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SUMMARY AND RECOMMENDATIONS FOR THE CHAIRMAN
“25X1A
SUGGESTION NO. 73-298: dated 27 February 1973
| GS-11
- Analyst
Directorate of Intelligence/CRS
-
A. Summary of Suggestion

- The suggester proposed a Photo Briefing Album for
the various levels of each Directorate. Also, he
suggested that photos of the DCI, DDCI, IG and other

- top level officials be included. The advantage would
be to provide all personnel with an awareness of the

- appearance of their superiors and facilitate recognition

- when such officers might appear within their office
area. Distribution would be limited to the Directorate
to which they applied. The suggester thought it would
be advisable to retain the albums in appropriate

e Personnel Offices and make distribution semi-annually
together with the '"Regulations on Conduct'. Also,

‘ a couple of blank spaces could be included for insertion

- of appropriate Division and Branch Chiefs photos so
that the album could also be used in the orientation of
new personnel.

-

B., Evaluations

1. The Management Advisory Group (MAG) first
i received this suggestion in response to their Headquarters
Notice of January 1973. The MAG said that they agreed
it was a worthwhile idea but could best be handled by
- the Suggestion Awards Committee. Furthermore, in view
of the numerous high level personnel changes that had
recently taken place, MAG believed that this was a
valid suggestion and endorsed it.

~ SECRETY 25X1
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2. This idea was referred among the directorates
and key Agency Offices for study and evaluation and
was given much consideration. Summary of reports from
the various components:

a. The CIA Librarian, who had received the
suggestion for comment from the DDI Committee Member,
discussed the proposal with the suggester and two
members of the MAG group. It was concluded that:
many components in the Agency already had such books
ana tihat if others would be added they all might not
reach as many employees as the suggester intended; and,
most employees might not likely go to the component
personnel office or administrative office for this
kind of information. One member of MAG suggested that
the CIA Library might be the appropriate place in
which to post the pictures of the officials which the
suggester wished to publicize. An area above the card
catalogs was suggested with photos of the officials
occupying the positions listed on the attached chart
and also include the Associate Deputy Director of each
directorate. Since the Library is locked at night,
this would provide some security.

b. O0S had for several years posted pictures
of tihe DCI, DDCI, DD/A, Director of Security and
Deputy Director of Security in the 0S Security Records
Division. OS added photos of the DDO, DDI and DD/S&T
as a direct result of this suggestion.

c. DDO thought that such a photo briefing
album would serve a useful purpose and enable Directorate
personnel to recognize their key officers., For security
reasons, the DDO believed that only the name and title
of the individual should appear in the photo album with
no other identifying or biographic information. The DDO
evaluation stated that it would be a good point to have
photos of the DCI, DDCI and other top-level positions
in the album. Also, they thought that each Directorate
siiould have a photo of the Deputy Director and Associate
of each other Directorate in the album. Finally, the
album should be brought to the attention of incoming
personnel and annually or semi-annually be brought to
the attention of directorate personnel. However, the
DDO delayed action on this project because of the
alternate proposal under discussion to post pictures
of Agency officials in the CIA Library as mentioned in
a, above,.

2
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d. NPIC and OC had photo albums which served
to bring employees up-to-date on the key officers on
duty in their areas. Imagery Analysis Service, as a
management aid, uses a wall display which combines
individual photos with brief personncl and organL/dtlona]
data but only on IAS people.

e.  DD/SET has a Photo Briefing Album similar
to that proposed in the suggestion. It is used for
briefing purposes. DD/SET has cncouraged the prepara-
tion and use of similar albums at the office levels.

£f. OL, OF and[:::;]declined the use of such
an album in their arcas. “inally, the Fine Arts

Commission which at one time endorsed the concept of
having photos of senior Agency officials bung in the
Library stated that the present membership did not
believe that such photos would add to the attractivencss
of our decor. FAC said that they believe it is a
question as to whether the benefits of having such a
display outweigh what they consider to be the artistic
disadvantages, FAC concluded by saying that if it is
decided to go ahead with this project, they would be
glad to offer suggestions as to the most appropriatle
method of mounting the display.

N :

g. Chief, CRS was then asked for a final
evaluation as to the advisability of having a photo-
board in the CIA Library of scnior officials and said:
the practice of putting up picturcs of senior officials
on the classified bulletin board seems to have made
the suggestion at least in part obfo?cic, I don't think
the picture board would help the Library's ambiance and
would prefer not to have it therc; and I don't think
this kind of a board is what the new cmployce nceds
anyways he needs something that is much morec relevant
to his own environment and for that rcason CRS has
a show-and-tell book for new cmployces; and, I think
the ideal place for an Agency-level beard would be on
the same wall as the employee bulletin board and that
the Associate Deputy Divectors would be about as far
down as we would have to go.

h. In April 1974, Chief, BSD/OP, who is charged
with tne operation of the Agency Classified Bulletin
Boards, stated that it is planned to continue to post
- photos of sclected senior officials on the classified
board and these will get greater exposure when classificd
boards are placed in other buildings.

3
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i. Finally, after the CRS veto of a photo
board in the CIA Library, an answer was requested
of the DDO about the implementation of a photo briefing
notebook., Current DDO position as stated by the
Associate DDO is: "This is not a good time to adopt
this proposal for DDO." The DDO Committee Member
thought it might be best to ask the DDO about this
idea again in about nine months at which time there
may be new legislation, less demands for material,
less chance of security flaps, etc.

Comments and Recommendations of Executive Secretary

1. Not line of duty.
2. Comments:

a. This case, as will be noted, has had much
Agency-wide study and analysis which could be of value
if the subject 1s considered again at a later date.

To date, the suggestion has caused some offices, such
as 0S, to enlarge their former photo coverage of Agency
officials. It has served to remind others of the
advantages of using their existing albums for briefing
new employees, etc.

b. Finally, during the lengthy period that
this proposal has been under evaluation, other measures
have been undertaken by Management in conjunction with
other programs which represent adoption of a portion
of the intent of the suggester's proposal. The
measures included the posting of photos of some Agency
senior officials on the Agency Classified Bulletin
Boards and the mounting of photos of DDI senior
officials to include office and staff chiefs on the new
DDI Classified Bulletin Board.

3. Recommend an interim award of $75 (MODERATE/
EXTENDED) and referral again to the DDO in about nine
months to ascertain if they then wish to implement
a Photo Briefing Album.

Approved For Release 2003/01/29 : CIA-RDP80-00706A000100030001-2
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SUMMARY AND RECOMMENDATIONS FOR THE CHAIRMAN

25X1A  SUGGESTION NO. 74-172: Idated 5 November 1973

l., Gs-11
Intelligence Analyst
Directorate of Administration/OC

Summary of Suggestion

Attached is a detailed description of the
suggestion to eliminate unnecessary steps in Agency
pouch accountability.

Evaluations

1. OC said that effective 1 April 1957, Head-
quarters return of receipted pouch manifests to field
stations was discontinued (Book Dispatch No. 226 from
Chief, Headquarters, RI, attached). 1In October 1972,
OC eliminated the return of receipted manifests to
Headquarters from Area Headquarters (RMS-72-038,
attached). OC adopted the recommendation to eliminate
the return of receipted manifests by field stations
to Headquarters. The receiving station is now respon-
sible for monitoring receipt of incoming pouches.

The return of receipted pouch manifests verifies receipt
of a pouch and is an important security check for
stations that receive or pouch infrequently. Since

many field lateral pouches are accomplished on an
infrequent and irregular basis, OC is continuing the
exchange of receipted manifests for lateral field
pouches. Annual tangible savings to OC are:

Signing and returning

receipted pouch manifests:

10 hours per year x $4.09

per hour (GS-5) $ 40,90

CERFIDENTIAL 25X1
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Filing of receipted

manifests: 4 man-

hours per week X 52

weeks per year = 208

man-hours annually X

$4.09 per hour (GS-5) $ 850.72

Conducting pouch mani-
fest checks: 6 man-
hours per check X 8.67
checks per year (one

every six weeks) = 52
man-hours per year X
$4,09 per hour (GS-5) 212.68
TOTAL $1,104.30

2. Forms 748 and 2439 were discontinued as a
result of this suggestion, resulting in the following
savings:

Form No. Annual Cost Annual Volune
748 $ 15.00 1,500
2439 720.00 2,000

$735.00 annual savings
by discontinuance

Because of the continuous annual reduction in the above
forms through the Organization's pouch system, intangible
benefits of MODERATE/LIMITED are believed appropriate.
Forms 255a and 255b were marked for abolishment by DDO/
RMO prior to receipt of the suggestion.

