[ Approved FOY Release 2000/08/15 : CIA-RDP80-00832A008200070026-0

22 January 1957
CIA IRTERNAL USE ONLY

Suggestion No, 1053
(Sse Suggestion No, 1102)

Date of Suggestdon: 6 July 1954
STATINTL ‘

I sescatary 15-6

A, Sumpary of the Suggestion:

Suggaster proposes that manila transmittal onvelopes have
an outside slot or window, perheps the size of a 3" by 5
eard, a nev card could bw inserted in the aloet each time
it was used and thus avoid unneceasary wasts.

B. Evalustions of the Concerned Offices:

a., 28 July 195 evaluation by C/AS/0L reccmmended disapp-
roval, {Attachment A).

b, Suggestion disapproved by Incentive Awards Committes
at meating of April 1955,

8, Suggester notified of turndown by SAS letier of 20
Ap!‘il 1955,

d. Records Management Staff did a study on envelopes in
1956, The window envelope idea has been adopted, with the
approval of the Office of Security.

: f. RMS recommends the award be shared, Suggsstion No-
1053 to get 1/3 of the aumrd and Suggeation No, 1102 to get
2/3 of the award. (See attached evaluations from Chief,
RS dated 29 November 1956 and 16 January 1957, )

C. Resommendations of the Executive Secretary:

Approval. . Cgsh awvard of $75. (875 award represents
/3 of the total ¢ash award of 2225 recommended fog th:s m‘zgea
gestion and Suggestlon No. 1102, )
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T0: Executive Secretary, Incentive FROM:
Awarde Cormittee Chief, Administrative Staff, Logistics Ofﬁc#

ACTION RECOMMENDED

CHECK APPROPRIATE BOX:
[C)) suapestion alresdy in effect and

(] acoot for use. ‘
no part of suggestion makes added
(] pisapproved for adoption. contrivution,
[ suggestion already in affect but
[T requires further study , makos added contridution.
(indicate delow the expected .
date of compistion). ) owmer (plenne spacify in section
betew).

“RCANS FOR AECIIBRRTION

Tn order to guide the inceative Amarde ToanTiiee 1 making Tine! detarsinatlon, an snslyels of The enticipated
flest yourts savings snd/er ather sonsfits should be shewn here. If appilieadie, indleate and sxpialn beilcw pro-
posed dispesition of saviags &8 (1) allotaent savings, (2} Insreassd sulput ot seme soat or {3} application of
resources saved to some ether necessary sativity. 11 suggestion contains Inteagible value, such ab sorale, safety,
stc., pioase (ndlcate the sxtent of the aves whieh ‘“ think the suggestion witi affeet, l.0.) the ismediate area,

office-wide, Agency-wide. Attach additions) sheet 11 sara space !9 nesded.

1. At the present time Building Supply Rooms are stocking two sizes
of messenger chain envelopes to be used for intra-Agency mailing. These
1tens adequately serve the functions referred to in this suggestion.

2. Suggestor should be commedded for his interest in this prograni.
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Wor Release 2000/08/15 : CIA-RDP80-00832A000200070026-6""’

P - L A e T



-~

STATINTL

Approve‘a For Release 2000/08/15 : CIA-RDP8030832A000200070026-0

3

<3 dunuary 1957

Suggestieon No. 1057
Uatan Y Movenbsr
e {raer, Physical Sesurity Diviaion
FROMs Shisl; Resords Msnagemenw Siaff

SUBSECT. Changas in Agency Chain %nvelonas

1. Besurciev Olenvines awl Approval is heroby recuested Tor
enm iy oA Led uange. @ i1 vhe "ehaly envelopa® curren iy bring uvsou
Ly b3 Agency These :hanpes will assure grsater o7 ielensy ov
operr sion, & 38ViNg in oporating man-hours, and wizonomy in envelope

sane mptlon.  Tos changee are as followvs:

2o Yo oproatioy bo provide for sddresses on Lhe Thaes or

aek & Lhe e Ivaions.

