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MANAGEHERT ARALYSIS BTAFF (LD/P AREA) 03 COST8

MANACEMERT STUDIES §23,612.

Chaired a committee to examine contents of Agency pouches, and take
corrective action to eliminate cver-ciasgifisd moteriel. Permanent ime
provements, which have now continued for over a year, consist of a reduction
of aver 25% of pouch weight on courier-sccompanied channels, speedier seri¥ice,
and tangible savinpgs«--§15,000. less for courier service in FY 960 than
previous figecal year. There were slso $22,866. savings in the billing for
the unacoompanied pouch, postage and telephone acaount, largely due to 25X1
pouch reductions.

Gonducted manpower survey of the Pmcaﬁs‘mg Branch, RID, resulting in
élimination of two functions, improved realignment of three other functions,
and reduction in Branch celling by eight. '

As a result of astudy of restricted document control in RID, customers
can be serviced directly from the files without first cleering through
originating divigion.

Prepared CSN on Records Hetirsment and paper transferring responsibility
from RID Archives to DD/S for accessloning, servieing, snd transporting DBH/P
Rpcords Center material. Placling recommendations in effect has improved
efficiency and economy, with imsediate elimination of sowe functions and
avantusl elimination of the unit md trensfer of personnel to other BID com-
ponsnta,.

Prepared approved staff study, as sember of Central Reference Advisory
Group Subsommittee, establishing OCR recorda as only required accountability
for OCR disseminated msterial, eliminating extensive logging and controlling
by other Agency components.

MANAGBMENT ADVICE $12,334.

Furnished advice and assistance on Management protlesms to DD/F officlals
and supervisors; e.g. recommending disapproval of a proposed system of index
card conversion mnd offering an alternate plan reguiring less manhours and
money and providing z bstier endeproduct. The salternate proposal will be
initiated a8 "Walmut® relesses anslyets.
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PARIES OF OHCANIZATION ARD REVISICONS $ 9,68k,

snalyzed organization and staffing of 1 T/0's and 140 revisions,
which included numerous reorganizations, realignmente, changes in
functions, and shifts in staffing emphasis and workloads. On several
occasions proposals for incresses in staffing were withdrawn ag a result
of staff efforts.

MANACEMENT PHOMOTION ' § 6,64k

Promoted the acceptance and use of sound manegement principles and
practices through regular and adboc meetings with officiasla in the area,
e.g» mot regularly with the DD/P Records Management Officer to read end
comment on hie proposed publications; and to advise whlch orgenizations
would appear to profit mest from mmnagemeni asslstance, in order that he
might encourage requests for assisiance and acceptance of final recommende-
tions.

RECORDS MANAGEMENT ' $ 1,769,

Studied means of simplifying record keeping and developed forms amssoci-
ated with procedures being examinedj e.g. eliminated specific procedures and
record keeping and need for two TSS/log. Staff positions, and developed
standard form for requesting code designators.

WORE MEASUREMENT $2,055.

Tested work standards for individual analysts in 201 Sectien/RID and
substituted scceptable standards for Units.

dudited previcusly installed work standards in Machine Managewent
Section/RID and revised the standards to bring them in line with production
capstiiities of employees.

HISCRLLANECUS $ 5,821,
Attended varicus management training courses, particularly those
specializing in msnagement analysis techniques and related subjects at the
-Ordnance Management Engineering Training Agency, Bock Island, Iil.

TOTAL 01 COSTS $64,959.
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MARACEMENT ANALYSIS STAFF (DD/8 AREA) 01 COSTS

MANAGEMENT STUDIES $72,184.

Making depth study of Office of Legistics, involving all phases of
management analysis, with changes in organization and procedures being
made as study progresces. <crincipal pay-cut will be long range, in im=
proved effectiveness and efficlency in carrying out Logistics mission,

Dvised and installed procedures for controlled meintenance program
in & Publiec Works operation, resalting in isproved effectiveness and
efficiency of operation and economies in purchase of meintenance supplies.

Improved procedures, layout, and equipnment used in improving informatien
reports, resuliing in reduction of average processing time from 40 to 12 ‘hours
per report.

