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29 May 1953
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PERSONNEL DIRECTOR MEMORANDUM NO, L1 .53

SUBJECT:  Security Procedures for Parsomel 0ffice Membare

REFERERCE: Y)emorandum from the Perscmel Divector to All Members of the
 Parscnmel Office dated 1 April 1953

1. Referensed memorapdum invites attemtion of all Personnel Office
members to the increasing rate of secwity violations within the Persomnel
Office., To minimize the possibility of security violations in the fubture, the
procedures cutlined herein will bs effective immediately for all Persomnel
Office menbers .

a. The Security Check List, Form 38w, dated Jamuary 1950, wm.be
the only form used to check safes and other locking storage equipment
within ths Personnel 0ffise.

b, Each superviscr will appoint custodians who will be responsible
for providing a Security Chock Iist (Farm 38-7) for cach safle and other
locking storage container under his supervision, The form will be
repared to indicate the major office and the componemt thersof, rocm
mmber and safe mmber, and the complote list of dates for a calendax
month, including weckemds. Upon opening locked equipment, the designatad
custodion will initial the MOpenad By" colum ard indicate the tims of
opening., Upon closing such equipment, the custodian will initdal the
"0losed By" colum and indicate the elosing time.

¢. At the conclusion of each day's work, the supervisor o designes
will also be responsibla for a gemaral inspection of the room or rooms
under his supervision, This check will include but not be limited to &
observation of the following: observe that windows are closed
and locked; -that tops of desks, tables, filing cabinets, safes, and other

locking starage equipment are clear of classified material; and that
vastebaskets and floors comtaein no classified material.

d. In the event of ovening or week-end work, the last employee to
leave will be responsitle for accomplishing the ssourity check indicated
in (e¢) above. In additdon, if safes or other locking storsge devices
have been opemed, such employee will be respomsible for closing seme and
initialing in the "Closed By" colum.

2., Miacellaneous unclassified matarial will not be allowed Lo accumlate
on the tops of desks, tables, and sefes. Such mclassﬂfied maberial will be
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