3. DDO/Records Management Officer said that the
suggestion will not be implemented throughout the DDO
because the requirements for good security and manage-
ment would place a burden on field installations beyond
that which we_could reasonably expect to have carried
out. [fj the | field installations, less
than have full-time registry employees. Pouches
for the remaining installations are often handled by
persons who were often not trained in pouch handling.
It would be unwise to place on these persons the
responsibility to account for '"missing" pouches sent
from Headquarters. Also, the receipt shows the exact
pouching time - this is frequently important especially
for lateral pouches; and, receipt allows for informal

2
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communications in regard to pouching - such as

¥ correcting errors in content listings on manifests,
DDO/RMO concurred in the savings realized by OC
adoption of the suggestion.

- C. Recommendation of Executive Secretary

1. Not line of duty.
2. $175 award based on annual savings .of
$i,839 ($145) plus MODERATE/LIMITED intangible benefits
ol ( ‘30)0

D. Decision of the Chairman

25X1A

Zo Nov]s

Chairman, Suggestion apd Achievement Date
-l Awards Committee /

‘5175.""

Award

Atts

3
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TITLE: Eliminating unnecessary steps in Agency pouch
accountability,

I. PRESENT METHOD - Agency pouch procedures require the return
of a receipted copy of a pouch manifest to the originating station.
Headquarters, however, does not return manifests to field stations
and assumes receipt unless notified otherwise. OC Field stations
do return manifests laterally in addition to returning manifests
to Headquarters. OC procedures exempt OC Area lleadquarters from
returning manifests to Headquarters. If a receipted manifest is
missing, Form 2439 or 748 (Pouch and Manifest Tracer) is employed.

IT, Form 255 Pouch Manifest (3 part, NCR) is currently used
as follows:

1. Suspense Copy (Pink) of Form 255 is filed.

2 White and Yellow copiles are sent to addressee-
Yellow copy is retained by addressee for their files.

3. White copy is receipted and returned to sender by
entering as a line item on 2 subsequent pouch
manifest to Hqs or a lateral station. ,

4. Headquarters "In Pouch Unit" checks off manifest and
outgoing manifest copy goes to file.

5. Manifests are arranged alphabetically (Station)
and then placed in numerical order.

6. Suspense copy (pink) 1is then removed from station
file and substituted with receipted white copy.

III. A manifest check is conducted periodically to determine
if a receipted manifest is missing.

IV. Forms 2439 and 748 (Pouch and Manifest Tracer)
are being used by OC and DDO (others?)

I. SUGGESTION(S):

1. Current Pouch procedures be amended to eliminate the return
of receipted manifests.

2. Tach station be responsible for monitoring receipt of pouches.
Originating station will assume receipt unless notified other-
wise.

3. Reduce Form 255 (pouch manifest) from present three parts to

two parts.

Eliminate Forms 2439 and 748

Eliminate receipted Pouch Manifest Check.

ol
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II. If a pouch is missing either in Headquarters or Field, this
would be easily detected as pouches are controlled numerically.
To trace a '"missing pouch" a routine administrative cable would
suffice. If this suggestion is implemented, it would eliminate
the need for Forms 2439 and 748. OC uses both cables and Pouch
Manifest Tracer. The latter is used to trace missing receipted
pouch manifests.

Most (all?) registrys conduct a receipted '"Manifest
Check” by checking the appropriate files to determine if a
receipted pouch manifest has been returned. With the above
suggested method this procedure could be eliminated as a
"missing manifest' would be flagged by the routine administrative
cable mentioned earlier.

ITI. SAVINGS:

Am not able to compute the actual dollar savings,
personnel wise, however, the man hours involved, Agency
wide, would be tremendous. The cost of forms can be measured.
The Agency presently uses about 88,800 Pouch Manifests per year.
The cost per 100 is §1.70 or $1,509.60 per year direct cost
as these forms are printed commercially. Reducing Form 255
to two parts would be an obvious saving. In addition, the
entire cost for printing forms 2439 and 748, would be saved.

Att: Copies of Forms
748 & 2439

Approved For ReIeaseawmumRDP80-00706A0001 00030001-2
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- POUCH AND MANIFEST TRACER

- g

STATION DATE

OUR RECORDS INDICATE THE FOLLOWING (FIELD/HQ POUCH NUMBER - HQ/FIELD RECEIPTED MANIFEST) AS BEING UN-
ACCOUNTED FOR:

"POUCH NUMBER(S) MANIFEST NUMBER(S) DATE(S)

S

—_ X

i FIELD/HQ POUCH NUMBER(S): PLEASE ADVISE PROMPTLY IN THE SPACE PROVIDED BELOW AS TO THE DISPOSI-
TION OF THE ABOVE MENTIONED POUCH NUMBER(S).

—A

HO/F 1ELD MANIFEST(S): T 1S REQUESTED THAT THE ATTACHED DUPLICATE COPY(IES) OR THE WHITE SIGNATURE
; COPY{1ES) BE SIGNED AND RETURNED. -

ﬂJA

REMARKS

— i

—d

REPLY

DATE

——I _ —l -—-—I . _.—.A
>
-r=
_i-

—1

Tw

1

FORM ZUR ... »-APRroved,Eor Release 2003/01/295xGhkiRDP80-00706A000100030001-2 (13)
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CONFIDENTIAL

: (When Filled In)
=~ POUCH AND MANIFEST TRACER
Lol FROM: DATE:
u

CHIEF,

Our records indicate the following Headquarters pouch manifest(s) have not been returned.
date, if received, and sign below. [If a pouch has not been received, notify Headquarters

Please fill in the
via RADNOTE cable.

i

POUCH AND MANIFEST NUMBER DATE POUCHED

DATE RECE!VED
IN FIELD

' |

o
g
o
]
A
DATE:
;iGNATURE:
-
—

FORM USE PREVIOUS
LTi72 2“'39 EDITIONS

-

CONFIDENTIAL

[ ]
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. Chiefs of All Stations and Basebt §-4 ffn T 3
- moM 3 Chief, Headquarters, RI
,,,,, | GENERAL 1 Administrative ' "
- SUBJECT ‘ .
SPECFIC  ; Return of Pouch Manifests |
- Action Reguired: Tor information only . - \
- rield registry personnel apre asked to note that, effective ‘
1 April 1957, blue coples of pouch manifests recelved in Head~-
. quarters will no longer be returned to filcld installations..
= pelinguent pouches are discovered at Headguarters through a
, careful check oi jncoming monifesis and are traced by means
- of the RI Pouch and Manirfest Tracer, (Torm 1O, 745), thus _
- malking return of the blue manifesis & duplicate eRfoxt,. ;
| | 4 |
- | 25X1A
. .
i i
(6 March 1957) o . ‘\ '_
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: 1 - All Stations and Bases ' - .
i
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Lch,

NO INDEXIHG REQUIRED

QLY QUALIFIED BESK
CAM JUDGE INDEXING

71" R ’
JTCS Y m—

MICROFILM

BIECT
feturn Pouch MHanifests - Form 255

310! EQUIRED - REFERENCES
-

REF: | ' |Chapter V, Para 2
25X1A

. 1. Effcctive upon reccipt of this dispatch it will not be
wCCessary to return to [ ] signed pouch manifests acknowledging
receipt. . This procedure applics only to Area lleadguarters.,

, 2. Arca Headquarters will be responsible for the uccountablllty
TL all pouches received from ] If a pouch is suspected to be
: m' ;ing, a cormand cable should be forwarded to [ ] advzsln
pouch nunbor involved.
ﬂ

©
istribution:
A, less[ ]
-
-
-
- ‘“
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.‘avl
25%1
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SUMMARY AND RECOMMENDATIONS FOR THE CHAIRMAN

SUGGESTION NO. 74-309: dated 29 January 1974

INMSTTUCToT
Directorate of Administration/
OTR

Summary of Suggestion

1. Background

The fire extinguishers on the sixth floor of
Chamber of Commerce Building were Type A - e.g. wood
(non-electrical) fires. They contained a prohibition
for electrical use. The installation of the 20 computer
terminals and associated electrical equipment prescnted
a fire hazard in view of the known tendancy for the
TT-37 power supply to overheat.

