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Separation in Absentia
Qutside Employment
Qutside Education
Public Appearances
Publications

Visit to Foreign Embassy

Counseling re Foreign Social Contacts
Approval of Court Appearanceé
Appro%al of Jury Duty
Counseling Place of Employment Questions
Suﬁmary of Agency Employment (SAE)

- Approval of Retiremént Action

. Processing and Response to Corres pondence to the
- DCI and Agency (from the public).

Counseling and Processing Actions
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}Qf Approval of Membership in Clubs and Organizations.
%Q Counseling re Public Media Contacts o
/;I/ Approval of Application for Federal Employee
Compensation.
//;Z{ Approval of Honor and Merit Awards
23, Approval of Hospitalization Insurance Applications

/}4f~ Approval of Sponsofship of Alieﬁs

(//;5{’ Approval of Suggestlons j01 Suacestion Awards
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COVER SUPPORT ACTIONS
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- 27. Covert Site Investigation
28. Security Coordination on Use of Cover.
29. Approval of CIA Contact (Credentials in Alias
30. Approval and Issuance of CIA Investioﬁtor Credentials,
31.
32.

33.
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35, Certification and Issuance of CIA Firearms Permit

36. Processing Requests for Credit Checks and Credit
Blocks. '

37. Processing of 0S Personnel Cover Requirements

38. Personnel Briefings on 0OS Cover

25x1A  (39.
_ | Z4of

Procurement of Federal Personnel Records thfnngh
CSC-EutoUt.

«/4i:::> Processing of Covert Corre{iéiggi%g:::g{h/42;2ﬁ:/

‘;44’.-"
25X1A )
. 45.
N /’
(lr—cz;j3
' 47. pecial Cover Suﬁﬁort AZ{;BHS /{iszl
_ o A4 g
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MEMORANDUM FOR:

o s/,ﬁ&zr/g AR

(DATE)

FORM NO. |0| REPLACES FORM 10-10¢

! AUG 54 WHICH MAY BE ysep. (47)
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SECRET

Procedures

1. Conduct continuing review of existing
policies to ensure their validity and timeliness.

2. Revise outdated policies in light of
changing trends and practices.
FUNCTION
IT.

Activities
Sxrovities

A. Review alil cable and dispatch traffic pertinent
to the Security status of Agency overseas facilities and
take action as required.

Procedures
=toceday

1. Complete review of all traffic, cables
and dispatches, on a timely basis, and maintain

2. Prepare cables and dispatches for field
components providing advice and guidance on
~ Security policies and bProcedures.

B. Major renovations, relocations and new construction.
To provide a focal point within the Offjice of Security for
guidance and coordination on aljl major renovations, reloca-
tions and new construction which affects Agency elements
overseas.

Procedures
o rteures
1. Review cable and dispatch correspondence

dealing with the subject matters ang initiate
and/or coordinate actions, as appropriate.

-2
a -RDP83B00823R000600270001
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emergenc
facility
terroris
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ScukEl

2. Maintain close liaison with the Office
of Logistics, Real Estate and Construction
Division, and the Communications Security Staff,
Office of Communications, to ensure timely review
of any structural changes in Agency facilities
overseas,

Residential Security--provide briefings and
on residential security and personal protection.

Procedures

1. Maintain a viable briefing program on
residential security and personal protection which
is designed for presentation to Agency personnel
preparing for overseas assignments.

2. Serve as a source of information on avail-
able residential security devices and personal
protective measures.

3. Review all correspondence from overseas
facilities which relate to residential security
and personal protection and provide guidance as
appropriate.

Quick Reaction Capability--maintain an immediate
Yy security support capability to any overseas

as the situation may require. (Natural disasters,
t activities, hostile overruns, etc.)

Procedures

1. Remain cognizant of potential situations
which could require such service by close and
continuing liaison with DDO elements.

2. Maintain Branch personnel travel docu-
mentation on a current basis.

Release 2000/a533 j E]h-RDP83B00823R000600270001-2
3
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SECRET

E. Liaison--maintain continuing iiaison with the
following components in order to provide any required

; security support: All DDO geographical area divisio
- 25X1C Office of Communications. QFfi P

Procedures

Establish and maintain, on a continuing basis,
all liaison relationships by periodic visits and
meetings, both on specific matters as well as
general procedures and concepts.

E. Collect and disseminate pertinent material regarding
the Office of Security to all overseas Agency Security Office
personnel.

Procedures

Act as the focal point for the collection of
pertinent data and edit such material prior to its
dissemination to the field.

FUNCTION

IIT. Provide security training for Agency personnel relative to
physical and procedural aspects of security of overseas
locations and to provide such training to Agency personnel
being assigned to overseas facilities.

Activities

25X1A

‘G 0600270001-2
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SECRET

Procedures

25X1A

3. Perform TDY travel

provide on the job s ini .
Branch personne{. SUrvey training of newly assigned

» a4 required, to

™
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SAG FUNCTIONS .

(S
L
oz

o

1. Initiate, supervise, and direct the mrtersaed counterintél-—

- . o :
ce program of the Office of Security to ensure an effective effort

is being made to inhibit, prevent, or detect any Apenetration of the

Agen

¢y, or provocation of the Agency by a foreign intelligence organ-

jzation through a staff efnployee, contract employee, or ényone who

may have access to Agency facilities or classified Agency in‘formaﬁon.'

°F

FBI

2. Conduct the necessary liaison and coordlnatlon Wltﬂ. the

and other selected U. S. Government agencies on specific counter-

intelligence matters, and provide any requested assmtance to the ¥FBI

\))' " in an

y investigation or inquiry of a counterintelligence nature concern-

ing Acrency connected personnel or Agency classified information.

3. Maintain liaison with other Agency components involved in

counterintelligence activity to prevent duplication of effort, provide

mutual assistance and to assist in an overall effort to nullify the efforts

of foreign intelligence organizations against the Agency.

