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Mission & v o P
The Chief of Procurement is responsible to the Deputy Director (Ad-
ministration) for the procurement, storage, issue, shipping, and account-
ability of all supplies and equipment of the Agency, and for the develop=-
ment and maintenance of a supply system capable of providing adequate
logistical support to 8ll Agency activities. He is responsible for the
maintenance of close liaison with the heads of other Government supply
and procurement activities, and with other Agency Office Chiefs to assure
a closely coordinated supply effort. :
D | e
Functions P w I

Effects a gompilation ¢f requirements for equipment and supplies
essential for Agency operations. Negotiates with appropriate officials
of other Government organizations, agreements to insure that Agency

logistical requirements are meb. Develops supply plans,  stock levels, - -

production capacity requirements and CMP xiequirementg,,

. [
Provides facilities i/fg::i\the receipt, inspection, warehousing, packing,
~ shipping, and issuance of;("il/lj supplies and equipment. 1In addition, is
. responsible for utilization, “accountability, and disposal of all Agency
materiel. TR ' S ‘
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£t :
o ffects procuremehfo of@f overt and covert supplies and equipment ;.. ...
/required for Agency activities, directly or by contract, from civildan ) o 4.
or military, and other Govermment Agencies. C"W
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OFFICE OF THE CHIEF

Procurement Office

RESPONSIBILITIES

Chief of Procurement

Is responsible to the Deputy Director (Administration) for the pro-
curement, storage, issue, shipping, and accountabllity of all supplies
and equipment of the Agency, and for the development and maintenance of
a supply system capable of providing adequate logistical support to all
Agency activities. He is responsible for the maintenance of close liaison
with the heads of other Government supply and procurement activities, and
with other Agency Office Chiefs to assure a closely coordinated supply
effort.

Deputy Chief of Procurement

Assists the Chief of Procurement in the accomplishment of all the
objectives, as well as the fulfillment of responsibilities as set forth
for the Chief of Procurement, and in his absence, serves as a principle
Agency Staff officer for supply and procurement.

Assistant to the Chief (Covert)

Under the direction of the Chief of Procurement, is responsible for
the supervision of &ll procurement and supply functions of a covert
category. Assists the Chief with liaison work. Assists the Chief of
Procurement in the formulation of covert procurement and supply policy,
and is further responsible for the implimentation of all covert supply
and procurement procedure.

Assistant to the Chief (Overt)

Under the direction of the Chief of Procurement, is responsible for
the supervision and coordination of all procurement and supply activities
of the Agency of an overt nature. Assists to formulate overt procurement
and supply policy, and is responsible for the implémentation of all overt
supply and procurement procedures. Assists the Chief of Procurement with
liaison work. Is responsible to the Chief of Procurement for the ade-
quacy of overt procurement sources and Agency supply facilities.

Executive

Under the direction of the Chief of Procurement, is responsible to

- the Chief for the effective administration of the Procurement Office and

is delegated authority to act for the Chief of Procurement on all matters
for which policy guidance has been established. He is responsible for
the screening and recording and routing of all incoming correspondence
and i1ts follow-up. The Executive is responsible to the Chlef for the

Approved For Release ZOOOIOMET-RDP78-03996A000100050003-7
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setting up of the administration system for the Procurement Qffice, as
well as for the promulgation of office regulations and internal operat=
ing procedures for administration, and the enfarcement thereof. He
establishes agendas for staff conferences, and finally, is responsible

for keeping the Chief of Procurement fully informed as to the internal
operation of the Procurement Office, including the gsetting up of require-
ments for reports from the Divisions nscessary to provide such information.

Assistant Executive = Personnel

Under the direction of the Executive, is responsible far all personnel
matters and the adherence of the Procurement Office to Agency personnel
regulations. Recommends internal personnel policies, and under the direc-
tion of the Executive, sets up machinery for the resolution of Personnel
problems. 1Is responsible for the maintenance of all personnel records
and reports required by Agency personnel regulations or established by
the Executive in the interest of keeping the Chief of Procuremsut informed
of this phase of ths Prosurement Office function. Finally, is responsible
to the Executive, through the medium of close coordination with Division
Chiefs, for the meximum wtilization of manpower within the Procurement
Office.

Assistant Executive - Administration

Under the direction of the Executive, is responsible for the imple-
mentation of all administrative procedures and the effectiveness of the
administration of the Procurement office, 1Is responsible for the co=-
ordination of administrative matters with the Division Chiefs to assure
conformity and adherence with established practices. Is further respon=
sible for the following up of all correspondence requiring action, to
agsure effectiveness of operation of the Procurement Office. Responsible
for internal security.

Contract Inspection

Under the direction of the Chief of Procurement, to make such pre-
contract, work-in-process, and final inspections, in addition to, or in
lieu of, other routine inspection services as may be required to insure
prompt and faithful execution of contracts for specialized commodities

~ and services placed by this Agencye

To implement the above, the principle functions of Contract In-
spection will be as follows:

1. To locate, inspect, and report upon additional first-hand
sources of specialized commodities and services, with special
emphasis upon their availability, adequacy, financial stabllity,
general security, and ethical standards.

Approved For Release 2000/08/§;:%§LDP78-03996A000100050003-7
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2, To make continuing studies of all active contracts for
specialized commodities and services to anticipate, if possible,
delays and defaults in the execution of contracts, which might
impair the procurement effarts.

3« To maintain a close liaison with all Divisions of the
Procurement Office to assist in expediting deliveries, adjusting
schedules, and executing such other field missions and assignments
as may be assigned by the Chief of Procurement.

L. To promote good public relations through field contacts
with the management officials of source companies during all stages
of pre-contractual and contractual relations.

