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19 February 1954

MEMORANDUM FOR: Chairman, Incentive Awards Committee

SUBJECT s Meeting of CIA Incentive Awards Committee

1, TIn accordance with the provisions of Regulation
25X1A B Incontive Awards Program, the CIA Incentive Avards
Committee will meet on Thursday, 25 Februsry 1954 at 1:45
P.M, in Room 223, Curie Hail. I -

2. For initis] Committee conslderstion, there is one
recommendation for a Superior Accomplishment Award and 37
employee suggestions, The Superior Accomplishment recom-
mendation is outlined in Tab 1; the suggestions, together
with the evaluation brief prepared for each, sre summarized
in Tabs 2 through 10/ and A through D, and are supplied to
you for your advance information, -

3, In order to effect a reduction in the back-log of
suggestions awaiting Committee action, the briefings contained
in Tabs A through D have been condensed., These suggestions
are concerned with proposals in whieh the reJections by
evaluating offices have been based upon legal restrictions,
security conslderations, etc., which provide a clear-cut
basis for rejection,

FOR THE CHAIRMAN, INCENTIVE AWARDS COMMITTEE

25X1A

xecutive Secretary

Attachments:
Tabs 1 through 10
Tabs A through D

CONFIDENTIAL
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CONFIDENTTAL

" MEMORANDUM FOR: Chairman, Incentive Awards Committes

25X1A

25X1A

FROM: Fxecutive Secretary, Incentive Awards Committee

SUBJECT: Award for Superior Accomplishment - _ 25X1A
N —— 0

1, Ageney Regulation M and supporting memorandum from
the Diresctor of Training recommending the granting of s withim-
grade pay inerease as an award to _ for Superior 25X1A
Aecomplistmént hevebeen reviewed to determine compliance with
legal requirements set forth in Public Law 429. [N
‘compensation is less than the maximum rate for his grade, GS-13.
He has veceived no previcus advancement as an award for the
past 78 wooks—-the prescribed walting pericd for a normal peri-
odic pay inerease;

25X1A

25X1A

2, If the Committee approves an eward for Superior Accom-
plishment to I his salary will be incroased from
$8,360 to $8,560,

FOR THE INCENTIVE AWARDS COMMITTEE

25X1A

Attachment

CONFIDENTIAL

Approved For Release 2000/06/19 : CIA-RDP80-00832A000100080006-2



25X1A

25X1A

25X1A

25X1A

CONFIDENTIAL g
Approved FogBelease 2000/06/19 : CIA-RDP80-00832A000100080006-2

TO : Executive Secrstary, 11 February 1954
Tncentive Awards Cormittee

FROF : Director of Training

SUBJHCT ¢ Incentive Award Recommendation

porzreop: oin I

1. I wish to rcconmend I, Troining
Tnstructor of the Intelligence Training Division, OTR, for a
one=step salary increase in accordance with Par, 3.a.(4) of
above regulation, which authorizes an awayd "for sustained
work performance of a high degree of efficiency<™

2. I consideriEN cligible for an award for
the following reasons:

a. Superlor performence as & training instructor.
Since his assignment to the staff of the Intel=
ligence Training Division, I35
carried a major share of the instructional load
in the Dasic Intelligence Course (I). This course
has now been offered seventeen times to new pro=

fessional employees of the Agency, and in each

session T per fornance has been
umusually high quality, No other member of the
instructional staff has been so cormended so
generally end frequently by the students for
mastery of subject matter and effectiveness of
prosentation. Student eritiques prepared at

the end of each course reflect this judgnent

over a perioed of almost two years. Quite a feuw

of these students have recently come from unie
versity graduate schocls where they have been
studying in the fields of communism and Soviet
affairs ~ I specialties =, and they
are almost always impressed by his scholarship and
instructional skill,

b. Contributions to the organization and conduct of
the RIC (I). Wach succeeding session of the BIC (1)

hes had changes of content and method introduced in
an effort to meet training requircnents more fully.