2. Suggestion

a. Install an electrical-type fire extinguisher
in Room 616 Chamber of Commerce Building.

b. Make an Agency-wide survey to determine
other computer terminal installations which are
inadequately protected.

Evaluations

1. Safety Branch/0S, made a comprchensive safety
survey of all Agency facilities in the Washington area
containing computer terminals. The survey revealed
that 275 rooms contained a total of 862 terminals. All
of these areas, however, did not present the same fire
potential, i.e., some rooms had only one terminal vs.
28 in others. One single terminal unit, rcgardless of

Approved For Release 2003/01/29 : CIA-RDP80-00706A000100030001-2
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cost, presents a fire potential slightly more than an
IBM selectric typewriter. Five to twenty-eight

terminals, however, increases the fire potential. Some
of the larger areas are already protected with portable

fire extinguishers to meet the existing potential but
some are not. O0S/Safety Branch recommended that the
terminals which are not provided with the adequate
protection be supplied with the proper extinguishers.
The CIA Safety Officer rated intangible benefits
MODERATE/BROAD.

2. Space Maintenance and Facilities Branch/OL,
installed additional fire extinguishers in Agency
buildings as requested by Safety Branch:

Headquarters 5 1b. Extinguisher 9 each
15 1b. Extinguisher 10 each

Ames 5 1b. Extinguisher 1 each
15 1b. Extinguisher 1 each

A total of 21 extinguishers were installed by General
Services Administration.

The total cost of purchase and installation of
the added fire extinguishers was §$592.

Recommendation of Executive Secretary

1. Not line of duty.
2. $100 award (MODERATE/BROAD).

Decision of the Chairman

20 Nov I§

Chailrmar,; SUgETS TIO /ama Achievement Date
Awards Committee ‘

2
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SUMMARY AND RECOMMENDATIONS FOR THE CHAIRMAN

SUGGESTION NO. 74-364:
STAT

CIaims ASSISTant
Directorate of Administration/
OP (Resigned)

A. Summary of Suggestion

1. Background

Association Benefit Plan insurance policy holders
obtained itemized bills from their doctors and submitted
them to Insurance Branch for appropriate claims processing.

2. Suggestion

The suggester designed a form, attached, to be
completed by the doctor and submitted direct to the
Association Benefit Plan. This method simplifies the
process of making claims; often times policy holders
encountered difficulties in obtaining itemized doctor
bills. The form improves communication between physicians
and the insurance company, eliminates time and frustration
on the part of policy holders and reduces the number of
calls the insurance claims adjuster must make to the doctor
to obtain the needed information to finalize the claim.

B. Evaluation

1. Insurance Branch began using the new form in
mid-March 1975 (attached). It is estimated that 5,000 of
the forms will be used annually. The form improves
Insurance Branch efficiency and eliminates the filing and
storage of many separate physician statements as well as
saving time for the claimant.

2. TForms Management said that the forms cost about
$200 annually.

Approved For Release 2003/01/29 : CIA-RDP80-00706A000100030001-2
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Recommendation of Executive Secretary

1. Not line of duty.
2. §$75 award (MODERATE/EXTENDED).

Decision of the Chairman

Zo Al T8

Chairman, SuggestiQE/ﬁnd Achievement Date
Awards Committee

2
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- -’
GOVERNMENT EMPLOYEES HEALTH ASSOCGIATION

-dtl
CLAIM FORM
- FORWARD COMPLETED CLAIM FORM TO: GEHA, P. O, BOX 463, WASHINGTION, D. C. 20044
To Be Completed By Insured Member
il
1. Insured's name Date of birth

el

Address

(Street & Number) (City) (State) (Zip Code)
™ Policy No. Cert. No.
Date of

If cleim is for a dependent, give name Relatlonship birth

-

2. Give nature of sickness or injury

DID THIS INJURY OR SICKNESS ARISE OUT OF OR IN THE COURSE OF EMPLOYMENT? Yes /_/ No /_/

3.

If yes, please explain

™,  DOUBLE COVERAGE (See section in your official brochure entitled "DOUBLE COVERAGE.")
o (&) Spouse's or other dependent's occupation Name of employer

(b) Are you or any member of your family covered under any other plan or plans for which
' payroll deductions are made, or for which an employer makes & coptribution in whole or
in part, which provides benefits for accident or illness? Yes No /_/
x If "yes," give name and address of insurance company or other organization providing
- such coverage
\¢) Are you o€ your spguse covered under Health Insurance for the Aged under Social
Security (Medicare)?
; SFLF:  Yes No // SPOUSE: Yes // No /7 -
- If "yes," indicate your goversge by check%?Z appropriate blocks: __

SELF: Hospital Only Medical Only Hospital & Medical é:%
Medical Only Hospital & Medical

SPOUSE: Hoepital Only

L nrreby certify that the foregoing statements, including any accompanying statements, are
_uo oiie best of my knowledge and belief true, correct and complete. I hereby authorize any

physician or any hospital to furnish and disclose all known facts concerning this disability.

I understand that in executing this authorization I waive the right for such informstion to

be priviledged. A copy or photocopy of this authorization shall be as valid as the original.
' .

Date »19 Signed
- (Signature of Insured)
™~ | BLEASE ATFRWL L¥efigky BILLS
-
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TO Bt SIGNED BY _INSURED |F BENEFITS ARE To BE Pﬂ) To THE bo

AUTHIORIATION TO PAY BENEFITS TO PET T 2IAN: | hereby SIGNED {INSURED PERSON}

CYOR,

awdhesize payment ditectly to the underslaneas physician of the -~ 9
Saraical and/or Medical Benefits, if ony, otherwise payable to me |
for his services os described below but not to exceed the reason-
able ond customary charge for those services, Date
o ]
STATEMENT BY ATTENDING PHYSICIAN
(To Be Completed by Attending Physicionf .
And Forwarded To The Address Shown On The Reme&)
' OBverse
PATIENT'S NAME AGE

WAS PATIENT! HOSPITAL INPATIENT D HOSPITAL OUTPATIF'..NT‘ D DOCTOR'S OFFICE PATIE!

| E—
1) DATE PROCEDURE! -
SURGERY - :
CHARGE ’
OR 2) DATE s PROCEDURE! -
ORSTETRICS
CHARGE
O ——— ‘ -
. DATE SICKNESS BEGAN
EMERGENCY 1) DATE INJURED ATE SIC
TREATMENT ’ .
2) DID INJURY OR SICKNESS ARISE FROM PATIENT'S EMPLOYMENT? [ ves [ no -
| COMPILAINTS
AMND -
DIAGNOSIS
1% DISABILITY RELATED T0 PREGNANCY? L[] ves [J no  DATE oF LmP
RELATED SERVICES RENDERED
S ) _— -
] . ~ .
! OUFICE DATE CHARGE DATE CHARGE
L AND HOME DATE CHARGE DATE CHARGE
! VISITS Il pare CHARGE DATE CHARGE -
Lo FICE XCRAYS || x-RAY DATE CHARGE X~RAY" DATE CHARGE
it A (\N?’;TS TEST DATE CHARGE TEST DATE CHANGE -
| -
: A TS TEST . DATE CHARGE TEST DATE CHARGE -
] S — -
!: HOSPITAL DATES ®$ EACH =
VISITS DATES @s - EACH = -
)| DATES @3 EACH =
TOTAL AlLL CHARGES $ ____ , e
_ TYPE OR
THYSICIAN'S NAME!  PRINT M.D, DATE S
HGN HERE S ™M.D., PHONE NO, ,!! )
INDIVIDUAL PRACTITIONERS — 65 # | [ o
DRESs ALL OTHERS — EMPLOYER 1,0, ¥ [ |
> . [
3
MISCELLANEOQOUS [LLLNESSES L
DATE OF COMPLAINT ‘ SIGNATURE CITY AND
SERVICE OR DIAGNOSIS TYPE OF SERVICE OF M.D, PHONE CHARGE

o —
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AT Lo URANGE CL

ART A S 70 BE_COMPLETED BY PATIENTNa#_
“Ts Name and Address (Please include Zip Code) Date of Birth

wnd

~sured's Name if Patient is a Dependent

l“
ame of Insurance Company Policy Number Certificate Number
I0UAL OF OMAHA 5,000

iame of Association through whom Insured

~wsOCTATED GOVERNMENT EMPLOYEES, P.O. Box 1751, Washington, D. C. 20013

FEOGRCATION 10 PAY OENITITS 70 PHYSIGIANS | horeby  muthorize Signed (Insured Person)
Coone ot dipe ty do fhe undersigned Physiclan of the Surgieal and/er Medical
i, b oany, olherwing payabin to mo for lds sarviess as describod below Date
- wei goopeeped $hoo reasonablo and ruqlomary clmya fur lhn:o worvlcus
PHCRE AR 0 JEETAST  INFORMATIONs ) hereby suthorize the undar- Slgned (Patlent’ or Parent 1f Minor
‘ ety tooaekense wny  Information acqulred in the courss of my
Sroodue o feaingent, ’ Date
-
PART B ‘ ATTENDING PHYSICIAN'S STATEMENT
1. . Diagnosis and Concurrent Conditions (If Diagnosis code other than ICDA* used, give mamej:
| ]

