degree of difficulty and responsi-
bLILby :mhemmt in the pogition,
(3) Anﬂa}.for’n;;t of tho nature and exbent of supervision,
independint Judgnent and donisions oxcroised by the imbazﬁ.
- £e Upon recoipt of & request for a prometdon in the

© departmontal service the Personnel muam; will endit the

poodtion dnvolved in omder to dotercine the level of AL£ficulty,
responsibility, and grade at which the individusl is performe
ing to mscertain whether he should receive a promotion,

cocm$ing a classified poutian wiil s
Jmo VO/ Si b!; N 2@
advanon&tﬁ,f/}m o ﬁopuithinhugrm.pmiding
wes pf
that. he hu/@nlnw of servios without an squivalent
Seven ) Elofd Week(
ineresse in pey for grades (Se10 and below or fightem
A a«}aMM¢A 0-29- 42 -. Frovide ﬁ",’
mioe for gradee GS=11 and abovee/ In sddttion the
mi,i‘{‘,t'

H 38 ¥
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PRI
am‘ployw» met have a owrrend efi'ic;iem;r rebing of Good or
vlbattar end a satisfaotory conduet vaport.
1. Intwe-Azenay. Zrupafer Peldcy
ne - & Pornonnel Aotion Heuest for intraesgency tranafer
will be prepaved by the office to which the employes ia

boiny trannferred.

te . Tt shall bo the responsibility of bthe recelving offics
%o Initiate a compleded Personnel Motin Request on all TAC
porpomnol (including citation of the gllossied position)e.
be The P@rsml Udvislon will inltiate o rejuent Hor
gecurity clsavanon, |
Ce . Upon recoipt of securiiy cleavance the individual wiil
be called to duly by the Personuns) Divisicsn and will be aseipned
o the rerueating ofiios. | |
de IAC persomnel will not bo allowed to x;ork in restricted
buildings will they ars given a stabummt Wy the Personnel
Division certifying that all provisions .[‘m*v spaignmend have
beon mete
ge Separations and intreeagency tranafers shall be reported
%o the Persononel Divielon on Forsonnsl Action Hequest in fripli
_ eate, initlated by the eppropriate office, |
1. Salary hduluistration
o Pogular Sllpitzs pplegg et Seporery cpleyses
of 'the Agamérwa 2 ragulsx t% aof duty cox&pematqd ¢n o
per somm bests will Be pedd‘dh‘accordance with the folloving policys
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P in appoint:mnb grade end higher grades.

1
-,
A

ir */‘::'-f é‘}{‘@c"rl, )
g

(1) Entrence op Duty Salary

*P
() [xow]up@ommm»m 11 bo mde at the base «wpu./«)w

o4 Wher@ Quproye

salary of the grade. @m.afm, pmmot:lmn, demuana.
‘m-m‘uloymt, aml reinstatenonts avo not new @pg%ﬂb
memts within the meaning of the req ummnt;] -

(b). Employoes appeinted by trensfer, roinstaboe
mnt or yeesmloyment to a nosit?m of the came gmﬂo
will be permitted 4o retam}é;iod 1o pay tnoreases]
prewiovsly roooived,

‘:2 - (e} Toployees sppointod by tranafer, reinstotoe
men‘b, or m-mmlmmt to a position in a lower grads
than last held w111 rocotvo galarios fixed to allow

oredil toward withinegrade promotions for all mervice

(2) Retermining Salsry in Case of Premotion
(2) When an eamployee is promoted to a lnaher grade
\3” poaiuon, he mst be componoated ab tho base of the
grade 1if the entrance salary oxveeds any he has previcusly
carnoed in the Federal Service,
(b) Em«jan employee uho has previously recoived

a change 4o a :I.ouee;;n rade ‘mprog;tad, his saiary wild
be fived 2o ae m@whomm toumrd withinegrade
promotion fox all;[vaviaun gorvioe in tio grede Lo which
Y ”M g?a.ngwpx,gmted or for service in any higher gruias.
(2) . ATy . .

LTI 0 Widtermtne salary in cace of & change %o

lowver grade, the mplaxvae:'.‘ way be given oredit for
a2l service p aplon

ILLEGIB

ApprO\)ed For Release 2001/09/04 : CIA-RDP81-00728R000100010005-8



Approved For Release 2001/09/04 : CIA-RDP81-00728R000100010005-8

grade and in any bigher predes previowsly kold,
(b) Pwooptiones he poliey oublined ubm
WM%WMWWM Sypes of casess

de Fmployees who have cuarned mﬂﬁcmmm
pay Mﬁawo £n employee o s boon glven
& withinegrodo pay iucreace boosune of enpondally
meritesioun sorvioe or o9 @ Tewurd for muperfar
aootplistoent will 3o pormitiod ot the ‘:am‘hd
iz damotied to robein one etap fov csch snch
sdvnsements

gf Euployeon uho ehange % lounr grades
b govept probaiicanl sprelatamt,  IP she ehnugo
to a lover gyode in Guw to teniopaete desire 4o
mocapl probasionel sppoinlauty be will be

aoupenestad qb thy atep In m lover grade wilhh
iz mearest (Bub nob in omess of) e prosand
saluwy In the bigher grode,

a»  Bployeos o were changed b lewar
gredpy for dsoiplivery masonm, I the wnloyes
iu chaoged wawmm diseiplivary reascos,
Lia sadery rate w1l be oot ab the buss of the grode
mmmaammmmmmwwuu

| z:wwia&m B0 the contrary,

Do oA delay i ST $75g. SEFeot fov classitind W
- alse w1l epply o wmyended @i respoot fov (1) entronoe @
duty, (2) protailtin,. (35 Hhings to Lownr crade, (<) probabtonal
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mmmm by and (5) d&mmlbw saticne The torn “atep
ineveane” will bo wwd o um;mdm poslticus in lieu of
poricdfe pay increase™ fop clasedfiod pooliiong,
(A} s employee Buasforring from a olaspified rofdsion
to an. ‘uhigraded position vl do se uiihous lonz in aalm-y
wmless his alp.suifm‘l Brloey et abeve the Lop e of
e wgrnded ok Lo whioh he L6 Being w..,,,,;:zmn.
€2} fe el wployes who reselves o conduob and
| eftieioney ropert of mtwnm.mw or higher wil3 recelive
‘n step nerwws wlter e fired oin ponths of S e
seivios sl soouedly bhecsad Lo untdld tho w stop han bam
sogetind, Tho salary Sor eoploruss Lronpforts A Botuesn
gratent and wngraded Positiong w1l be é&‘t.«mﬂmé‘ albar
esncidoring the wadbdng pordor "t elapsad m whathez oy nob
an soulealant inevesss is Suved
(3) 2o englopes in o e graded paciidon wi1) have
& anportunity 5 espy aten ivoreasss oo a rosult of mrim'»
i scavion and a‘.x;m*}ox mv%ﬂismww.
oo Surear Heppoecgnt
& Tho coresr mungeavent, Progran of m P&g«m ia dmlgmd
o provide frow within
(1) & souree of woll qualirted tdividonts bo 111
wameles ag a?.mg' BT
lw ﬁj’;"\ \‘ ’u K_b m&wia’mz» ray qualdfs aed bo
propobod So mm mmmibm mgiwum heenrh tratning and
ﬂmlammt" Wi &M Bpener.
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GRNFIRENT

" be It An Agenay poliay that vacmnelos will bo fiiled
by the best ‘ualified omployer avalisble within the Agomoye

. The basie considerations for pvmou,cm w11l Do proven Mnty

ad rm'm.

a. Annigta-d Diveotors amd S$eff Chiefe shell gulmit do
the ‘Fmézarfn&l Mvislon a z'amoéxml Iéformaﬁie:«u {Torm Bo
Srels) uhon @k orployway
(13 Changes his mw, nore o offioe addreps, oF
homz o offios 1ﬂ4mvw§amzw mumbers o
(23 1z soprrased frem the mana“ by tranaier, resigpation,
o snbere the miitary servico from civiiien employmente
b; T gddddion o bho chove & Derutnned Slalun sepurt (P
fow 3w7) nhall bo subndbted felloving amy change in &
ompleyestn marital stotus. The ordpinad of the rar:::.. Wil

o poudod o the Ferconnel Mvigicn and & oepy o the Cidef,

Iaspeetion md Sesurdly

me Foch asployes will cbiain gloarancs prior i ranal
pigmente Closrenve will be obizinsd on a Pinal Pament Clesrance

ghoet (Form fo. w30} when an employes i being terninated,

leaving fow ovorcess duby, granbed Jeve without pay for a
perdod in axsens of &0 salondar degs, or belng Sranplarred
to or froz an mvenchored Pund stoluse

o bl
b the M;;&ggl\nﬁmm ?tlig be neiiried by Peroamwd

hation equont &6 my_mk@n}gwmr to the effeutive dote
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of the ravuests Uon recoipt of the Personnol Action Requost
the Pers ,D"v T e neceesscr: wrraugenents for an exlt intore
viev and for final oleavmuos, will diresh the employee to the
Inspeotion and Securily Steff for seourily clearance; and will
then obtnin the additional rm;n:lmd elearance by taleplone,
obluin the cuployeets signeturs, and direet the smployes
to delivor the form to the appliasble payroll office. Hhan
the employos is wnavelloble all action indlosted will be
taken exaept procuremen’ of the employesh signatwre,

ce The Chiel of & field office willy

(1) Dewhrief the cmployse.

