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CENTRAL INIBLLIGENCT AGENCY
Vashington, D. C,

25X1A QUL

10 muly 1952
SUBJECH': Policies and Assunrptions to Govern Propasation of
1950 Budget

Attached is o copy of a letter to DOI from the
off the Pureau of the Budget outlining the
other assuwuptiovs tnder which the 19%5h Ludge :
by the Burean of the Budget. This statement of i t policy
alzo gives gencral criterin under which Ludpet oo e wili e
evaluated. A copy of thig letter is being £ uois for pgeneral
information ac the finsl overall Azency budpget is veguired to be
brsed on these assumpiions end policicsd. )

Director

nomic and

POROTHE DIRECTON OF CENTRAL TNTELLIGENCE:
25X1A

Lo K, WHI'UE
Acting Depubty Director
(Administration)

1 Attachwent

DISTUIBUTION WO, 1
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WELCUTLIVE OFFICE O THIS PRESIDENT

FURBATU OF THI BUDGET
VIASIINGTON 25, D, C.

June 27, 1952

My dear Genoeral Smith:

The President hos established the foJIOWLnﬁ policies and
assumphtions to govern the preparation of the ! The
material contained in this letter is for the o yoro
agency in prepariug its estimotes and ic nob no be .Lleascd
outside the agency.

ASS1Uﬂ JH

Empleyment, production, and natiopal income will continue
to risc, with the grosg naticnal product in the fisecal vear
1954 being sround $365 pillion (o ompared to Junuary-March 1952
rate of $339 billxou) and unemployment not excecding an averase
of 2 millicn. ‘Mie ovailability of materials will not be a
limI*ting factor on Government civil progrems.

Prices on the average will remsin unchanpged at shout the
present level.

Internstional situation - no substanticl change in inter-
naticnal tensions.

Buresu staff will supply more detailed iniformotion on the
economic assumptions as they muy relate to your specific programs.

Budget Policies

The level of programs and activities to be finsnced in the

o5k Budget will be determined by their necessity for the planncd
deP nse program, the internal securlity of the Nsotion, or the
naintenance. of essoential civilian services. In general, any
incregege over the level of activities provided by 1993 eppropria-
tions vill require exceptionally strong justification. Prn&rsnm
relating to defense needs must meet the same strict tests
those related to essential civilian needs. Boch activity should
be appraised in the light of the following specific policies:
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1. lZach activity and service should be serubinized as to
vrgency and intensity of need for continuation at the
wisting level of operation. Those uot wakingm o
signilicant contribution Lo defense o cosential
civilian needs should be critically re mined; LT
elimination wonld resulb in loss of +the Covermient's
proevious investment in physical luprovements, occumi-
lation of valuable data, or continuing Programs Lo
attain long-range objectives, they may be continued
at a minimm level,

Provision should be made only Lor minimum aceopbal
standards of sevvice even thowgh sucelh
involve o reduction in service.

no

3. MNo increase in activities above the 1 5
tevel should he provided fov unless (a) dreetly ra-
lated to and necded for the cwrent delonse proguranm,
(v) clearly require rothe svpport ol essential

civilian seirvices, taking into sceount incrensing

worklood cnd hacklogs reaciing mmanageahle propoy-
tiens, or (c) requived o produce o tenpdble and
substantiol augnentation of our ility to continue
devoting o larpe portien of our econcmic and phys-
ical resources to wilitoiy purposcs.  Lncreascs wndey

(¢) above showld be specilically identilied and

Justitied.

b, Estimates should anticipate to the maximum extent
pro cable increaces in efficiency, such as those
rezsulting from reovganizations, iwproved management
and mechanical procedures, and betbor prosreonming
of work to be done. '

. Dote and Completiness of Submission

Your budget for 1954 which is due on or hefore Sephoubor 15,
should cover the complete requirements of your agency for the

ear,

Sincerely yours,

(Bigned) I'. J. LAWION

Honorable Walter B. Smith
Divector, Central Intelligence
Agency

Washington 2%, D. ¢.
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i
Securid

Ini'ormation

CENTRAL INIELLIGENCE AGERCY
Washington, D. o,

.

BUBJECT:  Pre-exit Imberviews

.'I.. 15 ]Iotwa_, dated 22 October 1951,
g, " called athtention to the neccssivy
. L'u novel of competent pereonn.
i oconducted for viromlly 2ll sepa
oceur g0 late thoat no sction can be L'-Ms-'u 1:
i "”Vic'\\'in;; procedure ds profi uuul
wyees who contemplabe leaving !
before their Lo L :
| tall in their ob
action when an employee oypies
iv L(‘I\t'UL Lo resign.

u b-&
,,L':,'eri 1;0 the
D‘l‘cu;,u.ren'i;j
Lo i

. Good p').?ﬁ,r“l:‘“J. u.m«wuz 2nl starts with
saor,  Tho ef i -;r-v'lus:; off bhe oy
e@ on how well the appreciates
cin and should be. jal of capuble empi one G M
ment's prime resporsibi les.  Supervisgorg.at oll L 16 munst he
2eb o est cndomedntoining job scidsfoction ol o
degree.

U hig conta

e
[oRAR:

higrh

3o Accordingly, it is direeted that supervicors refer to the
f)gvolﬁ‘hlh‘ Persomnel Relatious Bragsch any cuployee who cxpresscs Jjob
or other dissaiisyue which cuan not be rwsolved v pormed
supsrvisory channels Jrocrastination nust avo e el malte
*"‘rt}cum.l.y when there is iudwu,u.u;x;. that the enployec is contemplit
esighation,

FOR THE DIRECTOR OF CENLRAL IWIBLLIGENCE:

L, K, WHITE
Acting Deputy Director
(Administration)

DISTRIBUTION WO, &

RESTRICTED
Beeurity Informetion
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STANDARD FORM No, 84

ey
KT A")‘

OJﬁce Memamndz;m * UNITED STATES GOVERNMENT

Tferiution

TO ' Acting DD/a DATE: o
FROM 1 Acting AD/P

SUBJECT: Pre-Fxit Interviews

l. From ny review of reports of exit interviews I am convinced that
we need to tighten up our requirement that our Employee Counsellors be
given the earliest possible chance to put the wheels in motion to salvage
good people who may be leaving the Agercy for preventable reasonse. Our

past successes have been fair but I feel we have much room for improvement.,
20 There is attached a draft of a Proposed CIA Notice which is aimed

at further decreasing our breventable losses, Recommend it be published
at the earliest possible date, Distribution should be made to the lowest

supervisory level,

MATTHEW BAIRD
1 Attachment

Draft of proposed Notice

g‘ § 3 e:in-.:s: ,
Secu nforraation
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CENTRAL INTELLIGENCE AGENCY
Washington, D, C.

ROTICR
E— L iy 195

BUBJRCY: Dismissal of Perscunel Due Lo fixcussive ideat,

1. ca N - cct: "Dismissal of Personuel Due
to Excessive lleat”, srants autbority to Ofiice heads to dismiss grouns
ol personnel under certawn specified heat and bandity condit.ons.

2. The conditions specilfied in the Regulation are that the
tewperature be 05Y or higher sccompanied by a humidity of 55% or mowe,

or similar conditions which render a pawsticular area nusuitable for
work.

N

3. Tu owder to assist Office heads in making determinablons as o
whether existing conditions are sueh that jroup or mess dismicsels arc
wvarranted, the Chief of Ceneral Scrvices will previde facilities for
toking temperature and humidity readings wien requ d. These tempsro-
ture and bumidity readings will be furnished auvtomatically wien gensr
weather conditions are such that Lt appears this mrice will be needed.
At other times, such seovice way be obtained by c
Maiutenance and Utilities Divielon, BExtens.on 2168,

L, Greups of persconel dismissed under this policy will not be
chargad with leave.

5. In cases where detesminations have not boer made by the Office
heads that group or moscs dismissals are necessary in particular areas,
individual dismissals will e handled in the normal meaner; l.e., indi-
vidiuals who feel that they must be excused will Le charged with anaual
leave or sick leave in accoxdance with wedical determinstlion.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 25X1A

L. K. WHITE

Acting Deputy Director
(Adiinistration)

DISTRIBUTION NO, 1
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NOTICHE

BUBJECY': Transit Strile - fmerpency Service

will be appreciated in nelping theis
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" RBSTRICWRD
55d ity Information

CLNTRAL INLELLIGENCH AtENC
Washington,. Il. C.

1. In the event of a trensit strike, the cooperabion of wll employees

4

fellow employees who normally use

public transportaticn wn traveling to end {rom wori.

~

2. The Tollowing suggestions are-oiffered and it is strongly urked

that all ewployees coopevate to the fullest extent possible.

a. Bmployees who use public-transportetion should try (o erraiy
for a ride to and from work with a fellow employee or friend who is
driving to worlk in the vieinlty ol CIA buildings.

b. Those employees driving their own. cars - be of greac
service durinz this emergency by placiug hand w placerds dn the
window of their car indicating the peneral area of desbtinalion both

) going to-and from work, sucl. as:

(1) Ruvewrside Stad.un

(2) West Potomac Porlk

(3) Luincoln Msmorial
These signs should not read (JIA. On the return trip iu the evenin:
aployees might indicale on the reverse side of the sign, general
destinations as follows;

(L) Bethesda via Wigconsin-Avenua.

! .
(2)  silver Spring via 16th dHtreet

(3) Scutheastvia South. Capitol Street Pridge

c. Signs willd be printed on request to. the Reproduction Divisiou,
Adminigstrative Service, Bxtension 3600,

d., To facilitate the above sugzgested plans, the Agency bas es-
tablished the following pickup and dellvery poiuis. Dbmnployses driving
their own autowobiles would pass by ons of “the Ioilowing asscwbly
points in the evenring where employees waithout tronsportat.on would
aspemble.

-1-
RESTRICITD
Heeartty LNl OTmRL IO v s st e
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RESTRICTED
Becws Lty Lnformation

Asscnibly points aye established as follows:

Norbl, Central, Administration, South, ot und "M" Bulldings

Phe Capital Trans it turn around stop baiween " Bulding

and. the Heurich Brewery and directly across
Riverside stud. um.

"L oand K" Buildings

Tp the rear of "L" and "K' Buildings ob gates L1, 3, 9, and 10.

Quarters "1", [N 20l fllcott Hall

In the parking ares behing Quarters "L,

e. OFffice heads should exercise reasonuhle latitude in excusing
cuployees who arrive late or must leeve early due to transportotlion

difficulties or arranzements,

3. Informotion frowm the U. 5. Park Commission indicates that
additional porking will be permitted on the Polo Tieid, West Pobowae
Park udjocent te Quarters "I,

FOR THE DIRECTOR 01 CENTRAL INPELLIGENCE:

Le Ko WHITE
Acting De

the street from

puty Director

(Administretion)

DISTRIBUPION NO, &

-

RESTRICTED
Security Information

'~
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RESTRICTED
Security Intormation

CENIRAL INTBLLEIGENCE AGENCY
Washington, D, C.

25X1A o
TOTICE
25 June 1952

SUBJECT:  Bxpenses of Studeats Enrolled In External lraining
25X1A Pirogramns.

pivErarcs: orh regnlasion [ NGTNNG

and per diem

1. BFfcetive 1 July 1952 the expenses of travel
apcurred by students enrolled in external traini ms afber

Lhat dete will be borne by the OFffice of Traini ard not by the
sputsoring offive as provided for in CIA Regulation No.—

2., CIA Reguletion No, NEMENEill be rovised to ivelude this
provision.

FOR THE DIRECTOR O CENIRAL JIMTELLIGENCE:

L., K. WHLTE
Acting Depuly Director
(Administration)

DIRCRIBUTION MO, 2

RESTRICTED
Security Information

e e O 0 1 L s
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RESTRIGTED

QEATEITY FORMATION

25 June 1952

MEMORANDUM FOR: Chief, C&M Services

SUBJECT ¢ Proposea CIA Notice Covering
External Training Expenses

1. Attached herewith is a proposed CIA Notice concerning
the expenses of students enrolled in external training programs.
This Notice is a result of discussions held between representatives
of this Office and the Comptroller.

2. It is requested that your Office coordinate and prepare
this notice for issuance as soon as possible in order that the
Office of Training may be authorized to budget for such expenses
in the estimates now being prepared.

25X1A

»

; Director of Training

R

FaEx

STRIGTED

Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3
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CONI'IDISH U TAL
Secwirity Informuution

CENIURAL INTWLLIGENCE AGEHCY
Warhangton, D. ¢,

RoTICH

SUBJECT: Employment wnd Training of Clerical Pergonnel

. The Interim Assigrment Branch, formerly the Persounsel
Pool, has as objective the improvement of the Jdection and placenont
ol' better yual ed clevical persovnel. The Interim Asgigiment Branch
(lAB) is operated by the Personncl Office Tor the purpose of maintaining
a constant reserve of elurical persomnel for assigiment os resular turn.
over replacements and to supply expanding staff regiivements. The
Office of Training is responsible for the traini of clerks, typlsts,
vtenographers, and secrctaries who arc assigned to IAB. The IAB scives
as the medium through which the Azency holds such personnel during the
period of security processing and subsceguently until they are considered
qualified for their speclific assignents .

L. Gene:

Le

2. Oversens” Assignment. Tt ig rable that personnel with
previous Ageicy experichos b whiliosed Tor overscas positions. Accordingly,
it is the general policy of the Agepey to £ill all types ol overscas
clevical positions Ly transicr and redssigument of present depaltmental
personnel.  All offices will gove fullest coop Lon an implementing
this policy, whicl should stop many of the present difficulties coneerning
orientation, per dicm, and olher problems cvolving frow the
practice of recrulting exteraally for direct oversuns o

-

3. Slottin ALL el typists, stenographers, and secretaries
herealter recrulbed will he slotted against positions of the IAB re-
pirdiess of recruiltiment source. Clurical persomnel reeruited by members
of operating offices will be earmariked Tor evenvual assigmment to the
operating office waking the referruls if such action is desired. Vacancies
in operating offices will be filled by placement off qualified employe
from the IAB. Through this device, positions will not be encumbared with
clervical persounel in process who may finelly fail to enter on duty. When
the Assistant Director (Personnﬁl) determines that exceptvion is dustified
he mey approve slotting of a rcerait directly against an overseas pesition.

I~

L. Standurds of Proficicney. The Personnél Office will enter on
duty in the IAB only those persons who meet the standards of broficiency
for the grades for which they are reeruited or whose potentialitics assure
that scceptable standards of proficiency will be reached through the
training given in the IAB. IF au londividual fails to atbain these

acceptable stondards, the Office of Training and the Personnel Off.ice will

-1~

CONFFLDBRTTAL
Seeurity Information
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CONPLLENTTAL
gecewsaty Invosibion

subility oF additionil trasnrng. noabose dobermined
that additional ining would not be prolotable, ol cuployso will
eibier be sgsigned Lo snotin positioun nol egul I uhdlls wlhieeh

he appears wable to develop o will be sepurited Lor Filuce to qualify.

determine the adv.

He  Trasning. ALY proves.onally eloaced clovienl peisconel nsslined
to the IAT must | oobrosains colrue of owh CWO ' duratbion,
unless wesults of ts andicabe po need Tow worndining, iun which
case the individucls will be assipgned avos Lol v oprogjeets,  Insolar
ws operabting office requirements will permi, clorecal personnel who
enter on duty only alter full sceurity cleavance will complete the some
Greaning as that regnired of persons \fhu Qi assil doto the IAB while
sl security el anee,  Since certain portions of the full trzan
conrse are ol & classificd nature, esch clearcd 1.1 sl Wil be gave
days and o1l othels . R or to rd
from the TAB. This latter tr:z:'w'ing, will comslist ol ;
ol wffice procedurcs and skills for whaca the new employes wall be held
sponsible.

L2000

1

6. Provisionolly ¢leamrcd clerlenl pusr)r 1G] the
TAB will bé d perform work Prog oAbl puo obed”
to the training progron.  The lkl‘ souneld. Clfice will wecept mml agsified
worl. projects from opueraling i, providing dendline commitmenis arc
notb involved.  1n order thoat sveh worlk projects will not backlog ot
4 iment of the opurtting olfices, the Personuel Ofilec will accepl them
only to the extent thot the ITAL's copuciby fudeet atios thowr prompt com-
pletion in a reuseneble period of time.

&)

oL

FOR THE DIRECTOR OF CENTRAL INLHLLLGENCE:

K. WHILTE
Acill {

(:

DISTRIBULION NO. 35

-

CONFIDENTIAL
Beenrity Inforsotion
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CONFIDMI AL
coecwrd by Infaruation

CENEORAL INIGLLLGE liL)Lu AthstiCY
Weshanggton, D, C.
HOTLICEH
5 July 1952

SUBJECT: EBmploywent sice Trainirg of Clerieal Personncl

The Interim sssignment Branch, formerly the Persoun:l
tave bthe improevement of the cebion and placeweot
pgament Branch,

Pool, has ag ;
of better au rical personncl. The Inberim Ass.
(14B)Y is o d by the Persomuel Office Tor the purpose of mointalving
0, cons mm reserve i clerical personnel lor assigzineni as regulur turne-
replacements and Lo supply expanding staflfing roguivements. The
e of Trasming is responsibla dor Lhc traiuin; of clerks, typisbs,
stenosraphers, and secretaries wvho are agsigned to LAB. The IAB serves
as the medium throusgh which the Areincy holds such personnel during the
period of security processing and :‘-;ub\‘vqumli,]_y until they are corssdered
gqualified for their speclilc wssigmnments.

2. Overs

5 Agency
b]"@ LENeLdl pulxc‘y ot i,u, Af'
clevical LJOOJ,L.L : i

Ly L].l,uL‘Lxlhl\_ that personnel with

s positions, Accordingly,
cpey to Dl all types ol overscas
enssdoment of prescnt deparimental
persennel,  ALL uf.um,u wil ve Pullest coopervation an implementing
tlils pelicy, which should stop mmuy of the present difficuliies concerning
orientation, pexr dicw, aod other problems evolving rom the
practice of reeruiting externelly lor diccct overseas ussignme uL

, stenographers, und sceretarics
ainet posstions of the IAB re-

rical personnel recruited by members
arked (or eventunl ass.gnment to the
operating office waking the ut vrols LF such action is desired., Vacancieds
in operating offices will be £illed by plocement of qualified cmployees
from the IAB., Througsh this device, positions will not be cencumbéred with
clerical personnel iu process whe may Tinnlly f21i1 to enter on duty. When
the Assistant Director (Personn:l) delermines thot enception is justified
he may approve siobtang of o receiuit divectly against an overscas position.

ks, typlobs
ealter recrunted will be slotbed
reciultment source.
operating offices will be

Lk, Standards of Pro. telicy. The Pvr omné:l Office will enter on
duty in the TAB only those persons who e standards ol proi'iciency
for the grades Fou which they are rocruited or whose potentialitics assure
that acceptable standards of proficiency will be reached through the
training given in the IAB. I an individual fails to attain these
acceptable standords, the Office of Training and the Personnel Office will

~1-

COMFIDENLTAL
Sueurity Informastion WW
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Doniatiuy Loty on

determineg the adv.sabi
that additional b Ly would not b peol’ste
eiiher be aestoncd to anotlor pusebion nou requl

L apoeers voable Lo vevelop or weld ue sceporaied Tol

by ol widit onsl brodnong, Nk daeternined
O enployoe will
1 siddills whoeh

vidlure tooqual iy,

Gvad L ont Ly elodled

<

ooall op
Gotraning conree of b .
indicate Lo need o furbhor o N, i which
lgned avai louile vors projects.  Insoiar
5 willL permic, elorical personnel who
Yoelearance w: Ll comuleve the same
o to the TAB while

; ol Lhe 1L troaning
1oelork will bi glven bty

—_—

;1

Lo the IAT mus
unless results

> che indiy
! Ol)\/L(].\» i, 15 3
enter en duty Olllj arter Ml sccurs
braindnr as that regquired ol persons who arc
RAVASN securlty eleurance,  Hince certain P
: ¢ oL 0 oclussified nabur stel elearsd
days and all others three days of tralniis tmmedsns
from the IAB.  This lather sizt ol
of ofifice procccurcs and
respousible,

a0 roelo
applicaviong
Wikl he held e o

Loaied el xu"' L PO s O] i
_pxu.'i.ou's {evoted
cepl unclassifiod

6. wjeetbs.  Provisionslly o
TAB w.ill be detailed o perrorm work pro,
te the traiving peogrem.  The Poiscinel 0
"JOJL projects Lrom opuiating oflices, provadin. Line commitments are
s dnvolved.  in order that such woils progecis will net bhackl & to thoe
du triment of the opurating of Tices, the Porsonnel Ofiiee will accuept them
only to the ¢ 1‘L~11L thet the TAB's copocity iudicotes thewp prompt com-
pletion o o reasonnble period off bime.

Lo
HORvIc)

LG

FOR THE DIRBCTOR OF CENTRAL LNTi LLIGENCE
25X1A

Lo K, WwH1TH
Acbiug Deputy
(Adminnstret

‘ ])I,JT“CL‘B ULLON NO. 3 '

CONFIDENTTIAL
Seeurity Inforipation
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ORM No, 64

AR~P-1G 75

ity

O]ﬁce Memorandum = UNITED STATES GOVERNMENT

TO + 1 Assistant Deputy Director (Administration) DATE: 2l June 1952

FROM 1+ pcting Assistant Director (Persornnel)

SUBJECT:  mnployment and Training of Clerical Personnel
REFERENCES: (Attached as Numerical Tabs)

1. Memorandum dated 28 April 1952 to ADD/A from AAD/P,
subject "Per Diem for Clerk-Stenographers. !

2. Memorandum dated 21 May 1952 to Personnel Director
from AAD/P, subject "Clerical Employment Operations,"

3. Staff Study dated 12 June 1952 to ADD/A from AAD/P,
subject "Initial Slotting and Training of Clerical Personnel."

1. The policies, procedures, and ideas involved in the three
references have been consolidated into the attached draft of a CIA
Notice, subject as above. It is recomended that this Notice be
published at the earliest practicable date.

2. Reference 1 covered the proposal of the Inspector General
to slot all new clerk~-stenographers against departmental positions
to avoid further dissention regarding payment of transportation
expenses and per diem to such individuals who were being slotted
against overseas positions. It has been agreed by all concerned
that the Inspector General's Suggestion should be adopted but
broadened to include all clericals.

3. Reference 2 covered my instructions to the Personnel
Director to revamp the operations of the old Personnel Pool so
as to provide a means by which adequate training of new members
could be accomplished. You have agreed to the principles involved.

k. Reference 3 advanced the idea of entering all clericals
on one T/0 and assigning them from a common source after completion
of required training. You have approved this idea.

5. We will appreciate return of the references after they

have served your purposes.

. VATTHEW BATRD
Attachments: ' B N T
3 as listed

25X1A

i

- Seper

Security Information
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CENTRAL INTELLIGENCE ACHNCY
Washington, D. C.

NOTICE

I 25 June 1952

SUBJECT:  Voting Infoimotion

1. In many cases Armed Forces personnel and civilians serv-
ing with the Agency will not be able to vote in person in the
coming Presidential Flection because of being stationed outside
of thelr howe states. Lews in most states provide for voting by
absentee ballots, wnd, undoubtedly, a considervable nuwber of
seirvicemen and civilians who cannot vote in person will want to
take ndventage of these provisions.

2. The Armed Forces Infoimetion and Education Division of
the Department of Defense hos prepared o pamphlet entitled, "Voting
Inforination", copies of which have been obtained and distributed
to each Office. The primary purpose of this pamphlet is to out-
line the procedures for registering at the place of legal residence
and to provide a summery of absentec registration and voving pro-
cedures for cach state in a condensed and understandable “oshion.
All members of CIA who may have any questions as to their eligi-
bility to vote are urged to consult the above-mentioned panphlct
which may be obtained from the various aduinistrative ofTicers.
In 2ddition, members of the Personnel Relations Pranches and the
Military Personnel Division of the Persouncl Office will be avail-
able to discuss voting problems with any Agency personnel who
desire to avail themselves of this service.

FOR THE DIKECTOR OF CENTRAL INTELLIGENCE:

L. K. WHITE
Acting Deputy Director
(Administration)

DISTRIBUTION NO. 3
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O]ﬁce Memomndz;m * UNITED STATES GOVERNﬁﬁﬁ‘p’/?&‘

SN 0 195
To ! Assistant Deputy Director, Administration DATE:

FROM 1 Acting Assistant Director, Personnel

SUBJECT: Voting Information

1. I have secured a number of copies of the Department
of Defense pamphlet on "Woting Information" in the belief that
all members of the Agency, both military and civilian, should
be informed fully on the voting requirements of their particular
State of residence. I propose to have these copies distributed
to each Office. Copy is attached for Yyour information.

2. There is also attached a draft of a proposed CIA Notice
announcing the availability of the pamphiet. Recommend it be

published as soon as possible.
_ o

MATTHEW BATRD

Attachments:
1 - Pamphlet, "Woting Information®
2 ~ Proposed CIA Notice

OPD/CWC:sm (19 June 1952)
Distribution:
1 - A/AD/P

1l - OPD
1l - PSPs
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CENTRAL INTELLIGENCE AGEHCY
Washington, D. C.

25X1A NOTICE
26 June 1952

SUBJECT: Procurement Contacts

1. The Chief, Procurement and Supply Office, is responsible for
the procurement of supplies and eguipment reguived for logistical
support tor all components of the Agency, except as departure therefrom
18 properly authorized,

2. Office heads are responsible for ensurings:
=]

&. compliance with CIA I’.egu].a‘tiou_ which 25X1A
provides that the Chiel, Procurement and Supply Cifice, will
determine and supervise all liaison with other 1., S. Governmendy
agencies .n connection with requirements Lfov and procurement of
equipment and supplies, and

b. that approval is obtained from the Procurcment, and Supply
Office prior to meking othier comtacts which have as their ultimabe
purpose the procurement of equipment or supplies, end furtner

c. thot countacts which do not have procurcment as their
original purpose but which so develop are reported promptly to
the Procurement and Supply Off.ce und approval of that OFffice
obtained prior to any further procurement achion with such contact.

TOR THE DIRECTOR OF CLNTRAL INTGLLIGENCE: 25X1A

L. K, WHITE
Acting Deputy D.rector
(Adwinistration)

DIGTRIBUTION NO. 3

SECRET
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¢-65- 02,5

L June 1952

MEMORANDUM FOR: Chief, General Services

SUBJECT ¢ Revision of Regulations

l. Included in a recent report made by the Special Assistant
to AD/PC for Review and Inspection is a recommendation that Agency
Regulations be clarified to make it explicit that all negotiations
and inquiries which may culminate in procurement should first be
cleared with the Office of Procurement.and Supply.

2. Please initiate appropriate Organization and Methods

action. —
25X1A
WALTER REID WOLF
Deputy Direétor
(Adminigtration)
DD/A:LTS: jde
Distribution:
1 - ADD/A
1l -« Ch Proc

1 - DD/A chrono
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CERTRAL INISLLIGENCH AGRLCY
Vashington, I, C,

25X1A HOLLT

19 June 1ys2

SUBJECT:  CiA Career Sew . iice P SO am

4.
L

[

cachad Lo nlormat.on and {or approps sabe actlon La
Final Repert off the CILA Caveer Service Committoo which haw een ap-
prooed ny the Director of Centbral Intelligence.

& Regilots procedures 8ol acssignment: luplentdng
the Program will b ioncorporated Lo the ClL Ma Lo aesued sz (LA

.

Notices, as veq.ived, in order thab it ugy be phased wnbo full operation.

FOR TUE DIRECUOR OF CELTRAL TNTRLLIGRLCE .
25X1A

WALTER Re
Deputy D
(Admiiis b

LD WOLE 7
rehor ¢
ation)

DISTRIBULION NO. 3
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11 June 1952

TO Dircctor of Centrdl Inbelligence

FROM 1  Chairman, Carcer Service Committee

SUBJECT» Final Report of the Carcer Service Commitbee

lo  PROBLEM. To devise a Carcer Service Program that identifies,
develops, effcetively uses and rewards individuals who
have the skills rcquired by CIA; motivates thom towards
rendering maximum scrvice to the Agency; and eliminates
from the service, in an equitable manner, these who in
spite of the Program fail to perform as effective meoubers
of the organizabion,

20 ASSUMPTIONS, It is assumed thats:

8¢ Requircd skills can be identified through appropriate
evaluation and selection devices,

bo Potential skills can be developed and maintained through
appropriate supervision, training and duty rotation,

' Co The skills of CIA personnel can be ubilized most effectively
through planncd assignment of individuals to positions of
progressively greater responsibility as thoir skills are
developed to meet CIA requirements for those positions,

de The expericnce of personal growth togother with & porsonal
identification with the objectives and operations of the
Agency will stimulate maximum service among CIA personnel,

Co Aspirations of CIA personnel to a career with the Agency
will depend on the cxtent to which their contribubions
are recognized by the Agency and on maintenance by the
Agency of the best possible climate for works

nln:

SECRET
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3. DISCUSSION, Tabs A through H present a Ce -er Service Program
which has been tailored to the needs c. oA by experienced
members of the Agency. This Program is based upon teche
niques which have proven to be effective in private industry
and other Government establishments, '

L:  RECOMMENDATION, It is recommended that you approve this feport
and authorize the Deputy Director (Administration) to
implement the CIA Career Service Program,

25X1A

7

Chairman, e
Career Service Committee

_ Approved: 13 June 1952

Director of Central Intelligence

SECRET
Security - Information .
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SUMFARY o PaR oTA CARNTR SWRYICT PROGRAM

le The CTA Career Service Program is controlled by = CIA Carcer
Serviee Board which consigte of the Neputy Dircctor (Admlnistrntion),
the Nepuby Mroctor (¥lans), the Neputy Divector (Intelligence), the
Aagietant Director (Personncl), the Dircstor of Training and, on a
rototing banis, two fssistent Directors, The two rotating mombors of
the Roard will each sorve for six months, there being at all times one
from the overt office grouw and ona from the covert offic- arouns Thelr
tonrs, of duty »re stapegersd so that thers ig continnity. The 0IA Carcer
“ervice Board meets once a month. If any member is uncble to be present
he oy be represented by hic Doputye  Four membars constitubte = QUOTUM,
The Chairman of the Roard will be one of the Deputy Directors, cach of
whom will serve suee sively for a torim of four monthe. Thi; Qoreer
Pevelopment Staff of the Pergonnel 07{ce gerves a5 Secratariet of the
Roard and the Chief, Qarcer Development Staff, acts ng the Rosrd's
Fxeentlve Sccrotarys  (See Tab B),

2 The CIA Carzer Service Roard js resoonsible for advice to the
DOT on making CIA 5 betisr ploce in which to worke Il daevelops policy
governing the Carcer Service Frogram and advises concerning =1l nolicy
matlers affecting Ageney personnel, This is a contimous procoss in
order that the Program mey he dmmadiately responsive to the needs of the
Lgeney and in order that the Agencyls personnael policy way remain
sufficiently flexible to meet all contingrneics.  The Board serves to
guide the Agency in its development of long-renge vlans for the brst
utilization of the Agency's human resourcess Tt is concerned primarily
with policy, not with day-to-day decisions or details.  (Sec Tab B).

3o The (Office) Carcer Scrvice Boards are located in ench of the
major Offices and units of GIA and are recponsible to thoir respective
Assistant Dirsctors or Office heads for the oparation of the Career
Tervica Program in accordance with policy established by the CIA Career

: Service Board, Thev are also regponsible for collaboration with other
(0ffice) Roards on inter~0ffice Caresr Servics problems., It is at this
level and through the functioning of these (0ffice) Boards that the
rotation, training, advancement and agnignment plan recommended for the
individual by his supervisor is reviswed for the approval of the Assistant
Direclor or Office hiads  These Roards are concerned primarily with the
implementation of policy and with the review of detailed recommendations
concernad with the carecers of individuals. (See Tab B).

“3a
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IR trnually, or as often as required, cach person is evaluated by
hie supervisor and the cvaluation is reviewed by a reviewing official.
This evaluation together with a proposed development program forms the
basis for a detailed discussion hetween the supervisor and the person
being avaluated, The proposed development prepgram is reviewsd by the
(0ffice) Carcer Service Roard and when approved by the tssistant Director
or Office cad becomes the plan for the individual's carcer for ths next
year or two. (Sec Tab Q). o

5. Special cmphacis ig nlacad on the identification, training and

“development of individuals who demonstrate potential for assignment to

nositions requiring exccutive ability. Individual talent for planning,
organizing and directing the work sf others iz one of the Azency!s prize
ascets provided it is carefully developed and guided effectively toward
the accomplishment of some specific aspect of the fgency's mission. Such
potential is of interest to the fgency as a whole sinece it is seldom tied
to technical oroficiency in any one ficld and, therefors, not limitsd ‘to
use in any particular arca of activity. (Se¢ Tab D)o . SR

6. 711 new junior personnal recruited and selected to PiLl) pro-
Tessional positions (e.g., all new personnel up to and including ng-11
to i1l slots designated as professional positions) will be seresned by
the Professional “election Pancl (in a mamner similar to that. employed
by the Roard of Wxaminers of the Foreign fervice) with rcspect to over-
all guitability to work in CIA on a career basis. Txception to this
procedure may be made .in sach case by the appropriate Deputy Director.
(See Tab ™),

7+ *11 new pirsonmnel récrmited and solocted to i1l profassional
@ltions including all new "lateral-entry" personnel, GS=12 and above,
will enter the QI8 Intelligzence School at the first scssion commencing
after their FOD. fWxcoption to this procedure may be made in ecach case
by the appropriate Devuty Director. (Sen Tab W), .

8. One of the most effective methods of training CIA personnel,
developing their latent talents and preparing those persons with high
dotential for more responsible positions is by means of rotation through -
one: or more positions that can provide broadening expericnce, "xecutive
skills can often be developad through expericnce in a variety of areas .-
of respensibility, (%ee Tab ¥). » R

“l -
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Yo The favorable work climate that ie one of the goals of the

v fevvice Progrom would be cnhanced by certain benefits not now
av-ilabls to CTA parsonnel. Many of these can be achisved only through
leciglation. The CIA Carser Scrvige Board will give continuous attention
to this problem.  (See Tab 4).

Lol

100 taeh of the work that is accomplished in CIA must, for socurity
reasons, be done anonymously, An importent incentive that s comuon to
most human endeavors, the acclaim and spprobation of onels fellow men, is
theralore not generslly available to CIA. The establishmeant of an in-
tarnal 7TA Honor twards Program will in part fulfill this nsed,

(Ser Tab 1),

.8 -
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Organization, Relationships and Functions of the CAREER SERVICE BOARDS

Io Orgonization and Functions of the CIA CAREER SERVICE BOARD
o 4o The CIA-Carcer Service Board -will be composed of the following personss

Deputy Dircctor (Plans)

Deputy Director (Intclligence)

Depuby Director (Administrdtion) .

hssistant Director (Personnel)

Director of Training o .

Two Assistant Directors, cach to serve
for terms of six months? duration,
(Sce Schedule 4)

Exccutive Seercbary = Non=voting

Four members of the Board will constitute a quorum, If a member cannot
be present,-he may be represented by his Depubye The Board will hold
scheduled monthly ineetings, and agenda and minutcs of meetings will be
distributed to all persons on Schedule A '

"Be It will be the responsibility of the CIA Career Service Board to:
ls Develop policy governing the Carcer Service Program for approval
by the DCI and sevve as his advisor on all mattoers concerning

the Program,

2o Supervise and revicew the functioning of (0ffice) Career Scervice
Boardse

3¢ Establish and maintain an Exccutive Inventory to be composcd of
those persons which the Board shall from time to time determines

lle Make recommendations for £illing key positions ih the Ageney
with personncl from the Executive Inventory, .

5s Review evaluation of persouncl contained in the Exccutive Inventory
and review rotation programs for their further development,

6o - Approve the allocation of Rotation Toan Slobs. to (0ffice) Career
Service Boardse (See Schedule B),.

-6 -
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7o Supervise supporting groups or Boards for handling specialized
functions on an Agencywwide basis, such as, Hazardous Duty Board,
Honor Awards Board, Professicnal Selection Panel, etcy, drawing
on Agency personnel as necessary,

8o Prepare and submit annually to the DCI a sunmary of the operation
of the CIA Career Service Program,

II. Organization and Functions of the SECRETARIAT of the CIA CAREER SERVICE
BOARD . o

Ao The Carecr Development Staff of the Porsonnel Office serves as
the Secretariat of the CIA Carcer Service Board and the Chief,
Carecer Development Stalf serves as the Executive Secretary of the
Board,

© Be Tt will be the responsibility of the Secrebariat of the CIA
. Career Service Roard to: ' : "

lo Recomend to the CIA Career Service Board ways and means of

improving the CIA Career Service Program,

26 Perform all secrctariat and administrative functions for the

+ CIA Carcer Service Board, These include, but arc not limitcd
to:

. @¢ Maintaining master files concerned with Carcer Service
matters on a current basis for the CIA Carcer Service
Board, - including agenda and records of meetings,

be Transmitting to the CIA Carcer Service Board recommenda.-
tlons and periodic reports of the (0ffice) Carcer Service
- Boards for consideration,, : : .
2
Co Initiatirig and supervising such studies as are needed to
improve the Career Service Program, '

d.',‘ ASsisfing (0ffice) Caréer Sérvice Boards in effcétihg
: rotation appointments. ,

e Submitting unresolved inter-0ffice Board problems to the
CIA Career Service Board-for decision.

‘.. 7 “
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f5 Coordinating with the 0ffice of Training training
arrangements and needs respecting the CIA Career
Service Program,

gs Acting in suppoftiof Boards establishod by the CIA
Career Service Board for handling specialized
functions on an Agencyw-wide basise

ITIo Organization and Functions of -the (OFFICE) CAREFR SERVICE BOARDS

i

Bo

Cs

(office) Carcer Service Boards will be composed of the following
persons:

Assistant Director (or Office head) ex officioc

Three or more Staff or Division Chiefs, or
comparable high~lcvel officials

Sccretariat « Nonwvoting. (In most cases, the
Secrctariat will be composed of Administrative
Personnel Officers of the Office concurncd and
will porform staff support for the Poard,)

{Office) Carcer Service Boards will be cstablished in the follow=-
ing units of CIA:

office of Special Operations Office of Scientific Intelligence
Office of Policy Coordination Office of National Lstimates
office of Communications Office of Training
Office of Operations Technical Services Staff
Office of Research and Reports  Persouncl Office
0ffice of Collection and . Medical Office
Dissemination General Services Office
Office of Current Intel- * Inspection and Security Office
ligenee Procurement and Supply Office

Comptroller!s Office

An Administration Carecr Service Board will be estzblished which
will be concerned with those individuals who do not come under’
the jurisdiction of any one of the above Career Service Roards,

It will be the responsibility of an (0ffice) Career Service Board
to:

1, Serve as advisor to the Assistant Director (or Office head) on
all matters pertaining to the Carcer Service Programe.
-8 ~
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Direct within the Office the applicabion and functioning of the

.Career Service Program, including but not limited to:

ae Executing relevant decisions of the CTA Career Service Board
and making recommendations to the GIA Career Service Board
for improvement of the Carecer Service Program,

be Sponsoring, developing and executing the Carser Scrvice Program
of the Office concerned, including an intra=0ffice rototion .
system, and reporting periodically to the CIA Career Service
Boﬁrd. te :

Co Reviewing Personnel Ivaluation Reports and proposed development
plans for individuals in terms. of training, assignment,
advancement, rotation and promotion,

de Recommending cancellation or continuance of career development
actions,

Co ‘Participating in the development and execution of approved
extra~0ffice rotation systems,

fo Submitting a semi~annual Personnel Evaluation Report to the
Sponsoring Office on each rotation appointee from another Office,
8¢  HEnsuring that the rotation appointees detailed by thoelr Office
to another Office are not overlooked for warranted promstion
and. ensuring that rotation appointees received by their Office
are productive and their assignments commensurate with the
purpose of the appointments, .

h, Reviewing continuously conditions of service and duty with a
view to making recommendations to the CTi Career Service Board
concerning working conditions and benefits that can strengthen
morale and increase Mesprit de corps',

.

Lo Reviewing continuously the personncl intake: of the 0ffice,
"especially at the Junior professional level, with a view to
ensuring the acquisition of highlthualified, versatile persons
with long-rangec potentiality, - .

Supervise supporting groups or Boards as appropriate for handling

speclalized functions, assigning to them Office personnel as..
necessary, : L

-9,
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1. The Personnel Evaluation Report (Sce Form Noo 37«151, attached) is

nN
o

30

preparcd annually or as often as requireds It deals withs

as The job heing done,

be The person's performance on the Jjobe

Co The person's potential for assuming greater rosponsibilitics,

de The program recommended for the personis development .

Effective use of the Personnel Fvaluation Report is dependent primarily
on the extent to which supervisors are objective in reporting uscful
information on the form, The Office of Training and the Personncl
Office are currently preparing the program nceessary to place this

system in operation,

The Personnel Office will be primarily responsible for administration
of the personnel evaluation program,

Attachment - 1

- 10 -
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PERSONNEL EVALUATION REPORT

(See Instructions on Reverse Side)

The personne’ ¢valuation Report is an important part of the Career Service Pro—
gram. |t seeks to assure for every person a carefully planned career, with advance -
ment based ~.n demonstrated ability. For the individual, it means an opportunity to
voice hi, interests and to discuss his job and his progress with his supervisor. To
the ~upervisor, it gives assistance in carrying out a major responsibility, the de-
v iopment of the people he supervises. For the Agency as a whole, it means successful
teamwork based on mutual understanding and respect.

(.

THIS PORTION TO BE DETACHED ONLY BY AUTHORIZED OFFICIAL
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20. COMMENTS (Continued):

INSTRUCT I ONS
1. Instruction to the Administrative or Personnel Officer
Consult current Administrative Instructions regarding the initiation and transmittal of this report.
2. Instruction to the person evaluated

Since this evaluation will become an important part of your record, you will want to give to it as much care
and attention as you would li%e to have it receive from your Supervisor and the Reviewing Official. With
respect to Items B and 9, you should include courses of instruction or assignments, either within or out-
side of the Agency, which you consider pertinent to your career development.

3. instruction to the Supervisor and the Reviewing Official

a. As the supervisor who assigns, directs and reviews the work of others, you bear primary responsibility for
planning and fostering the development of each person under your supervision, commensurate with his ca-
pacity, aptitude, knowledge and skills. As an alert supervisor, you judge the people working with you on a
job=by-job and day-by—day basis and use this information in carrying out your supervisory responsibilities.
Although evaluation is a continuous process, it is necessary periodically to record your observations and
recommendat ions for appropriate action. In preparing the report you should consider the individual's capa-
bilities for further development in his present assignment and his potentialities for more effective
utilization in other positions, including work of a more responsible and difficult nature.

b. The following traits are generally regarded as having some bearing on a person's performance and develop-
ment. Although you are not asked for specific ratings, do not hesitate to refer to these or similar traits
in your comments, which should be terse and precise.

COOPERATION RESOURCEFULNESS
DEPENDABILITY STAQILITY UNDER PRESSURE
ACCURACY ABILITY TO OBTAIN RESULTS
SECURITY CONSCIOUSNESS JUDGMENT

INITIATIVE LEADERSHIP

c. In fairness to the individual and in the interest of the Agency, the importance of carefully prepared and
accurate Personnel Evaluation Reports can not be overstressed.” The following basic principles of evaluation
should be kept in mind:

(1) Base your judgment on

a) What you have observed the individual do or fail to do.

b) Typical performance as well as critical incidents.

c) Examples relevant to the duties under consideration.

(2) Different standards prevail in different assignments. Every effort should be made to arrive at a just
estimate of the qualities of the individual as demonstrated dul_’in% the report period. Avoid exaggera-
tions. They detract from the value of the report and are unfair to others.

