Approved For Release 2001/11/01 : CIARIp! 8-@3}1?24]5‘050@9@9030009-2
NOFORN

-

~y o . A L e b 3
Sepllm b “eTig v (3

1957

SUPPORT BULLETIN

FOR INFORMATION OF HEADQUARTERS
AND FIELD PERSONNEL

(A

This doowsal © d

Approved For Release 2001/11/01 : CIA- RDP7. 04724A0002690’35099a2 4

gubjosie

8 -




" and support mat .
but rather attempts to pre'é”@nt items which, in gengml are of interest \ .
to all personnel and, in particular, of inte,rest to. thoSe employees occupy- V. -

ffe

! from both headquarters and ﬁeld pgrsonnel are encouraged

“ NOTE: — "hls bullgxm 1s for znformatwn only T dq not con- -

o i i
oS T e
5{}4‘. ! ) At

SRR e s e
s R g

g,

Tﬁe“"Sup_port Bulletm, to be pubhshed per1od1ca11y, is des1gned to kée
headquaf”tbrswaa fleld personnel informed on administrative, per;gag;m x
ters:. ! e Support Bulletin is not dlrecmix;ive 4r nature -

ing various support positions. Suggest q‘and constructive criticism

stitute aut hority for acthp andisin nowayas stltute‘“

“““““ o iw gl'egulabory matenal I—
s b
,,f”" o
/ A
A b’\f v |
\ - ja
\ A rﬂéﬁﬂwm-ﬁmﬁ& o it %ﬁp J

ﬁ“ _"ﬂ_a‘«m ‘i ,ﬁv{éam g o, }

CANE DENRT i
~ NOFORN

Approved For Release 2001/11/01 : CIA-RDP78-04724A000200030009-2



Approved For Release 200130&FI@EN&H&I{)MMAOOOZOO%OOOQ 2

NOFORN et

\-\_‘% 1)} e
> MANAGEFMENT  TooLS

- LJEE. P~
Ty ]z wpt 7
«,  CUTTING CORRESPONDENCE CosTs /2 %

The written word is expensive. Drafted or dictated correspondence
costs from $1.50 to $2.00 per page. A glence at your files (and some
simple miltiplication) will confirm that this cost is a major one to
the Organization.

13 But you cen cut correspondence costg by careful planning to:
T\ Avoid retyping and rewriting.

Write to express)not impregs.

Prevent the creation of nonessential coples.

Use less expensive substitutes for costlier dictated or drafted

[ icorrespondence.. '
AVOID RETYPING AND REWRITING ) '* < i

Follow Orgenization formet g8tandards and correspendence hendling
procedures. They were adopted after study of many tested systems and
congideration of Organizationwide breferences and needs. They were
established to provide the uniformity essentisl to efficient corre-
spondence operations. Individual preferences for special formsts and
procedures lead to confusion over "what is standard" and contribute
greatly to the amount of retyping required.

Limlt retyping and rewrlting to instances in which you can truth-
fully say "yes" to one of thege questions:

1. Will the present version fail +o bring the required results?

2. Will the paper create s deservedly bad impression of your

Office or of the Orgenization?
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3. 1Is the nature of the correspondence such that it must be
reworked until sbsolutely no further improvement appears
posalble?

L. Would you, from the viewpolnt of a taxpayer, say that the
peper should be reworked?

The fact thet much retyping and rewriting could well be elimi-
ngted does not imply that our standards should be lowered. It does
suggest, however, that a piece of correspondence should be judged
for adequacy on the basis of common sense rather than on trivialilties,
or personel preferences. There 1s a point where further Improvements
fail to Justify spending more time in rewriting or retyping.

WRITE TO EXPRESQJNOT IMPRESS

Apply the "Four S Formulae' to your writing: Shortness, Simpli-
clty, Sincerity, and Strength. Concise, clear writing has a far-
reaching effect. Less time is needed to prepare, read, and understand
it. Misinterpretations are avoided; good relations are maintained. We
can't all be literary masters. We can strive, however, to rid our
writing of the more common barriers to effective communication. Here
is a partial check list to guide you. Each "no" answer indicates a potential
area Tor Ilmprovement.

1. Are most of your letters or memorandums less than s page long?

2. Is your average sentence less than 22 words?

3. Do you keep paragraphs short--less than 10 lines?

K. Do you know some good techniques for beginning your correspond-

ence naturally end conversatlonally?

CIBENTIAL
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5. Do you paraphase items that do not call for a verbatim
quotetion?
6. Do you use personal pronouns freely, particularly "you'?

T. Do you know when the six little verb thieves, make, take,

give, hold, have>and be rob your writing of 1ts strength,

a8 in made the decision rather than decided?

8. Do you prefer active verbs (the official read the letter) to

passive ones (the letter was read by the official)?

9. Do you overwork preposltional phrases such as for the purpose

of (for), with reference to (&bout, concerning), and many

others?
10. Do you enswer a question before explaining the answer?

PREVENT NONESSENTTIAL COPIES

Copies are costly They add to the volume of records the Organ-
ization must handle, storf)and dispose of. They slow down typing
operations. Often typlng and proofreading time 1s doubled when that
"one extra copy" mekes two bypings necessary. Put a price tag on each
copy. ZRoute a single copy to several offices if time and circumstances
permit. State your copy needs specificelly. Limit courtesy copiles to
esgentisls. Count your coples; make youwr copies count.

USE SUBSTITUTES
Is typed correspondence always necesgary? If not, dash off a note

by hand on an office memorandum form or on a transmittal slip.

Doeg every reply, concurrence, or approval call for a separate
[ S, ~

plece of correspondence? Provide for thesei@ntially}when setting up

the formet of your paper.

N0FORN_5 .
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How about transmittel correspondence? Is it aslways necessary?
Perheps & handwritten routing sheet or trensmittal slip will do.
Or better stlill, conslder revising the format of the material to
provide spaces for "To," "From," and "Signature" and eliminate the
transmittal correspondence entirely.

Does every instruction or decision have to be in writing?
Conslder handling more of your routine business by phone or personal
contact 1f eppropriate.