(2} On tho Piungl Peynent Clearsnce Sheet complete
cortification blooks “offies fo whlch asaigned” and
PSeourlty Branchd,

(3) Obtain employeo's sirmature and forusrding
ecldreen, |

(4) Poreord the form to the Persomnol Division

. throwgh eabeblished ohennmels,

17, These regulations will govern goverslly all persomnel
ections of this Agency, both overt smd cowsrt, and wnl be
applied $o the fallest pcas&hlé extent in corrying oub specific
provisions of Confidentlal Funds Regulations covering covert
persomnel actions..

o oA i B IS 0 R, H, KILLW";@:; TER

Rear Mrdral, USK
Director of Central Intelligence

BilGE | OEEICE -
DISTHEDUTICNY A, ‘ o
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BUDGET CPFIORA____

GHIEY', BPESYIAL SUPPORT BTAFT

CHIEF, AMINISTAATIVE STALT,

CHIEF, PRROONMEL, 898

CHIFF, PONBONNEL, AIRIN, SLAFF

DATE
I do (not) conour
DATE,
I do (not) oonour
D&TE
I do (not) oconour
DATE
I do (not) eonour
‘ DAy,
1 do (not) conowr
DATE,
I do (not) conewr
DATR

OBNERAL COUNSEL__

I de (not) conour

1 HOA 51 b 15 2@

BIDEEL OkkIcE
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e TR
r
" STANDARD F

" Office Memorandum

TO :

* UNITED STATES GOVERNMENT

. ‘ " DATE:
FROM ;'

susjecT:

Z mem é@é/cmfd
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CENTRAL INTELLIGENCE AGENOY
Hashington, D, C.

: :"LDIHNISTMTIVE INSTRIC PION

&\‘OQ

SUBJECTs Personnel Policles and Procedures

RESCISSIONSs Mdrinistretive Inntruction ted 17 A
: ‘ ugust 1948
Adninistrative Inpiruction .gated 25 Mavch 1947, and

1& Rovember 1949

Adninistrative Instruction dated 11 August 1949,
RFERENCE:  General Order -(Bay‘ised), dated 5 Ootober 199,

1. Goneral Poligy
&« Authority is delagated by epproved stateponts of
functional responslbilities, separate spacific delegations,
and this Instruction to oLy the Agency officials listed
below to act on personnel actions (appointment, employ -
nent, clagsification and reclassification of pogitions,
promotion, demotion, transfer, and nepa;'}.y.tion of individuals)
for the Directors

Executive

Deputy Executive

Personnel Director

Ghief, Adnintstiative Staff ,

Chief, Porsonmel Division, Administretive Staff

Chisf, Spectal Support Stafs

Chief, Dmployees Division, Special Support Staff

Deaignated cubordinates of the above 1isted affictals,

Apbroved For Release 2001/09/04 : CIA-RDP81-00728R000100010005-8
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be Offiocials and omployou‘ not listed above are Rrohibited from
discussing personnel actions with individuals to whom such actions
will apply, without the prior knowledge and approval of the appropriate
official: 11sted above, Suchspproval will in no cage inolude authorigation
to make cormitments of eny nature for sctual employment or salary level,
Violation of this poliay may result in the immediate dismissal of the
individual guilty of the violation,

cs No appointment in or promotion to grades G818 and above will
be made without the prior personal approval of the Director,
N Proselyting

@, Officials and employees of thig Agenoy, inoluding those listed
in paragraph la above, are prohibited from discussing employment
possibilities with eny oivilian employee of. any other government ageney,
employees of the Congress, or members of the armed foroes without the
presentation of a letter of availability for such discussion from the
employing ageney of the individual concerned,

be !’ho polioy stated in paragraph Za above will alse apply te
mtmgonoy bransfers between Offices and Staff Sections, excapt in
connestion wilh the applicatiom of Agoaey career management policies by
Guthorised officials 1isted in pmguph 1 & above,

e It is expeoted that other government ageneies will observe a
reoiprocal noneproselyting poligy in dnnn; with CIA employeos, Such
-ploy'n vho obtain employment with other government n;onoa.n without
obtdning Prior release may be required to resign in ordor to acoept
. such employment,

2=
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8. The jurisdietion of each of ihe Persopnel Staffs
of CIA io definod in published statements of functional
‘mapmib:llity. In order to avoid d@.uoacion of Instruoe
tions the term "Personuel Divisicns! as herein vill
pertain to each of the following activitios to the extent
of 1ts published fmg‘&ions, unlens othexwine #Htabedi:

Personnel Diviedon, Adminietrative Stafy !
Employees Division, Specisl Support Staff
.+ be IAGC personnel are thoaé Individuals detailed for
duty with CIA from the State Department or the Department
of Defense,
¢ Departmental Service includes all positions in the

headquarters or central office of the Agency.

¢ 25X1A

4- Gameremplonal Inouités ALl inquires,either uritten or

verbal, from members of the Congress received by any individval
or activity of this Agenay will be immediately referred to the
General Gounsel for astion and preperationk of reply, The
Genoral Counsel is responsible for adozuate coordination 1:1
eaoch omse prior to prepa;-a_tion of reply,

’ Api)roved For Release 2001/09/04 : "CIA-vRDPS‘VI-00728R000100010005-8
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the poliey guidance of the Perscnnel Direotor and the direct

auperdision of the Chiefs of the Administrative and Spoelal

Support, Staffs, the Personnel D:I.v:taiom, are rosponsible for

8 Proourenment, placemont, processing, appointment,
promotion, demotion, withinegrade advances, suspens long
and termination of individual ermployesn,

be Asaisbing the Personnel Director o colgblish qualifii-
oation a-l:emdarda for all positions, l

Co  Reoconmonding position elessification for all positions
to the Porsonnel Divector,

de doslsting the Persormel Director to establish salary
adnintetration, efficieney rating and carcor manegement
progrems, and for earrying out such programs vhen established,

8., Maintaining a current record of suthorized vacancios
and gpproved proeurement requosts sgainat such vacancies,

fo Bstablishing paraMl procurensnt prioritios,

g. Maintaining contimal contacts with potentlal personnsl
procurenent sources, oo} &V he g¢M Qroo, @M“,z;:‘_j

he Exclusive liamison with the I&8 Stnﬂ‘l\raiamva to
perasonnel securliiy clecks and olearances, All requasts for .
initiation of and information relative to status of peracnnel
seourity checks and clearances will be channeled through the
Persormel Divisions, ‘ .

i, Eatoblishing personnel training programs within
spesifically anthordsed limitations,

wlp-

vwﬁ’ﬂ@rm AL
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:
| ‘ i
| o jo Establishing end mainteining rotention registers for reduct- i
i ion-in=-force procedures. !
g i ke Reviewing and scting on all disciplinary actions which are
; ' ‘ signbd end pfesented by Assistent Direotors and Staff Chiefs.
1. .(1) Taking finel action on persomnel actions involving
grades GS=12 and below, except when there sre unresolved disdgreements
with Assistant Directors or Staff Chiefs concerned.
(2) Recommending through the Perstmmel Dilectdf to the
Executive action on personnel actions involving grades GS=1Z end above.
(See paragraph lc re actions involving pgrades GS-16 and above, The
Execubive will make recommendations to the Director in each such cese.)
(3) Referring all personnel actions through the Personnel
Director to the Executive where there is unresolved disagreement with
| the Assistent Director or Staff Chief concerned.