5. To cooperate with the Inspection and Security Office in
the maintenance and enforcement of required security measures.
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Asgistants to The Chief of Procurement

The establishment of two Agsistants to The Chief of Procurement is

necessaryfor the purpose of providing the Chief with current information
as it relates to the overt and covert supply activities of CIA, Such
assistants, capable of fulfilling duties of either position,and in the
capacity of Staff Officers, will provide assistance ori all policy matters,
and when approved, will implément same. :

Executive and Assistants

The Executive, Assistant for Personnel; and Assistant for Administra-

tion, are responsible for the complete administration of the Procurement
Office for which policy guidance has been established. All decisions
relative to personnel and administration matters rest with the Executive
and his Assistants, thereby allowlng the Chief of Procurement and his
staff officers full time to devote to policy matters as they relate to
logistical support to Operations.

Contract Inspection

To date, the functions of the Contract Inspection have been centered

largely about the electronic components of the procurement progran, where-
in the bulk of the research and development contracts have been concen-
trated. During the coming fisecal year, other categories, particularly
ordnance and mechano-scientific specialized items will be procured in
‘substantial volume and require equal supervisory inspection service.

The increased work load will be accomplished by the Chief, Contract

Inspection, and three Field Inspectors, namelys:

1. Ordnance Ingpector - To have cognlzance of all inspections
of special ordnance material, small arms, explosives and sabotage
items. ’

2, Flectronic Inspector - To have cognizance of all inspec-
tions of special electronic and communication material developed
under agency speclfications.

3, General Inspector - To have cognizance of all inspections
of special mechanical, photographic, and scientific material de~
veloped under Agency specifications.

The duties of these Inspectors will in no way conflict with normal

inspection procedures employed heretofore by this Agency, and there will
be no duplication of effort on standard, military, or general supply
commodities.
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PROCUREMENT PLANNING STAFF

Missions and Functions
1. Procurement Planning Staff

a. Mission

) The mission of the Procurement Planning Staff is to pre-
pare for the Chief of Procurement long and short range

purchase, contract, supply and maintenance plans consentane- 24
ovs with CIA operational plans and requirements; to advise

the Chief of Procurement as to areas that require change or
improvement; to perform liaison work as required and to

make periodic recurring staff visits to all activities of

the Procurement Office.

t. Funcitions
This staff will conduct searching analysis on a continu=

ing basis of purchase, contract and supply records to pro-
vide current background data for the Chief of Procurement.

Tt will perform normal staff functions as related to plans
and recommendations. Purchase and supply plans, with the
mechanics related thereto, will be a prime responsibility

of this staff. Stock levels, supply sources, materials
allocation and standardization of procedures will be moni-
tored, developed or established as the situation dictates.

2. Coordination Branch, Procurement Planning Staff

a. Mission

The mission of the Coordination Branch is to perform
liaison with procurement sources for materials and with other
Offices of the Agency. Tnils branch will furnish technical
data and advice to other CIA Offices.

b. Functions

pPersonnel of this Branch will perform required liaison
with offices of the Armed Forces, the Munitions Board, the
(MP offices, other agencies as required, and with logistics
and administration ataffs and divisions of CIA Offices. Tech-
nical assistance will be furnished to other planning activities.
The allocation of controlled materials will be obtaineds

Approved For Release 2000/08MRDP78-03996A000100050003-7
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3s Statistical Branch, Procurement Planning Staff

a. Mission

The mission of the Statistical Branch is to collect,
record and analyze data to provide the Chief of Procurement
with information as to the current status of internal opera-
tions, and to provide information for sound logistics planning.

be. PFunctions

This Branch will establish records as are necessary to
provide ready source for statistical analysis of Procurement
Office activities. It will prepare recurring analytical re=-
ports to point up budget statistics, critical materials situ-
ations, availability of material and supplies, and management
information. Stock levels, lead time factors, and replenish-
ment plans will be established and monitored. Market trends
will be watched so that maximum dollar benefits may be derived
consistent with operational needs. Will prepare and periodically
revise over all supply plans.

a., Mission
The mission of the is to de~
;? .. velop information regarding overseas supply potential by
t geographical area, and to furnish area logistical data and
advice to operational planners.

b. Functions

This Section will guide the Statistical Branch for the
collection and correlation of data regarding avallability of
supplies in overseas areas. It will procure required informa-
tion when it is not available within the Apency. Area supply
inspectors will be furnished when directed. Area supply plans
will be developed and prepared.

a. Mission
The mission of the |G : : o

furnish competent technical advisors to assist operating acti-
vities of the Agency, and other Divisions within Procurement.
Provides liaison with the military establishment.

- Dim

a 4
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OFFICE OF PROCUREMENT

PROCUREMENT PLANNING STAFF

b. Functions

This Section serves as a technical advisory staff to
aid the operating activities of the Agency in the formu-
lation of their requirements which would be consistent with
current and contemplated military procurement plans. Advises
as to capability and capacity of military equipment. Provides
need to know" information for planning purposes to others
of Procurement Planning. ZEstablishes and maintains contact
with the military for expeditious procurement action.

a. Mission

The mission of the
is to perform liaison with the National Production Authority
and the Munitions Board in connection with the Agency re-
gquirements for controlled materials, and to establish ade-
quate security measures in connection with this work as
consistent with the sensitivity of the projects concerned,

b. Functions

This Section will assure adequate allocation of
controlled materials. Contacts and relations with zovern-
ing agencies will be such that emergency requirements, re-
guiring directive action, will be met. Records will be
established to provide current data for monitoring ex-
penditure of critical materials.

a. Mission

The mission of the [ NG o
compile data and prepare reports regarding current and
future requirements, and to screen all current requirements.

b. Functions

This Sectlon will edit special requirements before they
are passed to P and C or Supply. Items checked will be:s
quantity as related to experience, sultability of items,
availability with a view toward recommending substitutes
where necessary.

