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in sddition to tanmgible saviogs wenliomed 1o pars-
graph ¢ 1 by Chief, RID, it is belleved that edcyi om
57 this procedure would result in intangible beri
%0 a moderate degrea iimprovemeﬂt of a& routine i«1 ice)
and to a local axtent (clerical personnel in sevau

divisiocnsY. /_(;]’m o, g W

. BRenefits to area divisions would be in:

{1} Eliminstion of certaln divisicn logging acti:
=03 Tecords.
{2) Reduction in time and work involved in geti .7
pame trace resuits back to the [ield. (M- ‘W—- Prno )
{43 The timing of RID pams traces no longer being
ar¥ected by division workloed, and
{43 Ability of the division to conduct & check of
thaeir own files simultanecusly with the chynk
geing conducted by RIUD: thus resuliting in noie
expeditious hanaiing of routins names cbecks.

-ecowteniation of Executive Secretary:

i. #Hot in line-of.duty.
| 2. fward of $285.00-$335.00 based vpon:
$100.00-$150.00 for Intangible Benefits (l%derat

# 5}1 !
$185.00 based upon net Tangible Savings @f‘ $6,37“g RN

P
d ‘57)'1 25X1A
_// 7
- e o (v >
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SUMMARY SND RECOMUENDATIONG SCR THE COMAMITY 84

27 Octoher 196(

SUSCESTION NO. 58-5843  datsd 2 Juns tosg

STAT

s G5~12, Assistant
DO7r, AF Budgot Offi -

e Jummary of suogestion

STATINTL

This suggestion proposes a reclassification of financi 1
accounts to accommodats “unctional activities, thereby rewi: 7+ alj
administrative and operaticnal reporting. This provides a '« i-sr
basis for executive management.

This preposal deals with the revision of thz current Accounts
Classification and related financial and operational regort:ng.

Basically 1t was designed to; first of all establish a wnifcri method

of measuring costs and accomplishments of each activity on ¢ v:pid.-
wide basis; and eliminate the thousands of man hours spent }-
varying numbers of persons anc staffs in initiating, review .,
reporting and directing hundreds of small FI projects, none of
which gives them an overall wview.

(The suggestion wes originally reviewed by the Suggesti
Awards Committee on 9 Februaxy 1960. The Chairman proposed
tabling final action for appreximetely six {6) months until
system had a reasonazble trial period, end until the Comptrol .-
could evaluate his rawt of the new system.)

Yo Summagxy of Evaluatign

This waluable suggestion sewved as a basis for a comple .-

modification of the mamner in which Claadestinae Services Ope ~iional
Programs are prepared for the knowledge and approval of top- w1

management. {0ld and new reporting foras will be available

the meeting.} This is the first step in this revolutionary ':ﬁfoﬁﬁlg

and it is expected that othsx similar steps will follow, suc . :
the substitation of country activity plans fgr projects as t

@
vehicles for approval abeve th: dlvision level and the recla: sifying

of accounts.

| Assistant to the Deputy Dirsctor Plans
stated in February, 1960 that he considored this idea to be n
the High-Extended tategory. He elso xonarked that Mr. Bisse .
has used a copy of the suggastlion repeatedly as an exhibit te
emphasize the new streamlining efforis of his office.
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 BUGEBETION N0, 58-584 {continued)

~

,7/3, In his latest evaluatian, the Compiroller states that
sp@cifica of the suggestion itself do not affect the tsehni -
used in the 0FPice of the Cumptroller te prepare budgets, ¢ 3
late accounting deta and to prepare acccunting reports., 4&c ovi-
ingly, he recommends that the Chief, DD/P, PG be comsulted o»
data on the recent developments thet way have resulted frov
suggeution.

" Chief, DD/P, PG, was consulted again on 19 October 19€7.
Hia views are still as stated in his Janvary 1560 eveluatic
“*" BEven greater benefits cannmot acecrue until enother year v
two vhen other phases of thils proposal might be placed imtc
operation. He Tates the suggestion as worth et least $400. 7
to the origina‘*ora

€. Recommendation of the Executive Secretary
 1“ Not m line-of-duty.

$h90 00 award based on the Intangible Benefits

(Bigh-Extended)
D. Deeision”uf the C@ﬁxmittée ) ,
- _i___Adopted ¥ diéﬁ&wazﬂ . Cexrtilicate of A=y o ation
. Fot Adopted STATINTL

t
T ““ls (““’ EMJ

-
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SUGGESTION NO, 60-478 {Continued)

.C. Recommendation of the Executlve Secretary

s

1. Not in lipe-of-duty.

2. $150.00 to $200.00 award based on the Intangible Be'«!its
{Moderate-Extoniud)

3. Referral to CSC for distributior to Army, Navy, Alr,
NSA.

D. Decision of the Commititee

V/gfyiigf qggﬁ’ﬂ :

s ———— pmoTo [ ——

Not Adopted

-0
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60--44% SRCL.CO { Tntancible Benefits (i

( Targikls Savings $5,00
60=-478 5 a0.00 Intangible Benefits {iod-Ey:
60-588 $126.00 Tangikle Savings $3,7

611 $125.00 Intargible Benefits (tog-L

6l-12 s 50,08 intangible Benefits {Siielou’
61-23 810000 Tangible Savings $3,700.0

6133 $200, 00 Intangible Benefits. (ModeBut)
61-39 $105.00 { Intangible Benefits (S1i-Lim
{ Tangible Savinas $2,150.¢

6140 ¥ 25,00 Intangible Benefits {(Hob-L1i)
Imterin Awaxd
51=80 $125,00 Intangible Benefits {Mod-Lzo)

Il FGIRB

’ . PR RD T U SR 2
The mgeting ~iljoirned at 4510 v

25X1A

Approyad

25X1A
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Committe:

he

i

GeoBafaeB=E=T

all Incentive Awards Administrators in the Federal

Government, They also attended a Fedefal"lndentive
Awards Ass oc1atian meeting at which the Commissionsr

Mrs. Gundexson,was the principle speaker.