On 2 staff like that of this Division, it is difficult
to attritute a particular change te one instructorts

CONFIDENTIAL
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25X1A jdeas, but NG proposed many improve=

nents end has developed others in practical weys.
He. has been very resourcelul in sceking to improve
all nhases of the course. ‘

c. Professional development. NN 'os constantly 25X1A
gourht to enhance his qualifications as & training
instrmetor by reading and study in the subjects for
which he is responsible, He has also endeavored to
develop new fields of competence by gtudy and by
secking professional advice within the Agency oh
methods and practices. In short, he has {aken ad=
vantae of every opportunity to equip hinself to be
an increasingly versatile intelligence training officer. .

25X1A d, Contributions to non=Agency training programs. Iin recent
months NI has given lectures in courses of the
‘ Foreign Service Institute and the CIC School at Fort
Holabird. Il has also given & series of talks to &
Pentaron unit of the Alir Force Reserve Organization,
On all these occasions his performance has been of a
quality to reflect creditebly upon the Agency. The
preparation for these presentations has required con=
siderable time beyond office hours.

3, On the basis of superior performance of regular duties, high
motivation and cooperativeness in the ficld of intelligence training,
25X1A I belicve thath rmerits the award recormendede

/s/ MATTHEW BAIRD

CONFIDENTIAL
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Fmploysa Suggeation 679

Ao S £ the Suggestion: |

The suggeater designed a Mobile Rack for the delivery and pickup of
typewriters, adding machines, time and date stamps, and clocks: (Pleass
refer to drawings submitted by suggester).

B. Previous Metheds

Prior to the adopticn of the Mobile Rack designad by the suggaester,
he states, "the above items of equipment were placed on the bed of trucks
for delivery and pieckup. Thirty pleces of equipment ecould be handled in
this memner for delivery and thirty for pickup. Damage enroute, dus to
bounciing: and sliding, was extensive and costly to the Agency."

C. _ Present Mathod:

~ "With each rack containing thirty compartments, sixty typewriters,
for example, are now handled or & total of one-hundred twenty pleces of
equirment delivered and plcked up. (Noté: As each typewriter is re-
moved for delivery, a pickup replaces same). These racks can be placed
on any of owr trucks and removed quickly, Typewriters, etec., it snugly
in each compartment, eliminating damage.®

i)_g Suggester Estimates Savings:

Material 1s now placed in the truck, alismed and removed in approxi-
matoly three minutes compared to ten minutes previously required for a
saving of seven man-hours per day. Three men now afficiently handle
twice the amount of equipment, releasing two men for other duties, re-
sulting in a savings of an additional sixteen man-hours, Previousiy,

s crew of five men were used for the delivery and pickup of this materisi,
With the use of the Mobile Rack, thers is now added space available

for the dolivery and piekup of other material; whereas, formerly only
typewriters and small items could be deliversd by assigned truck with

a considerable amount of waste spacs.

E; Bvaluation of Conserned Office:

The Logistics 0ffice has informed the Comnif.tee that the suggestion
has been adoptod for uee and has supplied the following evaluation:

1. "The purteble rack, as suggested, has been in use in
25X1A the Hfor approximately three months
and has been foun be entirely satisfactoy for the
purposa intended. The storage rack provides grsater
safety to equipment being transported between the
depot and headquarters offices, and additionally
allows for greater utilisetion of truck apace which,
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in turn, would reduce the number of trips delivering
administrative equipment from the depot.

2. "It is not possible to estimate the actua) dollars in
savings as a result of the installation of this racks
however, it is recommended that an incentive award,
not to exceed #75.00, be considered, which is felt
to be appropriate to improvements which have resulted
from the suggestion, "

In an effort to obtain further information for the Comnittee,inquiry
o5x1A was made to I Logistics Office, who indicated that there has
been a considerable reduction in recent weeks in the number of tvpe-
writer Surveys as a result of damage enroute, The Agency tyvpewriter
repair shop was also queried as to the number of damaged typewriters
being sent to that shop and the reply was given that the number o~
damaged in this manner had declined appreciably. Whether or not the
above resulted from the utilization of this Mobile Rack is a matter
of conjecture.

F,_ Recommendation:

It is suggested that the Committee consider a recommendation of
the Logistics Office.as indicated above.
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Employee Suggestion No. 506

A, Swnnapy of the Sweeestion:

The suggester vroposes that, in order to effect economy of money, time,
and motion, the Agsney purchase for general office use the prong half only
of metal-filing fasteners for the following reasona:

a. Some offices find 1% much mors time-saving to use only
. the prong half of the file fasteners, and veually throw
away the gompressor (top) half.

b. The savings of time (man-hours) can be effected in the
£iling of material where the yrong half only is used
as fewer ssparate motiome are raquired.

e, Using the "preng only” systenm, eagle~spreading the
prongs acress the papers filed helps te kesp the top
corner of filed papers pressed down tights using the
compresgor on the prong permits the cormers to bend
bae, crease, or lear.