Does every letter or memorandum have to be drafted or dictated?
Consider using form letters (or memorandums} and pa£tern correspondence:

whenever possible. They eliminate:

UNNECESSARY A
TYPING Q ﬁ
; NS

UNNECESSARY

DICTATING

UNNECESSARY Y UNIE/CLE/S/VSGARY
REVIEWING =

Form letters (and memorandums) afe appropriate if the message:

l. Is recurring routine bt;iness or information.

2. Is not personal or will not bring grief or disappointment to
the reader.

3. Has 5, 10, 15, or 20 lines and is used more than 30, 20, 15,

or 10 times per month, respectively.
-

JOFGRN
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Pattern letters (composed of selected pettern or sample para-
grephs) are appropriste in lieu of form correspondence when the
appearance of an indlvidually typed letter or memorandum is called
for.

When to use form end pattern correspondence as well as other
cost-cutting techniques can be determined simply and inexpensively
from an analysls of sample correspondence. Two sources are generally
aveilable -- reading files, or extra coples collected during a sampling
period. Also, at headquarters your Records Officer or a member of the
Records Manegement Staff 1s availeble to help you. From such a survey
end the tips in this article you can achieve astonishing resulte in:

Better correspondence prepared by speedier, simpler, and

m@'re economlical means.
LT

Lesg correspondence to manage, store.and dispose.
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At e s e
o nha hours,

especially in the nremaratian ~F fgxtgs__'}_ metoatnle whieh

Troure eddting and the reviaior A€ severgl Arafts hefore the final o

A +
ieflv, thege tyrewriters capture, in the form of hnles 1r a ngnan

tape, * *
ane, the data beiny tvped, The nerforsted +ane thns oroleesd can then

Y 3 .
m= inserted in the same tvnewritor arg it antomatically oneretes the +oma

aaiice, at 120 words a minmite, sn evact Aunlicrts af “he rtoda

Meing the autometic tvping operation “he marhine mav he atrmped +a

wype manually chanmes or sdditioral data, Tnformation ineclndad 4in the

2riginal text but not wanted in enhaequent retyning may he Antptes
kA k MASE LI Al A WIS .

"B onerational stemg in the nreparation of a renort suhieet +o

#3iting by several different individuels before the final text is agreed

tpon, might be as follows:

)

te  Simwltaneously es the first draft of a report is tvred, tre

tyned data is captured in a hape.,

sl

4 Ty + -
=« 02 typed draft is nroofresd, Any resunltant chaazes asre made

in both the draft and itg tare,

Zs  The draft is diatrihonted far anneurrence, The tane 1e
retained by the tvnist,

ie
- “hen edited copy of the first draft is returred, the chanses

Yround in all edited Awafig ave mgnuallv fransferred teo the oriocinal

!;'C")_]:'ly. - !:-. %‘Q
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5, The corrected oriéinal is given to the typist who inserts
*he tapekproduced from typing the first draft, in the reeding unit
~f the machine., The machire then starts automaticallv i tvne the
irst draft. As additions. deletions, and other changes occur in
the edited draft, the tyvnist stops the automatic typing and manually
fypes the changed material. As the avtomatic and manual. tvring is
performed the machine captures both the automatically and pmanuallvy
typed data in a tape; thus, an updated tape for the seccnd draft

is nroduced at the rate of 120 words per minnte.

;s  Unon completion of the above overation, the maruallv typed
data is proofread. (The automatically typed data does pct require
proofreading. )

7.. The second draft 1s then distributed for concurrence., Its
tape 1s retained by the typist and the old tape is destroved.

P, All of the above steps are repeated for each successive

draft. When the finel draft is received, its tape is imserted in

the reading unit of the machine and the finished report is automati-
cally typed and does not require proofreading (except for the incon-
sequential number of changes that may have heen made in the final
draft,)

7t is imwortant tc note thai with each additional drsfi made the
amount of mannal typing and oproofresding decreases while the amount of
automatic typing increases. As & result, final reports are prodiced at

8 high rate of speed without errce.

CCNFTFIDENTIAL
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OUT -PLACEMENT PROGRAM» ’

\QFF The Out-Placement Program was established last February to provide
guldance and asslstance to Organization employees who have either become
surplus to our program needs or who for personal reasons feel that a long
tenure with the Orgenization would not be beneficial to either themselves
or the Organization. The primary administrative objective behind the Out-
Placement Program is to assist well-deserving employees to make an orderly
trangition from our service to other fields of employment.

Types of services furnished by the Qut-Placement Branch are: (1)
external employment guildence in terms of current Job opportunities in
Federal, state, and local govermmental units; international orgenlzations;

_universities; and privete Industry; (2) assistance in developing Jjob

resumés and appropriate employment data consistent with Organization

employment status; (3) arranging for internal security and cover clearances, as

required; and (h) arranging for specific external employment referrals
and interviews.

Although the current labor market is, and has been, fairly tight,
a number of successful out-placements have been made by this activity,
largely through the efforts of the OQut-Placement Branch in diagnosing
transferrable skills of Organization employees and matching them with

Jobs in the seme or related fields.
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SELECTTION -OUT PROGRAM

Early this year, the Director approved a program for the identifica-
tion and selection-out of the Orgenization of individusls whose effective-
ness is substandard, that is, persons who cannct meet Organization
standards of work efficiency or conduct. He pointed out that the rapid
rate of employment dictated by the requirements of the Korean period
resulted in the appointment of some persons who have not been sble to make
& reasonable contribution in behalf of the Organization's obJjectives. At
the same time, the Director emphasized the responsibilities imposed upon
the Organization for undertaking this progrem with painsteking objectivity.

The procedures oublined below for carrying out this Program aim to
assure judiclous and careful deliberation in all cases.

[i3 1. The Heads of Career Services and the Deputy Directors identify
{3 those individuels who are feiling to meet Organization standards

and refer recommendstions for selection-out to the Director of

Personnel.

2. An individual who is proposed for selection-out is informed

of this fact by the approprlate Deputy Director or the Head of his

Career Service and advised of the reasons.

3. The Director of Personnel reviews each selection-out broposal.

In doing so, he holds hearings to develop the facts and advises

the individual of appeal provisions.