-3a
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PROCTREMENT PLANNING STAFF

b. Functions (cont'd)

Maximum use of standard items will be emphasized and impli-
mented. Requirements will be limited to the realm of possi-
bility of industrial capacity. Controlled materials require-
ments will be developed and kept current. Trends that may
affect purchase and supply plans will be studied and reconmenda-
tions will be prepared.

- I, ::-:ictica) ranch

a. Mission
e msseton of o - o o:o-
vide a continuing analysts of In0US ry potential and capacity,

and to recommend steps necessary to protect the Agency's posi-
tion in obtaining future large quantities of specialized materi-
als and equipment. :

b. Tunctions

This Section studies and reports on market trends, the
defense build up, production rates against production capacities,
procurement lead times and new resources with a view toward
keeping requirements on a realistic basis.

o NG -0 b

a. Mission

The mission of the_is to establish and
maintain comprehensive records for the use of staff members
and analysts. A technical library will be established and -.
operated in accordance with accepted principles of library ‘5>
operation, 8

b. Functions

This Section will collect data for the compilation of a
Management Control Book, for analysts research in all fields
of Procurement Planning, and for necessary records of the Pro=-
curement Office. The library will stock price guides, nomen-
clature lists, technical data, manufacturer guides, and other
publications as required by the Procurement Planning Staff.

- 4 -
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3. Mesion

Proowrement of the equipmeni and supdbly requiresents of the Agency

#hs wost econofcal and expeditious weans poseible, consistent
with the laws and regulations ihat mve been or may be egtablished.
Develop, prepere and coordimte regulations, procedures and methods
eovoring the procurememt of equirment, gupplies snd services, boih
domeetie and foreign, In cooperaiion with the Plaming Staff and /
other Divizions of the Procurement Office, yrovide general ansiatance
sud informtlon to ihe adminisivative and operatiomal activities of
the Agensy pax 2 to merket trends, yrices, gubstitutions, and
sveilability of equipment and supplies.

’ A. Purchase Division, 0ffice of the Chief

1. Respomsible for the procuwrsment of the baste equipsent and
surly yéquirements of both administvative and operetfoml

‘!f“f‘l & TE N

potivitins of the Agenny.

2, Oenewel supervision and atwinistration of the
Diviaion.

sgulngent axd suwpplice, both domentic end foreign, in
seqorderce with the Central Intelligence Act {(Public lew
110, §ist Congrese) and other statutes.

4. Docuamnt control, maintemnce of records, follow-up, and
reports with respect thersto.

B, Civiitan Purclame Branmch

&f

semt of eivilian type equipment, cuppliees and services,
comsisting of office equipwent ené supplies, elsctronic, medieal,
cxdanone, mrd . ; pizcellancous clvilisn materiale o
redqitred for support of the aSpdnistrative and operatiom} scti-
vitisg of the Agency.

¢. Spegin) Purchase Branch

ant of the baslc sensitive special or covert equipsent and
supply reguiremsnts of the Agency, both domeetic and forelgn, for .
erationsl ani/or barter purposes, consisting efﬂ 25X1C

W g g AR [P 1
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25x1C I, 1botcozre hic, general bousehold and persomal
effects, snd aﬁwr%gaeﬁ sreous related equirment, supplies or
servicen.

p. REllitary Purchese Brench

Procuvemsnt of the basic military equipment, supplies or services
frem or thwough the Departremt of Deferse ostablishments, con-
sisting of quartermester, medical, commmicstions, thotogrephic,
opdsmpes , aod other equipment, supplies or services.
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CIVILIAN HAS Cl
IVILIAN PURCHASE BRANCH MILITARY PURCHASE ERANCH

25X1A

Approvéd For Release 2000/08/04 : CIA-RDP78-03996A000100050003-7



- QERREY
Approgga] Eﬁu{? » eie‘ase 200 PRASY

Funetions and Responsibilitiss
1, 0ffice of the Chief

; | o tomprt
Responsl’ the smwafeiﬂiimﬁmwim:
mﬁw’iwm;: pemors) gupervision and adpinistration
of the Brench.
a. Speclal Contracta

Responsfbls for megotiation and prepsration of comtracts for

speisl intelligence reports and other mlecellansous ser-

v, Administration and fiontyrol

Sesponsld general support 40 the Purchace Groups,
dospment zd%iﬁm comtrol, sdministration of con-
trecte and orders, gemeval follow-up, mintenance of
pecopds, reports snd statistics.

2, Purchase Oroup I

Zssponaible for proCUreRSR of pereral quartsrmcter type
sivilian squipment suppilies or services from or hroagh
edvilisn sowrese, noluding open markst by adverti mg or
agotistion, estadlished Goverssent contract sources, o
eivilisn Goverment activities. cosmpdities to be proc
aye a2 follows:

oy hnld smterinls and mintenance sexvd |
other mizcellansous related squipment, supplies or serviees

3, Purchase Group II
Respon=ible procurerent of civilian type electronic and
Mmﬁﬁffqﬂmﬁ , supplies and services from or through

Approved For Release 2000/08/04 : C|A-RDP78-Qﬁ9§é@@pﬂ;ﬂoo5ooo3_7
e SECURITY INFORMATIGH



AT A ey oy
o

Approved For Release 2000/08/04 " GIA-RDP78:03996A000100050003-7

4o

edvilian sources, including open merket by advertising amd
nsgotiation, established Govermment conmfrect sources mnd
edvilisn Covermment activities. Commoditfes to be procured
are g5 follows:

Elsotrogic apparatus and paris

Esetric and wire commmnication apparatus
Precision lnstrwments

Potographic equipment snd supplies

Other related rdecellnnecous equipment, supplies or services

Purchase Group 11T

pemeible for procurement of ordmance and sutomotive type
equiment, sgpliles or services from or {hyough civilian
sources, Iacluding open mexkel bLy sdvertising snd megotistion,
satablished Government coptrect sources and civilian Covern-
wamt activities., Oommpodities to be procursd sre as follows:

