e I d For Rélease 2006/07/14 CiA-RD'PTO 00211 000500200
e T pprove OF*ijiése ‘ RMM : /@f/%9w3?’5’}fJ.
1 S B SELR£1 . el
W S APRIZmES L
T nos neputy mrm,or (support.)
A

.. SUBJHCTs Maln_tzwlﬂf the °"¢“‘1"ﬂ°“ (e s“m“‘
o2sxt SRR : -

10 PROBLEM:

To examine the organizational structure and staffing pattern of the e

25X1 [ } in order to determine the proper organisation ' -
and staffing pattern necessary to meet current commitwents md to serve
as a nucleus for the conduct of the Center's primary mission.. L

e g e 2

2, FACTS BEARING ON THE PROBLEM:

25Xt

_ a. The present organizational structure and staffing pattern of the e
25X1 | | was esteblished upon actvivation of the inst on
in 1950, Since that date there has been the addition of a relat:tva.’ly L
few individual positions and the addition of the Vitsl Materials Pro- - o
gram soon after activation. There has been no ms,jor change :Ln orgmi—- L
zational structure. '

bs The present Table of Orgamiz s including the 12 positions .’m the . ooyg
Records Cen orovides for poait:\.ons with a personnel ceiling - = - 259
i strength of Tab C requests an addition of 5 Teble of Organimtion R it
T positions and a like increase in persomnel c¢elling to accompany the im= - -
ecreese, Reference (b) suthorizes 2 additionsl positions at such time
as the Center is able to take over the conrier run made neceaaary by the
relocation of the Records Center.

. 3. DISCUSSION:

&+ The proposed orgsnizationsl structure as shown in Tabs B and F reflects o
the following changes in organ:tzatioml elements and t.rana:t'er of ftme'biem

(1) The organizetion shown on Tab A as the Communications Divie:l.on our-

L rently oont enly 2 positions, Clerk Stemograspher GS«5, and
! Clerk-Typist GS=L, is eliminated, Both of these poaitiou m 'ncmt R
and no ceiling is pravided tar thm at. pnaont. ; L, 5)(1

© (2) The Records cent.er is shmm ‘F 8 ﬁi‘i’i“‘ ”’P”t'm t’°
u 25)(1|: ; |
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(3) The Administrative Division is shown to reflect 3 branches to inclnde;,;;i'

& Supply Brench; the supply function being transferred trm tho
Engineering Division.

(L) The Engineering Divisien is shown to reflect 3 branches to. Melude _
‘a Fire Protection Branch; the fire fighting ﬁnation being tmn- ‘
fcrred fyom the Soeurity musion. " :

Under the proposed atr\wture shown in Tub B no change is reflaotod :Ln -

the Mess and Billeting Divislon nor in the Services Division.
The present structure of the Administrative Division contsins a Budget

and Finance Branch, Personnel Brénch and a General Administration Brunch.';-f'_ :

As only one position is concerned with the persomnmel activity, the
branch designation is eliminated and the personnel officer carried in
the Office of the Chief, The Genersl Administretion Branch provides

stenographic support and one courier as well as the telephone operstors,

As the telephone activity is a specialized and readily identifisble ac~

tivity, it is shown on the proposed chart in Tab F as a separate branch.
The present courier as well as the two authorized for the Records Center

in accordance with Tsb D and overall stenographic. support for the Divi-
sion are shown in the Office of the Chief,

There also existed a position of Administrative Assistant, G5~9,. on the

Administration Division T/0 which was earried as a vacancy and for which

there was no ceiling. This position has heen eliminated but there is a
need for a Clerk Typist in the immediete office of the Chief of the..
Administration Diviesion since the full time of the present two Clerk
Typlsts are required for budget and supply typing and clerical work.

"~ This will result in a need for a ceiling incresse of one.

The activity of supply has operated under the direction of the Chief, -
Engineering Division since the Centerts activation. The functions in=
clude procurement, storage and issue of normsal administretive, engin-
eering, maintenance, mess and general supplies as well ag the procurement

of fresh produce and stock items of a wide variety stocked in accordance
with the primary mission of the Centers The supervision of procurement,

storage, stock control, and issue of such a wide variety of stock items
requires the attention of the Chief, Engineering Division to the extent
that it detracts from his duties as Post Engineer. The present orgsni-
gation provides for a Supply Assistent 05-7 responsible for procurement
and stock control functions and a Storekeeper (8=7 in charge of the ;
warchouse, It is felt that the supply function is of sufficient impore

tance to be accorded branch status and organisstionally located where 1t O
o25xl

can best function in meordmce with proeodnres aet rorth
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. trol, storage, and issue.