27 Ts condition due to injury or sickness arising out of patient's employment? Yes/ / No / /
_Pregnancy? Yes // No / /] If Yes, approximate date pregnancy commenced. DATE:
3™ veport of Services (or attach itemized bill)

w . . . . . G PROCEDURE

~ Date of Services Place of Services Description of Surgical or.  cove - veie
- Medical Services Rendered _err'* ysen, oive NAME) Charges
-

" Total Charges §

1 - Doctor's Office I - Inpatient Hospital NH- Nursing Home

- Patient's Home Oll - Outpatient Hospital OL-Other Locations | Amount Paid § N
*TCDA-International Classification of Diseases
* - PT-Current Procedural Terminology (current edition) Balance Due §
4™ Date symptoms first appeared or accident happened. 5. Date patient first consulted you
B for this condition.
6. . Patient ever had same or similar condition? 7. Patient still under your care for
w Yos /7 No / 7/ If "Yes" when and describe. this condition? Yes // No /—7
8. Paticnt was continuously totally disabled 9. Patient was partially disabled
== (unable to work) From Thru From Thru
10. If still disabled, date patlent should be able to | 11. Patient was house confined.
- return to work. From Thru
17 Docs patient have other health coverage? 13.
Yes / / No [/ / 1If "Yes'" please identify. 1 do not accept assignment.
Datwe” Physician's Name (print) Degree Individual Practitioners -SS8# __ ., _
_ All Others-Employer I.D.# /
Pl sician's Signature Telephone 2
- Must Be Furnished Under Authority of Law
Street Address City or Town State or Province Zip Code
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SUMMARY AND RECOMMENDATIONS FOR THE CHAIRMAN

SUGGESTION NO. 74-521: dated 10 May 1974 STATINTL

[ L, GS-07
Intelligence Assistant
Directorate of Science and
Technology/NPIC

Summary of Suggestion

1. Background

Holding film flat so that it would remain in
focus on the Zoom 240 Stereoscope presented a problem,
Photo interpreters used weighted rubber rings and "L's"
to solve the problem for the static viewing situation;
however, the weighted rings and "L's" were a problem
when the optics or the film was moved constantly durlng
the search phase.

2. Suggestion

The suggester designed a "Film Hold-Down
Collar" (photo attached) to fit around the barrel of
the 2Zx mono search lens of the Zoom 240 Stereoscope.
When in use, the collar is allowed to drop the film
surface where it holds the film beneath the lens flat
by the collar's own weight. The film or the optics
can be moved at will without further attention to the
collar. The collar keeps the film flat constantly when
searching with the 2x mono lens and eliminates constant
readjusting of the focus or moving of the Richards hold-
down rings.

BEvaluation

1. NPIC said the prototype of the "Film Hold-
Down Collar" was made in-house, The collars are now
being made by an outside contractor at a cost of §7.04
each. The primary operation of NPIC/Imagery Exploitation

. Loy E
111 )_‘ih.;bv
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AUMINISTRATI

INTERNAL USE OIILY

Group is to search the film on a timely basis. This
suggestion is one of the few improvements to the search
function. Many human engineering studies performed

for NPIC have established the difficulties the photo
interpreter must overcome to maintain an alert search
posture throughout his workday. The need to constantly
refocus the Zoom 240 Stereoscope while searching or

use cumbersome hold-down rings or bars was a hindrance
in the PI's ability to comfortably search during an
entire day. The collar rides with the film, over-
coming the mnecessity to constantly refocus the Zoom 240
Stereoscope as the PI searches. Use of the collar is
optional. If a PI chooses, he can slide it up the
barrel and out of the way. He also can do this when
switching from 1x mono or stereo. The device is then
in place and ready to use when he returns to 2x mono.

2. NPIC/IEG purchased 330 of the collars for
distribution to each of their PI's; DIR-5 (DIA) purchased
225; IAS has 120 on order; and, SPAD has purchased some
of the collars. Since any organization with a 2x barrel
scope can use the collar, NPIC will canvas the Intelligence
Community for other users.

Recommendation of the Lxecutive Secretary

1. Not line of duty.
2. $200 interim award (SUBSTANTIAL/EXTENDED).

3. Review in one (1) vear to determine further
use of the collar by Intelligence Community organizations.

Decision of the Chairman

L

| fe) /Y
Chairman, Suggestlonxéyﬁ Achievement Date
Awards Committee

2
Approved For Release 2003/01/29 ME!A?RDPSO 00706A000100030001-2
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"TLLM O HOLD-DOWN COLLAR"Y

liiamcter - 2"
Height - 1 1/4n
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1 L4
]
- SUMMARY AND RECOMMENDATIONS FOR THE CHAIRMAN
- SUGGESTION NO. 75-44: dated 22 July 1974
I ], GS-05
Information Control Clerk 25X1A
- Directorate of Operations/ISG
‘ -
A, Summary of Suggestion
1. Background
Incoming pouches received in Information
Processing/Dispatch and Pouch Section are unwrapped
- (often 2 or more wrappings). The classified markings
are cut off and deposited in classified trash bags.
- The unclassified portion of the wrappings were placed
- in a trash truck for later disposal in the trash
room. The trash truck often had to be emptied more than
once a day and took up a large area of Dispatch and
Pouch Section.
]
2. Suggestion
- Use a trash compactor to dispose of the
unclassified portion of pouch wrappings.
B. Evaluations
E |
1. IP/Dispatch and Pouch Section purchased a
trash compactor at a cost of $3,300 and began using
- it on 3 July 1975 (brochure attached). The trash
compactor is approximately the size of a four (4)
drawer safe, resulting in a savings of about three (3)
- square feet of floor space over the former trash truck.
Use of the trash compactor minimizes the possibility of
mixing classified material with the unclassified trash.
w—
=~ B
~ GOLFIDENTIAL
25X1
- Approved For Release 2003/01/29 : CIA-RDP80-00706A0001066366612
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On one occasion when manifests of incoming pouches
were being checked, it was discovered that one
pouch was missing. Upon further checking the pouch
was found in the unclassified trash. Apparently it
had slipped of the incoming mail cart.

2. C/IP/DGP estimated man-hour savings to be
173 annually for two (2) employees to take the trash
to the trash room (20 minutes for each individual),
empty the trash, and return with the trash truck @ the
GS-04 rate of $3.84 per hour or an annual savings of
3664, Trash from the trash compactor is picked up
at the D&P room by GSA personnel., Office of Security
concurred with the purchase of this equipment.

Recommendation of the Executive Secretary

1. Not line of duty.

2. $100 award based on annual savings of
$664 ($70), plus MODERATE/LIMITED ($30) intangible
benefits.

Decision of the Chairman

L

[ L Nov TS

Chairman, Suggestionsanwd Achievement Date
Awards Committee

'7‘&/00 £2
Award

2
,‘!ﬂ!‘_*!‘;F[yPré-aE;qE_r \%f
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REFUSE"
COMPACTORS
DESIGNED TO SOLVE
ALL SOLID WASTE
HANDLING SITUATIONS

A Division of UNION ENVIRONMENTAL CORP.

2rtr0s s T

3‘:
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HOW URIGN-PAK
COMPACTORS FUNCTION

{
All solid waste, including
bottles and cans, regardless of
refuse mix, is emptied into the
UNION-PAK compactor. Rear
leading, chute loading or
alitomatic hopper loading

The UNION-PAK solid, sturdy,
hydraulic ram compresses and
compacts waste:and refuse to
a fraction of its original bulk,
(up ta 20:1). With each stroke,
the automatic spray apparatus

Preiset package weight
capability automatically signals
when full. Built-in hand truck
“dolly” provides for ease of
package handling.