L., Following his review, the Director of Personnel (1) recommends

to the Director that the employee be terminated, or (2) accepts

the individual's resignation and, in meritorious cases, may

Approved For Release 2001/11/01 : CIA-RPP?§-047?4A000200030009-2 “H81 5
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provide asgistance in obtaining other employment, or (3) recommends
or effects alternative actions such as reasslgnment with or without
reduction in grade.
Cases formally proposed to the Director of Personnel for selection-out
have been resgolved by termination, resignation, reassignment or
voluntary retirement when individuals were eligible. Up to mid-October,

56 cagses have been resolved.

2.

Gt dwsndidid
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LENGTH OF OVERSEAS TOURS OF DUTY

It is increasingly desirveble to standardize as much as
possible the length of overseas tours of duty of the various
Career Services. Several of the Career Services have In the past
aedhered rather strictly to a two-year tour of duty in order to
insure that the maximum number of key people received the benefits
of overseas service. This objectlive has been largely accomplished.
In considerstion of the fact that at least some weeks are required
after an employee reaches his overseas post before he is able to
assume full responsibilities and that his last few weeks before
departure for the States are used in part to phase out, a two-year
tour in meny cases is not economlcal. It is believed that in most
instances the best interests of the Orgenization would be served
by having employees elther extend their tours for a third year or
come to the States on leave following overseas assignment and
return to their posts for a gecond two-year tour of duty. However,
it is basically sound to make initlal assignments for & two-year
tour of duty in order to provide flexibllity to both the Orgenization
and the employee if for any reason &t all it appears desirable to
limit the tour of duty to two years.

Except for posts where, for hardship or other special reascns,
a tour shorter than two years has been adopted, personnel will
continue to be assligned to overseas posts initially for two-year

tours of duty. Sometime after the completion of one year and before

al
Approved For Release 2001/11/01 C%'BP?E????W£4A000200030009'2
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the completion of~£i£§;en‘months of overseas duty a decision
should be made by the Head of the Career Service whether:
éjfi 1. gpe employee returns home on a permanent-change-of -
..i station basis at the end of the two-year tour,
2. Sxtends his tour for a third year, or
3. Eakes leave following overseas agsignment and
returns to his post for a second two-year tour of duty.

The Chief of Station should forward to headquarters his
recommendation concerning the length of an employee's tour,
taking into consideratlon the desires and comments of the employee
and his supervlsor. The appropriate Career Board will make its
decision based on the need or desirability of the services of the
employee in ancther assignment or the need to assign anocther
employee to the overseas position in question. In all cases, the

Career Board will notify the employee through his Chief of Station

of the decision concernlng the length of his tour.

-2~

V4
it
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SUGGESTICN AWARDS PROGRAM

700R INEAS ARE BIG BUSINESS

5ince the oresent law went into effect in November 1954, emvlovees
nT the Government have submitted one millien suggestions of which over
sne-quarter million have been adopted,

Ta this M mnonth periodfhgw million &ellame ir measurable
benefits have been realized, an&#ET million dedders have beern pald out in
2ash awards, Obviously good ideas are big business.

Orr own record shows a tremendous gain over previocus yvears. Duriru

tiscal year 1958 $17,855 were paid to 84 Organization employees. This sum! |

of money represents tangible savings of $187,930 plus other intangible
nenefits. The net dollar benefits from suggestions in the first vear of
thair adoption were more than triple those of the previous year. Also,
the award payments (in dollsrs) were more than three times the amounts
paid in fiscal year 1957. Each of the 84 employees, plus 1€ smployees
who 4id not receive monetary awards., received Letters of Appreciation,
conies of which were put into their Offieial Personnel Folders,

The adoption rate, also an improvement over fiscal year 1957, is
due to the higher cellber of sugpestions submitted. The significant
award-winning ideas of this past year have attacked substentive and opera-
tional problem areas.

¥Your committee adopted as its theme for this fiscal vear: "Suver-
wvisory Interest and Encouragemenﬂij) To achieve this, the mesaage is
h=ing carried to as many staff meetings as nossible. The commit:ee hasg

»lso instituted a new proecedure f'or rewarding the supervisor whose unit

(M1

TONFTDENTIAL
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submits the mnst worthwhile surgestions. He receives a persrns? comrendg..

tion signed by his Deputy Director, and a copy is put in his Orficial

Personnel Fonlder.

The committee urges you tc remember that your supervisor ran heln

you develop your idea. Think it through. Talk it over, SEND TT IN

through your supervisor; he can heln make your idea bigger snd hetter,

As a final word, we quote *the President of the Nnitea States whe.

in a recent discussion of the Incentive Awards Program, said:

(1} "Never has there been a more vital need for new id-as and ™
wbad

gijsuperior verformence in all fields of
j

S

endegvor,"

CONFIDENTIAL
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TIPS

SOTYING APRCO COPYTNG PROBIEM MAUSEN RY DRV PAPFR !

Y

‘T3 hes beern recedved thet iw come Nreanivation commaton o camand q—i'
venzang inat R . . i
rEeas Installationg, 41£Fim 1ty bag heer exnerienced in ohteinineg aspds

o Apeen and similar office conving machines be

a R :
T ASe, Lxtreme heat and fpvmeqs R,dv’\nrqe]}f affset the e aemanas AF

. . §
© ﬁrjbmpr:g Ao raveaa t‘»:; -[\,e-_i
- 57”3.;, ¥aving it euluapd +n b andis, H

o A%‘f‘ﬁ"}}fim ~ar ha ?’Pﬂ?!!}.ﬁi Yy mattor T aaatly adhardine: - 4v—r~+“.,h+.‘,.,,.,?
E2 1Y fTsnear) el s E

nE s atrdnge dlhhaae sagreye T+ ¢
n Tneen naneya T %

PR

iz wise to shore mnnenepd merkacece in o
2T T yapn e r ] - s .0 .
: B Rz ats (retrlgerated, if poisible). Vhen a narkace hpe haen rnened | |

3% o

e nnnead At Ty - . . :
= oanngnd nortion securelr wranned in its nlastic conteipar, T8 o i

saie is nsed; keep only a erall cuantity (one or two Jare' supplv) 4

smmear dn it *aper safern sre arei 1ehle at headmuarters from the NFFira l‘ﬁ

fowrintics,  Nemenelature for the letter-size paper gafe fs Mahinet. Pha’ad

ovhic Storage, Print, Stock Ne. A760-HO3-04Th; for legelegiie safe, seceb
finbinet, Photographic Stcrage, Print, S/E Ejecto-0-Photo panayr cafe, Stocl
L. STO0-H03-0BT5. With » bit of incennityv the safe may be mmde to gerve |

ecanae the naner Antan Aok |

[T —

-

o

~eon humidity chamber, A snonee or tray of water inserted in the safe wanhA4

iond tn keep the paper pletes from Arying ont,

.