£y ‘M atoptici of the “striar and hutton' fostener rather
4T nenling whe envelopg with sn adhesive tane

C Ths atilvion of & “window envelons® on ths Tave of ths
eln envelors Lo CRITY Suerd e vevaints This will assure
e hght, recaipt with the appropriete matorial and elimiosts the
tagonl wiiiing of the addyress.

S Thas naw sy

Telops will ba Fer internsl use enly .

| : }‘K,}"?’" a1 ‘:.1.;:%*'5;4 Vel the now enveispe will alse he used
48 the “outer envelops® $n the tranamittal of highly classified

materisi within the Agagcy .

o Hublest ta tha concurrenss of the (0PTice of Sscurtty with
f;,ﬂa prorogal. this office will prépars tha necessary ingtractions
B Laplament Lhe change These ingtructions will tm zoordinated
vith vour »0fles prior o iaspance. '

Date: 30 Nov 44
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Suggestisn No.

EVALUAT | ON OF EMPLOYEE SUGGESTION 1053

L

T0: Executive Secretary, Inoentive
Awards Committee

FROM:

‘Chier, Records Menegewent Staff
ACTIQN AEDDOINOED . i

CHECK APPROPRIATE BOX:

[XX] aost for use. S 0] wesestion sireayy in oftess ans
N , oy SRR 9 aggsitien ane added -
[, olsaswroves tor adogtion, = . . opaden, ‘
L e ) eippietied Wiresty Be offess vit |
[ romvires trtmor mey . . 77 T g -
(Indicate below the emponted . I ol G .”'e«,,!- " i
date of completion). ) wner (stenmi apsetty taAeetion ‘
| i J
— IS 08 AR

In order to guide the imcontive Asards Loamittes I o—tﬂn. 40TY timla“lﬁ, W IR SRtTcTpated

tirst yoar's savings and/or othor denafits should b shewn have., |f wWpptlesie, ullu‘o and osuplain veliow pro-
posed dispesition of savings 38 1) slistment ssvings, (2) Incrossed sutput ot same aoet or 134 eppilication of
resources saved to some other macessary sstivity. If w.rntlu spateing Intimgidle vel suth as morale, safety,
etc., plosse Indicate the extont of the arss which ‘w think the suggestion will sffeet, 1.0.; the lamediate area,
efflco-wide, Agency-wide, Attach sdditions] sheset 1f sere space 1s noodes.

A decision has been meds $0 make two shanges in the Chain Envelope:

1. Becure the envelope by the use of "8 and Button® thus eliminating
the use of adhesive tape for sealing. Suggestion 1102)

2, A “visdov" type oml:r vill be securily attaehed to0 the Chain Envelope |

ing the Courier Reeeipis. Readdressing the envel
vill not be necessary in such esses, 1If Courfer Receipts sre not used,
it vill be nscessary to place an address sheet or card in the window

envelope:
If s estimated that the af these tvo ‘ould out the ton of
93:1‘1?;.82117’8’ et 15°15¥ {399,100 piea wails suyelapes by 308 o B e e
antic

enrr 1ife the na shain envelaype ! rly eonsumption in chai
;nxiop:;. ::ul “ziu v utﬂa‘.ﬁ?‘rnr, tb:es% of {:-;: vau cn:«-nlc:;-c\ril.rl1

ouble y reduc setimm ollar saving 13 eavelopss 40 epproximate 00
In additiom, there will e en umestimadle dollar saving in sealing saterisls plg fa .3..n
hour saving in perforwing the sealing eperation, :

As the dcllar savings to be realized from the ¢8i

mde iz the Chein envelope

must be evaluated ss & ecuplete s it 1o 1OmMafed that the greas sward be splif
two ways for lndow Eave ! for Suggest
(8tring and tmm of m’,- o lon 1102

STATINTL
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