4. TEstablish and maintain channels for the routine receipt

and dissemination of counterintelligence related information which

may pertain to Agency employees and Agency donnected personalities.

infor

5. Wstablish and maintain channels for the receipt of non-CI

mation from other Agency components which will collaterally




- | Approved For Releases2000/05/31 : CIA-RDP83BO_O8j2_3%00600270001-2

assist counterintelligence investigations and analysis in areas of

.~

counterintelligence interest. e
ARSI

6. Thl;ough CI analytica;l c»z::_iczpertise determine those matte;s
which should receive CI attention in th\e}absence of any séeczflc counter- .
intelligence lead. o -
7. Co;nduct appropriate authorized interviews of cdunte;‘intel-‘sﬂ‘
- ligence séurces; and. disseminate the .reéultant infqrmgtiop to pertinent
intra—Agency compon;ents, thev FBI and other selected U.S. (_}overnment;
ragencies, |
8. Initiate' and maintaip. the necessary contro'ls_ .i_n the O;jfﬁce of
'Se'cu'rity in the de 'veloz‘)mé)n't' a'.nd/‘-or use o-f. C.'II ivnfoAr.m-atic-m ;ééé‘ived-. 61’
obg:ained from sensitive Agency or ¥FBI sources which relat.es or may
' reiate to Agency security.
9. Maintéin a.nd“expand data basis for efficient counteriﬁtellif
gence work with due consider.-at_ioxirfor efff_ac‘ti_ve-ng_s_,s,: cqnvenienge,
9 spacc'a‘and personnel,
Q}\EJ\X 0/ 10. Conduct the necessary research, a_nalxlysAié;, infefn?.l ‘i;fzquirie;.s,'

5(:1 prepare documentation in all matters of major counterintelligence

interest,
11. Respond to requirements involving other security matters

of particular interest/to higher Agency authorigy.

‘_’Approved For R‘ele ezooa/cis 1 CIA RDF?83BOO823R000600270001-
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25X1A ‘ 12, Initiate and coordinate . field invest-~

~

igations involving matters of counterintelligence concern involvinfr

Agency employees and Agency conhected personalities, when suc:h -

investigation has been determmed not to be in conflict with matters of

25X1A _ interest to the FBI,

13. Endorse, encourage and direct component personnel to

part1c1pate in training and education designed to develop add:tlonal

“talents in countermtelhgence mattezs

14, Provide on a continuing basis, to other Office of Securlty‘

¢
4

personnel, 1nformat10n concerning recent penetratlon activities andl
methods .of operatlon of forelgn intelligence oroe.m.aatlone particxile.:_:ly
~of the USSR and Sovie.t Bloc countries; including participé.tion or assist-
ance in agy traln;mw actiwtzes of the Ufizce of Security 1n- \Vh_'LCh counter—_-.
intelligence "evould be a 100'1C8.1 topic.

15, ‘On a tlmely' ba31s advise senior Offlce of Securlty' off1c1als
regardlng any information of s1gn1f1c.1nt countenntelligence interést
concerning Agency employees, Agency connected Ia-ers-oh‘aiities, ami
the exposure or possible- exposure of Agency classif_ied ipfor_mafio;n.

i 16, .Pro'vide assistance and guidance to other Office of Se‘cl:urit.y"‘
mponents infithe re’golution of minor Inatters"""of‘coonterin?elligence |

terest. L7

i 1 ﬁf b
I
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ACTIVITY CODE: I, C, COMPONENT : 05/PSI, Security Advisory Group

EVALUATION: DATE:

What is (are) our reference(s) for this activity? Date(s)?

Is (are) the reference(s) still in force? Yes No
Who is (are) the beneficiary(ies) of this activity?

Do you feel the activity is still necessary? Yes No

Do(es) the beneficiary(ies) feel it is still necessary? Yes = No
Can the activity be done more efficiently or less costly? Yes No

If so, how?

Do you feel that responsibility for the activity should be transferred
to another 0S component or to another Office? Yes - No
If so, where and why?

Can another component do the activity more efficiently? Less costly?
More properly? Yes No If so, which component and why?

Does the activity include an?thing questionable in the light of
Watergate? Yes No If so, what?

Can this activity be reduced in scope/size or discontinued without
significant effect on overall Agency security? Yes No
If so, how?

Is there any activity not now being pursued by 0S that you feel is more
.important than this one? Yes No If so, what?
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MEMORANDUM FOR: Acting Chief, Physical Security Division

SUBJECT . Milestone #1, Objective Number B57104 of
the Office of Security Action Plan

1. Milestone #1, objective number B57104 of the
Office of Security Action Plan (attached), states that
components are to identify their functions and activities.
The following are functions of the Domestic Security
Branch with related activities:

| FUNCTION A

Conduct comprehensive security surveys to
evaluate the security profile of Agency, USIB
i and non-USIB member facilities.

ACTIVITIES A

| 1. Perform liaison with operating officials
on scheduling of surveys.

. 2. Brief operating officials on results of
surveys.

3. Conduct continuing liaison with operating

- components on status of implementing recommendations.

FUNCTION B

Administer the Agency security violation
program.

Approved For Release 2000/05/31 : CIA-RDP83B00823R000600270001-2
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ACTIVITIES B

1. Investigate, coordinate, evaluate and
charge as appropriate, all security violations.

2. Maintain detailed and accurate records
on all security violations to assure cogency of
the program.

3. Compile and collate and disseminate com-
prehensive monthly statistical reports to all
Deputy Directors on security violations occurring
in their Directorates.

4. Conduct training sessions within Agency
components on ways and means of reducing security
violations. s ,

FUNCTION C

Function as focal point on thefts occurring
in Agency facilities.

ACTIVITIES C

1. Investigate, analyze and process all
thefts occurring in Agency facilities.

2. Compile, collate, and analyze statistical
data on thefts. Recommend corrective action on
trends observed from data.

3. Conduct liaison with all components and
provide guidance on theft reduction.

FUNCTION D

Function as focal point on missing or lost
Agency classified documents.

Approved For Release 2000/05/31 : CIA-RDP83B00823R000600270001-2
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ACTIVITIES D ,

1. Investigate all incidents of missing or
lost documents within or outside the Agency,

2. Compile, collate, and analyze data and
make a value judgment on a conclusion of each
case,

3. Prepare correspondence and maintain
records. -

FUNCTION E

Provide an optimum security environment for
the DCI during his appearances on Capitol Hill,

ACTIVITIES E-
1. Coordinate with TSD/0S on _ 25X1A
inspections and coverage during the hearing.

2. Coordinate with HSB/0S on support for
handling the transcripts of the hearing.

3. Monitor the front door of the hearing
TOoOm,

4. Maintain security sterility of the
hearing room during break periods,

5. Conduct post insmections of the hearing
room to assure that all classified material,
including notes made by Congressmen, has been 0/
retrieved : ‘

H
i
1

1
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ACTIVITIES\>\

1. Conduc

operations,

2. Control properties.

3. Prepare reports.
4. Analyze and gmaluate findings,

FUNCTION G

Provide security support and guidance to
Agency components.

ACTIVITIES G

1. Respond to queries on Executive Orders,
USIB and Agency regulations.

2. Respond to queries on specifications for
vaults, secure areas and special purpose vaults.

3. Respond to queries on approved security
equipment.

4. Respond to queries on required security

procedures and controls.