There will be a Civil Service Commissicon meeting at the
General Accounting Office Auditorium the afternocon of
November 15th. If any members wish to attend; pleasa
let the Executive Secretary know aftexr the meating, and
reservations will be made.

Ne have received a proposal from the DD/i area to launch
an "office level” progrem -- starting vith one component
and then perheps expanding inte others.

Memos have bean prepared for the DD/I, the DD/P, and the

DD/S describing comparative scores for suggestions receiy
and adopted in Flscal Year 1960 -- zemsrhe from the Civil
Service Commission Chaliman and attachments for dissemine=
ation from the Deoputy Direcctor to each Componeni's Office
and Division are included. There are also four commonda—=
tions to cutstanding supervisors included.

2

Publicitys Film Showings == {1} We have continued to show

the "Power of Suggestion™ to Managsment Supervision class
to JOT classes in OTR, to Divisiens in the DD/P, and in
connection with intredueing the new Climdesting Sexvices
Operations Suggestion Fanel.

(2) We have submitted articles for the Suppart Bulletin
with sketchas.

(3) We horrowed & handsome display frem the Life Under-
writer’s Trzining Council and vsed 1t successfully at

-ouy Suppert Buxhibit.

The Exegutive Se fwétaxy ?pr*$@ﬁt%ﬁ the Chairmen at a
large ceremony in 08I ehwere Dr. Sceville awarded $100.00
to an 08I umpl"’*‘ B,

The Comnitios approvad the following zction for the
suggestions indicateds

d‘g [y 9

Totald Awaxd Benefitg or Savings
58w 58] 550,00 intangible Bonefits (Hi-Ext)
59~327 $355.00 { Intangible Benofits (Mod-Lsc)
: { Tanoikle Savings $6.377.00
59m448 $ 50,00 Intancible Benofits (Hod-Lim)
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\ SUMMARY AND RECOMMENDATIONS FOR THE COMMITTEE
27 October 1960
STATINTL SUGGESTION NO. 61-23: dated 18 July 1960

| | GS-1, Courier
oL, DD/5

A. Summary of Sucgestion

Suggester proposed consolidation of two courler positinrns
serving Central, Admin, and North Buildings. Two couriers
average three hours of work each per working day. The comk” na-
tion of these positions and establishmentsof a single route
covering all stops in the three buildings could be put inte
effect by stationing a single courier in the Admin Building o
whom all truck deliveries for all buildings would be made.

B. Summapy of Evaluation

After consultation with the Management Staff Analysts. this
suggestion was tested by the Chief of the Mall and Courier Hranch,
OL, for three days bzginning 28 September 1960, The test .3
successful and the courler posted for the Morth/Central Bui.din
complex has heen discontinued.

The GS-4 courier ($3,755) formerly assigned to the Nor ih/
Central Building post has been assigned to other duties. Tu2
net saving is not guite equal to the salary of the former eouriar
because the new system does require some additional time ar
work on the part of the couriers on the "A" Mail Shuttle runs
which service the Agency buildings in this general area. STATINTL

Co §10

€2
1. Not in line-of-duty. ek,
|72

2. $100.00 Award.

3., Based upon tangible savings of $3,755 an award of 3120
would be justified. However, since the net savingn s
not quite equal to the net salary of the former ccurier,
an award of $100.00 is considered propar.

D.

Not Adopted

Approved For Releae_gﬁ_%ON?ﬁ&lﬁ- L EIARDR80-00832A0@0300030001-1
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SUGGESTION NO. 61~39 {contt®d)

The Assistant Executive Officer, DD/P, sums up this achievement
with the statement that, "...through intensive work and constructive
ideas, he has mede a notable contribution to the quality of the
future mechanized index. He has understood the interrelationship
between the human facter and the terribly rigid demands for
accuracy of a machine system. His new program tends to reduce
human error and raise the proportion of useful machine language
information." This evaluating official; recognizing the spirit
and inventiveness of the suggester adds, "May his example be
encouraged and followed 21} over."

C.

1. Not in linefof«duty,

2. $100.00 awaxd bzsed on Tangible Savings {$30.00) and
Intangible Benefits ($20.00) (Slight-Limlted)

Do i itige

_j{m_Adopted {%lEELJL&MQQ Cwaoafiualz of Appreciation

4

| pecor”t STATINTL

—Not Adopted
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SUMMARY AND RECOMMENDATIONS FOR THE COMMITTEE
27 October 1960

SUGGESTION NO. 61~-39s dated 20 Ju 0960
STATINTL : y G5-8; Typing Unit Supervisor

OFSER/RID/DDP

AW

Suggester devised electro-mechanical modifications to Flexo~
writer machines and an improved program tape for RID/Machine Input
Section as follows:

1. Modification of automatic horizontal margin control which

prevents the operator from erroneously typing beyond the
limit of a 3 x 5 card. Previously, approximately 4,730
cards were retyped annually at a cost of some $344.00.

2. Automatic card advance modifications whichs

a. Prevented the machine from throwing the cards out of
alignment. This defect of the basic machine caused
the operator to stop work to realign cards in the
machine. The man~hour losses amounted to approximately
$1,255 annually.

b. Prevented the operator from starting to type too low
on the card. Previously this error had caused the
retyping of about 30 cards weekly, a cost of about
$112.00 in extra man hours.