Refuse is compacted into heavy o
daty (5 mil.) plastic bags, or '

wax-lined corrugated containers
or specially designed metal
containers. All UNION-PAK

models have a protective metal -
models and accessories are deodorizes and disinfects. sleeve that permits safe '
agaci,laplefl probvi'ding total ) compaction of metal and glass
loading flexibility. ;

: - wi}hogt fear of ripping or
Z i te?ring.

Compact

Ppacted refuse takes up less Space, -cuts down danger of loose
pollution

refuse including rats, verrﬁin, disease, ground
fire hazards. Compaction means Iaer savings up to 50,

percent in handling solid waste.
Lo L

Only UNION-PAK Solid Waste Handling Systems offers unique| flexibility that means a solution to your solid

WEE Prpblem. There's flexibility in a wide range of basic compaictor models, all built to UNION'S rugged quality

’ Jfmance standards, plus the flexibility of the UNION-P

?AK modular system that enables you to add
auxiliary equipment to any basic machine at any time in the future.

Rugged construction means less maintenanc

e, less downtime.
And all gver the United States and Canada UNION'S service and
refuge pr(::‘blems. :

'JNION—PAK performs better and lasts longer.
distribution network is there to help solve your
e %

i
1
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By removing the rear face plate of UNION-PAK compactor and
installing a customized trough-feeding device, quick, easy and
economical conversion for condemned chute-fed incinerators
is possible, without altering or modifying either the incinerator
chamber or the structure of the puilding. Union-Pak installation
engineers custom assemble feeding troughs on-site, utilizing
either 100, 200, or 300 series compactors. Machines converted
for manual trough-fed incinerator conversion are designated
Models 120D, 220, and 320.

Attached to the rear of Union-Pak compactors, Model 23U
Hopper Loaders are equipped with automatic sensing and
activating devices for non-attendant movement of refuse from
a building’s built-in trash chute system directly into the Union-
Pak compactor for automatic non-attendant compaction.
Model 23U Hopper Loaders are protected with automatic
sprinkler systems for protection from fire, and have visual
and/or audio signaling devices to alert building maintenance
personnel when the machine has reached its preset package
weight. The Model 23U Hopper Loader is used in conjunction
with the Model 105D, 205 and 305 compactors.

Union-Pak compactors equipped with Automatic Hopper Load-
ers are designated s and
respectively.

MODEL 21 THROUGH-WALL LOADER

Apatented through-wall loading door developed for customized
built-in instaliations of Union-Pak compactors. The Model 21
features a safety device preventing its being opened during the
compaction cycle, and it is ideally suited for tenant-operated
apartment-house applications. The rear face-plate of the
Union-Pak compactor is removed, and the Model 21 loads
refuse into the back of the machine, allowing unimpeded
access to the front insertion opening for additional loading
capability, and to the hand-truck door for easy removal of the
refuse package.

Manufactured by

135 S. Nineteenth Street, Phila., Pa. 19103
THE ECOLOGY GROUP OF THE UNION CORPORATION.

Distributed and Serviced by:
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Of all th& CompEetsrs yourean iy

— oniy Union-Pak gives you

so many important benefits!

Rugged construction means
less maintenance, iess down-
time. Union-Pak performs bet-
. tar and lasts longer.

You can determine exactly how
«qiuch refuse you want com-
nacted in advance—and a red
fight tells you when the pack-
age is filled to that point.

A special platen {ram) cover
pravents refuse and liquids from
accumuliating on top of the
) platen (ram), reducing cleaning
A protective sleeve prevents maintenance.
botties and cans from tearing
the 5% mil “union bag.” The bag
catches liquids, keeps them
from spiiling on fioor. Saves

you time and mess. You can feed the Union-Pak

through the front—or through
the rear. And you can easily
adapt it to be used with a can,
3nq, box or bale. ihis flexibility
jets you get muci mury use out
of the Union-Pak.

A layer of disinfectant reduces
odor in the compactor and in
ihe bags. it keeps things
cleaner and more sanitary.

A built-in dolly makes it much
sasier to remove the package
filled with refuse. No struggie.
Mo strain. 1t simply rolls out.

L

Al in all, the UNION-PAK gives you 21 inporiant We invite you, encourage you, urge you fo compare
benefits. Some competitive models have surne of before you buy. The more you know about all the

e ot (ARBY ARd Ean Relaase:20030 20 : CIARBPSUOTOBARBERAIO LD o UNION-
or tor

UJNION-PAK and only UNION-PAK gives you aii 21. PAK gives you more compac our money.
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1 S Bacember 1, 1971, supérsede all
36tifications felating to this
ductimprovement is a policy of

n, therefore all speclfrcatrons

G. SA Contrac\ 00+ S40006 Stam Mol 184 5742
Approvéd by N.Y.C. Department of Sanitation

“Patented. Manufactured under Pat. #3424078 and oﬂwer

tenis Pending ~

MODEL 23U -
SERIES 100 SERIES 200 SERIES 300 HOPPER LOADER -
D OVERALL | 29w k805" hx 105" | 367w XS0ATRX2ITE. | AT X 913" h. x 25" d. OVERALL DIMENSIONS:
' o B B 50%" wide x61” hrgh x28" deep
WEIGHT T - ~
(unloaded) 900 Ibs. 1,350 lbs. 1,800 lbs. WEIGHT:
) B . o 400 lbs.
FLOOR SPACE 29" x 19%" . " M " T —
- NEEDED: (approx. 3.6 5. ft) 35" x 21 41" x 25 SIZE OF SAFETY DOOR:
B A I (TOP OF HOPPER)
WORK SPACE 50%" x 28"
NEEDED — -
IN FRONT OF 9sa. ft. 13 0. ft 1750, ft. FLOOR SPACE:
MACHINE: 28" x 28"
- - — S — .
SIZE OF " " . " " " . . " INSERTION OPENING TO
CHAMBER: 24" w. x 24" h.x 18 % 30" w. x 24" h. x 16%" d. § 36" w. x 24" h. x 20 d. HOPPER.
— - ) - 24" x 24"
SIZE OF !
R 13" x 24" 120" x 30" 20" x 36" o —
OPENING: - ! o SLOPE ANGLE
TIME OF CYCLE: 31 seconds (approx.) * 27 seconds (approx ) 21 seconds {approx. ) 777777777 40°
METHOD OF Cardboard box, plastic : Cardboard box, plastrc Cardhoard box, plastic MET%DD OF MACHINE
PACKAGING: hag, wire or rape ties, bag, rope or wire ties, hag, rope or wire ties, . PERATIF)N
: covered with plastic bag. covered with plastic bag. | coveredwith plastichag. Automatic operation by me-
) T — - : T 77§ chanical sensors which start
e WEIGHT OF ] i the compression return cycle
- PACKAGE: 1 when trash is detected. Ma-
{normal bulk 50 to 125 Ibs. ; 125 to 225 Ibs. 200 to 350 lbs. chine can automatically signal,
refuse) visually or audibly, and shut
- e down when full.
Size OF. o wx 24 4 x167h | 307w.x247h.x16%7d. | 36"w.x24"h.x20"d. Manual operation (semi-auto-
- PACKAGE: o o matic) of compression return
- PACKAGE: 6.2 cu. . 7.0 cu. ft. 10.0 cu. ft oyole by push-button contiols.
DENSITY OF 490 Ibs. per cu. yd. 675 lbs. per cu. yd. 810 Ihs. per cu. vl | ) Nt]lSE. _
PACKAGE: based on 100 Ibs. based on 175 ibs. hased on 300 Ibs. ound-deadening _construction
- e — . on the hopper loader reduces
Adjustable up to 20:1 Adijustable up to 20:1 | Adjustable up to 20:1 noise entering the chute.
- COMPRESSION . 1 .
’ dependinf upon depending upon type depending upon typs
- RATIO: type refuse refuse. refuse. SAFETY FEATURES
— ——— — Automatic chute shut-off on
TOTAL trash overload or fire.
PRESSURE: 3 tons (6,000 Ibs.) 5 tans (10,600 Ibs.) 9 tons (18,800 Ibs.) Fire and overload warning sig-
- — - — nals.
PRESSURE: 1200 psrjme ] 1500 PSI line 1500 P-SLlrne Built-in sprinkler head.
ELECTRICAL: 15V phase 1 208-220-440V—3 phase 208-220-440V—3 phase Loading door interlock.
’ B R - ELECTRICAL REQUIREMENTS:
?IZE MOTOR: B Jﬁ‘jp_ o ! 3 HP o 5 HP o Compatible with Series
CONTROLS: Model 101D Manual | Model 201—manual Model 301 —manual ~ 100/200/300 compactors.
o jﬂodel 105D Automatic M“_df',,zgs_a""f'f“i i Maodel 3_0:73_ automatic SPACE REQUIREMENTS:
Model 101D Model 201 Modet 301 Height of trash room— -8 ft.
—two-hand control 1 —two-hand control —two-hand control minimum; Width of trash room
Mode! 1050 Model 205 Model 305 —~7% minimum; Length of
—door lockout ! —door lockout —door lockout trash room—g ft. minimum.
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me Install a UNION-PAK In Tla 10 nandle the Wasle Shg — = Stall a UNION-PAK anywhere -
refuse generated there. In other areas, a UNION-PAK can trash accumulates. Install units on every floor or in a centrai
handle all the refuse a school devslops. trash room.