6. Medical Standards

Initial appointment or reassignment to all positions are subject to
established medical standardse Imasmuch as the signing of a medical waiver
by an individual does not relieve the govermment of its liability under the
regulations of the Employees;COmpenation‘ Conmission, no waivers of physical
requirements will be grantede |

7o Merit and qualifications of Individuals

ao The basis for all personuel actions in the Agency will bé‘indiv-
idual qua.lii"ications and relative merit, Personal considerations, family
relétionshi;;s, favori,tiém, end external pressures or considerations will
not be pérmitted to influence such actions., Assistent Directors, Staff
Chiefs and ‘each of the officials ;iuted in paragraph 1 above are personally C ,

charged with insuring that this policy is effectively exercised throughout

~ the-Agency C L e . ,

PSR
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be Determination of rolative merit and qualifications
will be based on domnstrabad ability, personal industry,
Integrity, loyaliy, length of scrvice, general efficlency,
and bnckgromd Mexperience and edneation, in eomperison
with?y erﬁnmployees in simtlar Tields and grades.

¢ Supervisory persomnel at ell levels must baoome
throvghly fermiliar vith persommel under thai.z; Jurisdietion
to insure the just and objeotive aﬂminishrat% of this
policy.

7. Indtdation of Persopméd Actions
2. Assistont Directors and Staff Chiefs are responsible

for the initistion of persomnnel aciions on individuals under
thedr Juriadietion end for the routing of cuch setions to
the gppropriate Personnel Division, They may designate

such individuals within their organizationa as may bo
oonsidemd desirable to Bign and foruard auch astions,

The namos of individuals so designated, and any changes

in smch designiations, will be commmicated ln vrit:h%g

to the appropriate Persomnel Division,

bs Eech perscrnel eotion requiring action by the
Executive will be signed personally by the Assistent
Dlmtor or Staff Chief concerned,

a. The Classifioation Aet of 1949 exempts the CIi
fron its pmvlaionh._: ‘t@k’@m perconnel progrop,
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o CONFENTIY
’ dnclulling posibion classification, eppointment, pr‘?mopim,'
eto., i carriod out within the Agonoy without&Avil Service

Comission review, ‘
*fﬂ <Slewover, ghe Director has signed e vritten agreenent

with the Civil Servioce Commission to adhere strictly td the
. provisiona of the Classifioation Aol in achuinistcrine;'the
Agoncy personnel program, The Civil Sexvice Cormission
also has agreed to provide advice and guidance whonever
ealled upon to do 50 ,
b)fs . Tho supervisory and revieuw functions previously
" exorcised by the Civil Servicé Commispion have been
do.'le{_,at‘zd to the Personnel Director ond his Steff for all
dgency pergsonnel maltera, regardlosu of their 3ecurity
olassification. _

‘ Be Posl‘aiona are £11led by diz'ect recruitiment rather
ILE_EGIB than by certification from the Civil Service cmmisaim), ﬁui?
v ‘ _1.n accordance with established

Civil Serviee procedure.

: be The following policy is entablinhad for effecting

' ‘ o appoinmenw to £111 vacant positionat

Lo ‘ ' (1) An individual without prior Govermrent service
vﬂl be carried in e triel period status for the £irst

5 o e foll yeare

| (2) 4n indivicdusl with ,prioxv' Govermment aervi;p

uho has served under war service or excepted a‘e‘nppointmnhb
will be required to serve the first aix ronths ina
trial period status. |

jﬁfﬁimﬁﬁﬁ i
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(3) An individual with Civil Servibe status will be
‘appointed by tfanfer or reinstatement without dny time
limitation or trial periode
‘c. During the trial period an employece will receive the

speclal attention é.nd instruction required to acqueint him with
his duties and to develop his ability to perform his work in the
most satisfactory manner, After a fair and full trial period -
an employee will be terminated idr his services do not mest
Agency stendardse An employee with veterans!' preference or

: : ‘ Civil Service status will be accorded 2ll rights and privileges
granted him under the Veoteranss Pr?af‘erence Act of 1944, as amended,
end Civil Service rules and regulations. . (These privileges are
subject to special final authority granted tothe Director by the
Netional Security Act of 1947.) U:c:::‘,certain conditions, it is
possible for employees to achieve perma.neri'b Civil Service status
while serving in this Agénoy. The Stendard Civil Service regule
ations will be follgpekd in each instance, after initial clearance
has been received from the Personnel Relations Branch, Persomnel
Division.:’) |

de:  The i‘ol]ldng procedures are established for processing

individuels for employment within CIAs

(1) Assistant Directors and Staff Chiefs shall trensmit

‘Recruitment Requests in ﬁhe o;-iginal and three copies to the
Persomel Division as réquisitions to fill authorized vaocan=
ciel‘. A Personnel Action Request in quadruplicate shall be
forwarded to e Personnel Division as a requisition for actual
employment of an individuale In order ‘to initiate security

‘cleareance & Personnel Action Requst may be submitted

against a position currently filled, providing the

T

T e,
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office conoerned informs the Personnel Division on the form of
: * the approximate date that the present incumbent will vacate
the position, |
(2) An Application for Employment and & Personel History
Statement with passport size photographs will be obtained by
the Personnel Division and forwarded with 5, Referral Sheet to
the appropriete office, @fter careful review, the file will be
returned to the Personnel Office with request for personnel
action or reason for rejeotionD |
(a) Final selection or rejection of applicants for
‘positions above grade GS=5 or equivalent shall normelly
rest with the appropriate Assistant Director or Staff
Chief, subject to quelifications review by the Personnel
Divisione. The Personnel Chiefs may refer to the Executive,
thru the Personnel Director, accepta.n‘ca or re‘jecti..o_n cases
which they believe are not we,rranted.
(v)  Fimml authority for the selection and assignment
of an employee in grade GS=5 or equivalent and below,
shell rest with the Chiefs, Persomnel Divisions.
(c) A1l assignments are subject to the security approve
2l of the Inspection and Security Staffse
(3) Upon the receipt of a Persounel Action Requosf the Perse
.onnel Division will‘ma.l“:e an offer of employment to the individual
concerned (subject to satisfactory security clearance) and upon
indicated acooptanée will initiate action for security clearance,

9=
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CONFIRENTIAL
(4) The Persomuel Division will notify the offioe
conoorned of the failure of an individunl to receive
gsoourity clearame and will teko appropriate action
to inform tha individual of his rejection,

LLEGIE w (5) R Tro rersomne chiofs vi11
contact oach individual (ineluding dotalled IAC
persemnel) rolative to entrance on duty. An individuel
assigned to a porscnnel pool will be inatructed to
report o duby by the Personnel Division, following
socurity clesrance. Fach individual (inocluding
detailed IAC personnel) reporting for duty will
present to the approprinte Assistanh Director of-

Staff Ghier‘ a uritten notice from the Personnel

Divigion stating that he has been fullv clearsd and

asgipgned for duty. A copy of this notice will be furnished

tha Inspeciion and Security Sfmf; by the Personnel :

Division, In extraordinary ciroumstences the Executive o /)
(Lavwwwuwc Dere -

1 zay glve verhal authoriza*ia-» for entrance on duby
aof ter assuring - that all required proceasing
has been completed, No individual will be eccepled

ILLEGIB -

for duty wnless one of the above provisions has been “-‘\\

’ : . = % . :‘\ d\\
mete . . 3\*’ i S
i W

§: %” f‘h\
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a. An employee may be promoted to a higher grade subject

(1) Existence of a sultable vacanoy.
(2) Complete qnmliﬂeaﬁimw of the individual
for the vecanoye v

{3) Completion of 90 day detall period to position

GS=7, or ebove, Ineumbents - of positions lower
than GE-7 must have assumed the dutles of thgj mtion
to vhich they are being promoted, Prior to the time
of detall they must meot teaﬁiw; requirements and
qualificatlon stondards for the redommended position,
No employee shall be detailed to o position ellocated
higher then one grade above the position which he
currently occupiesy These stipulations do not constituie
a barrier %o promotion or an individusl vhose poaition
has been reclascified to s higher grade,

{4) Submission of a Personnel Action Reguest t@
the Personnel Division indicating the exact positiom
and the date the employee 1z detalled in order that
he may receive credlt for the detail periods The
forn rust indioste the allocated position that will

' be ooouped. | |

(5) Evidence of an efficiency rating as followss

(4) 654, equivalent, and belov = Good or better far

 six monthe proceding promotion

i

Approved For Release 2001/09/04 : CIA-RDP81-00728R000100010005-8



pproved For Release 2001/09/04 : CIA-RDP81-00728R000100010005-8

‘ (8) . QS=5 through GS=13 or equivalent - Very Good or
L ‘ Enoellent for six months proceding promotion
(¢) 68-14 and abave = Excellent for one year preceding
promotion ‘ |
be Promotions are limited to one grade e@ept n oasee‘
whare no inmmédio;_te grades have bsen mccgnize&.
¢e After cousidering all the factors indicated above, the
| k mmn&.ing and approving aﬁtlmritiea will use the following
baiale a8 a guide in delermining appropriate time in grade for

promotion puxposes:

