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OFFICE OF THE DIRECTOR

~

FUNCTIONAL STATRMENT

The Director of Central Intelligence directs all activitiss of the Central Intelligence Agercy,
For the purpose of coordinating the intelligence activities of the Several government departe
ments and agencies in the interest of rational szeurity, it is the Director'sv responsibility,
under the direction of the National Security Council, tc advise the Council in matters concerning
such intelligence activitiss of the government departments and agencies as related to national
Security; make recommendations for coordination of such intelligence activities of the
departments and agencies of the government as ralate to the national Sseurity; corrslate ang
evaluate intelligence and provide for its appropriate disssmination within the government
using, where appropriate, existing agencies ang facilitisss perform, for the benerit of the
existing intelligence agencies; such additional services of common concern as the National
Security Council determines can be more efficiently accomplished centrally; to protect
intelligence sources and methods fpam unauthorized disclosure; direct such analysis as may be
necessary to determine which functions in the fields of national intelligence are not being
presently or adequately performed; act for the National Security Counecil in ccordinating ail
Federal foreign intelligence activities related to the nationa} Secwrity to ensure thai the
over-all policies and objectives established are properly implsmented ang executeds and to
Perform other functions and duties related to intelligence affecting the national security

as the National Security Council or the President may from time Yo time direct, In addition,
the Director of Central Inte.ligence servess as intelligence advisor to the National Security
Council, Chairman of the Intelligence Advisory Committee, Chairman of the United States
Comminications Intelligence Board, and member of the Operations Coordinating Board,

Inspector General

The Inspector General is charged with conducting investigations throughout the Agency on
behalf of the Director and with inspecting throughout the Agency the performance of missions
and exercise of funetions of a11 CIA offices and personnel,
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8-E-C-R-E-T

OFFICE OF THE DIREGTOR

FUNCTIONAL STATEMENT (Cont'd)s

Planning and Coordination Staff

The Special Assistant for Planning and Coordination assists the Director of Central |
Intelligence in planning and coordinating intelligence activities and Agency operational 1
activities relating to national security, ‘

The Planning and Coordination Staff develops and recommends policies and plans for the
coordination of intelligence activities and Agency operaticnal activities relating to
national security; furnishes guidance regarding the lomg-range plans of the Agency;
advises and assists in achieving effective collaboration in the Federal Intelligence
Community; reviews and evaluates the effectiveness of coordination within the Federal
Intelligence Communitys coordinates and reviews Agency external research projectsg

and performs other related duties as the Director of Central Intelligence may requiree

-Executive Assistant to the Director

The Executive Assistant to the Director is charged with directing the activities of the
Executive Secretariat and performing such other duties as may be assigned by the Director
and the Deputy Director,

Executive Regi stry

I The Executive Registry renders service to the Director and his assistants in the receipt,
control, distribution and disposition of intelligence material and administrative documents
flowing through the executive offices.

Cable Secretariat

The Cable Secretariat disseminates CIA cables within Agency Headquarters and provides
continuous Clandestine Services Duty Officer coverage.

bDel -3
30 September 1955 S<E-C-R-E-T

(o9}

Approved For Release 2002/05/02 : CIA-RDP81-00728R000100140008-1




Approved For Release 2002/05/02 : CIA-RDP81-00728R000100140008-1

S-E-C-R-E-
. E-C-R-E-T

OFFICE OF THE DIRFGTOR

FUNCIIONAL STATRMENT (Cont1d);

Historical Staff

The Historical Staff has been in writi ;
from its meartory engaged'm writing the history of the Central Intelligence Agency
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e ; LLICENCS ©
OFIE OF THE DEPUTY DIRECTCR (INTELLIGENGE)
FUNCTIONAL STATRMENT
——=-LAL STATRMENT

The Deputy Director (Intelligence) is charged with Tesponsibility fom asxigting the Dirsctor
of Cenirz] Intelligence in the coordinaticn of the intellipence activities of tye Goverrment.,
48 prescribed by statute ang by National Security Couneiy directives, related to the overt
collection of information apd the producticn of substantive inteliigems; and fop @rseting
and ccerd:inating the activities of the Offices of Central Rei‘ﬁ-:r‘e:‘ma7 Currsnt In‘rt.elligenceg
National Estimatésg Operaticns,Ssientﬁ‘ie Intelligeﬁcaag Research ang Reports, and Basisz
Intelligence.

The Office of the DD/T ig divided into the following major suppert and substantive greups:

The Aszsistant to the DD/T {NSC ang National Estinates) ig responsibie for Serving as an N3C
Plarning Board Assigtani.; Tépresenting CTA op special NSC prejects; for the over=gli co=
ordination of Agency views on questions before the NSC Planning Boarg 3 and for Maintaining
rontinuces liaison with the Office of Naticnal Estimates 4g assure that neticna: estimates
aATe prepared so as to mezt NSO requirements in terms or timing angd scope,

The Assistant to the DD/T ¢ Intelligence) is responsible Tor the tocrdinaticn and review of
CTA intelligence preductiong for the selection of intelligence material o be referred tc
senicr Agency officialss ang f2r personal briefing of the DCI, pDpCI, DpT and other senicr
Agency officials on critical current world-wide events,
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S-E~C=R-E=T

CFFICE OF THE DEFPUTY DIRECTOR (INTELLIGEINCE)
FUNCTIONAL STATRMENT (Continued)

The Field Coordination Staff has primary responsibility within the DD/I area for the
substantive support, maintenance and guidance of the DD/I overseas activities; for the
substantive briefing and guidance as to procedures and activities while overseas of ali
DB/I persomnel on temporary overseas travel assignments; and for representing the DD/I
in negotiations with the Deputy Director (Plans) relating to ID/T overseas activities.

The Assistant to the DB/T for Planning studies and recommends action by the DD/T with
respect to problems of a longerange character that fall within the general area of the
Supervisory and coordination responsibility of the DD/T. The Assistant for Planning is
alse responsible for monitoring the quality of finished intelligence produced by the

DB/I offices and conducting informal surveys as to its reception by those to whom it is
disseminated.

The Assistant to the DD/T (Historical Intelligence Collection) provides staff advice
for the development and maintenance of the CIA Historical Intelligence Collection.

The Senior Research Staff on International Communism is respensible for performing

continuing basic and operational research on; and speculative study of, commnism and
the meang of countering communism,
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S=-E-C~R-E-T

OFFICE OF OPERATIONS

FUNCTIONAL STATEMENT

This Office, under the Assistant Director for Operations, is resoonsible for the collection of
foreign intelligence information from overt non-governmental sources through the facilities of
three Divisions, operated as services on common concern for CIA and the TAC agencies, and the

Sovmat Staff. As a centralized service, it provides for the exploitation of overt sources and
the collection of intelligence information directly from:

Acquisition and analysis of Soviet and Satellite materials (Sovmat Staff).

Foreign language publications and docuvents (Foragin Documents Division).

A8 @ corollary of its collection functions, the Office also provides various types of operational
support to other CTA Offices, and is respongible for the rehabilitation and resettlement within
the U.S. of certain defectors anc foreign nationals. The functions and activities of the various
Divisions and Sovmat Staff are given in cetail in the following sections.
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OQFFICE OF OPERATIONS

Office of the Assistant Director

FUNCTIONAT. STATEMENT

The Assistant Director provides the executive and administrative direction of the Office of
Operations in the performance of its function of the collection of foreign intelligence
information from overt non-governmental sources. He is responsible for the development

and implementation of policies and programs for exploiting overt sources s and for the control
and direction of the three divisions and two staffs which comprise the Office of Operations,

Planning and Coordinating Staff

This staff assists in the development of Office policy and operational procedures, in the
formulation of plans, and in the coordination of the activities of the Office with other
CIA offices and outside agencies. It studies the operations and output of intelligence
information of the Divisions and recommends to the Assistant Director for Operations such
changes in organization or method as may improve Office production.

Members of the staff act as representatives of the Asgistant Director on inter-office
committees and projects which affect more than one of the Divisions, such as committees on
intelligence procedures and substantive operational or- collection problems. They also
represent him in discussion of administrative policies, procedures, and regulations,

The staff provides a central point for the coordination and integration of divisional interest
in. the above fields; and is responsible for recommending office-level action to be taken by
the Assistant Director. It drafts planning, policy, and operational papers for the Assistant
Director and undertakes such other specialized funcétions as he may direct.
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OFFICE OF OPERATIONS
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Foreign Tocuments Divisicn

FUMCTIGIAL STATEMENT
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S=E-C=R=E~T

OFFICE OF OPERATIONS

< .
Foreign Documents Divisicn

FUNCTIONAL STATEMENT (Continued)

Office of the Chief

This Office directs: (a) the exploitation of foreign language dceuments in accordance with
the infommation requirements of the offices of CIA and the IAC agencies; (b) the development
of new sources,; methods, and techniques for such exploitaticn in order to assure the besit
possible coverage of availible source material; (¢) the review of all available foreign
language documents to determine their applicability toc existing intelligence needs; and

(d) the coordination with other Government agencies and representatives of foreign governments
in connection with foreign language document exploitation as directed by the Assistant Director
for Operations. The office directs a central translation service to suppert informational

and operational needs of CIA and to fulfill; when workload permits, the translation requests

of other approved intelligence agencies.

Administrative Staff

The Administrative Staff provides administrative control of Division personnel; plans and
advises upon administrative policies and procedures; provides supply, property, budget; space,
communications, and message center services; interviews applicants and processes persomnel
actions; objectively analyzes the capabilitlies and qualifications of branch persomnel in the
light of positicn requiremenits in order to effect more efficient utilization of perscnnei;
supervises security, safety, fire, and other emergency matters in compliance with CIA regu-
lations; coordinates training of FDD personnel with the Office cof Training; controls interrax
routing of official correspondence; and in addition, is responsible for the internal receipi,
routing, and control of intelligence reports received from OCR.
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S-E-C~R=E-T

OFFICE OF OPERATIONS *:

-
Foreign Documents Division

FUNCTTONAL STATEMENT (Continued)

Reports Branch

The Reports Branch (a) assigns all requirements received by the Division and coordinating
divisional projects as directed by the Division Chief; (b) screens all foreign language
material received by the Division and controls document procurement requests, including
estimating and adjusting the budgetary allocations for this purpose; (c) edits and prepares
for reproduction all material produced by the Division for publication; (d) maintains .
complete and continuous records of the Division's exploitation and reporting operations, %
and prepares monthly statistical reports of the Division's operations and other special
reports as required; (e) processes and accounts for all material assigned for translation
outside the Division; (f) directs and records the transmittals to the appropriate GCIA
offices of all reports and translations’ prepared in the Division; (g) controls and reports
inter-agency liaison by Division personnel, as required by CIA regulations; (h) maintains

in cooperation with other US intelligence agencies, a Document Exploitation File for
prevention of duplication in the exploitation or translation of foreign-language documents 3
(1) publishes a monthly report on foreign-language exploitation and/or translation for use
of the IAC agencies; (j) requisitions all reproduction work, copying and bookbinding,
required by the Division; (k) maintains complete files of FDD's reports for reference
purposes; and (1) coordinates and controls the Division's Records Management program in
compliance with Agency policy and in coordination with Management Staff.

USSR, Scientific & Technical, Far East, Fastem Burope, and Western World Branches

The funetions of these operational branches are essentially the same except for subjects or
area responsibility given separately below. The branches (a) exploit foreign-langusge
documents for intelligence information concerning their area or subject in answer to con-
tinuing programs developed on the basis of recommendations of the NSCID-16 Advisory Committee;
subject to the approval of the Assistant Director for Operations, and in answer to specific
requirements of offices of CIA and IAC agencies; (b) provide translation and interpretation

FOD-4
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S-E-C=R-E-T

) OFFICE OF OPERATIONS

Foreign Documents Division

FUNCTICNAL STATEMENT ( Continued)

USSR, Scientific & Technical, FE, FE, and Western World Branches (Continued)

service upon requests from offices of CIA and when possible for other intelligence agencies;
(c) provide abstracting service on covert foreign-language documents procured by the Agency;
(d) support propaganda analyses; and (e) wndertake research or direct external research from
foreign language sources as requested by responsible CIA offices.

The Branches revieir all available foreign-language documents to determine applicability to
existing intelligence requirements pertinent to their area or subjects s initiate procurement
requests for necessary documents, analyze, select; extract, summarize, translate, compile,

or collate intelligence information in the exploitation of such documents, prepare intelligence
information reports and analyses; maintain liaison with their counterparts in components of
the offices of CTA and the TAC agencies.,

USSR Branch
Covers the USSR in all fields except scientific intelligence., It is composed of the following
Seven sections: Materials, Industrial, Services (Transportation, Utilities, and Communications),

Economic Management and Manpower; Political and Sociological, Biographic and Military, and
Special Projects.

Scientific and Technical Branch

Covers the scientific and technical fields. It is composed of the following four sections:
Engineering, Electrical and Electronics, Physics;and Mathematics, Chemistry and Medicine.
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S-E~C-R~E-T

\ OFFICE OF CURRENT INTELLIGENCE
FUNGITONAL STATEMENT

The Office of Current Intelligence is charged with the respoasibility for produciag ail-source)
current intelligence and for the Procurement.. exploitation and secure handiiag of special information.
Its primary fuaction is to render curreat iatelligence subbort to the Director of Central Iatelligence,
his Chiefs of Station abroad, the Nationai Security Councii, and the Presideat. The Office is aiso
responsible for maiantaining and supportiag the USCIB Secretariat, and confributing to the support

of the National Indications Center through the IAC Watch Committee.

In matters relating to special intejligence, OCI has responsibility for negotiating procurement,
insuring security, arranging maximum exploitation aad use, and carrying out interdepartmenta] and
international liaisom. Tea special intelligence ceaters or restricted areas in CIA are controlled
by this Office, in each of which are statioded working eiements of other CIA Offices whose needs
extend to the exploitation of all-source iaformation available in OCI. The Assistant Direcror, as

a member of USCIB, represents CIA and gives srtaff assistance o the Director of Ceatral Intelligence,
who is Chairman of USCIB, the Board's primary function being formulation of operational and security
policies for implementation by member agencies.