Arme, ssnition, explosives
¥otor vehlcles, parts and accessories, tires and tubes
Punl e 3 ie&;ﬁs
Mechinmry (heavy) road hullding, meterisl hendling
Afroralt and maxine equipment, supnlies or services
ing spraratus, parts and accessories
: lanecus relsted equipmemt, supplies or services

Approved For Release 2000/08/04 : CIA-RDP78-03996A000100050003-7

2= SECURITY [REORMATION



OLUHLT
. SECURITY INFORMATION
TR ROP78-03996A000100050003-7
Approved For Release 2000/031041:611%53 Eésm T
CIV'ILIAN PURCHASE BRANCH

ORGANIZATION CHART

CIVILIAN PURCHASE BRANCH

ADMINISTRATION
SPECIAL CONTRACTS 1 AND CONTROL

PURCHASE GROUP I : PURCHASE GROUP IT PURCHASE GROUP III
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Yemations sad Responeibilities
1. Office of the Chief

Formlste and sxecute eompreheneive rrogram for procuressent
from or thyough the Deperiment of Defense establishments,
of 81l the besic wmilitery squipment and supply roquirements
of the Agemay, inciuding quartermesier, electronic, photo-

s, Adsinistration ami Comtrol

aspoasible for the gemeral support to the Purchase QreTps,
and requisition control, general aduinistration

of opdere and comtracis, vecord minteranne , reporis,
statistice and general follow-up.

2.

3. Sigmal CGaoup

Regponsible for cbtaining through the verious tochnice]l ser-
vices of the Departwent of Pefense, electronic and photogrephic
sanlvment and supplies, commmications eppeyatus and paris,

atgion instmments, equipment and supplies, and other related
sellamsous oquipment, suppliss and seyvices.
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ORGANIZATION CHART

MILITARY PURCHASE BRA:CH

JDMINISTRATION

AND CONTROL

ORDNANCE GROUP

QUARTERMASTER GROUP SIGNAL GROUP
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OFFICE OF PROCUREMENT

PROCUREMENT PLANNING STAFF

~ Analysis of Projected Hesults

1, The acceptance, activation, and manning of the proposed Procure-

ment Planning Staff will accomplish the following:
a. Provide an active staff unit for the Chief of Pro-

. curement to study and recommend solutions for the many
current and recurring special and routine problems that
are inherent for a purchase and materiel activity.
be. TFurnish adequate liaison persomnel for the supply of
fineed to know" internal and external information.
| c; Compile'and analyze data and information that is essential

for proper management and operation of any business.
de Supply a staff visit or inspebtion unit that will monitor
compliance procedures, attitudes, effectiveness, and end

results.
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T iy



S

Approved For Release 2000/Q3 -RDP78-03996A000100050003-7
OFFICE OF PROCUREMENT

PROCUREMENT PLANNTNG STAFF

Projects

1. The following list of projects states a few of those that
urgently await solution and/or monitoring by the Procurement
Planning Staff. '

a. Procurement Problem Scope for FY 52-53

l. To determine recurring and planned requirements
for all CIA Offices and activities.,

b. Procedures Regulation for Purchase and Contracts

1. 1Initiate the preparation of a reguvlation that will
establish detailed procedures for P and C.

c. Procedures Regulation for Supply division
1. Initiate the preparation of a supply manual to govern

all phases of the operations of the Supply sivision and
the Depot System.

[N

«  Control Book and Monthly Report

1. Set up data collection procedure and prepare weekly
control book and monthly report for use of Procurement
Chief.

e. Policy and Objectives of Logistics Division of OPC and 050
1. To determine long range and immediate plans and poli-
cies of OPC and 0S0 logistics as related to procurement
and supply.

f+ Stock Lists

1l. Organize and monitor the preparation of consumer
usable stock lists for all classes of supply.

"4.‘;1'--4\'-‘5‘1 mm
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PROCUREMENT PLANNING STAFF

Projects (cont'd)

g. Supply Plan '52 - 153
1. Prepare a comprehensive supply plan for FY 52-53.
h, Warehouse Facilities

1. fetermine world wide warehouse requirements for ?D

FY 52"53. '
i. Management Study

1. Initiate an internal management study for the Office
of Procurement.

j« Library
1. Plan and establish a procurement technical library.
k. Working Space

1. Plan space requirements for Procurement Office
Headguarters.
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OFFICE OF PROCUREMENT o

SuppLy DIvisron | SiORTY INFORMATION

Mission and Punctions

1. Mission

Qe

To receive, inspect, store, pack, issue, ship and transport -~
to field depot destination or departmental point of use,(éiﬁ) ‘
supplies and equipment of CIA.

To maintain and control all suppligﬁ‘and equipment of the

Ageéncy and be responsible Tor the accountability and utili-
zation of all such property.

2, PFunctions

Qe

The Supply Division is responsible for -~ developing, organizang,
and administering a logistical support program, primarily of a
physical nature, providing for the receipt, inspection, storing,
packing, controlling, issusnce, and shipping of all supplies
and equipment of the Agency, including commnications, medical,
peneral operational and administrative supplies and egquipment;
receipt, inspection, processing, reclamation, storage, and 1lssue
of all firearms, ammunition, and explosives; transporting these
supplies to field depot destination or departmental point of
use. Maintenance of control records to reflect by item, the
total gquantity and monetary values of expendable supplies in
stock and non~-expendable property on hand &nd in use in the
departmental area, in all domestic depots and in both overt

and covert domestic installations and oversea major supply
depots; maintenance of auxilary records by item, the quantities
on order (Due In), allocated (Due Out), requirements and

unused project balances by both items and project; property in
transit, and consolidated records by items of material at all
locations and the designated accountability for this property.
Is responsible to maintain proper, adequate and timely advice
to operating divisions of the condition of inventories in which
each is interested. Operates building supply rooms and em-
ployes Building Supply Officers to fulfil domestic supply re-
quirements of the operating activities. Compiles, develops,
and maintains catalogs of all items in stock and required to be
procured for issue from stock and in use; the development and
assignment of all inventory account numbers, location codes and
all other identifying codes required for stock control and