G3 Cig Time inGrade _ .
2 1 A ’
2 2 3 months
3 3.
4
L 5
5 6 6 months
) ?
i 7 8
i 8 9 9 months
‘ 10
10 - 12 monthe
‘ un 15 nonths
12 18 monthe
i 1 21 months
5

b) ) ) App-rovéd For Release 2001/09/04 : CIA-RDP81-00728R000100010005-8 |



ILLEGIB

Approved For Release 2001/09/04 : CIA-RDP81-00728R000100010005-8

GOMFIDET!Y

d, Apslstent Dirsotors and Staff Chiefs shall forward

~ to the Persomnel Division & Porsonnel Action quuoa'b containing

euffiolent information to indicate complisnco with the policies
defined in paragraph 6 above,

8, A recuest from a field umt:!.on for & prmoticm mst
be accanpanied bty a Position Dsseripiion _
preparsd by the wmloyee,‘which m;tlimn the duties and
responsibilities boing performed, togethor with remarks
and certification of the immediaste supericr. In Ghe case
of g proposed pesition in the £ield service the ‘daﬂcriptimb
will be prepared by the individual whe 1s most familiar with
the duties and responsibililies to be performed. The
deacripticn mai includes

(1) Faotual description of the work being %romea.

(2) A statement of degree of Aifficulty and responsi-
bility ivherent in the pogition.

(3) An account of the nature and extent of supervision,
independent judgment end decisions exoreised by the incucbent,
£+ Upon receipt of a request for a propotion in the

depurtmental service the Personnel Division will audit the
position involved in order to deterrime the level of diffioulty,
responsibility, and grade at which the individusl 1s performe
ing to amcertain whether he should receive a promotions

g. An employee oooupging a classified position will be
dvanoed to the next hlgher step within his gra&e. providing

SR weeks
that he has wedve-nenbhe of scrvice withoul an A-.-,alent,

7 «w-cz../i:«ﬂ

: mreminpayrorgra&escs-mmdbelwor

sorvice for grades GS=11 and above. In additlon the

% g”#
: -
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Lo - GORFIBERTIAL
; emp.iOyeo st have a ourrent efficiency rabing of Good or
‘ ‘better and a aatiafaotor;y econduet raport.
“' ‘ R A Porsoml Aotdon Request for intraeagency tranafer
will ‘be prepared by the office to which the employee is |

| e being transferred. '

| 8 It ohall bs the responsibility of the receiving office

to initiate a completed Persannel hetion Request on all IAC

personnol (ineluding ecitation of the allocated posiéion).
be The Peraonnei Division will inttiate & reiuest for
t-‘ | securily clearaixce,
% Upon receipt of secourity clearance the Inddvidunl w111
‘ be called to duty by the Persomnel Division and wlll te assigned

1 to the requesting office,

| ds IAC persomnel will not be allowed to work in restrigtod

o | buildings wnitil they are given e statement by the Fersonnel

Division certifying that all provisions for assignment have

been met.

e : ee Seperations angd intraeagency tmnafem shall be reported
‘ ‘ to the Personnel Division on Personnel Actlon Hequest in tripli.-
e eate, initiated by the sppropriate office,

T 4 357 Salery Admlalatrabion “
as Regular full-time employees and temporary employou
at the Agency with s regular tour of duty compensated on g
per annum besis will be paid in accordance with ‘t‘.he following policys

E—
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GONFIDENTIL

(1) Entrance op Duty Salary

(a) Now appointmente will be made at the base

v aalw of the grode, (Tranafers, promotions, demotions,

resommloyment, and reinstatements ase not new appoint-
e ments within the meening of the requirement.)

| (b). ¥mployoes sppointed by transfer, reinstate-
nent or ro-employment to a position of the same grade
w11l be permitted to retein periodic pay incresses
proviously reoeived.

(¢) Employees appointed by transfor, reinstatoe
ment, or re-eomployment to a position in a lower grade
than lest held will receive salaries fixed fo allow
eradlt towerd withinegrades promotions for all service
_in sppointment grade and higher gx*ades.

(8) Determining Salar in Case of Promo“blon

N

k ‘ o (a) When an employee 1s promoted to 8 higher gra.do
| \‘s\ﬁr\}f:}:ﬁ’lﬁfﬁ SN polition he will be compensa.ted at ‘che 1owaat rate of suoh
@rp] ” »higher grade whioh exceeds his existing rate oi‘ oompensation
' o by no‘l. less than one-step :.ncrease of the grade from which
i V_Apromoted. : , . .
R 7 4 fmrmwmywwwﬁﬁ, v RN
e change to a lower grade is promoted, his salery will
;) be fixed so as to allow credit toward withinegrade
‘ promotion for all previous service in the grade to vhich
\ 7 .I‘LLEGIB : he 3a being promoted or for service in any higher grades,

(3) ‘ngeémi‘aag' Salary in

aervioe 'prov:loully‘ parformed Jin the 1ower grada and in

Y
any higher grades previously ‘helds /If' the employeda
aalary in the lower grade is within & one step renge

vof hi.s former rate_ he vrill 'be compenaated at the atep

L —-——‘-n..__——._,.w T O
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Lol H‘ii-'géi TIAY

M. &t e

Bow e

(b) Exceptionss The policy outlined above
dooa not apply in the Lfollowing typaa of canes?

1. Tmployses wbo have eamed meritorious
pay increascds An employee who hes been given
& withinegrade psy incresde bocause of especlelly
moritorious sorvice or 88 & reward for superior
pocarplighment will be permitiod &b the time he
15 demoted o retain ono step for each such
nﬂve.ncemnt.

2. Employees who change %o lower grades
to aceept probational sppointment. £ the chanee
to & lower grade is due %o erployeets desire to
sccept probationel appointuent, he will be |
compensated at the atep in the lover grade vhibh
is nearsat (but not in excess of) the present
salery In the higher grade.

' 3. Bmployeas who wers chmged to lover

gradcm ‘Por diseiplinary reasonBe it the e:apweﬂ
15 chenged to & lower grade for disciplw regaons,

his salary rate will be soi at the. »me of the grade

+o which he is demoted in thef“’e’me of specific

i - .. proviaion to the contrap”

be The salary policy o bvff oot for clasaified smployaes !

| o
: slso will opply 10 ungraded h mpect o3 (l) entrance on

o ‘change to lower grade, (4) probational
26~ |
f’ﬂhﬁﬁf’amwp» e

"ﬁ k‘lm ;..»ﬁ‘, [

auty, (2) prwgtgﬁn:

- Approved For Release 2001/09/04 : CIA-RDP81-00728R000100010005-8
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EONEIDENTIN

appointnent, and (5) disoiplinary action. The term "atep
inerease™ will be used for wnpraded positicus in lisu of
"poriodic pay inercase" for classified positions,

(1) An employee transferring fyom a classified pogition
to en ungraded position will do so without 108s in Sulary
wnless hia olassifled salory was above the top atep of
the wmgradod job to which he 1s being sssigned,

_— : (2) 4n ungraded employes who receives @ conduot ahd
! efflciency report of Satiofactory or higher will reoceive
e step incresse after the first six months of ungraded
A service and ameally thereattor wntil She top step has boen
i s | reached, The salavy for employees transferring between
gradod and ungraded positions will be detormined after
f conpidering the waliting period elapsed and whother or not
en equivalent increase i8 involwred,
(3) An employee in an ungraded position will have
an opportunity $0 esrn stop incremses as & result of meritom
icus sorvice and superior gsecommlishwonts,
&« The career mamegeront progran of the fgency is doaigned
to provide from withing
' (1) A source of well qualified individuals to £111
vacancies as they oceonr,
(2} A syamm i:heraby individunls ney qualify and be

- promoted to more responsible positions through training end

development within the Agenoy,
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P Pe I4 49 Apency policy that vaoancies will be filled

‘ by the best e‘;_unlifized omployoee aveileble within the Agoney.