(3) BIASED OPINIONS BASED ON PERSONAL LIKES AND DISLIKES MUST BE SCRUPULOUSLY AVOIDED. IT SHOULD BE BORNE
IN MIND THAT THE PREPARATION OF EVALUATION REPORTS 1S AN IMPORTANT RESPONSIBILITY OF ALL SUPERVISORS
AND THEIR CAREFUL PREPARATION IS AN INDICATION OF THE SUPERVISOR'S OWN ABILITY AND QUALIFICATION FOR
THE POSITION HE HOLDS.

4, A FRANK DISCUSSION BETWEEN SUPERVISOR AND INDIVIDUAL CONCERNING TH!S REPORT IS NECESSARY IN ORDER TO ASSIST IN THE
DEVELOPMENT AND BEST USE OF EVERY [NDIVIDUAL®S CAPABILITIES.

THIS PORTION TO BE DETACHED ONLY BY AUTHORIZED OFFICIAL
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PERSONNEL EVALUATION REPORT

Itema 1 through 6 will be completed by Administrative or Personnel Officer

1. NAME (Last) (First) (Middle} [2. GRADE 3. POSITION TITLE
4. OFFICE STAFF OR DIVISION BRANCH [::::] DEPT'L. | IF FIELD, SPECIFY STATION
C_ Fiew
5. PERIOD COVERED BY REPORT 6. TYPE OF REPORT
From To [ Jtnitial [ Artnual [ spectal
{JReassignment [] Reassignment of Supervisor

Items 7 through 10 will be completed by the person evaluated
7. LIST YOUR MAUOR DUTIES IN APPROXIMATE ORDER OF IMPORTANCE, WITH A BRIEF DESCR!PTION OF EACH. OMIT MINOR DUTIES.

8. LIST COURSES OF INSTRUCTION COMPLETED DURING PEFORT PERIOD.

Name of Course Location Length of Course Date Completed

9« IN WHAT TYPE OF WORK ARE YOU PRIMARILY INTERESTED?

IF DIFFERENT FROM YOUR PRESENT JOB, EXPLAIN YOUR QUALIFICATIONS (APTITUDE, KNOWLEDGE, SKILLS).

10.

DATE SIGNATURE
Items 11 through 18 will be completed by Supervisor
; 11. BRIEFLY DESCRIBE THIS PERSON'S PERFORMANCE ON THE MAJOR DUTIES LISTED UNDER ITEM 7 ABOVE.

. FORM NO. " (Over)
| MAY 19855 37-151 SECRET (4)
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12. IN WHAT RESPECT |5 THIS PERSON'S PERFORMANCE ON PRESENT JO0B MOST NOTIGCEABLY GOOD OR QUTSTANDING?
13. ON WHAT ASPECT OF PERFORMANCE SHOULD ‘THIS PERSON CONCENTRATE EFFORT FOR SELF IMPROVEMENT?
14. COMMENT ON THIS PERSON'S ABILITY TO HANDLE GREATER RESPONSIBILITIES NOW OR IN THE FUTURE.
15. ARE THERE OTHER DUTIES WHICH BETTER SUIT THIS PERSON'S QUALIFICATIONS? (Recommend appropriate reassignment, if
possible.)
16. WHAT TRAINING OR ROTATION DO YOU RECOMMEND FOR THIS PERSON?
17. IF PERFORMANCE OURING REPORT PERIOD HAS BEEN UNSATISFACTORY, THERE |5 ATTACHED COPY OF MEMORANDUM NOTIFYING THIS
PERSON OF UNSATISFACTORY PERFORMANCE.
18. THIS PERSONNEL EVALUATION REPORT HAS BEEN DISCUSSED WITH THE PERSON EVALUATED. ADDITIONAL COMMENTS INCLUDING
COMMENT ON ITEMS 7, 8 AND 9, ARE SHOWN BELOW UNDER ITEM 20.
DATE SIGNATURE OF SUPERVISOR
19. | HAVE REVIEWED THE ABOVE REPORT. (Comments, if any, are shown in ltem 20.)
DATE SIGNATURE OF REVIEWING OFFICIAL
20. COMMENTS: (If necessary, may be continued on reverse side of cover sheet.]

Ly SECRET
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TH™ EXWCUTIVE INVFPNTORY

l.  The purpose of a Career Scrvice Program is to develon people
to the fulleet extent to meot prosont and anticipated job nceds of the
ftgency.  An Yexccutive inventoryt is merely a means of matehing prescnt
and potential executive~type assets against present and anticinated nazeds
for exccutive ahility in order to plan intelligently to meet these needs,

2, As an aid to personnel planning for the development and use
of executive skills throughout the tgoncy, the CTA Carcor Servics Doard
will maintain an inventory of all porsonnel who evidunce exccutive
ability or potential according to criteria which the Bosrd sholl de-
tormine from time to time in relation to Laency needs. The Board will
review Personncl Wvalustion Reports on 2ll personnsl ineluded in the
inventory and will recomnend intcr-0ffice rotation asgignments for such
persons when appropriate in the intercst of thoir further deve lopment.,
The Roard also will use its inventory of ex~outive abilitics to rccom-
mend inter-0ffice transfers of persons o i1l key Agency positions.

3e  In addition (0ffice) Carecr Service Poards are cncouraged to
maintain inventori:s of any skills and abilities which they find helpful
for use in their internal personnel planning.

-1l =
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THW STLRCTTON AND TRATRING
or
TRATNVES FOR PROFVSSINNAL POSTTINNS

1, With regard to treinoeg for overt activities, including overt
pereonnsl ascignad to covert OCficss, it i re

fo  ALL new porsonncl recruited to £111 professisncl oositions
in the Agency be required te go through o trpining vrogrenm
in order to give them »n adequate haod ncs hocke
eronnd.  Wxcontions may br made forp 17 have had
orovious hich-lovel dinte Lldaince cxnario:

e The nrosont Profe

fonal Trodning Program in the Gt Tatelliecnco
School he reorientoted and cxpanded ag spe-dily ns pos=ilile into
a Profrasional Selection and Trodining Froeram to oive »Lll ncw
persomsl for professional positions = brosd yet int neive
intelligencs tralnine., Soscialized training, inclading Languare,
srea and operationsl tr-ining, will be hradled in other pavts of
the training progrem.

¢s. The currienlun of thw CTf Ints1ligence Schionl, inclading recom-
mendad reading, he roviged to covir subjircts of particul-r
intersst to ices =nd b oconrdinated with TRS to roduce
duplic-tion ia the curriculsa.

aQ,
°

& selection bosrd Uo be knowm ae the Profossionsl &-1l-ction
Ponel bo cetablishied und-r the dircetion of the OT4 Crrecr
Servics Poard. It would consist of five vobting wenlire and
three advicory membors ns follows:

1) Tun prpres

rntatives from the overt Officos,

—
jae]
~—

Two rrpresonuatives from the covert Officee.

(3) One reorescatotive from n Deputy Diresctorts OfFFi L
! /P, T/t =nd ™M/, to be sucecssively reprosorted on s
rotnting hasic

i (l) Three sdvisory renre sentative
Nfice, the Tnepection and

“of Training,

wyoone ereit from the Pursonmel
and the Office

SECRET
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(6) Clearance by the Medical Office (to be earpried out between
steps 5 and 10).

(7)) Assessmont,  (To bo carried out, at the option of the
sbligating Ofrice, between steps § and 10.)

(8) oblization of slots by offices.
(9) “ecurlty invostigntion initinted by Teso.
(10) fecurity Clonrance,

(11) Intorview, review and deeision by Professional Selection
Panel, . : ‘

(12) NVotific-tion to condidate by Personne], Officea

(13) rmop

(1h)  wntrance into CIA Intelligence School,

(15) Review of Training record by Professionsl Selection Panel,

B5XAA (16) “ssumotion or duty status in Office obligating slot

- 15 =
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‘ROTATTON

Lo The objectives of rotation Tor the Agency ave as follows:

8o A more effective and more economical utilization of the Lgeneyts
narpower.,

bs A method of improving the sclection and broadening the cxpericnce
of individuals to scrve in key positions, :

co The cultivation of an egprit de corps bascd primarily on the
rewardsfor-merit principle, '

2. The objectives of rotabion for the individual are as follows:

ac Assisting him to do his present Job more effectively by
(1) Increasing his knowledge in his ficld,

(2) Providing him with new skills, techniques and methods of
performance,

(3) Improving his ability to plan his work =znd to direet and
supervise others in it,

(L) Increasing his understanding of the necessary relationships
of his job to those of collateral and highor ccholons of the
Agency,

be Preparing him to underbake Jjobs of increasingly greater responsie
bility commensurate with his growth pobhential by:

(1) Broadening his understanding of the objectives of the Agency
and its mission.

(2) Intensifying the development of his planning, managerial and
supervisory skills,

Ca Providing him more opportunity to find the ficld in which he does

best o
de Removing him from a "ruth,
- 16 -
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n order to provide a berwinology that will promote a common under-
stonding of rotation problems, the following definitions have been
adoptod~

A, 1?o’ccﬁwoq- Thc proces 35 of systaomatic designation and rcdesignos
-EION oF an individual b6 various linds of duty and training for
the purpose of improving his capacibty to scrve tho Agencye

be Transfer:s The procoss of removing an individnal from the rolls
ofone Of'f4ce and his concurrcnt ade tion to the rolls of anothcr
0office, This process 1is independent of the process of rotation

though it may beo a consequence thoreof,

lanpe: The process of rotating an individual by placing him .
orarily under the operational conbrol of cmothm' 0ffdce in
reburn for anobher Jndlm dval cimilarly attechede

G
o

Exe

deo Loun- The process of rotabting an deva.du:Ll by placing him
Temporarily under the operational comtrol of another 0Office
without rceiprocity, or of attaching hun temporarily to an
activity not a part of CIie

Sponsoring Office: The administrative unit of CTA on whose rolls
Individuals with rotation as soignments are carried and under whese
administrative control individuals remain irrespective of where
attached,

[«
o

fo Receiving Office: The administrative unit to which individuals
belng rotatcd are attached and under whese operational control
individuals remein until they are returned to the Sponsoring
office. S : :

Principles which arc concerned in the process of rotation are as follows:

a, Personnel Covercd: In general, any individwal who has been in the
employ of the Agency for a peried of two years is cligible for
rotation, Rotation of parsons who have bean on duty for less than
two years would be the excepbion rather than the rule,

b, Positions Covered: Any position within the control of the Agency
to which the assignment of personnel will serve the objectives of

rotation is regirded as covered by these principles, These include
executive, operational, intelligence, technical, adm:‘.’rz:i.stra:bive and
- 17 %
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training positions, either in th. field or at headquarters, within
the Agency or with other public or private ageneics or institutions.

Job Groups Covereds The classes of individuals covered are inclus
sive rather than exélusive, The professional or technical
activity of a given class of individuals may, by its nature,

limit the jobetype groups to which members of such a clus will

"I"Otr)‘beg

Normal Duration of Tour £ Duby: "Each individual rotation period

- may vary but will not b less than six months, and will probably

average between cighteen and twenty-four monthse. Thus, a rotation
assignment at the National War College will run. some -ten monbths
while a rotation assignment to a position overséas may well run
twenty-four to thirty months, :

Degrec of Compulsion to Robate: As a mattor of principle,

~acceptance of a rotation assignment is compulsory for persons who

intend to make a carecr of CTA employment, Any individual or

" Sponsoring Office, or Recel ving officc, may, however, show cause

why a rotation assignment shall or shall not be carried out, The
reviewing authority (the CIA Career Service Board) shall in.such .
cases make recm\mlr,ndal,mns to the appropriate Deputy D'ractor WhOuC
docw: on shall be final,

Administrutive Control: Individuals with rotation assignments will
remain on the rolls of thce Sponsoring 0ffice ‘and under its admine

© istrative control for promotion and transfer purposes. The Spousor=

ing office will pay the individual from home office funds at his
heme of fice grade,

Opcrationel Control: The individval being rotated will be under
the operational control of the Receiving Office for the duration
of his tour of duby with that Officc, during which period Personncl
Evaluation Reports will be prepared by the RLCCJ ving Officc and
forwarded to the Sponsoring Officee

Efféct of Grade ‘Dj.fl‘erentj.al between Johs concerned in Rotation:
Assignmznts given to individuals being rotated shall be gencrally
comnersurate with their abilities, keeping in wmind the puwrpose of
making the specific assignment. Robation Loan Slots (See Schedule
B, attached) will be allocated to Offices to meintain flexibility
in effccting rotation where éxchange of approzimately equivalent
personnel is not practical.

- 18 =
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. Changes in Orade: Promotions and other changes in grade shall
remain under vhe control of the Sponsoring Office., The eligi-
"bility of the individusl for promotion shall not be prejudiced
or overlooked by rcason of his status as an individual being
rotated, ! :

Turation of Rotational Pattern: It is premature at this.time to

"~ Formulate a policy covering the diuration in ycars during which

period the individual is subject to rotation policies, or to
attempt to prescribe an arbitrary age limit after 'which rotation
policies will not be applied, R i

Settlement of Disputes: Divergence of views between 0ffices or
between an individual and his (0ffice) Career Service Board which
cannot be satisfactorily resolved between the parties shall be
referred in the first instance to the Secretariat which will
review the case and forward its recommendation to the concerned -
(office) Career Service Board(s), In the event the reconmeridation
of the Secretariat is not accepted, the case shall be referred to
the CIA Carcer Service Board. for disposition,

Policy 'Govérning Rotation within an Office:s Intra-0ffice rotation
policy shall be sct by the (0ffice) Carccr Service Board within
the framework of policies prescribed by the CIA Carecr Sérvice Board.

Policy Governing Rotation between Officess: Within the framawork of
policies prescribed by the CIA Career Service Board inter-Office
rotation will be based largely on a series of bilateral agreements
between Offices which will set forth in each case the person being
rotated, the expected duration of his assigrment and any other
pertinent facts,

There are two basic types 'of' rotation as follows:

=¥

Rotation by Exchange

(1) The Exchange procedure authorizes Office Boards to negotiate
the "swapping" of two persons when it has been judged that
rotation is the best method of broadefiing their -experience,
_This procedure will be used when the two positions in question
are of corresponding respeonsibility,.. Respective grades of the
positions or incumbents nced not be exactly the sameo

- 19 -
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(2) Individuals being rotated will be under the operationsl
control and supervision of the Receiving Office Boarde

(3) The Receiving Office Board will outline to the individual
the responsibilitics of the new positione

be Rotation by Loan

(1) The Loan proccdure authorizes an Office Board to recommend
the temporary assignment of an individual to another Office
without receiving anyone in return or to rccommend his
assignment to outside activities for the purpose of broaden=
ing~his knowledge of his fielde

(2) Rotation slots, allotted by quota outlined in Schedule B,
" attached, will bé availasble to Office Boards, These slobs
will be allotted by the CIA Career Service Board and will

. be "open" positions to accommodate any grade,

" (3) The Receiving Office Board will outline to the appointee
* the responsibilities of his new assignment., The appointec
is "on loan" to the Recciving Office -and will therefore not
tie up an authorized T/0 position, He will be assigued to
a logical unit in the Receiving Office's organizational
structure. ’

(L) Appointecs will be under the operational control of the
Receiving Office Board,

6e Specific questions raised by the DCI in his memorandum of 7 March 1952
and recommendations in response thereto are as follows:

a4 Do you recommend limiting overscas duty to any particular number
of yecars?

It is recommended that the Agency not limit total overscas duty
to any particular number of years bub that, in accordance with
their needs and in consideration of the health and hazard condi-
tions prevailing at various forcign posts, the several 0ffices
concerned, in conjunction with'the Medical Office, arrive at and
recommend a uniform policy,

- 20 -
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Do you recommend bringing all foreign personncl home y say, one
year in each four or at any other intervals?

It is recommended that as a policy and in conformity with

“existing and proposed- federal.laws all staff personnel scrving
‘overseas be brought home at least once every two years for

home leaveo Determination of the relative lengths of tours of
duty in the United States and overseas will have to be adjusted
constantly in consideration of the proportion of tobal staff
personnel serving in the United States and abroad,

Do you recommend 'moving officers as a matter of"policy from Office
to Office within the Agency or do you mean from division to
division within an office? .

The rotation system rccommended provides for intra=0ffice, inter=
Office and ‘extra~CIA rotation of the individual to duty or traine
ing. At the Agency level, the CIA Career Service Board is
cmpowered to levy requirements on the Office Boards for individuals

b0 prepare them to fill -key Agency positions,

At what rank does the robation by the Carcer Service Board stop?

The rotaﬁon system recommended by this Working Group covers all
positions and all ranks without restriction,

.

el

A
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CARFER BRENFRFITS

1. In order to induce able persons to make their corecrs in CI4,
the fgeney chonld provide spreific and tongible benefits to them. - The
sceurity asvects of CifA's mission whieh forcers on many CTA personncl a
role of anonymity, repugnant under normal circumstonees to professional
peonla, and the physical and mental stresges resulting therefrom are
such that a compenzeting factor is desirable.

2. Most of the tangible benefits that might be provided to CIA
persormel will require legislation. Continuous abtention must be given
to this problem rince the opportunity to collaborate with some other
department of government that is sponsoring desired legislabion may
provide an indircet meang of atbalning the objectives

"

3» Renefits that may be installed without additional legislation,

3. Additional pay Tor various types of hazardous duty.
(Separnted from the Carcer Service Piogram at your rogues
but being enrricd forward through other channels.)

b, A wmeritorious award system providing for rrcognition of
distinguiched servies to the Agency. (Ses Tab H).

c. A CIA oversszsg post classification system providing
benefits responsive to unhealthful conditions.

It is recommended thats

(1) The Azeney continue to follow the Department of State
systema

(2) The Director of Personnel continue the exercise of his
powers as in the paste

(3) The Director of Pcrsonncl, with the advice and sssist-
ance of the operating Offices concerned and the Medical
Office, e~stablich an Agency policy regarding the length
of assignment in unhealthful posts, giving regard to
the oprobable deterioration of health. This determina~
tion to be made without refarence to sgalary differential
or possible accelerated retivement credit.

-~ 22 -

SECRET
Security Information Tab G




Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3

SECRET.
Security Information

ds  Botter group heslth insurances - (At present being actively
worked on,)
L. Benefits that will require additional legislation,

as Additional benefits for personnel disabled while in the
employment of CIA. :

be  Pay, withinegrade raises, and grade promotions for personnel
who are detained involuntarily by Toreign governments, known
as "Missing Persons Act" for vouchcred funds employees,

ce Application of the principles of the United States Wnployees!
Compensation Act to dependents of employees engaged in
hazardous duties who are themse lves exposed to hazard,

de  Death gratuity of six months! bage pay to dependents of
CIA employees whose denth occurs in line of duty while
serving overseas .

@ A more liberal rotiremant systom. .

f. An appropriate and adequate leave system for all oversces
employees, ’

It is recommended that the CIA Carecr Secrvice Poard give ité con-
tinuous attention to henefits as through f. above,

- 23 =~
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THIE HONCR AWARDS PROGRAM

1o An honor award for intelllyence service should be disbinmished
from an incentive award for meritorious suggestion or for outstanding
elficiency and economy in adwinistration as well as from longevity
recognition for long and faithiful service. An incentive awards program
is well estgblished in CIA, and a system for recognition of longevity is
now being considered, Awards for intelligence service do not existe It
is therefore reconmended that:

ao CIA establish a medal for vresentation by the Director of Central
Intelligence to any individual associated with CIA s or to any
obher person, who makes a notuble contribution to United States
intelligence achivities,

ba The derign of the medal incorporate those features of the Agency
seal adoptable for use in the medal and that the medal be
suspended frow a distinctive ribbon employing the colors of the
Agency seal, '

Co Units which have contributcd oubstanding performance be
receognized by a personal award to sach member of the wnit
rather than a group award,

d, There be established an Ilonor Awards Board, under the jurise-
diction of the CIA Carecr Service Board, which will be
responsible for reviewing recommendations concerning any
honor awards in (14, and for forwsrding these recommendations
to the DCI for his approval.

eo The CIA Career Service loard give further attention to the
problem of creating an Honor Awards Program,

-2l -
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Schedule A

Membership
on the

CIA CAREFR SERVICE BOARD

1o The following pevsons arc pormanent membors of the CIA CLAREFR
SERVICE BOARD:

Doputy Dircctor/Plans or Depuby

Deputy Director/Intelligence or Deputy
Deputy Director/administration or Teputy
Assistant Director (Porsonncl)

Director of Training

2, The following persons are rotating members of the CIA CARELR
SERVICE BOARD:

Assistant Dircctor for Speciel Operations

Assistont Director for Policy Coordination
assistant Director for Communications

Assistant Dirccbor for Current Intelligence
Assistant Director for Collection and Dissemination
Assistant Director for Operations

Assistant Director for Scientifiec Inbelligence
Assistant Director for Research and Reports
Assistant Director for National Estimabos

Assigtant Director for Intelligence Coordination

SECRET
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fSchedule B
ROTATION LOAN SLOTS

1. Rotntion ILozn Slots, "open" with respect to grade and over and
“bove the normal T/0 of the Offices, are allotted to the Officer as
Indicated helow, Only versonnel on "loant rotation assienment will be
earried agrinet these slots. These slots will only be ueed to effict
robution aszignments when fexchange! rotation 1o not practical,

20 The allotment of Rotrtion Toan Slote 1 as follows:

Eﬂiﬁ Total

Nffice of the Dircctor of Ceatral: Intelligonce 1 1

OfFfice of the Deouty Nirector of Central Intelligence
Office of Training 1 1

Office of the Dasuty Director (PLleng)
OfFlcs of Soecial Oporations
Office of Policy Coordination
Office of Sommunications
Technical Services Staff

W

15

Office of the Deputy Dircctor (Int:lligence)
Office of Wationzl Waotimntes
Office of “cientific Inte ¥
Office of Rasearch nnd Raports
O0ffice of Curront Intell
Office of Collection and Nisseminstion
Office of Opsratinns

EASTRAS B LI el W U Q)

18

Office of the Deputy Dircetor (Administration)
Personncl 0ffTice
Goneral Scrvices Office
Compbrollerts Office
Inzpection and Seeurity office

el el e e

Held in reserve by the oTA Carecr Service Bastrd 10

TOTAL 50
- 26 ~
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8 July 1952

IBMORANDUIM FOR:  Chief, Organizatbion mned Methods Service

ATTENTTON ]

FROLM: Executive Secrctary/Carcer Service Commitboe
SUBJECT Certified True Copy of €14 Career Service Program

1. There is abbached for your records a cortificd true copy
of the CLA Career Service Program as approved by General Smith.

. 25X1A
2. The progrem was published as CLA Wobice _ dated
19 June 1952, by the authority of Colonel L. K. White, Assistant
Deputy Director (Administration).
3+ The original cooy is being rebained in the files of the
Secretariat of the CIA Career Service Board,
25X1A

Abbachment
CDS/RB:nkr (8 July 1952)
Distribution:

Adressee (2)
Signer (2)
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CENTRAL INIBELLIGENCE AGENCY
Washington, D. C.

NOTTICE

I 12 June 1952

SUBJECT:  Beventh Agency Orientation Course

Rereguncs:  crA gepwiation [ NN

Lo The Oitice of Tux aining will conduet the Seventh Ancncy Oy oirdat, on

.

Course in the Depuriment of Agriculitnre Auditorium (luftll Wing, South Agsl
culture Building, Independence avenue near Lith Stieed) Irom & theows sh 1L
J.Jy 1952, The program will begin promptly ab 0900 hewrs acd conb.ouz G

200 houxa on each of these days. Schedules for the Seventh Coursc will e
->t-_l.L to each Office for dictribution to those omiuated to attzud., CIA
badges must be shown to gain entrance to the ady torium,

2. In accordancs with CIA Regulation - (21 November 1951), the
following policy poverns avtendunce at bhe sgency Owvwentation Courses:

(2) Mandatory for all employc 3, Grade G5-5 (or its \,%unrcu,&_‘f“)
and above, vho have not attended o completed any previous & aency
Or Luuwt.mun Course or TRS Statfl Indoctrination Course. Accord:
Off e2 heads are durected to make thelry pecsonnel avaslable for
ong of these quarterly Orientution Courscs abt th. earl_out
possible vcecaslow,

(b) Office heads may nominate fully-cloaped ("m').l,C:yt 8 in

G5-4 provided such employees are ass ghed Lo pos it requLlting

bonw ral knowledge of Agency crganization and O

(¢) Schcduling of persommel w.ll be carried out bebween the
Tra.ning Lioison Officers desipgnated by the va.ious Offce hn.ad..:
end the Chief, Orientation and Brief ing Divesion, Office of
Training, acting for the Director ol Trainin:

=]

3. (a) No arm angements can be made for those atteandins the course
to park in the vicinity of thie South Agriculture Burlding,

(b) Capital Transit chartered busses will Llzave the "leop” at
the north cnd of "M" Building at 0830 hours on the morn s of the
course to take those persons whuse offices ars located in North,
Central, Bouth, Administration, "Q", "M", and ad aceut build.: 13,5
te the anditorium. They will makr' a, r%urn trip to this point cach
day at noontime,

-1-

CONFIDENTIAL
Security Information

Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3

25X1A




Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3

CONFIDENTIAL
Security Informat.ion

(¢) Coapital Trensit chactered busses wi 1L leave from Gate G,
in the rear of "b" Bullding, at 093¢ hours coch morming of the
course, to take persens whose offilces are located n nph,ong

Jo
KU, and "L" Building

5, a8 well as "Quarters Eyc” end adgacont
Bulldings, to the Auditoraua,

()  Ypuelal arvangements can be made for the transportation
¢f personnel loeated in othor buildings.

FOR THE DIRKCTOR OF CHNTRAL INTELLIGENCE:
25X1A

Deputy D.LI‘\ZJL;‘t(‘JL'/
(administration)

DESTRIBUTION NO, 2

e
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| ’ _Froeutive Registry’
CONFIERTIAL o 7/_¢}'

Security Informatiorr

29 May 1952

MEMORANDUM FOR: Assistant Deputy Director
(Administration)

SUBJECT: Proposed CIA Notice, "Use of
Provisional Clearances

The proposed CIA Notice on the use of provisional
clearances has been revised in accordance with your

suggestions and is forwarded for signature and

publication,.
25X1A
MATTHEW BAIRD
Acting Assistant Director
(Personnel)
Attachment

CONFIDENTIAL
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CENIRAL IWIHWLLIGUECE ACENCY
Wesiangton, D, C,

Aneney Telephore Divee Loy

The Admonds ";1'&":1'/@

a‘om,uL lngcvm@.uun Cards snd e

I date for the July D52 susue will tbe

Letions orp dmunm o the dire

Brunu\ turough 16 June 19 2, WILL be rerlectsd iua b

iciency of the. CIA. televhonc.uaes v ce
irectory is depondent upon : Sh
H.A,.,me lo‘ stor informetion ag oublinzg in CIA Reyg

FOR THS DIRECTOR OF CENITAL IK 11!ILLI[GENQE:

RIBUTION NO,

Deputy Lirector
(Admicisleation)

CONFIDENITAL
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CENTRAL INTELLICENCE AGENCY
Washingeon, D. C.

NOTICE
5 June 1952

SURJECT: Recall of Reserve pPersounel tu Active Duby rov CIA
Acs i nment,

1. For bHud getary veasons tiae Departwent ¢ the ATLY Ls o un-
waillng to call additional reserve officers to act.ove duby for sub=
sequent detail to CIA unless reimbursed by this Agency LTor the puy,
allovances and expenses of such officers. In the west interestys of
inter-deparimental relationships, CLA will not participate 1o reim-
pureement acrannedents unless austified by exceptional operating
requirements.

5. In the fubure, reguests fov recall of snaividual reserve
ofiicers and eniisted peveonnel will be forwarced to the Armed Bervices

only after all other means fov filling persouiel regusrenents Thave been
Cexnausted. When the recall ol reserve malitary pe nnel s oo matter
of cperational necessity, reques s for -1 recald will be forwarded
to the Department of wvefensc cnly after approval of the Deputy Director
(Administretion).

FOR 'THE DIRECTOR OF CENTRAL INTELLICG

DISTRIBUTION KO. 2

REATRICTEDL
Sucurity fuvormation
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CENTRAL INTBLLIGENCE AGENCY
Woghimgvon, D, C.

KOLICH

25X1A I I June 1952

SUBJECL:  Domestic and Toreign Shipment of Supplaies and Dguipment.

L. Submission of Regquests

i

Cor shipment of suppliles and equapment shall be
ie or Foreign Ship-
rative Bervice, which

a.  Regoer
submitbted on Form Do, 36-k, "Requests for Domes
ment, " vo the Praccopocbation Divislon, Adwin:s
will arranse mesan. of transportation to destination.

L. Copres off requisitions (which involve shipment of supplies
and/oy equipuwent) will e immediately forvarded to the Transportation
Mvision by the Oifice of Procurement and Supply.

¢. BRBach request for shipment will include detailed shipping in-
shructions or, if they are not available at the time of request, there
will be indiceted on bthe request & date by wvhich such instructions
will be provided.

2. IBstablisbment of Schedules

a. The Troansportut.on Divisicn, Adminisctrative Service, will
esbablish, maintain and publish a transportation time sllowance
schedule wiich w.ll provide the normal number of days required o
shipments from the United States to ell parts of the world, including
poth air and surface shopments, for logistical plauning purposes.

b. The Office of Procurcment and Bupply will publish a procure-
ment time allowance schedule for logistical plammiyy, purposes, .

3. Whenever a shipment must be accomplished in less than the normal
time, details of requiremcnts for special handling w.ill be provided b

s P &
the »zquesting offlice.

k., On receipt of a requisition involving shipment to an overseas
station, the Office of Procurement and Supply is responsible for furnishing
the Transportation Division with the cubes and weights or the materiel.
This is necessary to facilitate arrvangemente for securing space. When
actual cubes and weights caanct be determined an estimate will be furnished
at the time of procurement action.

wle

CONFIDENTTAL
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5. The Office off Procurement and Supply is reupons.ibie for giving
netiee to the Cransportation Division and the requesbing olffice of any
chnnges i the procurencnt aclio and/ur deadlines requested.

6. The Transportation Division will notily the regucsting offiece
of any changes in the shipping deadlaines requested.

7. The Transportation Division 13 responsible, in coordination
with the activity coneerned, Lovr the preparation ol cables, documents and
pouch letters to the field concerning shipping and delivery informetion.

3. A monthly status report on all outbstanding shipments will be

furnished to the appropriate activity by the / ansportation Division.
i

POR THE DIRECTOR 0F CENITRAL INTELLIGENCE%

Deputy Dirvect
(Administration)

DISTRIBUTION NO. 3

",
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CENTRAL INTELLIGENCE AGENCY
Washington, D. C.

NOTICE
2 June 1952

SUBJECT: Procedure for Recommending Promotion of Military Officeérs

REFERENCE :CTA Notice [ swoiect: Promotion of Military Officers

L. The follewing is the administrative procedure to Le used in sub-
wetting recommendations for promotion of military officers assigned to duty
an CILA;

(a) Support.ing Information. Information to support the
recommendation may be classiried when necessary lo cite cutstanding
performance, This data should be prepsred by a supervisor who is
familiar with the officer's duties and performance, preferably the
individual responsible for preparing his efliciency reports. Accurate
information on time-in-grade and other service gualifications extracted
from personnel records, should be included.

(b) Review., Information supporting each recommendation will
be reviewsd by the Assiutant Director, or Office Chief in whose
activity the recommended offilcer is working, by his desipnated
representative, or by & board of senior officers appointed for tiat
purpose.

(¢) Preparation of Recommendation. Recommendation to be for-
warded to the appropriate service will be prepared by the reviewing
individual (or by a designated member of the veview board). Although
this recommendation is based upon classified supporting informaticn,
it will be written .n lenguage requiring classii'ication no higher
than RESTRICTED, Format will conform with CIA instructions concerning
correspondence (_, CorresprnGence Manual, April 1952).

(d) Signature. Recommendations, in final form will be prepared
for signatures as follows: >

(1) TFor promotions up to and including grade of Major
(Lt. Commander):

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

Deputy Director
(Administration)

Z1-
CONFIDENTIAL

Annurity, Infarmat

Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3




Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3

CONI'IDENITAL
Security Information

(2) For promotions to grades of Lt. Colounel aud Colonel
(Commander and Captain):

Director

(¢) Addressec. Recommendations signed by the Director of Central
Intelligence will be addressed to the Secretary ol the service con-
cerned. Recomnendations signed by the Deputy Director (Administrution)
will be addressed to the personnel chiel of the service concerned,
i.e., The Adjutant General (Army), Chief of Navy Personnel (Navy),
Deputy Chief of Staff, Personnsl (Air Force).

(1) Routing. Recommendations, togethicr with supporting infor-
mation, will be forwarded under proper classification to Military
Personnel Division for final processing and forwarding for appropriate
signature. After recoumendation is signed, the Militery Personnel
Division will return classified supporting information to the office
of origin, and will deliver the recommendation to the Department of
Defense wddresscc.

2. Special Efficiency Reports,

Speciul Reports of efficuiency of outstanding of'ficers may be
submitted at any time in liecu of recommendations for promotion. Procedure
will conform with CIA Regulation I ¢ insGructions accompany.Lng
CIA Notice No. |l 31 Morch 1952, currently in use tor routine submission
of reports.

3. Commendations.

Commendations will be processed, signed, ond forwarded in the
same manner as Recommendations for Promotion.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 25X1A

WALTER RBID wOLF/' )
Deputy Director
‘(Aduinistration)

Distribution N.. 2
-
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UNCLASSTIIED

CENTRAL INTELLLGEWCE AGENCY
Washington, . C.

NOLICL
2 June 1952
SUBJECT: Saturday Courier Servies Lo Other Governmant Agencles in the
Wachington frea.

i
|
|
| f 25X1A
|
|
|

rday deliveries
qmeres within

&

L. Adwminisucrative Service .s unable to make Batu
of a considerable amount of mall sddiessed to ovher as
the City because the offices of the addresswees are nobt open on that day.
The last repular cuty delivery for the weel leaves the ceutrsl mell room
in gue Budlding at 1300 howrs Friday alterncon. Muil addiressed to othew
aoenoLes and recedved in the meil room alter that bime will ordinarily
be held for delivery on Monday or tne follow.ng weel.

n

2. However, if the originating office i aware tuoat the oflics of
the addressece will ve open Saturday,. delivery cau be assuwced by atiteching
a separate note to the envelope ov puchkage which shutes "lo ve deliveced

not later than Sasurday, (dat.).

FOR THE DIRECTOR OF CENLRAL Intelligence:
25X1A

WALTER BEID WOLT
Deputy Director!
(Adminlstration)

DIZTRIBUTION NO. 3

UNCLASSIFIED
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UNCLASSIIIED

CENTRAL INTHLLIGENCE AGENCY
Washiugton, D..C.

25X1A NOTICH

SUBJECT:  TFaxr Implroyment Procedure

25X1A
FEFERENCE:  CIA Regulation Noljjjjjij 13 pecenmber 1510
1. As cequived by Executive Oedei $JU0Q, procaedures adopted by
cach department fou handling fair employment complaint.: and appeals
musy be brougbt to the attention of all employees.

2. Ii compliaace with these provisions oft.ce beads will

cinsure thuts

25X1A (2) £1L employees under their jurisdiction have read
CIA Regulet on No. I T-iv Employment rroccedure, agd have
understocd Lhe rights and privilepges containzd therein,

3 Regulation in

(‘u) I'ew ewplovees are required to read b
its entirety waen wss.gned to their activitaes.

3. Bxtre copacs needed vor the briefing off nev employces may be
obhained by calling Orgonization and Methods Service, Hzrtensicn T9..

FOR THE DIRECTOR OF CENIRAL INTELLIGENCI:

25X1A

DISTRIBULION 4O. 4

‘ UNCLASHITIRD
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02 TRAVEL
Schedule of Estimated Rates

; From To One Way Round Trip
! Washington Domestice
, " New York , $20 $ho
i " Boston 35 70
L South 75 150
" East Coast ’25 N 50
L - Mid-West 60 120
" _ West Coast 175 350
Foreign:
" : South America 600 1, 150
" Europe 500 : 1,000
" Middle East 1,000 1,800
" Far East 1,200 2,000

Note: Schedule includes average costs of transportation, per diem
while en route, etec. :

CONFIDENTTAL
Security Information
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CENIRAL INTELLIGENCE AGENCY
Washington, D. C,

NOTICE
I 27 tay 1952
SUBJHCL:  Procedurzs and Resnonsibilities Relative to Porsonnel Statistiocs

and Yables of Qogan:zations

RECTSTON: CIA Novice No. -

L. The previsions of this Nol.ce arc effectie i June 1952,

2. The Persomel Office will assume responsibility for production,
advice und technlcal supervision relative to personnel statistics through-
out CIA and should be kept apprised of the nced for such statistics by all
elements of CIA 1 ovder to improve accuracy and climinuie duplicat.on.
The Inspection and Secarity Oflice will continue to prepare clearancs
stabistics and coordinate them with the Personnel Oifice.

3. The Personnel Office will also asswme responsibility for ceunbrol
recosd keeping in connecbion with CIA on-duty persounel. ceilings and Lables
organization.

o ALl classified (including ungraded ) positions, cieept positions
under the jurisdiction of the Deputy Director (Plans) wathorized For pro-
Jects and Yoreign field stations, shall be processed as follows:

a. Office heads shall sddress proposals Lol new or changed tables
of organization to the Deputy Director (Administration) and submit
them direcetly to the Classificution and Wage Aoministration Division,
Personnel Oifice, in triplicate accompanied by complete Jdustification
including any workload data, organizational charts, functional statbe-
ments and statements of basic related procedures which aie neceusary
for an undevstanding of the proposals. The Classificabtion and Wege
Administration Division will accomplish classilication review aud ine
sure that the regqueste are oxpeditiously and simultancous ¥ processed
and coordinated as Follows:

(1) The Orgenization and Methods Service will review us
to soundnzse of crganizaticnul structure, functiouns and

procedures.

(2) ‘e Comptroller will comment as to the availability of
funds and other appropriate matters.

e

CONFIRENTTAL
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(3) 'I'he appropriste Administrative Ofi'ice Choefs will
wramine U spuce, eguipment, transportat.on. or other admin.-
isbratlve support s reguired,

(#)  he Deputy Director (Administration) will roceive ail
proposals for action, except as indicated in paragraph b, bLelow,
together wvith signed concurrences or comments obbained dnring
coord.ination,

(5) ‘'he Pevsonnel OFfice will effvet dissemination of
spproved proposals.

b.  Revisions iuvolving only changes .n position nogenclature or
grades may be eficeted through the concurreuces of bthe OT7icc coucerned,
the Personnel Office and the Compbroller (wiwre slgnificont budgetory
changes ave involved); provided, however, that wpproval of the Depuby
Director (Administration) is obtained on grade chanpes ot the @G-16 o
GE-1T level and provided slso that the approvul of the Director is obe
toined on g changes at the G8-18 level. 'The Classification and
Woge Administration Division will ariange for coordinabion and dissen~
wnavion of such chanwes upen receipt of broposals in duplicate from
oslgiuating offices

(e

¢. CLA Form Ne. 30-25, copy attached, will Lo used by the

mmel Office in rendering imediate notification to all orgond-
ations concerncd, of approved T/O changes. Thes form will serve as
immedinte authorization for the encumbrance of : tion., Machine
Listed T/O pages will be furnished in lieu of the forms whenever the
approved changes on single proposals are namerows; and whenever the
accunuleted page changes warrant the correction of machine Lisbod T/O's.
When new machine listings are recelived, the appropriste Form No. 30-25
should be destroyed.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: .- T
25X1A

WALTER REID WOLE'
Deputy Director ¢
(Administration)

/

Avtachment: Form No., 30-25

DISTRIBUTION NO. 2
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OFFICE OR STAFF OFF ICE CODE REQUEST DATE APPROVAL DATE CONTROL NO. : :
| Page 1 of 2 Pages -
DELETIONRS ADDITIONS NET CHANGE ORGANIZATION
NEW BR. & CODE
ORGANIZATION ORGANIZATION .
AND POSITTON TITLE SERIES & GRADE [ POSITION NO. AND POSITION TITLE SERIES & GRADE | POSITION NO. | piy. TOTALS |tMachine Records)

NEW OFFICE TOTALS APPROVAL

The T/0 changes listed above are hereby approved. Please make changes on office
records as necessary. Retain this authority until new machine printed T/0 page(s) is
received.

SIGNATURE TITLE

FORM MO- 50-25 T/0 CHANGE AULTHORIZATION (2-39)
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22 May 1952

MEMORANDUM FOR: Assistant Deputy Director (Administration)
THRU: Chief, General Services

SUBJECT: Notice re Transfer of Personrel Statistics
to Personnel Office.

The attached Notice implementes the approved recommendations
in the Staff Study of 9 May relative to responsibility for
personnel statistics. It hasc been concurred in by the Personnel

Office and Comptroller. Request your authority to publish.

W. L. PEEL
Chief, O&M Service

-~

Attr.chment

CSOMFDENTIAL
Bncuity Irfes melion

Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3 . ..

25X1A



7 i

Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3

FOx Aubhn
Lidon, ¥

Diish Por i o, 30-2
e s

TR R VITR

o alficos

RGOS Lo Behinduie the runmnloe
e runndng

Dne abvious
WL O IOk
SA RS AT
07 L\?,‘;‘.,

Totad &
Ditia

LA
RN T

3. e Do

g ‘SAJ';L'(,&, Ul‘?v ﬁuv 2
\ -
o ’cr 8, W have rocolved o

MRS v

ARG e

ey bed by o 3N 1.
requestod bo Tormn and Nobice,

S Yoy
25X1A

T,
o dsw 85T

Approved Fof Release 2001/09/03 : CIA-RDP81-00728R000100110009-3



25X1A
Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3

Next 4 Page(s) In Document Exempt

Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3



Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3

RESTRICTED
Securaty Informat.on

CENTRAL INIMLLIGENCE AGENCY
Waesnington, D. C.

25X1A NO'ILCE
16 Moy 1952

SUBJECYT: SBhuttle Service

L. The existing shuttle schedule vetween CILA buildings is
rescinded effective at the close of business on Fricay, 16 hay 19%2.

2. The new schbedule to be effective on Munday, 19 May 1952,
will provide seivice every ten (LO) minutes between Norti Building
and Quarters "Eye" starting from North Building at 0800 and irom
Quarters "Bye" at 007. The last bus will leave Newbh Building at
L7l and the last bus will leave Quarsers "Bye' at L7LT.

3. The busses between the "L" Building stop at Memorial Circls
and the Pentagon will contiaue to operate every fifteen (15) minates,

4. The new schedule will be distributed separately.

- N,

FOR THE DIRECTOE TNTRAL INTERLLICENCR: " ™ - \
FOR THE DIRECTOR OF CENTRAL INTELLIGHRCE: .~ ) 3 25X1A

WALTER RELD WOLF
Deputy Director
(Administration)

DISTRIBUIION NO. A
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CENTRAL INTELLIGENCIE AGENCY
Vashington, D, C.

NOLICE 4
— : 16 May 1352
SUBJECY:  Promot.on of Military Officers
1. The rollowing service procedures govern promotion of officers:
4. ARMY. Central Selection Boards periodicully cons.cdesr all

officers within stated zones of 2ligibility for promotion., Yhis
procedure Limits the coasideration of specific recommendations

Lo
that nomally iven compendations. Speclal zoneu of colw L ration

alloving recomuendations sie pevieodically annuuncesd by Depucinent
of the Army and disseminated to CIA activitics by the Mil:itary
Porsonnel Division, Recommendations ave required for promotion of
all Second Lieutepants ard eoe prepared by the Military Personnel
Division upon reyuest,

b, AIR FOICE. Central Selectlon Boards coasidey olftfcers guartesly
Tor promotion jﬁfciigibxlity zones announced in advance.  The M tary
Persconzl Division furnishes the Adr Toree with Listings of cligible
olficers. Recommezndations are not required, bul are accepted for
outstunding cx'ficers. Recommendation letters, to the Director of
Military Personnel, Headguorters USAK, should cite, in unclassifi
langueze, aotual ineidents of unusually meritorious performance.
The procedure staved in 1 a., above, applies to Alr Force Second
Lieutenants,

c. NAVY AND MARINE CORPS. Central Belection Boards cmphasize
seniority, normolly preciuding positive action on o apeciiic recum-
mendation,  Bueh recommendutions are £1led ror considerasion as &
comnendation when senlority makes an officer eligible for promotion.