-

=

accounting. Directs all activities of cargo operations, traffic

B

D gt LT B

-

a
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and transportation for both overt and covert overseas in-
stallations. The Division is also responsible for the dis- :>
position of all surplus or otherwise unusable supplies, .-
equipment and property including field installationsy”ég

well as departmental property, which requireéd adequate survey
of such materiel and recommendations for proper disposition in
accordance with existing laws and regulations. The Supply
Division 1s further responsible for inspecting and investigating
all damages to property of CIA; determination of appropriate
storage locations within combined warehouse areas; preparation
of proper warehouse layout plans and space allocations snd the
determination of adequate methods and processes for packing

and crating of all materiel for both domestic and export shipe
ments. The Division is responsible for the development, pre-
Paration, publication and dissemination of all regulations and
Procedures to assure complete control and coordination of the
foregoing operations; for the training of adequate personnel

for additional warehouse operation installations; and for the
maintenance of adequate field inspections to maintain operations
according to published regulations and procedures.

D. Wherever the operations of Supply Division functions are per-
Tormed under the control and administration of an installation
comuanded by a Chief of Mission of an operating division, that

the personnel performing these functions will operate under and

be subject to the Culef of Mission or commanding officer of the
installation. In these cases, the Supply Division functions

will be performed according to regulations, directives and man-
uals of procedure disti¥ibuted by the Supply Division Head- [ -
guarters to avoid duplication of records or methods and tobwd JF?"
assure standard procedures established in basic training

manuals,

[
T

3
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PN L4
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PROCEDURES GROUP

ASSISTANT TO CH,

STOCK CONTROL BRANCH

STOCK AGCGOUNTING ERZNCE

DEPOT OPERATIONS BRANCH

TRAFFIC BRANCH

CATALOG BRANCH
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OFFICE OF PROCUREMENT

Supply Division

Stock Control Pranch

Mission and Functions

1. ©&Stock Control Branch

S

Mission

To control all CIA property in stock, to be procured, and
procured, both for stock and direct shipment, effect proper
and timely distribution of supplies and material; maintain
continuous liaison with the Procurement Planning Staff,
Purchase and Contract Division, other hoards of the Supply
Division and operating divisions to insure that final action
is taken on every item requisitioned and that operating di-
visions are currently advised of these actions and requisi-
tion status. Maintains stock levels sel by requirements and
Procurement Planning Staff, maintains control of all doc-
uments and document processed within the Supply Division,
maintain stock accounts and stock records required for com-
plete stock control operation, including projects, allocations,
and project status, until machine records, Stock Accounting
branch operation is installed; initiate action and proce-
dures required for the disposition of excess stock; establish
an adequate system of account and analysis code numhers for
operating use; effect required adjustments to stock records
on the basis of physical or documentary inventories.

Functions

To insure efficient control of all CIA property on hand,

in stock and in use, procured for stock or for direct ship-
ment, required for programs, allocated for projects and
project status. To process documents pertaining to incoming
and outgoing property including the preparation of master

and order copies of shipping document (except when this pre-
paration is performed by Machine Records Branch) and approval
with Purchasing Office and Depot Operations Eranch that final
action is taken on each item requisitioned or due in. WNotify
requisitioning office or division of action taken to supnly
items requisitioned; initiate and forward purchase requests

Approved For Release 2000/08/04 : CIA-RDP78-03996A000100050003-7
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to purchasing office; initiate action for repdenishment of
depot stocks on which replenishment responsibility has been
established; supply timely information to the Depot Operations
Branch on incoming property; maintain control of all documents
entering the Suprly Division and their processing to insure
prompt and complete action, shipment and receipt at desti-
nation. Maintain stock accounts and records and prepare
reports according to regulations until these Machine Records
Branch is installed. Develop and install an adequate system

of account and analysis code numbers, to reflect conditions,
locations, activity and status of stock, procurement and issues,
effect required adjustments to stock records on the basis of
inventories taken in collaboration with warehouse bhranch and
purchase branch. Initiate action required for the disposition
of excess stock. Train installation teams for future expansion
purposes.

2sx1a. 2

2. Responsibilities

Establish and maintain control registers of all requisitions,
procurement documents, receiving documents, allocation doc-
uments, sihipping documents, adjustment documents and all other
material effecting stock control records. Maintain control
suspense files on all requisitioned items to assure final

e action and receipt at destination. Expedite information to
depots, on incoming property. Establish schedules for follow-
up and closely follow all actions to insure satisfactory com-
pletion of each transaction.

25x1A - I

a. Edit all requisitions for proper authorization, accuracy,
avalability of project funds, availability of material for
shipment and location; indicate items to bLe shipped, to he
back ordered; requisition items for replenishment from pro-
curement on which stock levels have been established; verify
stock numbers and nomenclature of all processed documents,
approve all verified requisitions, assign proper -account,
destination and analysis codes to documents, notify requisitioning
divisions of action taken. Becord and maintain stock levels
set by requirements and Control Division. Establish an ade-
quate system of account numbers, analysis, destination and

Approved For Release 2000/08/04 : CIA-RDP78-03996A000100050003-7
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location code numbers for operating use, and analysis of
results; maintain constant liaision with operating divisions
and Depot operations Branch, Supply J'Jiv:i.sion, to keep operating
divisions advised of progress and status of requisitions.

25x1A b

a. Responsibilities

To insure the distribution of material both in stock and

-procured, to the proper domestic depot, to assure its

proximity to point of use; liaison with 25X1A
Purchase Division and Stock Editing Section to make nroper
distribution determinations.