SUPEORT of USCIB and NIC
USCIB Secretariat
The United States Communications Intelligence Board Secretariat, coasistiag of administrative
and clerical personnel who are paid, given office sbace, and provided togistic suppor*. by CIA
for the Board Chairman in his capacity as Direcror of ffeatraj Tafeijigeace, produces contiauiry
of the executive, techaical, aad administrative affairs of rle Uaived Stata: Commuaicaripas

Inteliigence Board and performs such functions ax are asgigaed by +he Board.

Nationai Indicatiocas Center

The Natiocaal Indicatioas Ceater was created by DCID 5/2 10 suppos* the Watch Commi‘*tas 5f the
IAC and consists of substantive and support Personne as CIA < cont:ibutinn 19 +he Cenvar,
9E€E-2
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~ OFFICE OF CURRENT INTELLIGENCE

FUNCTIONAL STATEMENT (Cont‘d)

Special Intelligence Staff

The Special Intelligence Staff provides for CIA implementation of special intelligence policy
formulated by USCIB, and represents and advises the Assistant Director in matters of liaison and
interdepartmental coordination bearing on special information. It assists in planning with regard

to development, exploitation, sanitization, disguise and operational use of such special intelligence,
and provides representation on committees concerned therewith. Its Security Branch controls physical,
personnel, and operational security measures required for the protection of intelligence of a high
order of sensitivity, and advises and assists the line of supervision in exercising its responsibility
for enforcement of the CIA security program in Special Centers, in staff capacity. The Requirements
and Assessments Branch provides operational assistance in the establishment, coordination and levying
of information requirements. It initiates collection actions and processes requests for intelligence
material available through others; this applies to special intelligence as well as collateral material.

The Support Staff provides the Office of Current Intelligence with administrative and operational
assistance. Its Disseminationand Registration Branches disseminate and coatrol information and
intelligence, in addition to operating a special courier system for sensitive materials.

The Administrative Branch acts for the Assistant Director in matters of personnel; career service,
management, budget and finance, training, emergency planning, and logistics.

Production Staff

The Production Staff, through its Chief, provides the Chairman of the Publicatioas Board: it advises
the Assistant Director in regard to the production of current intelligence publications and briefings
it veviews, edits and produces current intelligence publications, issuances and briefings, aad
provides a 24-hour watch over incoming information in order to alert appropriate officials on receipt
of important information.
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S OFFICE OF CURRENT INTELLIGENGE

FUNCTIONAL STATEMENT (Cont‘d)

Production Staff (cont’d)

Secretariat

The Secretariat scans all~source current information and alerts CIA officials
upon receipt of important information; it prepares special current intelligence
reports for the Director of Central Intelligence and supervises the reproduction
of OCI publications. .

Editorial Division

The Editorial Division reviews all items submitted for inclusioa in OCI
publications and special current intelligence issuances for adherence to
prescribed editorial standards: it also guides and assists OCI production
components in the preparation of materials for OCI publications.

Presentations Division
The Presentations Division administers, arranges or presents all-source
current intelligence briefings or debriefings requiring participation

by OCI; it prepares graphics and reference material for use in briefiags
and in current intelligence publications.

Sino-Soviet Bloc Area

The Sino-Soviet Bloc Area plans, coordinates and produces all-source current iateiligence on the
USSR, the Soviet Bloc, the international orgaanizations of communism as instruments of Soviet
policy, Communist China, North Korea, and North Vietuam; it prepares for the Assistant Direcror,
Current, Intelligence and the Director of Central Intelligeace veports asnd briefs relating to
indications of capabilities,vulnerabiiities and intentions of aforementioned goveramenrs- ir
provides briefing and other current intelJigence support for other CTA compparats it Drovides
CIA support for the National Indications Ceater and the IAC Watch Committe=.
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S-E-C-R-E-T

A ~
OFFICE OF CURRENT INTELLIGENCE

FUNCTIONAL STATEMENT (Cont‘d)

Sino~Soviet Bloc Area {Cont'd)

General Division

The General Division analyzes all-source current information and produces current
intelligence reports, briefings, and items for OCI publications concerning political
aftairs and indications of political vulnerabilities, capabilities, and intentions

of the USSR, the Soviet Bloc, and the international Communist movement: it integrates
as appropriate, all current intelligence relating to this area, and provides briefings
ana other current intelligence support for other CIA components.

Military Division

The Military Division analyzes all-source current information and intelligence provided
by the Defense Department and other sources concerning military establishments, inten-
tions, capabilities and vulnerabilities of the USSR and the Soviet Bloc; it interprets
military intelligence produced by Service agencies for guidance of the Assistant Director,
Current Intelligence; it integrates Service-produced intelligence with OCI-produced
material for inclusion in OCI publications, reports and briefings, and provides brief-
iug and other curvent intelligence support for other CIA components.

China and Asian Satellites Division

The China and Asian Satellites Division analyzes all-source current information and
produces current intelligence reports, briefings, and items for OCI publications
concerning developments and indications of vulnerabilities, capabilities, and inten-
tions of Communist China (including Manchuria, Inner Mongolia, Tibet, Sinkiaug), North
Koxea, North Vietnam, and Outer Mongolia; it integrates, as appropriate, all current
intelligence relating to this area, and will provide briefings and other current
intelligence support for other CIA compoaents. '

ocr-5
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Free World Area

source current intelligence on foreign

. its European Satellites, Communist China, and the Asian
1ligence support for other CIA components.

Western Division

after necessary coordination with other CIA components, all-
source current intelligence reports and items for OCI publications concerning specified

Western European, Scandinavian an{ ] organizations for
European integration and related affairs, Latin American countries; and United Nations
organizational matters; it provides briefing and other current intelligence support for

other CIA components.

Tne Western Division produces,

Asian-African Division

after necessary coordination with other CIA compouents,
all-source current intelligence reports and items for OCI publications concerning specified
Far Eastern, South and Southeast Asian, Middle Eastern, and African countries; it provides
priefing and other cuvrent intelligence support for other CIA components.

The Asian-African Division produces,

Overscas Activity
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S OFFICE OF NATIONAL ESTIMATES

FUNCTIONAL STATEMENT

The mission of the Office of National Estimetes is derived from the mandate of the National Security Act
of 1947 "to correlate and evaluvate intelligence relating to the national security . . . using where appro-
priate existing agencies and facilities,! (Title I, Section 102(d) (3)).

The Office of National Estimates (ONE) has since late 1950 been the response of the CIA o the responsi-
bilities imposed upon it by law and basic directives in the field of intelligence estimates. The organi-
zation and operation of OME reflect the recommendations made by the Hoover Commission and the Dulles
Committee, the two major groups which have studied the problem of producing national intelligence
estimates.

ONE has but one mission: to produce national intelligence estimates (NIE's) in close collaboration with
the TAC agencies, The NIE is viewed as the end-product of the entire intelligence process, a product
designed t¢ serve as essential intelligence backing for US policy and planning on the highest level of
government. ONE sets the estimates process in motion, guides the estimates through this process, and
coordinates and reviews them until their final approval by the Intelligence Advisory Committee.

In addition to the production of national estimates, but related thereto, ONE provides the Secretariat
of the Intelligence Advisory Committee, intelligence support at the Bnard Acecictontic lewel —o o SC

Office of the Assistant: Director

The Assistant Director for National Estimates provides the over-all direction of the office, and, as
chairman of the Board of National Estimates; directs the production of national intelligence estimates.
Together with the Deputy Assistant Director, also a member of the Board, he assigns production responsi-
bilities and priorities among the components of CIA, and among the intelligence agencies of the Federal
Government. In addition to directing, as a Board menber, the production of individual estimates, he
provides general supervision for all estimates and assumes responsibility for their presentation for
final action by the Intelligence Advisory Committee, He also direct the preparation and review of
memoranda for the Director on a wide range of intelligence problems and personally briefs the Director
on these matters as well as on pending estimates,

OV E-2
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FUNCTIONAL STATEMENT (Cont'd)

Office. of the Assistant Director {Cont'd)

The Deputy Assistant Director, also intimately involved in the estimative process, assumes responsibility
for the over-all management of the coordination process which involves continuing contact with and
direction for the contributing agencies and offices. He provides for the intemal management of ONE.

The Board of National Estimates

The Board of National Estimates, under the chairmanship of the Assistant Director for National Estimates,
is the core of ONE, This Board consists of up to ten senior intelligence officers with a long and wide
variety of experience in intelligence and related fields. The membership is personally selected by the
Director. :

Individuzls are selected from among outstanding scholars of national repute, experts in the fields of
strategy, political science, economics and other Social sciences and persons with the broadest experience
in the field of intelligence at the highest level. A balance is maintained between career intelligence
officers and others.

The Board is responsible for the estimates produced. It takes the leadership in deciding which estimates
to produce in the case of self-initiated estimates, and what the scope should be — sometimes even in
the case of estimates requested by the NSC or other high authority. The Board reviews terms of reference
and draft estimates before they go to the IAC agencies. A member of the Board is chairman of the meet-
ing of IAC representatives who meet with the Board during the interagency coordination process. The
Board decides when a draft is ready for IAC consideration. Both the Chairmen of the Board and the Board
member in charge of the particular estimate attend the TAC meeting when the estimate is under discussion
and defend the draft on behalf of the interagency team which participated in its production.

The Board of National Estimates is also responsible for providing the IAC with a program of National
Intelligence Estimates, prepared with the guidance of the NSC Planning Board, and in consultation with
the several IAC committees and in coordination with the IAC agencies. Requests for éstimates other
than those programmed are transmitted to the IAC via the Board of National Estimates.

owveE-3
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FUNCTIOHAL STATEMENT (Cont!d)

Ihe Board of National Estimates (Cont!d)

The Beoard has also been assigned by the IAC the direction of a review of National Intelligence Ubjectives,

The Board of National Estimates, in order to improve the validity of NIE's N cond{m’(}s reviews of ceriazin
estimates to identify intelligence deficiencies that were evident in their preparation, Periodically,
& summary of intelligence deficiencies is prepared, in consultation with the IEG agencies, for noting
by the IAC and issuance by the DCI for the guidance of collection and research activities.

2

The Estimates Staff

The Extimates Staff consists of a group of intelligence officers selected Ffor their competence to give

substantive staff support to the Board of National Estimates. Broadly speaking, this s poery is of three
kinds: (a) the preparation of draft estimates from all sources including contributions submitted by the
intelligence organizations of The Department of State, The Joint Staff, The Army, The Navy, The 4i
The Atomic Energy Commission, The Federal Bureau of Investigation, and offices within CIt; (b) pr iding
knowledge and judgment on trends and developments in areas the world over; and (c) providing liaison
with or%aniza'.tions with which ONE works (IAC Watch Committee, NSC Planning Board, The Joint Staff,

This professional Staff numbers some 25 intelligence officers. These are organized, for administrative

and operational convenience into four main areas ( USSR/EE, Western Europe/Latin America, Hear East, and
Far Rast).. A Chief of the Estimates Staff generally coordinates staff a2ssigmnments and activity
particular, determines vhen a draft estimate is ready for Board consideration.

8
LR
N

5

Increasing demands have been made on the Staff for assistance in matters not directly related to the
preparation of NIE's; viz,, commenting on draft HSC papers, writing speeches feor others, working on

ad hoc policy committees, contributing to a2gency indoctrination and training classes, commenting on OCB
papers, and assisting in the preparation of the Director for briefings to be given to the NSC,

Efforts are' cons istently made by ONE to permit Staff members to broaden their experiences. They are
sent to the National War College and other senior service schools. They are rcotated to other offices
y - .

OWwveEy
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FUNCT IOMAL STATEMENT (Cont'd)

The Estimates Staff (Cont!d)

and to field assignments such as duty with thd

Within OME periodic rotation between various stalif sections is encouraged,

Direct staff contact with the military services is facilitated by having representative officers
from the services on detail in Staff assigmments.

Support Staff

The Suppor ¢ Staff includes those components which provide the administrative support for the
Board of National Estimates and the Estimates Staff. This group includes research assistants,
information control personnel, typists, stenographers, proof-readers and clerks.

B Panel of Consultants

Consultants are used to review selected estimates. This provides an extra-govermmental check,
particularly on key questions where little evidence is available and where an estimate is neces-
sarily based largely on judgment.

The ONE panel of consultants consists of eminent individuals of national reputation in their
respective fields.,

Selected members of the Board and Staff meet bi-monthly at Princeton University with a group of
consultants drawn from the panel for two days of discussion on vital international issues., 4
member of the Board of National Estimates acts as chairman of the group.

Secretariat of the Intelligence Advisory Committee

ONE provides the Secretariat of the Intelligence Advisory Committee.

oONVE- S )
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FUNCTIONAL STATEMENT (Cont'd)

Secretariat of the Intelligence Advisory Gommittee (Cont'd)

Inasmuch as about 80% of the actions of the IAC involve the consideration of MNIE!

thereto, and many of the other actions concern interagency coordination, in which ONE is so actively
involved, the location of the Secretariat in ONE provides for the efficient performance of this function
Wwith & minimum of additional cost and effort,

S or matters relating
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S~E-C~R=E~T

S OFFICE OF SCIENTIFIC INTELLIGENCE
FUNCTIONAL STATEMENT :
=t VAL S LATEMENT .
Assistant Director
=221s5tant thrector

intelligence in accordance with the responsibilities of the Agency. It provides support on
scientific and technical intelligence matters to the Director of CentraI”rntelligence aand other
officers and Offices of the Agency including particularly support to the collecting offices.
The immediate QAD provides over=all direction and supervision of the activities of the Office

The Executive Officer communicates instructions and decisions of the Assistant Director,
Scientific Intelligence (AD/SI) as required, coordinates the activities of 0/SI Division and
Staffs as directed by the AD/SI, ang plans and directs all Office=level administration and
management activities, including training, budget, bersonnel matters, security, information
control and liaison clearances,

Elint Staff Officer and Special Assistant

The CIA ELINT Staff Officer is charged with providing Staff assistance to the Director
of Central Intelligence in Planning, coordinating and directing the Agency ELINT Program. In
this capacity he develops and examines over=all Agency ELINT policies, plans, programs, and
projects, exercises continuous review of ali day-to-day activities, advises the Director in the
determination of CIA policy positions on national and international ELINT matters, and iasures
that Agency ELINT activities are coordinated with other U.S. and foreign ELINT operations and
with COMINT. He also initiates and directs studies of Agency ELINT botentialities and capabilities
and makes recommendations on their optimum application in fuifilling ELINT requirements, and per-
forms such other duties as the DCI may direct.

