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dated 26 August 1957
* GS=-6, Secretary
0sI, DD/1

A. Summaxy of Suagastion

Suggester proposes two changes in the present design of
Form 240a, Courier's Classified Mail Receipt: (1) perforate
both parts of the receipt; and (2) carbon interleave the two
part set.

SUGGESTION NO. 5883t
STATINTL '

B. Sumpaxy.of Bvaluations

On 3 October 1957, CIA Top Secret Control Officer; Mr. John R.
STATINTL | stateds

“T am of the opinion that retention of the sendewxs copy of
form 240a in the booklet is the most economical from the
standpoint of man~hours. If the senders coples are removed,
they must be filed. As a result of the suggestion, howaver,
eight of the largest Area TS contirol polnts in the Agency
have been polled. Three of these areas prefer that all of
the forms 240a be perforated, since they do remove the senders
copy from the booklet. The other 5 areas retain the booklets
intact, but would not find the perforation detrimental.

"Ginee thers is no standavd procedure for handling the sendexs
copy of fowm 2402 and the threo areas preferring perforation
ropressnt 2 handiing of at least 50% of the TS traffic, it is
rocomnended that the sugoestion be adopteds

"With respect to the pre-inserted carbon paper, this would
be particularly deslirable since carbon will be used. The
approval of pre-inserted carbon is a question of economy,
which I think should be passed on by Management. The use of
HCR paper rather than carbon might be investigated.”

On 9 Decembsr 1957, Chief, Mail & Courier Branch, AS/UL, Mz. Harry
STATINTL I :tqteds

"¢ is felt that any saving of time or money from the first
suggestion would be negligible. However, some convenlence
would result and in view of the apparently modest cost ife
wolved, it is recommended that it be adopted.
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"I¢ s recommended that the second suggestion regarding the
insexrtion of carbon paper between each page of the courier
receipt book, baz adopted with the following qualification.
This would have to be accomplished by devising some method
which will insure that written infoxmation would not be trans-
§erred onto several other receipt forms,.”

On 22 May 1958, Acting Chief, Records Management Staff, Mr. James

STATINTL I s> tod*

“Based on good Forms Management practices, it is determined
that the suggestion possesses tangible and intangible benaflis
and will be adopted at next reprinting.

3.

Intanuible Benefits

To perforate both parts of the form will not increase
its procurement cost. However, it will contribute
appreciably to the morale of employees preparing ¢courier
recelpts.

. Ianaible.Benefits _ Co )o
ﬁQ Present. Forn

1000 books annual usage (50 sets per book)
cost per book
$100.00 annual procurement cost of present form.
N
(2) oxm
50,000, sets annual usage

.0} ~cost per set

$500.00 annual procurement cost of proposed form.

50,000 sets annual usage
e saconds par set
208 hours annual savings @ 15 seconds pey set

$2.00 per hour (average hourly rate of employees
e ' preparing forms)
$416.00 annual savings in preparation of form
$400,00  increased procuremant cost
$ 16,00 actual tangible savings”

Line.of Puty Stafus
Not in linowof-duty (Sacretary)
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De
1. Recognize intent of adoption by RMS at next reprinting.
2. $60.00 award based on $10.00 award for Tan ible Savings
of $16.00 and $50.00 awaxd for Intangible Benefits Slight—Locgl)
E. Decision of Commit R
<. Adopted _é;éé; Award Letter of Appreciation
e NOt Adopted  /
e
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