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CONFIDENTIAL
Segpestion No, 2328 ;

Date of Suggestion: 20 April 1556

25X1A _ Office of Personnal ClerkoSteno ' 0Sed
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Supmary of the Su

Suggester proposed that numbered typlng spaces be printed
aloug the edge of Agenoy stationery to save typists from gmess-
ing the mumber of typing spaces remalning on a page,

ggestions

uuuuu

Chief, Records Management Staff on 1l May 1956 stated the
followings

“This Staff concurs in the basic idea of providing typists
with these typing guides. Presently they are on paper offset
masters and stenclls, and the Agency recently ordersd hectograph
masters which will have these gnides, However, it is only con=
sidered practical to print these gnides on stationery or dup.
licating masters when 1t can be done simltaneously (and there-
Yore without added cost) with the printing of other material on
the masters or stationery. Even in these cases appsarance musst
be ¢onsidered, For exanple, it would not be appropriste to
pednt space numbers slong the edge of the letterhead stationery
used by the Dirvector, the Dsputy Director and other officials,

“The one possible exception to this ruling on appsarance
iez the U.5, Uovernment Memorandum, Stendard Form No, &l, Since
this stationery is used exclusively for interoffice correg.
pondence, I feol that it would be eppropriate to print on the
form an uncbtrusive gulde such as a single tick mark, Such
a merk along the edge of the paper would indicate to the typist
that, for example; only one more inch of typing space vamalned

- on the page.¥

Sse attached evaluation of Chief, Records Management Staff,
dated & February 1957,
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Suggegtion No, 2328
{Contt)

Ga Rmonmengatign of the Executive Saqretaq__g

Approval, Award of $10-$25 based on iniangibls benefits
{s1ight bonefit local application)

CONFIDENTIAL

Approved For Release 2000/08/15 : CIA-RDP80-00832A000200070020-6



> .

FTAMBARD PORM -

roved Eor eIeasé%O00108115 : CIA-RDP80-00832A0002006$002‘U:6
Oﬁ;a’ EMOTANAUIN - UNITED STATES GOVERNMENT

TO 1 Executive Secretar;, Su estion Awerds DATR b Februarv 10

FROM Cloe?, Recurds Minavement S-are

SUNKCT: - ;!..-ee Su-estion 23C%¢: Numbering TyPlng Spaces on the Ei-e ¢
Stationery.

1. In ay memorandum of 29 Nov, .956 I recoumended thet the
susgester be granted an awvard based on adopting a wodificetion of
tis suggestion, i.e,, the printing of a tick mark on the Of fice
Memorandum forwe (8!'6‘) to serve as a typing guide.

2., I understand t at approval of this award was deferred by

the Buggeetion Awards Coomittee pending resolution of certain
questions. Perhaps the following informetion wil) help.

8. Only blus S8PC4 1s stocked by the Federal Supply Service.
It's price as listed 1in the Btores Stock Catalog is» .20 per
thousand,

b. We do not recowmend using blue SPEE for the followin,
reasons: '

~ (1) It 1s less acceptable to agency tipists and
officials,

(2) Blank Blue paper would have to be stocked for
second and succeeding pages.

(3) Blue paper does not provide the best contrart
for microfileing. ) _

¢. The Agency uses ahout 270,000 sheets of white SF(4 -
rearly which we procure froms the Governnent Pripting Office.
Our last order of white 8FSh cost $2.31 per thousand, or .3
Tore per thousand tharn the price of blue SP(L available thrsyey
the Federal Supply Service.

4. Ihe added cost for printing a tick merk on the SF
used b CIA woull be infinitesinal.

¢. In view of the shbove I %.;air recommend adoption of this
rurestion, .

25X1A
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1, Pebruary 1957

CONFIDENTIAL
Suggastion No., 2483

Date of Suggestion: 9 August 1957

I oifice of DD/P, FI/RI Anslyst GS-7

A,

Bas

Co

Sunmary of the Suggestion:

Suggester proposes that an Ellioti-Pisher Writing Machine
be used for meking up all 201 file folcers and for purposes
where large type of lsttering is required.

Tralunation of the Concarned Offices

Chief, RI on 22 Jamiary 1957 stat«d the following:

"The Elliott-Fisher Writing Machine referred to in the,
subject suggestion has been in RI approximately one (1)
month, The testing of this machine, so far, has shown
an advantage in a marked improvement in appearsnce and
legibility in file designations placad cn file folders,
However, there are disadvantages in the machine in that
production is limited to one employuse as compared to the
hand lettering method where several people could be placing
file titles on folders at one time, This limitation can
result in backlog although the backlog now in RI is not
serious on this particular itcm., The only way to pro-
hibit accummlation of this backlog would be to have
soveral machines,

“RI is of the opinion that advantages offered by this
machine would be of benefii throush the clarity of print.
ing, etc. However, any savings are considered to be in-
tangible and it is impossible to determine at this time
any savings expevienced in filin; or finding time through
the clarity and legibility of leitering. On the basis of
the above, however, RI is of the opinion that it would be
of moderate benefit and local application.®

