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- two. woeks per month, etc.), whether in CIA buildings er at other work

_with Agency regulations. Time and Attendance Cards submitted for pay=

.. appropriate Assistent Director or Staff Chief,
.. prior to processing of the terminstion action,
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SUBJECI: Employment of Consultents.
‘ :

1, Effective this date, all consultants, whether to be employed
on a WAE or WOC basis, will be processed for appointment and the
necessary seeurity clearance in the seme manner as regular full time
employeos, s

: 2+ A oompleted appointment form will be submitted to the proper
Personnel Division in each case of desired employment, including.infor-

mation as to the length of timé ‘the sorvices of the individual will be used,
whether on a one-time or inbermittent basis (i.ce one day per week,

locations, ond any other pertinent factors et varisnee with the normal

s

utilizetion of & regular full time employee.

3. When first reporting for duty under an approvéd.confract, the
individual will be routed to the appropriate Personnel Division for the
completion of the employment action. '

‘ L. Appropriate supervision must be exercised over the use of con~
sultants to insure that their services are being utilized in accordance

ment for services must reflect mctual hours worked, and include a-
certification by the supervising division or branch chief, ‘

5¢ In accordanse with existing laws, the following certification
will be attached to his Time snd Attendance Records by the consultant:

"I cortify that on the days covered by this report, during
whioch I was employed by CIA, I performed no duties for any other _
Governmeént Ageney for which compensation has been or will be {
claimede™ ' §

6. All outstanding bonsultant‘appbintments will be reviewed by }
the Personnel Divisions as of 30 June and 31 December each year, » §
Recommendation for renewal or cancellotion will be requested of the . 4

T+ "Upon determination that a consulﬁaﬁf's services are no longer
required, the Assistant Director or Staff Chief concerned will notify
the Personnel Division on the proper termination form¢ The Personnel

Divisipnvwi;llarngnge:forwfinal clearance. Any outstanding indebtedness
to the 4gency will be reférred to the eppropriate office for settlement j
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