2. Letters of Comuendation or special performance iat.ongs mey be sub-
mitited any time an offlcoer's periormance of duty . exceptionally outstandiug
Qe greatest single fuctor influencing promoticns is consistent recognition
of ebility by mesas of effficiency r1atings and comwendations. The carver
aml promotion prospects of officers sssighed to CIA will be protected by
complete and unreserved complisnce with CIA policics in this regavd.

3. All recommendations, commendations, ete. will be forwarded through
the Military Personnel Division. This does not preclude prior evalumiion or
sereening by a board, within a component of CIA. Questions and provlems
related to officer promotion should be referred to the Military Personnel
sion.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: |

WALTER REID WOLF //
» Deputy Direchor
DISTRIBUTION NO, 2 Administration)
‘ migTRICTED &
Seggfity Infqymation
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MEMORAWDUM FOR: Depuby Ddrector/Administration

FROM: Assistant Director/Personnel

SUBJECT: FProcedures for Promobing Officers Assigned to CLA
1. The Problem: To furnish adequate information on current

promotion criteria and procedures to all officers and CIA actlvitles

in which officers are on duby,

2. [Facts Bearing on the Problem:

2. Insbances continue to arise wherein Division Chiefs and
higher CIA officials are not aware of the several Avmed Forces
promotion systems for officers.

b. An erroncous concept - that a recommendation aulomatically
resulbs in promotion - has become quite general, leading to an
adverse effect on morele uhen resulis are not forthcoming.

¢. Likewlse, changes in promotion criteria and service policies
are infrequently considered, through failure of supervisors to
congult the Military Persommel Division for assistance in promotion
problems.

d. The prevailing tendency to enhance all recommendations by
forwarding them over the Directorts signature is, in effect,
diminishing the impact of recommendations which are bona fide
exceptional cases which warrant unusual consideration and action.

3. Discugsion:

a. The Military Personngl Division is responsible for keeping
sbreast of all promotion programs, and the eligibility of all
assigned officers with respect {o promotion criteria. Timely
digsemination of this information throughout CIA, both to super=
visors and officers, constitutes a considersble problem in
communication, which can best be solved by distribubting periodie
memorande covering the prqgﬁayxﬁ ti;ﬁen current.

bs In addition, jfe gvailehility of technical assistance and
advise from the Military PerbomisINnilfision should be widely
advertised, and use of fhis gervice should be encouraged, 1o

preclude any misunderstah &t fhe part of supervisors or
QfﬁOBI‘B .
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Processing of rocommendations (i.e. signature and

! forwarding) should bs standordized to the extent that the

I Director is not oblipged to handle all of them. The Commanding
Offlcer of the appropriate administrative unit can legitimately
sign and {orward recommendatlons, as desired by the Director.

' Le fection Recommended:

e

e

Ce

1 Incl.

That the attached notlce be approved for distribution
over your signaturc.

That the Commanding ufficer of the approprlate adwinise
trative unit be authorized to sign and forward recome
mendabilons for promotlon up to Lieutenant Colonel.

That the Director continue to sign recommendations for
promotion to Golonel, and other recommendations which,
in the opinion of the Chief, Military Personnel Division,
merit special atitention.

Pe TRUB2E DAVISON

Draft Notilce

BY Yoy
Wt 3 g s W 35
BEYZOpYEr
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CENTRAL INIELLIGENCE AGENCY
Washington, D, .

NOTICE

25X1A [ ] 12 lay 1952

SUBJECT:  Chan.es iu Organization and Procedures Yertaining to
o ) 2
Supply Division

1. Bffective 12 May 1952, all supply recoras will be located
in Wing "C", Quarters Bye and will be ander taoe direct supervision
of the newly activated Stock Control Branch, Supply Division, Office
ol Procurement and Supply.

2. Subsequent te 1o May 1952, all requisitions will be for-
varded to the Steek Contirol Branch, Wing "C", Quarters Eye, for pro-
cessiug and approval., Wareliouses will Turnish supplies and equipment
to using activities only upod recelpt off proper requisitions, authorized
by the Stock Control Branch, supply Division.

3. Infermetion relative to avallability of stock, status of
requisitions, and auy other informaticn which is required by requisi-
ticning activities wiil be rurnished, where authorized, by the Stock
Control Branch, Supply Divisiou, Extension 491 or 8037,

FOR THE DIRLCTOR OF CENTRAL INTELLIGENCE . i s 25X1A

WAL
Deputy Director /
(Administration)

ya

DISTRIBUTION NO. L
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i
O]j’i(:e Memomnd%m * UNITED STATES GOVERNMENT

TO  : Chief, Organization and Methods Service DATE: 8 May 1952

FROM : Chief of Procurement and Supply

SUBJECT: Request for Issuance of CIA Notice

In order that all concerned may be informed of the
changes in organization'and procedures pertaining to the
Supply Division, Office of Procurement and Supply, it is
requested that the attached draft of CIA Notice be reviewed,

signed, and issued as an official CIA Notice.

25X1A

AMES A, GARRISON

Approved For Release 2001/09/03 : CIA-RDP81-O(‘)728R00‘010011Q009-3_ .
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CENTRAL INTELLIGANCE AGENCY
Wanliington, T. .,

NOTICHE

vo 5 May 1952

SUBJECT: Absence for Registration and Voting.

Avtention of all Offlice heads and supervisors is called to CIA

Regulution _L (1) and (2) reading as follows:

"(1) Insoiar as may be pracbicable without interfering seriously
with preduction, employwes who degire to vote at communities
where they waintein voting residence, except where voting by
absentee ballot is permitted, will be excused for that purpose,
Jithout charge to leave, for a reasonable time on all election
days., Further, employees who will be voting in jurisdictions
which require registration in person will be ewcused for that
purpose, without charge to leave, for a reasonable Lime during
the registration periods specified by the jurisdiction in which
they will vote. Such auvthorized absence should not exceed the
time actually required to vote or register, as the case may be,
and in no event should it exceed one working day for cach election
or registration period.

(2) 1In those cases wheu an employee requests additionul leave For
vebing or registration which will require longer then one day
in order to enable him to go to his legal residence to vobe
or reglster, permission will be granted whenever practicable
and the period of absence in excess of one day will be charged
to annual leave or, if annual leave is exhausted, to leave
without pay.”

o

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

WALTER REID WOLF
Deputy Director
(Administration)

DISTRIBUTION NO. 4
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THE WHITE HOUSE
WASHINGTON

April 28, 1952

T0 THE HEADS OF EXECUTIVE DEPARTMENTS AND AGENCIES:

| Under date of July 2k, 19L48, the executive
departments and agencies were notified of the policy
with respect to release of employees for registration
and voting,

! While that policy has not been changed and

is contimuing in its effect, it is felt it should be
again called to the attention of all employees so that

N they may be fully informed on this subject and encouraged

to exercise their rights,

Aoee A A

DONALD S, DAWSON
Administrative Assistant
to the President

MAY 2 s
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THE WHITE HOUSE
WASHINGTON

July 24, 1948

TO THE HEADS OF EXECUTIVE DEPARTHMENTS AND AGENCIES:

In 80 far as may be practicabls without interfering
seriously with production, employees who desire to vote at
communities where they maintain voting residence, except where
voting by absentee ballot is permitted, will be excused for
that purpose without charge to leave for a reasonable time on
al’ election days, Further, employees who will be voting in
Jurisdictions which require registration in person will be ex~
cused for that purpose without charge to leave for a reasonable
time during the registration periods speoified by the Juris-
diotion in whioh they will vote. Such authorired absence should
not exceed the time aotually required to vote or register, as
the oase may be, and in no event should it exceed ome working
day for each election or registration period,

In these cases when an employee requests additional
leave for voting or registration whioh will require longer
than one day in order to anable him to go to his legel resie
dence to vote or register, permission will be granted whenever
practicable and the period of absence in excess of one day will
be charged to annual leave or, if annual leave is exhausted »
to leave without pay,

This letter supersedes that on the same subjeot ad-
dressed to the Heads of Executive Departments and Agenoies by
Williem He MoReynolds, Administrative Assistant to the President,
Ootober 12, 1944,

py/‘m al ol //M»L/

DONALD S. DAWSON
Administrative Assistant
to the President

Viay 2 198y
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CONFIDENTIAL
Sccurivy Information

CENTRAL INTELLIGENCE AGENCY
Washington, D, C,

NOTICR ‘ @ Moy 1952
SUBJECT:  Separation for Unsatisfactory Performance

1, Tt is cssentlal that cach momber of the Agency contribute his full
share toword tho accomplishment of the Agency's nission, FPrompt action must
be taken to relcase those individuale who are undesirable or whose peirfom-
ance 1Is unsatisfnutory whon therc 1s no roasonable prospect of bringing aboub
adequate improvaient through less drastic administrative or suvpervisory actlon.

.-
2, Persomel who havz corpleted the probationary period will not be
separated invaluntarily lexcept for redvetion in force, security reasons, for

cause -~ misconduct, delinguency, otc.) unless thers is a prior notice in-
forming the rerson concerned in what respect lids services were unsatisfactory
and unless he hos been ziven a reasoncble opportunity to improve or to correct
objeclionable traits.

3¢ Persomnel neced assurance agolnst adverse action based on arbitrary,
uninforned decisions, Haoch menber of the Agency represonts a sizable inveute
mont in time, moncy, end huran effort, Thoreforc, it is important that pere
sonnel. be cavefilly evaluated both dwuring their probationary or trial period
ard subseguentiy in order to climinote those whe manifest an inability to
rieet roguirements.

4o Responsibilitics end Authorities

(o) Supervisory Respousibility. Supervisors bear primery respon-
sibility for detcrmining the adequacy of porformance and conduct of pere
scnnel undor their supervision and for initiating correetive actilon
where nesossarye. OSuch corrcctive action may be in the form of closer
supervigsion, on~the~job training, admonitions or warnings, and repri-
mands, There may be some instances in which a conscientious worker is
in a job beyond his actual or potential capacity. In such instances,
the individuzl should be reassigned to duties commensurate with his
skill, If reassignment is not practicabile, he may be separated, When
corrective nclion roquires o rersonnel action, such as transfor, demow
tinon, or separation, supervisors are responsible for recormending ap-
propriate action to the Personnel Office, together with full supporting
reasons, While the ultinate anthority for taking persomnel actions
regts with the Personnel Oftilce, this fact does not relieve the operat-
“ing office of the wesponsibility for discipline and proper menagement
of personnel, -

[y

CONFIDRENTTAL
Socurlty Information
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(b)  Persounel Offico Responmibility. The Personnel Office is re-
sponsible for rendering advico and assistance at all supervisory levels
on rnttors pertaining to personnel of the Agency, for reviawing pro-
Pesals aftecting individuals, and assuring that thoy conforn to pre-
scribed regulatory and procedural requirements and arc nnt arbitrary
ond unreasonable, and for approving or rceommending to highor authority
final action to be taken, In any instance in which adverse actipn is
necossary , the Personnel Director or his designee will, with the assist~
ance of the surorvicor, vreparc tis advance notice or statement of charges
for the suprervisor's signature and will bear joint responsibility with
the surcrvi or in determining the adequacy of any staterent by the indie

m? vidual affocted as to why the rroposed action should not be taken,

5s Separation during Probationary Period

The probationary or trial pericd should be fully utilized as o final
2xanining and weoding-out reriod to determinz the caracity of new pers-nnel,
Perfornance evalunbions propared during the rrobationary period should shoyw
in detail the individual's rorformange, progress, and growth potential. The
Personnel Director or his designce will review such evaluation reports and
when an inlividuval's lerformance is nont satisfactory, take irmediste actinn
with the supervisor to work out a romedial program for the individusl or to
reassign or separate Bime Individuals must be given written notification by
the Persomnel Dircctor two wecks in advance of separation action. Probation-
ary employces 2o not have the right »f appeal on such actions,

6. Separation subsequent to Probationary Poriod

(2) Sweorviser's Recorrendation, When tho supervisor's efforts to
ring achout o more satisactore rerformance by the individual are une
2 VI
o

on

.

availing, and less drastic scbion is not rossible or desirable, the
supervisor will initiate sej.ration action. He will take such action,
however, only .after he has notified the ‘employee in writing whercin he
has failed to yerform ndequately and has given the employee 2 reasonsble
tine in which to demonstrate his ability to perform satisfactorily. The
supcrvisor's recommendation for seraration actbion shall contain rerfinent
facts concerning the individunl's unsatisfactory rerforrsnce with a
staterment sumarizing supervisory offorts to bring about improvements,

(b) Personnel Office Letion nn Recommendation. Upon recaipt of
such a rocomiendation, the Perzonnol Director or his designee will con-
duct a roview to develop any additional facts pertinent to an appro-
Priatc decision, .

(¢) Progessing the Scparation Action, If the Perscnnel Director or
his designee deternines that separation is appropriate or that dermotion
or other legs drastic administrative sction should be taken, he will
Frerare for signature by the appropriate supervisor a notice to the indi-
vidual affected of the proposced action, This notice shall contain the
following informations

2

CONFIDENTIAL
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(1) A staterent of tho actirn proposad ns well ss the offoc~
tive dote thoreof (30 days from the indivilual's receipt of the
Fotice). .

(2) A statement, spozific and in detail, showing the rensons
frr the proposad action and imeluling a review of the administrative
rnd supervisory actions which have beea taken to c¢orrect the situa-
tions

(3) A statemont inforndng the individual thot if he wishes to
renly he must do so within ten calendor days orally or in writing;
that his reply will be given full considerabtion before o docision
is reached; and that he will be notified of the decision within 10
deys after his roply is received. In alditicn, he will be infermed
that he way present his angwer crally beforo an advisory committece

(1) Presentation of Individual's Reply before an Advisory Committeg.
The Personnel Director or his designee will promptly arrange for presen-—
tation of an oral reply to an advisory connittee upon the individual's
request.,

(1) Merborship of Advisory Cornittee

The Aszistant Director (Personnel) wail arroint a committeeo
of three responsible and impartial Contrsl Intelligence Agency offi-
cials who arc not nembers of the Office to which the individual is
assigned, The Personnel Director or his designated reprcsentativo
will serve as nonvoting chairman,

(2) Assistance to the Cormittee

The Committoe nay secure the technical advice and guidance
of appropriate specialisits.

(3) Witnesses

The individual has the right of requesting that thore ap-
rear before the Commitiee other Agency employecs in possession of
facts pertinent to tho issucs,

(e) Finsl fction, After considering the individusl's reply and the
racommendations of the Advisory Cormittee, if any, the Assistant Director
(Personnel) will make the final decision as to the action to be taken,
The Assistant Director (Peorsonnel) or his designec will notify the indi-
vidual in writing, giving the reasons for the decision and stating, 'if
npplicable, the effcctive date of the action. .

(£) Appezl to the U, 8, Civil Service Commisgion. If adverse action
is to be token on an individual eligible for preference under the Veterans'

B
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Preference Act, his final notice will include a statement informing him of
his right to appeal to the U, S. Civil Service Commission within ten cal~
endar days of receipt of such notice.

7. Appropriate portions of this Notice will be included in the [l 25x1A
of the CIA Regulations at a later date. Where inconsistencies oceur between
this Notice and CIA Regulations in the | this Notice shall govern. 25X1A

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 25X1A

WALTER REiD WoLF ,~
Deputy Director
(Administration)

Distribution No. b

=la

CONFIDENTIAL
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AR-D=0l15

27 March 1952

MEMORANDUM FOR: Chief, Organization and Methods Service

SUBJECT : Draft of CIA Regulatbion on Involuntary Separation

1. In general, the attached proposed Regulation on involuntary
separation says what I think we want. However, I have some points
to raise which I would like to have you straighten out with Person—
nel and, after you have agreed, submit to me for approval and publi-
cation. As usual, T am anxious to get this published within the next

few days.

2. It occurs to me that one Hegulation announcing the policy TR
placing responsibility, etc., should be in the | -nd that 2~ 25X1A
second Regulation on procedures should be in the |G 25X1A

3. Vle speak of the probationary period. It is my understand- . ]
ing that this is a one year period; however, I am not sure whether -25X1A
this is spelled out in present Regulations.

. We also speak of performance evaluations., I think that it B it 00T
is correct that no performance evaluations have been rendered on CIA . ¢, ., .
employees for almost two years, o

5. In paragraph D (1) we say that separations on grounds of P 25X 1A
security violations will be processed according to LTS

This Regulation does not say how termination action will be processed.
It merely says that personnel may be terminated for security viola—
tions. ILLEGIB

6. With reference to paragraph D (2), there is a guestion in
my mind as to whether termination for security viclations is not in-
cluded in termination. "in the. interests of the United States."...

25X1A

N

¥ L. K. WHITE
Assistant Deputy Director
(Administration)
ce: Act'g Pers Dir COMMBLE AL
e Locurity Information

s e
| CBAR vo R
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CENTRAL INPELLIGENCE AGENCY
washiuzton, D, C,

25X1A
NOWTCIH
30 April 1952

SUBJECT: Corvrespondence Manual

1. There is attached hereto a copy of @ new CIA Corres-
vondence Manual which should be used as a zuide in preparing officlal
correspondence.

2. Additional copies as required, may be obtained from
Building Svpply Officers.

FOR TEE DIRECTOR OF CENTRAL .[MIZIL 0 I E—— ="

WALTER RBID VOLF . 25X1A
Depity Director
(Administration)

1 Atteh

DISIRIBUIICN NO. 3
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CORRESPONDENCE

MANUAL

SR April 1952
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FOREWORD

A great deal of the business of the Central Intelligence
Agency is done through correspondence and this, of course, be-
comes the written record. To do an efficient Jjob of maintaining
a thorough and complete record, it 1s essential that the proce-
dures for the preparation of official correspondence be uniform,
and that the styling, routing, and filing of it be done according
to a given pattern or plan.

The purpose of this Manual, therefore, is to present, in a
simple way, these rules and regulations to the sécretarial and
stenographic personnel of the Agency. There is really nothing
difficult about any of the procedures, and with a little study
and practice they are easily mastered. The instructions given
here are only general in scope, and do not cover all cases.
Should special problems arise, they should be brought to the
attention of the immediate supervisor or Administrative Officer

for a solution.
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GENERAL
Style

In the preparation of official CIA correspondence, the memoran-
dum form or the letter form is used.

Stationery
The following types of statlionery are used:

CIA ILetterhead (bond)

Thin CIA Letterhead (tissue)

CIA Letterhead (Office of the Director) (bond)

Thin CIA letterhead (Office of the Director) (tissue)

CIA Letterhead (Office of Deputy Director of Central
Intelligence)

Thin CIA Letterhead (Office of Deputy Director of
Central Intelligence)

Standard Form No. 64 (Office Memorandum-U.S. Government )

Plain Bond

Plain Thin White Tissue

Plain Thin Yellow Tissue

CIA Letterhead (bond)

The CIA Letterhead is used in the preparation
of all correspondence sent outside the Agency.

When such correspondence is prepared for the
signature of the Director of Central Intelligence,
the CIA Letterhead (Office of the Director) is
used. When "outside" correspondence is prepared
for the signature of the Deputy Director of Central
Intelligence, the CIA Letterhead (Office of Deputy
Director of Centrel Intelligence) is used.’ ,

Thin CIA Letterhead (tissue)

The thin CIA Letterhead is always used for the:

1. "Courtesy" copy (sometimes called
"duplicate copy") to accompany the original on
a CIA ILetterhead.

2. Information copy, if one is to be sent
to another addressee outside the Agency.

3. Copies of "multiple addressee'" memoran-
da sent outside the Agency. (A "multiple
addressee" memorandum is a memorandum addressed
to a list of two or more officials. This type of
memorandum is a timesaver, and when used it is
necessary to prepare a copy for each addressee
listed.)

Approved For Release 2001/09/03 : CIA-RDP81-007_28R000100110009-3
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Thin CTA Letterhead (Office of the Director) (tissue)

This letterhead is used when the original is
prepared on the CTA Letterhead (office of the Direc-
tor) and for the same purposes stated in the preced-
ing paragraph.

Thin CIA Letterhead (Office of Deputy Director of
Central Intelligence) (tissue)

This letterhead is used when the original is
prepared on the CIA Letterhead (Office of Deputy
Director of Central Intelligence) and for the same
purposes stated above.

Plain Bond

This paper is used only when addressing memoran-
da. to the Director of Central Intelligence or to his
four Deputies, and when writing to two or more offi-
clals within the Agency (multiple addressee), and for
second sheets.

Standard Form No. 64 (Office Memorandum-U.S. Government)

This form is used when addressing memoranda to all
officials within CIA, with the exception of the Direc-
tor of Central Intelligence and his four Deputies. It
is also used when writing informally to officials of
other Government agencies or departments.

Plain Thin White Tissue

Plain thin white tissue is used for the:

1. Infofmation copy, if one is to be sent
to another addressee within the Agency.

2. TFile copy.

3. Coples of "multiple addressee" memoran-
da sent to officials within the Agency.

4. Extra copies, as required.

Plain Thin Yellow Tissue

Plain thin yellow tissue is the Administrative
Files copy. (The color is used simply to identify it
as the CIA file copy.)

‘Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3
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Number of Coples Required

Original -

1 -

Thin CIA Letterhead -
tissue (or CIA Let-
terhead-Office of the
Director; or, CIA
Letterhead-0ffice

of Deputy Director

of Central Intelli-
gence . )

Thin CIA Letterhead -
tissue (or CIA Let-
terhead-0ffice of the
Director; or, CIA
Letterhead-Office

of Deputy Director

of Central Intelli-
gence. )

Plain thin white -

Plain thin white -
tissue '

Plain thin white -
tissue

Plain thin yellow -
tissue

Extra copies -

Multiple Addressee -

Memoranda

For dispatch.

"Courtesy" copy to be forwarded with
the original, if the addressee is a
Member of Congress, or an official
of another Government agency or de-
partment.

Information copy (if necessary) to
be sent to another addressee out-
side the Agency.

Information copy (if necessary) to
be sent to another addressee within
the Agency.

For the signing official. (Two

thin white copies, if the signer is
the Director of Central Intelligence
or the Deputy Director of Central
Intelligence.)

Copy for return to the originating
office to indicate the date on which
correspondence was signed and dis-
patched.

Administrative Files copy.

Additional thin white copies as may
be required by individual offices.

1. Original on appropriate CIA Let-
terhead, with a thin white let-
terhead for each addressee, when
sent outside the Agency.

2. Original on plain bond, with plain
thin white for each addressee,
when sent within the Agency.

3. Additional thin whites required
for file and other copies.
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Margins

Margins are set to give a "framed picture" appearance to memo-
randa and letters. However, margins are never to be less than l%
inches.

Date

The date is placed in accordance with the length of the letter
or memorandum, flush with the upper right-hand margin, and is writ-
ten in this sequence - day, month, year - as, 15 January 1952,

The date 1s omitted when Preparing correspondence for the signa-
ture of the Director of Central Intelligence or his Deputies. It
is placed by the Executive Registry when the correspondence has been
signed and is ready for dispatch.

Heading of a Memorandum

The heading of a memorandum is begun five lines below the date
line.

Address of a Letter

The address of a letter is written five lines below the date
line.

Salutation

The salutation is typed two lines below the address of a let-
ter. The memorandum has no salutation.

Body

In the memorandum, the body is begun four lines below the last
line of the heading, while in the letter, the message is started two
lines below the salutation.

Line Spacing

The body of correspondence is single spaced. However, if the
text is less than eight lines, double spacing is used. In both
instances, double spacing is used between paragraphs. (NOTE: 1In
memoranda addressed to the President of the United States, regardless
of length, double spacing 1s always used, with double spacing between

paragraphs. )
Paragraphing

Paregraphs are indented five spaces. They are separated by a
double space.
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Peragreaphs of memoranda, When a memorandum is but one paragraph
in length, the paragraph is not numbered, but subparagraphs are let-
tered. TIf the memorandum is two or more baragraphs in length, the
Laragraphs are numbered consecutively with Arabir numerals. The pat-
tern for paragraphing is as follows:

(1) eene.. e, e,

)

cee e sreer e 0

Q. R R R

“veri e vevsesrsee e

Exception: In memoranda addressed to the President of the United
States, paragraphs are not numbered,

Paragraphs of letters. In letters » Paragraphs are not numbered.

Command Line

The command line, or the authority line, is "FOR THE DIRECTOR
OF CENTRAL INTELLIGENCE:" It 'is used only on the memorandum form,
and when the individual signing the correspondence has been delegated
authority to do so for the Director of Central Intelligence. The com-
mand line is indented five spaces from the left-hand margin, typed in
all caps, and is followed by a colon.

Complimentary Close

The complimentary close is used only in the writing of letters.
It 1s typed two or three spaces to the right of the center of the page.
No complimentary close is used in the writing of memoranda.

Signature

On memoranda, the signature is typed five or six lines below the
last line of the body, or the command line » if there is one. The
name is written two or three spaces to the right of the center of the
Page 1n all caps. The title is centered in respect to it, and is typed
in initial caps. When Standard Form No. 6k (0ffice Memorandwum-U.§,
Government) is used, the title appears in the heading on the "From"
line. Therefore, it is omitted at the close when this form is used.

Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3




Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3

o

On letters, the signature is typed five or six lines below, and
Tlush with, the complimentary close. The name is written in initial
caps only. The title is centered in respect to the name, in initial
caps.

Inclosures

The number of enclosures is typed two lines below the signature
and flush with the left-hand margin., on the original and all carbons.
Indented two spaces and one line down, each enclosure is listed by
number and briefly described. If an enclosure consists of more than
one copy, the number of coples is shown in parentheses following the
description of the enclosure. TFor example,

2 Enclosures
1. Torm No. 37-3 (dup)
2. TForm No. 38-1 (trip)

Information Copies

Information copies and the officials to whom they are addressed
are indicated flush with the left-hand margin, and two lines below
the last written line of a memorandum or letter. (Signature line or
enclosures listing.) This notation always appears on all the carbons
retained in the Agency. However, if it is the desire of the dicta-
ting official, the notation is made on the original and courtesy copy,
if there is one. TFor example,

cc: Personnel Director
cc: Chief, Administrative Services

Identification Initials

The identification initials consist of the office designation,
or symbol, the writer's and the secretary's initials. Following the
initials and on the same line, the date is typed in parentheses, as,
OCD/ABC:xyz (15 January 1952). TIn memoranda addressed to officials
within the Agency (with the exception of the Director of Central In-
telligence and his four Deputies) the identifications are typed on
the original and all the carbons. In memoranda and letters addressed
outside the Agency, the identifications are typed only on the carbons
remaining in CIA. They never appear on originals, "courtesy" copies,
or information copies.

Distribution

Distribution of the various copies of correspondence is noted
on all carbons retained in the Agency. TFor example,

1- DD/A (signer's copy)

1- Return to Organization and Met#ods Service
1- Administrative Files

Approved For Release 2001/09/03 :'CIA-RD‘P81-00728R000‘1 00110009-3
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; : Continuations

The body of memoranda or letters is continued at least eight
lines below the top of the page .

A paragraph of three or fewer lines is not divided between pages.
At least two lines of a divideq Paragraph appear on each page. In
dividing a sentence Letween pages, at least two words of the sentence
appear on each page. In no case is a word divided between two pages.

If the body of a memorandum or letter is completed so near the
bottom of a page that there is no room for the signature, at least
tvo lines of the last baragraph are carried over to the last page.
This is done so that the signature will not become separated from the
text.

Page Numbering

No number is placed on the first bage. Subsequent pages are
numbered consecutively with Arabic numerals. The number is centered
and typed about one inch above the bottom of the sheet, as, -2-.
Classification

The classification is stamped as specified in the current CIA
Security Regulations.

Envelopes

When envelopes are necessary, they are prepared in accordance
with the existing CIA Security Regulations.

Receipts

Receipts, when necessary, are prepared as required by the CIA
Security Regulations.

Routing Slips

The official routing slips (Nos. 36-8 and No. 30-4) are used
when correspondence is referred through one official to another.
They are also used at times for the transmission of informal com-
ments on the basic correspondence. It is unnecessary to use rout-
ing slips to transmit correspondence from one office to another.
Chain envelopes are used for +this purpose.
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THE MEMORANDUM

When to Use the Memorandum Form

When addressing the following, the memorandum form is used and
is prepared on a CIA Letterhead (or CIA Letterhead-Office of the
Director):

The President of the United States

Officials of the National Security Council (NSC)

The Intelligence Advisory Committee (IAC) (or to indi-
vidual member Agencies of the Committee)

The National Security Resources Board (NSRB)

Other Government agencies, if the incoming corres-
pondence was in memorandum Form.

T E W

The memorandum form is used when addressing the following, and
it is prepared on plain bond paper. (This is the only instance in
vhich plain bond paper is used.):

The Director of Central Intelligence

The Deputy Director of Central Intelligence
The Deputy Director (Administration)

The Deputy Director (Plans)

The Deputy Director (Intelligence)

Multiple addressees. '

N FW R

When corresponding with the following, the memorandum form is
used, and prepared on the Standard Form No. 64 (Office Memorandum-
U.S. Government):

1. A1l officials of CIA in Washington, with the exception
of those listed in the immediately preceding paragraph.

2. All officials of CIA in the U.S. Field.

3. Other Government agencies, informally.

How to Prepare a Memorandum on Letterhead or Plain Bond Paper

Keeping in mind the "framed picture" appearance, the margins are
set accordingly.

Place the date (if it is to be entered) in accordance with the
length of the memorandum in the upper right-hand corner and flush
with the margin.

Dropping five lines from the date, the headings MEMORANDUM FOR,
SUBJECT, and REFERENCE, ATTENTION or THRU lines are typed in all caps,
block form, and flush with the left-hand margin. The addressee, the
subjJect proper, and the reference are typed in lower case, initial
caps, and separated by two lines. For example,
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THE MEMORANDUM

When to Use the Memorandum Form

When addressing the following, the memorandum form is used and
is prepared on a CIA Letterhead (or CIA Letterhead-Office of the
Director):

The President of the United States

Officials of the National Security Council (NSC)

The Intelligence Advisory Committee (IAC) (or to indi-
vidual member Agencies of the Committee)

The National Security Resources Board (NSRB)

Other Government agencies, if the incoming corres-
pondence was in memorandum form.

viE W

The memorandum form is used when addressing the following, and
it is prepared on plain bond paper. (This is the only instance in
which plain bond paper is used.):

The Director of Central Intelligence

The Deputy Director of Central Intelligence
The Deputy Director (Administration)

The Deputy Director (Plans)

The Deputy Director (Intelligence)

. Multiple addressees. :

A\ FW o

When corresponding with the following, the memorandum form is
used, and prepared on the Standard Form No. 64 (Office Memorandum-
U.S. Government):

1. All officials of CIA in Washington, with the exception
of those listed in the immediately preceding paragraph.

2. All officials of CIA in the U,S. Field.

3. Other Government agencies, informally.

How to Prepare a Memorandum on Letterhead or Plain Bond Paper

Keeping in mind the "framed picture" appearance, the margins are
set accordingly.

Place the date (if it is to be entered) in accordance with the
length of the memorandum in the upper right-hand corner and flush
with the margin.

Dropping five lines from the date, the headings MEMORANDUM FOR,
SUBJECT, and REFERENCE, ATTENTION or THRU lines are typed in all caps,
block form, and flush with the left-hand margin. The addressee, the
subJject proper, and the reference are typed in lower case, initial
caps, and separated by two lines. For example,
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MEMORANDUM I'OR: Director of Ceniral Intelligence )

SUBJECT': Change of OFffice Hours .
f

REFERTNCE : Budget Circular No. 10 dtd 1 May 1951 :
or, !

MEMORANDUM FOR: Deputy Director (Administration)

.

ATTENTION: Assistant Deputy Director (General) !

SUBJECT: Change in Office Hours h
or,

MEMORANDUM TOR: Deputy Director (Administration)
THRU: The Comptroller

SUBJECT: Change in Office Hours

(In this instance, an extra copy is forwarded with the original
for the files of the Comptroller, if he so desires to retain a copy.)

—d

In the preparation of "multiple addressee" memoranda, the ad-
dressees are listed, block form, following the heading MEMORANDUM -
FCR, The remainder of the heading is completed in the usual way . {

For example, !
MEMORANDUM FOR: The Comptroller
Personnel Director 4
Chief, Administrative Services 1
Chief, Organization and Methods Service

SUBJECT: Change in Office Hours

(In this instance, a carbon is prepared for each addressee -

listed.) {
The body of the memorandum is begun four lines below the last oy
line of the heading. Single spacing is used, except when the memo- ‘

randum is very short, in which case double spacing is permissible.

(NOTE: In memoranda addressed to the President of the United States, o
regardless of length, double spacing is always used, with double [
spacing between paragraphs.) Paragraphing is as described under

General. -

The command line, if one is used, is indented five spaces and
typed twe lines below the last line of the body . -
!

i - 10 -
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The signature is typed five or six lines below the command line.
It is written In all caps two or three spaces to right of the center
of" the page. The title is typed one line below the signature and is
centered in respect to it.

Enclosures are listed two lines below the signature and title.
These appear on the original and all carbons.

Information copies are indicated two lines below the last writ-
ten line, which may be the signature line or the enclosures listing.
The notation is made on all carbons retained in the Agency; hovever,
if the dictator so directs, it is also noted on the original and

"courtesy" copy.

Dropping two lines, the identilying office symbol, initials and
date are typed. 1In memoranda addressed to officials within the
Agency, the identifications are typed on the original and all car-
bons, except when addressing the Director of Central Intelligence or
his four Deputies. In these exceptions they appear on carbons only.
In memoranda and letters addressed outside the Agency, the identifi-
cations are typed on carbons remaining in CIA. They never appear
on originals or "courtesy" copies.

Page numbering. The first rage is not numbered; however, sub-
sequent pages are numbered consecutively with Arabic numerals. The
number is centered and typed one inch or so above the bottom of the
sheet.

Stamp the classification, if there is one, following the pre-
scribed CIA Security Regulations.

Prepare routing slip, receipt and envelopes, if they are neces-
sary.

How to Prepare a Memorandum on Standard Form No. 6l
Type the addressee in initial caps following the TO heading.
The date is entered on the DATE line.

The official's title is entered following the FROM heading
in initial caps.

Type the subject in initial caps following the word SUBJECT.

An ATTENTION line or a THRU line, if desired, may be added
one line below the TO Line.

C A REFERENCE line if needed is typed two lines below the SUB-
- JECT line.

- 11 -
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The following are examples of the dlfferent styles of headings
for the Form No. 6l:

TO: Assistant Deputy Director (Administration)
FROM: Personnel Director
SUBJECT: Revisilon of Form No. 37-3, dtd 18 June 1951
or,
TO: Personnel Director
THRU: Comptroller
FFROM: Chief, Organization and Methods Service
SUBJECT: Revision of Form No. 37-3, dtd 18 June 1951
or,
TO: Personnel Director
ATTN: Chief, Classification Division
FROM: Chief, Organization and Methods Service
SUBJECT: Revision of Form No. 37-3, dtd 18 June 1951
or,
TO: Personnel Director
FROM: Chief, Organization and Methods Service

SUBJECT: Revision of Form No. 37-3, dtd 18 June 1951

REFERENCE: Memo dtd 18 June 1951 fr Personnel Director %o Chief,
Organization and Methods Service

The body of the memorandum is started four lines below the last
line of the heading. It is single spaced except when the memorandum
is very short, in which case it is permissible to use double spacing.
The rules for paragraphing are followed as prescribed under GENERAL.

The short Memorandum Form No. 64 is used if the body of the memo-
randum is short.

The command line (if one is used) is indented five spaces and
typed in all caps two.lines below the last line of the body.

The signature follows five or six lines below and is typed in all
caps. Since the title appears in the heading, it is omitted at the
close.

- 12 -
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Enclosures are listed two llnes below the signature and title,
and typed flush with the left-hand margin. They appear on the orig-
inal and all copies.

Information copies are indicated two lines below the last writ-
ten line, which may be the signature line or the enclosures listing.
The notation is made on all carbons retained in the Agency; however,
if the dictator so directs, it is also noted on the original and
"courtesy" copy.

Dropping two lines, the office symbol and identifying initials
and date are typed on the original and all carbons of memoranda
addressed to officials within the Agency. However, they are omitted
on the original and "courtesy" copy when addressing the Director of
Central Intelligence or his four Deputies, and also when addressing
officials of other Government agencies and departments.

?_a;ge numbering. The first page is not numbered; however, sub-
sequent pages are numbered consecutively with Arabic numerals, and
centered one inch or so above the bottom of the page.

Place classification following the prescribed regulations. (CIA
Security Regulations.)

Prepare routing slip, receipt) and envelope, if necessary.

- 13 -
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CENTRAL INTELLIGENCE AGENCY
WASHINGTON 25, D, C.

15 September 1951

MEMORANDUM FOR: Director of Personnel
National Security Council

ATTENTION: Mr. Michael O'Rourke

SUBJECT: Clerical Training Program

1. This Agency is in the process of establishing a
clerical training program. In view of the fact that your
organization has had a similar program in effect for some
time, it is felt that one of your training officers could
be of assistance to us in setting up our courses. A ten-
tative schedule of courses is enclosed.

2. It would be appreciated if you would send us the
name and the telephone extension of this individual, so
that we may contact him.

JOHN R. DOE
Director of Training

1 Encl.
Tentative Schedule

Typed on original
and all carbons.

0/TR/JRD:xyz (date dictated)

Typed on all carbons,
except the "courtesy"
copy.

Distribution:
1 - Admin. Files (yellow)
1l - Personnel
1l - Pool

N e e ~——

- 14 -

————

Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3



Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3

CENTRAL INTELLIGENCE AGENCY
WASHINGTON 25, D. C,

15 September 1951

MEMORANDUM FOR: Director
Federal Bureau of Investigation

ATTENTTON: Mr. C. D. Long

SUBJECT: Letter from Mrs. John Jones,
Selbyville, Kentucky

l. The attached communication is referred to
your office for such action as may be necessary.

2. The writer has been notified of this refer-
ence.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

JOHN R. DOE
Colonel, GSsC
Security Officer

1 Encl,
Ltr dtd 30 May 1951
fr Mrs. John Jones

Typed on original and
all carbons.

0S/JRD:xyz (date dictated)

Distribution:
Orig. and 1 - Addressee

Typed on all carbons,
except on the "courtesy™

e e

1 - Admin. Files (yellow) copy.
1 - SCs
1l - Chrono
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(USE PLAIN BOND STATIONERY)
15 September 1951

MEMORANDUM FOR: Deputy Director (Administration)

SUBJECT: . Change in Office Hours

1. Upon an oral request from your office, members
of OCD were queried as to their desires in changing the
present office hours to 8:00 A.M. - 4:30 P.M. The result
was as follows:

Yes: 24 (in favor of change)
No: 20

2. The decision of several of the persons who op-
posed the change was influenced by the fact that the
present working hours, i.e., 8:30 A.M. - 5:00 P.M., conform
more uniformly to the office hours of the IAC agencies.

JOHN R. DOE
Assistant Director
Collection and Dissemination

OCD/JRD:xyz (date dictated)

1 - Chrono

)

)

Distribution: )  Typed on carbons only.

) .
1 - Admin. Files (yellow) )

- 16 -
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(USE PLAIN ROND STATIONERY)

15 September 1951

MEMORANDUM FOR: Deputy Director (Administration)
ATTENTION: Asst. Deputy Director (Administration) (General)

SUBJECT: Change in Office Hours

1. Upon an oral request from your office, members of
OCD were queried as to their desires in changing the present
office hours to 8:00 A.M. - L4:30 P.M. The result was .as follows:

Yes: 24 (in favor of change)
No: 20

2. The decision of several of the persons who opposed
the change was influenced by the fact that the present working
hours, i.e., 8:30 A.M. - 5:00 P.M., conform more uniformly to the
office hours of the IAC agencies.

JOHN R. DOE
Assistant Director
Collection and Dissemination

OCD/JRD:xyz (date didtated)

)
)
Distribution: ) Typed on original and all
1 - ADD/A/G ) carbons, except when
1 - Admin. Files (yellow) ) addressing the Director
1 - Chrono ) or his four Deputies.

- 17 -
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(USE PLAIN BOND STATTONERY)

15 September 1951

MEMORANDUM FOR: Deputy Director (Administration)
THRU: Comptroller

SUBJECT: Change in Office Hours

l. Upon an oral request from your office, members
of OCD were queried as to their desires in changing the
present office hours to 8:00 A.M. - 4:30 P.M. The result
was as follows:

Yes: 24 (in favor of change)
No: 20

2. The decision of several of the persons who op-
posed the change was influenced by the fact that the
present working hours, i.e., 8:30 A.M. - 5:00 P.M., conform
more uniformly to the office hours of the IAC agencies.

JOHN R. DOE
Assistant Director
Collection and Dissemination

0CD/JRD:xyz (date dictated)

Except when addressing
the Director or his
four Deputies, type
on original and all
carbons.

Distribution:
1l - Comptroller
1 - Admin. Files (yellow)
1 - Chrono

A s A s
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(USE PLAIN BOND STATIONERY )
15 September 1951

MEMORANDUM FOR: Deputy Director (Administration)
SUBJECT: Change in Office Hours

REFERENCE: Bureau of the Budget Circular No. 10,
dated 10 May 1951

1. Upon an oral request from your office, members of
O0CD were queried as to their desires in changing the present
office hours to 8:00 A.M. - L:30 P.M. The result was as
follows:

Yes: 24 (in favor of change)
No: 20

2. The decision of several of the persons who opposed
the change was influenced by the fact that the present work-
ing hours, i.e., 8:30 A.M. - 5:00 P.M., conform more uniformly.
to the office hours of IAC agencies.

JOHN R. DOE
Assistant Director
Collection and Dissemination

OCD/JRD:xyz (date dictated)

1 - Admin. Files (yellow) Director or his four Deputies,

)
)
Distribution: ) Except when addressing the
)
1 - Chrono ) +type on original and all carbons.
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(USE PLAIN BOND STATIONERY)

15 September 1951

MEMORANDUM FOR: Comptreller
Personnel Director
Chief, Administrative Service

SUBJECT: Change in Office Hours

REFERENCE: Bureau of the Budget Circular No. 10,
dated 10 May 1951

1. Upon an oral request from the Deputy Director
(Administration), members of OCD were queried as to their
desires in changing the present office hours to 8:00 A.M. -
L:30 P.M. The result was as follows:

Yes: 24 (in favor of change)
No: 20

2. The decision of several of the persons who op-
posed the change was influenced by the fact that the

present working hours, i.e., 8:30 A.M. - 5:00 P.M., conform ;
more uniformly to the office hours of the IAC agencies. -
JOHN R. DOE

Asgistant Director :
Collection and Dissemination -

0CD/JRD:xyz (date dictated)

]

: )

% ) :
; Distribution: ) Typed on original and all i
; 1 - Admin. Files (yellow) ) carbons, except when -+
| 1 - Chrono ) addressing the Director or .
) his four Deputies. !
i
- 20 -
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STANDARD FORM NQ» 84

0]7'206 Memomndz&m e UNITED STATES GOVERNMENT

TO . Asst. Deputy Director (Administration) DATR: 15 September 1951
FROM : Asst. Director for Collection and Dissemination

SUBJECT: Change in Office Hours

1. Upon an oral request from your office, members of OCD
were queried as to their desires in changing the present office
hours to 8:00 A.M. - 4:30 P.M. The result was as follows:

Yes: 24 (in favor of a change)
No: 20
2. The decision of several of the persons who opposed the
change was influenced by the fact that the present working hours,

i.e., 8:30 A.M. - 5:00 P.M., conform more uniformly to the office
hours of the IAC agencies,

JOHN R.DOE
0CD/JRD:xyz (date dictated) )
Distribution: ; Typed on original and
1 - Admin. Files (yellow) ) all carbons,
1 - Chrono )

- 21 -
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STANDARD FORM NOv 64

Oﬁ%e Memamndum e UNITED STATES GOVERNMENT

TO : Asst. Deputy Director (Administration) DATE: 15 September 1951
THRU : Comptroller
FROM : Asst. Director for Collection and Dissemination

SUBJECT: Change in Office Hours

1. Upon an oral request from your office, members of OCD
were queried as to their desires in changing the present office
hours to 8:00 A.M. - 4:30 P.M. The result was as follows:

Yes: 24 (in favor of a change)
No: 20
2. The decision of several of the persons who opposed the

change was influenced by the fact that the present working hours
conform more uniformly to the office hours of the IAC agencies.