Deputy Assistant Director For Production

The Intelligence Production Staff is responsible for technical supervision of all phases
of production of finished intelligence on foreign scieatific research and development. The
0ST~/a
t . . 0140008-1
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) OFFICE OF SCIENTIFIC INTELLIGENCE

FUNCTIONAL STATEMENT (CONT'D)

Deputy Assistant Director For Production (Cont’d)

Staff provides an editorial service for the production of scientific intelligence reports,
including contributions to National Intelligence Surveys; cempiles and integrates scientific
contributions to National Intelligence Estimates: provides staff support in connegction with
0/SI contributicns to OCI publications, and represents the SEC and 0/SI at O/NE discussions

of National Intelligence Estimates. Additionally, the Staff prepares the Office Research
estimates of manhours to be spent on

and Production Program listing individual projects,
each project, and the expected date of completion. In furtherance of the Office Research

and Production Frogram, the staff develops plans for the proper utilization of external research
facilities and the integrated use of consultants as a supplement to assigned personnel resources,

The secretary of the SEC is chosen from IPS,

The Collection Staff provides staff supervision over OSI efforts aimed at (a) defining
by priority 0SI informational needs; (b) expressing these needs in terms meaningful to the
appropriate collector; (c) assisting each collection office to increase its assets for collecting
scientific intelligence information: (d) assisting the collection officers in planning their
collection activities; (e) ascertaining and proposing potential sources to appropriate collectors:
(f) ascertaining, and determining the theoretical feasibility of new scientific techniques for

intelligence collection.

Substantive Divisions

These divisions including Applied Science, Electronics, Guided Missiles. Nuclear Energy and
Medicine, conduct all-source research and surveillance of information and intelligence concerning
research and development in foreign applied science and produce intelligence therein. When necessary.
they conduct further research in their fields and produce intelligence to supplement that produced by
other agencies. The Divisions also develop proposals relating to systems and techniques for the
collection and collation of intelligence and information, and implement assigned programs of support
and assistance to collectors. In order to keep advised of the community ievel of intel igence knowledge
relative to foreign research and development in appiied science, the Divisioas maintain :iaison with
Defeuse Department ageacies and other federal agencies. Within the assigned fields, they provide
sc%;ntif%f and technical intelligence support for the DCI.DDI. ESO. and other offices aad agencies,

S-E-C-R-E-T
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FUNCTIONAL STATEMENT (CONT’D)

Fundamental Sciences Division

This Division conducts all-source research and surveillance of information and
intelligence concerning the over-all organization, education, control, status, trends,
and accomplishments of foreign sciences including chemistry, physics, mathematics,
geophysics, geology, biology and agriculture and produces intelligence therein. It
develops proposals relating to systems and techniques for the collection and collation of
intelligence and information and implements assigned programs of support and assistance
to collectors. In addition, the division provides scientific and technical intelligence
support for the AD/SI and for other Offices and agencies in the assigned fields.

Overseas Activities

25X1A
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S OFFICE OF CENTRAL REFERENCE -

FUNGTIONAL STATEMENT

The @ffice of Central Reference is charged with providing reference facilities for all components of
the agency; and with providing a central service for the coordination of intelligence requirements, the
servicing of collection requestsy and the dissemination of intelligence materials.

To fulfill this mission, the Office is charged with the following functions:

Design, develop, and operate such central reference facilities as will ensure that the content: of all
available intelligence materials is immediately accessible to all offices of the Agency in support
of intelligence production.

Tn collaboration with the Management Staff, conduct research into, and advise Agency components
upon the application of machine techniques and special devices to problems of information control
and bibliographic research.

Operate the CIA Library, which serves all offices of the Agency in accordance with their needs
and other agencies of the intelligence community to the extent possible.

Provide books, periodicalsy documents, and other publications required for use by all components
of the Agency.
25X1A R . . N o s .
Develop and operate such specialized registers of |:| industrial and graohic intelligence
data as may be required in support of intelligence production.

Receive and disseminste, in accordance with current requirements, all incoming positive foreign
intelligence information and intelligence.

25X1B

Develop and implement dissemination policies and procedures in coordination with other offices
of CIA and of the intelligence community.
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FUNGTTONAL, STA TEMENT (Cont!d)

Provide g central service for the Soordination of Specifig foreign intelligence requirements,

S

Determine, in ¢ollaboration with the agencies concerned; +rhich collection facilities are best able

to satisfy Specific requirements and, based on thig determination, assign collection missions,

Conduct operational liajsnon with al] components of the Agency and wity other Government agenecies
and departments in the execution of the above mission and functions,

Operate a central Top Secret, Gontrol ang Classification Control service and provide guidance to
Agency Ccomponents op Top Secret Control amd Classification Control Programs,

Office of the Assistant Director
\M

The Office of the Assistant Director is Tesponsible for the over-all direction and supervision

of the Agencyis centralized reference ang liaison Services; for planning anq implementing policies
and programs affecting the or sration of this activity; and directing and coordinating a1l matters
relative to its assigned mission and functions,

Admini strative Staff
== 2lLVe Staff

The Administrative Staff is responsible for providing admini strative and relatedq Support to the
Office of Central Reference.

The Administrative Staff shaii,

Plan and coordinate Personnel administration &ctivities in 0GR, including such matters as
procurement, assignment, utilizations transfer anq Promotion, ang employee relations,

30 September 1956 S<E~C-R-E=T
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™ OFFICE OF CENTRAL REFFRENCE

FUNCTIONAL STATEMENT ( Contid)

Administrative Staff (Contid)

Establish administrative procedures to implement Office and Agency policies and directives.

Coordinate budgetary requirements for the various office activities; plan and develop annual budget
estimates for the Office.

Implement and control the day-to-day financial program in OCR in coordination with the Office
of the Comptroller.

Prescribe and implement internal security procedures.

Direct the procurement, assignment, and maintenance of supplies; equipment, space, and all
general services required by the Office.

Operations Staff

The Operations Staff is responsible for providing emergency assistance to all components of OCR;
and staff assistance to the Assistant Director/CR, as directed, in the accomplishment of the over-all
mission of the Office.

The Operations Staff shall:

Provide manpower, at all levels of competence; to relieve emergency situations arising in
any Division or Staff of the Office.

Provide opportunities for new employees of seneral competence but not specialized experience

to rotate among the several Divisions and Staffs in order to gain by on-the-job experience the know-
ledge of operations and techniques which will enable them to occupy specialist assignments.

Assist the various components of OCR in the preparation of statistical and other data designed

to provide continuing appraisal of work performance,

30 September 1956 SeBeC-R-E-T
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FUNCTTONAT, STATE‘I.ENT (Cont’d)
Operations Staff (Contiq)

Provide a Trainipe 715 aison Officer to coordinate QCRp training activities with the Office or
Training and supervise training activities of OCR Pérsonnel,

Provide the Secretariat and staff Support to the Central Reference Career Service Board,

Provide the OCR Records Management Officer for the CIA Records Management Program, anq Supervise
and control Office Contributions to the CIp Vital Materials Program,

Prepare periodic revisions to the GuIDE 10 OCR ana the OCR pyTy OFFICERS? INSTRUCTIONS.

Arrange ang conduct orientation tours of the Office by CIA ang TAC bersonnel ang answer general
inquiries op Office facilities ang services,

Develop building Smergency plans for Office bersonnel apg Supervise fire and air rajq drills,

Classi_ficat.ion Control Staff

Glassit‘ication Control Programs,
The Classit‘ication Control Stars shalls

Maintain the central office of record for Top Secres, documents ang the Central Regrading Index File.

Conduct, liaison with other 8government, agencies Tegarding Top Secret, Control ang Classification
Control Programs,
30 September 1956 SeB-CR-E~7T
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FUNCTIONAT. STATEMENT ( Cont!d)

Classification Control Staff (Contid)

Process and distribute the National Intelligence publications of Top Secret classification.

Produce and distribute Regrading Bulletins notifying recipients of changes in classification of
documents .,

Collaborate in the production of Agency regulations pertaining to Top Secret and Classification
matters.

Maintain the repository and records for certain collections of sensitive material,
Service requests for access to material on file in the Classification Control Staff.

Liaison Division
==aS o0 pivision

The Liaison Division is responsible for providing a central Agency service to coordinate intelligence

requirements, assign collection action, disseminate intelligence materials; and conduct related opera-

tional liaison with other government agencies; for controlling operational liaison in accordance with

CIA Regulations; and for procuring and distributing timely information about forthcoming international
conferences and trade fairs and for handling intelligence requirements and arrangements relative to such

conferences and fairs.

The Liaison Division shall:

Provide a central service for the coordination of specific foreign intelligence requirements.
Assign responsibility for and monitor action to satisfy collection requirements. 7
Maintain operational liaison within CIA and with other government agencies for the purpose of

selecting appropriate collection facilities to satisfy specific requests.

30 September 1956 SeE~C=-R-E-T
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FUNCTIONAL STATEMENT (Cont'd)

Liaison Division (Cont'd)

Disseminate all incoming and CIA=produced intelligence material, in accordance with general and
specific requirements.

Arrange continuing and ad hoc operational liaison contacts between CILA personnel and other
government agencies. ’

Provide the necessary administrative support for the Agency's briefing and debriefing of other
government officials, and, as required; debriefing of Agency personnel by other IAC agencies.

Provide advance notice of international gatherings of intelligence interest and coordinate
intelligence requirements and collection and dissemination matters pertaining to these gatherings.

CIA Library
The CIA Library is responsible for providing central Agency reference facilities for all foreign
intelligence information received; for developing and maintaining indexes and bibliographies of intelli-
gence materialg and for purchasing or arranging for the loan of open publications.
The funciions of the CIA Library include:

Receive, process, distribute; and file incoming documents.

Purchase publications required by the Agency; coordinate the procurement of foreign language
publications for other Departments of the U.S. Governmant through the facilities of the Department
of State.

Service loan requests for specific documents, books, and periodicais from the library files or
through inter=library loan facilities.

30 September 1956 S=E=-C-R=E-~T
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FUNCTIONAL STATRMENT (Cont'd)

CIA Library (Contid)

Maintain the Agency's principal document collection on microfilm and orovide items for Viewing
or produce prints for retention by requesters.,

Maintain an Intelligence Subject Code; analyze incoming documents on the basis of subject and
area content for inclusion in a central machine index; and provide reference access to indexed
publications.

Catalog English and foreign language books and periodicals for the Agency's collections.

Operate reading and bibliographic rooms where current newspapers, periodicals; reference publie
cations, card catalogs, and other research aids may be consulted; also maintain branch libraries
as required. ’

Prepare:and-publish a printed subject index to selected intelligerice periodicals and finished
intelligence studies known as the Intelligence Publications Index (IPI).

Compile‘bibliographieg of publications, both English and foreign language, bearing on specific
requirements of the research and operational offices,

Provide clippings from domestic and foreign English language newspapers and periodicals according
to the requirements of the CrA offices,

Special Register

The Special Register is responsible for the establishment and maintenance of files and machine

indexes to Special Intelligence and photo intelligence materials; for providing reference services
necessary to the full exploitation of these materials; and for making available to CIA and all other
government agencies reference information on foreign usage of the radio frequency spectrum and technical

and physical particulars of foreign radio stations.
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FUNCTIONAL STATEMENT ( Cont'd)

Special Register (Cont'd)

The functions of the Special Register are:

HMaintain the Agency's central library of Special Intelligence materials and provide reference
facilities for all such information received.

Maintain the Agency's central file of foreign radio frequency usage and radio station particulars
data,

Collect and integrate into the files of the Register all intelligence materials pertinent to its
mission.

Analyze, extract, and classify pertinent materials for incorporation into comprehensive machine indexes.

Maintain a rapid machine system for searching, sorting, listing, and tabulating information in the
files,

Prepare reports and studies on radio frequency usage and station particulars in response .to requests
from other government agencies.

Maintain a photo intelligence support and reference service in support of ORR.
Machine Division
The Machine Division is responsible for providing machine indexes of intelligence materials held
by OCR and for developing and controlling procedures related thereto; for photographing intelligence
materials on microfilm to ensure complete reference facilities in the CIA Library and complete file

in the Vital Records Repositorys and for collaborating with the Managememt Staff in research and
development of special equipment to improve the Agency's machine-processing of intelligence data.
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FUNCTIONAL STATEMENT ( Cont'd)

Machine Division (Cont'd)
The Machine Division shall:

Establish and maintain, by machine methods, indexes to documentary, graphic; and other intelligence
material, as required.

Provide bibliographic abstracts on Intellofax of materials pertaining to specific and continuing
projects; as required.

Prepare periodic statistics and analysis of indexed material as well as other statistical
reports as required within the Agency.

Collaborate with the Management Staff in research and development of special machines and

techniques and in providing advice and assistance to the Intelligence area on appropriate methods
and systems.

Photograph intelligence material on microfilm and mount the film on cards for use by the CIA
Library in reproducing copies of intelligence material for reference purposes.

Provide microfilm copy and indexes of intelligence material to the Vital Materials Repository
to ensure a protected source of information in case of disaster.