Studied Agency ceiling accounting systesn, prompiting propomed revision of
Agency Regulstion placing ceiling comtrol with componeni ratherthan Career
Service,

Studied ¢olor badge proposal, resulting in approvel to spend §15,000.
less for equipment and installation than initially proposed.

PLAKNINGC PAPERS AND HEVISICHS $ 7,68Lk.

Reviewed and processed 8 thing Paperas participated in development of,
reviewed and processed 3 major staffing complements of branches snd divisions,
and 19 staffing complement revisions.

MISCELIANEQUS $ - ,095.

Internal and external training activities, consulting with officials
on specific management problems and promoting management improvement through
movies and literature. _

TOTAL 01 COSTS $8L,923.
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MANACEMENT ANALYSIS STAFF (DD/I AREA) o1 COSTS

JANACRMENT STUDIES $ 9,560,

Updated requirements of Agency and USIB intelligence officers upon
the IBM equipment of two branches of OCR, resulting in the elimination
of 62 marginal or cbsolete reports, 2 IBN machines (annual rental -$1080. )
and 264,000 IBM cards, adecrease in frequency of reports and improvement in
service. _

Presented plan for consolidation of DD/I Admin. Staffs in new bullding,
with possible savings of 23 personnel.

Purnished Reference Librarian with flow charts, workload [igures, pro-
ceesing time study and use for new equipment to improve present Intellofsx
Service and eliminate processing wtepp  in new buildisg.

Installed sew staffing complement for Photographic Intellligence Center,
to carry out recommendations for combining overlapping functions, eliminating
duplicetion of effort and strengtheming technical direction.

MANAGEMERT ADVICE § 1,140,

Furnished advice and aseslstance on management problems to PB/I super-
visors and the Efficiency Tesk Forcej e.g., costs of distributing 00I special
intelligzence mgterial, reassignment of USIB distribution fumction, clagpifi-
cation of raw intelligence reports, control of clsarnace to Speclal Centers,
keeping list of key personnel up-to-date in Watch Office, ete.

PLANHING PAPERS AND EEVISIONS $ 6,401,
Analyzed organization and staffing of 21 Planning Papers and 10 revisions,

which included numerous recrganizations, realignments, changee in functions,
and shifts in steffing emphesis and workloads.

MISCELLANEOUS  § 6,394,
Includes ervigion, Training Officer activities, spacial reports,
training and Iﬂp:l loan to DDSI Automntion Staff, prior to official
transfer.

TOTAL 01 COSTS $25,895.
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BUSINESS MACHINES SERVICE STAFF 01 COSTS
EDP MACHINES - $,837.

Completed systems studies, involving spproximately 50 programs, for
use by the BCA 501 in October 1960 for processing of payroll, personnel
actions, supply and accounting. The work of coding, punching and debugging
the first 50 of these programs is well advanced and proceeding according to-
schedule. Installation of the computer will result in more effective and
faster data processing, snd in snnusl net savings to the Machine Rgeords
Division of approximately $29,000. In addition thers will be direct savings
of approximetely $2,000. annually in OTR and also substantial savings in
other components serviced by the computer,

As a member of the Agency Mechanical Linguistice Advisory Commitiee
effected the reduction of a Machine Translation Research (rant to Georgetewn
University from $999,h00. to $4L5,000.

Participated in the selection of space and preparstion of plans for the
renovation of such space for the computer. Contract awarded at a cost of ap~
proximately $14,000. below GSA basic estimstes,

EAM AND OTHER BUSINESS MACHINES $16,825,

Goncurred in the discontimuance of two complete IBM Imstallations. One
installation was employed by a classified project; the second: was used in
copnection with the ELIKT Project. 4s a result total annual rental of IEN
equipment was reduced by approximately $h8,080.