in one instance where the shove supgertione conld not he Prlilaged eor |

were not adequate to prevent dryness, a simple paper safe was ocnebructed |

IR

=

wompAassing & humidity chamber, "hig was a light, tight bor ccetainice al

4

23T o hold the naper and asn area heneath the shelf in which & +ray f

H

=% recessary, and also made 1t onssible to insert and ramove the water trav

B

reauired.
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PRINTING GUIDE LINE - SAVE MONEY RY TISTNG THE WHOLE PAGE

I“- [

reauently reports, namphlets, manuals, handbonks, ‘n fa~t nesrls Pt
=rary type of publication;contains pages ot completelv uvsed in the b
rrinting.  This uneconomies] uge nf "white snace” adds te the Rive nf the |

hlicet P
A ,Hcatiog/'and, as a result, increases printing costs. Pergaons reanons-i |

".i Fosy o P
itle for copy vpreparation should keen the fnllowing immortant. noints P

rongtantly in mind:

{1 1. thenever possihle, nrint on toth sides of the shect T P
{4 paper; end
2. Save space cn each sheet, Pt
i+ dig recacnized that varietv pnd tachnieal asvects of A1 fovent } g
minlications do not make 3+ prasiiesl +o agteblish format sta~da-is wh'ah i

1l he

I

andf
miformly spplicabhle to all Organization publinationg, “evartw . | -

Irng

. o
', the Teollnwing is nresented ag g sulde to using the rrinted rapre ans |

i
o

tnereby eaving the Organization rrinting dollars,

[in If you are using an 8" x 104" gheet nf naper, leave twe lines b
©T ¥1ank space at the tnan of the vace snd then tyne tha rWag?ificatfgngi

{: Tvoe the oontral rhrase; if needed, and leave three lines of hisnk H
space.  Comrence tvping the text of the renort, using.ssi-inek-lonf &
lines, The linea shrnld heoin ahant 1 inch from the Yeft 311e af P

P ‘ - !
@ paper.,  Thus, with a si&-inch line, the right-hané mar:i+ shaig |}

B ahont |
¥ ahont 1 dnch alen, Tt ig nnt Alwavs nnsaible to meintain thia rrpa it

“ige vight-hand marsin tat every effort shonld be made +n larm 1+ ax |

ey mfe
wast as nosgible, The teaxt ghruld nse 52 1dnes or 8 5/8 “nrheg of |

s ‘ i ‘
2 page, Two lines of hlank gnane shanlA he lef+t and ther tha gquqiagi

¥

ization shonld he tymed, Page b

nmbers shonld he tynad an tha gome
TONFIDENTTAT
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~ne as the elassification. This will 1eave tWo spacag 4tr the hedeam

T "
1 the page, Tf = contrnl rhrage 1o neceggary, it gshanle he +tvnad

directly beneath the olagaificntion,

Since it is reermmanded +het
publications, when possible, be vrinted on both sides of the naper
odd page numbers should aopear on the lower right and even pawe mr.

hers on the lower left.,

. q r
) Oy anideTiOR
=4 reporis adhered to this Format, they would be shorter ana

-

eonsiderable savings 1in printing eosts would ha reglized
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INSURANCE REPORT

Henetits tntalling $208 million already have heen raid -ut under

“ha Federal Employees?Group Idire Insuranes Program. which w=aat intn
~Ifeet din 195h, Civil Service Commission renorts,
A total of 43,046 elaima have heen paid. including 13,948 ror

591,224 910 during the 12-month veriod ending last July 1.

¥

e ooroeram is the world's larsest af ite type. with $11 billier of |

nsurance currently in foree, Tt lets U, 3. workers purchase iife inanral i

“nee in amounts eangl +to the next $1000 above their annual snlearies ssswit) i

Grwrernment paying a third of tre rost,

CEeNEFIDENTIAL

Approved For Release 2001I1m‘%&-RDP78-04724A000200030009-2

<Hd1



Approved For Release 2001/11/01 : CIA-RDP78-04724A000200030009-2 7; f
— -

TONFIDENTIAL P

oomE

LLNGUAGE TAPES AVAITABLE

¥OR TESTING BASIC AURAL COMPREHENSION i

At the request of an Operating Division, the Assesemen® and Evalus- | -
tinmm Staff of the Office of Tralning has recently developed a test tc i
datermine an individual'’s ability to comprehend simple verbal instructiongi
in A given langusge. Results have indicated that the test will be a use< !
+ul Aeviece for the selection of individuals whose languasge <omprshension |
is sufficiently good to permit them to receive training, This test coes |
not measure resding or writing skills, but is designed for use iﬂggpeci- i
“ir sitnations involving ability to compreshend spoken Languaaes.' It H:
has no relationship to theziéﬁiiﬁhi*ﬁglgﬂage eptitude and proficiency éé
+agts which are administered at headouarters for staff emploveeas, and ii
it should not be confuseéd with them. i

The teagt 1s given by means of a tape recording. It takes about b

minntes to complete and score, and does not require the adminis- i
Leator to know the lansuage in qu=stion. The test consists of u booklet 1]

cayiain

e

nr 75 sats of rictures. four rictureeg to a set. The surlect b

set, 1entify the piecture 1in esch set referred to by the volce speaking |

e same test bocklsts are ised for a varisty of langueges i

.
b
¢4
¢k
g
4]

et
as the pictures are of sctivities generally epplicable to many cultural |
Eltlid - 2N

T~3ts are now available ir English, German, Russian, Lavvien, i

#strnian, and Ukrsinian, AXE can mske tapes available in a variety cf .

isnouaces, Regquests for these tests should state the language needed bt

TN T T DENTI AL
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and the tape speed wanted. The only requirements on the usar agre that,
where possible, the individual who iz to administer the tests be briefad
by a member of the AR Staff, ard that the results of the tasts bhe sent

to ARXE so that research in this field ecan enontinue,

SCONFIDENTTIAL
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RETTREMENT BILL SIGNED BY PRESIDENT

President Eisenhower has signed a new retirement bill which
will benefit several thousand widows and widowers of deceased
Federal employees.

