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1.11EMORANPUM

TO	 Deputy Director (Plans)

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

Objective

I. The objective of the project is the establishment and operation
of a domestic field shako for the spotting, essessyment. training, briefing,
and preparation for dispatch of agent* in support of $R operations.

Support 

2. A domestic field station has been established in this country
and is now in operation. The headquarters for the station includes the
office of the Chief of Station, the Administrative Office, an operations
section, and a spotting arid assessment section. The teatimes are
quartered in safehouses 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
morels standpoint. They are generally under continued surveillance
and are alwaye escorted on all trip* to off-site training areas and on
all trips to and from the *alehouses.

4. The station is tieing United States official cover. At present
it is an annex of the Department of Health. Education and Welfare,

Approval

5. This project was originally spproved by ApSO on 22 January
1952. The DC/4 on 6 May 1952 approvedL	 _ of Fl funds for
fiscal year 1953, and itt January 1953 be 11119rovo

Ute 
Cc	 )sf PP

funds for fiscal year 1953. On 24 August 1953 	 1 approved the
SR Division's program for fiscal year 1954. This program included

ALACRE for fiscal year 1934. The budget for this
project is now being reviewed by SR for the purpose of recommending
a reduction in the project's budget for 1954.
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6. The attached Administrative Plan has the concurrence of the
respective offices of interest and is recommended for your approval.

151

L._	 1 Chief
Project Administrative Piaiining Staff, DD/.A

Project Officer

PAPS/DD/A/WOljdc
Oil November 1953)
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.AEACRE
Admiaistrative Plan

SR Spe	 Project - Domestic Training Station

L.

I. funds shall be made available for the project on the basis of
a detailed quarterly operating budget prepared by SR and concurred in
by the Office of the Comptroller. The amount of the budget shall not
be in excess of the amount of the project approval for the period and
shell be in accordance with the terms and conditions of the project
approval. The budget shall provide funds for (I) the operating expeasos
and compensation payable at the station. (3) the purchase of equipmera,
automobiles. and *applies by the Logistics Office ands (3) compensation
for staff employees, covert associates, contract employees. and contract
agents while in a holding states assigned to the project. payable by the
riSOline* Division.

2. Funds shall be advanced for the project in opcjerdisace with the
detailed operating budget upon appropriate request by NI, and all such
advances shall be recorded as allotment expenditures at the time of
gitvance by the Ageacy. funds for the station shall be advanced to the

;:r his designee. The station may be advanced funds
.."-irovide a ne esary working fund, sad thereafter fends will generally

be advanced in amount. not in excess of requirements fer 30 days except
in unusual circumstances.

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
SR and the Personnel Office.

4. The budget provisions for covert associates. contract employees.
and contract agents shall be supported by a summary schedule of require-
meats prepared by the station and concurred in by SR and to be approved
by Chief fl-Staff and the Personuel Office.

• S. The budget provisions for trainees and for the emergency holding
of recruited agents pending full processing, pending dispatch, and pending
disposal shall be supported by a summary scholiae of requirements
prepared by the station and concurred In by SR and approved by Chief.
Fl Staff.

• 6. The budget provisions for the purchase of equipment and auto-
mobiles end for the leasing of real estate shall be supported by a table
or requirements prepared by the stories: and concurred in by SE and the
Logistics Office.
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7. A letter of instruction outlining the authorities of the Chief of
Station end the Chief, Administrative Office, including at least the
following, shall be prepared by SR end the Office of the Comptroller
with the concurrence of the Office of General Counsels

a.	 'lend the Chief Administrative
Officer shell have authority a expend funds for the operating
expenses of the station in accordance with the detailed operating
budget for the *tattoo, subject to the Limitations *morosely
imposed therein. The prior approval of SR and the Office of
the Comptroller shall be required for any expenditure in
excess of the limitations expressly imposed in the budget.
The authority of NI end the Oiiiee of the Comptroller to
approve revisions of the budget is subject to the provision
that any such atnettdestents shall not Increase the total
amount of the budget to an amount in ViellefitS of the total
budget limitation moresely provided in paragraph 1 of
this Plan.

b..
ha	

Oft? the Chief Administrative
Officer. and the T ne* ear shell have authority to open
and maintain a joint bank account, in pseudonym, for eta Ion
funds provided *hats

1. U obtains twin declarations of trust, one
to an unnamed party and one in favor of the U. S.
Government, in a form prescribed by the Office of
General Counsel, executed by the Chief of Station,
the Chief Administrative Officer and the Finance
Officer, covering funds in the bank account. The
declarations of trust shall be held in custody by
the flows* Division.