3. Another modification made possible the use of an improved
program tape which automatically controls the card format
for WALNUT input. This improvement ensures format consis-
tency, eliminates manual operating @rrors which cost
about $375.00 annually.

Totalbtangible annual savings galned amount to some $2,150.00.

B. Summary of Evaluation

Although Flexowriter modifications usually are implemented
by technically trained persons, this suggestion was developed by
a person whose personal txraining and job responsibilities are not
technical. »

Approved For Releace 2003/54117 * Gk D5 50-06557n0065680¥0001-1
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SUMMARY AND RECOMMENDATIONS FOR THE COMMITTEE

27 Ocioﬁér 1960

STATINTL  sycGESTION NO. 61~90: dated 22 August 1960

A.

“B.

| ], GS-12, SI Analyst
s1, DD/1

Supmapy of Suqaesticn

FDD%s Consclidated Translation Survey is prepared monthly
from lists received through USIB Agencias and other sources. It
lists foreign document translations begun or completed during
the preceding month. It also lists translations which are "in
processs”

As a result of this system, the amalyst checked each subsequent
{ssue of the CTS to krow if the items were available. This entallad
a cumberscme personal bookkeeping and follow-up system. '

~ The suggeéﬁer proposed the following:

~a. Assign "in process” translations a temporary working
numnber.

b. List this temporary number with citations in the
- monthly CIS. }

¢. Analysts can then request "in process” translations
in advance of completion. B

d. OCR/LY can then receive and hold these advance
requests, filling them when the requested translations
become available.

Besides the savings in time, both secretarizl and administra-
tive, the most signifisant improvement 1s the assurance that
important translations do not escape the analysts® attention.
Another advantage: OCR will have a realistic index of how many
coples of each translation the Agency needs.

Summary o Evaluation

This suggestion has been accepted by both 0O/FDD and the CIA
Library. The Library will, upon recelving requests for translations
which are still in process, accumulate these requests. On the 15th
of each month, the Library will send these requests to the 00/
Foreign Documents Division/CIS where thelr status will be checked.
These procedures were puf inte effect on 17 October 1960.

Approved For Release 2003/04/17 : CIA-RDP80-00832A000300020001-1
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SUMMARY AND RECOMMENDAT QN5 FOR THE CONMITTEE

27 Qcoboy 1960

STATINTL  sucoestion 10, 6155 doted 29 July 1960

| | GS=12, Inuedlivence O 'icor
0CL, DDJE

b summaxy of Svagsstien

Suggester proposed that each item translated from Soviet
Publications be idontified by “dote submitied for Editerial
Review", "date sent i the press™ and “"number printed.” It i-
often important to krow when e particular statoment was mads
(or publiished) and in the case of brochuzes and uonographs ;
number of copies printsd. This suggestion will rake transl
moxe valuable to the analyst and free him from the unnocess
process of requesting the original souree through library echannels

B.
1 sTATSPEC Although racent instructions ol _ |
ISTATSPEC [ ]for a particular preject incorporated the essence of o.s
i suggestion, the suggester has focuned attention en the geners)
; problem, resulting in zevised instructions being sent toe LS TATSPEC
ITATSPEC | b implementing the suggestion.
) Data, as requesied, will be included in the reports to the Foil 11ER
Branch personnel and other branches of FDD whenover appropric e
C. Recommendation of Executive Secrotary
1. Wot in line-of-duty.
2, $75.00 award based on Intangible Benafits (Sligh‘s’;%E;;:x;-;. bl
DO
: Adopted Award Certificate of Appreci. ion
) : “w
. Not Adopted . /W( RS m =
o AT IIES

Approved For Reldase-2003/04/175-CIA-RDP.80DG332A000300020001-1
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SRy D RECOMEALATIONS FOR THE COMMITTEE

2’?‘ G’(ﬁ t C}I‘{] 25 :'.9‘60

. SYGEESTION MO, 61-10: dated 21 July 1960 -
STATINTL 0S-11, Phote Cps. Offic

A. Summary ¢f Sugiestlon

Suggester proposed that a Line sdapier be 1sed as a bablery
substitute for low voltage D. C. to power anlencids, time- o oanee
aotors ard Pile mngezine motore on photographic devicas.

Suggestaer reports that the Line Cuvrent Adspter hes b o
accepted by 78D te the extent that Pifleen have been order @ fov
field use.,

B, Sumary of Evaiuatlon

Bocsuse the prototype of this deviee bas Luen vegad op o
tionally at Headquarters continuelly for e pevind of over "0
monthe and has proven much move satlsfactory and dependabl.
a series of batteries, Photographle Opersiions Branch has
an order Por Pifteen curvent adapters with a conmercial co
tor. These will be located strategicslly throuvthont the w i
for use in photec opevations vequirlng D. €. volsage source

¢. Recommendation of the Execcutive Seeretary . whek aduh ws.
by PIG, G,
1. Not in line-of-duty. avd ou|fsD

2, $50.00 eward based on Iubangible Beneflts
(Moderste-Limitel)

1. Decision of the Comnittee .
A W STATINTL
v AAentad S0 o D N P B ROt s o Ay
STATINTL D : T T
Not Adopied W i vre Ko
* mp—zm‘ WW 7
el ILLEGIB gro J

C ,w” « STATINTL

| Approved For Release 2003/04/17 : CIA-RDP80-00832A000300020001-1
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Minimal Award Cases Contd.