The hasic considerations for piomotion will be proven ability

; : and merlt,
(A5 Pexsomel Stato feporis \N‘\\ B
’ 2. MRasigtant Direotorz and Staff Chiefs @m autnn:u; to G o

| : the Porsonnel Divicicn a Personnel Ig:t'ormatioz % o J” %

)

‘Ot) uhen en enployest ; e

Hl'

(1) Changes his nave, home or office sddress, or ﬂb

home or office {slephone number, /

(2) Is seperated from the Agency by tmnfafer, resignation,
L y or onbors the militory serviee from clvilian cuployment.
; be In additicn Lo the sbove 2 Peruennel Status Heport Fesu
i Foe—Eowr) sl&é% be submitted folloving .y change in an
empluyeets marital stetums. The original of the fomm will
be pouted o the Pergonnel Divizlon and a.‘co_ny to the Chilef,
Inspection md Security 5\%{,’ £,
' /16’.” ¥ + gnd Final Closwan
as Each employes will ubtain clearance prior 7S] zinal
payment, Clearammee will be obtained on o I‘inal Pgyment Clearance

Sheet _wimn an employse is being termineted,

loaving for oversees duty, granted lesve without pay for a

I ILLEGIB

: | . period in excegs of. 60 _calendar days, or belng transferred

\t! '.c,‘

“to or from an umétw!mmd i’uz‘d stotus,
b. The Personmel Divisior will be zzotifieé by Personnel
Aation Reguest at lenst one weck prior to the effective date
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CORFDERT)

of the request. Upon: recoipt of the Persmomnel Action Request
the Parsomp'%%e necessary arrangements for an exit intere
view and for £inal clearance, will diregt e employes to the
Inspection and ';murity Staff for seourits elearance, and will
then obtein the deitiona.l required clearance by b@lephme,
obtaln the employee's signat 'y and Jireab the employoe
to delivor the form to the applicsble payrodl oi‘i‘:l_.co. When
the ewployes 1o unavailable all action indicsted will be
takon exeopt procurement of the smployaesh aignature,

6. The Chisf of & £ield affice wills

(1) Dewbriof the enployes.

(2) Qn the Final Payment, Clesrance Sheot complote
cortificatlon blocks "office to waich assigned” gnd
"Becurity Branch®,

(3) Obtain employes's signature and forwarding
address .

(4) Forward the form to the Personnel Divisions
through estahlishsd chennels, '

/“ ¥ Mese regulations will govern gewerally all persopnel
actione of this &gency, both overt and covert, and will be
applied to the i‘ullest rosgible extent in corrying out. -specific
provisions of Confidential Funds Regulations covering covort

persomnel actions,

R. H. HILIENKORTTER

Rear Admiral, USH
“Divector of Gentml Intelli.gem

DISTRIBUTICH: A,
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FERGONIEL DIREGIUR

DUICET CFPICER

CHIEF, BPUOIAL SBUPPORT STAFF

CHIEF, AIMINISTRATIVE STAFF

CHIFF, PERSONNEL, SSS

CHIFF, PERSONNEL, AMIN, STAVF

DATE
I do (not) conour
DATE
I do (not) oonour
DATE
T do (not) concur
DATE
I do (not) concur
naTe
I do (not) conour
DATR
I do (not) concur
DATP

CENERAL COUHSEL

I do (not) oonour

4
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.{;;,_ . ‘ ‘ o rb‘m!rﬂwquv-ylﬂ
: ‘ ’ E: PRT R0 b
. L‘)’.’ ; : ‘ CENTRAL INITELLIGENCE AGENCY
vLE Washington, D, C,
. X ‘ é’ aCJ ;‘,,,r: il eyt g {T R o
s ADVMINISTRATIVE INSTARUC 'i‘iOH ».184@(‘-’«@111%1“--&949
| 25X1A ) ‘ | _ ;
v SUBJECT: | Personnel Policies and Procedurcs :

dated 17 August 1948,
dated 25 March 194'7, and
dated 11 August 1949,

25X1A RESCISSIVIS: Administrative Ingtruction|
‘ Administrative Instruction
Adninistrative Instruction

25X1A REFERENCE:  General Ordar-(Hevised), dated 5 October 1949,

1. General Policy

B 'Au'bhori'by is delegated by approved statements of
Aiufnctional responsibilities, separate specific delegations,
and this Instruction to only the Agency officials listed
_below to act on personnel sctions (appointment, eIhploy—- ‘ |
ment, classification and reclassification of positions,
promotion, demotion, transfer, and separation of individuals)
for the Director:

Execubive
Deputy Executive
Personnel Director

Chief, Administbative Staff

Chief, Personnel Division, Administrative Staff

Chief, Special Support Staff

Chief, Employees Division, Special Support Staff

P
{
i
I
i
i
i

Designated subordinates of the above listed officials.

S

T pmo
Sar =
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b. Officiale and employees not listed above are
prohibited from discussing personnel actions with
individuals to whom such actions will apply, without the

priof knowledge and approval of the étppropriate official

listed above.

ization to make commitments of any nature for actusl enploy-

ment or salary level,

in the immediate dismissal of the individual guilty of the
v:.olatlon. 'M*Mb[&amaf*wmﬂwuzw# M/
2. Prose__ﬁ___g

a, Officials and employees of this Agency, including
those listed in paragraph la sbove; are prohibited from
discussing employment possibilitigs »wi'bh any employee .of
any other government agency or employees of the Congress
without the presentation of a written relemse for such

discussion from the employing agency of the individual

concerned,

b. The policy stated in paragraph 2a above will also

apply: to intra-agency transfers betwsen Offices and
taff Sections, except in connection with the application

of Agency career management policies by authorized officials

listed in paragraph la above.

c. It is expected that other government agencies will

observe a reciprocal. non-proselyting policy in dealing with
CIA employees. Such employees who obtain employment with
other government agencies without ob'éaihing prior rél‘ease.
nay be required to resign in Srder to éccept sucl? employment.,

—m

camfmfmz.

Such approvel will ir no cage include author-

Violation of this policy may result -

'z,x,

\ \

“’;,
>

sﬂ"‘"

’@ee‘”

¢
e ?F""g‘a'”
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i 3. Definitions

f _ A as The jurisdiction of each of the Personnel Staffs

é . of CIA is defined in published statements of functional
responsibility. In order %o avoid duplication of Instruc—
tions the term "Personnel Divisions" as Msed herein will
pertain to each of thé following activitios to the extent
of its pﬁblishad functions, unless otherwise gtabeds:

Personnel Division, Administrative Stafr

Employees Division, Special Support Staff
» bs IAC persomnel are those individuals detailed for
duty with CIA from the State Department or the Department
of Defense.

¢. Departmental Service includes all positions in the

25X1A . headquarters or central office of the Agency.

¥is 411 inquires, either written o‘f-
C Dere W ) u'hnM uw\m\ﬁcl.s of Netiona Poli w] hv )",N
verbal, from members of the Gongress received by any individual
n
or activity of this Agency will be immediately referred to the

General Counsel for action and preparationx of réply. The

General Counsel is responsible for adecuate coordination in

each case prior to preparation of reply.
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i

'

‘ ‘ 5, Goneral Responsibilities of Persomnel Divisions Under

" the policy guidance of the Persomnel Director and the direct

- v superf#ision of the Chiefe of the Administrative and Special

| 8upport Staffs, 'Ehe Pergonnel Divisions are 'respon‘sible for:

‘a, Procurement, placement ,‘processing, appointment,
‘promotion, demotion, within-grade advances, suspengion,
and termination of individual employees.

5. ‘Assisting the Personnel Director to estgblish qualifi-
calion standards for all positions.

¢. TRecommending position classification for all positions
to the Personnel Director.

\ ' d. Assisting the Personnel Director to establish salary
administration, ef;f‘iéiancy rating and career management
programs, and for carrying out such programs when established,

e. Maintaining a current record of authorized vacancics
and approved procurement requests againsit such vacancies.

£. Establishing personnel procurement priorities.

g. Mainté,ining continual contacts with poten'bia.l personnel
procurement. sources. (2henpl by wmam o~ Pt foeelin)
he Exclusive liaison with the I&S SthArelative to

personnel se;,;urity checks and clearances. All requests for

initiation of and information relative to status of personnel

security checks and clearances will be channeled through 't;he

Personnel Divisions.

i} Establishing personnel tﬁaining pi'ogra.ﬁls within . .

specifically authorized limitations.

(URRRION
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. R AnurinTriy -
, Vi

Y

oy H
R R

LT Je Eétablishing and maintaining retention registers
for reduction-in-force procedures,

ke Reviewing and écting on all disciplinary actions

%
£
4
3

whichate signed and presented by Assistant Directors and
Staff Chiefs. '
‘1¢ (1) Teking final action on personnel actions
involving grgdes GS~12 and below, excepf when there
are unresolved disagreements wilth Assistant Directors 'g
of Staff Chiefs concerned.
(2) Recommending through the Persomnel Director

to the Executive action on personnel actions involving

grades GS-13 and above, (St Pon tes A MMW W,Nvﬂem-mu?
griutles 6500 ol ahewd s T b Sifnaeideiy smnldonade, .