JOHN R. DOE
OCD/JRD:xyz (date dictated)

)
)
Distribution: )  Typed on original and
1 - Comptroller ) all carbons.
1 - Chromno )
1 - Admin. Files (yellow) )
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GTANDARD FORM NO, 64

Oﬁice Memomndum » UNITED STATES GOVERNMENT

TO t Chief, Administrative Service DATE: 15 September 1951
ATIN : Chief, Building and Maintenance Div-ision
FROM : Assistant Director, OCD

SUBJECT: Change in Office Hours

1. Upon an oral request from yowr office, members of OCD
were queried as to their desires in changing the present office
hours to 8:00 A.M. - 4:30 P.M. The result was as follows:

Yes: 2L (in favor of a change)
No: 20
2. The decision of several of the Persons who opposed the

change was influenced by the fact that the present working hours
conform more uniformly to the office hours of the IAC agencies.

JOHN R. DOE
OCD/JRD:xyz (date dictated)
1 - Comptroller

' ! 1 - Chrono
1 - Admin. Files (yellow)

Typed on original and

)
)

Distribution: )
)
) all carbons.
)

] - 23 -
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STANDARD FORM NOy 64

Oﬁice Memomndum » UNITED STATES GOVERNMENT

TO : Asst. Deputy Director (Administration) DATE: 15 September 1951
THRU : Comptroller

FROM : Asst. Director for Collection and Dissemination

SUBJECT: Change in Office Hours

REFERENCE: Memo dtd 18 June 1951 fr Personnel Director to Chief,
Organization and Methods Service.

1. Upon an oral request from your office, members of OCD
were queried as to their desires in changing the present office
hours to 8:00 A.M. - 4:30 P.M. The result was as follows:

Yes: 24 (in favor of a change)
No: 20
2. The decision of several of the persons who opposed the

change was influenced by the fact that the present working hours
conform more uniformly to the office hours of the TAC agencies.

JOHN R. DOE
OCD/JRD:xyz (date dictated) )
)
Distribution: )} Typed on original and
1 - Comptroller )  all cerbons.
)
)

1 - Chrono
1 - Admin. Files (yellow)

- ol -

i

b ey

— Jrae— ey

3 ——d

Approved For R;elease 2001/09/03 : CIA-RDP81-00728R000100110009-3 ’



Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3

THE LETTER

When to Use the Letter Form

The letter form is used when addressing the following:

Executive Offices of the President.

Members of Congress.

Officials of Government departments and agencies,
except when the memorandum form is used.

Private individuals.

5. Private organizations.

wn =

o~
.

How to Prepare a Letter

Set the margins, following the "framed picture" format.

The date (if it is to be entered) is placed in accordance with
the length of the letter in the upper right-hand corner, flush with
the margin.

Five lines below the date line, enter the address in block form
and single spaced.

Dropping two lines, the salutation is typed. For example,

Mr. John Doe
81k Sheridan Street, N.W.
Atlanta, Georgia

Dear Mr. Doe:
The body of the letter is started two lines below the salutation.
Single spacing is used, except when the letter is very short, in
which case double spacing is used. Paragraphs are indented five

spaces and are not numbered. Subparagraphing is to be avoided.

Two lines below the last line of the body, type the complimentary
close. '

Dropping five or six lines, the signaturq_is typed in initial caps
only. The title of the official is centered in respect to the signa-
ture, and is typed one line below in initial caps.

Two lines below the signature, the enclosures are listed flush

with the left-hand margin. They are typed on the original and all
carbons.

Approved For Rélease 2001/09/03 = CIA-RDP81-00728R000100110009-3
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Two lines below the signature or the enclosures listing the
information copies are indicated, typed flush with the left-hand
margin.

Dropping two lines, the identifying office symbol and initials

of the dictator and secretary and date are typed on the carbons only.

These never appear on the original and "courtesy" copy.

Stamp clagsification, if any, according to the current CIA
Security Regulations.

Prepare routing slip, receipt, and envelope, if necessary.

- 26 -
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CENTRAL INTELLIGENCE AGENCY
WASHINGTON 25, D. C.

15 September 1951

The Honorable Richard B. Randolph
United States Senate
Washington 25, D. C.

Dear Senator Randolph:

In accordance with the telephoned request from your
office yesterday, I am herewith enclosing CIA application
forms. If you will ask Mr. John Smith to complete these
forms and return them to me, I shall be glad to have his
qualifications and background considered in the light of
current vacancies, and to keep you advised of the progress
of his application.

Sincerely yours,

JOHN R. DOE
Legislative Counsel
2 Encl.
1. Form No. 38-1
2. Form No. 30-1A

cc: Director, Federal Bureau
of Investigation

Typed on all carbons retained
in CIA. Typed on original
and "couvtesy" if so desired
by dictator.

XYZ/JRD:xyz (date dictated

Distribution:
1 - Admin. Files (yellow)
1l - Personnel
1 - Stayback

Typed on all carbons retained
in CIA.

R NN ) [N N s
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CENTRAL INTELLIGENCE AGENCY
WASHINGTON 25, D. C.

15 September 1951

The Honorable Clarence Cambell
U. S. House of Representatives
Washington 25, D. C.

Dear Mr. Cambell:

This is to acknowledge receipt of your letter of
15 May 1951, on behalf of F who has
applied for a position with 1s Agency.

I - been requested to complete some
necessary personnel forms. As soon as these have been

receivesl, and a determination has been made as to whether
there is a suitable vacancy for him, we shall be glad to
let you know.

With appreciation for your interest in the Central
Intelligence Agency, I remain

Sincerely yours,

JOHN R. DOE
Legislative Counsel
XY7/JRD:xyz (date dictated) )
Distribution: ) Typed on all carbons,
Orig. and 1 - Addressee ) except on the "courtesy"

1 - Admin. Files (yellow)) copy.
1 - Personnel w. basic )
2 - Chrono )

- 28 _
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CENTRAL INTELLIGENCE AGENCY
WASHINGTON 25, D. C.

15 September 1951

Mrs. John Jones
13k East Pines Street
Selbyville, Kentucky
Dear Mrs. Jones:

Thank you for your letter of 20 May 1951. It has
been referred to the Federal Bureau of Investigation,
since that Bureau is primarily interested in the inter- )

nal security of the United States.

Sincerely yours,

JOHN R. DOE
Colonel, GSC

XYZ/JRD:xyz (date dictated)

)
)

Distribution: ) Typed on all carbons.
Orig. - Addressee )
1 - Admin. Files (yellow) )
1 - scs )
1 - Chrono )
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CENTRAL INTELLIGENCE AGENCY :
WASHINGTON 25, D. C.

Mr. William F. Schaub
132 0ld State Building
Washington 25, D. C.

Dear Mr. Schaub:

Reference is made to Mr. Miller's recent discussion
with Mr. Saunders relative to a change in the schedule of O
work hours for the Central Intelligence Agency. ‘

On the basis of experience during the last few months
in conforming with the schedule of hours previously ap-
proved by the Bureau of the Budget, it has been determined
that a change in the schedule of hours from 8:30 A. M. to
5:00 P. M. will be more practical and advantageous to the i
Agency. Also, a recent survey indicates that the employees
of the Agency are overwhelmingly in favor of returning to !
these hours of duty. It is, therefore, requested that the ;
hours of duty for this Agency be changed from 8:00 A. M. - '
4:30 P. M. to 8:30 A. M. - 5:00 P. M. on a permanent basis.

Yours very truly,

JOHN R. DOE -
Deputy Director |

XYZ/JRD:xyz (date dictated)

~—

Distribution:
Orig. and 1 - Addressee ) Typed on all carbons, ;
1 - Admin. Files (yellow) except on the "courtesy" §
2 - DD/A ) copy.
1 - Comptroller ) )
[
-
g ;
i
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SPECTAL INSTRUCTIONS FOR THE PREPARATION OF CORRESPONDENCE
FOR THE SIGNATURE OF THE DIRECTOR AND DEPUTY DIRECTOR OF CENTRAL INTELLIGENCE

Stationery

The stationery used is that of the Director of Central Intel-
ligence, or the Deputy Director of Central Intelligence.

Number of Copies

1. Original and 1 - Addressee. (If the addressee is a Government
agency official or a Congressman. Do not
send a "courtesy" copy to private individuals
or organizations.)

2 - Signer.

1 - Yellow. Admin. Files. (Top Secret material
will not be forwarded to Admin. Files.
Therefore, if the material is TS, this
line will read: 1-TSC.)

1l - For return to originating office
(Example: AD/NE).

Any additional copies as required for internal
distribution.

Date
The date is omitted.

Format

The format is the same in all CIA correspondence.

Complimentary Close

If the Director of Central Intelligence is signing, the compli-
mentary close is "Sincerely." Tf ‘the Deputy Director of Central
Intelligence is signing, the complimentary close is "Sincerely yours."
Signature
f The néme is centered in respect to the complimentary close, and

I the title is centered in respect to the name. Both are typed in
i lower case, initial caps.

/
i)
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Enclosures

The enclosures are typed on the original and all carbons,
following the same regulations as set forth for all CIA correspon-
dence.

Information Copies

Information copies are indicated on all carbons retained in the
Agency. However, if the dictator so desires, the notation may be
made on the original and "courtesy" copy also.

Distribution
Distribution is noted on all carbons retained in the Agency.

Classification

The classification is stamped in accordance with the current
CIA Security Regulations.

Routing slips, receipts and envelopes

Routing slips

Prepare routing slips. Routing slips are prepared com~
pletely.

Receipts and envelopes

Receipts and envelopes are prepared in accordance with
the current CIA Security Regulations.

All correspondence prepared for the signature of the
Director of Central Intelligence or the Deputy Director of
Central Intelligence, is to be complete with proper envelopes,
addresses, room numbers, receipts, and if necessary, postage
slips (Form No. 35-11). Tt is forwarded with all carbons and
basic material to the Executive Registry, Administration Building.

Top Secret Material |

If the material is Top Secret, the TS number is typed in the
upper right-hand corner on the original and all carbon copies. If
the classification is below Top Secret, a number will be given by
the Executive Registry upon its receipt of the correspondence. Also,
if the classification of the correspondence is below Top Secret, no
number other than the ER number should be on outgoing correspondence.

- 32 -
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CENTRAL INTELLIGENCE AGENCY
WASHINGTON 25, D. C,

OFFICE OF THE DIRECTOR

Mr. John Doe
1905 Row Street, N.W.
Washington 16, D. C.

Dear Mr. Doe:

Here is a list of books on Mexico which we thought
might be of interest to you. You have probably already
read most of them but there may be a few that you will
find of value.

It was a great pleasure talking with you last week
and I hope that I will have the opportunity of meeting
you again sometime in the future. )

With best personal regards,

Sincerely,

.y Walter B. Smith

Director
i [ Enclosure ) Typed on original and all carbons.
ORR/WOL:xyz (date dictated) )
)
Distribution: ) Typed on all carbons.
X 2 - Signer )
j 1 - Admin. Files (yellow) )
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CENTRAL INTELLIGENCE AGENCY
WASHINGTON 25, D. C.

OFFICE OF DEPUTY DIRECTOR OF CENTRAL INTELLIGENCE

Mr. John Doe
1905 Row Street, N.W.
Washington 16, D. C.

Dear Mr. Doe:

Here is a list of books on Mexico which we thought
might be of interest to you. You have probaebly already
read most of them but there may be a few that you will
find of wvalue.

It was a great pleasure talking with you last week
and T hope that I willl have the opportunity of meeting
you again sometime in the future.

With best personal regards,

Sincerely yours, i

JOEN R. DOE )
Deputy Director .
Enclosure )} Typed on original and all carboms. j
|
ORR/WOL:xyz (date dictated) ) :
) z
Distribution: ) Typed on all carbons.
2 - Signer ) -

)

1 - Admin. Files (yellow)

- 3 -
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ADDRESSEER

EXAMPLES OF ADDRESSES AND CLOSES

LETTER ADDRESS

SALUTATION AND CLOSE

The President

The President
The White House

Dear Mr. President:

Respectfully yours,

Secretary to
the President

The Honorable John Doe

Secretary to the
President

The White House

Dear Mr. Doe:

Sincerely yours,

Secretary to
the President
with Military
Rank

Major General John Doe

Secretary to the
President

The White House

Dear General Doe:

Sincerely yours,

Director of the
Bureau of the
Budget

The Honorable

The Director of the
Bureau of the Budget

Bureau of the Budget

Washington 25, D. C.

Dear Mr. Doe:

Sincerely yours,

Secretaries of State,
Defense, the Army,
the Navy, the

Air Force

The Honorable

The Secretary of Defense

Department of Defense
Vashington 25, D. C.

Dear Mr. Secretary:

Sincerely yours,

Secretaries of
Treasury, Agricul-
ture, Interior,
Commerce, and Labor

The Honorable

The Secretary of Labor
Department of Labor
Washington 25, D. C.

Dear Mr. Secretary:

Sincerely yours,

Head of Department
of Justice

The Honorable

The Attorney General
Department of Justice
Washington 25, D. C.

Dear Mr. Attorney
General:

Sincerely yours,

Head of Post Office
Department

The Honorable

The Postmaster General
Post Office Deparitment
Washington 25, D. C.

Dear Mr. Postmaster
General:

Sincerely yours,
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ADDRESSEE

LETTER ADDRESS

SALUTATION AND CLOSE

Heads of':

General Accounting
Office

Government Print-
ing Office

Library of
Congress

National Archives

The Honorable John Doe
Comptroller General

General Accounting Office

Public Printer

Government Printing Office

Librarisn of Congress
Library of Congress

Dear Mr. Doe:

Sincerely yours,

Archivist of the United States

National Archives
Washington 25, D. C.

Head of Tndependent
Office

The Honorable John Doe
Administrator, Federal
Security Agency

Washington 25, D. C.

Dear Mr. Doe:

Sincerely yours,

Head of agency
subordinate to
department of inde-
pendent office

The Honorable John Doe
Governor, Farm Credit
Administration

Department of Agriculture

Washington 25, D. C.

Dear Mr. Loe:

Sincerely yours,

President or
Chairman of Board
or Commission

The Honorable John Doe

President, Board of
Commissioners of the
District of Columbia

Washington 25, D. C.

Dear Mr. Doe:

Sincerely yours,

President of the
Senate

The Honorable John Doe
President of the Senate
Washington 25, D. C.

Dear Mr. President:

Sincerely yours,

Committee Chairman
United States
Senate

The Honorable John Doe
Chairman, Committee on
(neme of committee)
United States Senate
Washington 25, D. C.

Dear Senator Doe:

Sincerely yours,

Senator

The Honorable John Doe
United States Senate
Washington 25, D. C.

Dear Senator Doe:

Sincerely yours,

- 36 -
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ADDRESSELR

LETTER ADDRESS

SALUTATION AND CLOSE

Speaker of the
House of Repre-
sentatives

The Honorable John Doe

Speaker of the House
of Representatives

Washington 25, D. C.

Dear Mr. Speaker:

Sincerely yours,

Committee Chairman
[fouse of Representa-
tives

The Honorable John Doe
Chairman, Committee on
(name of committee)
House of Representatives
Washington 25, D. C.

Dear Mr. Doe:

Sincerely yours,

Representatives

The Honorable John Doe
House of Representatives
Washington 25, D. C.

Dear Mr, Doe:

Sincerely yours,

The Chief Justice

The Chief Justice
The Supreme Court
Washington 25, D, C.

Dear Mr. Chief justice:

Respectfully yours,

Justice of the
Supreme Court

Mr. Justice John Doe
The Supreme Court
Washington 25, D. C,

Dear Mr. Justice:

Respe:tfully yours,

An American The Honorable John Doe Dear Mr. Ambassador:
Ambassador American Ambassador

London, England Sincerely yours,
An American John Doe, Esquire Dear Mr. Doe:

Consul General,
Consul or Vice
Consul

American Consul General
or American Consul,

or American Vice Consul

Paris, France

Sincerely yours,

Army Officer

(Title) John Doe, U,S.A.
Department of the Army or

Department of the Air Force

Washington 25, D. C.

Dear (Title) Doe:

Sincerely yours,

Navy Officer

(Title) John Doe, U.S.W.
Department of the Navy
Washington 25, D. C.

Dear (Title) Doe:
Dear Mr. Doe: (below
Commander in Rank)

Sincerely yours,

- 37 -
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ADDRESSEE

LETTER ADDRESS

SALUTATION AND CLOSE

Governor of State

The Honorable John Doe
Governor of Wisconsin
Madison, Wisconsin

Dear Governor Doe:

Sincerely yours,

Mayor-

The Honorable John Doe
Mayor of Albany
Albany, New York

Dear Mayor Doe:

Sincerely yours,

Doctor, President
of a college or
university

Dr. John Doe (Degree)
President, (Institution)
(Street Address)

(city, State)

Dear Dr. Doe:

Sincerely yours,

Dean of & school

Dean John Doe
School of Jurisprudence
The University of Maine
(city, State)

Dear Dean Doe:

Sincerely yours,

Professor Professor John Doe Dear Professor Doe:
(Name of School)
(Street Address) Sincerely yours,
(city, state) :
Physician Dr. John Doe Dear Dr. Doe:
(Street Address)
(city, State) Sincerely yours,
Lawyer Mr. John Doe Dear Mr. Doe:
(Street Address)
(city, State) Sincerely yours,
Corporation (Name of Company), Inc. Gentlemen:

(Street Address)
(city, State)

Sincerely yours,

- 38 -
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ALDRESSEER

LETTER AT'DRESS

SALUTATION AND CLOSE

Clergymen:

Catholic Cardinal

Catholic Archbishop
and Bishop

Catholic Monsignor

Catholic Priest

Protestant Episcopal
Bishop

Protestant Episcopal
Dean

Other Clergymen

Jewish Rabbi

His Eminence
John Cardinal Doe

The Most Reverend
John Doe

The Right (or Very)
Reverend Monsignor
John Doe

The Reverend John Doe

The Right Reverend John
Doe

The Very Reverend John
Doe

The Reverend John Doe

Rabbi John Doe, or
The Reverend John Doe

Your Eminence:

Most Feverend Sir:

Monr ignor:

R :verend Sir:

{ight Reverend Sir:

Very Reverend Sir:

Reverend Sir:

Sir:

Respectfully yours,

Other Civilians

Mr. John Doe

Mrs. John Doe

Miss Jane Doe

Messrs. (full names)
Mesdames (full nemes)
Misses (full names)
(Street Address)
(City, State)

Dear Mr. Doe:
Dear Mrs. Doe:
Dear Miss Doe:
Gentlemen:

Dear Mesdames:
Dear Mesdames:

Sincerely yours,
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DEFINITIONS

Advice, advise - Advice is a noun meaning counsel or
suggestion. Advise is a verb meaning to
give counsel or guidance or suggestion.

Affect, effect - Affect i1s a verb meaning to influence.
Effect (verb) means to bring to pass or to
accomplish. Effect (noun) means result.

Better, best - Say the better of two things, the best of
three or more.

Buck slip - Official routing slip.

Capital, capitol - Capital as a noun means principal sum,

wealth in general, a principal city; as
; ! an adjective it means excellent, chief,
. leading, admirable. Capitol is the
official building of a state or country;
8 statehouse, When capitalized, it means
the building occupied by the Congress of
the United States at Washington.

Chain envelope - A chain envelope is an envelope properly

1 _ lined so that it may be routed from office
A { ' to office by courier or messenger. It is
for internal use only, and may carry docu-
ments classified from restricted through

‘ secret. This envelope effects economy as
i . it may be used many tines.

Consul, council, and counsel - A consul is an official representing a
government in foreign countries. A council
is a meeting or conference or consultation.
Counsel is advice or an adviser, usually in
legal matters.

! Continual, continuous - Continual means repeated in regular succes-
] sion. Continuous means continuing without
2 .. interruption.

o Courtesy copy ~ The extra copy of a memorandum or letter

accompanying the original.

3 Effect ~ See affect.

Farther, further - Farther refers to distance; further to
- time, quantity, or degree.
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Imply, infer

Indexes, indices

Inter-Agency

Intra-Agency

Lay, lie

Lend, loan

Principal, principle

Regulations and Notices

Reproduction

Shall, will

Should, would

Sit, set

S

.

DEFINITIONS - Continued

- Imply means to intimate a meaning not
expressed. Infer means to reach a conclu-
sion or make a deduction.

- Both are correct as the plural of index.

- Between CIA and other departments or
agenciles of the Government.

- Between offices of CIA.

- Lay means to place or put; lie means to
recline, to remain inactive. The principal
parts of lay are lay, laid, laid; the
principal parts of lie are lie, lay, lain.

- Lend is a verb. ILoan is a noun.

- Principal means chief, leader, or invested
capital. As an adjective it means the
highest in rank or importance. Principle
is a noun only. It means truth, belief,
policy.

- The official CIA publications.

- The Reproduction Division where all
duplicating work 1s done.

To indicate simple futurity, use shall with
the first person, and will with the second
and third persons.
To express determination, promise, or voli-
tion, use will with the first person and
shall with the second and third persons.
As,
Futurity,
Use shall with I and we
Use will with all other subJjects
Determination, etc.:
Use will with I and we
Use shall with all other subjects

Follow the same rules as those that govern
shall and will.

Sit means to seat or to rest. Its principal
parts are sit, sat, sat. Set means to place
in position; to cause to sit. Its parts are
set, set, set.

o -

Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3




Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3

LIST OF COMMONLY USED GOVERNMENT ABBREVIATIONS

IAC

NsC

I8

JIG

ARC

Jic

USAF

BJSM

CIA

GSUSA
AC/S, G-1
AC/s, G-2
AC/S, G-3
Ac/s, G-k

MATS

MSTS

MB

MDW

NSRB

WHC

EOD

COB

PL

PHS

37-3

T/0
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Intelligence Advisory Committee

National Security Council

1

Joint Chiefs of Staff

1

Joint Intelligence Group

Atomic Energy Commission

1

Joint Intelligence Committee

United States Aiy Force

~ British Joint Services Mission

- Central Intelligence Agency

- General Staff, U. S. Army

- Office of the Assistant Chief of Staff
- Office of the Assistant Chief of Staff
~ Office of the Assistant Chief of Staff
- Office of the Assistant Chief of Staff
- Military Air Transport Service

- Military Sea Transport Service

- Munitions Board

- Military District of Washington

- National Security Resources Board

- Netional War College

- Entered on Duty

- Close of Business

- Public Law

- Personal History Statement (form)

- Personnel Action Request (form)

- Table of Organization

- 43 -
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T
LIST OF COMMONLY USED GOVERNMENT ABBREVIATIONS - Continued l
IR - International Business Machines l
T&A - Time and Attendance (reports) !
PRC - Project Review Committee
Note: When any of the above, or similar abbreviations are to be used
in text, you must first write them out fully and follow with 6
the accepted abbreviations in parentheses. Further reference
may then be made by using only the abbreviations. E
i
i
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CUNFIDENTIAL ‘
Security Information

CENTRAL INTELLIGENCE AGENCY
Washington, D. C.

NOTICE
25X1A ] 16 April 1952

SUBJECT: Use of Overtime and Sick Leave

1. The amount of sick leave taken by CIA personnel is high. This
may be caused by adverse woriing conditions, such as crowded off'ices,
poor ventilation, ete., or by continuous overtime. Frequent lzaves of
short duration not requiring a doctor's certificate would indicate that
there may be an abuse of sick leave resulations.

Y

2. The amount of overtime worked is also very high, While overtime
way be required and Jjustified under unusual conditicns, it is inportant
that it be kept to « minimum. Not only does it inecrease operational costs,
but continuous and excessive overtime reduces employee productivity,

25X1A 3. CIA Regulation No.-is called to the attention of all super-
visors, It provides that:

"(1) Overtime shall be kept to a minimum throughoat the
Agency with emphasis beinyg placed upon full utilization
ol the normal cfficial working hours of each employee.

(2) Overtime will not be authorized except in thos2 cases
essential to meet emergency requirements and where it
cun be demonstrated thet normal working hours are insufficient,

(3) Office heads are charged with the personal responsibility
for control and continued examination of overtime require-
ments to insure the effective epplication of this policy,"

Excessive overtime and the abuse of sick leave privileges affects
the general sfTficiency of an office. To insure proper administration of
these problems, a procedure is being developed for the periodic tabulation
of overtime and sick leave for each employee and a swmmary report prepared.
These reports will be reviewed by higher staff authority berore being for-
varded to the proper supervisors for appropriate action where there is an
indication of abuse,

j FOR THE DIRECTOR OF CENTRAL INTELLIGE

25X1A

WALTER REID WOLF,
Deputy Director
(Administration)

DISTRIBUTION NO. 3 CONFIDENTIAL
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SECURITY IKFORMATION Z-77/F |

MEMORANDUM FOR: Deputy Director (Administration)

SUBJECT : Study of Sick Leave and Overtime Status

DISCUSSION:

Reference to the above subject the following comment is made.
while the record of sick leave taken and overtime worked by CIA employees
appears to indicate scme abuse of this matter it would be difficult
after the employee has returned to work to prove such abuse. The most
practical approach to the subject appears to be to take action to stop
the abuses in the future. The best deterrent for abuses of this kind
is for supervisors to review attendance cards and question those em-
plaoyees having bad sick leave records. Where answers are not convincing
the employee should be warned that a contimance of frequent absences
of this nature will be given consideration in rating the individuals
efficiency. The fact that such records are being checked will have
a very salutary effect on the individual's tendency to take advantage
of the sick leave regulations.

Reference the matter of overtime, the regulations on this subject

read as follows: (1) The normal official working hours for
all activities o e Agency are from 0830 hours to 1700 hours
Monday through Saturday. Office heads shall schedule Saturday
duty for only those employees necessary to meet the requirements
of their respective Offices."

. (1) Overtime shall be kept to a minimm through-
out the Agency with enphasis being placed upon full utiliza-
tion of the normal official working hours of esch employee.

(2) Overtime will not be authorized except in
those cases essential to meet emergency requirements and where
it can be demonstrated that normal working hours are insuffi-
cient.

(3) Office heads are charged with the personal
responsibility for control and contimued examination of over-
time requirement to insure the effective appllcat:l.on of this
policy."

Existing regulations require supervisors to submit a request to
work overtime to the Comptroller for approval in advance. A spob exam—
ination of some of these requests show that one of the main reasons
cited for the overtime is the existing policy listed in CIA Mamzal Regu-
I -nouncing that the normal work week includes Saturday. A

GONFIDENTIAL

SECURITY INFORBAATION
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major reason given in most of the other requests is that the office is
undergtaffed and until additional personnel to carry their normal work
load is employed, overtime is necessary. In view of these two major
factors it is difficult to determine whether there is a real abuse of
overtime within the Agency without questioning the basis upon which
these requests are made. Whether it is necessary to go to this extent
to determine abuses is questionable. Investigation of what abuses have
occurred, if any, can only be time consuming and raise numerous incon-
clusive arguments. It would appear advisable that instead of review
of past records that we adopt some procedure for curtailing abuses in
the future. To accomplish this, it is necessary that some procedvre
be adopted which will impell supervisors to exercise a closer super-
‘vision over overtime. It is believed that the following will accom-
plish this desired result. '

A procedure is now being developed using IBM equipment whereby
a record of overtime and sick leavewill be tabulated periodically for
each individual and a summary report made. This report will be reviewed
by the Comptroller for the affect overtime has on funds available and
by the person in charze of personnel of the operating offices for
management purposes prior to being furnished to the supervisors. The
fact that such a record is being maintained and will be reviewed at
a higher staff level befére submission to supervisors will > in the
opinion of the vndersigned, accomplish the immediate desired results
of holding sick leave and overtime to actual requirements.

RECOMMENDATION:

It is recomended that a memorandum reading substantially as per
the attached draft be published.

25X1A

uditor-in~Chief

BMF /maw
Attachment

GORFIDENTIAL

SECURITY INFORMALIN

Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3



Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3

SRR s A e e eean v e .

RESTRICTED
Security Information

CENTRAL INTELLIGENCE AGENCY
Washington, D. C.

25X1A NOTICE
I 15 peil 1952

SUBJECT:  Additioral Withholding or Tax from Salaries upon Hequest
of EBnployses.

L. Numerous amployees have found that withholilding of vaxes ¥
salary, based on the total nuaber ol exemptions to which they ave on-
titled, does not deduclt enough to setisly their over-ail incom: tax
payment. Theretowre, on recomputution at the end of the year, they find
they are compelled to muke a tinal casu payment.

2. TFor those who wish to avoid this situation, it is now pessible
to reguest that additional withholding of lncome tal be mude by the
Payroll Brapch. This may be done by filing a revised Form W-4 (Bmployee's
Withhvlding Exemplion Certificate), which will indicate the basis ior the
inercased deduction. Thus if an employee is entitled to & manivwm o3
exemptions, he may request the Poyroll Pranch to compute the withholdld
on the besis of 3.2, 1 or O exemptions, thereby ipcreasing the tax ded
2ccordingly. In those instances wiozre the zZero czeuption will uot provide
sufficient tax dedustion, the employee may insert in Coluwn 2(c) of Furm
Wl gL notetion "zero plug $5.00" (or $10.00 o any other wultiple oi
$5.00).

3. Form W-4 should be obtained through Administrative Officers of
bhie empleoyee's office and should be forwarded through suci: Admir !
Ovflicers to the appropriate Payroll Broanch of the Fouvspce o [Miscal Division.

P

25X1A

ot

FOR THE DIRECTOR O CLNTRAL INTELLIGH

' . WALTER REID WOLF >
Deputy Director
(Administiation)

DISTRIBUTION NO. L

: RESTRICTED
: Seeurity Information
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SECURITY IFGREIATION W § A
2 April 1952

MEMORANDUM FOR: Deputy Director (Administration)
FROM ¢ Comptroller

SUBJECT

Additional Withholding of Tax from Salaries
Upon Agreement by Employer and Employee

l. Attached hereto as Tab~A is Bureau of the Budget
Circular No. A-26 which provides that employees may have
additional tax withheld from their salaries by decreasing
the number of exemptions claimed for tax withholding purposes,
and by having additional deductions made in multiples of $5.00
per pay period. -

2. Attached as Tab-B is a proposed Agency notice setting
forth the provisions of Circular A-26 and advising employees
how they may request additional tax withholdings from their
salaries.

3. It is recommended that Tab-B be approved for publie

i d
cation and relsesase. 25X1A

E. R. SAUNDERS
Attachments

i

m
ki,

E3
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EXECUTIVE OFFICE OF THE PRESIDENT

BUREAU OF THE BUDGET
WASHINGTON 25, D. C.

March 25, 1952 CIRCULAR NO. A-26

TO THE HEADS OF EXECUTIVE DEPARTMENTS AND ESTABLISHMENTS

SUBJECT: Additional withholding of tax on wages upon agreement
by employer and employee (Section 1622 of Title 26,
United States Code)

The Commissioner of Internal Revenue, with the approval of the
Secretary of the Treasury, on March 7, 1952, prescribed regulations
for the additional withholding of income tax, as authorized by law
(Federal Register, March 8, 1952, 17 F. R. 20L5).

In order to utilize pay tables to the maximum extent possible
and minimize separate computations in pay roll and audit work, it is
requested that the following policy be adopted when additional
withholding of tax is involved.

1. Except as provided in paragraph 2, the amount of tax
presently withheld plus the additional amount requested
to be withheld each pay period shall conform to one of
the amounts shown in the tax withholding tables as set
forth 7:. Section 1622 of Title 26 of the United States
Code. «n other words, if an employee now has three
exemptions, he may request that an amount be withheld
equivalent to m2,n uim op wQon exemptions.

2. In those cases where withholding is requested in excess
of the amount provided by the "O® exemption, such excess
amount shall be $5 or multiples thereof for employees
paid on a biweekly or less frequent basis and $2 or
multiples thereof for employees paid on a weekly basis.,

By direction of the President:

FREDERICK J. LAWTON
Director

(Ne. A=26)
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ity EMPLOYEE'S WITHHOLDING EXEMPTION CERTIFICATE — smplower: Keen s
U.8. Trensury Departimont (Collection of Income Tax at Source on Wages) files.

.. Iutornul Revenue Borvio

Print full name M Social Security No.
Print home address .
FiLE Tuis ForM WITH Your EMPLOYER. Otherwise, he is required by law to w**" hold tax from your wages without exemption.
HOW TO CLAIM YOUR WITHHOLDING EXEMPTIONS
I. If you are SINGLE, write the figure “1” . . . . e e e e e e e e e e e e e eememme
IL If you are MARRIED, one exemption is allowed for the husband and one exemption for the wife.
(a; If you claim both of these exemptions, write the figure “2” }

(b) If you claim one of these exemptions, write the figure *“1”
(¢) If you claim neither of these exemptions, write “0”
III. Additional exemptions for age and blindness: .
(a) If you or your wife will be 65 years of age or older at the end of the year, and you claim this
exemption, write the figure “1”; if both will be 65 or older, and you claim both of these
exemptions, write the figure “2” , ., . ., .., ., . . . . . e e e e e e e mmmmmaenn
() If you or your wife are blind, and you claim this exemption, write the figure “1”; if both are
blind, and you cleim both of these exemptions, write the figure “2” . , , , . . . ., oo,
IV. If during the year you will provide more than one-half of the support of persons closely related to
you, write the number of such dependents. (See instruction 3 on other side)) o 4 4 4 4 44 cimeeees

V._Add the number of exemptions which you have claimed above and write the total . . . . . . . . I
TcERTIFY that the number of withholding exemptions claimed on this certificate does not exceed the number to which I am entitled.
Dated 2 194, w-10—p1717-2 (Signature) _____.

Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3
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1. NEW EMPLOYEES.—To receive the benefit of your
withholding exemptions, file a withholding exemption certifi-
cate with your employer on or before beginning work.  How-
ever, if you have more than one employer, it may be to your
advantage to claim withholding exemptions wilh only one
employer, in order to keep your tax currently paid.

2. CHANGES IN EXEMPTIONS.—You may file a new
certifieate at any time if the number of your exemptions
INcrEASES.

You must file a new certificate within 10 days if the number
of your excmptions Decreases for any of the following
reasons:

(@) Your wife (or husband) for whom you have been
claiming exemption is divorced or legally separated, or claims
her (or his) own exemption on a separate certificate.

(b) The support of a dependent for whom you claimed
exemption is taken over by someone else, so that you no longer
expect to furnish more than half the support for the year.

(©) You find that a dependent for whom you claimed
exemption will receive $500 or more of income of his own
during the year.

OTHER DECRIEASES in exemption, such as the death

of a wife or a dependent, do not affect your withholding until -

the next year, but require the fililg of new certificates by
December 1 of the year in which they occur.

Tor further information about chunges in exemplion .. .
resulting from murriage, divorcee, legul separation, birth, death,
new dependents, old age, blindness, ete., consult your local
collector of internal revenue or your employer. .o

3. DEPENDENTS.—T'0o qualify as your dependent (line IV
on other side), a person must (1) receive more than one-aalf
of his or her support from you for the year, (2) have less than
$500 of income of his or her own during the year, and (3) be
closely related to you. ‘“Closely related’” means that the
person js—

Your son or daughter (including legally adopted children),
or their descendants; stepson, stepdaughter, son-in-law,
or daughter-in-law;

Your father, mother, or ancestor of ecither; stepfather,
stepmother, father-in-law, or mother-in-law;

Your brother, sister, stepbrother, stepsister, half brother,
half sister, brother-in-law, or sister-in-law;

Your uncle, aunt, nephew, or niece (but not if related
only by marriage).

Do not claim a citizen of a foreign couutry as a dependent
unless he or she is a resident of the United States, Canada, or
Mexico. '

4. PENALTIES.—Penaltics are imposed for wilifully sup-
plying false information or willful failure to supply informa-
tion which would reduce the withholding exemption.

U. 5. GOVERNMENT PRINTING OFFICE: 1948—0~-B807949  ¢p-16—064717-2
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RESTRICTED
Security Information

CENTRAL INTELLIGENCE AGENCY
Washington, D. C.

NOTL1CLE
e April 1952

SUBTRCT: Addressing of Inter-Office Mail

1. Reports received from the Mail Control Section reveal that
the courier-messengel service ig experiencing difficulties in the de-
livery of interoffice matil due to insufficient or aincorrect addressing.

o, Personnel respousible for the preparation or mail and package
material should provide the following information in the preparation of
cach address:

a, Oifice of Origin.

b, Office Designation of Addressce (position title or
name may be added if desired).

c. Building Designation.
d. Room Nuwmbeur,

3. In the few instuonces where it is necessary to expedite delivery,
the envelope or puckage uay be marked "Direct Delivery" or "Deliver to
Addressee"; in addition to information reqguired in paragraph 2, above.

. In the future mail ov package material not addressed pursuant to
these instructions will be returmed to the office of' origin for completion

or correction.

FOR THE DIGECTOR OF CENTRAL LNTHLL]

25X1A

WALTER REID WOLE‘{/
Deputy Director
(Administration)
DISTRIBUTION NO. 4

RESIRICTED
Security Information
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CONFIDENTIAL
Security Information

CENTRAL INIELLIGENCE AGENCY
Washington, D, C.

NOTICE
10 April 1952

SUBJECT: Wearing of Unilorm by Military Personnel in the
Washington Area,

Wearing of the unifoxm in the Washington area by military personnel
on duty with CIA shall be optional, except that Assistant Directors or
Office heads may direct that individuals shall not wear their uniforms
while engaged in specific and unusual missions which, for security or
other reasons, would make wearing of the uniform inappropriate.

FOR 1HE DIRECIHOR OF CENTRAL INTELLIGENCE : 25X1A

WALTER REID WOLE/
Deputy Director -
(Administration)

DISTRIBULION NO. 3

CONFIDENTIAL
Security Information
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29 March 1952

1l. From your notation to Colonel Edwards on the buck slip
I assume that you are handling this,

2. My thoughts are these:

a. The Chief, Military Personnel Division, should
not have issued a memorandum to the Chiefs of
Divisions, Eranches, and Offices on such a con-
troversial subject.

bs The policy should be clearly established and
spelled out in an Agency Notice.

¢e I concur with the principles expressed in Colonel
Edwards! memorandum,

3s Would you please follow this through and prepare a draft 25X1A
Notice. Please expedite, :

L. X. WHITE

2 Att,
Att 1 - Memo dtd 27 Mar 52 fr Sec Off
to DD/A thru Col White, sub:
"Wearing of Uniform by Mil Pers.'
Att 2 - Memo dtd 21 Mar 52 to DD/A fr
AD/PC thru DD/P, same sub, w/att,
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Oﬁ%e Memowmd . UNITED STATES GOVERNMENT

DATE: 27 March 1952

n

e
STANDARD FORM No, 84 q

TO : Deputy Director (Administration)
ATTN; Colonel White
FROM : Security Office r/CIA

SUBJECT: Wearing of Uniform by Military Personnel

Reference: Attached Memo from ADPC

1. There is no over-riding security reason to prevent military personnel
who are assigned to CIA in Washington from wearing uniforms. There will be

occasions when military personnel should not wear the uniform, such as a case
I - il be = o

cases even in Washington where certain m111tary personnel should not wear the
uniform habitually for bot 1ic

2. lfeel strongly that military personnel are still "soldiers" whether or
not they are assigned to CIA and will jolly well do what they are ordered to.
There is no problem in the case of military officers as they buy their uniforms

anyway and civilian clothes are far less expensive. It is acknowledged that en-
listed men who can not wear the uniform for security reasons should be given

an allowance for civilian clothing.

25X1A

Colonel, GSC
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MAR 2 ¥ 1352

MEMOANDUM FOR:  DaPUTY DINLCTOR (AEM:’:NIS’.L‘RATUI‘?.)
THROUGH ¢ Deputy Director (Plans)

SURJECT s Wearing of the Uniform by lilitary Persomnel

L. Your attention is invited to the attached memorandum i
from the Chief upPD.

2. The subject memorandum fails to establish definitely a
policy for the wearing of the uniform by military personnel and
implies that civilian clothes are to be worn due to security
reasols.,

3. In order to comply with this memorandum, military
personnel purchase civilian clothing which they would not require
under normal circumstances., This means additional expense and
may adversely alfect the morale of military personnel. Nor need
security be violated by the appearance of militery men in Head-
quarters in VWashington,

lie Tt is therefore requested that the wearing of the uniform

be made optional for all military personnel and a firm policy
statement to that effect published.

25X1A

ILBOURNE JO
Assistant Director for
Policy Coordination

1 Attachment
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CENTRATL INITLLIGENCE AGENCY
Washington, D. C.

25X1A HOTTCH 12 April 1992
SUBJECT: Shubttle Scervice

L. The existing shuttle schedule hetween CTA buildings and
the Pentagon is rescinded effective ¢lose ol business Monday,
e April 1952,

2, The new schedule to be effective Tuesday, 15 April 1952
will provide service vvery ten (10) mimites betweon North Building
and Quarters "Bye", and change the route of operation between these
points. Busses will operate South Bound via Constitution Avenue to
LTt Street thence via renr of Buildings "I", "J", "K" and "L" to
Memorial Circle thence to Quarters "Bye'". 'There will be no chunge
in the route retwning from Quarters "Bye" to Horth Building.

3. The busses between "L" Building stop at Memorial Civele
and the Pentagon will conbinue to operate every fifteen (15) minutes.

L. The new schedule will be distributed separately.

FOR TIN DIRECTOR OF CENTRAL IHTELLIGENCE: 25X1A

WALTER REID WOLF
Deputy Director
(Administration)

DISTRIBUTION NO. L
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BECTRT
Securilty Information

CENTRAL INTELLIGENCE AGENCY
Washington, D, C.

oI o 9 April 1952
SUBJECT: Heoguisition Frocedure

1. rPequisitions fox supplies, equipment and services, (other
than those provided b; Administrative Service), will be prepared
in accordance with the attached procedure, which will be incorporated
in the _ of the CIA Manual at a later date.
2. This procedure supersedes instructions contained in Paragsraphs
A and B, Part III, on page iv of the (Orfice Supply and Equipment Catalog.
3. The Procurement Office (Control Group) Ext. 3491, may be con-
tacted for any assistance or additional information which may be re-
quired.

O THE DIRECTOR OF CENIRAL INTELLIGENCE: 25X1A

WALTER REID WOL¥
Deputy Director
(Administration)

1 Attachuent

DISTRIBUTION NO. 3

SECRET ' /
Security Information
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BEORED
Becurity Information
REQUISITION PROCEDURE
SECTION I

Operational Material

Preparation or Reqguisitions -

()

Bequisitions fou equipment, supplies and services (other than
those provided by administrative Services) will be prepared on
Requisition Form No. 36-125, "Master Ditto", by the vequesting
office. A carvon copy will ve retealned by bhe requesting office
pending receipt of a reproduced copy rrom the Frocurement Office
(Control Group).

A separate vequisition will be prepared for each Supply Stock Account,
or if not listed in the cataloy, a separate requisition for each
different major commodity, i.e., Ordnance Suppiies, Guartermoster
Supplies, Medical Supplies, Commurications Supplies, ete.