‘do, The number of comprossers presently avelleble in the
Agensy Supply Reoms would perhaps be sufficient %o
meat the needs of those few offices where both parts

" o(fthe Tastener may be required; therofors, the re-
crdering of both parts could be greatly reducad.

B, Bvslustion of Comesyned Office:

The Logisties Office has informed the Commitlee "Experiencs roveals
that thers are Ageney requiraments for compressors as woell as the prongs.
In view of this it would be impracticable o adopt the employse suggestion
regomuending procurement of prongs enly.

%It 1g vecognized that more prongs are used than ecompressors, and thad
thers are certain advantages in utilizing the prongs alone.

While 4t is anticipated that avatlability and use of prongs alene may
resul® in economy, 1t is impossible to estimate any specific amount. Action
hes heon teken, however, to advise Ageney components thet they may obtain
prongs without compressors from the various Bullding Sugply Rooms, (sse
Supply Division Memorandum of 23 Decenber 1953 attached), Since this sctiom
may bs considersd to be a partial adoption of the suggestion, it is recom-
mended that some type of recognition be granted to the suggester.”

In order to provide the Committee with additionsl information relative
%o this sugrestion, the Executive Secrotary obtained stock control usape figures
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from the Logistica Office which indicated that for s twelve-month period
775,100 metal fasteners were issued at a cost of $3,667. Therefore, it
is anticipated that the amount of (unknown))savings would depend upon the
extent to which offices adopt the practice: of using only the prong helf
of the fasteners. A time and motion study conducted by the Fils Room
Supervisor, Persormel Offics, the Committee Secretary,and a third office
in the riling of correspondence indicated that on the average the filing
of twelve pleces of material using the compressor required three times
as long as filing with the prong helf only. '

An inquiry made to two Building Supply Offices by the Secretary
revealed the informaticn that there has been a consideratle increase
since the lssuance of the attached Logistics Memorandum in the requests
£6r "prongs only.®

8, Recormendations:. |
- Iﬂ-vi@w- of the difﬁmlt& of determining savings in filing, time,
snd materials, it is recommendad that an award be considersd in kesping

with the Seale of Awerds for suggestions with tangible bansfits under
Lewvsl D, _

Approved For Release 2000/06/19 : CIA-RDP80-00832A000100080006-2
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23 December 1953

MEMORANDUM FOR: ALl Adninistrative Officers
TROM t Supply Division, Logistics Office

SUBJECT : Tile Fasteners, Prongs and Compressors, S

1. In the past, filing aids in the fomm of prongs and camne
pressors {Acco and Presto) have been stocked in the Bullding Supply
Rooms in sets and have been obtainable from the Supply loons ocnly
in sets. Considerable waste has vesulted becanse much £iling in
offices of the Agency hag been accomplished by using only the
prongs. lMost umsed flat metal compressors have been discarded
via wastebasletss

2, In order to correct this situation, "prongs", in 1% and
2" spreads are being stockec as separate items. It 1s requested
that offices using only these prongs request them only from
Budlding Supply Rooms, and that 1n the interest of sconomy, sels
of prongs with compressors be neither requested nor accepteds

i 4 3% W

/8 25X1A
Supply Activities Offlcer

Approved For Release 2000/06/19 : CIA-RDP80-00832A000100080006-2
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‘ A4

Imployee Suggestion No,. 653

A, Summary of the Suprestion:

The suggester proposes "that the wooden holders on obsge
lete rubber stanps be salvaped for utilization by the appropriate
office in South Building (GADD/TSS). Some of these stamps
have already been degt: oyed ‘since the warehcuse has no pla.ce
to store them, Salvaging of these stamp holders would result
in a savings to the Agency." This salvage is in connection
with the new classification policy effcctive 15 Decenber 1953,

B, Evaluation of Concerned Office:

The Logistics Office has supplied the following evaluation
to the Cormittee:

“This policy is already in effect In most of

""the Building Supply Rooms; however, in two arcas

obsolete stamps have been destroyed or discarded

in classified trash. The situation has been brought

to the attention of all BSO's to insure obsolete

rubber stamps in the future will all be turned

into the GARD/TSS element in South Building for

possible utilization.