FUNCTION H

Assure Agency regulafory documents pertaining
to physical security are current. : :

ACTIVITIES H

1. Periodically review I scries pertaining
to physical security and update where necessary,

2. Periodically review|jjjill and upaate

when needed.

i
'
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3. Review all physical security specifi-
cations and update when necessary.

FUNCTION I

Conduct special business as received by the
Branch. -

ACTIVITIES 1

1. Review and evaluate employee suggestions.

2. Conduct special/investigations directed
by higher authority.

3. . Conduct special studies as directed.

4. Compile, collate, analyze data and prepare
comprehensive staff papers on subjects specified
by higher authority. '

Chief, Domestic Security Branch

]
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MEMORANDUM FOR: Acting Chief, Physical Securiiy Divisiou

FROM
SUBJECT

Chief, Headquarters Security Branch

Review of Milestone Office Functions &
Activities

Py

;;The following are identified as the functions and
activities of the Headquarters Security Branch.

I.
personnel

/a/w/
o ook

2BXIA S

PN TS 2

Provide twenty-four hour security service for Agency
and facilities (Function).

A, Activities

& Provide Agency//;rsonne with 1n1t111 advice
and guidance on a wide range of/ problems concerning
both security and non-security matters. $Sexrwves-as a
focal point for either solv; g these problems in the
Security Duty 0ffice or as 4 conduit for getting the
employee to the person or office who can assist them.

2. AcceptéﬂgﬁE’evaluatééﬂgggers'of information,

inquiries and complaints from Agency and non-Agency

personnel, both telephonically and in person. Tisese
ns _are received, evaluated and-action

taken_general1yu4nqagggngﬁnc§_u1th_esiahllshed_pxace—

<duresy;—but in-many-instances theyrale handled -on—an

ad_hgcﬂba5$s
&/ Prov1dﬂé and malntalné/g:f;stopplng services

for covert individuals.

2. Report of security vislations in all Agency
buildings in the\petropolitan ar with the exception
of a received from t ‘POs and pre-

liminary 1nqu1r1es and reporting conducted.

& Tak responsive action regarding the various
intrusion and fire alarms and closed circuit TV systems.

Approved For Release 2000/05/31 : CIA- RDP83BOGB23ROMBOD2EO(D¥122 38
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cables and dispatches to appropriate officials
within the Office of Security. ‘

4ﬂ?€prpr riate acts as inYormation conduit to
FBI, SeCret S rvice, and local PRlice departments )
relative to ar sts, accidents, deéaths of personnel,
bomb threats, de nstrations, threat® on 1life of
President and othe? governmental officials, etc.

dﬁf WS support to Various-component duty
officers, including, but not limited to, Medical,
Personnel, Logistics, Security, DDC and Ops. .Center/DDI.

Maintains comprehensive logs and records of
all activities and events. This includes pPreparation
of emergency reports for senior Agency and 0S officials.

#*. Monitor# the 0S radio net which also serves
senior, Agency officials including the DCI, DDCI, and
DDA. (This activity includes operation and control
of the 0S paging systemf)

1A EffectM minor after-hours repairs of safekeeping
equipment.

18. Serves as the after-hours weather watch for
the 0S and initiates prescribed and ad hoc emergency
actions, including timely notification of appropriate
officials responsible,for action in such emergencies.

.
1&} Maintaintfghone and radio contact with the
various local fire and police authorities who have con-
current jurisdicjign over Agency property and officials.

Lgi Conducty after-hour security checks of senior
offices including the D/0S and DCI suites.

\Y
16@ Conduct§’ after-hours security, safety and
guard post inspections in Agency buildings in the
metropolitan area.

a}hf71biﬁiﬁé$:Eétsnrves as contact point for all
Agency personnel. Extension 6161 is provided as the
emergency number for all new EODs and their families,
for employees on TDY or leave, for the families of
personnel in training at outlying sites and etc.

CONFIDENTIAL
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1%. ¥ direction by designated officials, A2~
responsible for carrying cut the initial notification

% relative to the various 0S emergency plan
25X1A

plans include CIA Emergency Plans,
IT. Provide a receptionist program to process visitors

25X1A I ¢ .
into Agency facilities (Functions).

A. Activities

ss each~visitor by completing appropri ~
on, verifying criteria for ce'ss, providi
(ngv e offi€e to be

badges, and notifyi

r4

e .
2R O T o

7
oo

: ﬁ@ﬁ%y N 4 Z. ~Provi S ial gr1Angements fox hig 7‘1e 1
: ’%&toffic'ls con r’%ﬁgeﬁg’a; a%ﬁ;ﬁomﬂgrl} rra’%oknéﬁvgk.‘

o "| - 4. Provide directions to Agency buildings, infor-
;LW g/#mation o@sch”edul isstie shuttl@ bus tickets
f@’ and request cab service.
{ s 5 -

' /. Maintain a daily count on all badges assigned

to visitors and follow up on those badges which are

:,Zﬁ unaccounted for".‘f/\/d{
‘ #. Maintain/updated directories including names,

room numbers and telephone extensions of areas which
,2,} are normally visited in Agency buildings.

%. Maintainbﬂ\ﬁ alertness for potential security
7/ problems including cranks, unattended briefcases,
o 3 suspicious packages, etc.

ITI. Provide maintenance on all safekeéping equipment
in the Headquarters and outlying buildings (Functions).

H  Activities

1. Provides routine and emergency repairs and
replacement of parts on safekeeping equipment in Agency
facilities in the Metropolitan area, including overt

%and covert installations. Det i
6 ” Gl ~-be_surplused.

>

se 2000/05/31 : CIA-RDP83B00823R000600270001-2
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equipment and electrical and mechanical door locks
in the Metropelitan area. «n_addition-te—the routine-
<ombination-—changes, effects changes—oen all safe-
_canzaiﬁeTS“Whith‘HTTFTﬁﬁmﬂﬁmﬁiﬁﬁfﬁﬂﬁﬁﬁgh"éééurity-

~yvielations. o
2 8. Instally locks on all newly constructed

secure areas. _
*99 s Provid@dﬂégiisory opinions to the Security

Violations Officer whenever there is a possibility
of a safe cabinet having been defective rather than

improperly secured.

80 & Provid fter-hours service on major safe
problems whichdzi2?ot be handled by the SDO.

2\ 4~ Provid service to open key locks when the
keys have been lost or forgotten.

9 A Maintaing lihison with Office of Logistics
personnel to ensure that necessary and appropriate
modifications are made on inoperable safe cabinets
prior to their being returned to service.