Iten numbers foi each regquisition will ve run couseentively for all
items covered uuder one shipment or delivery,

Bach requisition will be assigned a requisition number at the time
of originaticn from a block of numbdrs provided the requesting office
&s listed in the Voucler Register.

Requisitions will be forwarded to the Procurement Office (Control
Group) via the necessary approving Offices in accordence with existing
internal rejulations, with Foim No. 364 (Request For Slipument) in
quintuplicate. In the event the nature of the material does not
necessitate the classification of the requisition, no slassificustion
will be indicated thereol. ALl classitied informstion relative to
the pacling, movement, consignee, weihod of shlpment, ete., will

be filled in on Form lo. 36k, Upon weceipt of Form No. 36-i and
assigument of Cargo Number, one copy will be transmitted to the
Chief, Shipping Breneh, Transportation Diviegiow, administrative
Services, by the Procurcient Office,

Voucher Registers

Pre-printed Voucher Registers (loose leaf type) will be meintained by:

(a)
(v)

(c)

Buch requisitioning officer for numbers epplicable to his Office.

Bach Supply Stock Accountable Officer for Requisitions handled by
his Office.

Control Group, Procurement Office, for all requisitions.

wlw
SECRET
Security Information
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SECRIT

Security Information
Bequisition numbers for Supply Btock sccounts will be recorded
a5 & credlt or debit voucher to the Supply Stock accouunt in the
Vouclhier Register,
Property Transfers
Property Transliers and/or property record adjustments may be mude
by the use ol a requisitlion number for the wvouchewr number, to be
assigned by each action office from the block of numbers avallable
from the Voucher Register.

-
SECRET

Security Information
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SECREY
b Security Information

SECIION II
Domestic Material
1. Preparation of Requisitions

Requisitions for equipment, supplies and services (other than those
supplicd by Administrative Serviees) will be prepared on foim No. 36-7,
regular or master ditto, by the requesting office. as Lollows:

(&) Tor supplies in the Supply Stock Account Catulogs:

Separate requisitions will be prepared on the regulor Fowm No. 36-7
in the number of copies outlined below and forwarded Ly the Duilding
Accounteble Officer to the Supply Stock Account, unless nature of
the meterial requires prior approval as indicuted in paragraph 1 (e),
below. One copy of each requisition issued will be forwarded direct
to the Control Grouw, Procurement Office, for filing in the chrono-
logileal file.

Supply Stoeck Account #1 - Original and 6 copiles
Supply Stock Account #2,3 and 6 - Original and 2 copies
Supply Stock Account ¢4 - Original and h copies
Supply Stock Account #5 - Original end 3 copies

(The above is accomplished by Building fccountable Officers where
they have been installed.)

(b) Ior supplies or services which reguire Furchase or Contract Action:

Requisitions will be prepared on Form Mo. 36-125 "Master Ditto" by
the requesting office and forwarded to the Procuiement Office
{Control Group) via the Building Accountable Officer for cetion,
except @s specified in 1 (¢), below. A carbon copy will be retained
by the Bullding Accountable Officer to hold in suspense pending
receipt of a reproduced copy to be returned vy Procurcment Otfice
(Control Group). A sepurate reguisition will be prepared for each
major commodity, i.e., Communications Supplies. Photographic Supplies;
Household Supplies, Office Supplies, Ordnance Supplies, ete.

(¢) Reguisitions for the following types of materials must be forwarded
through the Office as indicated helow for approval prior to the
issuance of material by the Supply Stock Account:

Class "AM "B" Furniture - Chief, Procurement Office

Ordnance Suppliecs and Equipument - Chief, Procurement Office

Surveillance Bquipment - Assistbant Divector for Special Operations
(Attn. Chief, 04D)

Conmunications Supplies and Equipment - Dircctor of Communications

Medical Supplies and Equipment - Chief, Medical Staff

Business fquipment and Machines which - Advisor for Menagement

have not been previously approved for

General Agency use.

-3
SECRET
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SECRET
Security Informetion

(d) Egch requisition will be assigned a requisition numver at the
) ﬁlme of origination from a block of numbers provided the
Building Accountable Officer aps listed in the Voucher Register
Voucher Registers and Property lransfexrs,

Sume ws paragruphs 2 and 3, Section L.

SECRET
Securdty Information
I
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SECKET .y .
S 25X1A

> o

PROJECT RIVIEW COMMLTTLE PROCEDURMS MEMORANDUM NO, 2 '

SUBJECT: oSubmission of projects for PRC consideration.
25X1A RUFERENCE a.: CIA I

b.: Project Review Committee Procedures, dated 15 May 1951,
issued ever thu signature of' DNCI.

1. The plocedulaL and. prcs;ntutlon reyuirements of refersuce (b)
are intended primarily to assure the PRC of sufficient information
to judge the following basic questions:

a. Policy

(1) Does this .pre;:ct profitably contribute to the accomplish-
ment of a prewv.ously approved policy.and program objective;
or, :

(2) 1If agproval of the project is, in effeet, authorizatiou
of a new policy and program objective, (a) have others
concerned, within or outside ClA been sulilciently
consulted? And (b). is approval iew juntlllcd as a
matter ol policy?

b. Support

(L) Dees the project presentation affirmatively show that
aduguate support plans are tentatively established and
ready fer execution upou approval ol the project? or

(2) If tue project presentatinn shows in detail the prospect
of’ support deficiencies which subordinate planning has
been unable to provide for, what CIA action, if any, is
posgible to cover such deficiencies?

2. To insure as fully as possible that PRC may determine these
questions without further DCI level staff analysis and action,
the office subwitting the preject is requested te cover each

~.project submitted with a memorandum brief (mdx1mum 2 pages)
setting forth the following:

E . a, Policy
(1) A vrief statement of the nature and extent of policy

and program approvel relied upon as autherizatisn fer
the detailed action propesed in this project.

SECRET
.
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SECRET

(2) Alternatively, in the case in which such prior policy
and program approval has not been established, a clear
statement of the policy und program objective which will
be estublished by approval of this project and a state-
ment ol the ccordination which has been obtuined con-
cerning such objective. :

(3) In either case, a brief statemeut showing how this project
target and the proposed operational detuil will contribute
profitably to such general policy and program purpose.

b. Support

(1) A sumary statement showing logistic support requirements
of men, money, materiel, and support facilitics, as well
as operational support facilities and services such ag
cover, communication, TSS, ete., in quantity and phasing
required for this project.

(2) Affirmation that operationul support and lacility re-
quirements have been developed, in consultation with
the staff and service elcments concerned, and are
assured in accordance with the operational phasing of
the project.

(3) Affirmation that the logistic support requirements huve
been planned for, in consultation ss uecessury with CIA
stafl and service eiements, and are wssured in accordance
with the operational phasing of the project.

(%) As an alternative to (2) or (3) preceding, the presentation

‘ may state why it has been impossible to plan assured
operationel support or logistic support. reciting further
action required from PRC; and reciting wcny reosous or
ulusual urgency which Justiry PRC action in this respect,

¢, Coordinction
v XRQTeAnGlon
A brief statement as to the ecoordination which has been

accomplished with other offices within the Agency, ox with
persons or offices outside of the Agency.

SECRET
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The Recording Secratary of the PRC will return without actinn all
project submissions which do not comply with tho requirements of
thies memorandnm,

25X1A

Deputy Dlrector of Central Intelligence

~3=

SECRET
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CENIRAL INTLLLIGENCE AGENCY
Washington, D, C,

NOTICE T April 1942
I
SUBJECT: Leave on Good Friday,

The Director desires that all employees who wish to attend
veligious services on Good Friday, 1L April 1‘9,'52, Le permitted to
do 80, to the extent commensurate with meeting essential operational
requirements. Supervisors will arrvange worlt schedules to permit the
maximm nuber of employees to he absent. Avsence during working
hours for this purpose will e charged to annval leave.

FOR THE DIRECIPOR OF CENTPAL INTELLIGENCE:

WALTER REID WO;"." *
Deputy Directdr
(Administration)

DISTRIBUTION NO. L
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THE WHITE HOUSE
WASHINGTON /

April 4, 1952 7

J
/

TO THE HEADS OF EXECUTIVE DEPARTMENTS AND AGENCIES:

A Committee serving under the Chairmanship of
Reverend Dr. Charles W. Lowry is working to secure volun-
tary coopsration of employers by permitting employees to
participate in observance of the three hours from twelve
noon to three o'clock on Good Friday.

It is suggested that government departments and
agencles cooperate with this effort over the Nation by
permitting employees in both the departmental and field
service to be absent on annual leave so far as practicable
in all cases where the employees desire to attend religious

services.

DONALD S. DAWSON
Adnministrative A--istant
to the Presic..ant
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i RESTRICTED
Security Inlormnation
CENTIAL INTETLIGLNCE AGENCY
Washington, D, C.

NOTICE
25X1A . .
2 April 1952

SUBJECY: Political Activity of CLA Personnsl

1. This being a Presidential election yzar, all CIA personnel
should beawr in mind the provisions of the Hatch Act restricting political
activity by employees of the Execubive Braiich ol the Federal Government.

2. Under the Hatch Act, employezes of this Agency may not

a. Use official authority or infiuence for the purpose oi
interfering with an election or alfecbing its resulis.

b. fake an active part in political manggement oir in a
political campalgn,

3. Tor guidance in a specific case, employees should consult the
punphlet prepared oy the Un.ited States Civil Service Commission enbitled,
"political Activity of Federal OLficers and Employees", copies of which
have been Turnished to Deputy Diiectors, Assistant Directors, and Office
heads., If any ewployze iu unable to find the answer to his specilic
Question in this pomphliet, he should consult the 0ffice of the Genewal

20%1A Gounse, | v icn €21

h. ALl peveoimel are reminded of the provisicias of CIA Regulation
25X1A _ which reguires the prior security clearance of publications or
speeches.
25X1A

FOR THE DIRECTOR OF CENWRAL INTELLIGENCE:

GALTER RETD WOLL~
Deputy Directorn’
(Administration)

DISTRIBUTION NO. 3

RESTRICTED
i Becurity Information
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2 April 1952

MEEMORANDUM FOR: Deputy Directors
Assistant Directors
Office Heads
Referring to the attached Notice, there is transmitted
herewith a copy of the Civil Service Commission pamphlet, "Politieal -

Activity of Federal Officers and Employees."

25X1A
Enelosure: 1 pamphlet

CIA Notice No. -

DISTRIBUTION NO. 1
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AB-D-0 36

"' STANDARD FORM NoO, 64

0]%06 Meﬁzomnd%m e UNITED STATES GOVERNMENT

TO :  ADD/A DATE: 25 March 1952
FROM : OQOffice of General Counsel

SUBJECT: Hatch Act

1. Following our conversation of yesterday, I have prepared a
brief notice referring employees to the pamphlet of the Civil Service
Cormission.

2. I have asked a member of the Commission's legal staff to
send me a hundred copies of this pamphlet so that it may be distri-
buted through the division level. '
25X1A

Assistant General Counsel
0GC/JFBM, JR/mb
Distribution:
Orig - Add
2 - 0GC
Enclosures

Notice on Hatch Act
C.S.C. Pamphlet No. 20
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STANDARD FORM NO. m"’T/J v f ¥
r | | EEE'S‘? EEQW;
il 8 U Y
07_?506 Memorandiph " " 6\ited staTes GOVERNMENT

TO : Chief, Organization and Methods Service pate: MAR 2 4 1952
FROM : Security Officer, CIA

SUBJECT: Proposed Notice entitled "Political Activity of CIA Personnel™

REFFRENCE: Subject memorandum Forwarded by Official Routing £lip dated 17 March

25X1A

1952

1. It is recommended that the covering memorandum of the
Proposed Notice contain an additional paragraph substantially as
follows:

"5. All personnel are reminded of the provisions of
CIA Regulation Number which requires the prior security
clearance of publications or addresses."

2, With the addition of the above paragraph, it is suggested
that the proposed Notice bear a RESTRICTED classification.,

onel, GSC
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BTANDARD FORM NO. 64

O]ﬁ()@ Memorandum + vnirsp states GOVERNMENT

TO : Chief, Organization & Methods Service DATE: 7 February 1952
FROM : Office of General Counsel

SUBJECT: Proposed Notice Regarding Political Activity of Employees under
Hatch Act

1. It was suggested recently that, in view of the current wide—
spread political interest, a notice should be pPrepared outlining the
Hatch Act restrictions on political activities by CIA personnel. This
suggestion was approved by the DD/A and this office was directed to
prepare such a notice. Accordingly, we enclose copies of a proposed
notice on the Hatch Act for your comments.

2. It is appreciated that the notice is somewhat long. It
.could, of course, be shortened by omitting the "Particular Activities"
section. However, since there is great political interest this year,
it is believed that employees will want to know what they may and may
not do in some detail.

3« A possible compromise would be to have a brief notice calling
attention to the Hatch Act ang saying that interested employees may
obtain copies of a more detailed statement from Personnel Relations.
That office could then be supplied with a much smaller number of
copies than would be required for general distribution.

25X1A

Assistant General Counsel
0GC/JFBM,Jr/imm

Enclosures -~ 3 Copies of Proposed Notice

Distribution -

Orig - Add
2 - 0GC
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POLITICAL ACTIVITY

of Federal Officers and Employees

UNITED STATES CIVIL SERVICE COMMISSION
Pamphlet 20 + July 1951

Previous editions of this pamphlet have been designated as Form 1236
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. I. General Prohibitions and Exceptions ,

The broadest and most widely applicable restrictions on political
activity of Federal officers and employecs are contained in section 4.1
of Civil Service Rule TV and in section 9 (@) of the Match Act. In
practically the snme words, these provisions prohibit the following:

(1) Using official authority or influence for the purpose of inter-
fering with an clection or affecting its results.

(2) Taking an active part in political management or in political
campaigns, .

CIVIL SERVICE RULE 1V

Scetion 4.1 of Civil Service Rule TV reads as follows:

Prohibition against political activity.—Persons in the exeeulive branch shall re-
tain the right to vote as they choose and to express their opinions on all political
subjects and candidates, but such persons shall not use their official authority or
influence for the purpose of interfering with an election or affeeting the result
thercof. Persons oceupying positions in the competitive service shall not take any
active part in political management or in politieal campaigns except as may be
provided by or pursuant to statute.

SECTION 9 OF THE HATCH ACT

Section 9 of the Hateh Act (Hatch Political Activities Act of August
2, 1939, as amended; 5 U. 8. C. 118i) reads as follows:

(a) It shall be unlawful for any person employed in the exceutive branch of the
Federal Government, or any agency or department thercof, to use his official au-
thority or influence for the purpose of interfering with an clection or affeeting the
result thereof. No officer or employec in the exceutive brauch of the Federal
Government, or any agency or department thereof, shall take any active part in
political management or in political campaigns. All such persons shall retain the
right to vote as they may ehoose and to express their opinions on all political sub-
jeets and candidates. For the purposes of this section the term “officer”’ or “‘em-
ployee’ shall not be construed to include (1) the President and Viee President of the
United States; (2) persons whose compensation is paid from the appropriation for the
office of the President; (3) heads and assistant heads of exceutive departments;
(4) officers who are appointed by the President, by and with the adviee and consent
of the Senate, and who determine policies to be pursued by the United States in
its relations with forcign powers or in the Nation-wide administration of Federal
laws. The provisions of the sceond sentence of this subseetion shall not apply to the
cmployees of The Alaska Railroad, residing in municipalities on the line of the rajl-
road, in respect to activities involving the munieipality in which they reside.

(b) Any person violating the provisions of thissection shall be removed immedi-
ately from the position or officc held by him, and thereafier no part of the funds
appropriated by any Act of Congress for such position or office shall be used to pay
the compensation of such person: Provided, however, That the United States Civil
Service Commission finds by unanimous vote that the violation does not warrant

; . removal, & lesser penalty shall be imposed by direction of the Commission: Pro-

t vided further, That in no casc shall the penalty be less than ninety days’ suspension
. without pay: dnd provided further, That in the case of any person who has hereto-

fore been removed from the service under the provisions of this section, the Com-

mission shall upon request of said person reopen and reconsider the record in such

case. If it shall find by a unanimous vote that the acts committed were such as to

! The United States Supremo Court, in an opinion (330 U, S. 76), aflirmed & Judgment of the District
Court of the United, States for the District of Columbig holding that the provisions of section 9 (a) of tho
Hateh Act were not unconstitutional.

3
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warrant o penalty of less than removal it shall issue an order revoking the restrie-
tion against reemployment, in the positioms from which removed, or in any other
position for which he may be qualified, but no sueh revoention shall beeome effee-
tive until ab least ninety days have clapsed following the date of the removal of
such person from office,

(e) At the end of each fiseal yeur the Commission shall report to the President
for trunsmittal o the Congress the names, addresses, and nature of employment
of all persons with respeet to whom acetion has been taken by the Commission
under the terms of Uhis seetion, with o statement of the fuets upon which action
was taken, and the penalty imposed,

OTHER SECTIONS OF THE HATCH ACT

. Scetions 15, 16, 18, and 21 ol the Hateh Act also relate to political
activity of Federal oflicers and employees.

Section 165 (5 U, 8. C. A., scc. 118-1) states that the provisions in
. . . -J . . . . .
the aclb containing prohibitions against “laking any active part in
.. o . . -b . o * .
political management or in political campaigns” are deemed to in-
clude activities prohibited by the civil-service rules. It reads as follows:

The provisions of this Act which prohibit persons to whom such provisions
apply from taking any active part in politieal management or in political cam-
paigns shall be deemed to prohibit the snme activities on the part of such persons
as the United States Civil Service Comunission has heretofore determined are ab
the time this seetion takes effeet prohibited on the part of employees in the classi-
fied civil service of the United States by the provisions of the civil-service rules
prohibiting sueh employees from taking any active part in politicul management
or in politieal campaigns. .

Scetions 16, 18, and 21 set forth certain exceptions to the provisions
prohibiting political aclivity.

Section 16 (5 U. 8. C. A., see. 118m) states an exception relating to
political campaigns in localities adjacent to the National Capital or
in localities where the majority of the voters are Government em-
ployces. It reads as follows:

Whenever the United States Civil Serviee Commission determines that, by
reason of special or unusual cireumstances which exist in any municipality or
other political subdivision, in the immediate vicinity of the National Capital in
the States of Maryland and Virginia or in municipalitics the majority of whose
voters are cmployed by the Government of the United States, it is in the domestic
interest of persons to whom the provisions of this Act are applicable, and who
reside in such municipality or political subdivision, to permit such persons to
take an active part in political management or in political compaigns involving
such munieipality or political subdivision, the Commission is authorized to
promulgate regulations permitting such persons to take an active part in such
political management and political campaigns to the extent the Commission
deems to be in the domestie interest of such persons,

Section 18 (5 U. S. C. A., 118n) states an exceplion relating to elec-
tions not specifically identified with National or State issues or political
parties. It veads as follows:

Nothing in the sccond sentence of scetion 9 (a) or in the secord sentence of

. section 12 (a) of this Act shall be construed to prevent or prohibit any person
subjeet to the provisions of this Act from engaging in any political activity
(1) in conncetion with any election and the preceding campaign if none of the
candidates is to be nominated or clected at such clection as representing a party
any of whose candidates for presidential clector received votes in the last pre-
ceding clection at which presidential clectors were selected, or (2) in conncetion

4
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with any question which is nob specifieally identified with any National or State
politieal party. Tor the purposes of this seclion, questions relating to consti-
tutional amendments, referendums, approval of munieipal ordinances, and others
of n gimilar character, shall not he deemed Lo be specifieally identified with any
Nutional or State politicnl party. .

Section 20 (5 U. 8, C. A,, sce. 118k-1) states an exception relating
to activities ol employees of institutions and  orgunizations of
specified Lypes. It reads as lollows:

Nothing in seetions 9 (a) or 9 (b), or 12 of this Aet shall be deemed to prohibit
or Lo make unlawful the doing of any act, by any oflicer or employee of any edu-
cational or research institution, establishment, ageney, or system which is sup-
ported in whole or in part by any State or political subdivision thereof, or by the
Distriet of Columbin or by any Territory or Territorial possession of the United
States; or by any recognized religious, philanthropie, or cultural organization.

STATUTES ON RELATED SUBJECTS

In addition to being subject to section 4.1 of Civil Service Rule
LV, and to the seetions of the Hateh Act quoted above, Federal
oflicers and employees are subject Lo statutes relating to—

(1) Politieal assessments (see p. 26 of this pamphlet).

(2) Political cocrcion (see p. 30).

(3) Political discrimination (sce p. 31).

(4) Purchase and sale ol public office (sce p. 31).

INDIVIDUAL RESPONSIBILITY

Each officer and employee is responsible for relraining {from pro-
hibited political activity. Fle is presumed to be acquainted with the
legal provisions applicable to him, and his ignorance of them will
not excuse a violution. If he is in doubt as to whether any particular
activity is prohibited, he should present the matter in writing to the
United States Civil Service Comumission before engaging in the
aclivity.

I1. Jurisdiction of the Commission

EMPLOYEES IN THE COMPETITIVE SERVICE

There is no language in the Hateh Act that fixes responsibility for
enforcement of the prohibitions against political activity of Federal
ofllicers and employees.

However, it is important to note that the prohibitive language of
section 9 (a) of the Hatch Act is substantially the same as that of
section 4.1 of Civil Service Rule IV, The Civil Service Commission’s
jurisdiction in political-activity matters was not affected by passage
of the Hatch Act.

Section 15 of the Hatch Act provides that the activities that are
‘prohibited by the act are those that the Commission had therctofore

* determined were prohibited, under the civil-service rules, on the part
of employces in the competitive civil service.

5
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Thus, under Civil Service Rule IV end under the Hateh Act, the
Civil Service Commission has authority to enforce prohibitions aguinst
political activity of Federal officers and employees whose positions
are in the compelitive civil service,

PENALTY PROVISIONS

The Attorney General has held (40 A. G. 14) that where both the
law and the rule are violated the statulory penalty is mandatory.

An officer or employee found to have violated the restrictions
imposed by scction 9 () of the Hateh Act and section 4.1 of Clvil

. Service Rule IV must be immediately removed {rom the position or
oflice held by him and—in accordance with a decision by the Comp-
troller General (25 Comp. Gen. 271)—may not be employed again
in any position the salary or compensation of which is payable under
the same appropriation as the position [rom which removed. This
resteiction is not limited to the appropriation act for any particular
fiscal year.

If, however, the Commission determines by unanimous vote that
the violation does not warrant removal, it may impose a lesser penalty
under the terms of the amendment to the Hatch Act of August 25,
1950, but the penalty so imposed must be at least a 90-day suspension.

In an opinion of the Attorney General of September 12, 1947 (40
A. G. 545) it was held that the penalty provisions of the Hateh Act
require the removal of an employce from the civil-service position or
office that he is holding at the time his violation of the act is estab-
lished, despite the fact that this position may be different from that
held at the time the violation occurred. It is immaterial whether the
second civil-service position has been obtained by transfer, promotion,
or reappointment.

AUTHORITY UNDER RULE V

Scction 5.4 of Civil Serviee Rule V reads as follows:

Whenever the Commission finds that an appointment has been made in violation
of the Civil Service Act, Rules, or Regulations, or that any employce subject
thereto has violated such Act, Rules, or Regulations or is holding a position in vio-
lation thercof, it is authorized, after giving due notice and opportunity for explana-
tion to the employee and the ageney concerned, to certify the facts to the proper
appointing officer with specific instructions as to discipline or dismissal,

Section 5.5 of Civil Service Rule V reads as follows:

If the appointing officer fails to carry out the instructions of the Commission

issucd under section 5.4 of this Rule, the Commission shall certify the facts to the

. head of the ageney concerned. If the head of the ageney fails to carry out the in-

) structions of the Commission within ten days after receipt thercof, the Commission

shall notify the Comptroller General of the United States and no payment or allow-

ance shall be made of the salary or wages accruing to the employce concerned after
such notification,

The General Accounting Office is without jurisdiction to review the
determinations of the Civil Service Commission under Rule V and,
upon certification by the Commission that an employee is holding a po-
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sition in violation of the Civil Service Act and rules, the General Ae-
counting Office has no alternative to withholding credit for payments
made for salary or compensation (decision, Comptroller General July
20, 1939, to the Postmaster General),

COMMISSION PROCEDURE

In taking action on alleged violations ol sccetion 4.1 of Civil Service
Rule 1V, the Civil Service Commission proceeds under regulations that
provide for—

(1) Investigation of the complaint—cither by correspondence, in
instances where the violation may be established by record evidence, or
by representatives of the Commission and the employing agency. (The
employce may make a statement and furnish the names of witnesses to
support it.)

(2) Issuance of a Proposed Order, when there is prima facic proof of
prohibited political activity, with a description of the specific charges
and an opportunity to respond in writing.

(3) A hearing, in certain cases, ab the discretion of the Commission—
but not when the violation is cstablished by indisputable record evi-
dence or is admitted by the employee.

(4) Issuance of a Final Order cither dismissing the Proposed Order or
finding that the employce violated thelaw and the rule against political
activity and prescribing the penalty.

The Commission’s procedure applies in the cases of those employeces
who resigned from their positions prior to a final determination by the
Commission. i

The Commission’s regulations also provide for the reconsideration of
the record, as authorized by law, upon request, of employeces who were
removed between August 2, 1939, and August 25, 1950, for established
political-activity violations, to determine whether the violations were
such as to warrant a penalty of less than removal.

ITII. Applicability of Rulei and Statute

GENERAL STATEMENT

In the absence of specific statutory exemption, the basie political-
activity restrictions apply to any person employed in the executive
branch of the Federal Government, or any agency or department
thereof, or in the government of the District of Columbia. Some per-
sons are subject to these restrictions by virtue both of section 4.1 of
Civil Service Rule IV and of section 9 (a) of the Hatch Act; others are
subject t0 them solely by virtue of section 9 (a) of the Hatch Act.

Section 4.1 of Civil Service Rule IV applies to all employees in the
competitive service.
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Section 9 (a) of the Hateh Act applies to all persons employed in the
exceutive branch of the Federal Government ® whether or not such
persons are in the competitive service. The offect of section 9 (a) of the
stabute is to place the same restrictions upon the political aclivilies of
all officers and employees of the exceutive branch ol the Government
that seetion 4.1 of Civil Service Rule IV places upon the political activ-
ities of officers and employees in the competitive service.

GROUPS OF EMPLOYEES
Part-time and Intermittent Employees

Any person whose employment with the Federal Government is only
part-time or intermittent, not in any case oceupying o substantial por-
tion ol his time and not affording his principal means of livelihood, is
subject to the political-activity prohibitions of section 9 (a) of the
Hateh Act and section 4.1 of Civil Service Rule IV while in active-duty
status, and not otherwise. Such an employce may be listed as a candi-
date for a public elective office provided that he does not engage in
political activity on any day on which he performs duty as a Federal
employee. The period of active duty embraces the whole period of
status as & paid employee, rather than just the working hours of the
day.

Temporary and Emergency Employees

Temporary and emergency employees are subject to the statute and
the rule.
Employees on Leave

Tn general, an employee who is subject to the basic political-activity
prohibitions while on active duty is subject to them while on leave
with pay, leave without pay, or furlougl, and incurs the same penalties
for an offense committed while in leave or furlough status as for an
offense committed while on active duty. This is true even though the
leave is terminal leave, and even though the employee’s resignation has
been submitted and accepted. However, if lump-sum payment is made
for accrued annual leave, the person involved is not subject to the po-
litical-activiby restrictions during the period covered by the lump-sum
payment or thereafter.

Tt is not permissible for an employee to talke leave of absence for the
purpose of working with a political candidate, committee, or organiza-
tion, or for the purpose of becoming a candidate for office with the
understanding that he will resign his position if nominated or elected.

Postmasters and Post-Oflice Employces

All postmasters and acting postimasters, all employees in post offices
of the first, second, and third classes, and all special delivery messen~

2 Except (a) the Presldent and Vice President of the United States; (b) persons whose compensation ts pald
from theapproptintion for the office of the Tresident; (¢) heads and assistant heads of executive departments;
and (d) oflicers who avo appointed by the President by and with the advice and consent of the Senate, and
who determine policles to be pursucd by the United States In lts relations with foreign powers or in the
Natlon-wide administration of Federal laws.
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gors in post oflices of the first class are subjeet to the political-activity
rostrictions of Civil Service Rule IV and section 9 of the Tateh Act.

Persons Not Subjeet to Political-Activity Restrictions

The political-activity restrictions of scction 9 of the Hateh Act and
section 4.1 of Civil Service Rule IV do not apply to the following
persons: :

LXICUTIVE BRANCH

The President and Vice President of the United States.

Persons who are compensated from the appropriation for the Office of the
President.

Hends and assistant heads of departments.

Oflicers who are appointed by the President by and with the advice and consent
of the Senate, and who determine policics to bhe pursued by the United States in its
relations with foreign powers or in the Nation-wide administration of Federal laws.

Ambassadors of the United States.

Ministers of the United States.

LEGISLATIVE BRANCH

Officers and employces of the legislative branch of the Tederal Government,
including scerctaries and clerks of Mombers of Congress and congressional
committees.

JUDICIAL BRANCH

. Officers and employees of the judicial braneh of the Federal Government, in-
cluding United States Comumissioners, clerks of United States courts, referees in
bankruptey, and their secretarics, deputics, and clerks.

DISTRICT OF COLUMDBIA

The Commissioners of the Distriet of Columbia.?
The Recorder of Deeds of the District of Columbia.?

OTHER

Oficers or cmployces of any cducational or research institution, establishment,
agency, or system that is supported in whole or in part by any State or political
subdivision, or the District of Columbig, or by any Territory or Territorial posses-
sion of the United States, or by any recognized religious, philanthropie, or cultural
organization.

Persons who are retained from time to time to perform speeial services on 4 fee
basis and who take no oath of office, fec attorneys, inspeetors, appraisers, and
management brokers for the Home Owners’ Loan Corporation and special fee
attorneys for the Reconstruction Finance Corporation. .

Persons who receive benefit payments, such as old-age assistance and unem-
ployment compensation under the Social Seeurity Act, rural-rehabilitation grauts,
and payments under the agricultural conservation program, .

Persons retived from the Federal service, unless recmployed in the executive
branch of the Federal Government.

Persons serving as star route and contract carriers and clerks in fourth-class
post offices, provided such persons are not at the same time holding other Gov-
ernment employment.

Employees of the Alaska Railroad residing in municipalitics on the line of the
railroad in respect to activities involving the munieipality in which they resides?

3 Bxeepted only from the prohibition against active partieipation in political management or in politicnl
campalgns.
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IV. Prohibited Activities

The Hatch Act is designed to prevent those subjeet to it from
assuming general political leadership or from becoming prominently
identified with any political movement, party, or fm,Lmn or with
the success or failure of any candidate 101 clection to public office.

The following sections are devoted to a discussion of activities that,
prior to enactment of seetion 15 of the Haleh Act (sce p. 2), the Civil
Service Commission had determined to be activities prohibited by
the civil-serviee rules.

ACTIVITY BY INDIRECTION

Any political activity that is prohibited in the case of an employee
acting independently is also prohibited in the case of an employce
acling in open or sccret cooperation with others. Whatever the em-
ployee may not do directly or personally, he may not do indirectly
or through an agent, officer, or employee chosen by him or subject
to his conblol Employees me, therefore, accountable for political
activity by persons other than themselves, including wives or hus-
bands, if, in fact, the employees are thus nccomplishing by collusion
and indirection what they may not lawlully do directly and openly.
Political activity in fact, regardless of the methods or means used by
the employee, constitutes the violation.

This does not mean that an employee’s hushand or wife may not
engage in politics independently, upon his or her own initiative, and
in his or her own behalfl. Cases have arisen, however, in which the facts
showed that the real purpose of a wife’s activity was to accomplish a
political act prohibited to her husband, the attempt being made for
her husband’s benefit and at his instigation or even upon his coercion.
This may be true of individuals or it may occur among groups of
employee’s wives associated for the purpose of securing for their hus-
bands what the husbands may not secure for themselves. In such situ-
ations, it is obvious that the prohibitions against political activity are
being violated. The collusion or coercion renders the wife’s activity
imputable to the hushand, he being gullty of the same infraction as if
he were openly a participant.

CONVENTIONS

Candidacy for or service as delegate, alternate, or proxy in any
political convention or service as an officer or employee thereof is pro-
hibited. Attendance as a spectator is permissible, but Lhe employce
so attending must not take any part in the convention or in the delil-
erations or pl'occodings of any of its committees, and must refrain
from any public display ol partisanship or obtrusive demonstration

: or interference.
A PRIMARIES—CAUCUSES
: An employee may attend a primary meeting, mass convention,
caucus, and the like, and may cast his vote on any question presented,
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but he may not pass this point in participating in its deliberations,
Mo may not act as an officer of the meeting, convention, or caucus,
may not address, make motions, prepare or assist in preparing resolu-
tions, assume to represent others, or take any prominent part therein,

MEETINGS

-Service in preparing for, organizing or conducting a political meeting
or rally, addressing such a meeting, or taking any part therein except
as & spectator s prohibited.

COMMITTEES

The holding of the office of precinet committeman, ward commit-
teeman, ete., or service on or for any committee of a political party
organization is prohibited. An employee may attend as a spectator
any meeting of a political committee to which the general public is
admitbed but must refrain from activi ty as indicated in the preceding
paragraphs.

Whether a committec bas an ultimate political purpose determines
whether an employee may properly serve as & member. An employce
may be assigned to duties that, considered alone, seem far removed
from active politics; but those duties may assume an active political
character when considered as part of the whole program. The Com-
mission has held that service by an employee as chairman of a food
committee at an occasion signifying the opening campaign speech of
a nomince for Governor of a State is not permissible. No attempt can
be made to differentiate between workers on or under political commit-
tees with respect to the degree to which they are politically active.

CLUBS AND ORGANIZATIONS

Employees may be members of political clubs, but they may not be
active in organizing such a club, be officers of the club op members or -
oflicers of any of its committees, or act as such, or address g political
club. Service as a delegate or alternate from such a club to a league of
political clubs is service as an officer or representative of a political
club and is prohibited, as is service as a delegate or representative of
such a club to or in any other organization. In other words, an em-
ployee may become & member of g political club and may vote on ques-
tions presented but may not take an active part in its management or
aflairs, and may not represent other members oy attempt to mfluence
them by his actions or utterances.

Scction 6 of the act of August 24, 1912 (37 Stat. 555), provides in
part—

That membership in any society, association, club, or other form of organization
of postal employces not affiliated with any outside organization imposing an obliga-
tion or duty upon them to engage in any strike, or proposing to assist them in any
strike, against the United States, having for its objects, among other things, im-
provements in the condition of labor of its members, including hours of labor and
compensation therefor and leave of absence, by any person or groups of persons in
said Postal Serviee, or the presenting by any such person or groups of persons of any
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gricvance or gricvances to the Congress or any Member thereof, shall not consti-
{ute or be cause for reduction in rank or compensation or removal of such person or
groups of persons from said service.

Membership in a labor union by employees subject to the Hatch
Act is not prohibited, where the organization is nonpartisan in char-
acter and has as its primary object improvements in the conditions
of labor of ils members and other matters related to their individual
wollare. Mablers concerned solely with organization and management
ol & union of Federal employees are not political management or politi-
eal activity in violation of section 9 (a) of the Hateh Act, and adoption
of a resolution limited to these matters would not violate the law.
However, a Federal employce who engages in prohibited political activ-
ity under the direction or suggestion of a union local will be held per-
sonally accountable irrespective of whether he is acting as an individual
or as o member of a group, including a un ion local.

Membership by a Federal employce in a party or organization
advocating the overthrow ol the Government ol the United States is
unlawlul. Section 9A of the Hateh Act (title 5, TU. 8. C. A. 118j) reads
as follows:

(1) 1t shall be unlawful for any person employed in any capaeity by any agency
of the Federal Government, whose compensation, or any part thereof, is paid
from funds authorized or appropriated by any Act of Congress, to have member-
ship in any political party or organization which advocates the overthrow of our
constitutional form of government in the United States.

(2) Any person violating the provisions of this seetion shall be immediately
removed from the position or office held by him, and thereafter no part of the funds
appropriated by any Act of Congress for such position or office shall be used to pay
the compensation of such person.

Oivil-service employees may hold office in organizations established
for social betterment. It is pointed out, however, that in certain cir-
cumstances activities of such organizations may talke on a character
of partisan political activity. Employees who become members or
officers of organizations of this type must take the responsibility for
-seeing that the activities in which they engage do not become political
in character.

CIVIC ORGANIZATIONS AND CITIZENS® ASSOCIATIONS

Activity in organizations having for their primary object the promo-
tion of good government or the local civic welfare is not prohibited by
the act of August 2, 1939, as amemded, provided such activities have
no connection with the campaigns of particular candidates or parties.

CONTRIBUTIONS

Employces may make voluntary contributions to a regularly consti-
tuted political organization for its general expenditures, subject to the
limitation laid down in section 608, title 18, U. S. Code. The term
“contribution’”’ includes a gift, subseription, loan, advance, or deposit
of money or anything of value, and includes a contract, promise, or
agreement, whether or not legally enforceable, to male o contribution.

While employces may malke contributions, they may not solicit,
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collect, reccive, dishurse, or otherwise handle contributions made for
political purposes. Employees may not be concerned divectly or indi-
rectly in the sale of dinner tickets of o political party organization or in
the distribution of pledge cards soliciting subscriptions to the dinners.

The Commission has held that voluntary contributions may be

‘made at any time, even subsequent to a general election, so long as
they are made to a regularly constituted political organization for its
genceral expenditures.

It is not permissible for a Fedoral administrative official to furnish
the names of his personnel and their addresses for the purpose of
political solicitation.
~ In addition, certain scctions of the eriminal code place restrictions
on contributions by Federal employees. Contributions may not be
handed over to another person in the Federal service; they may not
be made in o Federal building; ete. For the text of these secctions
of the criminal code and further information on this matter, sce part
VIIL, pages 26 through 32. These sections of the criminal code are
within the jurisdiction of the Department of Justice, and the law
provides severe penalties for violations.

EXPRESSION OF OPINIONS

Although the act reserves to employces affected the right to “ex-
press their opinions on all political subjects and candidates,” this
reservation is subject to the prohibition that employces may not take
any active part in political management or in political campaigns.
Public expression of opinion in sueh a way as to constitute taking
an active part in political management or in political campaigns is
accordingly prohibited.

BADGES, BUTTONS, PICTURES, AND STICKERS

Employees may not distribubte campaign literature, badges, or but-
tons. They are not prohibited from wearing political badges or buttons
or from displaying political posters or pictures in the windows of their
homes or on their automobiles. However, it is regarded as contrary
to the spirit of the law for a public servant to make a partisan display
of any kind while on duty conducting the public business.

NEWSPAPERS—PUBLICATION OF LETTERS OR ARTICLES

An employee may nob publish or be connceted editorially or man-
agerially with any newspaper generally known as partisan from a
political standpoint, and may not write for publication or publish any
letter or article, signed or unsigned, in favor of or against any political
party, candidate, or faction. An employee who writes such a letter or
article is responsible for any use that may be made of it whether or
not he gives consent to such use.

The Commission has held that as a general rule a newspaper that
is consideced as being partisan from a political standpoint, either
during the campaign or in the interval between campaigns, is regarded
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House of Congress, or to any Commitiee or Member thereof, shall
nol. be denied or interfered with.”

An employcee subjeet to the law of August 2, 1939, as amended,
is permitted to sign petitions, including nominaling petitions, as an
individual, without reference Lo his connection with the Government,
but he'may not initinte them, or canvass for the signatures of others,
if such petitions are identified with political management or political
campaigns. Employces are permitled to exercise the right as indi-
viduals to sign o petition favoring a candidate for office, but they
may nol, cither as Government employces or as a group or association
of Government employees, solicit others to become candidates lor
office.

CANDIDACY FOR PUBLIC OFFICE

Candidacy for nomination or for clection to a National, State,
county, or municipal office is not permissible. The prohibition against
political activity extends not merely to formal announcement of
candidacy but also to the preliminaries leading to such announce-
ment and to canvassing or soliciting support or doing or permitting
to be done any act in furtherance ol candidacy. An employee may
not solicit others to become candidates for nomination or for election
to such an office.

The Attorney General held in an opinion to the Sceretary of the
Interior dated April 17, 1940 (39 Op. Alty. Gen. 423), that the Hatch
Act does not apply to the acceptance and holding of a local office to
which an employee was cleeted without being a candidate, his name
not appearing on the ballot but being written in by voters. However,
the Commission interprets this opinion as applicable only in cases
where the writing in of an employee’s name is a spontancous action
on the part of the voters and does not come about as a result of pre-
arrangement whereby the employee was in effect a candidate before
the vote was cast.

This decision is authority for the statement that the mere holding
of a public office is not in itself a violation. (See also Attorney General’s
Circular No. 3301, October 26, 1939.)

However, it should be noted that membership on a political com-
mittec is not a public office, within the meaning of the foregoing, even
though held by election in the regular election as a political representa-
tive of a ward, precinet, county, or of the voting subdivision of a State.
The holding of such political offices is prohibited.

V. Exceptions to Hatch Act Restrictions

The Hatch Act specified two conditions under which political ac-
tivity on the part of Federal officers and employeces is permissible.
(1) Section 18 of the act scts forth an exception relating to clections

4 For exceptions, seo “V. Exceptions to 1Inteh Act Restrictlons,” pp. 16-10.
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as being subject to application of the restrictions against activity in
conneetion therewith. Tt is not required that o publication be regarded
as the organ ol a political organization or that it have an official con-
neetion with any political organization or parly. The words “cdito-
rially” and “managerially” are intended to apply to responsibilities
and duties that have to do with the making of decisions affecting the
editorial policies. The objeetive bebind the restriclion on activity in
connection with sueh publications or newspapers is prohibition of
political activity of o partisan character through the medium of the
public press by a person subject to the statute and the rule,

Whether or not ownership of stock or membership on a board of
directors of o corporation that publishes a daily newspaper is o viola-
tion of the political-nctivity restrictions will depend upon the degree
to which the individual, by virtue of such ownership or membership,
participates in centrolling the editorial policy or news management
of the publication. If & Federal employee makes decisions or assists
in making decisions on editorial policy or news management with
respect to the political status of the publica tion, o violation of the
restrictions occurs, but mere ownership of stock would not of itsell
constitute a violalion of the political-activity restrictions.

There is no direet prohibition against correspondence work by an
employee for newspapers. The employce will have the responsibility,
however, of ascertaining that any material he submits is not in con-
travention of the restrictions.

ACTIVITY AT THE POLLS AND FOR CANDIDATES

An employee has the right to vote as he pleascs, and to exercise this
right free from interlerence, solicitation, or dictation by any fellow
employee or superior officer or any other person. It is a violation of
the Federal Corrupt Practices Act to pay or oller to pay any person
for voting or refraining from voting, or for voting for or against any
candidate for Senator or Representalive in, or Delegate or Resident -
Commissioner to, Congress. It is also & violation of the law to solicit,
receive, or accept payment for one’s. vote or for withholding one’s
vote. (See U. S. Code, title 18, sec. 597.)

Under the act of August 2, 1939, ib is a criminal offense for any
person to intimidate, threaten, or coerce any other person for the
purpose of interfering with the right of such other Person to vote as
he may choose in any clection of a National character. It is also a
criminal offense to promise any employment, position, work, or com-
Pensation, or other benefit made possible by an act of Congress, as o
consideration, favor, or reward for political aclivity or for the support
of or opposition to any political candidate or party.

