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ONFIDENTIAL

Security information

Pnis recommended Mail Control Section supervisory 7/0 with a sumnary
of the duties and line of authority for sach position was prepared with the
fellowing cbjectives in mind,

{1} To specifically provide for continuous dally checks and
inspections of courder posie, routes, method of tramsmission and
oare of material transported,

2} To transfer the direction and planning funetions of the
¥all éogxtml operations from the Uffice of the Chief, Records
Management and Distribution Branch to the Office of the Chief, Mail
Gontrol Section, The transfer is proposed with the wnderstanding
shat the Branch Chief or his Assistant will naintain close supervi-
sory tontrol over the Secticn Chief to assure the timely accomplishe
ment of the duties described,

(3} 7To more clearly define the line of suthority with respect
4o the handling of personnel and eperational preblens.

Por sonvenlence in comparing the pressnt and proposed positions and
pesition requirensnts there is & notation in parenthesis following each

statenent 4o indicate the level at which the action is now being taken
or to indients that no sction 1s now beling taken,
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Retonsended Mail Control Section Swpervisory 1/0 With A Summary
0f The Duties And Line Of Authority For Fach Position

Chief ¥ail Contrel Sestion = 05-9

1, Directs and plans Mail Control operations except for certain
gpz: aﬁ}? operational and pouch material. (Presently done by the Branch
Tice,

2, UContacts representatives of other offices regarding changes in
routing, nuber of piek-wpe and deliveries, and service complaints or
wﬁs for sdditions) service. (The initial contacts are now usually

by a resentotive of the Branch Office with necessary follow-ups
made bty the Chief of the Sectlon.)

3, Aotz as liaison with other agencies regarding courler and mail
operations. (Both a Bramch Office representative and the Chief of the
Bection now act in this eapacity deperding on the circumstances, )

L, Prepares memorends or manualized instructions to mail and courler
persarmel; subject to the approval of the Branch Chief, {(Presently dene
in the Bramsh Office,)

S, Prepares memoranda for the signature of the Chief, Adninistrative
Service eoncerning nsil or courler astivities; subject to clesrance by
the Branch Chief, (Presently done by the Branch Office.)

§, ¥andles personnsl problems rq!‘arro& 0 him by the swperviger
or refers them %o the Branch Chief when necessary., (No clearly defined
1ins of authority for handling such problem at this time,)

7. Interviews prospective employees and reccosmends ths action to
be talken, (The responsidility for this function 1s not specifically
sasigned at present and has been by any or &1l of the follewings Chiefl
of the Brench, Chief of the Section, and the Administrative Assisgtant,
Adninistrative Services,)

'8, Perlodically checks courier pests, routes and schedules, (No
vegelar checks now being made, )

igtant Chief Mail Comtrol Section - 08-8 -

1, In the asbsence of the Chief or by delegation, wndertakes any
of the duties of the Chief, (This position ls eatablished on the
present 1/0 but is vacant.)

2, Makes dsily inspections of courier posts and routes, and checks

asthods of transnission and the care of material transported. (Yo dally
or pariodic inspections now being dons.)
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3. Boes that all prescribed security messures are observed,
{Presently dons by the Section Chief,)

L, Bses that all prescribed regulations with respect to the use
and maintermnce of ment vehicles are ochmerved, (Presently done
by the Zection t:hiei )

i, Direstly o pea meil and courier personnel and operations,
{Pressntly done by the Section Chief.)

2, BSohedules psrsormel assigments, (Presently done bty the Bection
Chisf and & 085 Mail Bupervisor.)

3. Answers 1 rien regarding the best method of preparation and
dispateh of mail, (Presently done by the Section ﬂhinfj

L, Answers inguiries covering requests for regular and special
service and neintaing & %ime card comtrol on courlers enroute in order
tc be able to contact them when necessary for the purpose of expediting
special service requests, The time card control will also serve az &
ehetk on Sime requirenents for the variovs runs., (These inquiries are
now handled by a 085.8 Meil Swpervisor.)

5. Traing and indsctrinates new employees, {Presently done by
the Sesction Chief and a 288 Mail Supervisor,)

6, Orams leave and schedules vacations subject to the approval
of the Section Chief, (Presently done by the Bectien Chiesf,)

7, Hundles personnsl problems or refers them to the Bection Chief
when necespary, (No elearly dsfined line of authority for handling
suth problems at present.)

8, BSees that prescribed security messures are cbserved, {Presently
done by the Sectlon Chief,)
¥ail Swpervisor (Meil Room)OS-f (No change in this positiom which is
‘ ' imolvded on the present T/0.)

1, Assists the supsrvisor in the duties described vnder that nosition,

2, Bpst checks envelopes to sssure compliance of the origineting
offices with OTA regulatioms pertaining to addressing and security
requirements, Brings to the swervisorts attention anlf deviations from
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3, Works with the mell clerks in perfoming the following dutiess
&. Pmsceiving, recording snd dispatching registersd mally
b, Weighing and cemputing postage for outgoing mally
¢, Resedving and distribution of newspapers;

4, Tdentifying and noting the proper addresses on incoming
P, 0, Mall with incomplete addresses;

o Sorting wall for dlstribution or mailing.

¥sll Swervigor (Courier) ot

Swearvises the dispateh of a1) courlers on scheduled and special
mma.l' (?rﬁmﬂy dons by a 38-6 Courier and a 68.6 Mall Supervisor,)

2., Prepares brief cases for dispatch, {Presently done by & 08-5
¥eil Supervisor,)

Snot checks anvelopes to assure compliance of originating
oﬁ‘i@i; wgh CTA RNegulations pertaining to addressing and security
requivements, Brings to the supervigor's attention any deviations from
these regulations, (Not regularly being done &t present, )
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