Provided technical assistance and adviee %o all areas of the Agency regard=
ing the procurement and use of all types of business machines. The control ex-
ercised by this 3taif has resulted in the procursment or rental of only those
machines best suited to meet actusl needs. : : _

MISCELLANEQUS $ L,70h

Proposed an organisational unit be established to study the needs for
mechanizstion in the DB/I Area. The proposal resulted in the establishment of
an Automation Staff attached to the 0ffice of the DD/I,

Kept current on developments in business machines field by attending
various association meetinge, manufacturers® demonastrations, and technical
seminars, %o be in a position to advise Agency officials on the best means
to expedite and economiecally perform operations.
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Supervised the training of some L8 Agency personnel in programming
the RCA 501, 20 of who sre engaged full or part~time in actual programming,
over 100 Agency personnel in introdustion and evaluation of computers; and
10 in systems analysisj and presented a special evaluation of the RCA 501
for the benefit of some LO personnel from the Office of Security.

TOIAL 01 COSTS $66,366.
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" PRINCIPAL #77:¢ITIES AND ACCUSLISHMENTS
. OF TVE SUCCESTIUN AMAHDS PROGRAM

Fianal YEAS 1O

i PIBLIGINY ~ In cuwr parsor-to-psisin prasantitions, we have amph o sloed
o Fisoel Tesr 1500 Thows e SUPERYISORY PANT IPR: M,
wrkl have pucched sbowt X5 of Headruarters® pexsesmol.

s

G e bave speniorsd and conducted asard capemonlic,
the mes: notable of whieh was in Ufflce of Beows ity
whas s o sdred ewsployess participeted with Colomed

i honaring flve Office of Security eww.d

W [ Hibe [y ﬁ

vl danien & geries of sulmal peetlave; Gl
P ghuttis boses and othef Posters. U8 et
tionsl proroll insevts ower The Dipect o2®s

. Pressotud our movie o some 3,000 pereens.

0. Sent swvesrsl hundeed sdvertising bletters te Suppdy
PMytipion, OL, for distribution through supply ¢ rapda e o

‘g, Dpipibuted calendir holders advestieing e o ogrus.

§. Mailed sut sixty-nine snniversary capds te peen les
e el et de

ile Cddagcs — Conducted wmsinere and panel digscusglons with Sugg: Ll
gwards Coew!tiss members, imterne]l pensls ef malor comEsOuMmt S
ropgranentstives of Depots, Training Contors and e shautds,
TR clusses in supervisioa.

ho Ulbtairwd comtimuizg guldance frem a manmbey of -
Bo/% tn ssositive svggestions with U.S. Pelicy
fmplications.

B, Participeted in Federsl and Civil Service o
confevences for locentive Amard Adulnistrators.

C. Prewided guidsnce to evaluators snd some Indiv du:l
saggeslors on Conplex tosel.

D. Provided special yuidance te CA Staff — DUF ¢o
speclal psychologicsl panel they prepees (o sdi sp.
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IIl. Aduinissxation

A. Deosigned acu six-pirt Lertificate of Award shich will
eliminate spproximately 500 mao~hours (clerical) a year.

B. GSuggested through Deputy Director (Support) theat each
Office Head set up inteérnal Suggestion Awards Committee
panels. This was dous with significant galine in
participation, adoption, and abov- all ln undarstanding
of the Progra=s.

Ce Sant mal.hundrod employes squoétion formss to OO0

STAT

D. Suggoestions Received FY 60 _599
Suggestions Adopted FY '60 _J]33.
‘letters _ 23
Cash 220

Avards Paid _3 72280

Tangible Savings -
plus Intangible
Banefits}

'E. Under authority granted the Executive Sthary to rauln
cases with unanimous recommendations for disapprovali we
closed out 493 cases 1n Fiscal Year °*60.

P. Financial Picture

Salaries $34,300
Awards paid (110) __ 7,280

Total Expenses 541.580”“
Tangible Savings from 52,598
adopted wgqu;im

Total Savings to the Agency | M
“W. LCopclusico

%" ' A. As a result of the above we were able to educate sbout :m
' of the Agency persomnel into opcatlous of thﬁ Programe.

B. We were sble to increass our receipts (over FY '59) by 9.1%
We were shle to increase our adeption rate to 22.2%, in
comparison with 208 (for FY °39) and 13.6X for FY *58,

The Government adoption rate for the past several years has
been 25%,
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