2sx14 5 [

a. Responsibilities

Insures maintenance of accurate inventory stock records b
taking physical inventory in collaboration s With 25X1A
Section, Depot Operations Branch, and effecting prompt ad-
Justments in the inventory records. 1In addition, insures
maintenance of accurate subsidiary records by taking inventory

A of documents affected.

Insures control of Excess Stock Uisposal by development,
preparation, publishing and distribution of directives and
manual of instruction for this activity.

K
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Supply Division

Stock Accounting Branch

Mission and Functions

1. Stock Accounting Rranch
a. Mission
(1) To maintain stock accounts and records and provide
reports in accordance with regulations, directives
and Manuals of Procedures on Domestic and Overseas
Stock Status and Procurement Status.

(2) These records will consist of the following hasic
items:

(a) Property in Warehouses

1 Accounts by Item Quantities by Depot.

a Stock Levels (Based on Known require-

~ ments). -

b Requisitioned but no procurement action
.~ “taken.

¢ Requisitioned and due in (Procure-

~ ment action taken).

d Allocated (Obligated and due out).

e Balance on hand. :

T Excess or shortage of requirements.

g Excess or shortage for immediate

shipment from stock.

Accounts in Money Value

1ro

Items on hand.
Unused Project or Program balances.
Budgetary allotments.,

[olole

I

Consolidated Accounts by Item.

a Totals of Item positions, including

T In Transit between depots and In
Transit from Procurement and totals
of items of all depots- showing locations
and grand totals.

Approved For Release 2000/08/04 : CIA-RDP78-03996A000100050003-7 e
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(b) Property In Use

1 By item, under each accountable office.

(¢) Procurement Records

1l Unshipped quantities by item, by con-
tract or purchase order, by project.

Iro

Items in transit from Contractors.

(d) Analysis Reports

As expansion requires.

N

b. Functions

(1) To the develope, prepare, publish and disseminate
adequate stock accounting and machine records,
procedures to insure the accurate and timely main-
tenance of stock records and preparation of reports
to train installation teams for future expansion
PUrposes.

(2) It will be responsible for constant inspection of
all records and reports to insure accuracy and for
field inspection of depot records and reports to
insure that directives, manuals and procedures are
followed.
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STOCK AGCOUNTING

STOCK ACGIG.
PROCESSING

WAREHOUSE STOGK

CONTRACT STATUS

INVENTORY ON ALIOCATIONS REC,
HAND Due Out
DUE IN AND

OVERSEA STATUS

I

VALUE INVENTORIES CONSOLIDATED' REC

]

STOCK IN USE

DEPARTMENTAL

EQUIFMENT
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Supply Division N5

Depot Operations Branch

Mission and Functions
1. Depot Operations Branch
a, Mission

To receive, inspect, store, process and provide operational
maintenance where required, issue, pack and ship all supplies
and equipment of CIA; provide adequate space for all material;
reclaim used material on an economically sound basis, establish
adequate management control dof all depot supply operations

for both Domestic and Overseas Depots.

b. Functions

To develop, prepare, publish, and distribute manuals of

supply procedure for all functions of the Depot Operations

Branch and insure adherence to Supply procedure directives

by constant surveilance inspections in depots, both domestic
' and overseasg; to train installation teams for future ex-

- pansion purposes; maintain continued lialson with oper-
ational divisions to determine increased space reguired; maintain
liaison with operational divisions of Office of Adwministrative
Services for the purpose of securing adequate additional
warehouse space as reguired; maintain buillding supply stock
rooms and operate organization to provide all CIA divisions
with required equipment and supplies.

a. Responsibilities

To properly record all special operational eguipment and
supplies of both new and used equipment.

1. New Egquipment
Stores and issues on properly authorized requisitions,

Approved For Release 2000/08/04 : CIA-RDP78-03996A000100050003-7
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all items of new equipment. Make periodical surveilance

inspection of equipment maintained in stock for long periods

of time or when condition of packages indicate inspection
is advisable.

2. Used Equipment
WMake preliminary inspection; rebuild and reclaim, conduct
operational performance test, preserve and repack for
storage and/or shipment.

To prepare manual of instructions and procedures covering
assignment of proper nomenclature, repair, processing, and
preserving instructions for all items of equipment.

sxia 3

Responsibilities

to insure the proper receipt, reporting, warehousing and
issuance of all supplies and equipment of CIAj determine
appropriate storage locations for stock and stored material
appropriate storage locations for stock and stored material
within depot areas; plan and devise master warehouse layoubs
and allocate space in accordance with these plans; control
the movement of all property within warehouses; egtablish
adequate operations and control records and reports to insure
efficient, economic, effective results; develop and install
adequate physical security measures; develop and establish
adequate Fire Prevention Programs and fire fighting personnel
units and equipment; develop and establish adequate Safety
programs and maintain proper FMrst aid Rooms and facilities;
establish adequate control and restrictions on the adnittance
of CI4 and non-CIA personnel to warehouses on a "need to
know" basis; develops prepares, publishes and distributes
directives and manuals of procedure to cover all warehouse
documentation procedure, document processing and movement of
minimum; maintain labor pool for the use of other Depot
sections as required; maintain stocks of normal housekeeping
supplies and materials handling equipment component parts.
Provides building and grounds preventative malntenance;
maintain utilities and installation of permanent facilities.

25x1a - [ NG

Qe

Responsibilities

Approved For Release 2000/08/04 : CIA-RDP78-03996A000100050003-7
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To insure that all material procured from contractors
or other govermment agencies or departments received
at CIA depots is supplied adcording to the contract,
purchase order or requisition specifications and
performs satisfactorily after receipt by CIA.

1~

(a) Material inspected on receipt at CIA depots:

7

This material will be inspected according to
contract and reguired performance specifications
. by gualified technical personnel supplied or
- recomnended by the operational division in-
volved to meet the specifications prepared
by the particular operational division.