332; Maintainéﬂg?;ison with safe equipment manufac-
turer's representatives in the area in order to keep
abreast of the latest trouble-shooting and repair
techniques on equipment and to ensure a reliable flow

of spare parts.

IV. Provide escort service for uncleared personnel,
funds and classified materials (Functions).

A Activities
ng/ v A Serve&”QQW:scort for the movement of large

sums of money and bulk classified materials between
arious facilities, both inter and intra Agency.
dﬁaintains radio contact with the SDO and sounds the

alert on any p:;;z;;tions)
354 rrovidd#¥cort for the protection of the

transcriptions of the various proceedings taken when
Agency officials attend closed hearings on Capitol
Hill.

CONFIDENTIAL
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rovid €scort of uncleared working contractor

and char force peérsonnel working throughout Agency
facilities, on a 24-hour, 7-day a week basis.

V. -Maintains a system to collect collateral and fines
for the Agency's parking and traffic violators (Function).

A. Activities - g;p/ﬁ/
2. Receivdzdzg; pProcessps all traffic and parking

tickets issugd each day by the Federal Protective

Officers. ?*ekeﬁswayehmainiainedwaccordingwto state

and license-numbers. '
J?Srflé_ Conductp”@g¥5;w—up on all unpaid tickets

O3 ters?
FRG&*&ea%aetw%he~lacal_pgliceﬁjurisdietions*(viaw
er q;ablishwthemidenti%ywefwth%m

‘uiolaing—viahhis_licensemplate~numbep.

it Y Co 3 Ac violators, reminds t
g lob11i g ionY Redfiests eir ¢ eration
i\th ayi itey T inFr—<ourt.

;?? #. Collectd f&&feited collateral fines and

pPrepares necessary forms and receipts.
‘¢D 4 Maintainsﬂgg;jve files on 2ll pending tickets

until each violation has been ASPEESH . .&fThese
records are considered to be official court Tecords
and the monies colle ted public fundt)
9// 4 Prepariﬁ’vg:opriat:e documentation relative to
each incident adjuidicated by the U.S. Magistrate.

: cani -

ing 4 report- to.reflect—the
ion of each eourt Case-as—well as-the for-

feitures and: nist ative adjustments...
\ A
“ 2. Deliverd/giq/ionies to the court together with

written disposition, of each case.

q9>q; Provid information and guidance concerning
GSA Parking Regulations, collateral fines and court
appearances.

S 4
Approved For Release 20@9&?3“!):@}“-—kgl583BOO823R000600270001-2
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V Maintain a badge and credential system for Agency
and Agency-associated types of personnel (Funct_ions).

L3

A. Activities

40{ Conduc’tt!/(;reliminary security indoctrination
for all professional and clerical employees at time

of their entrance on.du Y. |

45 % Fingerprintﬁ/g?f categories of personnel and
process their records through Clearance Division to
the FBI for appropriate checks.

4‘”@ Operat&(\g{/photographic console to take
badges and credential pictures.

474‘ Operates laminating equipment in preparation
of all types of badges. Mzintains con i the
e ey e - : e

25X1A

mergeney—IDY and PCS cases. This requires

~Special p roTesSIng
4/? ¥. Issuq,é’{ dges and credentials to security

approved personnW _
wé«r Maintaind“a Tecord of a1l badge and credential

transactions in the CENBAD computer system.

5 #% Maintainé“daily liaison with 0JCS on all
matters concerning CENBAD. Thie—si ~trouble-
: ing —in-the_ _system y_training of personnel
in—theoperation of CENBAD. Follow-up-on_services .
> which CENBAD has-been ‘Programmed-to provide, establishin g
% requirements for special CENBAD reports to assist 0S

officials in the management planning and programming

and etc. . _
L}(&j A Mes and credentials of persons o

who have terminated their Agency affiliatioan
records weREheshanged to reflect receipt of these items.

{/ ‘. Control/gﬁd/issues permanent and temporary

CIA contact credentials, W(rﬁr—c-hrse-l-ywwfthwf)?’s—ané-—@e&
-on-all -such documentation.

6
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“gF. Maintaing# liaison with component security and
:grfb administrative officers throughout the Agency for
the purpose of coordinating activities re0drd1ng
Agency documentation.

VII. Oversee GSA Federal Protective Officers to ensure
protection and security for Agency personnel and facilities
(Functions).

A. ActivitiesM/ _
&« Providef/ guidance and direction to four

:{ﬁ; Federal Protective Service Zone Commanders, who
have protectlve cognizance over all Agency occupied
buildings in the Metropolitan area threugh—verbal-
amd=uTiften FnStractions.

2., Maintainﬁfg?;;inual liaison with GSA Headquarters

:5‘7 officials. -
3. Servd@wgga::;rdinator and overseer on all

_ Federal Protective Service charges, costs, overtime,

Jg’gﬁ staffing and manpower matters. Rxepares-monthly-and
special reports.concerning-these matters; ceoordinates-
—etosely-with Zone Commanders to emnsure that the Agency

receives—the service-for which 1t has ¢ontracted and.

.and -is-being charged. :

ed on a t'mefy ba¥is.

. Conductd/ggﬁzgélc pedestrian traffic flow
\f{j? counts as a means of verifying the need for Protective
Officer posts.

25X1A

Chief, Headquarters Security Branch

Approved For Release 2d00)06ra D\l kbbe3B00823R000600270001-2
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BRIEFING AND SERVICES BRANCH

FUNCTIONS AND ACTIVITIES

I. TFUNCTION

S Provide briefings to Agency and non-Agency.
roups in the £ic1d [ 25~

ACTIVITY
. £
/» P Weekly H.A.S. briefing at Hqs. teall
Agency employees departing for overseas duty.

<2 P H.A.S. briefing (Quarterly) to the

Vietnam Orientation course at the Chamber of
Commerce Building.

X. %. H.A.S. briefing (Quarterly) to the
Advanced Operations Course 25X1A

/7/- #p H.A.S. briefing (Quarterly) to the
Basic Operations Course NG 25X1A

5. & H.A.S. briefing (Quarterly) to the
National Communications Security Course at the
National Cryptologic Schoolv—a*ht-}re—A%rpo%t*—Ann»eae.