An employee subject to the law must avoid any olfensive activity

"at primary and regular elections. e must refrain from soliciting
votes, assisting voters to mark ballots, helping to get out the voters
on registration and election days, acting as the aceredited checker,
watcher, or challenger of any party or faction, or any other partisan
Dolitical activities at the polls. Rendering partisan political service,
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such as transporting volers to and from the polls and candidates on
canvassing tours, whether for pay or gratuitously, is held to be with-
in the scopo of prohibited political activitics, This is not intended to
prohibit one subject to the act from transporting members of lis
immediate family to and trom the polls, in view of the community of
iuterest that exists in such cases. The foregoing provisions ‘do not
apply il the election in question is covered by the exceptions embodied
in'section 18 of the law of August 2, 1939, as amended, (See p. 17))

The publication or distribution of clection campaign statements not
containing names of persons responsible therefor is prohibited by law,
The United States Code, title 18, section 612, reads as follows:

Whoever wilfully publishes er distributes or causes 0 be published or djs-
tributed, or for the purpose of publishing or distribubing the same, knowingly
deposits for mailing or delivery or causes to be deposited for mailing or delivery,
or, exeepl in cases of employeces of the Post Office Department in the oflicinl
discharge of their dulics, knowingly transports or causes to be transported in
interstate commeree any card, pamphlet, cireular, poster, dodger, advertisement,
writing, or other statement relating to or concerning any person who has pub-
liely declared his intention to scek the oflice of President, or Viee President
of the United States, or Scnator or Representative in, or Delegate or Resident
Commissioner to Congross, in a primary, general, or specinl cleetion, or conven-
tion of -a political party, or has caused or permitted bis intention (o do so to bhe
publicly deelared, which does not eontain the names of the persons, associations,
commibtees, or corporations responsible for the publication or distribution of the
same, and the names of the oflicers of cach such assoeiation, committee, or cor-
poration, shall be fined not more than $1,000 or imprisoned not more than one
year, or bhoth,

ELECTION OFFICERS

A Federal employcee may serve as an eleetion oflicer provided that
in so doing he discharges the duties of the office in an impartial
manner, as prescribed by State or local law. While serving as an
clection officer he may not engage in, or become involved in, activitics
in behall of a political party or candidate.

PARADES

An employee may not participate in or help organize a political
parade. An employee may be & member of a band or orchestra that
takes part in parades or rallies provided such band or orchoestra is
generally available for hi- as o musical organization.

PETITIONS

The first amendment to the Constitution of the United States pro-
vides that “Congress shall make no law respecting an establishment
of religion, or prohibiting the free exercise thercof ; or abridging the
freedom of specch, or of the press; or the right of the people peace-
ably to assemble and to petition the Government for g redress of
grievances.” Section 6 of the act of August 24, 1912 (37 Stat. 555),
provides ‘that “the right of persons employced in the civil service of
the United States, cither individually or colleetively, to petition Con-
gress, or any Member thereof, or to furnish information to either ‘
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Tlouse of Congress, or to any Committee or Member thereof, shall
not be denied or interfered with,”

An employee subjeel lo the lnw of Auvgust 2, 1939, as wmended,
is permitled lo sign petitions, including nominating pelitions, as an
individual, without reference to his connection with the Government,
but he may not initiate them, or canvass for the signalures of others,
il such petitions are identified with political management or politicil
campnigns. Bmployees are permibled to excercise bhe right as indi-
viduals to sign a petition favoring a candidate for office, but they
may nol, cither as Government employees or as a group or association
of Government employces, solicit others to become candidates for
oflice.

CANDIDACY FOR PUBLIC OFFICE

fandidacy for nomination or for clection to a National, State,
county, or municipal office is not permissible. The prohibition against
political activity extends not merely to formal announcement of
candidacy but also to the preliminaries leading to such announce-
ment and to canvassing or soliciting support or doing or permitting
to bo done any acl in [urtherance of eandidacy. An employee may
not solicit others to become candidates for nomination or for election
to such an oflice.*

The Abtorney General held in an opinion to the Scerelary of the
Intevior dated April 17, 1940 (39 Op. Atty. Gen. 423), that the Hatch
Act doces not apply to the aceeptance and holding of & local office to
which an employee was clected without being a candidate, his name
not appearing on the ballot hut being written in by voters. However,
the Commission interprets this opinion as applicable only in cases
where the writing in of an employee’s name is & spontancous aclion
on the part of the volers and does not come about as a result of pre-
arrangement whereby the employee was in effect o candidate before
the vote was casb.

This decision is authority for the statement that the mere holding
of a public office is not in itself a violation. (Sce also Attorney General’s
Circular No. 3301, October 26, 1939.)

However, it should be noted that membership on a political com-
mittee is not a public office, within the meaning of the foregoing, even
though held by election in the regular clection as a political representa-
tive of o ward, preeinet, county, or of the voting subdivision of a State.
The holding of such political offices is prohibited.

V. Exceptions to Hatch Act Restrictions

The Hatch Act specified two conditions under which political ac-
tivity on the part of Federal officers and employees is perinissible.
(1) Scetion 18 of the act séts forth an exception relating to clections

- 4 For exceeptions, see V. Bxceptions to Hateh Act Restrictions,” pp. 16-10,
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not. specilieally identifiecd with Nuational or State issues or political
purties,

(2) Scetion 16 of the aet sets forth an exception relating to political
campaigns in comnumitios adjacent to the Disbrict ol Columbin or
in communities the majority of whose volers aro enmployces of the Ited-
eral Government.

Both sections are quoted on page 3 of this pumphlet,

SECTION 18

To he permissiblo under section 18, the netivity must ho of » strictly
loeal charncter—complotoly unrelated to issues and eandidates that
are identified with National and State political partics.

SECTION 16

For many years prior to enactment of the Hutel, Act, Federal em-
ployees vesiding in certain municipalitics near the District of Columbia
were permitled to be candidates Lor, and to hold, local office in those
municipalities.

The permission was granted cither by an individual Bxceutive order
or by action of the Commission based on an Executive order, and it
remained in full force and effeet until the passage of the act of August 2,
1939, which prolibited active participation in political management or
in political campaigns, without exception. When this get was amended
by the act of July 19, 1940, a new section was added (scetion 16, 54
Stat. 767) whereby the Commission was suthorized to promulgate reg-
ulations extending the privilege of active participation in local political
management and local political campaigns to Federal employecs resid-
ing in any municipalities or other political subdivisions of the States of
Maryland and Virginia in the immediate vicinity of the Disbrict of
Columbia or in municipalitics the majority of whose voters are em-
ployed by the Government of the United States.

The Commission has promulgated regulations governing the exten-
sion of the privileges set forth in the scetion quoted above and copies
of these regulations arc available upon request to the Commission’s
central office in Washington, D. C. Under these regulations it is nec-
essary that a formal request be received from the representatives of the
community involved and that the petitioners furnish certain specified
information relative to their community and its clections. In all cases
the final decision as to the extension of the privileges of scction 16 to
any individual municipality depends on the municipality’s meeting
certain prerequisites that are sot forth in the Commission’s regulations.

The Commission has extended the privileges allowed by section 16 of
the Hatch Act to the following municipalitics or political subdivisions
by formal action recorded on the dates indicated:

In MaryrLanD

B Annapolis (May 16, 1941). Bladensburg (Apr. 20, 1942).
Berwyn Heights (June 15, 1944), . Brentwood (Sept. 26, 1940).
Bethesda (IFeb. 17, 1043), Capitol Heights (Nov. 12, 1940).
17
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Cheverly (Dee. 1f, 1940).

Chevy Chase, seitions 1 and 2 (Mar. 4,
1941).

Chevy Chase, scebion 3 (Oct. S, 1940).

Chevy Chase section 4 (Oct. 2, 1040).

Martin’s Acdditions 1, 2, 3, and 4 to
Chevy Clage (I'eb. 13, 1941).

Chevy Chrse View (Feb. 26, 1941),

College P ok (June 13, 1945).

Cottage Jity (Jan. 15, 1041).

District Heights (Nov. 2, 1940).

Edmor ston (Oct. 24, 1940).

Fairmw ont Yeights (Oct. 24, 1940).

Fore ¢ Heights (Apr. 22, 1049),

CGar ett Park (Oct, 2, 1940),

Glearden (May 21, 1941),

G!:n Beho (Oct. 22, 1940).

Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3

Greenbelt (Ocet. 4, 1940).
Hyattsville (Sept. 20, 1940).
Kensington (Nov., 8, 1940),
Landover Iills (May 5, 1945).
Morningside (May 19, 1949),
Mount Rainicr (Nov. 22, 1940).
North Beach (Sept. 20, 1940).
North Brentwood (May 6, 1941).
North Chevy Chase (July 22, 1942),
Northwest Park (I'eb. 17, 1943).
Riverdale (Sept. 26, 1940).

Seat Pleasant (Aug. 31, 1042).
Somerset (Nov. 22, 1940).
Takoma Park (Oct. 22, 1940).
University Park (Jan, 18, 1941).
Washington Grove (Apr. 5, 1941).

In Vireinia

Alexandrina (Apr. 15, 1941).
Arlington County (Scpt. 9, 1940).
Clifton (July 14, 1941).

Fairfax County (Nov. 10, 1949).

Falls Chureh (June 6, 1941).
Herndon (Apr. 7, 1045),
Vienna (Mar. 18, 1946).

Orupr MUNICIPALITIES

Bremerton, Wash. (I'eb, 27, 1946).
Port Orchard, Wash. (Feb. 27, 1946).
Elmer City, Wash. (Oct. 28, 1947).

Anchorage, Alaska (Dee. 29, 1947).
Benicia, Calif, (Febh. 20, 1948).
Warner Robins, Ga. (Mar, 19, 1948).

The Commission’s actions extending the privileges of active par-
‘ ticipation in local sclf-government of the above-listed communities
B to resident Federal officers or employees are subject to the following

; restrictions:

(1) Federal officers and employees in the exercise of these privi-
leges must not neglect their official duties and must not engage in
nonlocal partisan political activities.

(2) Federal officers and employees must not run for local office as
candidates representing a political party or becoine involved in politi-
cal management in connection with the campaign of a party candidate
fox office.

(3) Federal officers and employees who are candidates for local
elective office must run as independent candidates and must conduct
their campaigns in a purely nonpartisan manner.

(4) Tederal officers and employees elected or appointed to local
offices requiring full-time service must resign their positions with the
Federal Government. If elected or appointed to offices requiring only
part-time service they may accept and hold the same without relin-
quishing their Federal employment provided the holding of such part-
time office does not conflict or interfere with their duties as officers or
employees of the Federal Government. The department or independent -
agencey in which Federal officers or employees are employed is the sole
judge of whether or not the holding of the local office conflicts or inter-
feres with their official duties as officers or employees of the Federal
Government.

18
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~(5) The permission granted by the Commission to any particular

community may be suspended oy withdrawn by the Commission when
in its opinion the aclivities resulting thereltom are or may become
detrimental to the public interest or inimical to the proper cuforce-
ment of the political-activity law and rules.

VI. State Officers and Employees

This publication deals primarily with the political-nctivity restric- *
tions applicable to Federal oflicers and ctuployees. However, it should
be mentioned that there are other provisions ol the so-called Hateh
Act that apply Federal political-activity restrictions to those officers
and employces of a State, or local agency of a State, whose principal
employment is in connection with an activity financed in whole or
in part by Federal loans or grants. These vestrictions are also enforcoe-
able by the United States Civil Service Commission. The following rule
of jurisdiction has been adopted by the Commission in these cases:

An officer or employeo of o State ov local agency is subject to
the Act if, as a normal and foreseeable incident to his principal
job or position, he performs duties in conneetion with an activity
Ananced in whole or in part by Federal loans or grants; otherwise
he is not. :

The restrictions applicable to State or local agency officers and em-
ployces alling within the scope of this rule of jurisdiction prohibit the
following: :

(1) Use of official authority or inflluence for the purpose of interfcring
with an clection or o nomination for office, or affecting the result
thercof.

(2) Directly or indirectly coercing, attempting to coerce, command-
ing, or advising any other such officer or cmploycee to pay, lend, or
contribute any part of his salary or compensation or anything clse of
value to any party, committee, ovganization, agency, or person for
political purposcs.

(3) Active participation in political management or in political
campaigns.

The first two restrictions are sell-explanatory and the third covers
the same activities that are described in part IV of this pamphlet.

VII. Federal Officers or Employees
Holding Local Office

While the Hatch Act and the civil-service rule prohibit Federal em-
ployees from being candidates for local clective office except in the in-
‘stances mentioned in part B, above, there also must be considered
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those instances in which a Federal officer or employce wishes to aceept
an appointive office under a State cr loeal government or in which a
State or local officcholder wishes to aceepb Federal employment and
does nob wish to relinquish his State or local office or position. In these
latter instances the mere holding of the loeal office in the absence of
facts showing partisan political activity would not constitute a viola-
tion of the Hateh Act; however, the terms of an Exccutive order dated
January 17, 1873, must, be applied.

EXECUTIVE ORDER OF JANUARY 17, 1873

In general, this order prohibits persons from accep ting or holding any
oflice or position under a State, Tervitorial, or municipal government
ab the same time that they hold Tederal civil office by appointment.

Certain spocific exceptions to this general prohibition are set forth in
¢he original order and in subsequent amending orders, and it has been
ruled that unless o position or office is specifieally listed as an exception,
it must be viewed as within the prohibitions of the order of 1873 (25
Dee. Comp. Treas. 234).

Also, during the period ol the national emergency, Txecutive Order
No. 8516 of August 15,1940, is in effect. This order suspends and makes
inoperative ¢ Bxeoutive order of January 17, 1873, insofar as the
TUnited States Civil Serviee Commission shall by regulation authorize
appointments to positions directly concerned with the national defense.
The Commission has by formal action under the authority of the Exec-
utive order of August 15, 1940, decided that the Exceutive order of Jan-
uary 17, 1873, is not to be applied to persons appointed subsequent
to August 15, 1940, to positions declared by the Commission to be
direetly concerned with the national defense.

Nori.—These Bxceutive orders are no longer cffective insofar as

they conflict with the political-activity restrictions of section 9
(a) of the Hatch Act, and are not to be construcd as permitting
officors and employees in the executive branch of the Federal
Government to become candidates for any elective office that is
to be filled in an eleetion-involving candidates who are either
directly or indirectly representing a political party.

The Bxecutive order of January 17, 1873, is in full force and cffect as
applied to Federal employees holding positions not directly concerned
with the nationsl defense and to persons appointed to the Federal
service prior to August 15, 1940. Tt reads as follows:

Whereas it has been brought to the notice of the President of the United States
that many persons holding civil office by appointment from him or otherwise under
the Constitution and laws of the United States while holding such Tederal positions
aceept offices under the suthority of the States and Territories in which they reside

. or of municipal corporations, under the charters and ordinances of such corpora~
tions, thereby assuming the dutics of the State, Territorial, or munieipal oflice at
the same time that they are eharged with the duties of the civil office held under
Tederal authority:

And whereas it is believed that, with but few exceptions, the holding of two such
offices by the same person is incomputible with a due and faithful discharge of the
dulies of either offico; that it frequently gives risc Lo great inconvenience, and often”
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resulls in debritient 10 the publie serviee; and, moreover, is not in harmony with
the genius of the Government:

In view of the premises, thercfore, the President has deemed it proper thus and
hereby to give public notice that, from and after the d¢h day of Mareh, A. D, 1873
(exeept as herein specified), persons holding any Federal eivil office by appointment,
under the Constitution and laws of ghe United States will he oxpeceled, while hold-
ing such oflice, not o aceept or hold any office under any State or Territorial OV
ernment, or under the charter or ordinanees of any muniecipal corporation; and,
further, that the aceeptance or continued holding of any such State, Territorial, or
municipal oflice, whether elective or by appointment, by any person holding civit
office as aforesaid under the Government of ghe United States, other than judicial
offices under the Constitution of the United States, will be deemed a vacation of the
Federal office held by such person, and will he taken to be and will be treated as o
resignation by such Federal oflicer of his commission or appointment in the service
of the United States.

The oflices of justices of the peace, of notaries public, and of commissioners o
tale the acknowledgment of deeds, of bail, or to administer oaths, shall not he
deemed within the purview of this order and are excepted from its operation, and
may be held by Tederal officors.

The appointment of deputy marshals of the United States may be conferred upon
sherifls or deputy sherifls, Any deputy postmasters, the emoluments of whose office
do not exceed $600 per annum, arc also excepted from the operation of this order
and may accepl and hold appointments under State, Territorial, or munieipal
authority, provided the same be found not o interfere with the discharge of their
duties as postmasters. Heads of departments and other officers of the Government
who have the appointment of subordinate officers are required to take notice of
this order, and to sce to the enforcement of its provisions and terms within the
sphere of their respeetive departments or offices and as relates to the several persons
holding appointments under them, respeetively.

INTERPRETATION OF ORDER OF JANUARY 17, 1873

An Executive order of January 28, 1873, as amended by Executive
order of August 27, 1933, is as follows: '

Inquiries having been made from various quarters as to the application of the
Lxecutive order issued on the 17th of January relating to the holding of State or
municipal offices by persons holding civil offices under the Federal Government;,
the President direets the following reply to be made:

It has been asked whether the order prohibits a Federal officer from holding also
the office of an alderman or of o common councilman in a city, or of a town coun-
cilman of & town or village, or of appointments under city, town, or village goverh-
ments, By some it has been suggested that there may be distinction made in case
the office be with or without salary or compensation, The city or town offices of the
deseription referred to, by whatever names they may be locally known, whether
held by election or by appointment, and whether with or without salary or compen-
sation, are of the class which the Ixecutive order intends not to be held by persons
holding Federal offices.

It has been asked whether the order prohibits ederal officers from holding posi-
tions on boards of cducation, school committees, public libraries, religious or
cleemosynary institutions incorporated or established or sustained by State or
municipal authority. Positions and service on such.hoards and committees, and
professorships in colleges are not regarded as “offices” within the contemplation
of the Bxecutive order, but as employments or service in which all good eitizens
may be engaged without incompatibility and in many cases without necessary
interference with any position which they may hold under the Federal Government,
Officers of the Federal Government may therefore engage in such service, provided
the attention required by such employment does not interf ere with the regular and
eficient discharge. of the dutics of their office under the Federal Government, The
head of the department under whom the Federal office is held will in all cascs be
the sole judge whether or not the employment does thus interfere,
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The question has also been asked with regard to officers of the State militia. Con-
gress having exercised the power conferred by the Constitution to provide for or-
ganizing the militia, whieh is linble to be ealled forth to be employed in the service
of the United States, and is thus, in some sense, under the control of the General
CGiovernment, and ig, morcover, of the greatest value to the publie, the Executive
order of the 17th January is hot considered as prohibiting Federal officers from
being olficers in the militin<in the States and Territories.

. Tt has been asked whether the order prohibits persons holding office under the
Tederal Government being members of local or municipal fire departments, also
whether it applies to mechanies employed by the day in the armories, arsenals, and
navy yards, cte., of the United States. Unpaid service in local or municipal fire
departments is not regarded as an oflice within the intent of the Exceutive order,
and may he performed by Federal officers, provided it does not interfere with the
regular and cflicient discharge of the duties of the Federal office, of which the head
of the department under which the office is held will in each case be the judge.

Mechanies and laborers employed by the day in armories, arsenals, navy yards,
cte., and master workmen and others who hold appointments from the Government
or from any department, whether for o fixed time or ab the pleasure of the appoint-
ing power, are ecmbraced within the operation of the order.

EXECUTIVE ORDER OF AUGUST 15, 1940

This order, which suspends the prohibitions of the Exccutive order
of January 17, 1873, as applied to certain national-defense appoint-
ments and appointecs, reads as follows:

By virtue of and pursuant to the authority vested in me by seetion 1753 of the
TRevised Statutes of the United States (U. S. C,, title 5, see. 631) and as President
of the Unitod States, it is ordered that the Ixecutive order of January 17, 1873, as
amended, prohibiting, with cortain exceptions, Federal officers and employces
from holding State, Territorial and municipal offices, be, and it is hereby, sus-
pended and made inoperative insofar as the United States Civil Service Commis-
sion, shall, by regulation, authorize appointments to positions direetly concerned
with national defense.

The Commission has promulgated the following regulations to
govern the application of the above-quoted Executive order:

1. August 15, 1940, shall be considered as the clfective date for application of
Tixecutive Order 8516 and therefore the prohibitions of the Executive order of
January 17, 1873, shall not be applied to persons appointed subsequent to August
15, 1940, to positions directly concerned with the national defense.

9. Exccutive Order 8516 shall apply with equal force and cffect to Federal offi-
cors or employces appointed subsequent to August 15, 1040, to State or local posi-
tions directly connected with national defense and to State or local officers or em-
ployecs appointed subscquent to August 15, 1940, to Tederal positions directly
connected with national defense.

3. (a) All Federal positions, appointments to which were governed by the War
Service Regulations, shall be considered positions directly connected with national
defense.

(b) The applicability of Executive Order 8516 to State or local positions will be
determined by the facts in cach particular case.

4, Nothing in these regulations, nor in Txecutive Order 8516, shall be construed
to permit the holding of o State or local position by a Tederal officer or employee
or the holding of a Federal position by an ‘officer or employee of a State or local
government, when such holding is prohibitied by the rules or regulations of the
department or agency wherein said officer or employee is employed, or when the

. duties of the State or local position will conflict or interfere with the individual’s
official duties as a Federal employee, provided that the employing department
or agency will be considered as the sole judge in determining these factors.

5. The tertus of xecutive Order 8516 are subject to the general political activity
restrictions of section 4.1 of Civil Service Rule IV and the Hatch Act. Therefore the
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authority granted by the Iixecutive order can in no way be construed as authoriz-
ing any persou subject to such political activiby restrictions to become a eandidate
for clection or re-clection to any publie eleetive office whiceh is to be filled in an
clection involving party candidates.,

EXECUTIVE ORDERS CREATING EXCEPTIONS TO THE
EXECUTIVE ORDER OF JANUARY 17, 1873

Federal employees are again cautioned that the authority conferred
by these orders is subject to the general restrictions of the Hatch
Act. Thus, these orders do not authorize Federal employees to be can-
didates for any clective office that is to be filled in an election in-
volving party eandidates for public office.

A Drief summarization of these orders is as follows:

Employees of the Department of Agriculture.~Oflicers and employees of the
Department of Agriculture are authorized to hold State and Territorinl positions
whoen such action is deomed necessary by the Secretary of Agrieulture to sceure a
more cflicient administration (Iixceutive order of June 26, 1907).

Collectors of cotton statistics, Bureau of the Census.—State and county officials
may he appointed speeial agents under Lhe Bureau of the Census for the collection
of cobton statistics (Fxecutive order of August 4, 1909).

Moderators of town meetings.—The temporary office of moderator of o town
meeting and oflices of a like character are excepted from the operation of the order
of January 17, 1878 (Iixecutive order of August 24, 1912).

Employees of the Reclamation Service and the National Park Service.—Em-
ployecs of the Reclamation Service and the National Park Serviee may, with the
approval of the Secretary of the Interior, accept appointinents as deputy State
fish or game wardens, if no compensation is attached to the position (Executive
order of July 9, 1914).

Lighthouse Service—Laborers.—Laborers in charge of lights in the Lighthouse
Service & are excepted from the operation of the order of January 17, 1873 (Iixec-
utive order of October 6, 1915), -

Special agents, Department of Labor.—Persous holding State, Territorial, or
municipal positions may be appointed asspecial agents when such action is deemed
necessary by the Seeretary of Labor to secure o more eflicient administration of any
Jaw coming within the purview of the Department of Labor (Executive order of
Jonuary 2, 1923).

Employees of the Veterans’' Administration—Officers and employces of the
United States Veterans’ Administration serving in o medical capacity and on a
part-time basis may with the consent of the Administrator hold State, county, or
municipal positions in which employed in a medical capacity. Officers and employ-
ces of the United States Veterans’ Administration may with the consent of the
Administrator aceept appointments under State, county, or municipal authority
as deputy sherilfs (Exceutive order of August 6, 1924).

Employees of the Alaska Railroad.—Employces of the Alaska Railroad, pérma-
nently residing in municipalitics on the line of the railroad, are permitted to
become candidates for and hold municipal office therein (IExecutive order of
October 22, 1920).

Appointments in the Department of Commerce.—Persons holding State, Terri-
torial, or municipal positions may reeeive, inless prohibited by law, appointments
under the Department of Commerce when the Sceretary of that Department
deems such employment necessary to sceure more eflicient administration of the
duties of his department (IExecutive order of July 8,1931).

Officers of the Public Health Service.~—Officers of the Public Health Service are
permitted, upon recommendation of the Surgeon General of the Public Health
Service, and the approval of the Sceretary of the Treasury, to hold ofice in State,
Territorial, or local henlth organizations, in order to edoperate with and 2id State,

& The Lighthouse Service has heen consolidated with the Const Quard, Treasury Department.,
¢ The Public Health Servico is now under the Federal Sceurity Ageney.
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Territorinl, or loeal health departments; and State, Territorinl, or local health
oflicials or employces are permitted, unless prohibited by law, to hold office in the
Public Health Service when the Surgeon General and the Scerctary of the Treasury
deem such employment neeessnry to secure & more eflicient administration of the
dutics imposed upon the Public Health Service (I8xccutive order of August 31,
1031). .

Officers under municipalities of the Virgin Islands.—Membership in the Colonial
Council of the Municipalily of St. Thomas and St. John, or in the Clolonial Couneil
of the Municipality of St. Croix, Virgin Islands, being unremuncrative positions,
shall not be deemed disqualification for employment in the Federal service of the
Virgin Islands, notwithstanding the Exceutive order of January 17, 1873, provided
it does not interfere with the eflicient discharge of the dutics of the IFederal position,
of which the head of the department under which the position is held will be the
judge (Bxeeutive order of February 27, 1933).

Employeces of the National Park Service.—Employces of the National Park
Service are permitted, with the approval of the Secretary of the Interior, to accept
appointments as deputy sheriffs under the laws of the States or Territories in which
such employces may be on duty: Provided, That their services as such deputy
sherifls shall be without compensation and shall not in any manner interfere or
conllict with the performance of their duties as employecs of the National Park
Scrviee (Ixceutive order of April 3, 1036).

Medical officers, Indian Service.—Officers and employces of the Indian Service,
Department of the Interior, serving in a medical or sanitary eapacity, either on a
part-time or full-time basis, may hold, with the consent of the Seerctary of the
Interior, State, county, or municipal positions of a similar character: Provided,
That such services shall not in any manner interfere or confliet with the perform-
ance of their duties as officers or employees of the Indian Service: And provided
further, That there shall be no additional compensation when the Federal officer
or employee is carried on a full-time basis (Executive order of May 13, 1930).

District advisers in the Department of the Interior under the act of June 28,
1984.—State, county, or municipal officers, when duly cleeted by qualified voters
of a graging district, may be appointed by the Scerctary of the Interior to serve
as district adviser under the act of Junc 28, 1934, (48 Stat. 1269), as amended by
the act of July 14, 1939 (Publie, No. 173, 76th Cong.), for intermittent duty, when
the Secretary of the Interior deems such services nceessary in the interest of
grazing on public lands (IExecutive order of June 17, 1937).

Immigration inspector, Department of Labor, Virgin Islands.—Officers and em-
ployees of the Municipalities of St. Thomas and St. John or of the Municipality
of St. Croix, Virgin Islands, may be appointed to the position of immigration
inspector for the Virgin Islands (J8xecutive order of November 6, 1937).

Employees of the Department of the Interior.—Officers and employees of the
Interior Departiment, upon approval of the Secretary of the Interior, may hold
office under State, Territorinl, and municipal governments engaged in cooperative
and related work with the Department, provided that the services to be per-
formed pertain to such work and do nut interferc with the performance of the
Tederal dutics. State, Territorial, and municipal employeces engaged in cooperative
and related work with the Interior Department may be appointed in the Depart-
ment of the Interior when the Secretary deems such employment neeessary to
secure more efficient administration of said work. Appointments of such officers
and emnloyces to positions subject to the civil-serviee laws must be made in accord-
ance with such laws (IExecutive order of January 21,1938).

Employees of the United States Marshal for the Virgin Islands.—Any officer or
employee of the police or prison departments of the Territorial and munieipal
governments of the Virgin Islands may be appointed to the position of deputy
or any other position in the office of the United States Marshal for the Virgin

. Islands (Iixecutive order of May 24,1938).
Employees of the Division of Grazing, Department of the Interior—Employees
of the Division of Grazing of the Department of the Interior, with the approval
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of the Seerelary, may aceept appointment as deputy fire warden, deputy fish
warden, or deputy game warden under the States in which such employeces may
be on duty, provided that thejr services in the State position are without compen-
sation an’ ‘o not interfere with the performance of the dutics of the Federal
hosition (. .ccutive order of August 4, 1938),

School teachers and instructors.— Oflicers and cmployees of the Federal Govern-
ment may hold positions as teachers or instructors in any State, Territorial, or
municipal school or university, provided, that their holding of such position shall
not in any manner interfere or conflict with the performance of their dutics during
their regular hours of duty ns officers or cmployees of the Federal Goverument
(Executive order of April 11, 1940).

Employees of the Social Security Board, Federal Security Agency.—Officers and
employees of the Social Security Board, Federnl Sceurity Ageney, upon recom-
mendation of the Board and approval of the Tederal Seeurity Administrator, may
hold office under State, Territorial, and municipal governments engaged in cooper-
ative and related work with the Board, as authorized by Federal and State laws,
provided that the serviees to be performed pertain to such work and do not in any
manner interfere or confliet with the performance of the Federal dutics, State,
Territorial, and municipal officers or employees engaged in cooperative and related
work with the Social Sceurity Board may accept appointment in and serve under
the Socinl Sceurity Board when the Board and the Administrator deeu such
employment necessary to sceure & more cfficient administration of the duties
imposed upon the Social Sceurity Board, provided that the appointment of any
sich officer or employece to a position subject to civil service laws under the Socinl
Security Board shall be made in accordance with civil service laws, rules, and
regulations (Executive order of April 29, 1940).

Employees of the Bureau of Reclamation, Department of the Interior.—Em-
ployces of the Burcau of Reelamation, with the approval of the Seerctary of the
Interior, may necept appointments as constables or deputy sherifls under the laws
of the States or Territories in which such cmployces may be on duty, provided
that their services as such constables or deputy she=iffs shall be without compen-
sation and shall not in any manner interfere or conflict with the performance of
their duties as employees of the Burcau of Reclamation (Iixccutive order of April
28, 1947).

Employees of the United States Atomic Energy Commission.—Officers and cm-
ployees of the Atonric Encrgy Commission, with the approval of the General
Manager thercof or one of his designees, may hold State or local offices, under the
laws of the States in which such employees may be on duty, provided that the
General Manager or his designee shall determine in each instance that holding
such office shall not in any manner interfere or conflict with the performance of
the duties of such persons as employees of the Commission (Executive order of
March 15, 1949).

Offices under municipality of Norris, Tennessee.—Officers and employees of
departments, offices, and agencics, including corporations, in or under the execu-
tive branch of the Government of the United States who are residents of ghe
City of Norris, Tenn., may hold municipal office under the laws of the State
of Tennessee and the applicable laws and ordinances of the City of Norris, Tenn.,
provided that in each instance the Tederal pgency concerned shall approve the
holding of such office by the Federal officer or employee involved and shall deter-
mine that the holding of such office will not in any manner interfere or conflict
with the performance of the duties of such person as an officer or employec of the
Federal Government (Executive order of May 6, 1949).

Nore.—Ulilization of service of State aid local officers.—The heads
of & number of Federal agencies are authorized by specific
statutes to employ the services of State and local officers.
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VIII. Criminal Law Violations and
Related Subjects

In addition to being restricted by the act of August 2, 1039 (as
amended), civil-service rules, Iixecutive orders, and departmental
regulations, the freedom of officers and employees of the executive
civil service to engage in politics is limited by a number of statutes.
These statutes are generally applicable to all officers and employees
of the United States, whether or not in the competitive service, and,
in some cases, the language of the statute is sufliciently broad to in-
clude any person receiving compensation for services {rom momney
derived from the Treasury of the United States, and other persons.
These statutes are set forth in the following scctions. Some of the
activities prohibited under penalty of fine and imprisonment are:

(1) Solicitation or receipt of political contributions by one officer
or employce from another.

(2) The giving or handing over of a political contribution by one
employee to another.

(3) Solicitation or receipt of political contributions in a Federal
building by any person, whether or not an employee of the Govern-
nent.

(4) Solicitation or receipt by any person of political contributions
from any person receiving any benefit under any act of Congress
appropriating funds for relief.

(6) Solicitation or receipt of any thing of value, either for per-
sonal reward or as a political contribution, in return for the promise
to use, or the use of, influence to secure an appointive office under
the United States. :

(6) Payment or the offer of payment for the use of influence in
seeuring appointive office under the United States.

(7) Promising employment, compensation, or other benefit made
possible by act of Congress as consideration or reward for political
ectivity.

(8) Discrimination by an officer or employee in favor of, or against,
another officer or employee on account of political contributions.

(9) Depriving any person on account of race, creed, color, or politi-
cal activity, of compensation or other benefit made possible by any
act of Congress appropriating funds for relief.

(10) Disclosure for political purposes of any list or names of per-
sons receiving benefits under an act of Congress appropriating funds
for relief and the receipt of such a list or names for political purposes.

POLITICAL ASSESSMENTS
Solicitation of Political Contributions
The United States Code, title 18, section 602, reads as follows:

Whoever, being a Senator or Representative in, or Del .ate or Resident Com-
missioner to, or a candidate for Congress, or individisl elected as, Senator,
Representative, Delegate, or Resident Commissioner, or an officer or employee
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of the United States or any acparlment or ageney thoreof, or & person recciving
any salary or compensaiion for services from money derived from the Trensury
of the United States, direetly or indirvectly solicits, receives, or is in any manner
congerned in soliciting or recciving, any assessment, subseriplion, or contribution
for any politieal purposo whatever from any other such oflicer, employee, or
person, shall be fined not more than $5,000 or imprisoned not more than three
years, or both,
Solicitation From Benefit Recipients

The United States Code, title 18, section 604, reads as [ollows:

Whoever solicits or reecives or is in any manner concerned in soliciting or receiv-
ing any assessment, subseription, or contribution for any political purpose from
any person known by him to be entitled to, or receiving compensation, employ-
ment, or other benefit provided for or made possible by any Acet of Congress ap-
propriating funds for work relief or reliel purposes, shall be fined not more than
$1,000 or imprisoned not more than one year, or both,

Furnishing List of Benefit Recipients

The United States Code, title 18, section 605, reads as follows:

Whoever, for political purposes, furnishes or discloses any list or names of
persons receiving compensation, cmployment or benefits provided for or made
possible by any Act of Congress appropriating, or authorizing the appropriation
of funds for work retief or relief purposes, to a political candidate, committee, cam-
paign manager, or to any person for delivery to a political candidate, committee
or campaign manager; and

Whoever receives any such list or names for political purposes—

Shall be fined not more than $1,000 or imprisoned not more than one year, or
bath,

Circulars of Solicitation Bearing Names of Federal Employees

In an opinion of October 17, 1902 (24 Op. 133), the Attorney General
held that the sending of a circular letter by a political committec to
Tederal officers and employees soliciting {inancial aid in Congressional
or State clections, upon or attached to which appear the names of Fed-
eral officers or employees, is a violation of scction 11 of the Civil
Service Act (now sec. 602, title 18, of the U. S. Code), which declares
that no officer or employee of the Government shall be in any manner
concerned in soliciting or receiving any assessment or contribution for
g any political purpoese whatever from any oflicer or employce of the
United States. The statute unquestionably condemns all such circulars,
notwithstanding the particular form of words adopted, in order to show
a request rather than a demand, and to give the responses a quasi-
voluntary character.

“Political Assessments’ Defined

The following is an extract from the decision in United States v.
Scott (74 Fed. 213), in the Circuit Court of the District of Kentucky,
; . ‘ rendered October 7, 1895, by Talt, J.:

: To ehavge o man with soliciting a contribution from United States officers for a
politieal purpose earries with it by implication a charge that the accused knew the
purpose for which the contribution was solicited. The words “for a political pur-

: pose’” may reasonably be construed to qualify not only the coniribution but the

i N solicitation. Similarly, to charge that a man received from another his contribution

for a political purpose, by implication charges that the reception was for the same
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purpose as the contributjon, * * % Nor was it necessary to seb oud the speeilie
averment that the defendant knew that the persons from whom the contributions
were received were oflicers of the United States,

The following extract is rom the decision rendered by MeCall, J.,
in the case of Um((’(/ Stales v. Dutro, L. W., 1913, Western .I)Jhlm,b of
Tennessee (imreported):

The statute under which the indictment was found prohibits (and T shall speak
of this conercte ease) the postmaster ab Memphis, Tenn,, from receiving, or heing
in any manner concerned in receiving, any assessment, subseription, or contribu-
tion for any political purpose whatever from any oflicial, clerk, or employee of the
United States.

There are four counts in the indictment. Pwo of them eharge the defendant with
receiving subseriptions and contributions for political purposes from an officer,
clerk, or employee of the United States, and two of them eharge defendant with
being coneerned in reeciving sueh assessment or subseription for political purposes
from & elerk or employee of the United Stales,

Tvidently one of the purposes of Congress in enpeling the Jegislation was to
prohibit superior officers from bringing pressure to bear upon their subordinates
in order to seeure confributions for campaign purposes, and the act is couclied in
very broad terms,

This evidence (which so far is uncontradieted) shows that the defendant,
Mr. Dutro, did receive two contributions for eampaipgn purposes from an officer or
clerk or employee of the United States. Whatever may have been Mr, -Dubro’s
frame of mind in regard to his conneetion with ik, the one fact remains, as the evi-
denee shows, that hie received these contributions for the purposes and from the
parties whieh the law prohibits. Perhaps and no doubt he did so without any
thought that he was vielating any statute, and felt that he was acting purely as a
eonveyor of these eontributions to the political parties for whom they were in-
tended, to accommodate those who were making the contributions, and purely as
a personal matter, but I think under the evidence his action was in violation of
the statule,

The other two counts, as T have pointed oub, charge the defendant with being
concerned in receiving assessments, subseriptions, or contributions for enmpnign
purposes from a clerk, cruployee, or oflicer of the United States, There is a contro~
versy here between counsel as to what the word “concerned” means, TFrom what
the law books say which have been read here, and from my own impression, it
scems that the word “concerned’ means to he interested in, or take part in, receiv-
ing such condributions. T Mr. Dutro, by his connection with these two subserip-
tions, took o part in the contribetions being made by employees of the Government
for eampaign purposes, he wouid be guilty. 1 think the natural construction of the
phrase or term.or word necessarily leads to the conelusion that he did take a part in
receiving the contributions, heceause he received and conveyed them from the con-
tributors to the parties for whom they were intended, and, as the proof so far shows,
he knew that the parties who were making the contributions were elerks under him
in the Post Office Departiment, aud he knew the purpose for which the money was
to be used and where it was to go,

The foregoing case definitely establishes the principle that an
employee of the Government who receives a political contribution
from another such employee as a mere agent or messenger for the
purpose of turning it over to a political organization comnils a

violation of the statute.

Solicitation or Receipt of Political Contribulions in
Federal Buildings
The United States Code, title 18, section 603, reads as follows:
Whoever, in any room or building occupied in the discharge of official dutics by
any person mentioned in scetion 602 of this title, or in any navy yard, fort, or
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arsenal, solicits or reecives auy contribution of money or other thing of value for
any political purpose from any such person, shall be fined not more than $5,000
or imprisoned not more than three years, or both,

Letters Addressed 1o Federal Buildings

The Commission by a minute of March 23, 1897, held that address-
ing a letter to o Government employee in o Government building
soliciting political contributions is a solicitalion in that building, but
notwithstanding numerous violations no opportunily arose of having
the question judicially determined until 1907, when an indictment
was obtained against Edward S, Thayer at Dallas, Tex. A demurrer
to the indictment was sustained on the ground that the act required
the personal presence in the Government building of the solicitor.
Appeal was taken to the Supreme Court, and the judgment of the
lower court was reversed. (United States v. Thayer, 209 U. S. 89.) The
opinion of the Court, delivered by Justice Hlolmes on Mareh 9, 1908,
estublishes definitely the proposition that solicitation by lotter or cir-
cular addressed to and delivered by mail or otherwise to an officer or
cmployee of the United States ab the office or building in which he is
employed in the discharge of his official duties is a solicitation “in a
room ot building” within the meaning of this section, the solicitation
taking place where the letter wis received. (Sce also [nited States v.
Smith, 163 Fed., 926, where the letter was personally delivered.)

Letters Delivered in Federal Buildings

The Commission holds that the sending through the mails of letters
to Government employees soliciting political contributions, their
street or home address being omitted from the envelopes with the
result that the letters are delivered by the postal authorities in the
Government building in which they are employed, constitutes a viola-
tion of section 603 of the Code. It is a maxim of the law that a person
is presumed to intend the natural and probable consequences of his
acts, and failure or omission to take measures to avoid delivery of such
letters in o Government building will render the offender liable to
prosceution.

Discrimination on Account of Political Contributions
The United States Code, title 18, section 606, reads as lollows:

Whoever, being one of the officers or employces of the United States mentioned
in scetion 602 of this title, discharges, or promotes, or degrades, or in any manner
changes the official rank or compensation of any other officer or employee, or
prowises or threatens so to do, for giving or withholding or neglecting to make any
contribution of money or other valuable thing for any political purpose, shall be
fined not more than $5,000 or imprisoned not more than three years, or both,

Payment of Political Contributions by One Employee to Another

The United States Code, title 18, section 607, reads as [ollows:

Whoever, being an officer, clerk, or other person in the service of the United
States or any department or agency thercof, dircetly or indirectly gives or hands
over Lo any other officer, clerk, or person in the service of the United States, or
to any Scenator or Member of or Delegate to Congress, or Resident Commissioner,
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any money or other valuable thing on account of or {0 he applied (o the promotion
of any political object, shall be fined not more than $5,000 or imprisoned not
more than three years, or both,

POLITICAL COERCION

Section 2, clause second, ol the Civil Service Act directs that the
civil-service rules “shall provide and declare as nearly as the condi-
tions of good administration will warrant, as follows: * * *
Sixth. That no person in said service has any right to use his official
authority or influence to cocree the political action of any person or
body.” In pursuance of this section, Civil Service Rule IV, scetion
4.1, providos, in part, thay “Persons in the exceutive braneh * * *
shall not use their official authority or influence for tho purpose of
interfering with an election or aflecting the result thereof.” This pro-
vision applies to all persons in the executive civil service, and is held
to prohibit a superior officer from requesting or requiring the rendi-
tion of any political service ov the performance of political work of
any sort by subordinates.

Intimidation and Coercion of Voters in Elections
of Certain Officers

The United States Code, title 18, section 594, reads as follows:

Whoever intimidates, threatens, coerces, or attempls to intimidate, threaten,
or cocree, any other person for the purpose of interfering with the right of such
other person to vote or to vote as he may choose, or of causing such other person
to vote for, or not to vote for, any candidate for the oflice of President, Vice Presi-
dent, Presidential clector, Member of the Senate, or Member of the House of Rep-
resenfatives, Delegates or Commissioners fre: - the Territories and Possessions,
alb any clection held solely-or in part for the . .rpose of clecting such candidate,
shall be fined not more than $1,000 or imprisoned not more than one year, or hoth,

Administrative Employecs of United States or Any State
Use of Official Authority To Influence Elections

The United States Code, title 18, scetion 595, reads as follows;

Whocver, being a person employed in any administrative position by the United
States, or by any department or ageney thereof, or by the District of Columbia or
any agency or instrumentality thercof, or by any State, Territory, or Possession
of the United States, or any political subdivision, municipality, or agency thercof,
or agency of such political subdivision or municipality (including any corporation
owned or controlled by any State, Territory, or Possession of the United States or
by any such political subdivision, municipality, or agency), in connection with
any activity which is financed in whole or in part by loans or grants made by the
United States, or any department or agency thereof, use his oflicial authority for
the purpose of interfering with, or aflecting, the nomination or the election of any
candidate for the office of President, Vice President, Presidential clector, Member
of the Senate, Member of the Iouse of Representatives, or Delegate or Resident
Commissioner from any Territory or Possession, shall be fined not more than
$1,000 or imprisoned not more than one year, or both.