(3) Referring all personnel actions through the ﬁigza
Personnel Director to the Executive where there is

unresolved disagreement with the Assistant Director

» ! &
i J A &, or,Staff Chief concerned. R ®
{ .o {E({( /Q e Wt dilad 52{4 t*\w:( I Lo b4
?. Merit and qualifications of Individuals é
2, The basis for all personnel actions in the Agency kw
o]

will be individual qualifications and relative merit.

Personal considerations, family relationships, favoritism,

and’ external pressurés or considerations will not be

permitted to influence such actions., Assistant Directors,

Staff Chiefs and each of the officials listed in paragreph
"1 above. are persbnally charged with insuring that this

policy“is effécﬁively exercised throughout the Agency.

‘ G grr T v g
i ¢
3 : it o i

o SUPPIN e SR L

H
3

6+ Modical Standards

Initial appointment or reaésignment t0 all positions are subject to o

established medical standards. Inasmuch as the signing of a medical waiver

B s
B

by an individual does not relieve the government of its liability under the

regulations of the Employees Compensation Commission, no waivers of physical

requirements will be granted.
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b Defermination of relative merit and qualifications

will. be based on demonstrated ability, personal industry,

integrity, loyalty, length of service, general efficiency,
and baclcgroynd of - experience and education, in comparison
applrencdon :
with other,employees in similar rields and grades,
c. Supervisory personnel at all levels must become

i Co throughly familiar with personnel under their jurisdiction

| to insure the just and objective adminisbratioe of this

policy.

g"%. Initiation of Personnel Actions

a., Assistant Direc-l;oré and Steff Chiefs are responsible

for the initiation of personnel actions on individuals wder
| their jurisdiction and for the routing of such actions. to -
V the appropriate Personnel Division. They may desighate
suchfindividuals within their orgenizations as may be
considered desirable to sign and forward such actions,
The names of individuals so designated, and any changes
in such designations, will be commnicated in writing
to ﬁhe appropriate Personnel Division,
be Each personnel action requiring action by the
Executive will be signed personally By the Assistant
iDirector or Staff Chief concérned. ‘
9 &, Relations with the Civil Service Commission
’ a+ The Classification Act of 1949 exempts the CIA

from its provisions. #As—s-reswdi, Qur personnel prograg,
" b ‘ .

 GONFIDENTIA

S S

.

[ S
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v CONFIDENTI

inclﬁding bositipn classification, eppointment, Qromotion,
etc., is carried out within the Agency withOutza;;il Service
Commission revievg |

N })( Hoﬂﬁ@r,c?he Director has signed a written agreement
with the Civil Service Commission to adhere strictly to the
provisions of the Classification Act in administering the
Agency personnel program. The Civil Service Commission

plso has agreed to provide advice and guidance whenever
called upon to do so.

.W%ép. The supervisory and review funetions previously
exercised by the Civil Service Commission have been
delegated to the Personnel Director and his Steff for all
Agency personnel natters, regardless of their security
clagsification,

(e S Appointment Policies and Procedures

a. Positions are filled by direct recruitment rather
than by certification from the Civil Service Commission, Aﬁnwy.
4amm:ua:,—@asé%éene—are~§iiioé‘in accordance with established
Civil Service procedure.
b. The following policy is established for effecting
appointments to fill yacant positions:
(1) An individual without prior Government service
will be carried in a trial period status for the firsﬁ
S0 full year.
(2) An individual with prior Government service
who has served under war service or excepted appointmenté
will be reqﬁired to servé the first six months in a

trial peridd statusQ
§

’Appr'oved For Release 2001/09/04 : CIAFRDP81-00728R000100010005-8




An individual with Civil Service status will
be eppointed by transfer or reinstatement without any
time limitutidn or trial pexriod,
c¢o During the trial peru;.od an employee will receive

the special attention and instruction required to acquaint

him with his duties and to develop his ability to perform
his work in the most satisfactory manner, After a fair
and full trial period an employée will be terminated if
his services do not meet Agency standards. An employee
with veterans' preference or Civil Service status will

be accorded all rights and privileges granted him under

the Veterans Preferehce Act of 1944, as amended, and

Givil Service rules and regulations, (These privileges

are subject to special final authority granted to the

D:fo:tgé‘bj‘ the National Seéurity Act of 1947.)

d here —
d. - The following procedures are established for

—

processing individuals for employment within CIAs

(1) Assistant Directors and Staff Chiefs shall
transmit e Recruitment Requestf@em—-%\-\%’} in
‘the origihal and three copies to the Personnel |
Division as s equisitiondto fill as authorized
vacanc:);? A Personnel Action Request (Form No., 37-3
or 37-1) in quedruplicate shall be forwarded to the
Personnel Division as a requisition for actual employ=-
ment of an individual. In order to iniﬁiate security
clearance a Personnel Action Request may be submitted

against.a ’posiﬁion currently filled, providing the

e

. Under certain con‘ditions', it is pos'sible for 'employe'es to achieve permanent

Civil Service status while serving in this Agency. The Standard Civil
Service regulations will be followed in each instance, after initial |
clearance has been received from the Personnel Relations Branch, Personnel

Division.
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LUFENTIAL

Bffice'concernad informs the Pergonnel Division on the

form of the approximate date that the present incumbent

willl vacate the position,.

| ., 9 (2) An Application for Redewe® Iiployment {Shemdmrd
{ ! ot i :
' ; ! 201 Fomm=533 and a Personal History Statement {iiemmerr—atwi
[ 'é will be obtained by the Personnel Division and forwarded
: a ' ’
o with & Referral Sheet <Permor=9Me} to the eppropriate
i B [0} :
h H p_‘ . il
i o .E office. ﬁi‘; the office is interested, it will indicate the
: T prandadle é«‘v ‘
i - o T position, we—whiteh the individual ard - thrpolbAdtid
; +$ &
° K (2) TFinal selection or rejection of applicants
i E oy
| B 8 for positions above grade GS-5 or equivalent shall Wl(’7
[ 7]
. oo
§ o 2 rest with the appropriate Assistant Director or SA
2 Ao Xy gera Fg,,‘ma.éa,aim- arvter by Al }"'W{"M«Er’ﬁﬁ»&(,%‘.-}@‘
o ° Staff Chief, Heweuas The I-jerson.nel Chiefs may '
" g Ahas ths Faow 0ottt acaplBad o
4 : o refer to the Executive,rejection cases which they
= © .
! o : believe are not warranted.
3 ] ()] .
; B g (b) Final authority for the selection and
O
.g‘ é ; assignment of an employee in grade ‘GS~5 or equivalent
El H ~ ;
! f S and below, shall rest with the Chiefs, Personnel
T
T ﬁ 3 Divisions.
! 5 8
. °© ¢ .#(e) All assignments are subject to the security
1 3] e o
¢ = : :
: & A approval of the Inspection and Security Staff.
< =
(3) Upon the receipt of a Persomnel Action Request
the Personnel Division will make an offer of employment
s .
i S ‘ to the individual concerned (subject to satisfactory
i
£ 1 ‘
4 security clearance), and upon indicated acceptance will

initiate action for security clearance.
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(4) The Personnel Division will notify the office
concerned of tho fallure of an individual to receive

security clearance and will take appropriate action

to inform the lndividual of his rejection,
(5) @he—izecntzve—orffhe Porsomnel Chiefs will
contoct each individual (including detuiled IAC

personnel) relative to entrance on duty. 4n individual

assigned to a persomnel pool will be instructed to

report to duty by the Personnel Division, I'ollowing

security clearance, BHach individual (including

detailed IAC personnel) reporting for duty will

present to the appropriate Assistant Director or

Staff Chief a written notice from the Persoﬁnel

Division stating that he has been fully cleared and

assigned for duty. A copy of this notice will be furnished

the Inspection and Security Staff by the Personnel .

Division, ln extraorulnary circumstances the Executive v &
f-u.bwvmﬁ A)

A may give verbal auLhorlzatlon for entrance on duLy

after assuring Jvimsesdd that all required processing

has been completed. No individual will be accepted

for duty unless one of the sbove provisions has been ' i

mat.
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(] A+ Promotion Policles and Procedures

a. 4n employee may be promoted to a higher grade subject

tos

e
i
Lo
F
by
G
pr

(1) Ixistence of a suitable vacangy.