7ﬂ-/ Approved For Release 2002/05/02 : CIA-RDP81-00728R000100140008-1

30 September 1956 S<E-C-R<E-T

-?2 (>



Approved For Release 2002/05/02 : CIA-RDP81-00728R000100140008-1

Approved For Release 2002/05/02 : CIA-RDP81-00728R000100140008-1



Approved For Release 2002/05/02 : CIA-RDP81-00728R000100140008-1

SoE-C=R=E-T

OFFICE OF CENTRAL REFERENCE P

FUNCTLONAL STATEMENT (Cont’d)

Industrial Register (Cont'd)

The Industrial Register shall:

Gollect and integrate into the Register's files all material pertaining to individual foreign
industrial, scientific, and technical establishments; and their inter-relationships.

Analyze; classify, extract, and index by machine methods material for the Registeris files
by basic categories of identification.

Maintain supplemental reference material in city and town dossiers, as well as other published
reference works dealing with science and industry.

Analyze; classify, and index by machine methods foreign industrial product and component
information.

Contribute to programs concerned with the preparation or revision of target mosaics; World
Aeronautical Charts, Radar Return data; and urban area studies.

Prepare, upon request, target briefs and other special reports dealing with individual foreign
installations.

Coordinate and establish operational procedures for handling requests for service levied by
the intelligence commnity, and for collection and other activities requiring external liaison with
other offices and agencies.

Provide facilities for cleared visitors to study reference materials and consult Register
specialists,

Provide other related service and support as required.

30 September 1956 S<E-C-R-E-T
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S-E-C-R-E-T

OFFLCE OF CENTRAL, REFERENCE L4

FUNCTIONAL STATEMENT (Cont'd)

Graphics Register

The Graphics Register is responsible for providing a central reference collection, index, and loan
service of motion picture films and photographs on foreign areas; subjects, |:|for- use
by CIA and other IAC agencies.

The Graphics Register shalls

Index and maintain reference facilities on photographs and motion ~icture films on foreign
areas, subjects, :l etc., having intelligence significance.

Provide assistance in the selection and exhibition of photographs and films in response to
specific and standing requirements of the intelligence community.

Develop and implement procedures for locating, procuring, and disseminating graphic intelligence,

Coordinate development of specific and standing collection requirements of CIA and other IAC
agencies and disseminate requirements to appropriate government and commercial collection agencies.

Provide personnel and equipment for graphic support within the Agency.

Provide other related support to the intelligence community as required.

30 September 1956 S<E~C-R~E-T
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FeF={eR

OFFICE OF FESEARCH AND REPORTS

FUNCTIONAL STATEMENT

The assigned mission of the Office of Research and Reports is threefold: pradoction of
economic intelligence on the Sinc-Sovist Bioe and 1ts Soonomic activities in other arezsg
production of geographic intelligence on a1l areas outside of the U.S.; and cocrdination
of intelligence among Federal departments and agencies in these specific economie and
geographic fields; and related services. The intelligence production parts of this missien
involve not only basic programmed research and publication of resulis, but also research
in direct support of Natiocnal Intelligence Estimaies and the Naticnal Intelligence Surveys
Program; other CIA offices, particularly for operational planning; and cther Government
mits, including policy and action agencies in the econcmic defense structwre. The mission
is accomnlished under direction and policy guidance from the Assistant Director, with
respensibility assigned to nine divisions and the ETC Secretariat working under three Area
headquarbers,_and with the support of three staffs reporting directly to the Assistant
Director.

Office Headquarters

The Aesistant Direcior dirscts the over-all programaing and conduct of economic and
geographic research and intelligence production and guides the interagency ccordination
activities that have been entrusted to this Office. The Assistant Director is Chairman
of the interagency Economic Intelligence Committee, which is charged with reviewing
foreign economic intelligence activities of the U5 Govermment and with arranging for
the preparation of coordinated economic intelligenze studies of interagency interest
requested by the Intelligenze Advisory Committee, the Joint Staff of the JCS, and cther
bedies. He alsc serves as CIA representative on the Economic Defense Advisory Cormittee,
Through his immedizte office and with the aid of an Executive and a Special Assistant,
the Assistant Divector controls certain activities affecting the entire Office, such

as emergeney planning, consultant services, the Office's external resesrch progeam; ORR
activities outside the U.S. and contacts with liaison representatives of other govermments.

30 Septerier 1954 S-E=5~R=E-T
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S-E={C~-R=E=T

A OFFICE OF RESEARCH AND REPORTS

FUNCTIONAL STATEMENT (Cont'd)

Office Headquarters (Cont:d)

The Projects Control Staff is assigned the functions of advising on the status of intelligence
production within the Office, of maintaining production records, and of insuring that dis-
semination of finished intelligence produced by this Office and by the EIC conforms with
existing regulations and policies. This staff processes incoming requests for intelligence
support; maintains a continuing record on the status of all ORR and EIC projects and issues
periodic reports thereon; and advises the Assistant Director and the Area chiefs of over-all
utilization of capabilities. This staff is responsible for keeping dissemination lists under
review and for reviewing individual publications in the light of pertinent security regulations
prior to dissemination. The Projects Control Staff also maintains reading files of all ORR
publications and other CIA finished intelligence.

The Intelligence Inforration Staff is responsible for providing needed information to all
components of ORR. It furmishes the Office channel for serving on collection Offices and
agencies the coordinated collection requirements of the Office; for securing evaluations
requested by collectors, and for arranging operaticnal liaison; briefings, and debriefings.
Through a reading panel and a message center, this staff assures proper routing of incoming
documentary information to components of ORR. The Intelligence Information Staff has also
been assigned certain functions of common concern to the intelligence commnity as follews:
by providing the secretariat of the Requirements Subcommitiee of the Economic Intelligence
Committee, it assists in the coordination of priority requirewents for economic intelligences
and it coordinates | |
program for economic reporting from the Soviet Bloc.

The Administrative Staff provides advice to the Assistant Director and support to all comporents

of the Office on administrative matters. This staff processes and reviews all position allccaticns
and classifications, persomel actions, personnel evaluatiens, training requesis, persomel and
physical-security matters, travel arrangements, purchase requicitions; and arranges for manzgement
surveys. It maintains the ORR records management progranm, develops budgetary statements and reports
for ORR; administers employee services, and pruvides Office liaiscn with DD/S offices.

20 September 1956 8-E~G-R-E~T
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The Map Library Division maintains and develops or a continuing basls a comprsh
providing a current world-wide coverage of fereign specislesubject maps, together
map geries, target charts and photo mosaicgy, and other map reference materi
use by CIA and other intelligence agencies. The ision Chief; as the T
Special Asgsistant for Maps, provides substantive ection zmd leadership for
State Geographic Attache program and chairs the Inter-Departmental Map Frocurement Coo ating
Committee.

e library

ith stretegic

ir

‘The Geog

»phy Division is responsible for previding geographic intelligence in support of covert
operational planning, scientific and economic intelligence producticn, the Strategic Alr Cormand,
5

2nd the National Intelligence Survey program. Iis resesrch includes ares

border and route studies; and alse |:|
This division provides intelligence on Scviel, activ

bear on Soviet Bleoc war capabilities.

analyses,

The Cartography Divisicn provides finished intelligence in cartographic
support ve other finished intelligence production, high-lzvel briefings;
Through its activities in the ccordination of bhe NIS base mapping progr
Office and interagency support, this divisicn estabiishes standay
and promotes presentavicn of intelligense data in carvegraphdc I
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QFFICE OF

FUNCTIGNAL STATEMENT (Cont'd}

Gecgrapkis Area {(Cont?d}

}

The Photo Intelligence Divisicen providse p aphi c=ir:tf".‘?l*" gense suppeort for inteiligence
~cfu,ues in the econemic, geographic, scientifis; = Opt- tiens 716.1(1‘ within the
Lgency and develops, through training of analysts in O‘DhF_\ = o*-m:*g

capability within the Agency in the utilizaticn of p‘ s division
alec oevelcp improved phoie=intelligence teckniques = *"eq“ aments
for vhoteo reconnaissance. It supports the current £ CIA as
well as exploitztion of recormeissance raphy ¢

Teonomic Area

The Chief, Economic Research, is responsible for that part of the ORR missi as provided
in DCID 1571, concerned with production of z2lle-source econeomic intelligence o the Sinc-

gen.

Soviet Blog ard its activities in non-Bleoc countries., The .«ma“ migsicn is t¢ provide the
econcmic intelligence raguired for naticnal 1'1teu.<genoc purpeses, for support of other TAC

agencies and interagency groups, and for other CIA Offices the carrying out of their
assignad responsibilities. The Lrea provides secretariats S members for FIC subcormittses
in its field of responsibility. The Lrea includes the Chief's offize and immediate supporting
staffs, and four operating divisions - one concstmed with over-zl] ecanomic appraizals and
three with functienal responsibilities for indivicdusl secters of the Bloe ecoromy.

s Divieion produces aggregan’ 2 lyses and allesour intesrated economic
ence in collaboration with othew -ivisions. This division also develeops resears
teckniques and metheds, and recommends - rovoments in statistical standards and in research
practices in the interest of increasing :zl.s and censistency ~ the ORR intelligenc
product.

€

[ 3, =
Fo Lo =lai=ReT

ad
(o]
jan}

Approved For Release 2002/05/02 : CIA-RDP81-00728R000100140008-1




a1y~

raw materiais
ecenonic intellige;
try; chemicals; p
and electric powsy,

> L

cally, thig divis
erops from agriculturs » fishi res
metals and nonfervous metals and minerals:

<5

The Services Division is respongitle forp vroviding inte

aspects of the Bloo esonomy. It conducts Tezearch in b

ministries; in econemic orgenizations 5 in human resscurc

and capabilities 5 in international

and on Sino-Soviet 3lac abilities for and activities in sonduc

the undardevel oped countries of the world. Im addition, this divis

providing the ccordinsted int eeded by agencies of the ,

the formulation =na adminigtr, conemic defense policies and apsratier
it ion fumishes the secretariat of

in constmucti
trade and finance H transport,

arged with

connection

with this responsibility, this divie ; :fense
Intslligense amitiees provides the inteliigence representation on the Siversion Control Ne by
produces intelligence on clandestine trade ang finensial transacticns required for enfercement
of trade controls against the Bloc; ang coordinates other intelligence nroduced by CRR ang
elsevhere in CIZ in support of the econonic defenss program of +he Government,

Cocrdination Arez.

The Chier, Coordination, . is ‘responsible for directing the activitiss of the EIC .Seoz
and Techniques arg lethods Divisicr. He serves a3 Viee Chaiwman of the ZIC, CcIs representative
on the Executive Committes of the Economic Defense Ag 2Ty Ccmmi‘{:tee; end Chaimman of the
Economic Defense Intelligence Committes,
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CFFICE OF RESEARCH AND BRPORTS

FUNCTIONAL STATEMENT (Gont?d)

Coordination Area {Cont’ a)

The EIC Secretariat solicits and consolidates into coordinated repor
member agencies on economic matters referred to this committee; con
intelligence production, facilities, and programs, guides the ET
furnished by the Opg divisions, and provides continuing administ.
the EIC under the terms of TAC=D=-22/1 (revised).

ts the views of the EIC
ducts surveys of economic
C subcomittee secretariats
rative support as required by
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OFFICE OF masic el e ¢

FUNC TTONAT, STATEMENT
T2 TEMENT

Administer the NIs Prograp in accordance with applicabie Provisions of Nsc, IAC, ang CI4 directives.

Serve ag Chairpap of the Nationay Intelligence Survey Commi ttee for the development, of over-aij Policies
and Procedures for the NIS Prograp,

Advise the jolexy regarding budgetaz-y Tequirements for C1A fiscal Support to NTS contzibuting agencies,

Develop, revise ag hecessary apg maintain, in consultation with appropriate agencies ang departments,
an outline of basic intelligence required by the Govemment.

Allocate basic intelligence Production angq maintenance responsibilities, in consultation With othep
agencies apg departments, on the basis of intelligence requirements, Production Ca8pabilities and
-interests, ’

Coordinate broductiop and mintenance of the National Intelligence Surveys, 2nd provide hecessary
advice ang guidance 4o contributing agencies ang departments in relation to methods ang techniques
of Tesearch, Production apg Presentation,

Devige Nationay Intelligence Survey dissemination Policies ang TeQuirements and NIS production apg
maintenance Scheduleg s in consultation with appropriate agencies and departments.

Review apg edit contributions to Nationa) Intelligence Surveys, and arrange apg direct the publication
and dissemination of such Surveys,

ment of gra basic int, i Policies apg research ang Producti,
Special Studies in basic intelligence as directeqd,

0387-2
30 September 1955 S-E-CR-E.

0008-1
-00728R00010014!

d For Release 2002/05/02 : CIA-RDP81-00

Approve




Approved For Release 2002/05/02 : CIA-RDP81-00728R000100140008-1

S-E~C-B-E-T

OFFICE OF BASIC INTELLIGENCE

FUNGTIONAL STATEMENT (Conmttdy

Editorial Division

Accomplishes final correlation reﬁew and editing of National Intelligence Survey material, including
determinations as to qualitative adequacy.

Gives advisory direction to producing components regarding NIS requirements, production, and maintenance.

Regional Division

Analyzes, correlates, and reviews National Intelligence material. Monitors the NIS maintenance Program.
Examines general regional situations affecting office requirements.

Publication Division

Correlates and reviews NIS maps and graphics material pertinent thereto. Gives advisory direction to
producing components regarding NIS map and graphic requirements, production and maintenance. Supervises
the NIS gazetteer program. Prepares NIS material for publication., Establishes NIS printing require-
ments and arranges for the reproduction of finished material

o8-3
30 September 1955 S-E-C-R-E-T
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Deputy Director
(Suppoxt)

, l

Special Support Assistant (In/s)

—

Commercial Staff 7

Dps-/
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N
OFFICE OF THE DEPUTY DIRECTOR (SUPPORT)

FUNCTIONAL STATEME: ™

Office of Deputy Director (Support)

Responsible for the over-all administrative support of the Agency, coordination of Agency
activities, and direction of Agency organization and staffing requirements in accordance

with policies of the Direcicor. This office is further charged with establishing and maintaining
a continuous management improvement program to insure both effectiveness and economy of operations
on an Agency-wide basis. In addition, the Deputy Divector (Support) is responsible for the over-
all directicn of all emsrgency planning for the Agcncy.