1. funds may be withdrawn from the bank
_account only on the euthorieed signature of ay two
of the following officerssLe 	 the
Chief Administrative Officer and the Finesse 	 icor.

3. SR will furnish the Filtlittee Division with

the name and address of the bat* in which the account
Is opened, the title of the account, and the names of
the persons authorized to withdraw funds • from the
account, .

SECRET
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M. Personnel 

S. All pereonnel assigned to the station, other than trainees,
covert essochttes. spotter° and cut-outs, shall be staff employees,
military personnel or contract employees who shall be recruited and
proceesed through regular Agency channels.

9. Those covert associate/v, spotter. and cut-outs recruited by
the Assessment and Recruitment SUN of the station shall have an
appropriate 'name checkc clearance conducted by the Security Office
and Stall CAPS prior to their initial contact. All covert seismiatie,
spotters and cut-outs shall have a covert security clearance prior to
their. employment.

10. AU trainees shall have a covert security clearance and shall
execute a contract with the Agency prior to their training period. These
contracts shall be negotiated by SR in coordination with the station and
shall be approved by the Special Contracting Officer.

L	 7 may authorise compensatory leave in lieu
of Overtime not to (weed /mien earned days in be given at the completion
of a training cycle (about six months) to qualified staff employees and
military personnel.

IV. Logistical Support

12. All equipment and supplies for the station shall be provided in
a manner determined by SR and the Logistics Office in accordance with
the provisions of the approved budget. •

13. All automobiles for the station shall be provided in a manner
deterenhted by Sit and the Logistics Office in accordance with the provisions
if the approved budget.

14. AU safgehouses and training sites for the station shall be leased
In a 1214111111CT determined by SR and the Logistics Office, in accordance
with the provisions Of the approved budget.

O. A storehouse shall be maintained for training equipment, auto-
mobile accessories, and special equipment held by the station. AU 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
budget.

—
16.	 .7,)r the Chief Administrative Officer shall

have authority to make etnerroncy psechases of equipment and supplies
provided the cost a the item dont qateeed 9250.00. Lash such purchase
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3ha1l be upportt:4 by an explanation of the emergency, which will be
reviewed by SR and the Logistics Office.

IL The station shall maintain inventory records of all property
assigned to the station in accordance with Agency regulations.

V. 'Travel Lunt!!

IS,	 shall have authority to approve domestic
travel aulfaiiaati ons and vouchers for all personnel assigned to the base
and for all trainees within the provisions of the approved budget. SR and
the Senior Ill, PP, or PM Sulu 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 have the prior approval of the Chief, SR or his designee and the
Senior Flo PP, or PM Staff as appropriate.

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.

ZO.L	 jhall have authority to approve travel
expense for trainees on an actual, necessary, reasonable basis. The
Case Officer escort of the trainee(s) on the trip will pay aU travel expense
and will submit the travel expanse voucher of the trainee(s),

VI. Other Operational Mit411114$

zi. E 	 "7001 have authority to approve the settle-
ment of disputes (other than Otos* arising from Agtency personnel service
contracts) involving damage to living quarters and other such expense.
provided; that the cost does not *sewed $500,00, that for security reasons
the dispute must be settled immediately, 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 mammal expense items will be supported by a detailed
explanation signed by the appropriate Case Officer showing the reason for
the expense. AU such cases shall be reviewed by SR and the Senior FY,
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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at. Th	 or the Chief Administrative Officer shall
have authority to approve vowhers for food purchased for each mess
operated by the base within the provisions of the approved budget for the

• station.

Entertjtinment 

22. The) 	 or the Chief Administrative Officer shall
have authoritrth approve sue entertainment and recreational expense
as is deemed necessary from a morale standpoint for trainees within
the provisions of the approved budget.