22 August 1960

Action Taken ¢ When the present stock on hand is depletad,
Section Two (Paragraph 2) of the back-flap
will be raised approximately one inch as

suggested.
Award s $15.00 awaxd granted.
B
Approved For Release 2003/04/17 : CIA-RDP80-00832A000300020001-1
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STATINTL SUGG. NO. 60‘5793

STATINTL

STATINTL

Sumzazy 3
Action Taken 3
Award 3

SUGG. MO. 60-468:

CSummary 3
Action Taken H
Award 3

SUGG. NO. 60-515;:

Sumpary

11

Minimal Award Cases Contd.
22 August 1960

dated 16 June 1960
[ l; G5-5, Library Assistant
OCR, DD/I .

Suggestex proposed that the classification, "CIA
Internal Use Only” be stamped on the top of
Aperture Carxds in red color; so that classifi-
cation of the documant may be deterained without
resorting to a mechanical aid or vioewer.

All naw Apuriure Caxds requizing tho "Internal
Use Only® classification will be stamped by

the Agency Library as propesed by the suggester.
$25.00 award granted.

W3t

dated 4 Apxril} 1960
s GS«6, Secretary

iShy LY

The suggester proposad that the Agency stock
backing sheets for use in thermofaxing letter-
slze correspondence and documents, in latter
size, as is done in the case of legal-slze
napey .and backing shaets.

Originally the Supply Divisicn {OL) disapproved
the adoption of this suggesiion because they were
going to order 8" x 103" white, bond-weight
thermofax paper; howsvar, after further investi-
gation, the Supply Division ordered thermofax
backing sheets as reguested since the bond-weight
paper proved to have limited applicability,

$10.00 award granted.

RTINS

dated 3 May 1950

[ G5-8, Admin Assistant

EE, DU/¥

suggester propossd a rovision in Form 61Ca; so
that staples or staple holes will not impede the
use of a pen In completing this foria.

-3-
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HMinimal Awarcd Cases Contd.
22 August 1960

Action Taken : The glue method now used in'the binding process

Award

SUGG. NO, 61-18:

Summary

Action Taken :

Award

o

has proven highly satisfactorzy, is faster than
the proposed tape mathod and is moxe economical.

$15.00 award granted

FHIE I

datad 18 January 1960

[ ] $2.50 per hr. (GS-i0 level)
Offset Pressman, PSD, OL, DD/S

Suggester proposed that “"Hobby shop Drills™ be
installed for use in honing ticks and excess
screens off of offset plates after they are

on the press,

A modification of the suggesticn has been adopted
in the Admin Building Printing Plant. Instead

of the electric drills, an electiric eraser has
been tested and is in use. This method, though
satisfactory, has produced no noticeakble time-
savings.

Certificate of Appreciation

SRR RNE

SUCG. NO. 60-564: datad 20 Juns 1960

Summary

Action Taken 3

e

Awaxd

ks G356, Secretary

OCR, DU/1

Sugyester proposed thet Forms 123 and 123a
(Request for Approval of Liaison) be carbon-
interleafed and that Form 123a, incorporating
needed pre-printed routine information, be
formally adopted.

A saving of approximately 27 clerical hours has
resulted in the preparation of sach form, and
forms will be interieafed, preprinted zad made
available for Agency-wide use.

$10.90 award grantaed.

BUEHRE R

=D
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SUMMARY OF SUGGESTIONS AND ACTION TAKEN BY ACTING CHAIRMAN
MINIMAL ANARD CASES

22 August 1960

| SUGG, NO. 61-17: datad 20 January. 1960
dSTATINTL | | $3.50 per hr., G5-10 ievel
‘ Offset Pressman, PSD, OL, DD/S

Suggester proposed that the vertical rack used

for storing offset printing plates be inverted

to form a "V to make plates mors easily accessible
and to eliminate the possibility of damage to the
plates through dropping.

Summazy

o

Action Taken A plate-holding device was devsloped which will
eliminate any safety hazard and will wmkke the

plates more easily accessible.

Awaxd 5 $20.00 award granted.

RN BN

STATINTL

SUGG. NO. 60-532: dated 12 May 1960
[ | 65-15, Ops. Officer

NE, DD/P
Summarxy Suggaster proposed that yellow lines deviding
the flow of traffic be palnted at right-angle
corners in collision-prone areas inm Tempo. "IV
Building.,

Action Taken : Trafiic lines were painied, as requestad, on
20 July 1980.

Award Certificate of Appraeciation

'

SUGG. NO. 61-2 : dated 2 July 1960
STATINTL [ }» $3.15 per hr. {GS~9 level)
Bookbinder - IsD, OL, DD/S

Summary 3 Suggester proposed that machine-sewn sections of
single sels bz glued and pressed together in
order to save hand sewing and the need to have
a taps machinz built for use in connection with
a conventional sewing machins.

Approved For Relegsq 2003(04/17 1 GlA-RPP80-008324000300020001-1
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19 Cetober 1960

LMORANDUM FOR: RECORD
SYBJECT : Agenda for Meeting of Suggestion Awards Commitise

& o

1. The CIA Suageatxgn Swards Committes is schednied to n
or Thursday, 27 Qctober 1960, at 2:00 p.m. in Roem 1-A. |:| 25X1A

(!!
o

2. The following items are enclosed for vour review:
TAB 1 «- Tentative Agends
ATAB 2 -~ Minvtes of Last Committes Meoting

TAB 3 ~-= Sumwmary of Suggestions to be cousiderad ot this
meeting.