L. F. H.A.S. briefing (Twice a year) to the
Defense Intelligence Attaches at—the—Hqs.

ayditexrium.
4 H.A.S. briefing (Eight times a year) to
25X1A the Office of Technical Services Audio Management

courso I 7 -t

H. H.A.S. briefing, (Six times a year) to

7,
the OTR Trends and Highlights course -at—the- ﬁ/gé_‘ﬂ/ffﬂ_a)

25X1A

Approved For Release 2000/05/31 : CIA-RDP83B00823R000600270001-2
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L4

7 f
‘ig Residential Security Course (monthly)
_to be"presented at Hqgs. -

7 . o #% Various-tutorials and special H.A.S.
§aﬁ4L’07  briefings. ~Time and frequency depend upon

g
49441%2{; request.

e

IT. FUNCTION

Provide training to Agency groups in the field
of physical security equipment.

ACTIVITY

/0 4% Physical Security Equipment Course |
(Ten “Eines per yoar) . 25X 1

%{7 f&% Physical Security Officers' Course
(Two ‘times per year N 05 1A

/tg’ &. Field Finance Course (Eight times per
fean) Thera o« 25X1A

. —-D. Various tutorials.- Time and freéquency -
.. _depend upon requests.

ITI. FUNCTION

Provide logistical support services for the
Technical Security Division.

ACTIVITY

/<E; 7« Preparation of requisitions and maintenance

, —5_of a daily record of expenditures against appropriate
57){/94{4 - allocations. .

Y] P~ Prepare turn-ins of obsolete, excess and
uneconomically repairable materiel.

M@K&t

-2
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rS oo ’@ Maintain stock control procedures.

#% Initiate and monitor industrial contracts
for the repair and modification of specialized

/@ g W electronic equipment.
&I, Prepare documents for shipment of

/’7;?71 /gddte[l electronic supplies and equipment.

F. Repair, calibrate  and alﬁ.fign standard
ACM equipment.

(‘ﬁ?\mﬂ FIN TIAL
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ENGINEERING § PLANNING BRANCH
FUNCTIONS AND ACTIVITIES

I. FUNCTION

Manage a program which looks to the development of

new equipments needed for the technical security programs
of the Division.

ACTIVITY
For equipment developed in-house:
A. Write the Request for Proposal.

B. Evaluate proposals.

C. Aid in negotiating the contract for the
equipment.

D. Serve as the Contracting Officer's Technical
Representative.

E. Monitor the performance of the contractor.

F. Perform the acceptance testing for the
equipment.

For research,development and engineering tasks done
in our behalf by ORD and OTS:

G. In conjunction with ORD or 0TS, identify
needed equipments.

H. Together with ORD and OTS serve as contract
monitors and observers.

Approved For Release ZOOW:I BWHWE’:BOOBZ3ROOOGOOZ70001-2
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IT. FUNCTION

Provide budget and planning functions for the Division.
ACTIVITY

A. Prepare Program Call; Annual budget and
related papers.

B. Prepare special studies such as a Technical

Threat Assessment or a five year projection of technical
equipment needs.

ITI. FUNCTION

Perform special technical liaison.

ACTIVITY

A. Serve as an observer to the Technical

Security
Countermeasures Subcommittee's RED Working Grou

P.

B. Serve as a member of the R&D Working Group's
Threat Assessment Task Force,

C.

Serve as a member of the Special Reading
Group.

Approved For Release 2040/0K/B1[) EMF{AP83800823R000600270001-2
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Program and the'Program for the Physically

Handicapped.

III. The Training Branch, under the dlrectlon of the Chief,

A§TD, Office of Securlty is composed of two (2) pro-

fessional security officers and one secretary. Its

a.

function is to E;ov1de=comprehen51ve security tralnlng

program for the Agency by giving security brleflngs

b
to all new EOD's to the Agency, §551st1ng 0Ss employees

in obtaining both Agency and external training and 5y

adV151ng the OS Career Board on training matter. This

training program encompases the following activities:

A, Lectures and Briefings -

on otid

)
cﬁ@m

00823R00060
WA provedFor Relegsg 200p{0%/31 : CIA-RDP83B

All EOD's are provided two security orient-

ation briefings within the first two weeks

of entering on duty,

a. # One and one-half hour brleflng on the
security regulations (twice a month).

b. 4 Six-hour briefing on.the hostile threat
(twice a month).

c.” A special one-half hour briefihg for new
clerical employees (twice a month).

Preparing for Overseas (OTR) -.®One and one;

half hour talk on security problems overseas,

about 10 times ga year,

ARFCOS (DOD) —ﬁgne and one~halfh€gfi on the

Soviet courier system, and securlt

6370001
per vear.
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(i;} Administrative Procedures Course (OTR) -
/4g4{i£2;2f7 A- gne-hour talk on personnel security, about
Cjﬁ)i/ seven times per year. |
(E;? Basic Operatlons Course (OTR) {i?hree»hour
6?74/‘ twice a year. : | 4
(ig) GI Operations Course (OTR) - %wdwhour.talk
o 4% A//{,@é./?{; I o bout threfe times a year.
' (izp All summer employees are givéézzne 1-hour
' briefing on the security regulations and
g V- w4z4%{€?ng another two-hour briefing on the hostile
threat every week between 1 May and mid-July.
(E}' Three times a year the Tfaining Branch gives
. :sz a special EOD security briefing to new Commo
C774L//6L/é;zé - employees lasting about three hours. ,
(ié; Twice a year %raining Branch .gives a three
N~ s~Z~ hour security orientation to the wives of
Commo personnel going overseas.
B. 0S Training Courses - The Training Branch presents

the f0110w1ng courses for 0S5 personnel:

[N

¥
62f4§22} Physical Security Course - two weeks, twice

a years

-

&. // The Survey Course - two weeks, 2 or 3 times
)
CYWA—A}¢{€ﬂ/jZ’ a year.

% fZdSecurity Officers Field Course - one week,

£T71/44€5626, once a.yeaf.
) ﬁgp,@)ég;éorfze@aﬁsmééﬁsh SETAIRDPI3BUUB23R00060027000:1,2

25X1A

25X1A
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five times a year

4¢44&525f 45? Security Officers Training Course - 2-1/2
oIt -/ﬁ/, months, once a year.

&h{zwbéé 5 Special Agent's Training Course - two
75
oV weeks, once a year.