24. The voucher for entertainment and recreational expense shell
be supported by a statement from the escort showing date and the pseu-
donym of each Agency representative and each trainee.

25. All vouchers for entertainment and recreational expense shall
be reviewed at least quarterly by SR and the Office of the Com:roller for
the purpose of furnishing policy guidance to theL , regarding
future entertaionmat and recreational expense.

IX. Auto biaisttenance

36. The'r- -1)r the Chief Administrative Officer shall
have authorityV) approve auttembile operating and maintenance expense
owe reesonable and necessary basis. These expenses will include
emergency purchases of tires batteries end other parts and accessories
necessary for the proper operation of the automobile. Directional signals
and slide mirrors may normally be included as necessary for the proper
operation of the automobile.

Vt. SR and the Logistics Office shall review all automobile operating
and maintenance expellee at least quarterly for the purpose of furnishing
policy snidest* to the Chief of Station regarding future automobile operating
and mainttomice expense.

22. That	 hall have authority to authorise and approve
on the *pot öetiIment to non-A-sgencrpersons for automobile accidents
provided the amount is not more than $250.00 and that the settlement is
necessary for security reasons, provided that the/	'‘ will
make a survey of each claim in excess of $25.00 and make a report to
the Survey Review board for final action. The amount of claim paid by
the . stItion shall be charged to the employee, account pending the decision
of the'	 --,))r the Survey Review board as appropriate. In each
case )propriate actin will be taken against third parties.

I 1	 1
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Z9.. TI141	 or the Chief Administrative Officer shell
have authority fi authorise ai approve repairs to automobiles assigned
to the station provided the cost is not more than $250.00 and that the
repairs are necessary for security reasons in order to avoid attracting
unusual ettention. This will not effect-the def y to seek r.t iefibtiteetaelit,
from third parties where indicated. 	 jshail make
a survey of each repair in 414teels of $230.00 and make a report to the
iimmey Soviets' Dowd for filial tuition. The amount of trePlates Paid by
the station shall be	 pa to the employees account pending the decision
of the 	 or the survey /Review Sward es appropriate.

X. Siteu.2......5141.* m vat

30. The security Officer of the' station shall be selected or approved
by the Security Office.

31. The program for the *election and assessment of gatehouses
shall be developed by the Security Officer el the station with the concurrence
of the security Office *ad the Cover

32. The cover story for the ocaqmats of eaWsalehouse shall be
developed by the Security Officer and be approved C

- and concurred in by the Security Office sad the Cover Division.

43, The Security Officer shall make a security cheek of each
ssfehouse at least every sin otoaths and report his andingeL

)or aiqtropriate action.

AssmiLeatmfti

34. The irthance Officer of the station shall be approved or selected
by the Office of the Comptroller.

35. The Office of the Comptroller shall review the account pro-
cedures now in effect at the station And shall recommend and arrange
for the installatioa of changes in procedure necessary for the proper
aceossitiag for all funds and for the preparation of the required monthly
reports.

36. The stan shall submit monthly f4aj4 reports, signed by
cl approved by the Chief of 514. These reports shall

a. A statement showing the source of all fuz4e.

* at leasti

b. A statement of disbursements classified by type
of siusense with supportigo vouchers and receipts or a state-
ment showing why ii'receipt was not obtained.
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et. A statement of the cost of operating each mess,
the number of meals served 1 and the average cost per meal.

d. A statement showing the cost el operation and
maintenance of each automobile for the period.

37. The monthly financial report *hall include a cestification signed
byL	 .litto the effect that the statement reflects* to the beet
of Me knowledge and lief, the eupenses of the elation for the period. The
financial report shall be subject to the **puma' of $it.

Sit• Funds *upended for the project by the station shell be charged
to eltpeisse by the Authorised Certifying Officer on the beds of the station
ossaihly report approved by Sh, and the disbursements shall be supported
in accordance with Agency regulations or the previsions of this Kin. All
other funds expended for this project will be supported in accordeses with
Agency replet•

XIII.•Audit

lit. The project shall be audited at least insmaity and the audit
program shall be determined and carried out in accordance with Agency
regulation*.

1
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