TAB & - Summary of Minlmal Awvards

FOR THE CHATRMAN, SUGGESTION AWARDS COMMITTREE ¢ B

25X1A

! Executive Secretavy

Approved For Release 2003/04/17 : CIA-RDP80-00832A000300020001-1
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OGESTION NO. Ol-l: (comtinued)

Recommendaticn of the Biuecutive Secretary

1. Hoi in ilme-of-daty.

2, $125.00 averd btased on Intanglble Bepeflits
- I )
{Moterate-loeal)

Decision of the Gommittiee

s/ _,,_b @ng'. .

(S URIDERSE SN PR

Not Adopted | A 25X1A

o
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SUMMATY AMND RECOVMENDATIONS FOR THE COMMIMYLE

25X1A .
CIEIGESTION N0, Glel: doted 1 July 106¢C
L, 6S-11, Sequrity Offic

DojT, ool

Summary of Bugeesilon

Svggester proposed that the 5% x &7 vepual. eerd file
for recording special imtelligence security ﬂlw&rarces be

wo 134, Thesz facilities sve available within the immedle o v rea;
future expansieon can be completed in a few how's op the we s

compared to saveral weeks or wonths of Uypists® time., BSwp - o
alao proposed that the wore expensive 5,000-recerd cavdine . ised
for o gemersl wecord jpdex, be replaced by a rotary flle.

Summsz of L»Jlukbgmn

“ycmTImamwyWuhmmm,&H,ﬂwﬂmwdib chang 0T
on 25 July 1¢oC. Additional savings will vesuit when the
records for tiw oiher six (6) 81 Speeiel Cembterp are eohab  ol:d
in the DD/Y erea of the new building.

The o0ld 5" = &7 cexde in £I Security Brench, 021 were Lo
down into scwe of the Agsney Componenis as a megus of reco « o
the names of clesred persons in those coamponernis. Undsr ¢
systew, & weehine run will preduce vosters of clesrsd pere o
all components of the Agevey in & matber of several houvs;
a of pera@nnel in other gpecial cetegories ars also avaeilabl
the new IBM sysien whersas balore such dato hed to be prey
? manually. 1t is eatleated thet s total of LT71% elerileal hou
will bz saved by soovariipg all 81 elserane: reeovds to &h
system. Alsy IBEM saxds are 38 expensliva; furthermorse, e ¢
Cardineer to Le used will cost $176.00 less thas the tyve
5" x 8" cardz,

[

There are various intongible benefits acerulng from tiis
suggestion:

L. Foraerly SI Szeurlity Branch sent & record of chap ws
their rester to the Becords &ﬂnter wixera a elers posted the
to the old r2ew yind Hh&, thn naw gysuem Resords Ceuter re
current rostayr saack 2 old roster is destroyed upo:-
ceipt of bbu FEAT k tlong of chanzes 1s no 1.0g

R TRt
RS

necessary,
2. IBY cards arve much sasier to handl@ in the search g )
process.

Approved For Release 2003/04/17 : CIA-RDP_80-00832A00”35§0%M
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SUMMARY OF SUGGESTIONS AND ACTION TAKEN BY CHAIRMAN

Suggglﬂo. 60-205:

Summary 3

Action Taken 3

Award 3

Sugg. No. 60-357:

Summaxy 3

Action Taken 3

Award 3

Suggo No. 60"3593

Summary ';

woproves R AR AR P RO ML

MINIMAL ANARD CASES
30 June 1960

dated 21 October 1959
b GS-12, Logistics Officer

L:, D7 P

Suggester proposed that cost of cables be reduced
through more discriminative use of cable verbiage.
Where cables include allotment or cost center
number the project crypto or "SUPPORT" in lieu of
statlon could be more economically cited,

Chief of Supply, OL, while visiting the area at
fault, explained mistake, and because of this action
the problem was resolved.

Letter of Appreciation

dated 2 February 1959

_|GS-7, Stenographer

NE, DD/P

Suggester proposed revision of Form 51-59,
Operational & Source Cover Sheet, to include lines
for "Country", "Subject" and"File Number" (at
present, these items must be typed in), and to
extend the space allowed for "References" and "By
Copy Distribution.”

This suggestion was adopted and incorporated in a
new Form No. 1467, Report Cover Sheet. Several
coples of this form are prepared for evexy pouched
information report {(many thousands prepared
annually and every field installation prepares
such reports.

$15.00 award granted,
dated 12 January 1960

]|y GS=-7; Fiscal Acct. Asst.

I
Comptroller, DD/S

Suggester proposed that procedures for the Accounting
Branch, Fiscal Division, Office of the Comptroller,
be changed: a) To establish a new general ledger
account to record outstanding cash disbursements;
and b) To require the disbursing Officer to submit

a more detaliled form showing the accounts which

COmNeF = TP EimToe T AL




25X1A

25X1A

25X1A

Sugg. No. 60-359 Contd,

Action B

Award i

Sugg. No. 60-390:
Summary H

Action :

Award 3
Sugg. No. 60-413:

Summary :
Action :
Award :

Sugg. No. 60-415:

v ' RgP200011;
Approded For Relealah003/04/17 : CIA-RDP80-00832A0003Qgp (3
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Minimal Awards Cuses Cont”d;
30 June 1660

form is the only supporting material for these
reimbursements.

A new general ledger account and corresponding
change in recording cash disbursements has bean
established. The second part of the suggestion
was not adopted, however, because the adding
machine tape and the SF1166 already supplied by
the Disbursing Officer adequately document the
reimbursement,

$25.00 awaxd grantad.

dated ry 1960
» GS-5, Analyst
, DD/P

Suggester proposed the deletion of the Abstract
Block on all record and routing sheets. At present
these blocks are checked before any document is
processed, and this step was thought to be unnecess-

ary.