Special Support Assistant (ID/S)

Responsible for ensuring adequate, proper, and timely support to the Clandestine Services. He
serves as the focal point for the DD/S and DD/P for the resolution and coordination of support
problems of mutual concern.

Commercial Staff

Responsible for reviewing proprietary activities of the Agency; providing technical review,
assistance and advice in those aspects wherein the protection of the U. S. Government intevest
might be affected; in coordination with area divisions and appropriate support offices, is
responsible for staff direction and supervision of activities requiring commercial or business
management suppert; and for other related administrative and financial suppert as raquirad.

DDS-2
30 September 1956 §-E=0-R=F=T
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30 September 1955

S<E~C-R-E-T

Approved For Release 2002/05/02 : CIA-RDP81-00728R000100140008-1




Approved For Release 2002/05/02 : CIA-RDP81-00728R000100140008-1

Approved For Release 2002/05/02 : CIA-RDP81-00728R000100140008-1



25X1A

Approved For Release 2002/05/02 : CIA-RDP81-00728R000100140008-1

S-E-C~-R~E-T

FUNCTIOMAL STATEMENT (Cont'g)

Services Division
———===> __Vision .

Responsible for providing centralized printing and reproduction services, tabulating machine
services, storage facilities, (i.e., Vital Materials Repository) for vital materials, and
reference services with respect to documents and information contained within the Vital
Materials Repository,

Records Gemter Division

Responsible for the receipt, storage, maintehance and iss
the Agency. Its other responsiblities include the destro

with approved schedules s and the preserva
value, '

uance of the inactive records of"
vying of. certain records in accordance
tion of records with permanent or long retention
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S~E-C-R-E-T
\
OFFICE OF THE GENERAL, COUNSEL

FUNCTIONAL STATEMENT

The Office of General Counsel serves as legal adviser to the Director and all organizational
units of the Central Intelligence Agency and represents the Agency in all legal proceedings.
This Office reviews contracts, agreements, leases , and other legal documents to which the
Central Intelligence Agency is a party; advises andassists in ascertaining and determining
proper regulations and procedures with respect to the use of unvouchered funds 3 examines and
approves in advance of issue all intradepartmental orders s regulations; and related directives
which involve legal questions; and handles the legal aspects of transactions involving matters
of real property with which the Central Intelligence Agency is concerned. The Office is also
responsibie for advising on legal aspects of the status of aliens in the United States who
are the responsibility of the Central Intelligence Agency.

In the field of covert activities the General Counsel furnishes legal advice with respect
to the unique problems of individuals in a covert status and the relationships of such
individuals to the Agency and to other government » Proprietary, and private organizations.
The legal problems arising therefrom extend to all fields » ineluding private, public, and
international law, both U.S. and foreign.

GN-/
30 September 1956 S-E-C-R-E-T
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) Staff
|
|
|
[ 1 |
Budget Division Fiscal Division Finance Division Machine Records
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S-E-C-R-E-T

LS OFFICE OF THE COMPTROLLER

FUNCTIONAL STATEMINT

The Office of the Comptroller is vesponsible for the development and administration of the overall
budgetary and financial program of the Agency. This involves the developing and justifying to the
Bureau of the Budget and the Congress annual budget estimates; formulating and administering =
program of budgetary execution to assure a balanced relationship between funds and activity
requirements to. accomplish an orderly and effective program of expenditure; procuring through
covert and semi-covert channels and procedures the annual appropriations made on behalf of CIA;
establishing accounting and financial policies and procedures and otherwise providing staff advice
to the Agency on all related matters to insure the establishment and maintenance of appropriate
controls and regulations with respect to.accounting and audit matters; and supervising the use

of both vouchered and unvouchered funds for Agency world-wide activities and other financial
matters involving Agency policy and procedure with other appropriate officials concerned with
internal management problems.

The Office of the Comptroller maintains close liaison with all offices within the Agency in
connection with procedures involving the internal administration of budgetary and fiscal affairs.
External budgetary and fiscal activities require coordination and liaison with Committees of Congress,
the Bureau of the Budget; Treasury Department, General Accounting Office. Nepartments of State, Army,
Navy, Air Force, and other governmental agencies. Continued lisison is exercised with budgetary and
fiscal officials in other agencies to insure that financial processing meets security requirements.
For security reasons special procedures are effected in order to permit deviations from the normal
governmental routine channels. The Office of the Comptroller maintains close coordination with the
Office of the General Counsel on legal aspects of budget and fiscal msitters.

Camptroller’s Office

The Comptroller’s Office provides overall supervision and guidance to the components of the Office.

Technical Accounting Staff

The Technical Accounting Staff develops and installs accounting systems and financial reporting

methods and procedures for all components of the Agency and projects; makes periodic inspections

of overt and covert activities, both domestic and foreign, for the purpose of coordinating

financial matters and installing accounting systems and procedures as required to conform with Agency

palicy, and assists operating units of the Agency in the financial phase of project plauning.
coM-2
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Ik
=4
E~N

Approved For Release 2002/05/02 : CIA-RDP81-00728R000100140008-1




Approved For Release 2002/05/02 : CIA-RDP81-00728R000100140008-1

- S-E<~C-R-E~T

OFFICE OF THE COMPTROLLER

FUNCTIONAL STATEMENT (Cont®d)

Program Analysis Staff

The Program Analysis Staff develops and maintains effective program and financisl analyses and
brepares and distributes appropriately analytical reports and statements.

Budget Division
=B JLvision

This Division is responsible for administering the budgetary affairs of the Agency. In this
connection the Division assists other officials in the development of long-range budgetary
brograms and plans; renders advice and assistance to all organizational components of the Agency
in the preparation of annual budget estimates; analyzes and consolidates data received from other
offices and prapares the anmmal budget estimates for the Agency as a whole; varticipates in the
acquisition of funds for the Agency; administers and controls the funds acquired by the Agency
through a planned budget executive program; provides budgetary and statistical data to be used
in justifying the estimates; assists the Comptroller in representing the Agency before +he Bureau
of the Budget, Congress » and other agencies and departments; and establishes and- supervises the
maintenance of records relating to the budgetary activities of the Agency. In addition to the
office of the Chief, the Budget Division consists of the following five branches: 3 Analysis
Branches, Special Projects Branch, and Support Branch.

Fiscal Division
~==-al Uivision

This Division is responsible for planning, coordinating, reviewing, administering, developing

and maintaining the accounting and audit control of all voucnered funds and the reporting control
of all vouchered and unvouchered funds appropriated or transferred to CIA and NSC. The Division,
in addition to maintaining accounting reconciliation and anpropriation reporting conirol of all
CIA and NSC funds » maintains allotment accounting for all. vouchered activities, audits all
vouchered funds expenditures » and prepares and audits payrolls for all vouchered personnel;
keeping related individual employee records of leave » incoms, differentiale 5 allowances; retire-
ment, taxes and bond purchases. It is alsc responsible for effecting reconciliations and report-
ing all retirement and tax transactions, and interprets and applies the provisions of laws,
regulations, and Agency policies relating to the accounting for and expendiiure of vouchered
funds. The Division brepares financial reports and statements as required, performs werking
liaison with the Geners] Accounting Office, Treasury Department, Depsriments of State and Dafense,
s on matters relating to vouchered fiscal astivities

30 September 1956 S-F CoRoET e
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S-E-C-R-E-T

® OFFICE OF THE COMPTROLLER

FUNCTIONAL STATEMENT (Cont'd)

Fiscal Division {Cont‘d)

of the Agency and NSC and brepares inguiries and replies regerding General Accounting Office
questions and excepticns. In addition to the Office of the Chief, the Fiscal Division consists
of the following six branches: Accounting, Payroll » Claims, Travel, Fiseal Processing, and
Disbursing.

Finance Division
s Jivision

This Division administers the unvouchered funds program of the Agency in conformance with the
policies and regualtions established by the Director; maintains appropriate accounts and records
pertaining to the safekeeping and disbursementof unvouchered funds; directs the activities of
Agency Cashiers and confidential funds officers within and without the United. States; devises

and administers uniform standards for the audit > certification, and payment of official expenses
in such manner as to insure operational security; prepares periodic and special financial reports
and statements as required; maintains working liaison with other government agencies in connection
with covert Agency operations conducted Jjointly with such agencies; conducts such foreign exchange
operations as are necessary to support overseas operations of the Agency; performs a continuous
audit of disbursements and accounts relating to domestie and overseas activities ; maintains close
liaison with operating units of the Agency to provide efficient and secure sclution to financial
problems pertaining to covert and confidential activities and conducts a training program

in specialized covert financial procedures for employces going overseas. In addition to the
Office of” the Chief, the Finance Division consists of five Branches: Accounts, Operations and
Liaison, Payrcll and Travel, Monetary, and Industrial Contract Audit Brancb'est

Machine Records Division

The Machine Records Division is responsible for the development and application of tabulating
machine techniques in the keeping of records 5 primarily in the administrative fizld,; looking
toward the elimination or manual methods wherever possible, effecting doliar economies and
increased efficiencies > and permitting the production of- guch reports and information as may
be required for good administrative management., for auditing, and future
In addition to the Office of the Chief, the Machine Recerds Divigion cons
Staff and six branches: Card Punch and verifyiog, Ac
Pevsg;lﬂneg‘. > and Payroll.

¢
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OFFICE OF PERSONNEL

FUNCTIONAT, STATEMENT

Director of Personnel

The Director of Persomnel is responsible for the development and administration of an
Agency-wide persomel program, including formulating and recommending policies, regulations,
and standards which shall govern the administration of persomnel throughout the Agencys
advising and assisting administrative and operating officials on all matters of persomel
administration; inspecting, reviewing and evaluating all phases of personnel management
activity wherever performed in the Agency for compliance with policies, regulations and
standards for adequacy of persomnel programs at all levels of the Agency; representing

the Agency on civilian and military personnel matters with other Government organizationss

and conducting research in the field of personnel management as required in support of
operational programs.

Depﬁty Director of Persomnel for Plamming and Development

Responsible for providing assistance and advice to the Director of Personnel in the formu=
lation; development and coordination of policies s regulations; practices and standards
governing personnel management throughout the Agency; development of plans and recommenda-
tions to meet the Agency's long-range manpower requirements, to establish the personnel
reserve program, and for the mobilization of manpower in the event of a naticnal Eemergency;
review and evaluation of Agency personnel management practices for compliance with regulations
and recommendation of appropriate action where indicated; administration of the Agency's
career development programs; implementation of Agency regulations for acquiring and retaining
membership in the Career Staff, including recommendations as to criteria for the evaluation
of the abilities, capabilities and deficiencies of persomel in order to determine their
suitability for selection into the_Career Staff; and provision of secretariat service and
administrative support to the CIA Career Council, the CIA Selection Board and the Honor
Awards Board as required of the Director of Personnel in his relation to these bodies,

30 September 1956 S~E~C~R-E-T
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OFFICE OF PERSONNEL

FUNCTIONAL STATEMENT (Cont'd)

Contract Personnel Division

Responsible for recommending policy standards governing Agency contracts for persomal
services and certain other special contracts required in support of covert operationss
for preparing and executing such contracts 5 for the review of all field contracts
submitted to Headquarters; for the development of policies relating to Staff Agency
personnel and the complete personnel processing of such personnel, including preparation
of Letters of Appointment: for preparing Letters of Authorization for military details;

25X1A for preparing special;‘gagreements; for recommending policy standards for special
allowances and for gr reviewing all such allowances.

Personnel Procurement Division

Responsible for the execution of an overt and covert personnel procurement program to

meet Agency-wide personnel needs. This includes the development and exploitation of

leads and sources of qualified personnel and the establishment of appropriate lead/source
25X1A registers for current and future use; the maintenance of a local] recruitment

staff together with appropriate facilities to discover, interview and evaluate employment

prospects; and maintenance of statistical controls necessary for a continuing evaluation

of Division-sponsored recruitment activity.

Persomel Assignment Division

Responsible for conducting a comprehensive program for the assignment and development of
Agency personnel, including initial selection and in-service reassignment. The Division
provides close support and assistance to the Agency's career components in the sele ction,
assignment, rotation, development and utilization of personnel; participates in the
development of over-all persormmel policies; procedures, standards and regulations, and is
responsible for the review and approval of all personnel action requests in conformance

with Agency policies and regulations. The Division also provides a personnel counseling
service,

30 September 1956 S=E-C~R=E~T
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OFFICE (OF PERSONNEL '

FUNCTIONAL STATEMTNE (Cont®d)

Benefits and Casualty Division

Responsible for operating, for security reasons; a comprehensive program including life,
health and accident, hospitalization, and air travel insurance for Agency persomnel which
encompasses the issuance of insurance policies, collection of premiums; adjustment of
claims;, and liaison with underwriters; processing claims submitted in accordance with the
provisions of the Federal Employees® Compensation Act and the Central Intelligence Agency
Act in comnection with injury or death of Agericy employeses; processing retirement claims
for service credit, refund, disability or age retirement with the Civil Service Commissionj
processing all cases of Agency persornel within the scope of the Missing Persons Act; and
administrative control of all casualty (serious injury, iliness or death) cases arising
among Agency employees, including notification of next-of-kin; preparation of letters of
condolence, coordination of necessary action with other Agency components; etec.

Records and Services Division

Responsible for processing official persomel actions and maintaining official records of
Agency personnel; preparation of most correspondence with applicants; maintaining statistical
records and preparing necessary statistical reports; providing a comprehensive employee
services program including housing service, recreational programs, fund-raising campaigns;
etc.s operating a central processing service for personnel performing official travel; and
participating in the development of over-all personnel policies; procedures; standards

and regulations.

Position BEvaluation Division

Responsible for providing an Agency-wide program of position classification and wage
administration; participates in the development of over-all personnel policies; procedures;
standards and regulations; allocates Agency and NSC positions; develops classification
standards and qualification requirements; performs wage administration activities governing
all departmental and field positions; and provides position evaluation service and guidance
pertaining te salaries of various associate persomnel.