(v) Overt and Departimental supplies, equipment and
material inspeclted on receipt at CIA depots:

These supplies, eguipment, and material will

be inspected according to contract and reguired
performance specifications, and condition, by
qualified personnel.

e

To reject supplies, equipment and/or material, received
from contractors, commercial vendors, or other govern-
nent agencies or departments, which do not comply with
the terms, conditions and specifications of the purchase
- order contract, or reguisition. ‘

25X1A > I

a. Responsibilities

To insure that all material received and stored in depots,

is properly handled to assure safe storage, handling, packing,

and shipping of sensitive materials and their receipt intact

at destinations, and the adequate packingz and shipping of other
material to assure security against damage and receipt in
operating condition at destination. Develop, prepare, and publish
mamial of instructions on the safe handling and packing of sen-
sitive materials and mamual of instruction on hand and assembly
line packaging, efficilent packing and crating of all materials;

to train installation teams for future expansion purposes.

2sx14 - [
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a. Responsibilities

Maintain bullding supply stock rpoms at advantageous points,
and operate an organization to provide all CIA divisions with
required equipment and supplies without delay at the least

'? cost and time expense; control the movement of all property

within CIA ‘buildings; enforce the utilization or removal of all
< property in use; designate persons authorized to sign and issue

property passes.
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OFFICE OF FROCUREMENT
SERUNITY mrrnonaTiAG
Supply Division

Traffic Branch

Mission and Functions

-’

l. Traffic Branch

.

b.

Mission

To make shipment of all material, foreign and domestic, includ-
ing personnel effects for CIA; insure delivery of all shipments
to final destinationat the time required; maintain adequate
records of cargo for the advice of operational activities;
follow up to insure timely shipment; insure maintenance of
security in all shipments; secure all transportation space;
collaborate in the preparation of bills of lading, required
licenses and all shipping documents required with all agenckes
and departments involved.

Functions

To perform all functions required to accomplish mission;
to develope, prepare, publish and distribute operations;
to train installation terms for expansion purposes.

25X1C

8.

Responsibilities

Insures that shipment is effected on all material required,
both foreign and domestic, at the time specified. Maintains
timely and accurate cargo control and status records and con-
tinuously advises operational activities of cargo status.
Maintains contirnual follow up to insure filling of incomplete
cargos without delay. Coordinates the requirements of the
Operating Activities with the Warehouse Branch on emergency

.shipments. Insures that all material is delivered to final

destination. Certifies shipment of all Agency shipping for
payment by the Finance Office. Projects future tonnage re-
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25X1C

- 25X1A

8.

Insures shipment of material, domestic and foreign, is
accomplished bthrough channels available to CIA, assuring se-
curity in shipments at all times. Secures transportation carrier
space, Sea, Alr or Rail for all shipments and co~-ordinates
with other activities to insure methods used, are in the best
interests of the Agency and the Govermment. Collaborates with
Operating Activities in the procurement of Export and Import
Licenses from State and Commerce Departments. Prepares re-
quired bills of lading, [N o 211 ship-
ment, consignee, destination and other necessary shipping in-
structions.
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Mission and Functions

l.

Catalog Branch

Soe-

Mission

To compile, develope, publish, distribute and maintain catalogs
of all items carried in stock, or in use or scheduled to be
procured either for stock, for use, or for direct shipments

to operational projects; establish stock numbering system for
all these items with adequate nomenclature identification;
insert or delete items or material from catalogues; control
the issuance and distribution of all stock catalogs.

Function

To comply with the requirements of the established Missionj

to compile, develope publish and distribute instruction manual
on the maintenance of field catalogs in a current status and
to the establishment of new temporary stock members for field
use, pending establishment of firm stock numbers and
nomenclatures; to train installation teams in the use of the
various class catalogs for future expansion purposes.

L2 3RELC
P e A By
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FICE PROCUREMENT - SUPPLY DIVISION

CATALOG BRANCH

COMWUNICATIONS EQUIPHMENT OPERATIONAL BQUIPHENT FHOTOGRAPHIC EQUIPHENT

GENERAL SUPPLIES & EQUIPMENT ADMINISTRATIVE SUPPLIES & EQUIPT,
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OFFICE OF PROCURRMENT AND SUPPLY

OVERSEA DEPOT OPERATION

MISSION AND FUNCTIONS OF THE SUPPLY DIVISION

1., Mission.

To provide complete supply manual of jnstructions for the
standard operation of the supply functions in all depots;
to train organization or installation teams in the per-
formance of supply functions in newly established depots;
to periodically inspect depot supply ‘operations to insure
that they are performed according to established directives
and instruction manuals.

_ 2, Functions.

Under the operating and administrative control of the Depot
Commander, personnel of the Supply, Warehousing, Stock
Control and Accounting sections perform the functions re-
quired for Depot Operations according to directives and
manuals of instruction published by the Supply Division,
Office of Procurement and Supply, Headquarters.
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SECURITY INFORMATION
OFFICE OF PROCUREMENT

SUPPLY DIVISION

Analysis of Projected Results

The projected overall results or objectives are:

a. Esbablishment of a physical logistics and support organization,
whicia can be expanded quickly should necesslity arise.

b, A thorougaly indoctrinated and integrated organization, which
will be utilized to train additional personnel for future field
activities.

c. Completed staff work which will provide sound standard supply
operating guidance and eliminate, as far as possible, confusiomn,
Jack of needed information and duplication of effort both in
headquarters and in the field.

The organization of e Procedures Group in the Office of the Chief is
established to survey conditions, stimulate, assist in the develop-
ment and preparation of procedure manuals, prepare these manuals when
required, coordinate procedures prepared within the Division and with
the Procurement Planning Office, and help train personnel in the use
of these manuals to insure streamlined operation, prevent backlogs and
bottlenecks. This activity will result in a Supply text book for the
training of installation teams for operational depots. See Exhibit #1,
List of Projects.