Although the Abstract.Block wlll continue to be
used on all forms, bascause of the suggestion this
clerical procadure, which had been assumed by the
analysts, has now been placed in a strictly clerical
sphere.

Letter of Appreciation,

dated 9 Ma .
E;________Iﬁh_lﬂﬁﬂ___w’ GS~4, Micro-Photographer
chine Division, OCR ,

Suggester proposed that a fipe alaxrm be placed in
Room 7, Riverside Stadium, because the nearest alarm
is not always heard and employees must depend on
verbal instructions as to fire drills, etc.

A fire gong is being installed in Room 7 to provide
a8 warning system for pexrsons in that area,

$15.00 award granted.

dated 19 Feb
GS-14, Area Ops. Officer

FE, DD/F.

Approved For Release 2003/04/17 : C®RDP80-00832A000300020001-1

CO=NmF e IwDwEwNaT o [mAL



25X1A

1 o5x1A

25X1A

25X1A

.-
I

) Fooos  RETRERIE G BTy L e e
o i R e

Approfgll For Reledgg) 2003/04/17 : c|A-RDP80-00832A00M02000@ |

CoOwNoFwlwDeEaN=Tm=AL

: Minimal Awards Cases Contd.
Sugg. No. 60-415 Contd, , , 30 June 1960 -
‘Sﬁmmary 3 Suggester proposed that Farm 1050 be modified so that

Action :

Award : 3
Sugg. No. 60-424:

Summary g
Action :
- Award H

Sugg. No. 60~465:

‘Summary 3
Action 3
Award H

numbers run frem No. 1 at the beginning of the Form,
consecutively, through to the last number at the
end of the Form. At present each section is
numbered from No. 1 on through, and there is
confuslon with several Nos. 1, several Nos. 2, etc.

Fifteen Thousand new forms {1050) have been ordered
by |~ CI, DD/P, and concurred in by
RMS {verbally). The average usage of this Form

- 18 about 100 a wesek. Numbering as proposed by

the suggester, has been adopted for use on Form 1050,

Letter of Appreciation

GS=~4, Guagd

Guard Force

Suggester proposed that incorrect EXIT signs posted
in Temporary Buildings I, J, K, and L be corrected
to eliminate confusion to employees and visitors
trying to lrave these buildings.

Exit signs will be posted where applicable; "Entrance
to Building, Rear 4th Wing” will be posted and
"Entrance” will be posted outside rear of Wing 4. .

$10.00 award granted.

dated 25 Noverber 1959 ' |
y GS-6, Warchouse Supervisor
n/s

25X1A

Suggester proposed that buses be
equippad with electric fans, aimed at the side
windows nearest the driver, to afford a clear
slde view in inclement weathex. Defrosters only
clear the front windshields. These buses are

used £ o tation to scheols, as well as
normal transportation. 25X1A

This suggestion has been adopted
with an improvement in safety and efficiency.
Agency buses are already squipped with defrosters
and fans,

$25.00 award granted.

Approved For Release 2003/04/17 : g.lé:RDP80-00832A000300020001-1
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Sugg. No. 60-480:

Summary s
Action 3
Award $

Sugg. No. 60-488:

Summary :
Action 3
Award 3

Sugg. No. 60=-500:

Summary :

Ge0-NF~I~D-E-NeTwI-AmL

Minimdl Awards Caaes Cpntd.
30 June 1960

dated 17 March 1960

’ Oy

Sﬁggester proposad revision of an internal office
procedure for forwasrding time and attendance

reports | | The
suggestio ra - » and
filing of

offices as well as review of reports by GS-ld4,
GS-13 and GS-5 personnel every two weeks.

The suggestion was adopted in the 0S and placed
in effect on 22 March 1960. It has accelerated
the transmission of T & A awords
offices, and has increased the efficiency of the
operation.

25X1

$25.00 awayd granted.
dated 13 April 1960

s GS5=9, Operations Officer

I
SR, DD/P

Suggester proposed that the schedules for the
shuttle buses be listed in detachable form in the
Agency Telephone Dirasctory to make the printed
schedule easily accessible to all employees.

The suggestion has prompted a notation in the
Directory of where and how to obtain Agency
shuttle bus schedules, which will read as followss

"Agency shuttle bus schedules may
be obtained by Agency suporvisors
or their authorized representatives
by calling 25X1

Letter of Appreciation

dated 14 April 1960

s G5-9, Logistics Officer

0S, DD/S

The suggester proposed that the second-floor storage
room presently used by the Office of Security for
handling bulk operational equipment, stationery and
supplies, visual aids, etc., for Headquarters and
the field, be transferred from its present location
ong floor and two wings away from the Office of
Security, Logistics Branch, to the existing guard;®

Approved For ReleaskOS¥GT04PPP bﬁamwoﬁﬁzﬁ?@ff&MG‘F’ft to the
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Minimal Awords Cases Contd,
Sugg. No. 60-500 Contd. 30 June 1960 :

wing housing the Logistics Branch which has
charge of the room.

Action ¢t The suggestion will eliminate the hauling of an
average daily 65-pound delivery to and from the
second floor of the building as well as cutting
time required for issuance and receipt of the
equipment. Prcbability of accident or injury is
lessened through the elimination of carrying
heavy equipment up and down stairs.

§ - Award | ¢ Letter of Appreciation
1 25X1A Sugg. No. 60-524: dated 25 April 1960
i | b GS=-12, Investigator
0s, DD/S
Summary 3 This suggester proposed that the unused space in

the Noxrth Barton Parking area be made into a

legal parking space. It had previously been
considered illegal due to the fact that it adjoins
the fire lane. This area is large enough to
accommodate two cars and the suggester proposed
that he be assigned one of the spacas.