Each of the courses requires preparation and
coordination of a course schedulq, and preparaiion
and administration of course crifiques. The Train-
ing Branch is also called upon to’support the.-
Director of Security, the Security Committee of
the USIB and 0OS componeﬁts, in organizing special
programs and courses, procuring films, and pro-
viding technical support to these programs.
C. Training of Overseas Assignees - Administration of
| training for 0S overseas assignees requires:
£L4€¢&z{ —_— 1£9 Registration of individual fer OTR courses
% (7 Maintenance of TEA records for students
6?74,,4295265Z5 - during training period
D, Senior School Administration -
Vlg) Prqcessgé7approximately 50 requests, per year
for OS nominations to Senior Schools and ex-
6?74 A;ﬁéééjli""—;;> ternal management programs administered by
OTR and the Training Selection Board.
a. The infhii; request for nominations is
first forw Yded through Chlef A&TD for
OS Career Service Board action, along

Approved For Release 2000/05/31 : CIA-RDP83BOO823R000600270001-2
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/7

with & synopsis outlinging prerequi-

sites as to age and grade, any school
requiremgnts, the application of the
school to S personnel, the names of
those who hive been nominated or attended

the school im\ithe past, and their comments

as to the valueagf the school to them-

selves and the 0 1}ce of Security.

A nomination by thétOS/CSB then requires
the assembly of nomin tion papers, in-
cluding the nomlnatlngtstatement bio-
graphic profile and fifﬁass reports, for
forwarding to the DDA ovéf&the signature
of the Director of Security;\g

If approved by the DDA and the Training
Selection Board, the nominee is briefed

on the program, assisted with registration
forms and the External Training Request is

prepared and sent to OTR.

~

. At
4ﬁ?_ ‘Internal Training Administration ~'Proee53&4 300 to

500 training requests ber year requiring close co-

ordination with OTR, 0TS, OC or other Agency com-

/4%/Zézyz£ ponents providing training. This requires internal

coordination, preparation of Form 73, notification

of acceptance, provision of instructions, and finally

documentation of records to credit individual for

-

Approved For Release 2000/05/31 : CIA-RDP83B00823R000600270001-2
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successful completion of the training.
ééﬁi External Training Administration - Processés”?
approximately'éb requests for external training
per year. _
jﬁ% .‘Surveys, Reports and Special Projects -
Periodically furnishé® various Agency Managemept @h%%S
_ 52\ 4}44@62£mﬁ1h reports on course objectives, number Qf
E;Zk Cyjﬂﬂ students, type of instruction, subject matter
covered, approximate cost of course, etc.
A Security Reindoctrination Program - Periodically
prepar@@'and presentgﬁén Agency-wide Security
'ggzzgc}YL,0”£££2/ Reindoctrination Program. Presentations projected
- ' to commence in early 1975 will entail approximately

sixty lectures.

Iv., T Logistics Branc under the direchon of the Chief,

AGTD N Office of Securi is composed of Logistics

Officer \and a Logistics Aﬁs&iifnt. Its funition is to

provide lo logistical

Nstical support to\the Office. Thi

support encompyses the following\activities:

S
>

Developing Iwgistics plans, pr rams aﬁﬁ.policies.

Preparing Logistics Annex's to se urity plans,

rograms and projexts.

D. Serving aa\i&countable Ofé}ber for all 0S pro

_ E. Administering stock accounting\ ystem for Accoun
Approved For Rglease 2000/05/3‘1\: CIA-RDP83B00823R000600270001-2
roperty. '\\ h
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sudcessful dompletipf of the\graining.

12

F. Exte™nal Traimipg AdmihistpA R~ J oqesség?
iy approxinately 60 reques s eynal tra"ing
per year,
G. yrveys, Reports ghd\Specij;
P/; odically Nyfnishes dement Groups

ﬁfﬁith eportg/on\courge objectivy
studentx,/{ipe of nstructivg, j matter
covegpi approxAmate\cost o4

H. securlty Rejxdoctrinatio
prepareé 3 -resentgvcn -widd Security
Reindo rinatirQ\Pr gram, ’resentatios, projectsd

N
X

\
The Logistics Branch, under the direction of the Chief,

to cdmmence i:/ﬁﬁ y 1975/willentail approximately

{xty lecture

i

A&TD, Office of Security is composed of a Logistics
Officer and a Logistics Assistant. Its function is to

provide logistical support to the Office. This logistical

support encompases the following activities:

—A——Developing-tegistics plans, programs and polieies.

4%‘/.Preparing Logistics Annex's to security plans,
programs and projects.

g~ Providing supplies, equipment, printing and re-

- POt 2 e
productlon support, a rvices.

5?£5 Serv1ng as AccountabLe Offlcer for all OS property

g% frAdmlnlsterlng stock dc(ountlng system for Accountab;é?sﬁ

Approved For Releage=2000/05/31 : CIA- RDP83BOO823R000600270001 2
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By 4 Maintain’Table of Vehicular Allowance.
Provid‘ vehicular support

. 7 Supplying--overall -management of Office-safe-
<g Axrenging for —stripment_of Security-sup pilies

» .and-—equ¥fient .

i 7 Maintaining and scheduling 0S Conference Room.

K. /0 Preparation of requests for Building Maintenance.
'.i[/éandling space and moving problems.

Obtains or issues Agency Driver's Licenses,

DC Official Parking Permits, Permanent Property
Passes, o@he.

56,‘

g’ Acce"f)ts and processes calls for trouble service
-

on._equipm At, utility ‘Yerfunctions and cleaning

/ services,

L iy
4V
’
e
740
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IT. The Personnel Branch, under tie direction of the

25X9

clerical employees. Its/function is to provide a

complete personnel program for the Office of Security.

7
including career mig?éement, recruitment, personnel
t

processing, placemeft, employee relations, travel,

25X1A

AL / Career Management - B
1. -=8hief —Personnel-Branch serves as secretary

- to the Professional-Secdrity Career Service

Board i;id}s responsible for preparation of

- 2%@%«}6P1@2£’ agenda,\minuteszQ&
Q%%M | ~recsmReRded- by ThEBoard.

& Preparation of reports including the Annual

TSt aket g
8&/»&4'0

Personnel Plan and the Personnel Development
Progran. |

ﬁif‘ Providing guidance and counseling to super-
_é:t visors and employees on benefits, processing,

grievances, discdiplinary actions and prepar-

Approved For Release 2000/05/31 : CIA-RDP83BOO823R000600270001_-2‘
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ation of Fitness Reports, etc. |
qﬁ? Prepewes statistical data base to provide
é; projections regarding positions, personnel
ceiling, attrition and promotional head-
_ Toom.