Hecommsndation of the Executive Secretarxz

Approval, Cash award of $100.00 based on intangible
benefits (moderate benefit~local application),
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o 20 February 1957

Suggestion No. 2L86
Date of suggéutim: 15 August 1956

B icoicsl Division ledicel Technisian 055

Summnry of the S

" 25X1A

geestlions

. Buggester proposed an expendable cardboard contalner so con-

and
that vaceipnes requiring tesperature below freezing
:gz‘::ter:quiring normal refrigeration can be shipped in the same

coatainer,
5. Bwvaluations of the Concerned Offices:s

ainistrative Support
See attached evaluations of Deputy Chief, Admin
m'viaion?m, deted 16 November 1956 and Chief, Adminietrative Staff,

OL, apted 7 February 1957
¢. Reccmmendstion of tue Executive Secreiary:
Approval. Award of $70 for tangible saviugs of $1620.
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USE LETTEREX TO MAME
MME: COPIRS, IF THEY ARE

Approved-ForRere JooTUS
PRECEVALUATION OF EMPLOYEE

10: EXECUTIVE SECRETARY, Faow:Cnd o, Lamim sTH ot Diviwton
NCENTIYE AMARDS COMMITTEE Nedical Staff

ACTION RECOMMENDED

ADOPT FOR VL. (DITE ADOPTRD )
ALREADY IN EPFECT SUT THIS SUSSESTION MARKS ABDES CONTAINTION. (BPECIPY BELOY)

DISAPPROVED FOR ADDPTION.
ALREADY N EFFECT AND N0 PARY OF THIS SUSESTION NAKKE ADDED CONTRIDUTION.

REQUIRE FURTHER sTweY. (REIPBCTED MMYE OF CONPLETION )
eTuEa (SPECIPY BIRLOW)

NUMBER IN BOX
REFER SUSBEST 0N "W

REASONS FOR RECOMMENDAT | OM

INDICATE ACTION
RECOMMENDED 8Y
PLACING ACTION

- O e e W m -
P S -

TIn order te gulde the Incentive Awards Committes in mshing final detesrminetion, en snalysis of the antlcipeted
firet £'s snd/er ether bens fits should be shown here. If epplicsble, indicate ond explain belew pre-
posed ﬁ»nu on of savings as (1) alletment seviags, (2) insroused output 2t ssme 200t o¢ (3) applicatien of

resources seved to seme other necessary setivity. If suggestien “-“h:.(w value, such ss mersile,
eafety, stc., please indicate the extent of the ares which yeu think the stlen will affest, l.0.: the ia-

mediate nres, offics-wide, Agency-wide. Attach sdditienal sheet if mere space is mesded.

Somarising the evaluation of the suggeetion:

1. e container would save between three hundrod and four hundred
dollars s year in picnic boxes,

2, It oould possibly save thousands of dollars im perishsble materials
such as vaccines, serums, chemicals, forsea foodp, ete., by longer
refrigeration while enroute to destination,

3, It wuld save man-hours as it is 2 wo=in-one container, capable of
housing both frosen and controlled temperature biological for several

days. :
Unlike pionic boxes it has unlimited space,

It agsures AZency of proper refrigeration and r emoves responsibility
from airlines, , ’

Msterial can be shipped anywhere in the world i th assured refrigerat.on
s winimum of six days and a maximum of eight dayn,

D SORTINUED 0N ATYTAEML® $NCCIY

- o T STSRATURT Y TVALGRYTNE SPPIRTAL (Type aalS W0 YITIO}

(.Y %4 4 )
| 25X1A
7 b N/ - [T5% Deputy Chief, Administrative Support Div./Ms -
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Yo: Executive Secretary, From: Chief, Administrative Staff,OL

Incentive Awards Comuittee

1. Adopt for Use. {Date adopted FAIL 1956)

, This wuggestion has been sdopted and placed into effeet in the hand-
iing of shipments of medical supplies requiring refrigeration. Tae necessary
implemsntation bas been accomplished through the joint efforts of the Medi-
~ad Office and personnel of this Office.

This suggestion will yesult inian estisated savings of $1,020-00 per
yoar, wolch represents the §ifference in zost between the previous con-
iainey ubtilized and the new containesr, Yor a total of 68 shipments per
year' . :

Tu addition to the savings in containers, it is estimated the tangible
wenefits in reducsed transportation soets due to weight savings, will
spproximate betwesn $450 and $600 annually.

ihisg Office is presently developing technizal specifications for
the new container and upon completion of written specifications, it is
recommended that this suggestion then be submitted for consideration by
other Government agencies such as Public Health, Department of Defense
Medical Procurement Agencies, and any others vhich have oceasicm to
handle shipments of medical items requiring refrigeration.

T Pebruary 1957 -_
CIA INTERNAL USE ONLY
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