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MEMORANDUM

TO - ¢ Deputy Director (Plans)

SUBJECT: Administrative Plan for SR Special Project
AEACRE - Domestic Trainiag Station

l. The ohjective of the projgct is the establishment and operation

" of a domeatic field atation for the spotting, assessment, training, briefing,

1l

and preparation for dispatch of agents in support of SR opevations.

8. A domestic field station has been catablished in this country
and is now in cperation. The headquarters for the atation includes the

- office of the Chief of Station, the Adminiatrative Office, an operations

section, and a spotting and assessment section. The trainees are
quartered in eafebouses located away from headquarters,

3. The trainees are furnished quarters, food, clothes, and such
entertainment as is deemed necessary by the Chief of Station from a
morale standpoint. They are gencrally under continued surveillance
and are always escarted on ail trips to off-site training areas and on
all trips to and from the safehouses,

4. The station is using United States official cover, At present
it is an annex of the Diepartment of Health, Education and Wellare, -

Approval

5. This project was originally spproved by ADSO on 22 January
1952. The DCl, on 6 May 1952 approved| “{of F1 funds for
fiscal year 1953, and in January 1953 he approved pf PP
funds for fiscal year 1953, On 24 August 1953 the DCI approved the

_8R Divieion's program for fizcal year 1954, This program included

v ALACRE for fiscal year 1954, The budget for this
projact {s now being reviewed by 3R for the purpose of recommending
a reduction in the project's budget for 1954,
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Adroinistrative Plan

6. The attached Administrative Plan has the concurrence of the
respective offices of interest and is recommended for your approval,
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Fm}eet Admintetrative Plaiining Staff, Bi)/A
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Project Officer j
PAPE/DD/A/MGG:)6c

{28 November 1953)
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AEACRE
Administrative Plan
SR Special Project - Domestic Training Station

L Funding

1. Funds shall be made available for the project on the basis of
a detailed quarterly operating budget prepared by SR sad concurred in
by the Office of the Comptroller, The amount of ths budget shall not
‘be in excoss of the amount of the project approval fox the peried and
sball be in accordance with the termse and conditions of the profect
approval., The budget shall provide funds for (1) the operating enpenses
and compensation payable at the station, (2) the purchase of equipment,
‘automeliles, and supplies by the Legistics Office and, (3) compensation
for staff employees, covert associates, contract ¢ ayees, and comtract |
agents while in a holding status assigned to the project, ambhbym \
Finance Divieion,

2., Funds shall be advanced for the pzcjeee in sccardence with the
detailed oparating budget upon appropriate requeat by R, and all such
advances shall be recorded as allotwent espenditures at tha time of
_ume by the Agency. Fuads {or the station shall be advanced to the
- 23' his designee. The station may be advanced funds
%irovm a nedessary working fund, aad theveafter funda will generally
be advanced in amounts not in excess of requirements for 30 days except
in unusual circumaetances.

3. The budget provisions for staff employees and military personnel
shall be supported by a T/O prepared by the station and concurred in by
"~ &R and the Personnel Office.

4. The budget provisions for covert associates, coniract employees,
and contract agents shall be supported by & summary schedule of requive-
ments prepared by the station and concurred in by SR and to be approved
by Chief ¥1 5taff and the Perconnel Office,

- 8, The budget provisions !or trainees and for the emergency holding
of recruited agente pending full processing, pending dispatch, and pending
disposal shall be supported by & summary schedile of requirements '
prepared by the station snd mmted in by SR and approved by Chief,
¥ I shﬂ

. 6. The budget provisions for the purchase of equipment and auto-
mobiles and for the leasing of real estate shall be supported by a table
of requirements prepared by the atarion and concurred in by SR and the

Loglatics Office, SECRET
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'n. Fiscal Authorisation

7. A letter ei instruction outlining the authorities of ﬂw Chief of
Station and the Chiaf, Administrative Office, including at least the
following, shall be prepared by SR and the Office of the Comptroller
with the concurrence of the Office of General Counsels

8, L \Imd the Chief Administrative
Officer shall have authority fo expend funds for the operating
sxpenses of the station in accordance with the detailed operating
budget for the statian, subject to the limitations expressiy
imposed therein, The prioxr appreval of SR and the Office of
the Comptroller chall be required for any expenditure in
excuss of the limitations expressly impesed in the budget. o
The authority of R and the Office of the Comptraller to L
approve revisione of the budget is subject to the provision :
that any such amendments shall not increase the total ,
amount of the budget to an amount in vxeess of the total
budget limitation expressly provided i pnsgnpk ] of
this Phﬂo

-

e . \ the Chief Administrative
Officer, and the Fiuance eer shill have autherity to open
and maintain a jeint bank sccount, in psevdonym, for etatien
funds provided that:.

