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WORELOAD FACTORS
B8R /Admin/Logistics Section

1, Number of Projects, by typs, which reguire the
preparation of ‘Légiatics Armexes ’ approx. [ 25X9A2

2. Yuzder of Requisitions per month, including
price studies, prepared tvarage 25
(61 reguisitions 1 July thru 22 Sept)

3. Kumber of Property Pispossl Actions per month regative

L. Humber of Cables and Dispstches prepared per
ronth VYery small
{Stated that cables and dispatches were
prepared in the Country Branches and
raleased thru the 'host! division)

§. Hahhours per menth gpant attending meetings
: and oconferences A-12 hours

6. ¥amhours per momth zpemt in review of proposed
regulatory iseuances 14 hours

7. HReecurring and intermittent reports per month
and man hours epent on their preparation

Regurring 0 Manhours o
Tutersittont few ¥anhours g

8. Numsber of actions and manhours per month on
general service type activities

Actions no record Hemhours 53
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LIST OF ACTIVITIES
LOGISTICS SECTION/SR/ATMIN

e SEPECIALIZED ACTIVITIES:

&

b

Co

d.

2.

f.
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Prepare, or aselst in the prepsration of, Logistics Annexes
Yo projects and programs and conduct the requircd coordina-
tion, review and suthentication within the Livision.

Hetes It was stated that the Division hes completed the
preparation of detalled Annexes for all ;rojects
having a requirement for meteriel.

Preparse, or assist in the preparation of, Forecasts of
Materiel Requirements and perform for the [ivision such re-
view 88 may be reguired to assure conformance to plaps and
policy snd to secure coordination and authentication within
the Divislon.

Kete: [ue to the pecularities of the Livision, it is likely
that Forecasts, when required by Logletics officar,
will be prepered totally in the Loglsties Section
from the detailed Annexes referred to abovz.

Prepare requisitions and requests for shipment and review
adequacy of requisitions prepared elsewhsre in the division;
follow-up with Logistics Office to assure timely delivery;
nag. gak& distribution as required of cupies of requisitions
an s,

Prepare special and recurring reports » Or coordinate the
preparation of reports Yy other headquarters of field ele-
ments of the division, and review for release to reguesting
ﬁfncﬁa

Hote: At the present time the requirement for reports is
negligible. Uowever, it may be expected that some
reports will be required by the Logistics office
from the fleld and headquarters as procedures are
developed to tighten up the supply systew control.

Erepere, or assist in the preparation of » special routing,
packaging and shipping instructions and plan chauneles for
the movement of materiel to ficld stations.

Haintaln real estste recerdﬁ on properly used as safe
houses.
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4.

g+ Maintain vehicle records and Teclerations of Trust on those
vehicles purchased from Agency funds by desp and medium cover
individuals,

¥ote: The keeping of vehicle records is a function of the
Llegigtics Sffice but that office has in certain in-
stances delegated to irea Divisions the responsibility
for records on the above type vehicles.

h. Acte $o assist Transportation Division in problem cszes in~
volving the movement of personal effects and automobiles,
especially thoee involving the use of pseudornyms.

i. Provides supporting data for Yudgetary compllations con~-
esrning materiel estimates.

4. Maintains lisison with the Logistics Office, Medical, Commo, &
55, benler Staffs, other area divisions and otherson logis-
tical matiers of common concern.

k. ¥aintains operational steck room for the SR Tivision and
incidental stock centrol records.

1. Passes on requests for vehicles, administrative and qussi
offielsl, se to justification for purchase, replacmam; or
dispossl, type to be used, and similar factors, snd pre-
pare reguesis on the Logistice Uffice for action.

¥ote: The question of vehicles is discussed elsewhere in
the study.

FON-BPECIALIZED ACTIVITIES - rdministrstive/General ¢ ervice/
Heusekseping matters

m, Develop plane for headguarters space, furnishings and tele-
phone outlets moves ir the case of major rearrangement.

B, Meintain records of Clsss A furniture in headquarters
offices.

o. Acts as clearing point for all division requests for re-
profustion and processes raquests to eentral reproduction
facility.

p. Maintains reproduction equipment fmr ues b division per-
sonnel.

Bote: This appesrs to be an unnecessary aectivily since re-
production equipment 1s avallable tc anyone who cares
to use 1t in Reom 2027 J and the egquipment is mia-
tained for that purpess.

Sanitized - Approved Fo

-RDP60-00538A000100120016-5

curity Information



qs

}

|

t.

Ue

Sanitized - Approved Foré&

-RDP60-00538A000100120016-5

ntormation

Aots as ¢learing peint for the division on &ll demands on
the Building Services 0fficer for repairs and mainisnance
work.

Aets as a clearing point, and odtains mervice, on all divi-
alon requests for typewriter and office machine repairs.

Receaives and conscolidstes all book snd periodicsal regquests
for the headgquerters and field elementis, and prepares
necesgary order forms and services complaints concerning
non~delivery.

Receives and transmits to ithe motor Pool &ll ealls from
within the division for use of officizl sutomobiles.

viscellenesus other services,
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PRESENT WNCYIONS

guoted fyom memerandus gx/Division, the Aeting Chief,
(.ma 8 oetober 1952, ;ubJMz Tabls of Crgsnizstion,
S8R Nivisien}

) { 1! i|| | % i-ﬁﬂi ’ ] 7 “

O ey poliey offisers snd Adnintstrative officisls and
maintaizs a current knowledgs of Division operstionsl
seguirepents in order %o preperly conduct logistics
lanning.

Prapares and coordinates all plans for the Legistic
® m ﬁim opsrations insluding seeh fentors
a8 persoonel, feeilities, services, funds and msteriel.

Frepares )1 logistic rsperts and snmaxes to [ivisice
® plans, prograng, smd projects.

rospoasi ¢ » costimous review of operstional
“ '. m‘r“‘ - to insure thet coumitwents are
within corrent capabilitiss snd availadle resources.

€) Formalstes, reviews, snd ebtains spproval of Divisien
¢ T/8's, ?fk:u snd special allowsnces for field support
setivities insluding formulation of stapdard supply
snd replacowent fastors and consuaption rstes.
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