ﬁ)’ q&;m Peepm@es biographic profiles, date of grade
roster, etc. for Office of Security manage-
ment use. |

B——Persomrel-Recruitment and Processing - ‘

g E?\ €. Recruigiﬂgﬁg.processesfggggessional and

contract personnel,

see&fiiyigﬁggin%men%s#—ﬁfewar&;ien»ﬁf com-

t@ae%sﬁandfﬁeﬁ-preupssing

2z idance and counseling to super-
- Vvisors and employees on personnel matters
and employee benefits, such as insurance,
Credit Union, Federal Employee Compensation
Act, and leave entitlements.
//Zj‘ ﬂ; ) admce and admlnlstratlve support
on dls%;g%%ﬂ;f}fﬁoﬂ4pli&/ment prObleQi;fggg%Sffvm)

é;/VIPr0V1deogu1dance and support for submission

of Honor and Merit awards amnd=grrange—rfor

pxeseﬁtlng of CertlfICEf“‘awafds by The
/452 0W\/_D&%ectoxfof Seecurity.

A o At

Approved For Release'2000/05l3;l : CIA-RDP83BOO823R000600270-001-‘2
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P+ Retirement -
1.3 Prov1da/0ff1ce of Security management

with retirement projections by system and

maintains statistics of 0S retirees.

ap ro rlate app01ntments and pro-
cess tlrlng emp oyees

4%———‘Tfﬁverhanéf@ocumentatibn -
1.5 Prepar_‘T Y, EOD, and relocation travel

o ds.z&rw/i&¢%H14J

orders/VJMRﬁmmrtrny Feover—deocumentationr when
/é/(/a/f/"’v | necessery,
2. Maintainas—PPY-STANdBY ToSter which includes—

§bheduling foﬁeéical'app01ntments,'dﬁfﬁining3

<jpassﬁorts‘Hﬁﬁlensuxiﬂg~%hat366verwand other
/49’4{ee/j appreovals—are-obtained.
""" ““Fifi Péfsvnnei“ﬁdminlstratjtm -
1€ | ‘Preperes—Form 1152 (AcTion RequeSt) orn~atl
persomred—transactions.
tai? Schedulkgvggﬁropriate checkout apﬁointments
for employees resigning or changing-éssign-
ments. |
ik Requests all Fltness Reports and Periodic
C;ZC’ Step~fncreases—for—05 personnel and ensures-
,{nﬂ,/éb”“’/é*¢%jh&4£/ that—they are—submitted when due.

Ttes-Assignement Preference
Book and recordﬁé;ployee preferences in

that book.

Approved For Release 2000/05/31 : CIA-RDP83B00823R000600270001-2
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Qé?él; 1;5 Preparaﬁwﬁll Office of Security vacancy
notices, and records responses to these
notices.

GQLQY-'@% Sewbrits clerical staffing requirements
to Office of Personnel, womthly—Ffor—actiom.

2 %7/ Subkmdts=to Office of Personnel, annually,

staffing requirements for Summer Only

AQ44A%;Z£ employees, and—upon—their BOD processes and
2% g | ~—;a%erv&ew3ﬁfﬁ3ﬁﬁ -

o ;;JQ,e}tﬁgg Main:aéas—;gea%ex§m@sé;ds*wggministrative“
R b Lo ene fi¥es; etc.

9. Completes

ction determined,ﬁ& Office- of
Security Carwer Boards, §dbh as Assignment

/ _
Nomination mem " other Agency com-

el ponents, Quality - ~Increase requests to

. N\ . .
Director of Pers finel, promotion actions and
N

notification(pégi;anda. '

G. Support for Office of Security Objectives f'

/P& Prepares Office of Security Affirmative

Action Plan, maintains statistical data

erjh//' ’ pertaining to goals and achievements, and

.advises Office of Security management of

overall Agency EEO progranms.
C}/”4;7 4%’ Prepares and maintains Upward Mobility
4’ 8\ JPrograms/monitors Office of Security
( ~involvment in the NPIC/Dlrector s Opportunlty
éL //L\/L [Vier %ﬁ/nu - e % //L/< e /’/V7 wo
0/}/‘\— /’*uﬂ LA w/bi[/bA’Gfué(fjk/,/LL,yt Az Caf il
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FUNCTIONS AND ACTIVITIES OF A§TD

I. The Budget and Fiscal Branch, under the direction of

the Chief, A§TD, Office of Security is composed of
three (3) Finance careerists and one secretary. Its

function is to provide financial and budgetary support

to the Office in the most expeditious and efficient

manner possible. This financial and budgetary sup-

port encompasses the following activities:

Conversion of Office of Security proposed
ﬁ programs into fund and manpower requirements//
as a part of the annual operating program and
preliminary estimates for future fiscal years.
ﬁbcguFormulation, consolidation and preparation of
Office of Security budget requests.

@}xg Development, implementation and execution of
Office of Security Operating Budgets as allo-
cated by the DD/A and approved by the Director
of Security.

‘ﬁ% $/Providing technical assistance and advice to
Office of Security components and personnel
on fiscal matters,

gﬁki; Preparation and submission of periodic reports

to the Office of Finance, the Director of

Security and OS operating components on the

status of the Office of Security's funds, with

recommendations of any necessary adjustments to

be ma%;(/ This recommendation is based on a
Approved For Release 2000/05/31 : CIA-RDP83B00823R000600270001-2
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continuing review and analysis of expenditures,
procedures, and programs such as planned obli-
gation rates, monthly deviation reports, etc.
dk- Liaison with the Office of Finance, Office of
; 7? ([ igf;'gComptroller and the DD/A Plans Staff on budget
(@,;{u” and financial matters as they pertain to Office
| of Security components.
4%’ fMaéﬁtenaﬂeehe£uand/onwarrangement»forwappro—
ap‘rw.iatta liaison with other Agency components on
;97 fiscal or budgetary matters affecting Security
) programs and projects. This is fairly exten-
sive due to operational support rendered by 0S
Field Offices on behalf of other Agency com-
ponents, particularly in the DD/O.
gﬁ? Developing, establishing and monitoring all
/Qj fiscal accounting procedures within the Office
of Securityfto insure that Agency financial and
logistical assets are adequately protected.
14 P Responsible for the pre-audit &P certification-

of Office of Security financial transactions_in-

cluding advances and accountings of_ 25X9
25X1A _Offlces and _ Imprest 25X9

Funds. i Theﬂmcnthiymﬂoiiar~ve%ume “involved inm
this-atttvﬁty”aVéTagéé"approximately $82,500 and
.Jﬂuum#passe%—&uéit«e£mmo;ew{hanw%6Quindividua&
vouchers. In addition, all -vouchers for Domestic

Approved For Release 2000/05/31 : CIA-RDP83B00823R000600270001-2
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and Foreign TDY travel are audited and certified

in the B&F Branch equalling approximately 40 each
25X1A

month. All financial documentation and vouchers

Travel Branch/OF for audit and certification.