(2) Complete qualifications of the individual

for the vacancy.
(3) Completion of 90 day detail period to position

Gs-7, or above. Incumientg = of positions lower

than GS~7 must have assumed the duties of the position
to which they are being promoted, Prior to the time

of detail they must meet testing requirements and
qualification standards for the redommended position,
No employee shall be detailed to g position allocated
highsr than one grade ahove the position which he
currently occupies, These stipulations do not constitute
a barrier to promotion of an individual whose position

has been reclassified to a higher grade,

= ' ‘ (4) Submission of a Persomnel Action Request t@
P A the Personnel Division indicating the exact position

5 and the date the employee is detailed in order that
he may receive credit for the detail period, The
form must indicate the allocated positioﬁ that will

be occupied,

(5) Evidence‘of an efficiency rating as Tollowss

(a) GS=4, equivalent, and below - Gopd or better for

six months‘preceding promotion

&
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GS=-5 through GS-13 or equivalent - Very Good or
(n ‘

Excellent for six‘months preceding promotion

TS N R R e

(¢) GS-14 and above - Excellenl for one yoar preceding

promotion
b,  Promotions are limited to one grade exfiept in csses

vhere no intermediate prades have been recognized,

c. After considering all the factors indicated above, the
recommending and apprdving authorities will use the { ollowing
table as a guide in determining appropriate time in grade for

promotion purposes:

as ___CRC Time in Grade
1 1
R 2 3 nmonths
3 3
4
4 5
5 6 6 months
6 7
7 - 8
8 9 9 months
10
10 12 months
11 ‘ 15 months
12 ‘ 18 months
13 21 months
1 R4, months
=12~

g e e e e e S e S
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d. Assistant Direc'l;oré and Staff Chiefs shall forward
to the Personnel Division a Persomnel Act;‘.on Requeat containing
sufficient information to indicate compliance with the policies

defined ‘in paragraph_ﬁ&#e.
e, A fequést from a field station for é promotion must
be accompanied by a Position Description M)
prepared by the employee, which outlipes ‘the duties and
responsibilities being performed, together with remarks
and certification of the imnediéte superior. In the case
of o proposed position in the field service the description
will be prepared by the individual who is most familiar with
the duties and responsibilitiée to be performed. The
description must include:
(1) Factual description of the work being p'gr)é’/ii'orlned.
(2) A statement of degree of difficulty and respongi-
bility inherent in the position. |
(3) An account of the nature and extent of supervision,
iﬁdepéndent Judgment and decisions exercised by the incumbent.
£+ TUpon receipt of ‘a request for a promotion in the
departmental service the Personnel Division will audit the ‘
position  involved in order to deterrine the level of diffi‘culty',
responsibility, gnd grade at which the individual is perforn-
ing to ascértain whether he should receive a promotion.
£+ An employee occupying a classified position will be
advanced to the next higher step within his grade, prov:.dmg

§v Weeks
that he has twedwe—menths of service without an equivalent

o Wee ks
‘increase in pay for grades GS-10 and below or elghaezg—meh%h

serVJ.ce fvl‘ grades GS-ll and above. In addition ‘the

Approved For Release 2001/09/04 : CIA-RDP81-00728R000100010005-8

e e T T

T S N S

A R



Approved For Release 2001/09/04 : CIA-RDP81-00728R000100010005-8

((% employee must have & curvent eff'iciency rating of Good or
better and a satisfactory conduct roport.

ne-< Intra-Agency Transfer Policy

)( A Poersonnel Action Réquest for intra~agency transier

will be prepared by the gffice to which the employee ié, i ‘
Lttt (Dhatrtanionn WAL etsmnd Coall WK T,

a. It shall be t}le responsibility of the receiving office
to initiate a completed Personnel Action Request on all IAC
persomnel (including citation of the allocated position).

b. :The Personnel Division will initiate a recuest for
security clearance.

c. Upon receipt of security clearance the individual will
be cal].éé" to duty by the Personnel Division and will e assigned
to the requesting office.

d. IAC personnel ah‘Lil not be allowed to work in restricted

‘buildings wtil they are given a statement by the Personnel

Division certifying that all provisions for assignment have

been met.
.

e Separ;tion d intra-ag;éjxc)y transfers shall be reported
‘ . v i : ‘
o the Personnel Div&&n—‘ﬁ'efr%r/mel Action Request in tripli-
. ) . r ‘
Vrews. rz Fevermart Donivntf

cate, initiated by the appropriate office,
Salary Adminis ratg_gfr}%” ) appoponle,

a. Regular fuil-'bime employees and temporary employees
" of the Agency with a regular tour of duty compensated on. a

per annum basis will be paid in accordance with the following policys:

‘Approved For Release 2001/09/04 : CIA-RDP81-00728R000100010005-8 -
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(1) Entrance on Duty Salary

(a) New oppointments will be made at the base
salary of the grade, (Transfers, pr-omotioha, demotions,
re-employmehf,, and rainste.temcnté ape not new gppoint—
ments within the meaning of the requirement,) '

(b). Employees appointed by transfer, reinstate-
ment or re-employment to a position of the same grade
will be permitted to retain periodic pay increases
pregiously received.

(c) Employees appointed by transfer, reinstate-
ment, or re-employment to a position in a lower grade
than last held will receive salaries fixed to ‘allow
credit toward within~grade promotions for all service
in eppointment grade and higher grades.

(2) Detormining Salary in Case of rromotion

. (a) Vhen an employae is promoted to a higher grade position he
will be compensated at the lowest rate of such higher grade wh:.ch exceeds ¥
his existing rate of compensation by not less than one-step increage of
the grade from whichfpromoted.
(b) When an employee who has previOusiir ;é;éived
a change to ﬁ lower grade is promoted, his salary will
be fixed so as to allow credit toward within-grade

promotion for all previous service in the grade to which

he bs beingipr‘omoted or for service in any higher grades.

(3) Determining Salary _l_I_l_ Gasé‘_dﬁ Change to Lower Grade

(a) To détermine ss.léry 1n case of a ckar'ge to lower'grade, the
employes may be glven credlt i‘or a.ll service previously performed in the
lower grade and it any hlgher grades previously held. If the employee's
‘salary in the lower grade is within a one-step range of his former rate
- hé ‘wvill, be compensated at the sv'bep, in the lower gfade which is nearest his

pre sent salary.

Approved For Release 2001/09/04 : CiA-RDP81’-00728R000100010005-8
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g@edmd&n..mymhighmm grades-previeusily-held,
(b) Exceptions: The policy outlined above
does not apply in the following types of casess
1l. Tmployees who have earned meritorious
pay increases. An employse who has been given
" & wlthine-grade pay increase because of especially

meritortous sorvice or as a reward for superdor

accomplishment will be permitted at the time he

is demoted to retain one step for each such
advancenent.

2. Employees who change to lower grades
to accept probational eppointment., If the change
to a lower grade is due to employee'!s desire to
accept probational appointment, he will be
compensated at the step in the lower gréde whibh
ig neérest (but not in excess of) the present
salary in the higher grade.

3. Employees who were changed to lower

gradés for disciplinary reasons., If the employee
is changed to a lower grade for disciplinary reasons,
his salary rate will be set at the base of the grade
?i ‘ to which he is demoted in the absence of specific

provision to the contrary.

be. The salary policy now in effect for classified employees

also will apply to ungraded,\w:.: th Cespect to: (1) entrance on

duty, (2) promotion, (3) change to lower grade, (4) probational

=16
N et
GURHBENTI

iy T,
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appoin’l;ment?, and (5) disciplinary action, The term "step
increase! will be used for ungraded positions in lieu of -
"periodic pay increase! for class sified positions, |
(1) 4&n employeo transferring from a classifiod posibion
to an ungraded position will do so without loss in salary
unless his classified salary was above the Gop step of
the ungraded job to m‘vhich he is being aszigned,

(2) An ungraded employee who receives a conduct and

e:[’fJ.clencv report. of Satisfactory or higher vill receive
a step increase after the first six months of ungraded
service and annually thereafter until tho top step has been
reached. The salary for empioj@es transferring between
graded and ungraded positions will be determined alter
congidering the vaiting period elapsed and whether or not
an equivalent increaseis involved,

(3) An employee in an ungraded position will have
an opportunity to earn step increases as a result of meritor-

ious service and superior accomplishments,

g

/&~ M. Career Mansgement
a. The career management program of the Bgency is designed
to provide from withins |
(1) A4 source of well qualified individuals to £111

vacancies as they occur.