[ S Coodd o
- R R et
heré’'s a right UNION-PAK
t-model for every restaurant from
;the fast food hamburger spot to
] - the finest “r&stalirant or club.
- — UNION-PAK sales counselors
e can help specify the right model
-y’ — with the right accessories to
— . solve any restaurant's waste and
— SN --réfuse problems.
es = o i
4 -
| - — =
- =
52
- &

RRELI ST T AL S

Strategically positioned at nu
~ing stations, refuse or linen
~-aréds, Union-Pak not only as-
~glsts’ in réducing Internal labor
- @ssociated with waste move-

ment, but alds in curbing germ
- emissions throughout the hos-
- pltal. :

4k

Install a UNION ,OMPAactof (T the apartme
waste room, and connect It to an existing incinerator
chute. e AR i .

e Place UNJON-PAK units in the utility room for tenant’
operation. e B C e
‘Wherever you place a UNION-PAK you'll have a

neater t ‘aréa"and substantial labor savings in

handling "W4%te and refuse. UNION offers a free e

standing compactor shelter sultable for external use There’s even a UNION mobile

“In_ garden” apartment complexes and other similar

In_ga » unlt for usé “inschools and
applications. ’ e . office buildings.

’OMPACTORS

\STE MANAGEMENT SYSTEMS

producing arefuse pai
of 175 Ibs. nominal weight,
suitable for apartment houses,
industrial plants, larger res-
taurants, schools, retail out-

vedistarilelease 2003/01/29

P
of 60 Ibs. nominal weight, suit-
able for “Fast Food” stores,

Dl
of 275 Ibs. nominal weight,
suitable for supermarkets,
large retail outlets, hotels, drive-ins, hospitais, schools or
Qlii&h-rise apartments, office wherever compactor mability -

1dRIDE 8ard 7 06 AB001000300032
|
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SUMMARY AND RECOMMENDATIONS FOR THE CHAIRMAN

SUGGESTION NO. 75-103: e 8 st 1

- A.

Shop Foreman Assistant
Directorate of Administration/OL

Summary of Suggestion

1. Former Method

Agency employees seeking the issuance of
driver's licenses to operate Government vehicles or
to sign out U-Drive-It vehicles walked to and from
the new Headquarters Garage in all kinds of weather.

2. Suggestion

Provide Agency bus service to and from the new
Headquarters Garage, particularly during inclement weather.
Individuals could be informed of the new service by the
Motor Pool Dispatcher at the time specific requests were
made. After the opening of the new Garage, consideration
was being given to parking U-Drive-It vehicles near the
Headquarters Building during the day for the convenience
of customers. This, of course, would interfere with the
problems of administrative control and maintenance.

Evaluations

Dispatcher
1. Upon relocation of the Motor Pool/Room from

G B 1915, Headquarters to the new Garage, it was apparent
that the U-Drive-It vehicles would present some difficult
administrative problems. U-Drive-It customers, which daily
varied from 10 to 20 and used 14 vehicles, would obtain
the keys from the Dispatcher and find the car in the
South Loading Dock parking area. This had been the
practice since 1961. With the move to the Garage,
there were naturally requests from many customers to have
the vehicles remain at South Loading Dock. This was
undesirable for the following reasons:

a. The Office of Security demanded reduction

in vehicle congestion and stipulated that the vehicles
be parked at the Headquarters Garage at night.
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b. Monitoring of the keys and attendant record
keeping would have to be taken over by some other unit
in Headquarters Building.

c. Delivery of the vehicles each morning
and reparking at night at the Headquarters Garage would be
very time consuming.

d. The daily maintenance, cleaning and
refueling of vehicles would be very difficult to
accomplish.

2. At this point it was decided by Logistics
Management that the U-Drive-It cars would be kept at
the Headquarters Garage, and that the mechanics or spare
drivers would shuttle the customers between the Garage
and the Headquarters Building. At the same time, but to
a lesser degree, were requests for transportation between
the tunnel entrance at Headquarters Building and the
Garage. Most of these customers needed Agency Driver's
permits.

3. This suggestion relieved the pressure to
establish a sub-pool at the South Loading Dock or any
area adjacent to the Headquarters Building. This was the
suggestion's greatest value. It is obvious that it saves
gasoline, wear and tear, and employees time, but this is
hard to accurately calculate. OL rated benefits
MODERATE/LIMITED. However, the committee's staff
believes the case merits MODERATE/EXTENDED intangible
benefits because it saves time for Motor Pool employees,
enhances vehicle control, saves a l1imited amount of gasoline
and relieved OL management of pressure to establish a
sub-pool of U-Drive-It vehicles. Such a pool would
require an estimated 520 gallons of gasoline and 520 man-
hours of time annually. However, awards credit for such
possible man-hours and gasoline savings 1s not believed
appropriate. The sub-pool alternative never began
operation because this suggestion solved the problem.

Recommendation of the Executive Secretary

1. Not line of duty.

2. $75 award (MODERATE/EXTENDED) .

-2
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SUMMARY AND RECOMMENDATIONS FOR THE CHAIRMAN

SUGGESTION NO. 75-119: dated 26 September 1974
[ , |, GS-06
Secretary
Directorate of Operations/EA

A, Summary of Suggestion

1. Background

When using transmittal manifest self-reproducing
form package (1236a) the date was typed on the bottom
left of the form. Due to the form design, the date did
not appear on the first two (2) copies (sample attached).
There was also duplication of the classification and
classified by number.

2. Suggestion

Redesign Form 1236a so the date, classification
and classified by number will not have to be typed more
than once and appear on all copies of the form. Having
the date on all copies will aid in locating under separate
cover attachments.

B. Evaluation

l. Form 1236a was revised in March 1975 (attached).
ISG/DIM said that in accordance with instructions for
preparation of dispatches, the legend "CL BY
is to appear on headquarters copies only. Therefore,
in redesigning the form, the "CL BY" legend was printed
on copy number three which is the retention or head-
quarters copy. The instructions also specify that
transmittal manifests prepared in the field have the
date pouched entered at the upper right. Thus the date
now appears in thne upper right of the form, as the
result of this suggestion.

COMFDENTIL | 25x1
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2. Agency Forms Management officials said that
- 11,000 sets of Form 1236a are used per month or
132,000 annually. They believe that little time will
be saved by components. Many were not adding the
nClassified By" number to the Parts 1 and 2, and the
- classification was already going through to all parts.
C. Recommendation of Lxecutive Secretary
E_
1. Not line of duty.
2. §$25 award (MODERATE/LIMITED) .
D. Decision of the Chairman
-
25X1A
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- Chairman, SUZEESCIUIN_gn Achievement Date
Awards Committee
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SUMMARY AND RECOMMENDATIONS FOR THE CHAIRMAN

SUGGESTION NO. 75-127: dated 2 October 1974

STAT

PIIOTOEIapily GeIl.
Directorate of Administration/OL

A. Summary of Suggestion

Install water conservation kits on all OL/PGPD
film processing equipment. The kit decreases the
water flow from 4 1/2 gallons to 1 gallon a minute when
the equipment is in the standby position. The equipment
in P§PD is often in the standby position 5 to 6 hours
per day.