This section shall not prohibit or make unlawful any act by any officer or

: ; employee of any educational or research institution, establishment, agency, or
system which is supported in whole or in part by any State or political subdivision
thereof, or by the District of Columbia or by any Territory or Possession of the
United States; or by any rccognized religious, philanthropie, or cultural organi-
zation,
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Use of Official Authority in Coercing Voters
The United States Code, title 18, scetion 598, reads as follows:

Whoever uses any part of any appropriation made by Congress for work relief,
or for increasing employment by providing loans and grants for public-works
projects, or exereises or administers any authority conferred by any Appropria-
tion Act for the purpose of interlering with, restraining, or coercing any individ-
ual in the exereise of his right to vote at any clection, shall be fined not more than
$1,000 or imprisoned not more than one year, or both.

POLITICAL DISCRIMINATION
Failure To Contribute or Render Political Service Not Prejudicial
Section 2, clausg second, of the Civil Service Act reads as follows:

Fifth, that no person in the public service is for that reason under any obliga-
tions to contribute to any political fund, or to render any political service, and
that he will not be removed or otherwise prejudiced for refusing to do so.

Section 4 ol the et of August 2, 1939, 53 Stal. 1147 (U. S. Code,
title 18, scetion 61¢), reads as follows:

It shall be unlawful for any person to deprive, attempt to deprive, or threaten
to deprive, by any means, any person of any employment, position, work, compen-
sution, or other bhenefit provided for or made possible by any act of Congress
appropriating funds for work reliel purposes, on account of race, creed, color, or
any political activity, support of, or epposition to any candidate or any political
party in any election,

Deprivation of Employment, Compensation, or Other Benefit
"The United States Code, title 18, section 601, reads as Tollows:

Whoever, except as required by law, direetly or indirectly, deprives, attempts
{o deprive, or threatens to deprive any person of any employment, position, work,
compensation, or other beucfit provided for or made possible by any Act of
Congress appropriating funds [or work relief or relief purposes, on account of
race, creed, color, or any political activity, support of, or opposition to any eani-
dale or any politieal party in any election, shall be fined not more than $1,000
or imprisoned not more than one year, or both.

Politics Not To Be Considered in Filling Vacancies
Scetion 4.3 ol Civil Serviee Rule 1V reads as follows:

In his diseretion an appointing officer may fill any position by appointment
through the competitive system [rom a certificate of eligilbles issued under author-
ity of the Commission, or by promotion, demotion, reassignment, transfer, rein-
stalement, or restoration in accordance with the Civil Service Regulations. He
shall exercise his diseretion in all personnel actions solely on the basis of merit
and fitness and without regard to political or religious afliliations, marital status,
or race.

PURCHASE AND SLLE OF PUBLIC OFFICE
Offer To Procure Appointivc Public Oftice
The United States Code, bitle 18, section 214, reads as follows:

Whoever pays or offers or promises any money or thing of value, to any person,
firm, or corporation in consideration of the use or promise to use any influence
to procure any appointive office or place under the United States for any person,
shall be fined not more than $1,000 or imprisoned not more thau one year, or both.
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Acceplanee or Solicitution "To Obtain Appointive Public Oflice
"The United States Code, title 18, section 215, roads as follows:

Whoever solicits or receives, cither as o political contribution, or for personal
emolument, any moncy or thing of value, in consideration of the promise of
support or use of influence in obtaining for any person any appointive oflice or
place under the United States, shall be fined not more than $1,000 or imprisoned
not more than one ycar, or hoth. .

Promise of Employment, Compensation, or Other Benefit
The United States Code, title 18, section 600, reads as follows:

Whoever, directly, or indircetly, promises any employment, position, work,
compensation, or other benefit, provided for or made possible in whole or in part
by any Act of Congress, to any person ag consideration, favor, or reward for any
political activity or for the support of or opposition to any candidate or any
political party in any clection, shall be fined not more than $1,000 or imprisoned
not more than one year, or both.

U. 8, GOVERNMENT PRINTING OFFICE: 1982

TFor sule by the Superintendent of Documents, U, S. Government Printing Oflice
Washington 25, D, C. - Price 10 cents
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RESTRICTED
beeurity Information

2 April 1952

MEMORANDUM ['OR: Deputy Directors
Agsiataut Divectors
Office Heads

Referring to the abttusched Notice, there is transmitted
herewith a copy of the Civil Serviece Coumission pamphilet, "Political

fetivity of Federal Oificers and Euployees.”

Enclosure: 1 pamphlet

cza votice No. ||

DISTRIBUTION NO, 1

RESTRICTED
Securibty Information
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CENTRAL INTELLIGENCE AGENCY
Washington, D. C.

HOTICE
1 April 1952

SUBJECT: Attendance at Ceremonies in Honov of Her Majesty the Queen
of the Nethevlands and His Royal Highness the Prince of the
Netherlands.

L. ‘fhe following memorandum Trom the White House, dated 25 March
1952 1s gucted below for your informaticon:

"THE WHITE HOUSE
Washington
TO LHE HEADS OF EXECUTIVE DEPARTMENTS AND AGENCIES

Ceremonies have been planned te pay tribute te Her Majesty the Queen
of the Netherlands and Iis Royal Highness the Prince of the Netherlands,
who will errive in Washington on April second Ffor the purpose of making an
official visit to the United States.

Her Majesty and His Royal Highness will arrive at the Military Air
Transport Terminal, Netional Al rt, oat 4:00 p.m. on Wednesday, April
second, where there will be a brief ceremony. After crossing the Memorial.
Bridge and rounding the Linzoln Memorial , they will proceed along [wenty-
third Street to Constitubtion Avenue (expected to arrive at Constitubtion .
Avenue at approximately 4:30 p.m.), cast on Constitution Avenue %o Twelfth
Street, north on Pwelfth Street to Pennoylvanie Avenue, west on Pennsylvania
Avenne to the District Building at Fourteenth Strect and Pennsylvania
Avenue, where they will be officially welcomed wur presented with the key
to the City of Washington. They will thuen continue along Pennsylvania
Avenue to Fifteenth Street, north on Fifteenth Sticet to Pennsylvenia Avenue,
west on Pemnsylvania Avenue to the white House.

It is desired that as many Goverrment employees as possible have the
opportunity to extend their greetings to Her Majesby and His Royal Highness.
For the accomplishment of this purpose, the President has indicated that the
Heads of the Departiments and Agencies shall excuse from work those employees
vhose services can ba spared, without charge to annuel leave, for such time
as is required to greet Her Majesty and His Royal Highness on April second.

/5/ DONALD S, DAWSON
Administrative Assistant
to the President

-1~
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2. All employees whose services can be spared without unduly
impairing the operations of the Office concerned may be exvused for such
time as is required for the accomplishment of this PUrposE .

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

25X1A

WALTER REID WOLE
Deputy Director
(Administration)

DISTRIBUTION NO. 1

-2-

Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3 »




Appfoved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3

=

Jwvefmfﬁy»f

Pl-Dlopy s
THE WHITE HOUSE
WASHINGTON

March 25, 1952

TO THE HEADS OF EXECUTIVE DEPARTMENTS AND AGENCIES

Ceremonies have been planned to pay tribute to Her
Majesty the Queen of the Netherlands and His Royal Highness
the Prince of the Netherlands, who will arrive in Washington
on April second for the purpose of malking en official visit
to the United States.

Her Mejesty and His Royal Highness will arrive at
the Miiitery Air Trensport Terminal, National Airport, at
4:00 peme on Wednesday, April second, where there will be a
brief ceremony. After crossing the Memorisl Bridge and
rounding the Lincoln Memorial, they will proceed along Twenty=~
third Street to Comstitution Avenue (expected to arrive at
Constitution Avenue at approximately 4:30 p.m.), east on
Constitution Avenue to Twelfth Street, north on Twelfth Street
to Pennsylvania Avenue, west on Pennsylvania Avenue to the
District Bullding at Fourteenth Street end Pemnsylvanie Avenue,
where they will be offiecially welcomed and presented with the
key to the City of Washington. They will then continue along
Pennsylvania Avenue to Fifteenth Street, north on Fifteenth
Street to Pennsylvanie Avenue, west on Pemnsylvanise Avenue to
the Wihite House.

It is desired that as meny Government employees as
possible have the opportunity to extend their greetings to
Her Majesty and His Royal Highness., For the accomplishment
of this purpose, the President has indicated that the Heads
of the Departments and Agencies shall excuse from work those
employees whose services can be spared, without charge to
" annual leave, for such time as is required to greet Her Majesty
" and His Royal Highness on April second.

DONALD S. DAWSON
Adninistrative Assistent
to the President
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CONY IDENTIAL
Security Information

CENTRAL INTELLIGENCE AGENCY
Washington, D. C,

NOTICE 31 March 1952

SUBJECT: Efficiency Ratings, Officers,

1. The importance of adequate and comprehensive reports of the
efliciency of Army, Navy, Air Force, and Marine Corps Officers assipned
to CIA caonnot be overemphasized. These repcrts are the principal return
which an officer receives for his services in this organization, and as
such, they have a lfar-reaching effect upon his future as a member of
his parent service. Anything less than thoughtful, fair and complete
evaluation of officers, at times required by service procedures, is
wracceptable, and can onlv he considered a derveliction of supervisory
responsibilities,

2. The Chier, Military Personnel Division, is responsible for
monitoring the discharge of CIA obligations in this respect. He is
charged with notifying supervisors when ratings are duz, providing
them with procedural guidance conceruing current practices in the
several services, and with Torvarding completed reports to the
appropriate agencies.

3. In certain assignments, the orpanization of CTA will require
that reports be rendered by civilian supervisors, or Ly officers of
other services. This sheuld not be rermitted to influence the quality
of the report in any way. Reports on Army and Air Force Officers,
vhether prepared in letter form or othervise, will e reviewed and
endorsed by a senior military officer of the szme rarent service
wherever possible hefore forvarding to the service agency concerned.

L. It should be borne in mind that all supervisors, military
and civilian, are themselves rated upon their ability to rate sub-
crdinates. Hence all supervisors are enjoined to consult published
policies of CIA, and to familiarize themselves with information avail-
able iun the Military Personnel Division prior to accomplishing this
essential function of personnel management.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE p

WALTER REID WOLF
Deputy Director ’
(Administration)
DISTRIBUTION NO. 3 .
CONFIDENTIAL
Security Information
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AND FORM NO, G4 ‘ g’%‘{'\)‘;":‘;iug;ﬁi[?iﬁ'\l*
, sncurity (nforination
by
O]j'ice Memomndzzm * UNITED STATES GOVERNMENT
MPD-1/HHDH/rwg
To ¢ Chief, Organization and Methods Service, DATE: ja¢r o fy (057

25X1A

ATTN: [ Room 200, 2210 E St., N.W.
FROM : (Chief, Military Personnel Division

SUBJECT: Publication of CIA Regulation and Notice

1. Attached hereto are approved drafts of a new GIA Reg~
ulation [ ond a Notice from the Deputy Director (Admin-
25X1A istration). Approval of both publications was effected by the
DC/I, the DD/A, the DD/Personnel, and the Personnel Director on
a memo from this office to the DIU/A, subject: Officers! Efficiency
Reports, dated 10 March 1952, Executive Registry No. 2-7120,

2. It is requested that the new CIA Regulation IR @~ o>5x1A
be published for distribution to branch levels of Divisions.

3. It is further requested that the Notice from the DD/A
be properly numbered and published for the same distribution, o
with an additional 1000 copies prepared for this Division. !

FOR THE CHIEF, MILITARY PERSONNEL DIVISION:

25X1A

Attachments

Capt., USAF (
Adjutant

CONFIDENTIAL

Bocurity information
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CENTRAL INTELLIGENCE AGENCY
Washington, D. C.

NOTICE ’ 31 March 1952
SUBJECT: Use of Agency Motor Pool Service

1. The increase in the number of requests for transportation to
the Central Motor Pool has reached such proportions that adequate service
cannot be provided with present equipment and personnel. )

2. To provide for the most economical and efficient use of all
Agency vehicles and chauffeur personnel, it is necessary to revise the
present policy and procedures with respect to the use of vehicles and
chauffeur personnel, including those assigned to offices.

3. Each Assistant Director and Office Chief will immediately desig-
nate a principal officer and one alternate to receive and handle all re-
quests for local transportation originating within his Office. The
officer or his alternate will arrange for group riding where possible
and whenever possible will arrange for the use of the vehicle and
chauffeur assigned to his Office. When the vehicle and chauffeur assigned
to his Office are not available, he will then request the Central Motor
Pool to provide service.

L, As a suggestion to promote group riding, employees having busines:
outside of' CIA in the same vicinity should whenever possible arrange their
meetings at the same hour.

2. It is requested that the names of all designees and their al-
ternates be forwarded to the Chief, Administrative Service not later than
I April 1952.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

WALTER REID WOLF
Deputy Director
(Administration)

DISTRIBUTION NO, 2

RESTRICTED
Security Information
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CENIRAL INTWLLIGENCE AGENCY
Veshington, D. C.

«

25X1A NOTICE 9 April 1952

SUBJECT: Submission of Requisitions Requiring Purchase Action
Chargeable to Funde Expiring 30 June 1952

1. To provide sufficient time for the orderly completion of
purchase action on requisitions covering articles or supplies charpe-
able to funds expiring 30 June 1952, all activities sghall submit to
the Procurement and Supply Office, requisitions rcquiring purchase
action of the categories listed below on or before the date indicated
opposite thereto:

Type of Purchase : Deadline Date for Submission

Articles or supplies requiring

all types of contract action

by the Procurement and Supply CIASSIFIED - 15 April 1952
Office, UNCIASSIFIED- 1 May 1952

25X1A _and suppliea 1 April 1952
will continve to fill requisitions from in stock

itens; however, their cut off date for FY-52 purchase was established
in late March ag 1 April 1952),

Other supplies and services not
falling in above categories 1 June 1952

2., Basged on work load conditions every effort will be made to
process emergency requisitions received after the above dates.

FOR THE DIRECTOR OF CENTIRAL INTELLICENCE:

Z

WALTER REID WOLP ‘_’
Deputy Director
(Administration)

DISTRIBUTION NO, 3
RESTRICTED
Security Information
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STANDARD FCRM NO, 64 GHPJFINENTEAH” PO 2N
SEGUHITY IMFORMATION
O]ﬁce Niemorandunt”> SXiTED states GOVERNMENT

TO ¢ Chief, Organization and Methods Service DATE: APR 7

1904

FROM : Chiel of Procurement and Supply

SUBJECT: Request for Publication of OTA Notice

1. Forwarded herewith ig redraft of notice rcga“r'cmr +the
submizeion of 1“”(}111.5 itions requiring purchase dCi ion chargeable
to funds expiring 30 June 1952, Yewr ot {nntvcm i called to the
change in deadline date for submission of requizttions fox | 25X1A
equipment and supnlies. T}ns chonge was necessary inasmich ae the
cut off date of 1 April 1952 ror Y52 purchases Crom [N 25X1A
25X1A B ec cstablished in la te March.

2. Publication in the form of a notice is desired in order that
all interested personnel will be edvised regarding deadline dates
for submission of requis e,  The publication and distribution of
the notice at the ecarliest pogeible date ip requested,

25X1A

AMES AL GARRISON

Attachment

ﬁ@NH@E%H

SEBURITY fgermes .-
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"'/a:rmgnmo Fonm NoTT"

Oﬂice ‘Memomnd%m e UNITED STATES GOVERNMENT

TO :Chiel, Ovgmnization npd Uethods Serviee DATE: 24 R%

FROM :(Chief of Procurement end Supply Office

SUBJECT: Request for Publicatinn of OFA Nethiae

1. Foewarded hevewiith ds deaf) of
of requisitions vequiring .TYH‘!,“"'!{LS@E {
30 June 1852, The us

fis cnl yeny approvria

r~ Lo hmd“ F"‘:)'T‘Jn’f

mis Jeft in the
c, and the delss
2 activities in cubmithing theiv

£o _rm* L of s i
req] gavy that atiaehed notice be mublishad.

2, Publication in the form of o noties fa 4 red in order that
all dinterested persommel will be advised regarding dendline dates Tor
submisslon of requisitionz. The publicaition and distribution of the
notice at the earliest pnssible date 1s requested.

25X1A

JAMES 4. GARRISON

Attazhment

Yo

25X1A

MAR 27 1952

R
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CENTRAL INTLELLTGENCE AGENCY
Wasiington, D. C.

NOLTICR

o)

.
NS
o

it

- March LY

SUBJECT: 1952 Cancex Crusads
1. The 1452 Cauces Crusade for the Central Intell.zence
Ageney will begin cn 1 April and cnd 50 April 1952,

2. Cancer remeins the No. 2 killer in the nation, wath pecple
of" all azes being stricken by this dread disease, Money .8 needed

to carry on the inbenslive rescarch now belngy aone in the hope that o

cule can be Lound.

3, It is hoped that all Agency employees will iive to Gids
vorthy cause. Keymen will Le available in each Off.c: to receive
contributions. AlL money ruceived should be turned in to the Per-
mmmlRummmsmﬂmhgRmml%,Nmﬂx&ﬂwM@,mthmHMM
30 April 1952.

FOR THE DIRECTOR OF CEUTRAL INIELLIGINCE:

WALTER REID WOLF /
Deputy Director
(Administration)

DISTRIBUTION NO. 4
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CENTRAL INTELLIAGENCE AGENCY
Washington, D, C.

25X1A NOTICE 2k March 1952

SUBJECL:  Relocation of Fiscal Division

1. Eifective 29 March 1952, the Fiscal Divisicn (heretofore
locaied in Quuvters Eye) will occupy tee followlng offices in "I
Building:

OFFICE ROOM NO. TELEPHONE EXT,

Off'ice of the Chilef 1000 532-3-4

Accounting Braunch 1613 SH0Rw 3=k

Claims Branch 1609 566-7

Travei Branch 1610 2514 -5

Payroll Branch 1601 2565-6-7 or 8153-4-5
Fiscal Processing Branch 1062 2518-9

2. ALl documents, including correspondence, notices, time and
attendance reports, ete., destined for the Fiscal Divisisn on or after
29 March 1952 should be addressed to the appropriate "I" Building lo-
cation.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

25X1A

WALTER REID WOLI' /
Deputy Directou
(Administration)

DISTRIBUTION MO, 3

RESTRICTED
Security Informat.ion
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NOT[CE
19 March 1952

SUBJECT: Little Wagner Act

1, A Bill currently before the Congress, H, R, SSh, knovm as
the Little Wagner Act, guarantees to representatives of Government
employees, including unions, certain rights in negotiating and
representing employees with Govermment agencies, Recently an amend-
ment was adopted which exempts CIA and the FBI from such guarantees,
This is in no sense discriminatory against unions, but is merely a
normal security precaution similar Lo the exemption of CIA from the
Classification Act,

2o It may well be, however, that questions will arise concern=
ing the purpose and efifcct of this exemption, Any inquiries on this
subject, telephonic or otherwise, should be referred without discus-
sion to the General Counsel,

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

-~

WALTER REID WOLF,” ~
Deputy Director’
(Administration)

DISTRIBUTION NO, 2

RESTRICTED
Security Information
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CENTRAL INTELLIGENCE AGENCY
Woshington, D. C.

25X1A NOTICL
] 14 March 1952

SUBJECT; New Location - Office of Training

1. Effective 17 March 1952 all divisions and branches of
the Office of Training located in Central Building, with the ex-
ception of Orientation and Brieiing Division, will be located in
Wing 3 of Building win, The Orientation and Briefing Division
will remain in Room 117, Cential Building.

o, The Office of the Director of Training will be located in
Room 1022, Building "I".

25X1A

FOR THE DIRECTOR OF CENTRAL INTELLIGER

WALTER REID WOLF
Deputy Director
(Administration)

DISTRIBUTION No. 2

RESTRICTED
Security Information
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CENTRAL INIELLIGENCLE AGENCY
Washington, D. C.

25X1A NOTICE
L March 1452
25X1A SUBJECT: (a) CIA Persunnel Notices

(b) Rescission of CIA Fegulation -

L. CIA Notices announcing appointments and designation of
CIA off'icials will hereafter be issued by the Perscnnel Oftr'ice.
Personnel Notices will be numbered consscutively and the nuuber will
be preceded by the letter P, Notices No. P-1-52 and No. P-2-52 have

25X1A already been issued.
2. CIA Regulatiou | N ic hevrevy rescinded and should
be removed {rom the Manual.
5. Additional copies ol Personnel Notices way be obtained by
contacting the Personnel Off'ice, Extension 6L1.
FOR THE DIRECTOR OF CENTRAL INTBLLIGENCE: .~
WALTER REID WOLL
Deputy Director
(Administration)
DISTRIBUTION: All Holders of the
CIA Manual
i

}
SECRET
| Security Information
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CENTRAL INIBLLIGENCE AGENCY
Washington, D. ¢.

NOTICE

11 March 1952

SUBJECT: Name Requests for Military Personnel

1.

2. All requests will be se
Division, and contain sufficie
qualifications so that the Arm
meet Agency requirements.

nt to the Chief, Military Personnel
nt position description and desired
ed Services can nominate individuals to

3. Requests, in baragraph 2

, above, may be accompanied by a
suggested name of an individual b

elieved to meet requirements.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE :

WALTER REID WoLF,” '
Deputy Director (
(Administration)
DISTRIBUTION No, 2

CONFIDENTIAL
Security Information

‘ 9-3
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CENTRAL INTELLIGENCE AGENCY
Washlngton, D. C.

NOTICE

10 March 1952
SUBJECT: Sixth Apgency Orientation Course
REFERENCE: CIA Regulatinn No. [

1. The Oifice of Training will conduct the Sisxth Agency Orientation
Course in the Department of Agriculture Auditorium (Frifth Wing, South
Agriculture Building, Independence Avenue near LUtk Street) from 8 through
11 Apreil 1952. ‘the program will begin prouptly at 0900 hours and ccnbinue
to 1200 hours on each of these days. Schedules for the Sizth Course will
be sent to each Office for distribution to those nominated to attend. CIA
badges must be shown to gain entrance to the auditorium.

2. In accordance with CIA , ‘the

following policy governs attendance &t the Agency Orlentation Courses:

&. Mandatory for all employees, Grade GS-5 (or its equivalent)
and above, who have not attended or completed any previous Agency
Orientution Course or TEC Staff Indoctrination Course. Accordingly,
Office heads are directed to make their persomnel available for one
cf these quarterly Orientation Courses at the carliest possible
occasion.

b. Office heads may nominate fully-clearcd employees in GS-h
provided such employees are assigned to positions reguiring gersral
knowledge of Agency organization and operabinns.

2 geney 3 I

¢. Office heads will submit to the Director of Training, prior
to 21 March 1952, the exact number of employees nominated to attend,
within the quota assigned each Office by the Director of Training.

3. a. No arrangements can be made for those attending the course
to park in the vieinity of the South Agriculture Bullding,

b. Special Capital Transit chartered busses vill leave ‘the
"loop" at th: north end of "M" Building at 0330 bhours on the mornings
of the cou:u %o take those persons whose offices are located in
North, Centrul, South, "Q", "M", and adjacent building
to the auditorium. They will meke a return trip to this point each
day at noontime.

B
CONFIDENTTAL
Security Information
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¢. Special Caplital Transit chartered busses will lcave from
Gate 9, in the rear of "K" Bullding, at 0830 hours ecuch merning of
the course, to take persons whose offices are locabted in "I", "J",
"K", and "L" Buildings, as well as "Quarters Eye" and adjacent
Buildings, to the Auditorium. '

d. Special arrangemnents can be made for employees located in other
buildings.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

WALTER REID WoLF /
Deputy Director ’
(Administration)

DISIRIBULION NO. 2

“Pw
CONFIDENTIAL
Security Information

Approved For Release 2001)09/03 : CIA-RDP81-00728R000100110009-3

25X1A



Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3

STANDAMD FORM N, »

Ofﬁce Memomnd%m * UNITED STATES GOVERNMENT

TO : Deputy Director (Administration) DATE: 7 March 1952
VIA Chief, General Services
FROM : Director of Training

SUBJECT: Proposed CIA Notice Announcing the
Sixth Agency Orientation Course

l. It is recommended that the information in

the attached draft be issued as a 0IA Notice,

25X1A

MATTHEW BAIRD

Attachment: Draft of Proposed CIA Notice,
Subject: Agency Orientation Courge

BAR 9

BAr -
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CENTRAL INTELLIGENCE AGENCY
Washington, D. C.

NOTICH
12 March L1952

SUBJECT: Discontinuance of Seturdey Stuttle Busses
/

1. TFor the past sixty days the greatest number of passengers
transported on shuttle busses on any particular Saturday averaged
iess than one person pey trip., In view of this fact, it iz believud
that adequate transportation van be provided by the Motor Pool with-
out the use of busses on Baturdays.

2. Accordingly, effective baturday, 19 March 1952, personnel
requiring transportation on Seturdays in connection with official
business may obtaln same by calling the Motor Pool, Extension 68k,

3. Saturday shuttle bus service will Le discontinued on this
same date.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

Sl LRl CE a7 A
WALTER REID WOLF / '
Deputy Dircctor
(Administration)

DISTRIBUTION NO. k
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LYANDARD FORM 210. G4

.Oﬂice Memammdum * UNITED STATES GOVERNMENT

TO : Chief, General Services DATE: L March 1952
FROM : Chief, Administrative Service

SUBJECT: Discontinuance of Saturday Shuttle Busses.,

1. Our records indicate that there were no passengers
carried on any shuttle bus on Saturday, 3 March 1952. Like-
wise, on Saturday, 23 February 1952, there were a total of
four passengers all of whom were carried prior to 12:00 noon.

2. We recommend that an Agency notice be issued notifying
all employees that the shuttle busses will be discontinued on
Saturdays. [Employees regquiring transportation in connection with
official business may obtain same by calling the Motor Pool,
Extension 68l.

Enclosure

NoTe |
I
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CENTRAL INTELLIGENCE AGTHCY
Washiington, D, C.

NOTICH
& March 1952

SUBJECT: Jury Duty

1. particular attention is callsd to CIA Regulation 25X1A
paragraph K (2), which states in part: "It is Ageucy policy to en-
courage Jury service wherever pussible without serious interference
with Agency operations.”

2. The number of pevsonnel who have reguested and been excused
From jury duty appears to be inconsistent with Agency policy and has
resulted in the Agency's lhaving an unfavorable record in the Courts,

3, In the Cfuture a request for excuse from jury duty will be
submitted t¢ the General Jounsel by a Depuby Director, Assistant
Director, or Office hLead only, and must contuin a spesific justifi-
cation as to liow temporary loss of the iadividuzl's services will
"seriously iuterfere with Agency operations" and why other srrangements
to avoid such interference cannot be made.

FOR THE DIRECTOR OF CENTRAL INTELLIGHICE: .-~ 25X1A

WALTER REID WOLF
Deputy Director
(Administration)

DISTRIBUTION NO, &4
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CENTRAL INTELLIGENCE AGENCY
Washington, D. C.

NOTICE
25X1A 8 March 1952

SUBJECT: Agency Telerhone Directory

1. The Administrative Service Office is required to issue the
CIA Telephone Directory quorterly during the months of Januvary, April,
July. and October.

2. The cut-off date for the April 1952 issue will be 20 March 1952,
Additions, deletions or changes for the directory, as reported on Personnel
Inf'ormation Cards and received in the Mschine Records Branch thirough 20
March 1952, will be reflected in the April issue.

3. The efficiency of the CIA telephone service and the accuracy
of the CIA Telephone Directory is dependent upon cach Office reporting
required personnel locator intormation as outlined in CTA Regulation No.

25X1A
FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 2BXAA
WALTER REIL WOLF "
Deputiy Director!
(Administriation)
DISTRIBUTION NO. L
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CENTRAL INTELLIGENCE ACENCY
Washington, . C,

25X1A NOTICE 7 Mareh 1350

SUBJECT:  Us2 of Liqucr‘in CIA Buildings.

L. Compliarce with the Public Bulldings Jervice sules and
regulations governing public buildings and ground: by Azency pere-
sunnel is aivected. A copy of these rules and regulations is posted
at the entronce to eaczh Agency buildlng.

2. Particular abbtention is invited to the following paragraphs

"T. USE OF LIQUORY BIC, Entering a public building or

the driving of a mobor vehicle n or ow publie
property by a person visibly under the inyluence
of an intcuicating liquor or narcotic diug, ow
the consvmption of such liguors or drugs within
& punlic building is prohibited."

25X1A

FOR THE DIRECTOR OF CiNIRAL INTELLYGENCE

WALTGR RETD WOLE,
Depuly Director
(Administration)

DISTRIBUTION NO. 3
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BTANDARD FORM NO, 84

O]ﬁce Memomndz;m * UNITED STATES GOVERNMENT

TO :  Colonel White DATE: 7 February 1952
FROM : General Counsel

SUBJECT: Liquor in Agency Buildings

"l. Reference is made to our conversation relating to Christmas
parties,

2o A copy of the rules and regulations governing public build-
ings and grounds, published by the Public Buildings Administration,
is posted at the main entrances to all Agency buildings. In effect,
they prohibit intoxicated persons from entering the buildings and
prohibit the consumption of liquor within the buildings. The penalty
established is a fine of not more than $50 or imprisonment for not
more than thirty days or both, except that offenses committed against
laws applying to the local area in which a public Property is situated
may be prosecuted in accordance with such laws.

3« The regulation against liquor in public buildings is also
contained in the broposed revision of the employee's handbook which

is now in the process of review,

0GC/JGO/imm
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CENTRAL INTELLIGENCE AGENCY
Washington, D. C,

NOTICE 6 March 1952

SUBJECT: Application of the Agency Pay Increase of 24 October 1951
to Contract Personnel.’

1. Although CIA is specifically exempted from the provisions of
the Classification Act of 1949, the Director, as a matter of policy,
has directed that the Agency adhere o the provisions of the Act
insofar as possible, The recent legislative pay increase (P.L. 201)
is an amendment to the Classification Act of 194y and, as such, does
not apply to CIA personnel. However, in acccrdance with previous
policy, the Director approved similar increases for Agency employees
effective 24 October 1951, :

2, This is not necessarily true of persons engeged under con-
tract by CIA. lMeny, if not mos%, of such persons are not employees
but are independent contractors. Further, the services being rendered
have not been classified in accordance witl, the Clossification Act of
1949 as to appropriate grade level, The salaries being paid are ne-
gotlated salaries and, in maeny instences, would be at variance with
those prescribed for the positions had they been clasgified on a
strict functional basis. Further, the qualifications of the incum-
bents are frequently not appraisable in terms of the purely functional
requirements of the positions.

3. It is recognized, however, that certain persons engaged under
contract may in fact be employees of CIA, may have been engaged at
salary levels comparable to those at which the positions would have
been classified, and, lastly, that the incumbents may be qualified
to hold the positions. If such conditicms prevaeil, it has been
determined that these persons should receive the benefits of the pay
increase authorized for appointed employees.

Lk, To secure this benefit for certain sontract personnel, it
will be necessary to do the follewing:

a. Establish the fact that the individual is in fact
an employece of CIA. Thig is a matter of actual relation-
ship and not contractual terminology. '

b. Establish the GS grade level of the position in
accordence with the standards of the Agency.

-]~
BECRET
Securjty Informagtion
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c. Establish the fact that the individual is qualified
to hold the position as classified.

d. Ensure that none of the provisions of the present
contract are inconsistent with the established employee
relationship.

5. All.Offices or Staffs which believe that certain of their con-
tract persomnel qualify as contract employees eligible for the authorized
pay increase should submit a revision for the review and classification
of specific contract positions. The review and necessary determinations
and revisions of contracts will be made by the Special Contracting Offi-
cer, Administrative Staff (Special) and designated representatives of
the Personnel Office/CIA and the Operating Office. concerned, In
addition to making the basic determinations, these officials shall
determine the effective date of the application of the pay increase
which, however, shall be not earlier than that authorized for appointed
employees.

FOR THE DIRECTOR OF CENTRAIL INTELLIGENCE :
25X1A

. WAL ]
Deputy Director
(Administration)
(4
DISTRIBUTION NO,. 2
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CENTRAL INTELLIGENCE AGENCY
Wagshington, D. C.

NOTICE 5 March 1952

SUBJTCY:  Cable Traftfic

L. At the present tiwe the heaviest louds on the Cabie Sectiorn
off the Signal Center occur daily between the hours of 1530 and 2130.
This ig especially true on Thursdeys and Fridays.

2. In order to relieve this periodic conjestion, the following
action will be taken by all offices initiating cables:

3. "Deferred" precedence cables will be used whenever it
is practicable to do so.  (These cubics may be trausmitted by
Hipnal Center in slack periods but in no case will be delaycd
longer thaw 12 hours. Deferved precadence umay be used on cubles
when the addressee need only know the contents for background
information. )

b. Every efTort must be mude to distribute the dispateh
more evenly throughout the day and weck. Necessary coordination
and approval of content will be expedited and when complete,
dispatelr will be effTected without allowing accwmlation for
batch delivery to Signal Center at end of day or a "clearing
of the docket" at weekend.

FOR THY DIRECTOR OF CENTRAL INTELLIGED 25X1A

WALIFR REID WOLF s
Deputy Divector ¢
(Administration)

DISTRIBUTION WO. 3
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Security Information

CENTRAL INTELLILGENCE AGENCY
Waghington, D, C.

NOTICE :
_ 11 Muorch 1952

SUBJECT: Stamp Custodisns

1. Effective 1 April 1952, postaze stamps reuusred for use in
CIA headquarters will be accounted for by the Chief, Central Mail Rcom.

2. The Chief, Central Mail Koom is hereby designuted Stanp Cus-
todian, vice Stamp Custodians for the various Offices in CTA headguarters.

3. Retiring Stamp Custodians will transfer all postage stemps cn
hand as of 31 March 1952 to the Chief, Central Mail Room on o aboub
1 April 1952.

b. Revised CIA Legulation I rostzye Stamps and CIA Regu-
lation No. | Postage Stamp Controls, which cover postage staup
accounting and procedures to become effective 1 April 1952, both in head-
gquarters and field stations; will be disseminoted within the next few days.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

WALTER EBID WOLE~
Deputy Director®
(Administration)

DISTRIBUTION NO, 1
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CENTRAL INTELLIGENCE AGENCY
Washington, D. C.

25X1A . 25 February 1952

SUBJECT: 1952 American Red Cross Campai.:n

1. The 1952 Campaign for the Amevican Red Cross will begin
on 1 March 1952 and close 31 March 1952,

2. The Red Cross has lonz been a national symbol of a "friend
in need" in time of crisis. No disaster, however large or small, goecs
unnoticed by this humanitarian organization, In addition, thousands
of American servicemen and women have received ald and comfort from
the Red Cross,

3. Keyworkers will be available in each Office to assist in the
collection of funds. It is hoped that all Agency employees will donate
a5 generously as possible so that the 1952 national roal of $85,000,000 w6
may be reached.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

25X1A

ALTER REID WO/
Deputy Director
(Administration)

DISTRIBUTION NO, 4
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CENTRAL INTELLIGENCE AGENCY
WASHINGTON 25, D. C.

NOTICE
25X1A _ 7 February 1952

SUBJECT: 1952 Crippled Childrens' Campaign

1. The 1952 Cempaign for the D. C. Soclety for Crippled
Children will begin in CIA on 15 February 1952, and end on
10 March 1952.

2. This is a completely voluntaery organizetion which
helps hundreds of crippled children receive proper diagnosis,
therapy treatment, and preparation for school.

3. It is hoped that all Agency employees will contribute
to this worthy charity.

FOR THE DIRECTCR OF CENTRAL INTELLIGENCE:

25X1A

WALTER REID WOLF

Deputy Director
(Administration)

DISTRIBUTION NO. 5
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CFWTRAT, TWTELI TGFNCE AGHACY
Washingten, U. C.

NOTICE

25x1A 13 Tebruary 1952
SIRJECT:  Grganization of the Office of Mrairing

1. Recent Agency organizational changes have caused sone
coenfusion as to the nomenclature and organizational pesition of
the Office of Training. The rollowing information is given for
your guidance:

A. The Office of Training (O7R) is in the Office of
the Dirccter of Central. Inte sence, and the
Director of Training (DMR), Colonzl hatbhew Balrd,
reports to the Depubty Direstor of Central Intelli-
TENCC.

. 'The Office of “raining has two pain subdivisions:

(1) The O
the D

"ice of Training

deneral) (TRO) under
y Diraector of -

ining (General),

- 26X1A

2)  The Office of Trairing (Special) (fR3) under
& T

25X1A the Deputy Divscbor off Traiuing (Special),

2, The Divector of Training coordinates with the Deputy
Director of Plans, or lis reprosentative, all policy matbers and
requiremsnts affecting Llhe domestic training of porsonnel under
the jurisdiction of thc DD/P.

AL LR 4
Deputy Dircetor
o® Coentral Inteclligence

DISTRIBUTICON WO. 3
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CONFIDENTIAL
Security Information

CENTRAL INTELLIGENCE AGENCY
Washington, D. C.

NOTICE :
25X1A _ ; 15 February 1952

SUBJECT: Attendance at Professional Meetings.

»
It shall be the policy of this Agency to pay expenses of travel
in connection with, and expenses incident to, attendance at meetings
of professional, technical, scientific, and other similar organizations
when such attendance would clearly be a benefit in the conduct of the
work of the Agency, provided:

a. Attendance at such meetings is on a highly selective
basis.

b. Meetings and personnel to attend are selected by
Deputy Directors, Assistant Directors or Office heads.

c. Travel costs and other expenses incident to attendance
are kept to 2 minimumn.

d. Approval for attendance in each instance is obtained
from the Assistant Deputy Director (Administration) -
Inspection and security.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

WALTER REID WOLF
Deputy Director
(Administration)

DISTRIBUTION NO, 3
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CENTRAL INTELLIGENCE AGENCY
Washington, D. C.

25X1A NOWICE
E b Yeuruary 1952

SURJECT: Procedure for Establishing and Changing Tables of
Organization

1. Office heads, in order bo establish new or chauge ezisting tables
of organization, shall sct forth justificatiowu for thelr proposules accom-
panied, when appropriate, by organizatlonal churts, functional statements and
statements of basic related procedures.

2. All classified (including unzraded) positions, except positions
under the Jjurisdiction of the Deputy Director (Plans) authorized for pro-
jeets and foreign field stations shall Le processcd as follows:

a. ‘The request in guintuplicate shall be wddressed to the
Deputy Dircector (Adminlsbration) and transmitted direct to the Chief
of the Orpanization and Methods Service who will insure that the
request is expeditiously coordinated and processed as indicated in
paragraphs2. b and ¢, below, and in addition review as to:

(l Soundness of organizational structure.
(2) Needless duplication.

(3) Adequacy of functional statements.

(&) Bffectiveness of broad procedures.

b. The Chief of the Ovganization and Methods Service will refer
the proposal to:

(1) The Assistant Director (Persounel) for clussification
review and comment as to Personnel Procurement.

(2) The Comptroller for comment as to the evailebility of
funds and other appropriate recommendation.

(3) The Chiefs of Procurement and Administrative Service,
as appropriate, if additional space, equipment, tronsportation,
reproduction faciiities, oi other special support ate needed. for
comment as to availability of such facilities or support.

(4) The Dep.ty Director (Administiation) for actlon, except {
as indicated in paragraph 2. d, below, together with signed cgn- @Ja
currences oY comments obtained during coordination. ) /
25X1A

/\/(/Q/\\I\ L,/‘

SECRET
Security Information
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Security Information

c¢. When approved, the Chief of the Organization and Methods
Service will of'fect reproduction and dissemination of the tables
of ovganization.

d. Revisions involving only changes in position titles or
prades may be effected through the concurrences of the 0ffice head
concerned, the Assistant Director (Fersonnel) and the Comptroller,
provided, however, that approval of the Deputy Director (Administration)
is dutained on mrade changes at the G3-16 or GS-L7 level and provided
also that the approval of the Director is opbtained onr grude changes
at the GS-18 level. The Chief of the Organization and Methods Service
will arrange for the coordination, reproduction and diescminatica of
such chenges upon receipt of & proposal, submitted in triplicate, from
an Office head.

TFOR THE DIKECTOR OF CENTRAL INTELLIGENCE:

_ o

L. K. WHIUE
Aeting Depuby Director
(Administration)

DISYRIBUTION NO. 3
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SEGERITY IIFORMATION

19 January 1952

MEMORAWDUM FOt:  Chief, Office of General Services
SURJLCT : Travel of 0SY Persormel to Professional Meebings.
REFEIENCE : HMemo dtd 3 Jan 52 to DCT thru DD/A fr AD/SI, sub: "Policy

Question on Travel of 08I Personnel to Professional Meet-
ings.n

LR Please dralt a Notice announcing a policy which will favorably in-
i dorse the request submitted in the referenced memorvomdum with the Ffollow-
ing limitations:

Personnel should not be allowed to select profession-
al meetings of their choice.

No ammouncement should be made of any stipulated num-
ber of meetings to be atltended in a given period.

Assistant Directors chould be held strictly respon-
sible for insuring that:

(1) Attendance ab these meetings is on
a highly selected basis.

(2) Attendance will benefit CIA, as well
as the individval employees.,

Travel costs are held to a m:_nmum., M{

,4@/_>

L. K. WHITE 25X1A
ing Deputy Director
(Administration)

1 Att
Licted in Ref.

CURRHDN AL iy

4

G
-
e
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3 Jamuary 1952
MEMORANDUM FOR: Director of Central Intelligence

THROUGH Deputy Director (Administration)

SUBJECT

Policy Question on Travel of 0SI Personnel +to
Professional Meetings

1. Public Law 110, Section 10, states:

*(a) Notwithstanding any other provisions of law; sums
made availsble to the Agency by appropriation or otherwise
may be expended for purposes necessary to carry out its
functions, including ==

(1) # % % % % subject to policies established by
the Director, expenses of travel in connection with,

and expenses incident to attemdance at meetings of pro-

fessional, technical, scientific, and other similar or-

ganizations when such attendance would be a benefit in

the conduct of the work of the Agency; #* 3 % 3% % 0

2+ O0SI at this time is submitting, to the Budget Office, a re-
quest for an additional allocation of travel funds for the balance of
FY-52 which includes $6985,00 for travel to professional, technical
and scientific meetings. In this request it is indicabed that no
policy statement on this subject has been promulgated by the Director
and that OSI will request approval in principle of current OSI policy
from the Director as a basis for the allocation of travel funds for
this purpose.

3o It is felt that the proposed travel will be of benefit to
CIA for the following reasons:

a. The attendance of OSI persomnel at-these meetings will
help them to maintain their professional competency and to keep
abreast of current developments in their fields; both of which
are necessary if they are to properly evaluate foreign scientific
and technical capabilities.

be In almost every other line of scientific endeavor the in-
dividual, as part of his job, increases his knowledge of his
specialized field ard broadens his understanding of allied fields,
The difficulty in maintaining contact with their specialities is
a matter of conbinuing concern-to professional personnel in in-
telligence work, Attendance at professional meetings will allevi-
ate somewhat the loss in effectiveness occasioned by their relative
isolation. o .

A JAN 2o faspa |
S . e [P SN e e _a




e In gensral, 0SI plans on allowing each professional employes
to attend one professional meeting of the individuals choice each year.
An effort will be made to confine this travel to meetings on the East
Coast insofar as is practicable.

5. It is suggested that the policies noted above be spproved in
principle with the understanding that the specific funds requested for
such travel will be conslidered in accordance with standard agency budget

procedures.