"The monetary value of any savings in the ad~
ditional number of stamp frames salvaged is nepg~
1ligible and it is doubtful if o savings of (50,00
in a year can be realized after considering labor
costs for salvaging the item,"

C. Recommendation:

In view of the difficulty in estimating monetary savings
invoelved in the adontion of this suggestion, it is recommended
that a token award, in keeping with the Scale of Awards for
suggestions with intangible benefits, be considered.
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Employee Suggestion No. 71h

A, Summary of the Suggestion:

The suggester proposes n¢hat the entrance steps to the building at
gate 15 eithsr be moved to another gide of the platform or the door
open from the other side. It opens the wrong way when coming up the
steps and is llable to cause an accident when someone is coming up the
steps and another person is coming out the door at the same time. (This
1s K Building)."

B, Evaluation of Concermned Office:

The General Services Office, reallzing the safety hazard presented,
took immediate steps to remedy the situation. They have informed the
Committee that "arrangements have been made to relocate platform steps
approximately 12 feet westward. This will reduce the poasibility of
injury resulting from collision at this exit."” . :

C. . Recommendations

A token awerd is recommended for this safety suggestion with in-
tangible benefita in keeping with Level "D" of the Scale of Awards as
found in the Cormittee handbooke
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Employee Suggestion No. 642

A. Summsry of Suggestions

The suggester proposes that wocden manhole covers be replaced with more
permanent concrste or stesl manhold covers throughout the area occupled
by temporary buildings of the Agency. "This suggestion was forwarded as
a proventive safety measure since untreated woed placed in damp sslil in
hunid climate such as we have in Washington is highly susceptible to
rapid deterioration from the slements, In certaln instances these covers
may become concealed with earth, leaves, or other debris and as they
' progrossively becoms wesker present & sericus hazard to all individuals
in the area. Accidents which may result from those conditiors may bs a
poasible acurce of costly compensation claims against the Agency or the
U.8. Government as well as a gauvse of serisue or fatal injury to the
victims. The possible hasards outlined above have becoms a reality
according to recent nowspapsr articles.®

B. Evaluation of Concernod Office:

The General Services Office has supplied the fellowing evaluation
to the Committee: '

%A gurvey made by this office revealed that all wooden covers are
presently in good condition. Contact was made with a reprascntative
of the National Capital Park Service who indicated that immediate

steps ars taken to replace these covsrs whan signs of deterioratiecn
sre noted, _

"Howaver, permanent Lype covers should be usaed in that they would
gompletsly oliminste the possibility of serious accldents. There-
fors, a letter has boan sent %o the Superintendent, National

Capital Parks requesting that permancnt type covers be installed
to reduss this safety hesard.”

“While mo monetary savings can be attributed to this suggestion, it
is recommendod that ths suggestor receive an eppropriate recegnition
for his or her ability to evaluats a situation which may prove a
safoty hazmard.®

G, _RHecommendation:

It is recommended that either & tcken eward under the Scale of Awards
for suggestions with intangible benefits or a commendatory letter be
considsred by the Commiliee for this safeoby suggestion.
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A, Smpery of the Suggeption:

The suggester proposes that, in line with current Goverrment economy
efforts, a directive from the DD/A be ciroulated abolishing the practice of
retyping "internsl Agency memoranda other than those of extremely high level”
vhich have minor typegraphical errors or -¢aissions, i.e. reversal of two
typowrdtteon letters or the omlssion of a single couma. Corrections could, in
thess csges, be made with pen and ink on the original and carbon ocopies’
rathsr than have the complete doounent retypede

"It would ba difficult to estimate actuml savings in dollars and centasj
however, it is obvicus that such a practice of retyping for minor errors
could, over a perdod of years, amount te thousends of hours of secretardal
time, destruction of resms of good quality paper, not to mentlon delsys re-
sulting from the failure to process & document in the minimum amount of time.
Thoe morele feotor for the typist who must relype docment-a for such minor
mistakes should not be overlooked," ,

‘opesraed Office:

The Gsneral Services Office has supplied the following evaluation in
recamending that the suggestion be adopted:

"The suggestion has merit, Agensy personnsl should be advisad officlally
that a point of diminishing return is reached when absolute typing per-
foetion on routinoe Internal correspondence 1s expected in every instance.
It 18 definitely felt that an entire page should not be retypad for
transposition errors, punctuation omissions, and othsr minor errora.