B. Evaluations

1. OL/P&PD said that while on external training
to Eastman Kodak in Rochester, New York, the suggester
observed that their equipment was outfitted with

ially available water conservation devices.
subsequently suggested that P§PD outfit
Their equipment with water conservation devices.
OL/P&PD Maintenance Shop concurrently initiated design
for the installation of units to conserve both water
and electricity for selected equipment. Although the
kits have been commercially available for some time,
the energy crisis and resulting rising costs has now
led to consideration of these kits to offset high
utility costs. It is impossible to determine if the
maintenance shop was influenced by the manufacturer's
advertisements, their independent observations, the
aggressive federal conservation campaign or the
suggestion itself. There is probably no mutually
acceptable way of computing savings. However, we
are conserving a limited resource.

2. OL has installed the kit on ten (10)
processors at a nominal cost. If energy costs, con-
tinue to rise, the significance of the change can be
quite meaningful. OL recommended a $100 advisory
award.
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- 3. Both NPIC and OTS commented that there was
no application of the suggestion in their arca.
- C. Recommendation of Executive Secretary
1. Not line of duty.
-
2. $100 award (SUBSTANTIAL/LIMITED).
- D. Decision of the Chairman
STAT 20 Nov 75
- Chairman, suggestrom @@ Achievement Date

Awards Committee

-
*%/aa,e.e

Award
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SUMMARY AND RECOMMENDATIONS FOR THE CHAIRMAN

SUGGESTION NO. 75-193: November 1974
I |, Gs-11

Finance Officer
Directorate of Science and
Technology/NPIC

Summary of Suggestion

1. Background

a. NPIC had the following separate equipment
rental contracts: mnine (9) with IBM for 17 MTST and
MCST typewriters; and six (6) with Xerox Corporation
for six (6) copying machines. Since each contract
had to be obligated separately, a total of 15 entries
which were made monthly on the '"Obligation Abstract
Form" to the Office of Finance. OF in turn made the
same number of corresponding entries to the monthly
"Obligation Status Report'.

b. Office of the Deputy Director for Science
and Technology required a separate Contract Menu
Sheets for each contract for the purpose of entering
certain detailed information into STEPS. Therefore,
15 Contract Menu Sheets were prepared and updated as
Contract changes occurred, and 15 separate line items
appeared on the STEPS printout.

2. Suggestion

Since all the equipment is budgeted for and
obligated under one Fan Account, NPIC/Logistics
Branch requested that Office of Logistics/Procurement
Division consolidate all the MTST and MCST type-
writers under one contract with IBM and all Xerox
machines under one contract with Xerox Corporation.
Thus, the number of existing contracts would be
reduced from 15 to 2.

CoISTRATTVE
vnnhi, USE ONL®

NG
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B. Evaluations

1. NPIC said that prior to this suggestion,
33 separate contracts were written and maintained
on 33 separate items of equipment. This was the
result of monies being sequestered in separate
FAN accounts. As a result of consolidation of
funds for rentals of items of common equipment
in NPIC/Support Staff, it became possible to
consolidate the contracts. This suggestion was the
decisive factor in this action, and resulted in
the combination of 33 contracts into 12 for FY 1976.
In future years, it may be possible to consolidate
these 12 contracts into 4.

2. Prior to initiation of this suggestion,
approximately 24 hours per month was spent servicing
and posting the 33 contracts. As a result of the
consolidation, 16 hours are spent to service and post
the 12 contracts or a savings of 8 hours per month.
This results in an annual savings of 96 hours X $9.38
(GS-11/7) per hour = §900.48. NPIC rated intangible
benefits MODERATE/LIMITED for the reduced use of
machine records and computers, fewer papers, and
easier access and reference to information.

3. OL/Procurement Division stated that they
have attempted for some time to consolidate as
many requirements as possible into as few contracts
as practicable.

C. Recommendation of Executive Secretary

STATINTL 1. Not line of duty. The consolidation of
contracts is not [ ] responsibility. The
contracts are initiated by Logistics Branch and
Finance Branch is merely responsible for ensuring
that money is available, payment is authorized,
and that proper financial procedures are followed
in obligating funds.

2. $125 award based on $900 annual savings ($90),
plus MODERATE/LIMITED intangible benefits ($35).

2
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SUMMARY AND RECOMMENDATIONS FOR THE CHATIRMAN

SUGGESTION NO. 75-266: dated 17 January 1975

' | GS-07
Freight Traffic Assistant STATINTL

Directorate of Administration/OL

A. Summary of Suggestion

1. Background

STATINTL The stamps affixed to pieces of parcel post

B.
STATINTL

STATINTL

at | VFreight Traffic Branch had to be
reinked each time they were used.

2. Suggestion

Use a preinked stamp to affix "AIR MAIL",
"REGISTERED" and "MOM" (Military Official Mail) to
parcels. The preinked stamp would be less messy
to use and would speed up the stamp application.

Evaluations

1. | }/Freight Traffic Branch
processes 14,600 pieces of parcel post annually, The
use of the preinked '"MOM", "REGISTERED" and "AIR MAIL"
stamps reduces the time required to stamp packages
by one-half. Each parcel is stamped four (4) times,
taking 30 seconds under the former method and 15 seconds
under the present method or a savings of 60 hours
annually. Annual savings are:

60 hours annually x $6.02 per
hour (GS-7/5) = $§361.12 - $20
(cost of 3 stamps) = §$341.12
annual savings

YPTB rated intangible benefits MODERATE/

LIMItED,
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2, Chief, Mail and Courier Branch/OL has
purchased 5 preinked stamps for their use. M&ECB
processes an average of 75 pieces of mail per day
or 19,500 pieces annually. It is estimated that
65 hours will be saved annually @ $4.29 per hour
(GS-05) or $278.85 annually less $22.50 for 5
stamps = $256.35 annual savings. Formerly, an open
stamp pad was the source of ink stains on desk tops
and other furnishings. MGCB rated intangible benefits
MODERATE/LIMITED.

3. 0S/Special Facilities Unit is considering
adoption of this suggestion. However, they are not
sure at this time whether the savings would offset
the cost of the stamps.

C. Recommendation of Executive Secretary

1. Not line of duty.
; 2. $110 award based on annual savings of
$597 ($60), plus MODERATE/LIMITED ($50) intangible
benefits.

3. Check with 0S/Special Facilities Unit in

-’ 6 months to determine if the suggestion has been

adopted and what additional recognition is due the
suggester.

D Decision of the Chairman

STATINTL

| Zo aAov Ts

Chairman, Suggestion and Achievement Date
Awards Committee

78‘;/0,",3

Award
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SUMMARY AND RECOMMENDATIONS FOR THE CHAIRMAN

STAT1NT1?UGGhSFION NO. 75-348: Fated 3 March 1975 | 65-6

Security Equipment Tech
Directorate of Administration/O0S

A. Summary of Suggestion

Issue an employee bulletin to remind employees
that push button door locks are not approved to
secure classified material in a work area when left
unattended for a short time.

- B. Evaluation STATINTL

1. O0S issued a Headquarters Notice | |
on 15 August 1975, copy attached, to clear up any
confusion that exists as to the purpose of the push
button locks. The notice should serve as a deterent
to inadvertent exposure of classified material.

2. Intangible benefits rate MODERATE/EXTENDED
as tue reminder applies to the entire Headquarters
area,

C. Recommendation of Executive Secretary

1. Not line of duty.

2. $50 award (MODERATE/EXTENDED)

OMINISTRATIVE
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This Notice Expires 1 September 1976

-
SECURITY [:::;:;;;;]
15 Augus :
s
nd
USE OF PUSHBUTTON DOOR LOCKS

Employees are reminded that pushbutton door locks are
o not approved to secure classified material in an unattended
- area even for a brief period of time. Pushbutton door locks
are operated by pushing a series of buttons in a preset se-
quence. They serve as a convenience to allow authorized
- _ personnel access to an area without requiring someone already
in the area to open the door.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

-

JOHN N. MCMAHON
- Acting Deputy Director

o for
Administration

-

-

-

DISTRIBUTION: ALL EMPLOYEES (1-6)

-

|

"

_; o ADMINISTRATIVE - INTERNAL USE ONLY
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SUMMARY AND RECOMMENDATIONS OF THE CHAIRMAN

SUGGESTION NO. 75-418:

Toduction CoOntr pecialist
Automation
Directorate of Science and
Technology/NPIC

Summary of Suggestion

Coffee was made by the secretary or other employees
of NPIC's Human Resources Branch to accommodate visitors
using the NPIC Auditorium. This task was usually per-
formed about four times weekly and involved the handling
of money and purchase of coffee, sugar, cream and cups.
The suggester recommended that a coffee vending machine
be installed on the sixth floor alongside the north
corridor This would enable employees of
the Human Resources Branch to perform their regular
duties on schedule.