) gL Maintenance of Time and Attendance reports, dis-
 tribution of salary checks and credit union
fjtgﬁj&gtatements, and performance of various other
52_6 miscellaneous fiscal duties as required by the
Office of Security,
- gé Assisting the Director of Security in the pre-
14

sentation of the Office of Security's annual

budget estimates to the DD/A;’Comptroller,iiﬁher
$IteTested Agency ot ficials a/nd the Office of
Management and Budget (OMB).

4@2 Reviewing and commenting on all proposed Agency
Al financial regulations, which have any impact on

the Office of Security.,

P! Giving advice, financial interpretation and

- . N ‘-? . oK
/lﬁ assistance in actual preparation ofdproprietary
25X1A )
pro_ject-budgeti and the administration
7

v 'thereof.

Approved For Release 2000/05/31 : CIA-RDP83B00823R000600270001-2
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Y
’({ 4] Providé‘/lj-inspec:tions and continuous 25X1A
monitoring during periods that senior Agency :

personnel testify before the Congress.

15 B pProvia cort to maintenance personnel
working in the DCI complex and inspection of the
areas of interest following such work. '
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FUNCTIONS AND RESPONSIBILITIES —=r=

s
i

INDUSTRIAL AND CERTIFICATION BRAN(]

|3
NTE Processes Special Access Approvals, i.e., process compartmented
STATI / B 2cccsses #e:r Agency funded contractor personnel.

)
J aﬁ%rocesses Industrial Security Approvals at the TOP SECRET and o
< SECRET 1levels. v

Yy PRy
. . a¥y™ comdrin bt ‘;ﬁj‘f‘\’f i”i%,
y ~§! Processes Industrial Security Staff Approvals¢” These are ékév )

{’;.,;
k,.

approvals for contractor personnel with staff-like access to QENL;ﬁV
Agency installations. An integral part of this processing A
involves personal interviews with the individuals both prior

and subsequent to their polygraph interview.

g ~ Processes Cryptographic clearances, i.e., Cryptographic clear-
Mﬁg ance eligibility for Agency funded contractor personnel,

(}W V’&‘l”'
Processes codeword access,/4M,e., SI/TK access for Agency funded
é’ contractor personnel.

.+ Processes Visitor-No=Escort badge renewals for contractor per-
sonnel.

¢ Processes Industrial Security Contact Approvals. (Approvals
for contact with a contractor on = precontract basis,)

Processes and manages the Facility Access Program, which involves
7% the scheduling and processing of cases involving access to Agency
¥ installations for the following categories of personnel:

Guards
/¢ Maintenance Personnel
+/ Char Personnel
42 Services Personnel
+% Individuals working in non-government buildings
,3;1¢~ 1§a§ed by the Agency
TINTL ) Individuals at IS
STA I'“Individuals at the OTS Training Site
I/ Credit Union Personnel (Part-time)
/ffhﬁwf CAWSLA S

2 f# é oy ey oy e s - / X ‘x{> i
:é, {f”a;i(\ﬁi'ffﬂ ‘:;».J;‘;m'_ £ A‘mﬁ" }JJ Y : c-*iﬂmé’f = g7 — ‘/"? T e i

ik ”
T

o
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Processes individuals to be contacted by th_
[% Division.

o be used by tn N
STATINTL STATINTL

Ry ]? Procégses visifdrs to Agency bulldlngs,vincludlng foreign
N natlonals ‘and various other groups. , 4

v
<QZ€)Processes "Q" clearance cases. apb”

d@rtifles clearances throughout the intelligence community,
1nc1ud1ng cases of individuals being integrated with ot
agencies, lv151ts by Agency personnel /DISCO retlrements and
staff certifications.

f

o =79
., Processes staff employee codeword clearances.

qf, Processes and makes eligibility determinations for codeword
Qﬂ{ access for individuals employed by non USIB agencies.

:jé‘Processes employee marriage cases, both domestic and alien.

éﬁm;.Processes Cryptographic clearances for staff employees.

3
;?? Reviews files of staffers being considered for overseas assigne
*/ ment. fi

. j» Processes d reviews re ests for Visitor-No-Escort badges ;
gQS(ZE»credentials and firearms and processes Finance Officer approvals;

ﬁ%%?é’ Na%;: The word '"processing'" in most cases involves the ,g

[ total overview of the case by the desk supervisor,
Oﬂr from receiving the request, having a file set up,
scheduling investigation, reviewing the investi-
gation, writing up the investigation and/or poly=-
d* A ~graph results to issuing the clearance.
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/ STAFF AND OPERATIONS BRANcmf
f

Functions and Activities

1. Process overt clearance requests for the follow— Gf
ing category of personnel:

2 Staff Agents

/. é. Staff applicants (clerical and professional)
3 Consultants

2. Process overt staff-like. and miscellaneous clear-
ance requests for the following category of personnel:

¢ 2. Contract Type I
s’b. Military Assignees

g ¢C. Military Detailees
e #,d. Career Associates (staff- 11ke) uﬁialf*i?uh’z
. et? e. Civilian Detailees

f;%f — ¢ f."Independent. Contractors
/ s¢8. _Language Instr
STATSPEC i
) = 3. Process cases on Agency employees as required under

the Reinvestigation Program.

4. Process the following covert approval and related
requests emanating from the DD/0O, DD/A, and DD/I:

/3 a. Covert Security Approvals

¢ b. Operational Approvals

r$ c. Proprietary Approvals

-« d. Contract Type External Approvals
-7e. Special Inquiries

/&f, Covert Name Checks
,8 9 C’MLW/WM /(.@'{/ZM/I/UZ

5. Charged with respon51b111ty for the following
security liaison activities:

a. Liaison with security and counterintelligence
;2C3 elements of numerous USIB and non-USIB Federal

agencies re matters concerning, but.not limited to,

present and former Agency employees, applicants, —

gZ{ etc.
Approved For Release ZQ&%{;.?{ 12??{%@%5@&%121% Oﬁog 70001-2
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b. Expedite review of investigative files
2 at other Federal agencies in response to requests
-7 for special clearances and billet approvals;

C. Direct relationship with White House Security
Office and U.S. Secret Service in connection

with maintaining, controlling and recording the
Courier and Staff Access List for White House and
Executive Office entry.

3
N

6. Responsible for representing the Office of Security
on the Applicant Review Panel and the Overseas Candidate
Review Panel. ,d o\ , %

7. Responsible for managing the Agency drug seminar
program for employees and dependents being assigned overseas.

8. Responsible for the preparation of the '""Clearance
Division Report on Drug Usage Cases,'" a document outlining
statistical information re drug usage cases processed by the
Clearance Division.
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