These ean be corrected readily and nsatly by typewriter, or if ciroum-
stanges permit, by pem and ink,

"It is therofore recommended that this suggestion be adoptsd and placed
into effect by the izsusnce of & CIA Hotlce. A proposed notice is
attached, In conjunction with the Correspondence Management Progranm, the

General Services Office will also publicize the sconomy practices endorsed
by this Notice.®

The Manogement Improvement Steff, Comptroller’s Office, in its evaluation
of the suggestion, also recoumendsd its adoption.

_ Cormittoo members will recall that this suggestion was referred to them
for their study prier to its being presented at the Committes meeting for a
final recommendation. All members conowrred in adoption of the suggestion.

. p

C. Hpta:

Presentation of this suggestion is belng made at this tine in order that
the Committee may make €inal disposition of the proposal.

I4

-
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NOTICHE
NO. : N

CUTTING CORRuSPONDERCS COSTS

1. This Notice ie issued to dlscourags 2 practice prevalent
in the Agenecy - that of requiring typists to retype an entire page
of routine internal corraspondence in order to correct minor typo-
graphical errors.

2, Transposition of letters, punctuation omissions, and minor
misspolling cen bs corrected readily and neatly by typewriter, or
if informality permits, by the dictator or signing officlel, using
pen and inks

3, It is therefore requested that these mothods be employed
whonever permitted by the nature of the correspondence. Substantial
economiss and higher typist morale should result.

| LY

Lo A nots of caution - this Notice doss not @? that we
‘should condons cereless typing simply because there exists an ex-
peditious and economical means of making corrections,

FOR THS DIRSCTOR OF CENTRAL INTELLIGENGE:

L. K. WHIIZ

Actin% Deputy Diractor
. Administration)

DISTRIBUTIONS
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Brployes Suzgestion No. 537

Ao . Summary cf the Suggestions

The suggester proposes that the hotel raservation
service of the iwericsa Express Compsny bo utilized by the
Ageney to essure persomnel {especially members of TSS/MD)
of a hotel reservetion upen arrival. This service was
originally provided free of chargs to the Agency, and the
suggester feele that 1t would be much cheaper if thise
gervice were again made available to our personmel as
ovposed to the existing gituation where long distance
calls snd telegrams are reouired. It would also improve
the morale of employees traveling for the Agency by hav-
ing a1l reservations handled by the American Express
Company, rather than by the individual.

B.__Evaluation of Concerned Offise:

The Flans, Research, and Development Staff, Personnel
Office, states that “chargss for telaphone calls and tele-
grams in covnection with hotel accommedations are items
%0 be paid from the per diem allowances avthorized in lien
of subsistence (Standardized Goverrment Travel Regulations).
The charges made by the Amsrican Express Company for ite
service represent these items and are mot properly borne
by the Coverment.”

The service once offered to Agency employeso by the
smsrican Expross Company was secupred through another Federal
agency and is no longer available. Hotel roservetions ean
bs obbeined without extra charge by comtactlng & hotel reser-
vation agency or a loeal hotel which i3 & wmember of & chain
having & hotel at the designation, therefors, the adoption
of this suggestion doen mol appear Lo be prastical

¢, Recommendation:

Rejection for an award of this suggestion appears %o
be indicated in view of the above appraisal. A letter of
appreciation expressing the Commitbes’s interest ir the
constructive thinking and initlative showm by the sugges-
teor is recommended.
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Employse Suggestion No. 560

A, _ Summary of the Suggestion:

The suggestdr proposes that check-out sheets containing
name, destination, time out, and time in, be placed in all
offices and shops. All persons leaving the office, except
those on highly confidential business, would sign in and
out on these sheets. Any unusual amounts of time away from
the office would then be noted and explained to the super-
visor., This would eliminate time wasted by loitering in
the corriders, snack bars, ete., therety increasing man
houra available for Agency operations, and would also
anable the supervisor to know the whereabouts of emp)oyees
in case they are needed.