Evaluations

1. The NPIC Suggestion Panel reported that:

a. NPIC sponsors or provides meeting areas for
numerous classes, committees, working groups and seminars
attended by Intelligence Community personnel. A large
number of these groups meet in the NPIC Auditorium which
is controlled by the Human Resources Branch.

b. Adoption of the employee's basic suggestion
for a vending machine had logistical and security aspects
such as: the proposed sixth floor location would require
an extensive, expensive plumbing run to accommodate such
a machine to include the necesary power; such machines

Approved For Release 2003/01/29 : CIA-RDP80-00706A000100030001-2
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require constant care and maintenance if they are to
be kept in a sanitary and operational mode; the man-

power to maintain the area in an acceptable manner would
have to come from in-house personnel.

¢c. In lieu of a vending machine, the NPIC
Support Staff acquired new self-service coffee making
equipment which makes as much as 50 cups of coffee at
one time. NPIC Support Staff authorized the purchase
of coffee supplies from the Wilkins Company and a
schedule for new supplies was set up and paid for out
of petty cash in order to accommodate visitors from
the Intelligence Community. This suggestion triggered
the above action, and the NPIC Panel recommended a $50
award based upon MODERATE/LIMITED benefits. However,
the Committee's staff ascertained that the new system
has resulted in more effective use of secretarial
personnel. The former system took time by secretarial
personnel about four times weekly at a daily savings
of about 45 minutes or 3 hours weekly and approximately
150 annually at $4.78 hourly (GS-06 rate) which realizes

an annual cost avoidance of $717. About 250 Intelligence

Community visitors weekly use this convenience. It is
just out of the question to use the NPIC Cafeteria on
the lst floor for coffee needs by visitors using the
6th floor auditorium. The time and distances will not

allow for it as well as the escort problem

: 2. Normally, this type of case would not be
processed through the Suggestion System because it
involves services and benefits to employees such as
vending machines. Yet this case corrected a practice
that was causing expenditure of employee official work
time valued at over $700 annually. Therefore, the
Committee's staff believes that the initial $50 award
recommendation by NPIC is appropriate.

Recommendation by Executive Secretary

1. Not line of duty.

2. $50 award (MODERATE/LIMITED).
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SUMMARY AND RECOMMENDATIONS FOR THE CHAIRMAN

SUGGESTION NO, 75-471:

Inforex Lead Operator
Directorate of Operations/ISG

Summary of Suggestion

1. Background

Data is keyed into machinable language using
the Inforex 1302 key to disk system in DDO/ISG. Verified
data is transferred to two (2) magnetic tapes (original
and backup). The data is then deleted from the Inforex
1302 disk and the original magnetic tape sent to 0JCS
for computer set up and processing. After processing,
the original is degaussed by 0JCS and returned to data
conversion as a scratched tape. The backup tape is
kept for 30 days, then degaussed by 0JCS.

2. Suggestion

Rather than send two (2) magnetic tapes to
0JCS, send only one (1) tape. The tape should not
be degaussed after processing by 0JCS, but rather
returned to data conversion for 30 day storage as a
backup tape. To insure against tape failure during
processing, the data on the Inforex disk not be
deleted until the tape is returned from processing
and the data verified. (Attachment 1 illustrates the
previous processing procedure; Attachment 2 is the
suggester's recommended system.)

Evaluation

1. ISG implemented the suggestion in June 1975.
Prior to this suggestion two (2) tapes were used;
however, now only one (1) tape is needed. There are
no tape savings because just prior to receipt of this
suggestion a supply of tapes was purchased. The
suggestion as adopted, saves approximately 5 minutes
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time daily of a GS-5/2 ($4.43 per hour) or approximately

20 hours annually for savings of $88.60. Intangible
benefits are very slight.

2. 1SG commented that this suggestion is

representative of a succession of attributes displayed
by this individual which directly influenced the recent

decision to award her with a Quality Step Increase.

C. Recommendation of Executive Secretary

1. Not line of duty.
2. Certificate of Appreciation.

D. Decision of the Chairman

< &éu 75

Chairman, suggestion a Achievement Ddte
Awards Committee
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SUMMARY AND RECOMMENDATIONS FOR THE CHAIRMAN

SUGGESTION NO. 76-21: |Hﬂfpd 11 Tuiv 19785

Library Assistant
Directorate of Intelligence/CRS

Summary of Suggestion

1. Background

Form 3180, Film Processing Record, (TAB A)
is used to process and control film and videotape
accessioned by CRS/Pictorial Services Branch. Much
of the information requested on the form is no longer
required by PSB.

2. Suggestion

Revise Form 3180 (TAB B) to delete unneeded
sections and include additional space for the return
address, language, and film length.

Evaluation

1. CRS revised From 3180 as proposed, in July
1975 (TAB C). All relevant information contained on
the form was updated, standardized and consolidated on
a form half the size of the previous form. As a result,
it i1s estimated that fifteen minutes per day at the
GS-07/1 level is being saved in the preparation, processing,
filing and retrieval of the revised form. Form 3180
currently controls over 29,000 films and videotapes.

2. In addition, the form requires less filing space
and will be easier to microfilm as a permanent record
of processing activity. Approximately 2,000 forms are
added to tne system annually. Tangible savings are as
follows:
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65 man-hours annually
(GS-7/1) §5.31 per

nour $345.15
Printing and material

cost savings 60.00
Total Annual Savings $405.15

3. CRS said that the revised form is considered
to be an important improvement to internal PSB pro-
cessing activities; it is used or handled by five or
six persons during the course of accessioning newly
acquired motion picture films or videotapes. CRS
rated intangible benefits SUBSTANTIAL/LIMITED.

C. Recommendation of Executive Secretary

1. Not line of duty.

2. $140 award based on annual savings of $405
($45), plus SUBSTANTIAL/LIMITED intangible benefits
($95).

D. Decision of the Chairman

2o Aov 78
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CONFIBENTIAL

SUMMARY AND RECOMMENDATIONS FOR THE CHAIRMAN

SUGGESTION NO. 76-31: dated 22 July 1975 25X1A

| , GS-08
Logistics Field Support Officer
Directorate of Science and
Technology /0TS

Summary of Suggestion

1. Background

_ The suggester noted that surreptitious -entry -
could be gained to South Building by 1ifting the metal
grate on the northeast corner of the building and
dropping into the pit adjacent to the mechanical room
window. The walls of the pit would provide protective
cover while the individual crawled through the easily
accessible window into the building basement.

2., Suggestion

Install a grating on the window of the north-
east basement corner of South Building with a padlock

to prevent entry.

Evaluations

1. Chief, Physical Security Division/0S said the
suggester's observation was valuable. The work was
completed in late July 1975. The suggestion has
intangible benefit by improving the security posture of
the Agency. O0S recommended an award of $50 to $100 based
upon the above discovery.

COMFIDENTIAL

25X1
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2, Therecafter, Chairman, OTS Suggestion Panel,
in checking the completion of the above proposal, noted
another vulnerable area and had it corrected. The
OTS Chairman recommended a $150 award for the improvements
to the security of both South and East Buildings. (The
basement area of each building is connected by a tunnel
which is open on a 24-hour daily basis).

‘ 3. OTS Security Officer commented that the
suggester's recommendation was of significant importance.
He rated it as an excellent "find" relative to the
vulnerability of their building security. The OTS
Security Officer recommended a $100 award for the
suggester's alertness and initiative. The DD/S&T
Suggestion and Achievement Awards Committee Member
concurred.

Recommendation of Executive Secretary

1. Not line of duty.
2. $125 award (SUBSTANTIAL/EXTENDED).

Decision of the Chairman

2o Alov T8

Chairman, SuggestioQ\Eﬁ Achievement Date
Awards Committee

;QCZSicuLW
Award
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