Action ¢+ The suggestion was acted upon by the Office of
Logistics and brought about a slight improvement.
Originally this space had been assigned to the
Office of the SSA, DD/S, but was abolished to make
8 needed right-of-way. Due to the suggestion,
the space was converted and assigned to the Office
of SSA, DD/S.

Awaxrd ' 3 letter of Appreciation.

Approved For Release 2003/04/17 : CIASRDP80-00832A000300020001-1
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SUMMARY OF RECOMMENDATIONS FOR THE COHM g
o o . . TR DS

: P e e ER TR | SR R 23 June 1960
| P 'SUGGESTIONS NO. 58-618: dated 16 - o
STATlNTL b=9; Analyst
. 58-6321 o
' y GS-7, Secretary
59-119: e
Jeputy Branch Chief
| o .
59~190:
GS~13; Case Officer
-59-22é:
‘ ~12, Ops Officer
59-2451 .
Chief, Ops Branch
59-273:
Py, Intell. Officer
59-384:
' \dmin Asst.

. ‘ o 'Vﬂ‘i,/DD/P.'
© A. Summary of Suggestions ‘
- Suggesters proposed.revisions to the Dispatch Form (Form 53),

v ‘ Dispatch Continuation Sheet (Form 532}, and the Routing and Record
Sheet (Form 610b). | ‘ o

B Swmnary of Evaluotions

Al these suggestions were ¢ onsidered together in a study, by
the DD/P and Forms Management Branch/Records Manogement Staff, of
the Dispatch Form and procedures. The combination of these eight
‘suggestions pointed out troubie areas and recommended sclutions.,

 Approved For Release 2003/04/17 : CIA-RDP80-00832A000300020001-1
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ST G U g e g
ML U AR RTE ke

| i Sugges%ibh - Print 610b, Routing & Record Sheet,.cn back of
‘ Dispatch Form, to allow flling of pertinent informa=-
tion without filing the record sheet. (58-618 & 59-273)

( Action = -~ Pertinent information is noWa part of the Dispatch

- Form. The new Form can serve 46 a routing sheet in
lieu of Form 610b. The principle of these suggestions
has been adopted. ‘

'

Suggestion - Have letter-size Dispatch Forms for use in short
administratlve~type dispatches. (58-632 & 59-273)

Action - The new Digpatch Form has a letter~size message area.

Thus, the principle of these suggestions has been
adopted. ‘

Suggestion —- Include the Releasing signatures in true name on the
_ . Record copy -~ to eliminate the need for filing the
Routing Sheet. (58-632, 59-190 & 59-273) '

Action -~ The Releasing and Coordinating signatures in true
' name are now made a permanent part of the record
coples of the new Dispatch Form. Thus, adopting

these suggestions.

Suggestion -- 58-632 requested that the new Form be made up in
' Original and eight copies. 59-384 requested that
, the number of copies to be forwarded to the Field be
reduced to two. ‘ :

Action ~— The new Form is made up in Original and five copies.
Extra copies, as needed, can be made on plain white
letterex. Instructions for the use of this new Form
stress limiting the number of coples as much as

 possible. Again, these suggestiions pointed out the
néed to study the distribution aspect of the Form
and the need to again stress cutting down on the
distribution. o

Suggestion -- Place a perforated tab on the top of the Form to allow
- easy detachment by offices needing copies. (59-119)

Action -~ Although this suggestion was originally considered
, . - non-adoptable bucause of the added expense of such
a tab, the now Form does have a tab which has the
added purpose of giving general instructions. Thus,
this suggestion has been adopted,

!
pr‘p‘rdved For Release 2003/04/17 : CIA-RDP80-00832A000300020001-1
. ‘ L . -2_ . )

Colal TR T B D R A T 51 & I o oas 7




Approveuor ReleM#2003/04/17 : clA-RDPso-oos32Aooouozooo1-@
‘ ' C~I~A I-N-T-E~R-N-A-L U-S-E O-N-L-Y

T

Suggestion ~- Data identifying the dispatch (i.e.9 Dispatch symbol

- and number, file number, cross reference, date typed =
et ~ and date dispatched) be placed on the bottom of the

form for easy identification when filed. (59-222,
59-245 and 59-273)

Adtion< - This information has been included on the bottom of
‘ the form as suggested.

59-190 — Suggested using the CS copy to record comments (as well
as distribution.)

The form is too complex'now to bother with extra Space
for comments. If comments are necessary, an extra piece
of paper can be attached.

59-273 —- Provide an extra tab to help reviewers in finding the
original copy.

This idea was considered impractical, too eXpensive and
a problem of very minor signifimnce.

Revise Form 53a by providing letter-size copies, dnd
- placing identifying data on the bottom of the page.

bIP a normal work-planning exercise, form 53a will be
considered in about nine months from the date form 53

is distributed, to determine the need for this and any
other revicions.

Form 610b printed on reverse side of cable form.

The cable form 1s set up for mechanical distribution,
and that form already includes the pertinent information.

E. Recommepdatjon of Executive Secretary

1. Not in line-of-duty.

2. Total award of $200.00, based on Intangible Benefits
(Moderate~Broad) to be divided equally between the
eight suggesters ($25 00 each).