1. 8R obtains twin declarations of trust, one
to an uanamed party and one in faver of the U, 3.
Government, in & form prescribed by the Office of
General Counsel, executed by the Chief of Station,
the Chief Administrative Officer and the Finance
Ofticer, covering funds in the bagk account, The
declarations of trust shall be held in custody by
the Finance Division,

2. Funds may be withdrawn from the bank
. _account only on the authorized signature of any two
of the followlng o&icwraz(’ g: the
Chief Administrative Officer and the Finsnc ficer,
3. S8R wﬂl furnish the Finance Divtaian with
the nanie and address of the bank in which the account
{s opened, the title of the account, and the names of
the ;mrsmw authorized h withdraw funds from the
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UL Personsel

8. All perconnel assigned to the station, other than trainees,
covert associates, spotters and cut-outs, shall be staff employees,
military personnel or contract employees who shall be recruited and
processed through regular Agency channels,

9. Those covert associates, spotters and cut-outs recruited by
the Assessment and Recruitment Staff of the station shall have an
sppropriste ‘name check'' clearance cenducted by the Sscurity Office
and Stadf C/8PB prior to their initial contact, All covert associates,
spotters and cut-cuts shall have a covert security clearance prior to
their exmployment,

10.. All trainees shall have a covert security clearance and shall
execute a contract with the Agency prior to their training period, These
contracts ahall be negotiated by SR in coordinstion with the station and
ahall be wweé by the Special Contracting Officer,

—

W - mny authorise compensatory leave in lten
of svertime not to exceed seven earned days to be given at the completion
of a training cycle (about six months) to qualified staff employees and

military personnel,

12, All equipment and supplies for the station shall be provided in
a manner determined by SR and the Logistics Office in aceordance vith
the provisions of the approved budget, _

13. All sutomobiles for the station shall be piovt&cd in 2 manner
determined by SR and the Z.agiﬂucs Office in accordance with the provisions

of the appreved budget,

M. Al uﬁph«wseu and tra!nmg sites for the station shall be leased
in & manuner determined by SR and the Logistics Office, in secordance

with the provisions o6f the approved budget,
/

15. A sterchouse shall be maintained for training equipment, auto-
wmobile accessories, and special equipment held by the statton, All such
supplies and equipment shall be provided in a manner determined by SR
and the Logistics Office in accordance with the provisions of the approved

lmdget.

6, e the Chief Administrative Officer shail
have authority to make emergéncy pyrchases of equipment and supplies
provided the cost of the item &QE at-guceed $250,00. Each such purchase

T
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shall be supported by an explanation of the emergency, which will be
reviewed by £R and the Logistics Office,

17. The station shall mailatain inventory records of all property
‘assigned to the station in accordance with Ageney regulations,

V. Travel Expense

—

18, IEG j ghall have authority to approve domestic
travel authorisations and veuchers for all personnel sasigned to the base
and for all trainees within the provisions of the approved budget. SR aad
the Senlor F1, PP, or PM Staff as appropriate shall review the travel
authorisations issued to determine that they were in accordance with the
division's policy in regard thereto, Repeated and foreign travel orders
shall bave the prior approval of the Chief, SR or his dutme and tlw
Senlor FL, PP, or PM Staffl as appropriste, :

19. All staff employees and military personnel shall be reimbursed
for travel expense in accordance with Agency regulations, All covert
associateb and contract employees shall be reimbursed for travel expense
in accordance with the terms of their contracts,

20, _iball have sutbority to approve travel
expense {oF trainees on an actual, neceasary, reasonable basis, The
Casé Officer eacort of the trainee(s) on the trip will pay all travel expense
and will submit the travel expense voucher of the trainee(s).

Vi, QOther Operational Expense

. 2l \}-hﬂl have authority to approve the settle-

ment of disputes (other than ﬁ&ue arieing from Agency personnel service
¢m.¢u) fsvolving damage to living quarters and other such expense,
provided; that the cost does not exceed $500, 00, that for security reasons
the diepute must be settled immedintely, and that such dispute be reported
immediately to the Chief of the Division and settlement approved by him,
This authority shall be exercised only when neither normal nor special
procedures appropriate to the particular instance can be securely used,
In any case these unusual expense items will be supported by a detailed
explanation signed by the appropriate Case Officer showing the reason for
the expense, All such cases shall be reviewed by SR and the Senlor FlI,
PP, or PM Staff as appropriate to determine that, when used, the special
authority provided in this paragraph was justified and for the purpose of
providing policy guidance to the station,
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Vil m Mess

az. Thﬂ’ Tlor the Chief Administrative Officer shall
have amny"ﬁ? approve ers for food purchased for each mess
operated by the base within theé provisions of the approved budget fer the
: ﬁt&ﬁon. .

vim, Emnmtm

23, The ;o{r the Chief Administrative Officey shall
have authority To approve such entertainment and racreational expense
as is deemed necessary from a morale standpoint for trainces within
the pravisions of the approved budget,

4. The voucher for entertainment and recreational mm shall
be supportied by a statement from the escort showing date and the pseu-
donym cl sath Agency representative and each trainee.