‘The increase of L of the 5 positions requested by reference cﬂf-a.re Justis
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The fire protection activity is now lecated in the Security Division. y
Tt i8 felt that the functions attendant to fire protection can best be . .-
directed end performed by the Engineering Divisgion in accordance with
the generslly accepted practice followed in comparable detached posts.

Tt is believed that there is not sufficient justification st this time =
for the sddition of an Air Comditioning Mechenisc WB~l7. The air com=

ditioning equipment located in the Resords Building at is now . 2501

under a service contract and there is not sufficient work ab other lo- .
cations to justify the employment of one individesl for this specialiged :
duty. _

The 2 Laborers WB=3 requested by reference C are considered justified.,
At this time there are insufficient persommel to properly maintain o
approximately 36 vehicles assigned to the Center. One of the laborers
recuested is shown as assigned to the Trensportation Branch of the En-
gineering Division for first and second echelon maintensnce work which ,
is not now being conducted on a schedwled basls due to lack of personnels
There is ample work in the meintensnce and repair to buildings and grounds
to justify the addition of the second laborer requested who is shown in -
the maintensnce and Engineering Branch of the Engineering Division. Due .
to the Center's ability to utilize maintenance personnel in several :
fields a high degree of personnel utilization is possible. :

‘The additional Building Leborer WB~2 for the Records Cemter Bullding is

considered justified. Genersl Services Administration uses a tentative
standard of 25,000 square feet per man in their Records Center operstlons,
exclusive of janitorial service for rest rooms and office space. Tt
Center's Records Building contains spproximetely 22,000 square fest.

Based upon the above comparison plus the assignment of rest rooms anc ‘
office space to the requested position, the sddition is considered fully -
Justified, - T

CONCIUS IONS s
It is concluded thate

The organizational changes discussed sbove snd shown grapliically in Ta.bsi
B and F will result in a more effective organizational structure. -

fied for the reasons advanced and disoussed in detsil im peragraph §
eboves - | : : ' : . LTS Y

The position of Supply Assistant GS=7 in Tab C should be esteblished as =~
Supply Officer G5~9, to be in complete charge of "prqmemn;l’:._',j}bteckfeon-" o a

noh S

'3"
- SECRET, -
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.. Be RECOMMENDATIONSs
It is recommended thats

© % The oversll organizstional structure shown in Tab B, and in detail in
‘ ~Tab F, be spproved. ~ = g T IR RS
' Be The proposed distribution of [ /0 positions listed in Tab G be appreved
-~ - subject to classification action, where applicable, by the Director of
Pereonnel. ' - A )

25X9 ¢e The present personnel ceiling 0f|:| be raised by five above the two
authorized by Tab D in order to allow for full utilization of the pro=
posed work burden T/0s (See Tab G for ceiling reconciliation.)

de Within a reasonsble period of time after the Records Center becomes:
fully operative, a management review be conductsd to congider the de- .
sirability of consolidating its operation with the Vital Materisls Pros .
gram conducted YW the present Services Division. - :

@s If the reproduction facility now located in the Services Division is ex~ If,j
panded to assume additional functions and workload, a nansgement review
be conducted to determine its proper placement within the organizational
structure, : .

fo At such time as definite plans have been formulated for the alr condi~ -
tioning of Building 9, and prior to the expiration of the service con~- .
tract on the Records Center Building, s management review be conducted
to determine the necessity of the Air Conditioning Mechanic requested in o

 Tab G,
W
= 251
Chief, Managament SUaff SN
ANNEXES s | ;i
.Tebs A through I g
 CONCURHENC ‘!‘

L25x1l

25X1
25X1 ,
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. 25X1

SUBJECT's Menagement Study of the Orgsnization and Steffing iof

25X1 N T
i Sees Atbvached Memo dated 20 April 19%5

s "ﬁirector of'i"eraonnei T I)a s

i Sae. Attached Memo dated 20 April 1955
Chief, Budget Division " 7T Date

ACTION BY APPROVING AUTHGRITY:

R V) T

b OX1

Deputy Director (Support) o
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