It will let them pay back into the Civil Service Retirement
Fund all or part of eény contributions the deceaged spouse may have
withdrewn from the Civil Service Retirement Fund.

In this way, they can build up their survivorship ennuities to
the level they would have attained haed there been no withdrawals
from the Fund.

Federal employees who leave the service gre rermitted to
wilthdrew their contributions. If they return, they ordinarily
attempt to repsy.

The new retirement bill was slgned the day before the
President signed the Independent offices appropriation with its
rider prohibiting retirement increases unless Congress first votes
the necessary funds. That means the new bill will not be affected

by the rider.
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A COST PRIMER

Since the approval of Public Law 863 directing changes in the

Government accounting and budgeting systems, a group of terms has

come into use whilich seems foreilgn to those of us ralsed on terms such as

allotments, obligstions, end expenditures. The so-called new terms
are basic to the cost side of accounting end budgeting and must become
a part of our every@ley operating languasge. In order thet talks,
discussions, articles, and regulations may be more meaningful to all
of us, the fundamental cost terms are defined or described here.

COST is the use or consuming phase of operations. The dollar value

of all items such as our selery and operationel gifts and equipment
that are used or consumed 1n doing our daily Jjob are a cost of that
Job; the costs that all of us ilncur become a part of the cost of our
organizetional unit, of an activity, of a major progrem. A cost is
incurred when employees have worked, & contract is completed, printing
recelved, supplies and equipment issued to the person using them in
his job. Thus cost 1s the final phase of the cycle of ordering,
receiving)and using goods and services.

COST-BASED BUDGETS are plans for operations stated in terms of the use
of goods and services as opposed to the ordering of such goods and
services, which is our current obligation method of budgeting.

COST ACCOUNTING is that method which prqv#des for the recording of
all the elements of cost incurred to accomplish a purpose, to carry
on an activity or operation, or to complete a unit of work or a

specific job.
o FORN
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COST CENIER is & unit (organizational, project, activity) selected

Tor the purpose of accumulating wsts thet can be identified with a

single manegement responsibllity. The record in which the cos;‘data

1s accumulated is technicelly called a cost account. In discussion

end writing these terms will be used interchangeably.

COST CLASSIFICATION is the grouplng of date in such e manner that it

will be most useful to management in discharging its responsibllities.

The more common classifications are:

LEE DIRECT COSTS =~ those which may be identified specifically

{lwith & glven organization, project, or activity such as operational
equipment used by & project.

INDIRECT COSTS ~ those incurred for Jolnt orgenizations, projects,
or activities such as station support. These costs are also called
OVERHEAP COSTS.

CONTROLLABLE COSTS —~ those incurred as a result of orders by
the mansgement of an organizetion, project, or activity such asg
saleries, travel, transportetion, equipment.

NONCONTROLIABLE COSTS == those Incurred in rendering a service
to an orgenization, project or activity and not resulting from the
direct order of the mansgement of the orgenilzation, project or activity
guch asg Organization.}&ned transportation services.

STANDARD COST is a predetermined egtimate of the amount that reasonably
should be incurred under specified conditions by an organization,
projecE)or activity. It has its greatest value as an aid to management

in evaluating the actual cost of operations.

I TUTY %}7
N 009-2
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COST CONSCIOUSNESS is an awareness on the part of management throughout
all levels of the Orgenizetion of performance and the cost of doing
business. This awareness 1s attention to two major aspects of cost:
— 1. The comparison of the actual direct and controllable
{3 costs of the operations for which the particular level of
management 1s responsible with what those operations reasonably
should cost; and
2. The cost effect of demsnds on others to furnish services
to the operations.
The foregoing list of definitions is far from complete but does provide
an introduction to cost terminology. In the months and years to come
we will hear more sbout costs and our list of terms will grow.
This change in budgeting and accounting with emphasis on cost is
not designed to create more problems of understanding but to provide
information that enables mensgement to meke decisions on a more accurste

and consistent basis.

-3-

EFLN“EEZ!gisﬂ
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THTRD COMPTROLIER'S CONFERENCE

On 9 and 10 October 1958, the Comptroller sponsored a training con-

g
*

ference for about fifty senior officers and supervisors of the 8F Career ii

o vt
e i

Service to discuss career policies and technlcal issues. As at the two

prior conferences, the use of a sits away from headquarters routine and it
interruptions gave greater freedom for full discussion of complex issues, 1t
and provided an opportunity for SF personnel to become better acgquaeinted i
under informal conditions. One purpcse of the conference was tc improve i;
liaison between SF employees in the Office of the Comptroller apd those i

agsigned to other offices. i

There was discugsion of SF Carser Service plans and polleies, including i
such key vnersonnel issues ss training, hiring, rotation, promnoticn, career il
planning, the flexible table of organization, fitness reports, gupervisory f%

and managerial practices, and }ob descriptions. Also discussed wers pro-

fm——
T

nlems of overtime, the use of Electronic Data Processing Machines, “udget-

P———
B

ary cuts, graede structures, the vital documents program, vouchered and i

ey

confidentisl funds procedures, and regulatory issuances. i
¥ey issies at a later session were the Presidential budget policy;
plans to handle funding reductions; the consolidation of budzet sub- i

missions; sirmplified procedures; aporoval systems; and the tzchrical treat- ||

Wi

want of ohiect classes ot exrenciture, unliquidated obligations, men-year H
statistics, advances of funds, and reimbursements. i
On the seccnd day, procedural accourting qiestions were rajsed, including i

the ¢=20inition of allotment obligations, the unliquidated obligeticns, ani i

bl

the no-vear esrprorriation issue. Among the topics explained were the

following: /
Approved For Relegse 2001/11{01.: €1A-RDP78-04724A000200030009-

S AN

2881 40



e
e vt .