30 September 1956 5-E-C-R=-E-T

Approved For Release 2002/05/02 : CIA-RDP81-00728R000100140008-1

[y
N3
[y




PE -5

Approved For Release 2002/05/02 : CIA-RDP81-00728R0;)0’i601746008;‘ii

S-E-C-R-E-T

OFFICE (F PERSONNEL P

FUNCTIONAL STATEMENT (Cont!d)

Military Personnel Division

Responsible for the procurement; assignment, administration and disposition of military
personnel detailed to the Agency from the Department of Defensej participates in the
development of over-all personnel policies, procedures, standards and regulations;
conducts necessary liaison with appropriate components of the Department of Defense;
and prepares and maintains the necessary records pertaining to military persomnel.

30 September 1956 S=E=-C-R=E-T
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MANAGEMENT STAF.
FUNCTIONAL STATEMENT

. Office-of "the:Chief

The Chief of the Management Staff administers the Agency's Management, Program, develops and
reccmmends plans, programs, policies, and provecures designed to improve management and
efficiency throughout the Agency; and renders zppropriate support and advice related theretc.

Orgenization and Methods Staff

Conducts studies of organization, functions, systems, and methods; reviews and coordinates
proposals for changes in Tables of Organization and personnel ceilingss provides management
consulting service to all elements of the Agency; conducts research on management techniques
and disseminates resultant information throughout the Agency.

Business Machines Service Staff

Business Machines Service acts on an Agency-wide basis as technical advisor on the application
and utilization of business machines and related equipment; approves purchase:or lsase of new
equipment; conducts research in relation to new machines s techniques and applications and
makes recommendations arising therefrom.

Records Management Staffi

The Records Management Staff administers the Agency's Records Management Pregram involving
the creation; maintenance, use and Disposition of records; Correspondence Managements Reporis
Management; Forms Management; Records Systems; File Standards; Records Dispesition including
technical supervision of Records Cenber Operations 3 and Vital Materials including technisal
supervision of the Vital Materials Repository.

MAN- 2
30 Septamber 1955 S=E=C-R=E=T
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MANAGEMENT STAFF -
FUNCTIONAL STATRMENT (Continued)

Regulations Control Staff

The Regulations Control Staff is respongible for: Assisting in the general development of
proposed regulatory issuances through advice and editing; performing the coordination of
proposed regulatory issuances; recommending amendments, revisions, or rescissions of Agency
regulatory material; supervising the distribution of regulatory issuances; maintaining
official records of the coordination and authentication of Agency regulatory material:
maintaining a central numbering system for all Agency regulatory materials and providing

a central source of policy guidance to any Agency component in the initiation and develop=
ment of regulatory issuasnces.,

Suggestion Awards Staff

The Staff, under the poliey guidance of the Agency Suggestion Awards Committee, is respmsible
for the execution of the Agency’s Suggestion Awards Program which was established in com-
pliance with Title ITI, Publie Law 763, 83rd Congress. This program is designed %o encourage
the participation of Agency employees in improving the efficiency and economy of Government
or Agency operations; to reward employees individually or in groups for their suggestions,
inventions, or other persenal efforts which contribute to effiziency, economy, or other
improvement in Goverrment or Agency operatione.
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Chief, Audit Staff
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Headquarters Audit Division Field Audit Divisions
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S AUDIT STAFF
FUNCTIONAL STATEMENT

Chief, Audit Staff

The Chief, Audit Staff is responsible for the review of financial and property accounting
policies, procedures, practices, and activities to determine that suitable controls are
egtablished to assure proper accounting for all Agency assets, and an indspendent
comprehensive type final audit, demestic and foreign, of all confidential funds and projests
finansed therefrom, and of all preperty. In fulfiliing this responsibility, it is the
function of the Chief, Audit Staff to:

Audit all Agency money and property ascounts to insure compliance with regulations; procedures,
and generally accepted standaxdsg

Review procedures for conducting internal audits of vouchered funds prior to final audit by
the General Accounting Office;

Perform final audit of all financiel accounts involving confidential funds, including but
not limited tos . .

Unannounced counts and inspections at irregular intervais of monies en hand, imprest
funds and other assets;

Periodic bank account reconciliations;
Determining whether cash balances are excessive, facilitiss for the safekseping of

cash are adequate; combinations to safes are protected as requived by reguiations,
and reserves sgtabiished for specific purpoges are realistieg

AUD=-2
am 9, SIS
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AUDTT STAFF
FUNCTIONAL STATEMENT (Gontinued)

Chief, Audit Staff (Coniinued)

Examining individual financial transactioms, payroils, accountings for advances
including trasing of delinquent advances, and miscellanecus expenss items when
deemed necessary. The scope of such audit shall be determined by an appraisal
of internal financial practizes and conirol procedures, the condition of records,
the value of the items involved, and the results of selective teszt shegking.

Perfom final commercial type audit of proprisgtary, subsidy and othsr projects financsd
from confidential funds. Such audits are conducted ab Headquarters by Agensy auditors
and at project sites either by Agency auditors or by public accombants selssted by the
Chief, Audit Staff;

Review, after final setilement, prepayment contract audits in order o deberntine their
adequacgy;

Perform finel audii of all propsriy accownts, including but ast limited to:

Reviewing of property ascounting and warehouse srecedures to determine that
provizion is made for a propsr accounting for all OrOpErLys

Test checking propevty accouniting records to deiamaine that pPropars haged
or isguzd o the Agensy has been entered in ths proper accownt and the balaness
on hand are corrscts

[

Making spot inventories as desmed appropriate, of such
personal officiaml propsriy to see that the balances m
balances listed in the stosk record agwoumby aad

30 Saplenker 1955 GoR=(=RE=T
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N\ AUDIT STAFF

FUNCTTONAL STATEMENT (Continued)

Chief, Audit Staff (Contimued)

Making spobt checks of property in use to determine whether it is being utiliued
in aecordance with regulationsg

Report to the head of the activity concerned cases where it i3 found that an aecount te
be audited has not been brought up to date so as io permit a praipt audit;

Report sudit findings through established channels and follow-up t¢ see that corrective
measures are takeng

Report to the Director any activities which he finds, as a resuit of audit activities,
to be uneconomical; inefficient, or improper; and recommend changes in the interest of
efficiency and protection of Government funds or propertys

Establish and ﬂmct@ overseas field audit wiiis as necessary to effect a
proper independent au of field installations.

Headquarters Audi% Divisien

This staff assists the Chief, Audit Staff in carrying cut at Headguarters lsvel the
reaponsibilities and fumctions outlined above. It is responsible fors

The final audit of all Headquarters confidential funds acgswnte, including
proprietary, subsidy and other projectes administered by Headquarters; all
Headquarters property accountss all Agency spongored activities such as
Government Employees Health Association and the Federsl Credit Uniom:

AUD-¢
30 September 1956 S<E<C=R<E<T
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FUNCTIONAL STATEMENT (Continued}

Headguariers Audit Division (Gontinued)

The preparation and sy

5 the Chief; Audit Staff of reports onm matiers
requiring his attent:

srrective action by other Ageney eompments: and

The development of u:. . vres for all audib activities, domesiie and foreign.

Field Audit Divisions

The field audit divisions carry out the responsibilities amd functions of the Chief, Audit
Staff, with respest to Agsncy installations in most overssas aseas. Thsy are vesponsible
in their respective areas for:

The final audit of" _ali Class A station finanadal accounts and property;

The inspeetion of all Class B statioms including review of financial accouvnis
and properiy {(Final audit of accountings is mads at Headquarters afisr
sertification by a sertifying officer. Clazs B stations do meb have serti-
fying officers)s

The audit of all special projects administered by the Tield installaiions and
such ovher projects as may be assigned by the Chiaf, Audit Staff; and

The prepavation and submisszion to the chiefz of stations and the Chief, Audit
Staff, of reports on matters requiring corrsetive action.

AuD- Y .
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~ OFFICE OF LOGISTICS

FUNCTIONAL STATEMENT

Office of the Director

The Director of Logistics is responsible for the procurement, distribution, and accountability
of the Agency equipment and supplies; for transportation of personnel , equipment, and supplies;
for meeting real estate and construction needs, including office space, building maintenance,
moving, telephone, and other related office services; for providing printing, reproduction, and
mail and courier services; for the coordination and compilation of forecasts of requirements
for Agency logistical support; and for establishing new Agency logistical policy or the modifi-
cation of existing logistical policy. Develops and implements a continuous program for the
systematic appraisal of world-wide logistical operations; negotiates with the Joint Chiefs of
Staff, Joint Subsidary Plans Division, and other government agencies on matters involving
establishment of new logistical policy, and revision of current logistical policy, and evaluates
the extent and effectiveness of support provided to Agency- activities under agreements with
other goverrnment agencies.

Building Planning Staff

Developes technical information and performs executive management and administration of all matters
pertaining to the planning and developing of the proposed Agency headquarters building.

Directs and supervises the development and maintenance of Agency requirements for the new building.

Coordinates and compiles the composite Agency requirements based upon requests submitted by Agency
components. .

Directs and monitors the development and maintenance of current orgenization and functional infor-

mation for the purpose of planning the necessary juxtaposition of various Agency components in the
new building. '

30 September 1956 S-E-C-R-E-T
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OFFICE OF LOGISTICS '4

FUNCTIONAL STATEMENT (Contfd)

Building Plamning Staff (Cont!d)

Establishes standards for each type of space; reviews, analyzes; and approves requirements;
layouts, and space allocation with regard to engineering and architectural aspects tc ensure
efficient and economical space utilization.

Maintains constant liaison with the Architect-Engineer, Construction Agent, private and public
organizations, except where liaison chammels are established by Agency regulations.

Reviews and recommends approval of all schematics, perspectives, plans and other development
work prepared by the Architect-Engineer.

Conducts, directs and coordinates Management, Security, and Communications studies and analysis
for the purpose of ensuring the most efficient and effective utilization of space.

Assists in the negotiation of contracts with the Construction Agent and/or the Architect-Engineer.

Performs such functions as may be required during the site acquisition and construction phases.
Security Staff

Represents the Director of Logistics on all security matters concerning the Office of Logistics.

Advises Office of Logistics personnel, both Headquarters and Tield, regarding security measures
necessary in their daily operations and administration.

Confers with the Director of Security on all Office of Logistics security matters affecting Agency-
wide security policy and recommends desirable CIA security policies as related to Office of Logistics
operations.

Reviews for approval and concurrence all Office of Logistics proposals, plans, projects, and
activities where security is a factor,

Initiates security clearance procedures and maintains necessary records in all cases where the
Office of Logistics must disclose classified informatien to nen~Agency individuals.

30 September 1956 S=B=C-R<E=T ~ 31
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OFFICE OF LOGISTICS ¢

FUNCTIONAT, STATEMENT (Cont:d)

Security Staff (Cont®gd)

Conducts inspections of Office of Logistics installations, present and proposed; tc insure that
the security facilities are adequate for the protection of sensitive materials and activities;
and that proper security measurss are being enforced,

Initiates clearance, briefs contractors regarding Agency security requireménts, and conducts
inspection of the contractorst? facilities to determine that the contractor has adequate security
provisions in accordance with the sensitivity of the production and the classification of the
contract.

Administrative Staff

Assists and advises the Director of Logistics, and staff and line officials in the development,
application, and review of all administrative activities of the Office of Logistics. Such
activities include persomnel; training; budget and fiscal, management assistance, records manage=
ment, general and classified mail. Administers the Agency mail and courier service program.

In coorperation with the Logistics Career Service Board; formmulates and executes internal perscrinel
and training policies.

Develcps personnel requirements, and conducts personnel functions involving the review, recording,
and preparation and disposition of personnel forms and records.

Develops persormmel training requirements for the Office of logistics, directs the formulation of
logistics training programs and ccurses and schedules Office of Logistics personnel fer training.

Administers the Office of Logistics records management program.

Administers centralized mail room, document registry, communications distribution and pickup,
and classified material control functicn,

Prepares Office of Logistics budget estimates, including the consclidation and coordinaticn of .
annual budget requests and Jjustifications. Develops Office of Logistics budget and fiscal policies.

30 September 1956 S~E-C-R-E~T

13?2
Approved For Release 2002/05/02 : CIA-RDP81-00728R000100140008-1




e “ 'Eau

S E=C-R-E-T

OFFICE OF LOGISTICS -

FUNCTIONAL STATEMENT(Cont'd)

Administrative Staff (Cont'd)

Maintains a system of internal control over the allotment and expenditure of funds and furnishes
information regarding the availebility of funds for Office of Logistics programs; projects and
activities.

Maintains the detailed allotment control record for the consolidated Agency covert allotment
for "transportation of things".

Develops and controls procedures governing Office of Logistics regulatory issuances.

Reviews proposed regulations, handbooks, or other directives material for the purpose of determin-
ing whether new policy is established therein or whether existing policy is affected.

Improves existing logistics procedures and develops and ensures the implementation of new and
revised procedures.

Provides assistance to line and staff officials in the preparation of Office of lLogistics
Instructions or Agency regulations.

In collaboration with the Management Staff, studies and analyzes operational efiieciency, organiza-
ticnal structure and utilization of persomnel, to effect improvement in these-fields.

Planning Staff

Keeps the Director of Logistics, and other elements of the Office of Logistics, informed concerning
the logistical aspects of Agency objectives, plans, programs, and projects.

Conducts long-range planning in coordination with appropriate elements of the Agency to meet
operational requirements, to establish strategic reserves, and to develop plans for major and
forward support bases.

Furnishes technical logistics guidance and gssistance to major Agency planning elements to
ensure that essential logistical implications are considered from inception of the plan
to implementation.

30 September 1956 S5-E-C-R-E-T
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OFFICE OF LOGISTICS L4

FUNCTIONAL STATEMENT (Cont*d)

Planning Staff (Cont'd)

Develops coordinated logistics support plans, including gress requirements, for projects or opera-
tions of any component of the Agency to insure aceuracy, adequacy, completeness, and feasibility.