B, Fval ustion of Concerned Officas

The Flans, Research and Devslopment Staff, Personnel
Office, feels that although the check sheet might be use-
ful in keeping tabs on employees, it "is somewhat in the
elementary school tradition and seems out of place in an
organization of mature individuala. .. Whatever benefits
might be realized in a few isolated inatances would be
overbalanced by the natural ‘vegentment of adult workers
at this type of supervlislon, Representatives of the
Pergomnel Office are available to discuss alternative
methods of solving supervisory problems of this nature,”

C, _Recommendation:

Rejection for an award of this suggostion aypesars
to be indicated in view of the ahove appraisal. A letter
of appreciation expressing the Cormmittee’s interest in
the constructive thinking and initiative shown by the
sugeester is recommended.
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Rusployee Suggestion Neo. 534

Ao Summary of the Sugrestion:

Tho sugrester proposes that work svace im the form of
quiet cubicles be provided anmalvats for thelr report writing
in order to increase the quality and guantity of reporis,
This would improve morale smong analysis by enabling them
to write their reports without umdue disturbance.

B, Ewaluation of Comcerned Office:

The Office of Research and Reports has advised that
present lack of space makes considerstion of this sug=-
gestion impessible at this time. Should the space situa-
tion ever improve, however, the Divisions themselves,
prather than the Office, might be abls to provide limited
fagilities for private work. It is doubtful "that the
Ageney will ever be in a position to rrovide duplicate
space for each analyst; an office for econsultation and a
private cubicle for composition.® It would be prefer-
able to encourage wits to wove the consultations out
of the rooms in which report writing oecurs, rather than
encourage the setting aside of esrtain space for private
work.

¢, _Regormendation:

Rejection for award of this sugpestion eppears to be
indicated in view of the above appraisal. A letter of
approciation exgessing the Cormittee’s interest in the
constructive thinking and initiative shown by the suge
gester is recommended.
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Nog
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278

289

294

339

293
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Supmary of Sggastion

Use of suction~type material, #5¢ik-Tak?, in
- place of scobch tape, etc. on walls.

Evaluation of Congerned Offices

GSO procured and tested suggested '
product and found it unsatisfactory
for uss

Diagonai parking be permitted avound Ohio
Drive to increase parking facilities by about

50%.

U.S. Park and Met. Police advise

that previous expsrience has demon= -
strated angle parking is responsible
for a material increasec in aceident
rate in areas where sllowed.

Discontinuance of fanfold dividers for
grouping abstract cards.

An employee suggested present fanfold
givider system, receiving {100 for
suggestion, CCD says resulbs of the
suggestion have proved entirely
satisfactory.

Person ha:v:.‘.ng security check duty each day
be instructed to check the covering of

office machinery; this would reduce
meintenance and repair costs.

Logistics Notice 45~51 specifically
states it is responsibility of
supervisors to sea that office maw
chines are covercd when not in use.

Smalleresized parking spaces be set aslde

for foreign-type and miniature cars.

(SO says that although Adm, Officers
could authorize miniature cars
parking end=to~cnd in a single spate
if individuals recuirec them, any
other arrangerent would be too ex-
pensive to inaugurate.

Direet reiwburgement by office heads, rather
_ than request OTR, for training charges
under 525, for professionsl scclety neetings,

synposia, etc. N

OTR states this type of function not
training within Sec. &4, Pub, Lav 110,
therefore cost of registration fee,
etc, should be paid by the individual,
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351

377
383
391

505

47

430

431
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CONFiUENIIAL

Swmary of Suzgestion

2, Unvouchered payroll be set up on a
2~vicek rather than a j-weck basis,

b, Installation of I machines to
expedite the preparation of the

L

Evoluation of Ceoncermed Offices

Qomptroller states payrell function
would be doubled by this arrangement
and. expenses wowld also be increased,
An I run is already in effect,

"Flying Squads® be zent cut from the
Inspector General's Office to talk to

employees

The I.G, states that basic ides is
already in éffect.