Ho MARSHALL CHADWELL
Assistant Director
Scientific Intelligence

it

i

RO SAR L0 0w
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STANDARD FORM NO, 04 il

O]fﬁce Memomndzzm . UNI&‘ED STATES GOVERNMENT

TO : Acting Chief Organization and Methods DATE: 31 January 1952

FROM : Comptroller

SUBJECT: Proposed Procedure for Establishing and Changing
Tables of Organization

1. Your proposed procedure for establishing and changing
Tables of Orpanization has been reviewed and the following
suggestions are offered:

(a) Due to the current need which is in line with the
limitation placed by the Bureaun of the Fudget on
personnel services and to assure that each request
is fully satisfied, it is sugpested that paragraph
A. be strengthened to make clear the importance of
adequate justification, Paragraph A. might be supple=-
mented as follows:

"The justification should cencisely but
adequately indicate by division or activity
necessary requirements which cannot be met
with the present T/0 authorization. “here
applicable, data concerning backlog, actual
and estimzted work load trends, and any other
objective data should be fumished which will
be helpful in explaining the basis for the
additional request. A table should be included
with each proposed revision indicating by di-
vision a comparison of the proposed T/0 with
the personnel on-duvty and the present T/C."

(b) That paragraph B. be rewritten as follows:

1311 classified (including ungraded) posi-
et tions, except positions authorized for covert
e L0 projects and covert foreign field stations,
R shall be processed as follows:"

(¢) Eliminate from the second line of paragraph R. (2) (4)
the words "and (5)". This will be in line with a later
recommendation that paragraph B. (5) be eliminated in
its entirety.

(d) Eliminate from the last line of paragraph B. (L) the
words "and those set forth in 25X1A
paragraph A", As paragraph A. _ : :
with the preparation of personnel action from 37-3 and
appears to have no connection with this matter.

Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3
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(e) Tt is the opinion of the undersipned that paragraph
3. (5) should be deleted in its entirety. All increases
in T/0 should be approved by the DD/A. However, he may
delegate to his deputies if he so desires the approval
of T/0's not exceeding whatever limitation he desires
to make.

(f) I do not concur with paragraph C. in its present form.
The entire paragraph should be rewritten and provisions
made for review by the Comptroller's Office as limita-
tions have been placed by the Bureau of the Budget on
funds and also on the number of positions contained in
the budget for overseas activities., It might be pre-
ferable to eliminate this item entirely and treat it
as a separate subject for later consideration.

2, It is the opinion of the undersigned that a separate
and distinct procedure should be established for the requesting
and approving of T/0 slots for Grades 16 and 17. Crade 18 has
been omitted since approval is required by the Director. Regula-
I ovides for the approval and processing of personnel
actions once the positions or slots are established on the T/0's.
T would like to suggest that a Board or Committee be established
to review the present supergrade structure within the Agency and
that this same or similar Beard or Committee review and recommend
anproval or disapproval of future requests for the establishing
of positions in Grades 16 and 17. The Board or Committee, if
established, wouvld perform similar functions to that which the
Civil Service Commission now performs for all other Government
Agencies in connection with the establishment of supergrades.

25X1A

E. R. SAUNDERS
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STANDARD FORM NO, G4

O_ﬁice Memomndzzm" "« "UNITED STATES GOVERNMENT

TO :  Chiefl, Office of Ceneral Services DATE: 23 January 1952

FROM : Assistant Director (Personnel)

SUBJECT: Proposed. Central Intelligence Agency ||| G 25X1A

It is recommended that the following Sections of the proposed
Regulation be changed as indicated:

Section 5.1 B (L)

T/0 revisions involving only changes in title or grade may be
effected by concurrences of the Assistant Director (Personnel) and
the Comptroller; however, approval by the Deputy Director (Admini-
stration) is required for classification of positions at the grade
(S~16 and (S-17 level, and the approval of the Director at the grade
GS-18 level. The Chief of the Organization and liethods Service will
arrange for the reproduction and dissemination of such changes upon
receipt of appropriately approved proposals from an Office head.

Section 5.1 B (5)

Proposale involving increases of less than four positions at the grade
C5~15 level and below may be approved by the Office head -concerned
without the approval of the Deputy Director (Administration) providing
the appropriate staff officials enumerated in paragraph B (2) above
concur. The Chief of the Organization and Methods Service will
initially reCeive such proposals for coordination among the staff
elements concerned. .

Section 5.1 C (L)

Changes involving only chkssification action may be effected
through mutual consent of the operating Office head and the Assistant
Director (Personnel); however, the approval of the Deputy Director
(Administration) is required for classification of positions at the
grade (S-16 and GS-17 level, and the approval of the Director at the
grade CS-18 level.

Section 5.1 C (8)

»

Proposals involving increases of less than four positions at the
grade (S-15 level or below may be approved by the Office head concerned
with the concurrence of the Assistant Director (Personnel).

25X1A

F. TRUBEE DAVISON

SECRET
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CENTRAL TNUELLIGENCE AGENCY
Voshington, D. C.

SUDJECT: Conservation of Critical Material.

Managemeut

1. In accordance with the provisions of Fersonal Property
isgned by the General Bervices Adminis-

trotion on 2h August 1950 steel is consildered to he a critical
material and each agency is dirccted to take necessary action to

keep -

to a minimun all procurement of itews which utilize critical

material,

o, gafe files and Filing cabinets are becoming increasingly

Aifficult to procure due to the extreme shortage of steel. In
order to effect Letter utilization of existing equipment gffice
nends will take such internal action as may be necessary to ensure

that:

a. Contents of safe Tiles are of such security
classification to warrant retenticn therein.

b, o expendable office supplies or unclassified
moberial such as pamphlebs, catalogs, bocks, ete., are
stored in safe [iles.

c. A1l classified material of an obsolele nature
is transTerred to the CIA Archives or destroyed in
accordance with regulations issued by the Records
Managewent and Distribution Branch of Administrative
Service,

d. Filing equipment in excess of actual nceds is
reported to the appropriatve Building Supply Oflicer.

FOR THE DIRLCTOR O CENTRAL INTELLIGENCE:

VALITR REID HOLE
Deputy Director’
(Administration)

DISTRIBUTION NO, U4
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TO ¢ Deputy Director (Administration) DATE: AN R
FROM :  Chief of Procurement

SUBJECT:  Request for Issuance of CIA Notice

1. Due to the existing emergency and resulting steel
shortage, it is becoming increasingly difficult 1o meet the
requests of the various activities of the Agency for safe
files and filing cabinets.

2. It is noted that there are presently 3,932 legal
and 403 letter size safe files; and 982 legal and 51l letter
size metal filing cabinets in use within the Washington area.
It is the opinion of this Office that this number of safe
files and filing cabinets would be adequate for the needs of
all activities if they were properly utilized and distributed.
It is therefore respectiully requested that the attached (Ia
Notice be published requiring each office to take such action
internally as will bring about proper utilization and distri-
bution.

25X1A

JAMES A. GARRISON

Attachment

Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3
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General)
Chief, Administrative Services

Request for Issuance of CIA Notice ~ Conservation of Safe Files

Wwith reference to the attached memorandum from Mr. Garrison,
Subject: Request for Issuance of CIA Notice, Administrative Services
has the following comments to make:

1. As you suggested, this job is one involving records management
with wnich Adminjietrative Services is concerned.

2. The records anslysis nrogram to date indicates that we can
immediately recover a total of 70 filing cabilets in various categories
and have to date disposed of material which wag the equivalent of 174

offices concerned.

3. We have a detailed anslysis of the records of each of the
offices and are presently planning a complete racords management survey
to involve disposition of inactive material to the Archives or for
destruction, which will result in the saving of congiderable filing
equivment,

L, I suggest that the oroposed Hotlce be rewritten on the bagie
of conservation of critical materials, and to reguest the offices to
fake such achion internally as will bring about such conservation. The
policing of this job, I think, should Dbe done by the Records Management
and Distribution Branch of Administrative Services. '

CONCTR :

- 25X1A

for Advisor for Management

MIM:lrv

ce: Advisor for Management
Chief, Records Mansgement and Distribution Branch, AS
Chrono, AS
Rec. Mgt. & Disgt, Br., File, A8

Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3
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filing cabinets. The equipment in this case, however, wag retained by the
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Denvuty Director (Administration)
Chiaf of Procurement

Request for Jssuance of CIA Wotice

1. Due to the existing emergency and resulting steel shortage,
1t is becoming increasingly difficult to meet the request of the
various activities of the Agency for aafe files,

2. It is noted that there are presently 3,932 legal and 1073
letter size safe files in use in the Washington arca. It is the
opinion of this Office that this number of safe files would be ad-
cquate for the needs of all activities if they were properly uti-
lized and distributed. 7Tt is therefore respectfully requested that
the attached CIA Notice be published giving this O0ffice the author-
ity to conduct a vhysical survey of 211 safe files and contents to
determine that they are being proverly utilized.

3. It is further recommended that theCIA Safety Officer be
requested to assist in said survey for the purpose of determining

whether or not safe files are properly distributed in accordsnce
with building construction.

[s/ JTames 4. Garrison
JAMES A. GARRISON

Attachment

Approved For Reiease 2001/09/03 : CIA-RDP81-00728R000100110009-3,
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CENTRAL INTHLIGHNCE AGHNCY
Washington, D. C.

NOTICL NO.

SUBJTCT: Conservation of Safe Files

as safe files ig becoming increasingly difficult.,

2. In order to effect sdequate utilization of such items, each
activity will be responsible for examining the contents of each safe
file within their Offices, to determine that:

i
'
! 1. Steel is a critical item and replenishment of equipment such
i
d
f

a. Contents thereof are of such security classification
to warrant retention in a safe file,

b. No expendable office supnlies such as memo paver, enve-
lopes, desk trays, etc. and wunclassified material such
as pamphlets, catalogues, books, etc. are sicred there-

in,

¢, All classified material of an obsolete nature if trans-
ferred to Archives o1 destroyed in accordance with exist-
ing regulations.

d. To insure that the above requirements are complied with
the Procurement Office will, in conjunction with Inspec-
tion and Security, conduct s physical survey oxr all safe
files in the Washington aves at which time the contents
of each safe file will be examined to detcimine that
there is actucl need for the use of such filing equipment.
Te Procurement Office is vested with the authority %o
effect the transfer of any safe files which are not being
oroperly utilized,

WALTER REID WOLF
Deputy Director
(Administration)

DISTRIBUTION FC. 4
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CONFIDIENTIAL
Security Information

CENTRAL INITLLIGENCE AGENCY
Washington, D. C.
h February 1952
NOTICH

SUBJECTs  Assignment of CIA Officers as

¢ Students in Doepariment of
Defense Colleges and Schocls

Lle This Agency will regularly de
gqualified career officers as students at the following colleges and

scheols conducted by the Department of Delonse: Hational War College;

Induetrial College of the Awmed Forces; Air War College: Army bav
Colleee; Waval War College; frmed Forces Stalf Colle
Stalf Officer Course, Lir Command and Steff School; ilaval. Intelli-
gence Schooly Strategic Intelligence Schoolj Counter-Intelligence

Coipe School,

o
2. fttendance of CIA officers at these schools is dasired
2nd encouraged because of the benefit to the individuals concernnd
and the development of closer relationships between officers of
CL!. and the other Services,

3. Officers of this Agency will be given the cuportunity to
Sency f ©out A
apply for any of the schools listed in paragraph 1L well in adwvance

Vo

of the opening dates, Requests will be submitted throush the Office

o)

Head coneerncd, who will cndorse each application with an appro-
priate statement and recommendations., Indispensability will be
urged only in extreme cases, and in such event the finnl decic
will be made by the Dircctor, Wihen 2 gunalifind applicant is
prevented from attending a school because of the oxigenciis of
the service, his name will be placed on an eligible list and he
will he assigned to a subsequent course,

VLen

Ly The sume opportunity to apply for these schools will be
given to officers overseas and every attempt will be made to notify
thosn sclected at least six months in advance of the starting date
for the coursc in which they have baen accepted,

5., Detailed procedures governing applications and the selection

of candidates will be publishcd separabtely,

\LTER B, SIETH
Direcctor

CONFIDENTIAL
Security Information
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CENTRAL INTELLIGENCE AGENCY
Washington, D. C,

25X1A —

SUBJECT: Voluntary Contributions

1. l%thﬁsuscmﬁmtﬂgtmrmﬂmmmu>mimsfm-&u
serving causes. The first is the Metropolitan Police Boys' Club.

a. This year the goal of this campaign is 150, C00
memberships which must be met if the Club's program is
to be continued. The Boys' Club is not a member of the
Community Chest. T

2. The second drive for funds is the March of Dimes, the

organized fight against Infantile Paralysis.

4. Money collected for this is used for research and .
treatment of those afflicted by this dread crippler.

3. Both campaigns for CIA employees will begin 15 January
and close 31 January 1652.

L. Keyworkers ir each Division will be available to receive
contributions for these drives. Contributions way be counted as
allowable deductions on nexst year's income tax returns.

' 25X1A
FOR THE DIRECLOR OF CENTRAL INTELLIGENCE: !

WALTER REID WOLF
Deputy Director -
(Administration)

DISTRIBUTION NO. 4
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CLETRAL INT LLITLiChL AG.HCY
Was .‘L.n{vLon, D. C.

n

NOTICE 16 Janunry 1062

SUBJLCT:  Diswmiuvsal during haszardouz weather.

uated

1. The lo»Jnunr secorendus froe the White
guidance and

¢ Jamuary 1952, is cquoted u\,lC".'J for your infoma

7

cuagllnnce:

LTI VLTS HoUss
Waaslh.npton

MM P Vi el e CUITIVL Dok a® LS aliy ACiECLLS:

Dxtraording r_.ly havardous snow and sl(-(t corditicns in
the wetronolitan wa -hi neton arca havs Lon warranted the
N \]u 30 0f 6 in orue tlu.-, rehy : hoiwe
anas ah oa hour. T, bc.c:u:;e a feneral
3mal 5o broafiic, t.’11 rictd for ccordination
Lnrun Tout the ents J t aree,
that the purmose of Ve Gersatbed,

Lioracy

L

e atteched policy for control of. e Jovcc
uiGer 1"uaru)u~) traziic corditions in .- SILINAON W
by the aercl rersonncl Council. in cocperaiion wiln

dent cshs thov each
verneent policy.

iz Goveinent. The Fres
follow 1% as pereral

of Gol
ond e

wiley rakes use of the ivcerular relense
et e that a peak load will nob he . 0nos
secililies beiore thosc Lraciinoies ann _
T loace It ziso gill Per-it coore esicctive utiliza-
tion of snow recovel equLp .ernt.

/s/
WU 8. LASUN
lnistrative Assistant
to the President!

Ad

2.7 A copy of the policy rclessed by the redcr"l Personnel
Council, reierrca tc in pe ragraph 2 or the rieworanuui: quobed above,

is attached.
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WL L PJ..L{JD\J; ui_d.; C(JUNCJL
. ilssion

proved U the Ceounell
;I ey 2¢, 1951

COIMLIL, OF 13 ISSLLS LULLT G HLZA I Us Gaauiing

Teclzdce conditicons i the ! iL area arc
sufiicienhly con fr‘rLef uraer the Heso of .mc‘m‘r COnGL b_t.\)ﬂu to make
proble.s of trzisportotion to wnd frov worli oL consicerable i:portaice.
Licn Tuch cobpt on iz co pounded Ty severe siod or leirng concid
ort soit wba, hirviays, cnae bDiddnes, tresire 1 208 unusuwally dengerous
to saicty end heslth. .8 the lerress e ployew in the setropolitan
crea, it is dinew bent upon the Federal Goveim went o telie sowe posliive
sbens to control and put on an orderly basis siroup disu.ssals of
eiploye. s whirever snow or ilcing conditions are suiiiciently scrious
to werscnt such action.

For this purposc, the Council recow.ends the following
nolicy ci this susjechs

1. No ear disvigscls of Federal e (S ULCausL
ol winter tl.w..llc cxn:detions drn the washunecton
avca il e ioce encent under the provisions
of tniz poiricy.

2, Darlyr disids 3 Wil
conbingent upon a Getor. inatzon e 3 the
vistrict ol Colw bia Lircctor of Vehlcles and
Tvafiic, as authorisced L7 the District Co " is-
sooners, This cecision will be bHazec wpon a
finding that the condition of strects and hi-hwsys
in the 'a‘ci‘,ropoli't-' are:s. is or will be such that
early shapcercd cu.w szals ol e ployess would
reduce the po.si ol serious and hazaldous
traiiic co COrnres m»m.

3¢ On any day on which severe snow or icing conditions
exist or aypear to be n prorresg, the Lirector of

Vehlcles zna Tyziize will notify the rederal

Persennedl Council whethier or not c:wly dis issals

arce waveonveds, I diswissals are proposed, lthe

Darector will indicate the spcciiic tiwe in awvence

of regulir closing hours to be followed.

o (OVsk)
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Lo The Council staii will, by tolephene, infors
the persommcl, divocters of each depariecot and
friner en early as pessible of bthis dcceision.
L Hhe decision calls fop Ty disnise

depicb ant or arene should disyiiss dlthout
ot anrual lerve as wary oi ibs e ployecs

Leable for the snceizicd peried oricr

Iy

p 2ien

o whe a-hev's romael clesinge Gine.

s0cGous verthor conditicons e stang or develop-
welove an e ployedts rornlar work hours
shrouid 1Y oredrsraly te the basis {or cho.nce
Iro: worl, bhub 1t is reco . wide el deari-

or y 3 peouinely

e

o, In vicy oi the avtoradic ientures of toils policy
and 4 eruir Lo avoia conr e sbion on the telepuone
of ranzower, it is ur-od:
&, thet ciployecs rdirain frow call ' in-
Out.blon op dron rakins peorsonal aris ~ents
SOLL Lonals arce anvounc: i, ot (U Bhat
MG nrencres fvora callas bo troustt

IheT 01 S0 bisiriet or Pedursl cfiices involved.

It io belicven that Lhes polecs will rosult an i
ROV iori; s nasels.  Ih sheud evord, wurire ¢ alte
noon goor s, hil ~d : that irton Lere w by O oLy

SEndLne cund seroning oJvI & s ic hazerds.

I'-

JLONS Gesioned o sin iow
Tt is hopeo thot s policy ray oino :

Lo @wagoer andustricl sng oosocreinl ceberprisos in wes

Tend it possivle to follog it.

. RN
(A SA W AT

ington thet
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Lately upon receipt of

Lror che pederal PLersonnel Cowncily auvise the
Yy ooty ldrectors, Lasistant vircctors

3 I:,u 23 by tcdesrene ol the hour ob wh el or e gl avecs

issed due to hasardous weather without charge to ;.ml'.;.ml

Conobilldreo
5 of Lhae

]

FOR T DLLOT0: UF ColiPRAL, TWELLLIC: N0

25X1A

Lkt sin L WOLY
Deoniy Lircctor
(Advinistration)

Abbacivient:
Policy fer Corlrel of Lis.issals
buring Hesard

dous weatiler in weshineton

SISWLTTLIOL L

S

Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3



Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3

‘ .4 R 5 5_/:

THE WHITE HOUSE
WASHINGTON

Jamuary 9, 1952

TO THE HEADS OF EXECUTIVE DEPARTMENTS AND AGENCIES:

Extraordinarily hazardous snow and sleet condi-
tions in the metropolitan Washington area have on occasion
warranted the early release of employees in order that they
might reach home safely and at a reasonable hour. However,
because a general dismissal so congests traffic, there is a
need for coordination throughout the entire Federal establish-
ment in this area in order that the purpose of early release
will not be defeated.,

The attached policy for control of employee dis-
missals under hazardous traffic conditions in Washington was
developed by the Federal Personnel Council in cooperation with
the District of Columbia Government., The President asks that
each department and agency follow it as general Government
policy.

This policy makes use of the irregular release hours
already in effect so that a peak load will not be imposed upon
transportation facilities before those facilities are prepared
to accommodate the load, It also will permit more effective
utilization of snow removal equipment.

DONALD S. DAWSON
Administrative Assistant
to the President

Attachment.
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FEDERAL PERSONNEL COUNCIL
United States Civil Service Commission
1626 K Street, N.U.
Washington 25, D.C.

As approved by the Council
December 28, 1951

CONTROL OF DISHISSALS DURING HAZARDOUS WEATHIR

IN WASHINGTON

Traffic conditions in the Washington Metropolitan area are
sufficiently congested under the best of weather conditions to
make problems of transportation to and from work of considerable
importance., then such congestion is compounded by severe snow or
icing conditions on streets, highways, and bridges, traffic becomes
unusually dangerous to safety and health., As the largest employer
in the metropolitan area, it is incumbent upon the Federal Covern-
rent to take some positive steps to control and put on an orderly
basis group dismissals of employees whenever snow or icing condi-
tions are sufficiently serious to warrant such action,

For this purpose, the Council recommends the following
policy on this subject:

1. Ho early cismissals of Federal employees because
of winter traffic conditions in the Washington
area will be made except under the provisions
of this policy.

2. Dlarly dismissals of Federal employees will be
contingent upon a determination made by the
District of Columbia Director of Vehicles and
Traffic, as authorized by the District Commis—
sioners, This decision will be based upon a
finding that the condition of streets and high-
ways in the metropolitan area is or will be such
that early staggered dismissals of employees would
reduce the possibility of serious and hazardous

. Ytraffic congestion.

3. On any day on which severe snow or icing conditions
exist or appear to be in progress, the Director of
Vehicles and Traffic will notify the Federal
Personnel Council whether or not early dismissals
are warranted. If dismissals are proposed, the
Director will indicate the specific time in advance
of regular closing hours to be followed,

(OVER)
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Le The Council staif will, by telephone, inform
the personnol directors of cach department and
agency as eerdy as possible of this decision.
If the docision culls for carly dismissal, cach
department or agency should dismiss without
charge to annual leave as many of its employees
as practicable for the specified period prior
to the agency's normal closing btims.

Hazardous weather conditions existing or develop-
ing before an employec's regular work hours
should not ordinarily be the basis for absence
from work, but it is recemmended that depart-
mznts or sgencies excuse tardiness genuinely
occasion=d by such weather,

\n
.

In view of the avtomatic features of this policy
and in order to avoid congestion on the telepiione
Laes end sraste of menpower, it is urged:

{a) that eaployecs refrain from calling for in—
furmelion or from making personal arrangements
before dismissals are announced; and (b that
depariments and agencies avoid calls to tyansit
lines or to District or Federal offices involved.

i
.

i that this policy will result in fever,
not more, cismissuis, It should also avoid, during sudden after—

iismissals that interfere with orderly

it

It is believad
noon storme, hophazard d
tions dzsigned to minimize traffic hazards.

i
i
sanding and scrawing opera

It is hoped thet this policy way also serve as o guide
to rajor industrial and commercicl enterpriscs in Washington that
find it possible to follow i+,

I5cHd 50 & gjmp
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SLO: LT
Sccurity Inioretion

CodiTit i LWDLLEICLACL AGLWCY
washington, . C.

HOTLCE 18 Januery 1952
SUBJLCT:  Boteblishuent of the Position of Auditer-in-Chicf

1. Thers is hereby established bthc position of Auditor-in-tiict
. o i
Tor the Apcner.

2. The Luditor-in-Calei sholl e rosporgidle to the Lirccior,
throurh the Oiiice of the wepnty vircctor (Lddnistretion), for the
audit (execlusive cf interacl audit) of all finence, fisczl ond
preperty  atiers not uncer the Gunoral Accounbine Ciidcee procedurs,
and for assuring thrt apprepricbe currart ouwcits arc .cde. He is
i .11"t‘wr antihworizged te exavine the accounting, intesnal auwdit, inan-
ciel procctui s, orponizetion cnd sroctices of the Agency and to
reco Loend chrnpes in the wnterests of ciileciency and protection of
Governoent funds end propurty.

3. A5 the croation of th'L.—; Ble J.LL .on ch\: 1t responsibilitices
are besed on the resmiia eits seenr. by anc TiAe P10-
tection of intellir nce sources ul,u g b"‘.uu:y, swevraty wall bo a
haslce corswcoration in all actions anw rece . (ndeowons uncer Gows
authorizobuorn.

to The Aucitor, CIA, will roport wruetly to thne Auditeor-in-
ot no other C’.S“ifntd rui'morl;:_t,sj sunections or rosponsibili-
LJ s ol the ggoaner arce aifceted by this Notice.

25X1A

WALT .0 B 8 LWH
Tircetor

S.CRLT
Sceurity Informetion
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LS~

1l Jamuary 1952

MEMORANDUM FOR: Legislative Counsel

SUBJECT : Position of Auditor—in-Chief

1. Attached is a draft of a procedure for the Auditor-in-

Chief; NG - ted tivis.

2. You will note that Mr., Wolf has made certain changes in
the draft and that | :s svbmitted additional comments.

3. Hr. Wolf advises me that he concurs in _ sug-—
gestions but would appreciate it if you would review the entire

ho If it isn't too much trouble I would appreciate it if
you could procduce your recommended final draft and return it ‘o
me as soon as possible,

. K. VHITE
Assistant Deputy Director
(Administration)

Att.

Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3
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SERGRIY fegnasmes

11 January 1952
MIEMORANDUM TO: Mr. Wolf

With respect to your statement of function for the Auditor-
in-Chief, I suggest the high importance of your issuing a procedure
which will embody instruction that the Auditor must weigh with the
covert offices concerned all security aspects of a given project
in order not to blow them out of the water. I am sure this is under—
stood by [ -3 Saunders, but for the record and for the
future when others are doing this work, it seems to me necessary to
make such instruction.

I call your attention to explicit provision along these lines
already existing in 9l of the Confidential Funds Regulations, as
follows:

"(3) The Comptroller shall provide various
internal and external audit facilities to be used in
the performance of any necessary current administrative
Agency audits. The Comptroller, the Auditor/CIA or the
commercial staff(s) may initiate an audit requirement
provided that, in order to prevent duplicate activity,
to protect the project against security jeopardy and to
ensure that the audit requirements of all are met, they
shall mutually coordinate:

"(a) In the selection of the audit
facility to be used in each case,

"(b) In determining the central control
and contact point between the Agency and the
audit facility,

"(c) In establishing the communication
channel to be used while the auditor is in the
field, and,

"(d) All instruction, correspondence and
reports to or from the audit facility (provided
that each shall be free to discuss his specific
audit requirements with the auditor before de-
parture)."

It is to be noted that this provision has to do with proprie-

tary subsidy investment projects, etc., and that there are a large
number of projects outside of such classification.

Approved For helease 2001/09/03 : CIA-RDP81-00728R000100110009-3



Perhaps you will deem it proper to refer to NN 25X1A
the question of whether or not the specifications in the above
quotation could not equally apply to any covert project, with
the substitution of division chief instead of commercial staffs
for other than proprietary, etc. projects.

25X1A
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CENTRAL INTELLIGENCE AGENCY
Washington, D. C.

L4 January 1952

SUBJECT: TFire Prevention

1. The primury cause of a2 recent fire in one of the Agency's
bulldings is attributed to the use of anr unauthorized and improperly
installed hot plute, PFurther, highly inviammeble materials were being
used without due consideration being gziven to safety precautions such
as adequate ventilation.

2. Accordingly, all Administrative Off'icers in conjunction
with the CIA Safety Officer will make periodic inspecitions and remove all
unauthorized and iwproperly installed hot plutes.

3. TFurther, all Administrative Oificers will take the necessary
action to insure that adeguate safety neasures are provided when and vhere
inflammable materials ave used by persomnel within their offices.

FOR THE DIRECTOR OF CENTRAL INIELLIGENCE:

25X1A

WALTER REID WOLF. ~
Deputy Directorf
(Administration)

DISTRIBUTION NO. 3
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CENTRAL INTELLIGENCE AGENCY
Washington, D. C.

NOTICE
10 January 1952

SUBJECT: Office Hours of Inspector General

1. The Inspector General will be in his office, Room 1, Admin-
istration Building, 2430 "E" Street, N. W., from 2:00 p.m. to 6:00 p.m.
on the first and third Monday of each month to hear on & confidential
basis compleints or constructive suggestions which have not been satis-
factorily handled through normel channels.

2. Anyone in CIA, without restriction, will be welcome at the
above times.

3. Advance appointments may be made, if desired, by telephoning
Extension 466 or 472,

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

25X1A

WOLF
Deputy Director
(Administration)

DISTRIBUTION NO. 5
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\

¢ BTANDARD FORM NO, 04

O]ﬁce Memowmd%m * UNITED STATES GOVERNMENT

TO : Chief, Organization and Methods Service DATE: 5 January 1952
FROM :  The Director of Training

SUBJECT: Request for CIA Notice

It is requested that the attached notice be disseminated

MATTHEW BAIRD

as soon as possible,
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BolOUARIUN FOF:  Assistant Director for Conmunications
Aszlgtant Director for Policy Coordination
Assistant Jiirector for Special Operations
Assistant Deputy Director Flans (Administration)
Chiefs of Ares Divisions
Chief, Technical Services Staff

FROM: Doputy Lirector (#lens)
SUBJECT: Organiz&tion
HLFEHENCES Cth Hovice I ¢ oorvary 1952

1. In accordance with a memorendum from the Lieputy Uirector
(flans) dated 8 January 1952, concerning the above subject, efiective
s & 'ublication Gontrol Liranch is established under
the direction of the fAssistant Leputy Lirector, I“lans {fdrinistration)
to perform the publicstions control functions for all organizational

clements under the Deputy Nirector (Plans),

2. hecordingly, all Fublications Control functions and T/¢
pogitions presently assigned to the organizatioral elements under
the DD/P will be transferred to the Publications Control Rranch,
Office of the ALLP (4),

FRARK G, WISHER
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Serbeelt T

Security Iniorsetion

25X1A

Manetions of the
Laglstont Lepaty

ubbicetions Nontrel Branch s (Ofles of the
wrietor, Vlens (Adiintetrotion)

1. The Ghiel, ubidest) ooy Dontrol lirandli, GITico of the Al
ig rasponsivie for the rebliention o all TEfe lssuancer end tive
perfernance of the following funct Lomgs

slanes Lo all ovpanizatiopol lements
sV Pebllestione Contrel mabters and

e Ipoviding tuchnicsl pug
under the Leguty Jirecter (v

setsting in the actueld greperation of jubllcstions when reguired.

Yo Beviewing progosed publicstions frew the ctandpoint of
nugeselty, timelinesa, raliey, ane verification of appropriste
coordination,

C.  Dobabldabieg tLiyle ameal rueles for eli un/v vibdlcations,

Oy Laiting 2Ll preposcd publicationg,

e Dwbersining and sethog

3 by ) Yo
aof reproduction.

]

o offecting necessary eoordination of LU/F Pubiliestions with
all offises ooncornsd whlch spe aob wnder the Do uty Pirsctor {lang;,

e GRtaladng Onal approvel of b Deputy Lirector {ilens}, or
iy designes prioy o maklicstion,

he  Urigineting and igouing publieations ar diregted by tiw TT/F
op LLLE 1)
RN W

1. Pelstaining neces vy lielson with ang shiaining technileal
gnidones rom tha Urganiceblon and rethods 5ervice regarding
Publications Control matbers,

do  laintedning hisberical £ile of all SU/F and predecessor
Fublicationg.

k. Muintaining current £ile of all CI4 and /P fublicationg
ineluding & referenve index subject file,

1. inslyming and revieving existing publications tn & eontinulng
busis; scheduling, dirscting and cupervising the revision of bl
catlons az required,

Be  Sontrolling the distritution of Lu/fp fubllcstions,

SECHEY
Security Information
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FORM N0,

SF3a
SF7
SP14
SF1L
SF19
SF22
SF23
SF2L
S¥25
SFZ5a
SF26
S¥26
SF27
SF27a
SF27b
SF2R
SF2R
SF30
ST
SiR2
SF33
STL
S35
S5
SF30
[
SF50
SF51
SF57
SF5R
S
SWel
STEY
SHG6
ST6R
SF70
SEP71
SF75
S¥75a

SE78
S¥88
SFA9
SFal
5Ta3
SF103
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RESTRICTED
STANDARD FCRMS STOCKED IN CIA
TITLE

Continuntion Sheet for Schedule of Oblizations

Service Recnrd Cerd

Telegram (71x8N)

Telegram (8"x10iM)

Bond of Indemnity

Instructions to Bidders

Contract .- Construction

3id Pond

Performance Bond

Payment Bond

driver's Peport - Accident

Award - Supply Contract

Performance Bond (Cornorata Co-Surety)

Payment Bond .

Payment Rond - Continuation Sheet

Affidavit of Individual Surety

Claim for Tamages (White) ‘

Invitation and Rid - Supvly Contract

Schedule - Sunnly Contract

General Provisions - Sunvly Contract

Invitation, Bid and Award - Supply Contract

Annual Bid Bond

Annual Performance Bond

Continuation Sheet

Reqauest for Certificatinn

Contract for Televhone Service

Notification o Personnel Action

Rewort of Efficiency Rating

Application for Federal Imployment

Continustion Sheet for sme7

Oath of Nffice, Affidavit

Inter-0ffice Yemo, A"x10&", White

Inter-0ffice Memo, 5"xB8", Tlue

Inquiry Resarding Status, Veteran Preference, and/or Servico

Motice of Official Efficiency Rating

Position Identification Strip

4Apolication for Leave

Position Description

%uide to Position Classifiers, Employers, Supervisors for the
Preparation of Position Descriptions

Certificate of Medical Evamination

Beport of Medical Fxamination

Revort of Medical Hiestory

Operator's Reoort of Motor Vehicle Accident

Revort of Investigating Officer

Application for Service Credit

A
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SF105

SF11R3
SM1Rna
S¥F119

F 50
S¥5llic
SF519a
SE1L012

cIrLnl2a

SF1012b
SF1G12¢

ST10124
SF1N1lide
S¥F1015a
SFLN15T
§F1L016

STL0172
SFLO3L

STF10RLa

SFLC35

SF

-]

.03 7a

STL036
STLO38
g7 il
gmiobs
SWInlR
SFoLo
SFLOS0
SFLOSS

SFLOOT
SFLCATa
SFLGH7D
8T1G57¢
ST1OG9
SI0602,
SFLO7G
SFL081)

SFL08Ca.

Oblirations, Fenefits and Frivileges of Mcmbershio in the
United States Civil Service Retirement System

Yonthly Eeport of Frderal Civilian Emnloyment

Querterly Penort of Tederel Civilian Tmmlovment

Contrnctor's Statement of Continrent or Other feeca for
Solicitin~ or Securingz Contract.

Standardized Goverament Travel Roeulations

Seroloiy

Rediozranhic Penort

Voucher for Per Diem and/or Peimburscerent of Erpenses Iacident
to Official Travel

Vaueher fo1 Per Diem and/or Reimburscment of Expenses Incident

to Officinl Travel - Memoraadwn

Schedule of Trponscs and ITtinerary of Trevelor

Touchar for Per Diem and/or Beimbursement of Fvpensec Incident
to Official Travel - Continusztion Shert

Receint for Cash - Subvoucher

General Ledeger

Allotment Ledser

Allotmunt Ledser - Copy

Digtribution Ledger

Journal Voucher

Public Voucher for Purchasce and Serviens Nther Than Persounal

public Vovcher for Purcheses and Scrviecs Nther Than Pareonal ~
Memorandum

Tuvlic Voucher for Purchases snd Services "ther Than Personal -
Continuation Sheet '

public Voucher for Purchaces and Scrvices Other Than Personal -
Contiauertion Shect

Statement and Cortificate of Award

Aonlication for Advance of Tunds for Trovel Fvpenses

Schednle of Collections

Schedule of Transfers -~ Svecial Doposits

Public Voucher for Refunds - Memorandum

Public Voucher for Refunds

Public Voncher for Refunds - Memorandum

Anplication for Payment of Amounts Due Decrascd or Incompetent
Civilian Tmlovers, Mficors and Fmlisted Men in the Military
Service, and Public Orcditors of the Tnited Stateos

Public Voucher for Transvortation of Pasgoniers

Public Voncher for Trangrortation of Parscngers

Public Voucher for Transportation of FPaste .0rs

Public Voucher for Treansportation of Passenmers

Voucher for Allowances at Foreign Posts of Tuty

Youcher for Allowances at Foraign Posts of Duty - Mermorandum

Sehodule for Retivement end Diesbility Fand Credits

Voucher for Transfers between Anpropriations and/or Funds

Vouchur for Transfers betveen Avpropriations end/or Funds -
Momoreudum (Disbursement)

-B-
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! RPSTRTCTD
SF1090b Voucher for Transfeors between Approprintions snd/or Funds -
Flao (Collection)
SF1o8ne Voneker for Tranefors between Anpronrs Ntions snd/or Funde -
freen (Colloction)
SIleRt Schedale or Youchor of Yithdrawelg and Crodife hotweon Avorovria-
tion rnd/or Funds
871005 Swamar;s Stotement of Mebursement and Collrctions by Anprovria-
tion I1 1t\t»om.
SO Scheduls of Voucher Neductions
3X1097 Adjustment Vourher to Bffect Correction of Frrors
ST1L097n Adluctment Voucher to Effect Corraection of Frrors - Memorandum
S.0ol Sexedule of Cancelled Checle
i SELINAn T, 8. Sovernment i1l of Lodin: - I»r randun
| STLnL T. 8. Jovernment Bill of Inding - ivn*nrr Nrder
SHL1ng U. 8. Government Fro igbht Waybill - 011,,1nn,1
51106 U. S. "ro"(‘r\mént Treight Waybill - Carrier'sg Covy
; SEL108 Certificate in Licu of Toet 1, 8, Government Bill of Iadin~ -
: Oricinal
SPL10En Cortiticate in Licn of Lost U. S. foverrment Rill of Inding -
Moo rondum
S¥FL113 ublie Veucher for Trensvortation Cherecs
S11113n Public Vnuclﬂr‘r for Transportotion Char 708 - Momorandum
SF1114 Stotement of Acneral Accounts Ralancos
SFLILY Schedule of Brlonces Showing Stntue of Avoropriations
STL1LA Strtonent o1 Avmortionments and Allotment Accounts by Apnrop*m‘nlon'
SFL124a Pry Roll Cortitieation Control
811124 Prrr Rell Chrnae Slip - Padded
_ SEL126 Pnrr Roll Chense Slin
,‘ SRR Pry Rnll for Personal Services
‘ SR 127 Py Boll for Pereonsl Scrvices - Momorandum
§™1120 Voucher for Petty Purchesns
‘ %‘"”"”'n Vouchor For Potty Purchases - Memo randum
‘ SP1120b Voucher for Fotts Purchnses - Continustion Shoet
SI1120¢ Voucher for Petty Furchesen — Continurtion Sheet (Memorandum)
S 1R Time and Attendance Revnrt
8r1174 Time and Attendence (110x17M)
SFL137 Leave Record
STLlsn Record o1 Iecve Data Transforred
SF2802 Avnlicotion for Refund of Retirement Deduetiong
SF2R0G Individual Retirement Record Card
SH2Re7.2 Annuel Summery Retirement Fund Transactions
SF2308 Desigration, Chanye or Revocation of Deneficiary

(o
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CIVIL STRVICE ¥IBMS STNCYED IV CIA

FORM NN, TITLE

csi2 Proof of Resideaca

CSE?OQ Finzerprint Cord

€s28nn.3 fotice of Correction of Individnval Twtirement Record
ca2807 Regietor of Stvarrtions nnd Transfers ' o
C82R07-1 Peeistor of Ad justmonte »

0836005 dpplication for Refund of Retirement Deductiong

MISCRLTAUROUS FORMR STOCKED TN CIA

Tresgney Deportnent Formg )

“-:1;"7 {}3}:]3)?1.0%‘\0‘? ’-‘:’itrholdinz Ixemption Certificnte

;7%%q ;on? %ésu?ncc cchedule - United States Ssvinee Tonds - Serice W
(},H:Q Lm{ ] t\iua.nce Schedule --‘Unit(;\d Stetes War Sevings Ponds - Serics T
656 Forer of Attorney by Tndividuel for the Collection of Chec'ts

Drawn on the Trescurer of the United States

25X1A

T P . ; .
funeral Services Administration Forme

w7 Proverty Poss

Gavernmont Printins Office Forms

o R . -
R2390 Order for Standard Forme or Sunpplics

Bureau of Fmplovecs! O

cusabion Forme

CA~}f Employees! Wobtice of Injury or Occuvational Dineace
CA-1A Request for Tresitment of Injury under the U
Comnensation dct
CA-17 Reguest for Mrentment of Injury under the U, S. Ennloyec's
Compensetion Act when cause of Injury is in Toubt

in
. S, Employec's

RESTRICTRD
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Y

NOTICE
I e /

SUBJECT: Telephone Security

l. Special attention is invited to CIA _ paragraph 25X1A

P (2) (a), which reads as follows:
"The presumption must be that every conversation by telephone

or interoffice communicetion system will be overheard by unauthorized

persons, No wires are protected, not even those carrying interoffice

calls. Therefore, Top Secret, Secret, or Confidential information

must never be discussed over such facilities,"

2, Certain details pertaining to classified subjects may not in
themselves constitute classified information and may be discussed by telephone.
Primary responsibility for determining whether the subject matter to be discussed
constitutes classified informetion rests on the individual meking thewpréééntation.
It is also important that the recipient of a telephone message, when ngné information
which he considers classified, immediately request the caller to consider whether a
compromise of security is involved. If there is any doubt in the mind of either
the caller or the recipient, the call should be terminated promptly and the subject
discussed in private conversation or by mail,

3. This specific security measure is brought to your attention since

there may be a tendency to relax because most of us use the tel®phone a great

deal in the performance of our daily routine,

I do (not) concur in the above.

Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3



13 March 1952

PROCUPEMENT & SUPPLY oFrrch ruauzation =o. | NN 25X1A

SUBJECT:  Sseurity in Commection With Telephone Conversationa

L. Attention is perticularly invited to th
Lgencyls Seeurit

P (2)(a), which readss

at portion of the
Paragreph 25X1A

"The preswaption must be that every conversation ty
telephone or inter-office cowmunicatlon gystem will
be overheard by uneuthorized persons, Mo wires are
protected, not even those carrying intereoffice calls,
Therefore, Top Secret, Secret, or Confidentisl infore
mation must never be discussed over such facilities,!

2. This specific security measure iz brought to your attention
since there may be a tendency to reloxn becase mosh of us use the
telephone a great deal in the performance of our dally routine,

3. Tt should be aoted that the prohibition guoted in Paragraph
1 above applise to classified information. This means that there
are detalls about a clossified snbjoct which in themselves are not
Mnformation® and mey be discussed on tho telephone. This, however,
puts the responsibility for decision as 4o what is classificd " N
formation on the person presenting it and thus sreat care must be
exerclped. It is also important that o person who is called on the
telephone and is being glven what he considers classified tinfornae
tion" should cell this to the other person’s attention for reconsie
deratlon as to wheother securily is being violated If there ig 2
contiming doubt in the mind of the reciplent of such information,
he should terminate the call promptly and offer to contime the
subject matter by a personel conversation or by mall, as the dige
tance between the two persons may dictate.

L. It is requested that oach person within thoe Planning Staff,
Supply Division, and Purchase Division read tho pubject memorandum,
Vhen read by all, this Office will be g0 notified on or before
21 March 1952.

JANES A, GARRISON

Copy tos /
Cy Planning Staff Org. & Methods Service BT R
G, Purchase Div. OPS Regulation File Mo i biLo
C, Supply Div. Securiiy tnformotion
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RESTRICTED
CIA FEDERAL CREDIT UNION

Washingten; D. C.

ak April 1952

SUBJECT: Clesing Oredlt Unlon @ffice on 30 April 1952,

1. Foer the purpose ol making an sudit, the two Credit Union
Offices (Room 200 Cential Biwlding end Room 2201 I Bullding) will be
closed on 30 April 1052,

2. Deposits plenned for biw Llezt day of April should be presented
on 29 april., Credit Union Offices will be prevared to sccept them, as
well as transact wny cthe: buslness, hwbwean 1000 hours and L30C hours.

-

3. ALl wembers of the Credit Union who bave not pilcked up thelr
new passbooks slhould do so pricr to the date of the audit.

b, The Credit Union Office preseatly in Room 2201 I Building will
ve located in Reom LOBO I Building, effective 1 May 1952,

25X1A

BDWARD R. SAUNDERS
President

DISTRIBUTION NO. 5

RESTRICTED
Security Information
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