Develops or initiates action to secure basic policies and standards necessary in the planning of
logistical support to Agency operations.

Initiates and develops phased mobilization and war plans for the Office of Logistics in coordination
with appropriate elements of the Agency and the Divisions and Staffs of the Office of Logistiss.

Reviews logistics armexes when prepared b

y other Agency components in order to assure their adequacy,
completeness and logistical feasibility.

Maintains a technical logistics reference center and ser;vice serving all elements of CIA.

30 September 1956 S-E-C=-R-E-T
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FUNCTTONAL STATEMENT (Cont'd)

25X1A

Lod -5

Printing Services Division

Responsible for the developing, implementing, and maintaining policy procedures, methods and
standards for the operation of the Agency-wide printing program and for providing printing
services. Printing services include offset and letterpress printing and all related operations,
all types of photography and motion picture operations, microfilm photograph, collating, binding,
and initial distribution of material so produced. All types of printing material are included.

Provides technical advice to the Director of Logistics and all Agency components in matters >ertaining
to printing and photographic reproducticn. Maintains liaison with the Joint Committee on Printin,

30 September 1956 S-E-C-R-E-T
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OFFICE OF IOGISTICS 4

Printing Services Division (Cont!d)
FUNCTIONAL STATEMENT (Cont!d;

the Government Printing Office, other Government agencies, and commercisl concerns iteo assure that
printing and reproduction facilities are available tc me- the needs of the Agency; maintains
technical supervision over all Agency printing facilities, both Headquarters and field. Cocrdinates
Agency graphic arts research; participates in the training of perscnnel for overseas assignment;
and continuously studies all Agency printing programs and publications in order tc recommend organi
zatlonal and cperational changes which promote over-all efficiency and zssure the Agensy of a2 scundiy
managed printing program.

Procursment Division

Plans; directs; reviews, and coordinates all overt and covert procurement activities of the Agency
from commercial sources, Department of Defense, and other governmenial scurces.

Acts in the capacity of contracting officer in accordance with delegated authority from the Director
of Logistics.

Acts as principal liaison officer to the Department of Defense in the procurement of military suppiies
and equipment.

Advises the Director of Logistics c¢n policies and procedurss on logistical matiers affecting
procurement activity.

Real Estate and Construction Division

Directs the over-all real estate; construction; and housing programs of CIA including engineering
surveys, appraisals, acquisition, design, construction, utilization, repair, maintenance, and
utilities,

Exercises staff and technical direction of all real estate and constructiocn activities conducted
in the field under delegated authority.

Consults with and advises staff and operating officials of CIA with respect tc real estate and
construction requirements involved in proposed and approved projects and programs.

3G September 1956 $-E-C-R~E-T
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OFFIGE (F Logistics ¢
FUNCTIONAL STATEMENT {Conttd)

Real Estate and Construction Division (Contid)

Determines or reviews architectural and engineering requirements for construction projects and
provides for the preparation of plans and specifications.

Provides or arranges for the architectural and engineering supervision, under cover where
necessary, of the actual construction of appreved prejects.

Provides or arranges for utilities engineering supervision, under cover where necessary; in
connection with operation and maintenance, power installations; sewer and water systems s
heating, air conditioning, and refrigeration requirements of approved projects.

Provides for the acquisition and utilization of real property; overtly and covertly as may
be necessary tc meet the requirements of Agency programs and projects.

Provides planning for new CIA Headquarters Building and the long range space requirements
of the Agency.

Prepares procedures, regulations, and standards as may be necessary to carry out the functions
of the Division.

Maintains complete records of CIA real property, directly or indirectly acquired, and prepares
reports for management and operational purposes,

Participates in training and indoctrination of real estate and construction personnel assigned
to field offices,

Arranges for the procurement, maintenance; and repair of all CIA Headquarters space and telephone
facilities.

Supply Division
Formulates, implements, maintains, revises, and promulgates supply policies, directives, procedures,

and standards to provide for maximum efficiency and uniformity in suppert of an Agency-wide supply
system.

30 September 1956 S=E-C-R-E=T
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OFFICE OF LOGISTICS *

FUNCTIONAIL STATEMENT (Cont?d)

Supply Division (Cont®d)

Furnishes technical guidance and assistance to overseas supply operations.
Exercises technical control over the supply operations of field depots.

Identifies and catalogs Agency material, and prepares and publishes the Agency Supply
Catalog and revisions thereto, for supply use world-wide.

Determines requirements, establishes and maintains stock levels for material tc be
carried in Agency depots based on operating requirements.

Distributes Agency supplies and equipment on a world-wide basis as required for
operational support.

Determines and accomplishes appropriate disposal actions for excess and unservicable
property on an Agency-wide basis.

Maintains accountability for all material in stock and in use in U.S. depots,
administrative equipment in use in Headquarters. broverty in use in Headquarters
controlled activities, and the Agency detached stations.

Receives, stores, issues, and controls Agency material held in U.S. depots, including
the performance of surveillance, maintenance; preservation, and renovation of such
materials.

Controls and assures that efficient material handling, space control, and labor are
utilized by U.S. depots and furnishes technical data for leasing, construction, or
alteration of storage facilities.

Trains and furnishes qualified supply persormel for Agency-wide requirements.

30 September 1956 S-E-C-R-E=T
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OFFICE OF LOGISTICS -

FUNCTIONAL STATEMENT (Cont’ d)

Supply Division (Cont'd)

Performs liaison functions with other Government agencies in matters concerning
supply operations with GIA.

Transportation Division

Develops, recomrends, and implements regulations, and procedures pertaining to the
transportation of personnel, equipment and supplies; the operation; use and maintenance
of Agency controlled motor vehicles.

Provides staff and tezmmical guidance with regard to all Agency transportation matters,

Formulates plans, policies, and techmical methods for the training of personnel engaged
in transportation activities,

Arranges for the movement of Agency personnel, equipment, and supplies (including
personal effects and privately-owned motor vehicles) through channels of other Government
agencies and commercial carriers.

Provides motor truck transportation for the movement of Agency equipment and supplies
in the departmental area and for long distance hauls.

Provides Headquarters motor pool service and scheduied bus service,

Provides for the maintenance and servicing of all Agency motor vehicles in the
Metropolitan Area of Washington, D.C.

30 September 1956 5-E~C-R-E-T
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OFFICE OF SECURITY o

FUNCTIONAL STATEMENT

Director of Security

The Director of Security is responsible for the preparaticn and execution of the Agencyts
over-all:security program; and the performance of security inspection functionss

Coordinates all matters affecting the Office of Security’s overseas representativees
provides guidance to Headquarters on matters pertaining to the capabilities of
overseas Security Officers and to overseas rspresentatives on matters pertaining

to Headquarters support potential; ccordinates on the above matiers with appro-
iate Agensy componentss assists in the planning, development; briefing and de-
briefing of all overseas Security Officers.

Ingpection Staff

Conducts special security inspections for the Director of Sezurity.
Policy Staff

Serves as principal advisor %o the Director of Security on all matters in whick the
establishment of security policy is necessarys venders security consultaticn and
guidance to the Director of Security and cther Agency cfficials for sscurity plans on
interdepartmental exploitation, research and cther Jeint effert activities: serves as
Agensy representative on interdepartmental and international commitices wm security
preblems of mutual interest; fumishes security advize to varicus Agenicy boards and
committeez as requested; serves as consultant when requesisd oa matiers concerning
Agency extemal affairs.

SEC-2
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OFFI'S OF SECURITY ,

FUNCTIONAL STATEMENT (Centinued)

Security Research Staff

Collects, evaluates and develops information fer the purpose of detecting, preventing anad
eliminating peneiration of the Agency by foreign inteliigence crganizaticas or by domestic
organizaticns whoss activities may be inimical 40 the United States; mainiains liaisen
with varicus sensitive Govermnment agencizs to assurs the free flow of highly sensitive
information to Agency operations; conducts research in etnnection with employee loyalty
228553 and coordinates the counter intelligence effort throughout the Offdse of Security.

Administration and Training Sitaf aff

Provides the administrative, personnel; budget, supply and training supposrt for all ether
staffs, divisione, activities and operations in the (ffice of Securit

headquarters and fisld offices. It establishes, develops and impleman
travive policies and procedures; is accountable for 211 property ass
sertain technical equipment assigned to headquarters :
and studies and budget estimaies and maintaing oudget
formalates and implements specialized sem
an=the=job and career managemsnt training i
program and policies,

SEC-3
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OFICE OF SECURITY
FUNCTIONAL STATEMENT (] ontinued)

Deputy Director for Personnel and Physical Support

Recommends to the Director of Security the establishment or modification of policy as it
pertains to the fields of personnel and physiecal security; directs the implementation of
security policies laid down by the Director of Security; provides poliey guidance and control
for the Persomnel Security and Physical Security Divisicns; directs and reviews the develop-
ment of long range plans in the field of Persormel and Physical Security.

Personnel Security Division

The Personnel Security Division initiates all personnel security investigations for overt ans
semi=-covert personnel; analyzes the reports of field investigations for overt and semi-covert
personnel; approves such persormel for employment or association with the Agency or recommends
disapproval for securily reasons; conducts s program of review and re-appraisal of emplcyees;
maintains personnel reference files on all tut covert personnels conducts a program of exit
briefings for personnel leaving the Agency or departing for overseas aszignments; approves
transfer of employees between compenients of the 8 £ = = —

gam

Physisal Security Divieien

The Physical Security Division is respansibie for planning and directing & general over-als
security program for safeguarding all ciassified informaticn, installstions, buiidings,
property; equipment and perscnnel of the Agency; for the conduct of physical security Surveys

SEC-4
30 September 1956 8<E=C-R=E~T
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OFFICE OF SECURITY
FUNCTTONAL STATEMENT (Contirmed)

Physical Security Division {Gontinued)

of buildings or areas used by or under the purview of the Agency; acts in an advisory
capacity to other organizational units regardiug the application of security regulationsg
is responsible for the investigation of each gecurity violation or case of loss; theft
or misuse of Agency property; plans guard requirements and supervises the guard forces
supervises recepticnists; provides for the secure collection, transportation and destruc—
tion of classified waste; plans, develops, and conducts and Agency-wide safety program;
conducts program for testing, evaluating, maintaining and repairine s=fa laards 2

Deputy Director for Investigations and Operational Support

The Deputy Director for Investigations and Operational Support directs the implementation
of security policies set forth by the Director of Security and is directly responsible

Security Support Division

The Security Support Division supervises and direcis the conduei of field investigations
of all types of persormel of interest to the Agenvy; supervises operational suppert cases
involving special inquiries cencerning personnel, escorting of perscanel and material;
pretective custody of personnel and other investigaticns in support of Agency cperationsg
scordinates and controls the perscnnel investigation and operational support case loag
of Tield activities; provides guldance to all Sscurity Office persconel on sovert suppord
matters in the conduct of Security Office programss investigates the compromise of sever
arréngements and reports on the security implication of sush STMpremise.

SECc-§
30 Sepiember 19556 - SE-oRfaT
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S-E-C-R-E-T
MEDICAL STAFF /
FUNCTIONAL STATEMENT

The Medical Staff is responsible for providing medical services to all personnel employed by or
assigned to the Cenmtral Intelligence Agency. This function consists of a preventive health
program for the Washington area and a medical support progrem for overseas operation. In the
performance of the activities necessitated by these programs the Medical Staff accomplishes the
physical evaluation of all employees and employme:t applicants, including such examinations

as entrance on duty, preparation for overseas assignments, return from overseas, return from
extensive illness and special request examinations. The preventive health program includes
diagnostic and consultative service, visiting nurse service and the establishment and maintenance
of Agency health rooms where essential. The medical support program for overseas operations
includes the establishment of aid stations and medical posts, the planning of medical aspects

of proposed operations, the training of medical and of non-medical personnel and the maintenance
of current information in regard to therapy and epidemiology.

In asccordance with the regulations of the Bureau of Employees' Compensation of the Department
of Labor, the Medical Staff provides complete treatment and care for compensation cases within
the limits of its facilities. The Staff also effects care and treatment of military personnel
and their dependents, including supplying of medications and referral to proper medical
authorities for specialized treatment.

Technical Services Division

Responsible for the establishment of physical standards for all Agency positions both domestic
and foreign; the physical evaluation of all employees and applicants, including such examinations
as entrance-on-duty, overseas, returnee, return from extensive illness, annual examinations and
special examinations; the Agency preventive health program including annual X-ray surveys,
diagnostic and consultative service when required and a visiting nurse service; the operation of
the CIA Dispensary and twelve health rooms in Washington necessary for the treatment of minor
ailments or referral to specialist; the treatment and care of employees® compensation cases
within the limits of available facilities, including liaison with the Buresu of Employees'
Compensation of the Department of Tabor on compensation cases; the care and treatment of military
personnel and their dependents, providing complete %treatment when required.

MED~2 e
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MEDICAL STAFF -
FUNCTIONAL STATEMENT (Cont'd)

Program Coordination Division

Responsible for the medical training of technicians > nurses, and medical officers for assignment

to CIA operational projects and Agency health program; current, world-wide epidemiological infor-
mation needed to immnize personnel for duty in any pvart of the world; liaison with other

government agencies such as the Department of Defense » the United States Public Health Service, etc. B
in the exchange of medical information; the establishment and msintenance of a program for collection,
analysis, and dissemination of medical information for the world-wide Agency Program; the maintenance
of a medical research program designed to furnish basic research on special problems of a medical
nature for Agency requirementsi and the training of lay personnel inecluding operational personnel

in elementary and advanced first-aid.