M1 lines in K Bldz. sgerve the sane
memis--hot food and sandwiches,
Enlarge d Building snack bar,

G30 feels soparate snack lines more
efficient, There is no room availsble
for enlariing snack bar in J Building,

Person making telephone calls pay
attention to number given when ezll is
answered,

S0 stabes a general nobice is $o be
publlished oh telephone usage; special
notice superfluous. .

Printing Sefurity check sheets on both
sides to save 500 of shests now used.

Sgc, Office initiated prior to receipt
of suggestion.

Docwnents fram Library to requesters be
routed by use of Form 60-41 instead of
manila envelopeS.

Sec, Office requires sealed envelopes
for classif, above confidential.
Unbound documents ars protected by
envelopes., Form 60«4l not very
durable--to sccure would reguire
staples injurious to the documents,

Abolish cafeberia guard posis.

Sec. 0ffice states cafeterias un~
secured areas, therefore must have
guard posts to keep unauthorigzed
personnel from entering bullding
corridors.

- Place nmetal grormets around holes in

badges to increase service.

Approved For Release 6810?1113:: :
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See, CrZ%ice says splitting of badges
insufiicient to warrant extra costs
of grommets,
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No.

434

436
25X1A

439

/453
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CONFIDE ik

Swmmary of Sugeestion

Demarcation of microfilmed documents,

swalustion of Concerned Offices
a, MAlready practiced in OCD,

b, G0 says a great many frames
~ would be lost if prasticed.
c. BRI says sinilar aids are
available in present nierofilm
1"0115.

Srectionh of a wooden bridge over
Independencs Ave, commiecting I, J,
K, L, with Curie, I otc.

Hatl, Parks Comm, says a study has
been conducted, but no funds avail-
atle for even the installation of
automatic control sipgnals for
pedeatilans,

Ormission of transliterated Russian
$ext in WHonthly List of Russian’
AccossionsV—-Library of Congress.

OAD/ER feels oxact Russian title
necessary. However, this office
prefers Russian titde ve in Cyrillic,
which would take care of complaint
that Russians cannot read title in
transliterated Ronane-eno savings
would pecur with this suggestion.

Give IAB employces awaliting clearance
special training in formats to be uged
in their office.

PO doss not always know assigned
office, Only a few Pesple would
need this training; frsguent
changes in procedures, OTR would
cooperate in instances whers an
Office is aware of an individual
%o be in IAB, ‘

¥ovies of overseas posts o briel
families going over with Agancy.

PRDS is unsble to recomnend adop~
tion since films would disclose
areas of Agencyls operaticngew
considerable technical i1l
required to produce satisfactory
f£iims,

Approved For Release 2000/0@@;‘\@%5@3182.{{310832A000100080006-2



Suggestion
Nog

458

S
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475
877
582
489

595

500
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CONFIDENTIAL

Sumary of Suzgegtion

Invert brackets supporting bars at
emprgency exits to prevent being
unable to get out in case of panic.

Tealuation of Concernsd Offices

Suggestion would meke it even more difficult
to move bars, since supporting pins would
have to be removed. Sec, Office does not
recommend .

Reminders on security matters be
printed on cafeteria napking, cupt,
etc,

See. Office feels suggestion is too expen-
sive; security consciousness should be .
more deeply instilled in Agency anployees.

Inerease 5100 limit on personal
checks eashed at Credit Union, Withe
drawals be made same day as requested
{no cone day lagle

Credit Union feels $100 check 1limit suf-
ficient--no longer & charge for casting
chools. Cash withdrawls can now be made
at C. U, windows immediately.

Guards %o refuse admittance of emw
ployess using In and Cut boxes for
cafeteria trays..

Use of sterile forms in overseas posts
be abolished.

Inpose additionel duty on cafeteria guards
and snack bars {biggest offenders) could
not be contrelled.

fward temporary parking spaces te
successful suggesters in lieu of
cash awards

Law prescribes definite type of awardse

New form pertaining to travel vouchers
in regard to advanced travel funds.

Comptroller says a modified fom from
Finance Div. will handle problem, Suge-
seation would cause duplication.

RSk

Synchronizing all Agency clecks.

Agency-wide synchroniszation studied by
€S0, HModified solution has been inavgurated.

Stocking of typing device called Read=
Rase to use in place of Rite<line.

Logistics states Read-Ease nol a substitute
for Rite-Line, however, it mey be useful
and will be stocked if reguests indicate
the necessity.
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