85. All vouchsrs for entertsinment and recreational expense shall
be reviewed at least quarterly by SR and the Office of the Comntroller for
the purpose of furnishing policy guidance to the(_ _\regnrding
future entertainment and recreational expense, ’ _

IX. Aute Maintensnce

26, ru,; Tor the Chief Admintetrative Officer shall
have authority to approve autsfhobile operating and maintensnce expense
on'a reasonable and necessary basis, These expenses will include
emergency purchaszes of tires, batteries, sud other parts and accessories
aecessary for the proper cperation of the sutomobile. Directional sigaals
and gide mirrors may normally be iaeluded as necessary for the proper
mrsﬁm of the anwmobﬂc.

27. SR and the Logistics Office shall review all sutomobile operating
and muintenance expense at lsast quasterly for the purpose of furnishing
poiicy guidance to the Chief of Station ngudtng future automobile muung

and maintensnce expense,

28, le( “Ihall have authority to authorise and approve
on the spot setflement to nan-fgency ‘peraons for automobfle accidents
provided the amount is not meore than $250, 00 md that the gsettlement is
necessary for security reasons, provided that tha' “will
make a survey of each claim in excess of $25. 00 and make a rmrt to
thu Survey Review Board for final action, The amount of claim pald by
m?gm shall be charged to the employees account pending the decision
of the/ " the Survey Review Board as appropriate, In each
case a‘?ﬁmyriaw action will be taken against third partiea,

T
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29, ‘;n the Chief Administrative Officer shall
have umtuy% suthorise approve repairs to sutomobiles ssaigned
to the station provided the cost ia not more than $250, 00 and that the
repairs are necessary for security ressons in order to avold attracting
unysual attention. This will not effect the duty to seek reimbursement
from third parties where indieated. hall make
a survey of each repair In excess of $250,00 ami make a report to the
furvey Review Board for final action, The amount of vepairs paid by
the station shall be ¢ mmmr; .“.‘.nnwm!md&ugthadmum
of M‘ r the Survey Review Beurd so appropriate,

X. Security and Gover

30, The Security Officer of the eﬁm shall be selected or‘mabna .
by the sceumr Cffige, | D

31, The program for the selection and asscesmont of eafehouses
sball be develsped by the Security Officer of the station with the concurrence I
of the Security Office and the Cover Division,

32. The cover story for the ocmu afug_n(me shall be
developed by the Becurity Officor and be approved :(
. Mcmdhwmww«mmmur Division,

3% The Security Officer shall make a security check of each
: nmhouu st least every six monthe and report his ﬁadiach
- ~ltor appropriste sction,

bl Aecounting sud Reporting

34. The Finance Officer of the station sball be approved or selocted
by the Office of the Comptrolier,

35. The Office of the Comptroller shall review the account pro-
cedures now o effect at the station and shall recommend and arrange
for the installation of changes in procedure necessary for the proper
sccountiag for all funds and for the preparation of the required muthty

raports.

36. The station shall submit monthly financial reports, signed by

~ t
%.. ’ugﬁ d approved by the ‘Chiet of B8R, These reports shall
clude at legats ~ _

a. A statement showing the source of all funds,

b. A statement of disbursements classified by type
of espense with supportigs vouchers and receipts or a state-
ment showing why a ‘receipt was aet obtained, :

LR EA K i T




ormation

¢. A statement of the cost of operating cach mess,
the number of meals served, and the avevage cost per meal,

d. A statement showing ths cont of eperation and
maintenance of each automoblle for the period, '

37. The monthly financial report shall include a certification signed
hy to the effect that the statement reflecta, to the best .

nkmwhcpm Jief, the expenses of the station for the peried, m
mmnmamuu amacthmmdesa.

Xl Wﬂm to K

38, Funds sxpended for the project by the station shall be cmm
to expende by the Authorised Certifylng Officer on the basts of the station
monthly veport agproved by SR, and the disbursements shall be supported
in accordance with Agency regulations or the provisions of this Flan. All
other funds expended for thie project will be Wm in scecordance with

Amv ﬂgahthns.
Xt Am&t

39, The project shall be audited at least annually and the sudit
program shall be determined and carried out in c.ccme with sgengy
regulations, .
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RECOMMEND APPROVAL

AUTHORIZED

30 November 1953

ate

14 January 1954
T Date

3} Jenuary 1954
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