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2) February 1957

25X1A uzsoraroud For: [ NNGEE

SUBJECTs Meeting of CIA Suggestion Awards Committee

The CIA Suggestion Awards Committee will meet on Thursday,
28 February 1957 at 10200 A.M. in Room 2601, Curie Hall.

Please bring your 29 Movember 1956 Agends asnd the 31 January
1957 Agenda te the meeting.

FOR THE CHAIRMAN, SUGGESTION AWARDS COMMITTEE

25X1A

Executive Secretary
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CONFIDENTLAL
Suggestion No, 2326

Date of Juggestions 16 Apﬂl 1956 ‘
25X1A B ociico of DU/F, FI/RI  Asste Supervisor GSell

.‘:Mmry of the S%estiom
See sttached suggestion,

o Evaluations of the Conseraed Offices:

Asgilstant Chief; Building Security Bramch, 0S, on 25 June
1956 stated the I‘ollowings A

"0on Thursdey, 21 Juns 1956, a discussion was held relative
to the subject Employee Suggestion.

"It was determined that the maln factor in Suggestion 2326
was the sequisition of the proposed space which is a problem
for Space Maintenance and Facilitdes Branch/OL, If and when
this #pece is scquired, arrangemonts could be made to transfer
the exigting guard post to the east side of the building and
%o convert scld space into & seeure area.™ :

Chief, RI om 25 July 1956 made the following statement:

"The Records Integ'aﬁon Division has requested that
‘ agtion be taken to procure the ares discussed in the subject
25X1A suggestion,®

Chief, RI on L February 1957 stated the rollmd.ng:

"4 work order requesting necessary construction resulting
~ Prom the subject suggestion has bean prepared by the Space,
~ Maintenance snd Facilitles Division. This order, Nuwber 57
» 1622, was submitted to GSA on 23 Jamary 1957.

"Although actual & construction has not begun on ths space
covarad by subject suggestion, RI is of the opinion that this
suggestion conld be closed out. The benefits to be derived
from thie suggestion lie in the development of better working
conditions in KI and are of an intangibls nature,”

O; Recormendation of the Exeoutive Secretar XL
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Suggestion No, 2326

1, Previous suv gestions from this division and from this writer
have made refer:nce to the space élfficultlios of the division, It
is understood rt to be unique circumstance withim the CS, Neverw
theless constart effort is directed for some improvement and this
is accelerated apon presentment of situations which demand some

relief,

2, The work wthin the Analysle gection is effected by a T0 cal-
culated upon f gures (correspondence flow) and systems in effect
during 1952, 'n the interim, though the work is substantially
the same the v)lume has inereased considerably and some elements
of the wcek pricedures have been defined in more explicit terms
which r«quire more time of the analysts, To remedy some of the
work Tlow or in better the handling of the correspondence and

at tlo same tiw to eliminste from the assignments presently

the -esponsibility of the senior analysts the section has decided
to .stablish 2 :entral mail room, This desk will separate the
di-patch, oabl:, intra«office and other correspondence ( the
brsinous of ths section), into L2-45 parts, This service will
yvslieve analysts of the clerical duties which have herstofore
sgken their time, varying from 15-20% for some; to 50% for
others,

3, Though !a possibly too much detall the above was offered so
that the grivity or true importance of the suggestion to
follow might be better appreciated,

4. It is sugerted that a central mail room for the analysis
sectlon mighi be realized, that the building exit at the rear
of the £ifth wing of K Building be, either

a, Shifled t» the other side of the wing i.e, East
wather thia West aide

e Closed amdn altermative be made available at
th?g::ar oif the fourth wing

s beg anged that the door itself be moved to
the outh sidn of the wing

This change will provide to the Analysis Section some 160
square feet of space which are what the chunge requires, It is
essential that provision be made for the location of a window
in this created room, Further since this sub-section be made
a secure area so that no space be lost to safe space etc.,. The
unit will be responsible for the breakdown and distribution
of 10,000 to 15,000 pisces of correspondence s week, The
change will be of direct henefit to the section and to the CS,
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Suggestion No. 2326 Con?b.

It will assign to clerks the clerical responsibilities end allow
the anslysts of the section to put to their primary responsibili-
ties the time which presently is lost to these clerical tasks,
There will be direct financisl benefit which this writer could

not estimate, It will furtber, ease the space problem, soon to be
amther cause of concern, within the 201 comtrol desk also an
alemant of the Analysis Section, This latter desk presently
shares with the mail desk of RI/AN a single room, Operating under
CS rules it is the central control for all personality case files
It must control the assigmment of 110,000 201 file which re-
quires an index of 150,000 cards but more important must in the
future control this same system presently growing at the rate

of 35,000 201 files and 50,000cards controlling the name, and
aliases as availsble, This desk is a reference office for the
entire Clandestins Service and will in a few months require

some space allowante,

This suggestion will provide a solution for both of the above
cited problems,
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