Approved For Release 2001/11/01 : CIA-RDP78-04724A000200030009-2
- "
CO¥NFIDEITIAL
. LiEORN .
LQ 1. The Procedure for Issuunce of Preperty Declared Excess withe
“TAncuat Property Avthorizetion Charse,

2., 'The Procedure for Prop=rty Accountebility at Tyoe 11 Account-

able Installations,

3. The proposal to lissue a lHeadguarters Handbocok on Adjustment

of Allotment Charges for Detailsd Personnel,

{
Ce m;zﬁfwh
-ﬁ%ﬂo‘y reguletory lssuaaces

4, The status of the revision of the

nn Comptroller operations:_
5. The revision of the Travel Iszsugnces _ il

6. The Survey of Functions Performed by Budget and Fiscei Officers

tr establish Statement <f Funcilons.

An explanation was given of the Pinancial Management Imprcvenenl Inst-
ructions and how they fit into the Organizaticn program under recert legis-
lation. The coordinastion of this Comptroller efi‘ort with Organization N
management and the rest of the Support structure will be digcussed at the

forthcoming conference of Administrative Officers., There was also = orief

progress report on the allotment simplificatinn system, the. education prc-
gram for cost conmsciousness, and the current cost experiments. In May 1659
the Comptroller will sponsor another two-day Cost Conference to or=pare ior

the new required cost-based budget and relatsd issues,

—_
CONFIDEKTIAL
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ACQUISITION AND DISPOSAL OF MOTOR VEHICLES AND PERSONAL PROPERTY AND

THE CONVERSTION OF LOCAL CURRENCY

The Operations Coordinating Board (OCB) has recently conducted a
review of U, 3. Government édminisﬁrative policies and practices having
a bearing on foreign attitudes toward U. 5. rersonnel at overseas posts.
As & result of this review, the Board has prepared a set of Guides, for
use in developing regulations, pertaining to the importation and disposal
of personal property, the acquisition and conversion of local currency,
and the importation, operatio:’and disposal of motor vehicles. Ccgiles
of these Guides are being transmitted to all Chiéfs of Diplomatic
Missions and Commanders of U, S. Unified Commends with a joint message
from State, Defense, USTA, and ICA requesting that the Guidss be used
as 8 hasis for the adoption of uniform administrative policies end prac-
ticrs on these sutjects. The contientg of these Guides are guoted celow
for your information and guidance. Headquerters is currently reviswing
Regulations with a view to making appropriate amendments tharetc in
general conformance with the policies and practices set forﬁh in these
Cnides,

((l. The Quides set “orth in this paper corplete the action with
reger] tn Recommendstions 17 and 13 of the OCB Report on U.3. Feployees

(wevaegs, TIn commerntin. -nm ihis Repoart, *he President, on April 24, 1957,

said
/

I

H

i

{

i

‘Ehe importance of tailfing vp sond personal relaticns botweeo

O foratan rationals ani Awericens who live and work overseas cannot

5
i he Gver-estimated.’
L

CoOrFNFIDELNTIATL
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™e Report itself roted that the attituds of forelgn nationels. toward the

resence of Americans depends primarily on the extent to which iadlidual

Lie!
1]

Americans demonstrate common courtesy and goodi manners and exhivit =

sense of responsibility in the discreet use of their personal property,
rarticularly their automobiles. Having noted further that all of the
adniaistrative practices bearirg on toreign attitudecs need acress-the-boar:i
and eontinuing emphasis at all levels both in agency headquarters and in
American missions andcommands zbroid, the Report concluded:

.
e

{( !%hv rver-riding aecd ia 1o iast111l “n ell Americans serving their |

e,

government abroad an understanding of the fact that they are -=ssen~
+ially guests of the nost couatry and, as guests, are obligated

to display normal good manners, to follow s reasonable stende~d

e L R A

of moral conduct, and o evoil acting superior to their hcste:i

. ST

‘gé; Pursuart to the abeve, th2 Operatiors Coordinating Board has
examined steps which might appropriately be taken to correct certain
abuses concerning the importation and sale of personal progperty and
transactions in local currencies. The Board has also examined steps
which might appropriately be teken to eliminate or minimiz2 the adverse
impact uprn the prestige of the United States of vehicles apersteé by
U.S. personnel cverseas.

#3. As a result of these studies, the Board has concurred in the set
of guides and rules set forth belew for use in developing regulstions
which will apply to the importaticn and disposal of personal property,
to +he acquisition and conversion of local currency and to the importa-
tion, operation and disposal of mctof vehicles, both official and those
srivately owned by U.S. Government employees overseas.

DEN
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“h. Each Ambassador will be responsible for the develcpment of
regulations embodying these gnuides which will apply to all J.S. personnel
and thelr devpendents assigned or attached to diplomatic and consular
offices in the country to which he is accredited.

ﬁs. Each Commander of U,S. Tnified Commends will be responsible for
the development of regulations which will apply to all U.S. personnel
constituting his command and theilr dependents, but will exelude those
U.S. Department of Defense military and civillan personnel assigned to
diplomatic and consular offices.

ﬁ%. While the guides in themselves will result in a substential
degree of common practlice, Ambasssdors and Commanders of Unifieé¢ Commands
should collaborate within the framswork of existing reletionshirs to

avoid unnecessary differences in the treatment of the various cstezories

of U.S8. personnel and their despendents.

/
~f”/i7A. General Guides Pertaining to Personal Prcperty, Motor Vehicles and

Foreign Currencies.

ﬁ?. Regulations and procedures devised for application at the country

level shall be consistent with regulations, customs and practices of the
host country.

HB. However, personnel shall not engage in any practices ir the
transaction of personal business adroad which may bring discredlt on

themselves or the U.S. Go&ernment.

CONFIDBNTIATL
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QB. Guides Pertaining to Personal Pronerty

”Q. Personal property shall be imnorted for the em@loyee‘s use while

et the post or station and ncot for sale.
ﬁl@. Advance approval of the designated control officer, officers, or
committee (hereinafter referred +o as the "desisnated control artherity")
shall be obtained for:
1 "a. Importation of items of high resele value after first
{11installation shipment;
ﬁb. Sele or other Aisrcsal of personsl property to nther than
J.S. Government personnel in extraordinery situstione such as the
tfansfer of the officer or emploree from his place of asgsignwentt
and then on condition that applireble local duties, taxes. or levies
will be paid in compliance with local laws and regulations,
ﬁlld Sale of personel property usable world-wide such as phota-ranhie
equipment, wrist watches, silverware, or fire arms, shall be restricted.
This list will vary from countrv to country and it is assumeé tha™ ~ commen-
sense rle will prevail.