(2) A system vwhereby individuals may qualify and be
promoted to more responsible positions through training and

development within ‘the Agency.

e S o R

v Approved For; Release 2001/09/04 : CIAjRDP81j:0Q728R000100010005-§




Approved For Release 2001/09/04 : CIA-RDP81-00728R000100010005-8

€
i
oied
m
Lt
v
=
6-4
i
prce—__
o

b. It is Apency policy that vacancies will be filled

by the best cualified empioyee available within the Agency.
The baSig considerations f{>r promotion will be proven ability

and merit.

t | /& 5. Persomnel Status Reports |
j a. Assistant Directors and Staff Chiefs shall submit to ‘
E _ | the Personnel Division a Personnel Ini‘ormdtion A(Form No. ‘ i
with tapy to [ ¥5 Sty :
37-6)vhen en’ employees
(1) Chonges his name, home or office address, or
home or office telephone number.
(2) . Is separated from the Agency by transfer, resignation,
or enters the military service from civilian eg}ploymen'b.
be In addition to the above a Pergonnel Status Report ‘(Form
Wo. 36-7) shall be submitted following any change in an
employee's marital stabus, The original of the form will
be routed to the Personﬁel Division and a copy %o the Chief,
Ir;spection md Security 9@3 .

(7 A67  Termination and Tinal Clearance

a. Each employee will obtain clearance prior to final
payment. Clearance will be obtained on a Final Payment Clearance

Sheet (Form No. 34=30) when an employee is being terminated,

leaving for overseas. dubty, granted leave without psy for a

, ‘ périod in excess of 60 calendar days, or being transferred
' to or from W Tund status.

b. The Personnel Division will be notified by Personnel

Action Request at least oné‘ week prior to the effective date
=18=
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of the request. Upon receipt of the Personriel Action Request

i
L
o : . Divisio .
u the Personnel/w make necessory arrangements for an exit inter-
|

view and for final clearance, will direct the employee.to the

Inspection and Security Staff for security clearance, and will

| . then obtain the edditional reguired clearance by telephone, 1
_obtain the emplcyee's signature, and direct the employeé :
to deliver the form to the applicablé payrodl office, When , ,
é the employee is unmvailable all action indicated will be : .
taken except procurement of the employeeb signature. :

ce The Chief of a field office will:
(1) De=brief the employsedak gtesd g A’Dc-l/vvﬁutw./a‘m

o~ U\L«D-w:c/v—bv At A /&\1 e /A
(2) On the Final Payment Clearance Sheet complete

certification blocks "office to which assigned" and

"Security Branch'.

(3) Obtain employee's signature and forwarding

addrews.

(4) Torward the form to the Personnel Division

} * through established channels. ‘
‘ f / 3/1'7. These regulations wili govern generally all personnel i
actions of this Agency, both overt and covert, and will be
applied to the fullest possible extent in carrying out épecific
provisions of Coni‘idential Funds Regulatbions cdvel*ing covart

personnel actions.

R, H, HILIENKOETTER
Rear Admiral, USN
Director of Central Intelligencé . o

DISTRIBUTION: A, : i
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- CONFIDENTIAL

21 April 1950

MEMOVANDUM I'OR: MANAGEENT OFFICER
FROM: Assistant Director, OCD

SUBJECT: Termination cledrances

1., Attached draft, which I shall not use, does point up a
situation which should be straightened out.

2. It is easy for Offices to neglect to inf'orm Liaison of
individuals who resign, (and it ig for that reason that I am not
going to send this proposed complaint to 0SI), but it is a fact
that if Liaison does not receive such advice it cannot cross a man
off the liaison lists. It would be easy for such an individual to
continue his lisison vetivities, still being accepted as a CIA
employee, long after he had left us. This would be bad.

3. I suggest that the form which must be filled out for tex-

" minstion clearance have added to it a check with Liaison Division.

In this way Liaison would be advised, could cross John Doe off the
list, and would promptly inform the opposite mumbers. in the other
agencies thalt he was no longer a CIA emplo

COMF IDENT AL
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SIANDARD I'OHM NO, 84 C W' ‘Dtm‘ .t

-
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‘,\

Ojﬁce Memomndum UNITED STATES GOVERNMENT

TO  : Assistant Director, OSI DATE: 20 . April 1950

FROM : Aggletent Directdr, oCcD

SUBJECT: Operational Liaigon

Reference: CIA Administrétive Inatruction -

l. As you lmowy OCD 1s charged with responsibility for the administration
of operational liaigon as set forth in the reference inetruction. Paragraph 6
of reference states, among other things, "OCD will be informed of personnel '
changes within or outside CIA which affect operational liaison contacts".
2. In the course of recent inquiries, in fulfillment of its function

under the reference, Liaison Division of OCD learned (by chance), that

: _for vhom several continuing and ad hoc clearances had been

requested by OSI and established by OCD, 1.9 no longer asgociated with 0OSI.

3. It ié requested that the present official status, withi;i 0sI, of
I - clarified so that the records which 0CD, 15 &bliged to maintain,
In this connection, may be accurate. It is also requested that OCD be %’h
adviged of future OSI personnel changes, ingofay as they affect operational

lialgon, as required by the reference.

CONF L DENT! 18
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CENTRAL INTELLIGENCE AGENCY
Washington, D, C.

25X1A ADEINISTRATIVE INSTHUCTION

NO. I ' 21 December 1949
SUBJICT: Persomnel Folicies and Procedures
- 25X1A ' : ‘ _
sdministrative Instruction [Jll dated 9 December 19L9 is amended as

indicated Lelow:

1. General l‘oligx

* o

b3

be There is mo objection to officials of the Lgenzy not listed
in paragraph l.a discussing with prospective applicants the possi-
bility of their availability for employment by CIA, Such discussions
will ‘in no case include cormitnients of any nature for actual employ-
ment or salary level, . violation of the policy relative to comait-
ments for employment or salary level may result in immediate dismis-
sal of the individual committing the vieolation.

LR R O
2. Proselyting

as Ixcent as indicated in paragraphs l.b and 2.d, officials and
employees of this ..gency, including those listed in paragraph l.a
above, are prohibited from discussing employment possibilities with
any employee of any other government agency or employees of the
Congress without the presentation of a written release for such
discussion from the employing agency of the individual concerned.

5. General Responsibilities of Personnel Divisions

S B e

h. Sxclusive liaison with the I&S Staff (except by the Executive
or Personnel Director) relative to personnel. security checks and
clearances in connection with initial emnloyment by CIA. 4ll re-
quests for initiation of and information relative to status of such
personnel security checks and clearances, will be channeled through
the Personnel Divisions,

FOR THE DIRECTOR OF CENTR.L INTEILIGENCE:

aptain,
; Executive
DISTRI BUTION: A ) )

CONFIDENTI ~L
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[ CETRAL INTELLIGLNCE AGENCY
' ‘ Vashington, D,C.
i
[
{

S

5X1A
|
! . ADMINISTRATIVE INSTRUCTION ‘ 26 October 1950
} SUBJECT:  Personnel Policies and Procedures
25X1A
L Pending revision of Administrabive Ir:struction- ag amended by
the following instructions will govern:

25X1A

a. (1) Requezts for entry on duty of individuals prior.
to completion of full security clearance procedures will
be submitted through tho Personnel Dirsctor to the Chief,
Inspection and Security Stuff by Assistent Directors and
Staff Chiefs, including essentizl details of operational
Justification and urgent need for the scrvices of the in-
dividuals concerned.

i (2) The Chief, Inspection and Security Steff, will
i forward the recduests with hisg recommendotions to the iec-
utive who will obtain the Director's action,

be The (‘hipi‘, Special %uoucrb ;‘L ‘i‘i‘ nd Lhe Porsonncl TVirecL.or

tions involvmg grudes uS-J t‘u"ouﬂh (ro-l). ‘.In_ ,uo*vea dllfbronces
of opinion between the Chief, Zpecial Support Stuff, and Assistant
Directors and 3teff Chisfs will be referred to the Personnel Direc-
tor., Similar differences involving the Personnel Director will he
referred to the Executive,

Ce The Ixecutive is authorized to act for the Direcltor on recom-
mended personnel actions involving grades G3-16 and (5-17.

‘de Personnel actions involving grades GS-18 and the thrze spe~-
cial grades authorized by Section 9, Public Law 110, as amended, will
25X1A , be referred through the Hxecutive to the Dirs 1 acti

| ‘ DISTRIBUTION: 2  TALTEL B. SMITH
Director

CUNFIDENTIAL
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