Establishment of a Stock Accounting Branch will provide a consolidation
of all stock record, status records and status reporting in one place,
to provide all Operating divisions, the Purchase and Contract Division,
and the Depot Operationa Branch, Supply Division, wita current status
reports of inventory, proJjects, fiscal status, and future work loads.

Installation of a Stock Control Branch will provide & central point of
control on all required items, stock or purchase for direct shipment,
for all divisions, both operational and departmental., Tuis Branch
determines proper authorizstion, availability, status of projects, and
2ll data on items in all positions of status.

The organizabion of the Depot Operations Branch provides an overall

staff control of Supply activities in the contemplated farflung depot
operations. The maintenance of a continued standardized efficient
operation of all depots, both domestic and oversea, will assure efficient
operation .and assurance of ciffective logistic support.

0
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The establishment of a muand =
a Traffic Branch in Headquarters is forced by The MisSSlon I pply .

Division, which is established to ensure that equipment and supplies 52‘%,7
arrive at their destination, at the time required by operating dlvisions,.,
at the lowest cost to the taxpayer. L

Tn addition to the establishment of new Branches and Sections, the
proposed T/O incorporates certain increases in personnel in Branches and
Sections already established. This T/O was prepared to provide an
organization in s time of stress. The personnel proposed 1s regquired at
once Tor proper operations, with present work loads. Definite personnel
increases cannot be established as future work loads cannot be forecast,
until realistic requirements are established and provided by opersting
divisions.

e present T/0 established provides for ersonnel. Of this total 25X9A2
re unfilled. Of these positions, 22 personnel 25X9A2

are in process, many of them for a period of months. If the objectives

of this proposed re-organization are to be accomplished, consideration

must be given to expediting the filling of the proposed T/O as requested,

+o ensure its complete effectiveness.

Comparison of estimate of Depot operations when all present warehouses

in the Departmental area are consolidated in the B 254 1A

Depot are shown in Exhibit B.

Approved For Release 2000/08/04 : CIA-RDP78-03996A000100050003-7



Approved For Release 20%&&&&%%15PP78-03996A000100050003-7

OFFICE OF PROCUREMENT

SUPPLY DIVISION - PROJECTS

Stock Control Branch

1. Overall Supply and Stock Control Procedures, including Editing,
Authorization, Allocations.

2, Covert Procurement and Supply Regulations
3, Document Control Procedure Manual
L. Document Processing Procedure Manual
5, Excess Stock Disposal Mamual (Review preseunt Regulations and Procedures)
6. Building Supply Operations (Revise, simplify and reduce present
‘ operations catalog)
7. Distribution Procedures Manual
8, Inventory Taeking and Adjustment and Reports of Survey Procedures

\ (Review and Revise)
9. Accountability Regulations (Review)
. 10, Overseas Depot Operation
11. Consolidated Supply Field Training Manual of above.

Stock Accounting Branch

12, Standardization of Present Manual Stock Record Procedures

13, Consolidation plans for present records

1), Overall Accounting Machine Procedures (Domestic and Oversea Status Records,
consolidated Status Records, In Transit and Procurement Status)

15, Oversea Supply field Training Mermual

Depot Operations Branch

16. Reclamation and Processing, Freserving and Packing of Firearms

17. Complete Warehousing Procedure Manual including Receiving, Storage, lssue
and Shipping, Depot Maintenance, Space Milocation, Freventative Main-
tenance {In Process)

18, Packing, Crating and Handling {Regular, Ordnence and Sensitive Material)

19, Consolidated Supply Field Training Manual, combining above,

Traffic Branch

20, Cargo Control Procedure
21, Shipping Procedure

Catalog Branch

29, Establishment of Standard Stock Numbers and Nomenclature

23, Procedures for establishment and use of temporary stock mumbers in the field
oL, Complete Field Training Manual

25, Complete Supply Manual
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PROJECT JUSTIFICATION
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GENTRAL INTELLIGENCE ACGENCY

OFFICE OF PROCUREMENT AND STUPPLY

Project Justification

1. The Office of the Chief of Procurement and Supply plans to
work on the principle of decentralization of authority wherever possi-
ble. It is believed that the proposal for sixteen people in this office
is reasonable enough to require no further general justification. The
inerease in grade structure for key personnel throughout the Office is
justified by the fact that the statue of the Office must be commensurate
with responsibilities if competent personnel are to be used for mission
accomplishment.

2. The Procurement Planning staff is essential if the Office is -to
formulate sound policy and procedures and to properly monitor materiel
operations. The size of the current staff of ten physically 1limits their
work to covering "flaps" and a few of the most important projectse. The
requested authorization increase of nineteen is justified by the many
problems that require immediate solution.

3., The Purchase Division as proposed is designed to properly,
adequately and completely discharge their responsibilities with an in-
creased work load of an estimated 200% to fulfil current requirements
and to retain a reasonable flexibility.

i, a. The Problems of the Supply pivision are beyond materiel
operational problems in that management must be improved, proper pro-
cedures must be established and implimented, and operations must be
continued and expanded by use of accepted principles rather than on
a tcase and item".basis that now prevails.

be It is estimated that the Supply Division is now shipping
and receivini aiprozd.mately_ with a present for duty

strength of Projected requirements from OPC alone for the balance

of FY 52 indicate an increase in materiel to be processed and handled
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Project Justification

25X1A
X i, b. (cont'd)
i
5, A summary of strength and budget requirepents follows:
25X9A2

L 2 6 1

The increases shown under column 7 asswmes that all positions would be
filled immediately. This of course would not occurs

6., It is recognized that certain functions normal for a Procurement
and Supply Office are now of necessity being performed by other offices.
The proposed organization anticipates assumption of these responsibili-

ties on a phased basis, thereby permitting all concerned to devote maxi-
mum effort in their respective areas.

25X1A9%a
JAMES A. GARRISON

-~
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