ﬁEE. Control shall be exercised cver initial purchase and reas’e ~f
ftems acquired through U.S. Covernment-operated ~cmmissaries and +ost
exchang2s. Resale of consumarles tr locals by Americsns or ty loeal
employees of the U.5. Governrent when they have comrissary ard nont excharze
rrivileges shall be prohihited.

{!13. Control shall b2 exercised cver importation of highly sa’eble coma
mo%%es through U.S. Gevernment chanrels nf entrv guch as diplomatic mounh,
APD and FPO parcel post, attache ané special mission planes.

e Undignified sales practices, such ss enctions, "fire sele" tyme
advertising, or nse of employee's title or connection with U.S. CGovernment .
snall be prchibited,
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%z, Guides Pertaining tn Motor Jﬁgf}{¥ﬁ

- &

)

‘15, Vehicles should be eppropriately inconepicuous and unostertatious.

{114, Uniform and mandatory motor vehicle inspection programs will be
established to ensure highest standerds of mechanical safety.

ﬁl?. Driving permits and license plates will be issued only wpcn the
successful completion of stringent driver-testing programs.

718. Appropriate restrictions oun operation of vehicles by.ainors will
re imposed.

Q19. Special markings on U.S. privately-owned vehicles will be cur-
tailed.

ﬁeo. Adequate liebility insurance coverage w-th a reliable £irm will be
s prerequisite to the licensing of yrivate motor vehicles. The reliability
nf 8 firm will be determined, in part, by its reputation for prompt settle-

e

ment ~f claims or its willingness tc guaranty vprompt gettlement 2 wmeritor-

ious claims.

’?21. Where practicable, U,5, official venhicles will be inconspicucusly
painted and identified.

{?22. nonsideration will be given to the suspension or withdrswal of
driving permits of U.3. operators f£r reckless or drunken drivipg or negli-
gence which causes death, bodily injury or substantial property damage.
(2? Where appropriate, rationing cr denial of tax-free gesoline will
re initiated Jjudiciously tc limit operation of U.S. vehicles to contorm to
local situations.

{!2k. Coordinated programs will be established to effect prompt settle-

ment of claims arising from accidenis invelving U.S. vehicles, tcth under

the provisions of United States claims legisletion and those of vehicle

insurance poligies S
Ko Ref FSF Release 20(@_{1_!;&%311313 04724A000200030009-2
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{x25. Sale of imported automobiles shall be limited to one per employee bt

at a post except in circumstances which can be justified to and approved i

by the designated control authority.
{‘I

D. Guides Pertaining to Foreign Currencies.

“26, Foreign currencies for personal use shall be obtained tbrouzh i

U.S. authorized channels. Subsequent conversion of local currency to -

bt

dollar instruments by U.S. Government Disbursing Officers, where permitted, |
shall be reasonable in light of conditions prevailing within the ccuntry
of assignment and shall bear reasonable relationship to amounts of locel

currency acquired through U.S. authorized channels. Conversions of local §§

—-- o

currency to dollar or other instruments will not be made for U.S. citizens ‘%

‘ other than U.S. Government personnel or their dependents except through I

' U.S. personnel specifically responsible for deing so as part of their officia%§
duties. 4

”27. Payment of overseas post or station allowances shall be wade in s

local currency to the extent that such expenditures are in lzcel currency. i

028. Advance spproval of the designated control officer shall generally is

be obtained for conversion of proceeds of sale to dollar inﬁtruments. (Tnis %v

P>
does not authorize conversion where presently prohibited.) i

e
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Pt A COURAGEQUR. EXECUTIV e Apivws WUKED HIS SECRETARY TC GIVE EIM A i
4/ 4 MEMO OF HER VIEWS ON HOW HE COULD BE A BETTER MANAGER. OHE BRCODED P
fro { AND SCURRIED FOR A WEFK, AND THIS IS WHAT HE FOUND ON HIS DESK. i
)\ IFTH:ESHOEFITS-..;. . --
10 2o ( A SFCRETARY TAIKS BACK b
. s
¥ —r :
FD TN
_ k | Heavr Qesys A ,‘
\\?& N \{" Frankly, I wasn't quite sure how to go about this job. HNo one i
‘[ 0‘10“\ has ever asked mé to do anything quite like this before, and I doubt { ;
‘\/\Q thet many secretaries haves hean handed this particular assignment, g
though heaven knows they zet asked to do elmost everything elge! i
e et~ ToA1d decide tiat T wanted-tt rome up with semething i
nseful instead of the usual grise session about starting dictation 2
after 4:30, giving unclear instwuctions, marking up letters inm ink i
and then sending them out, and that scrt cf stuff. »And saying "good ;
morning,” remembering birthdavs, and what not. So I talked arcund §
the office with some of the other girls a little bit, trying tc pick i
¥
up some generalizations which would sprly ncot just to yau aré your §
hahits nt to a good eross section of executives. i
Bach secretarv I spoke to nad something different to sey, because i ;
naturally every office gituaticn is shapec by the vpersonali’t.-ies involve-i.% ;
Sorme goirls could suggest nothing -- maybe they had a high serse of s !
loyalty or were honestly conternted, or just had no ceritical ebility. ; }
(rthere were practically impossible to turn off once they bac s“tarted, i i
and T found that though rany »f thelr comrents were worthwhdle, it ; i
CONFIDENTIAL . E
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very easily disintegrsted into & petiy kind of sniping sessicn.
Maybe some of this flavor atill remains in my findings, but perbaps
that is inevitakle,

Tr becin with, & good many men seenm to have missed the ez
teat you had when you asked me 1o do this job -- that they can Iluprove
their performance if they really think through how their secretaries
can help them. This is really cuite surprising considering “hat a
man's closest office asscciate is ususlly his secretary -- and. ghe
is alsn the one who can upset him the most easily! So let nme say
at this point that your conscious attention to my Jjob sheuld be an
example for your cclleégues to tollow.