Administrative Support Division

Responsible for all Medical Staff administration: specifically, the development and
operation of the Medieal Staff budget, including the preparation of special project
budgets; the development of plams, specifications, equipment, and supply tables for
operations support, and the space and maintenance requirements in the Washington area

for the Medical Staff; the recruitment and processing of personnel and the maintenance

of personnel records of medical personnel including physicians » specialists, nurses,
medical technicians > administrative and clerical personnel both overseas and domestic;

the scheduling, coordinating, recording and reporting of all physical examinstions and

the establishment and maintenance of a central medical records and statistics Program;

the maintenance of the Medical Supply Program, including current data on new drugs and
equipment; the stocking of emergency medical supplies for immediste transfer to field
installations; the screening of all medical requisitions both domestic and foreign to
maintain Medical Staff standards > and the maintenance of a standard medical supply catalog
for all Agency requirements 5 and the establishment and control of administrative procedures
for the Medical Staff in such matters as security, regulatory issuances, records management ,
vital materials, and top secret control.

MED-3
30 September 1956 S-E-C-R-E-T
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MEDICAL STAFF -
FUNCTIONAL. STATEMENT (Cont'd)

Special Support Staff

Responsible for the establishment, maintenance and technical supervision of medical support
operations. This includes advising overseas offices of the medical support required for
operational projects in terms of size of medical activities, number and type of professional
medicel personnel, and medicel supplies and equipment needed; the assignment of medical
personnel such as doctors, nurses and technicians for operations support, and the handling
of correspondence with medical personnel and medical activities overseas regarding the incidence
of various diseases, injuries, -etc., and their treatment.

7. ~hiatric Division
Responsible for providing psychiatric supr- . - components of the Agency as required. This
division develops and maintains criteria a. . s.andards for screening and selection of personnel,

provides therapy, maintains psychiatric consultant and research programs, and assists the operating
divisions with problems in this specialized field. '

MED -4
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OFFICE OF TRATNING
—————— AINING
FUNCTIONAL STATEMENT
T oA TEMENT

3
under applicable Provisions of Public Lay 110 (81st Congress, 1st Session) o The Director
of Training a1se Participateg in the formlation of the policies ang Plans of the CIA

Pr o

and Deputy Directop (Plc'ms)° Is responsible for a1 matterg relating to training includi
the coor-dinati_ons. technica] Supervision, review ang Support of a13 Agency training ac‘t:iwa“i:ies;7
foreign and domestic, Also Provides liaison apg coordination with seniop officials of vari
Departments and Agencies of Govemment, edugationg] instit-utions and private corporationg on
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OFFIE OF TRAINING
FUNCTIONAL STATEMENT (Gont®d)

Junior Officer Training

Exercises general supervision of the Junior Officer Trainee Program, which provides for the
selection and career preparation of new Junior officer personnel of exceptional qualifications
to meet the current and long range requirements of the Agency for professicnally competent
employees. Developes a combined training and duty assignment plan for each trainee in
cooperation with senior officials of various Agency components. The Program aiso provides
for the entry into the Amed Services of trainees without pricr military service and for their
return to the Agency upon completion of such service.

Plans and Policy Staff

Ascertains Agency training requirements and develops, reviews and coordinates policies; plans
and programs of existing training activities, internal and external, domestic and foreign,
to meet the training needs of the Agency.

Receives periodic reports from all Office of Training components, evaluates their significance
to the Agency's training effort and recommends the action to be taken by the Director of
Training in each case.

Establishes priorities, plans and schedules for the development, ,r:duction; and dissemination
of training publications.

Assessment and Evaluation Staff

Provides psychological services to the Office of Training and; with the concurrence of the
Director of Training, to other Agency components within the United States and overseas.
The general functions of this Staff are to:

Provide individual psychological assessment of referred persons, assist in determining theiw
suitability for positions of a critical and sensitive nature; and to analyze psychological
factors in the jobs being assessed,

30 September 1956 3-E<C=R-E-T
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OFFICE OF TRAINING P

FUNCTIONAL STATEMENT (Cont*d) |

Assessment and Evaluation Staff (Cont!d)

Develop, apply and interpret psychological assessment techniques and methodology to
determine the abilities, limitations and possibilities inherent in candidates for the
Junior Officer Trainee Program and the Junior Career Development Program as well as
indigenous personnel and other appropriate groups and individuals.

Develop, apply and interpret: appropriate psychological evaluation techniques for

each of the courses offered by the Office of Training to determine student ability to learn;
the psychological elements of course content; the effectiveness of instruction; and appropriate
means of evaluating the student and other phases of training susceptible to the application

of psychological analysis.

Develop, adapt; coordinate, apply and interpret group testing techniques as appropriate to
Agency needs, particularly those expressed by the Office of Personnel.

Operate a continuous research activity in order to improve forms; techniques; procedures
and results of all Staff programs and to explore new areas in which psychological services
might be provided to the Office of Training or other Agency components.

Develop psychological phases of operational programs as requested. |

Support Staff

Provides general administrative and support services for both Headquarters and |:|
field training activities. The specific functions of the Staff are to: 25X1A

Provide, in coordination with Agency components having primary responsibility; administrative
service to Office of Training Headquarters elements in the general fields of personnel,
budget and fiscal; supply and transportation and provide registrar services for trainees and
training records.

30 September 1956 S=E<C=R=E-T
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CFFICE OF TRAINING
FUNCTIONAL STATEMENT (Conttd)

Support Staff (Contfd)

Exercise staff supervision over the Office of Training "ield administrative activities to
ensure that such activities are carried out within the Tramework of Government and Agency
regulations and policies,

Provides support tc Office of Training compcnents in the fields of library services, editing and
reproducticny; audio and visual aids and photographic services.

Develop plans and projects and arrange facilities to meet long-range requirements of the Office
of Training for the production of motion pictures.

Review and coordinate within the Office of Treining all proposed Agency and Office of Training
regulatory issuances.

Provide for Office of Training compliance with the Security, Records Management, and Emergency
Evacuation programs of the Agency.

Basic Schocl

Develops and conducts Training courses at Headquarters s except language, area, and reading
improvement, necessary to meet training requirements common to all Agency components, and to
provide the basic knowledge and understandings which wnderlie the advanced or specialized
training and career development of employees., The specific functions of this School are to:

Develop, coordinate, and conduct: introductory, intermediate; and advanced courses for clerks,
typists, and stenographers; general and specialized administrative courses conzerning the
principles; techniques, and procedures pertinent to support assignments in headquarters and
overseas; courses for executive and supervisory persomnel, concerning management principies
and techniques and their application; Basic Orientation courses relating to the intelligence
rocess and clandestine activities; and courses for instructors and others concerning
recommended methods and techniques of instruction and the use of training aide.

30 September 1956 S-E-~C-R-3-T
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OFFICE OF TRAINING -
FUNCTIONAL STATEMENT (Cont'd)

Basic School (Conttd)

Provide general orientation and indoctrination for newly employed Agency persomnel
briefings for new senior Agency persomnel; Service Attaches and others; and lectures
and presentabions outside the Agency as required.

Provide, in conjunction with the Assessment and Evaluation Staff, for the necessary
testing and evaluation of students, courses, and training results.

Intelligence School

Develops, directs and conducts training programs in the principles; methods and
objectives of national intelligence designed to relate the professional competence

of selected Agency personnel to the profession of intelligence, and to increase their
professional competence in the field of national intelligence. The specific functions
of the School are tos

Develop, coordinate, and conduct: courses to instruct Agency personnel in the specifiec
skills and methods involved in the processing and production of intelligence materials;
courses to provide Agency personnel a general orientation in world communism, its
theory, organization, strategy, and tactics; courses to improve employee skills in
reading, intelligence writing, and oral briefing; and publish research ccncerning
intelligence theory, methodology, and doctrine.

Provide; in conjunction with the Assessment and Evaluation Staff, for the necessary
testing and evaluation of students, courses, and training results.

Language and External Training School

Develops, directs; conducts, and arranges for language, area and spscialized training
programs within the Agency and at appropriate public and private facilities in the United
States and overseas areas. The specific functions of the School are to:

30 SeptembemAppEdved For Release 2002/05/02 : CHAIRMRSADOT28R000100140008-1
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OFFICE OF TRAINING ’

FUNCTIONAL STATEMENT (Cont* d)

Language and External Training School (Cont®d)

Develop,izoordinate, and conduct coursges at all levels in foreign Languages as required; |
and courses in the political, geographic, economic and cultural aspects of foreign areas
having particular significance to the Agency.,

Provide guidance and counsel to Agency components and individuals on all language and
area training problems; as to organized courses and seif-study programs; and on all
other training problems which can best be resolved through use of external training
facilities.

Operate and maintain a language laboratory equipped with audio and visual aids for |
use in support of language courses, .

Arrange for and supervise all training provided to Agency Staff persomnel at appropriate
external facilities s public and private.

Provide; in conjunction with the Assessment and Evaluation Staffy; for the necessary
testing and evaluation of students, courses and training results.

Operations School

Responsible for developing and conducti 1 tine operations training at
Headquarters and with reviewing and giving
technical sup ucted overseas by other Agency components.

The specific functions of the School are tos
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OFFICE OF TRAINING -
FUNCTIONAL STATEMENT (Cont!d)

Operations School (Cont!d)

Provide, in conjunction with the Assessment and Evaluation Staff, for the necessary
testing and evaluation of students, courses and training results.

Develop training materials and training doctrine for clandestine operations courses.

Provide for coordination, technical supervision, review, and technical support of
Agency operational training activities in foreign field installations of the Agency
not under the immediate jurisdiction of the Director of Training including review and
approval of the qualifications of personmel nominated to serve as instructors or
training staff officers; review of all operational training doctrine, methods of
instruction, training, and evaluation materials; Headquarters coordination in planning,
developing, review and inspection of operational training projects, programs, installa-
tions and activities; and Headquarters advice, assistance, and technical support to
such training activities.
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OFFICE OF COMMUNICATIONS

Office of the
Director

l Administrative sm%

| | ] { [
Operations and Engineering Signal Security Supplemental
Training Division Division Center Division Programs Div.
| T
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OFFICE OF CQMMUNICATIONS

FUNCTIONAL STATEMENT

The Office of Communications is responsible for:

Continuing exploration and evaluation of facts from all known sources, including liaison,
relative to the consummation of the mission of the Office of Communications.

Formulation and implementation of policiés and programs which will make available to the
Agency adequate telecommunications facilities conceived and operated under the most modern
and efficient techniques available.

Supervision and regulation of communications practices of the Agency under concepts and
policies designed to safeguard these practices with adequate security standards.

Formulation and implementation of policies and programs embracing research into and develop-
ment of communications techniques, facilities, and specialized electronic equipment especially
adapted to the needs of the Agency.

Liaison with other Govermment agencies on communications and electronics matters, and to
participate in and provide technical support for negotiations with officials of foreign
governments concerning communications matters.

Conduct of appropriate intra-Agency liaison essential to the proper coordination and
planning for communications support of Agency projects.

Review and analysis of Agency preparedness plans and for taking appropriate action to ensure the
availability of communications facilities to support the Agency's programs.

Determination of requirements for equipment and personnel and other logistic support for
communications activities of the Agency.

Conduct of highly specialized technical training, both elementary and advanced, for all
communications persomnel of the Agency, and the constant revision of communications
training methods to keep pace with the rapid advance in this field.
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Conduct of certain special sensitive communications projects including magnetic radiation
studies, direction finding, interception, manitoring and other associated activities.

Director of Communications

Advises the Director of the Central Intelligence Agency on matters of communications and

electronics policy; intelligence matters related to commmications and electronics, and all
other communications and electronics matters which have a ‘bearing upon the security of the
United States under the responsibilities of tne Central Intelligence Agency as set forth in

its various charters, and is responsible for the over-all administration of the Office of
Communications, and operation and supervision

Administrative Staff

The Administrative Staff administers policies and procedures to ensure uniform administrative
and support programs for both field and departmental activities in accordance with over-all
CIA policies and plans, and directs and coordinates administrative and support activities
for the Office, including finance s personnel and management.

Operations and Training Division

Provides Headguarters technical and operational support %o the Field Communications Activities;
conducts liaison with and provides technical communicaiions support to operating components

of the CIA on communications aspects of Agency programs, projects; and activities; determines
communications requirements from this liaison; initiates the development of and disseminates
basic communication operational policies on which the CIA communications system is based;
maintains working liaison with other U.S. Government agencies for the efficient operation of
the commnications system; conducts communications training programs to insure availability

of gualified communications personrel.; and operates the
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Engineering Division

Prepares engineering studies, detailed engineering plans required to properly implement,
integrate, and schedule the telecommunications plamning activities of CIA; selects electronic
telecommunications cr associated equipment from commercial and military sources that will best
meet the various requirements of the Agency; develops and provides detailed engineering design
of certain communications equipment for Agency use when the military and commercial firms are
unable to provide this equipment; arranges for the development of certain items of electronic
equipment through commercial engineering laboratories; provides for the design and construction
of communicetions base stations for the Agency, permanent and mobile, foreign and domestic;
provides for the detailed engineering of radio broadcast facilities furnisued by the Agency;
provides for wire facilities engineering, and installs and maintains Agency equipment; conducts
technical liaison with commercial and other Government organizations.

Signal Center

The Signal Center operates the wire terminal facilities and cryptographic processing of all
cables in accordance with established procedures.

Security Division

Advises the Director of Communications on all cryptologic methods and countermeasures; develops,
implements, and controls the CIA communications security program to insure the maintenance of
the highest standards for the cryptographic, physical and transmission security of CIA communi-
cations; develops and promulgates the basic theory upon which the CIA communications security '
program is based; prepares instructions and enforces the regulations formuiated from such
theory; establishes and maintains a working liaison with otaner U.S. Government agencies con-
cerned with commnications security matters and represents the Director of Communications

on communication security policy matters involving allied foreign governments; and selects
comunications cipher devices required for Agency operation and provides for the logistic support
of these cipher systems.
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Supplemental Programs Division

The Supplemental Programs Division implements policies and programs as directed by the Director
of Communications on matters concerned with sensitive special communications projects.

Overseas Areas
Overseas Area Bases support Agency operations in the foreign field by staffing and operating

cable traffic handling facilities; performing commmnications training; and maintaining stocks of
communications equipment required in clandestine operations.
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