Rewond that, most of the girls agreed on one thing: It I8
virtnally impossible to do a top-notch joo unless you are keps in-
formed of what the boss is doing and just what his duties arz. ‘Though
this "member of the team" stuff has been worked to death, a knowledge
of the problems the boss is tackling helps greatly to stimvlate the
secretary's interest., If she just sees fragments and corners, it
can be highly frustratigg apd eonfusing. You remember the famous
story about the elephant: Six »1ind Hindus, according to the story,
tried tn describe an elephant. Fach took hold of a 4iffeorent part
~f the animal -- tusk, ear, hrunk, side, leg, tail. Each tren ide-
seriped the elephant in a different way -- as & spear, fan, sneke,
wall, tree, rope.

It is to the executive‘s renefit for his secretary te be eware
of the big picture. He can then entrust her with increasing responsi-

pility with the assurance that shie knows what it is all about.

0 P IDENTIAL
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Furthermore, a girl who instinctively knows what projects are important,
50 they can be dispatched with speed and intelligence,can be of real
help. ?inally, apyone who works as closely as does a secretary likes
to feel that she is important enough to know what's in the wind.

In some cases, & secretary has had a Tormal training period to
prepare her for her job. In offices where this is not sc, discussions
and explanations from boss to secretary are helpful. Background reading
is often useful if it is not so overwhelmingly voluminous that it dis-
courages rather than instructs. But each executive should d=2cide how
hest to train his own secretary -- the important point is not how he
does it, but that he does it. The time it tekes will pey gr2at divi-
dends.

And then there's responsibility. Some executives Jealously
guard their areas of authority, failing to realize that the more they
can satisfactorily delegate to their secretary, the more interest she
will take in her job, and the more time and énergy he will have to
devote to the activities that demand his special talents. He must
size up her abilities to do this, but i1t often does not hurt to give
her even & little more than you are certain she can handle. She may
surprise you in either direction, but how wonderful if she fills the
vill beyond your expectations!

By the way, in suggesting that executives give their secretaries
more responsibility, I égglg mean tossing some large project at them
just because the boss is in a jam and can't handle it himself. T
mean a regular, planned arrangement which involves a steady expansion

of her respcnsibility as far as she can go.
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Many of the girls I spoke to had very definite Ieelings apout

organization and use of time. They wished that the boss would start

his day by thinking out as completely as he could exactly whet he

was going to do. He might then read his meil (if he gets it fairly

early in the morning) and arrsnge it in orcer of importance, sheping

Then enter the secre-

vetary
taries. Too often an executive calls hl%&?ﬁﬁt into his office without

up the reply to each letter as he looks at it.

the foggiest idea of how he wants to say what he has on Iis mind.

So the organization tekes place during dictation, an often slow and

repetitious task with much reading back and changes. How mugin it

would help if a man simply sat quietly in his chair for t'ive minutes

bvefore starting and mentelly sk~tched out his wording.

This kind of advance planning, incidentally, cuts down the crisls

nature of too many offices. No secretary minds helpling the boss out

of & sudden emergency -- anc interrupting her schedule of werk to do

it -- but a constant series of fires to be put out is disorgenizing,
irritating, and unnecessary.

All too many executives heve obviously not reached their present
posts because of their grasp of the spoken or written word. Some of
them seem to have difficulty in expressing themselves, and though &
good secretary can smooth
the result may be sterile and lack personality. Some men realize
this lack of ekill on their part and try tc deal with it by writing
out what they wish to sey, and giving it to their gecretary to type.

But here enters another tregic flaw: many of the men are Illegible!

It is dynamic, no doubt, and a sign of having arrived to write care-

lessly, but pity the poor translator who is certain to be confounded

out the letters{if she is literate hergelf}),

il b

S——

[
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by such a scramble!

loyalty in the office 1s another very important matter, and
on a two-way line. Any good serretary knows that one of her vir-
tues is an ability to keep ber mouth shut whenever she has even the
slightest doubt that what she may say might embarrass or otherwise
trip up her boss. Most cf the irls in our office felt that thelr
bosses were in general standing behind them, but sald thnat some were
likely to let their own errcrs He shoulder2d by thelr secretari:s.

It never stops being i@portant o admit your own mistakes.

For some resson, an cxecutive who may hre axiremely aware of
the dignity of other people in an enterprise, and the Indepenient
significance of fheir dobs, msy look ov his scoretary as a sort of
chattel, I don't wmean tﬁat he isn't perféctly pleaéant ;né kini ﬁo
her -- it's just that he seems ©c see her as a very closc personal
aseistant whose job has npo inte ity of its own but is exclusively
what he wants to make it. She »ecomes, then, just a mirror of uis
wants and needs instead of a pevrson in her own right, filling a specific
kind of responsibility i? the company. Maybe this is why the popular
cartoons and jokes always show the relationship as one involving some
property rights for the boss! Incidentally, I suspect many exeouives
look on their "assistant-to" in the same way.

Leaving aside the human relations angle, any boss who considers
his secretary in such a 1ight is wasting e pgreat resource. She can
make a Tar grester contribution both to the Organizetion as & whole
and to the executive in particular if her job is clearly defined and
important in its own right, ratier than Just a backslapﬁing operation

for the old man.
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Thus, I would hope that the executives in our office -- you i
included -- would make & real effort to eveolve their secretaries’ i

B
bpre

jobs in the direction of "administrative sssistants" or "executivs
secretaries”". Not only would that make our lives pleasanter and
more rewarding; 1t would step up the efficiency and productivity i

of everyone in the office.

it
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Did you know that at least one of every seven persons in your community
will be hospitalized sometime this year?

Your GEHA Hospitalization and Surgical Benefits Insurance can
help you pay costs of illness if you or a member of your family
should be hospitalized or receive treatment in any licensed hos-
pital or authorized clinic. Your administrative officer can give
you the names of authorized clinics in your area.

KEEP
YOUR HOSPITALIZATION
and SURGICAL BENEFITS
INSURANCE UP TO DATE!

NO »» ¢ premiums may be paid anytime by mail or inter-
office mail; at headquarters, you can pay in person between
10:00 a. m. and 3:00 p. m. instead of just during the first 5 work-
days of each month. Under certain circumstances, your pre-
miums can be deducted from your salary.

GEHA, Inc.
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