F Decision of Cogmittee 2 (P

Adopted Q53"f1’Awavd Letters of Appreciation
_Not Adopted '

Approved For Release 2003/04/17 : CIA-RDP80-00832A000300020001-1
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© SUGGESTION NO. 58-543: dated 8 Mav 1958
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23 June 1960 |
_ 1~ SUMMARY AND RECOMMENDATIONS FOR THE COMMITTEE . ... . . __

GS-12, Admin-Services Officer
tCniet, VM Reposito
’ pository STATINTL

supmary of Suagestion

Suggester proposed that where feasible all IBM paper for the
making of machine listings be made a standard size for Agency and
Government-wide use. This would permit such lists to be filed
upright in standerd filing equipment, expediting searching, and
saving 8" per file drawer or 33 1/3% per file cabinet. Offices
filing the 11" paper in standard equipment file it flat, item
upon item, or fold the paper over, resulting in lost motion and

‘unnecessary use of space.

svmpary of Evalyations

The suggestion was referred to the 20 offices in the Agency
receiving machine listings for comment. OCR had already converted
8 portion of their operation to 10" paper. All other offices
agreed to receive their reports on 10" paper axcept Comptroller,
Logistics and Audit Staff who wanted to be sure that procurement
costs would not be higher if they agreed to use 10" paper, However,
Comptroller has already agreed to have some of their forms on the
501 run on 10" paper. :

Since 10" IBM paper was not a Government stock item, which
made the cost higher than the 11" machine listing paper, this
proposal was sent to the largest users throughout the Government
to determine if sufficient Government-wide requirements existed
to make the 10" paper a stock item. As a result of this suggestion,
at least five Agencies have thus far indicated willingness to use
10" paper. Naticnal Buying Sexrvice, GSa, New York Officey has
taken procurement action and the 10" tabulating paper will be
available on 1 September 1960 or before, in the GSA Regional Depots.

As a result of this suggestion, all forms for use on the RCA
501 have been ordered at the 10" size and considerable savings will
rosult as soon as the paper can be procured through GSA channels.

Evaluations teceived from Chief, Records Managemeﬁt Staff state:

"eesThe problem area is not the small number of

large volume users, such as statistiecal and

accounting units, which are usually in secure
~areas where their material can be stored on

open shelving, but is those small individual

users whose numbers are in the hundreds and

who are forced to store oversize records in

Appro{/ed F&it RRdeage 2003/04/VpmER-RDPBD:00832400030000601-1
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SUGGESTION NO. 58-543 {Contd. )

"esoIt is recommended that this gqse be rated
Moderate-Local under the §nfgh§i§%e'9c§1§.

is believed that the most important value of
the suggestion to the Agency will be by savings
in safe and cabinet space and in increased
filing efficiency for many users of machine
listingscoe."

i R b il e i o di S B i R

C. a F Exe ve Secreta
1. Not in line-of-duty.

2. $150.00 award based on intangible benefits
(Moderate-Lecal). Tangible savings for this Agency and the
remainder of the Government will be considered at sush
future date as it is possible to compute sawvings in procure-

ment costs. ‘sz
D. Deglalon of Gommittee . I@WK |
__:::;Adopted /

Award Letter of Appreciation

Not Adopted

-Pe

I3

Approved For Release 2003/04/17 : CIA-RDP80-00832A000300020001-1

CoTul  ToNeToBEoBolNeAl DoGoBf  OoNeloV



; T R e by
a4 ‘ . R T

W

ApprovedEpr Relea$880003/04/17 : C|A-RDPso-oos32Aoooﬂzopo1-_156
S C~I-A I-N-T~E-R-NeA-L U-§-E O-N-L-y

 SUMMARY AND RECOMMENDATIONS FOR THE COMMITTEE
- 23 June 1960"

|

. SUGGESTION NO. 59-1: dated 7 May 1958

JSTATINTL GS-11, C/57S Branch
| ' g | gTIﬁfTﬁﬁ‘SEEvIE§§ Division, OL, DD/S

(now with EE Division overseas)

A, (8] f <] ‘
Suggester proposed two changes in the Offset paper plates now

in use in the Agency: (1) Change the size (width) of the musters

used by placing in the supply system a more economical medium

run master, 84"x 15", The 83" x 15" medium run master costs

$3.93 per box of 100 vs. $4.89 per box of 100 for the 10" x 153"

size, (2) Change the marginal indicia preprinted on the mesters.

" B. Summory of Evaluations

1. VOL/Supply ﬁivision solicited various Agency offices and
concluded as follows on 5 February 1959:

"1t has been determined that the 85" x 15" medium run
masters, with marginal indicia, are available from approximately
. five manufacturers and may be procured on Govarnment Schedule.

v "This office will abide with the desire of the Printing
\ Services Division which, it is believed, is better qualified
to determine the advantages and disadvantages of masters which
are used on a day-to-day basis. 1In other words, we agree
‘with meking 83" x 15" medium run the standard and will do so
unless PSD sees technical objection.”

2, OL/'PSD9 on 11 February 1959 stated: "The printing Services
Division has no technical objection to stocking the medium
. . ‘run 84" x 15" offset paper plates. Supply Division records
0 - indicate that 3,000 boxes of 10" x 15" plates have been used
o - in the past six months. At the above rate it is estimuted
* that 600,000 plates would be used per year. This is an
estimated savings of $.96 per 100 or $6,000 per year, provided
“the entire Agency uses the 83" x 15" plates."”

3. [ |Chief, Adm OL stated on 12 August 1958: "As to
‘ part of the suggestion, the indi¢ia form has no
effect on the printing ability of the master. The indicia
. amounts to guide lines to assist the typist in typing the

; masters. Adoption is recommended and e minimum award suggested
- since the results are mostly intangible."

STATINTL

Approved For Release 2003/04/17 : CIA-RDP80-00832A000300020001-1
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SUGGESTION NO. 59-1 {Cont’d)
c. ‘

The Suggestion Awards Committec reviewed this case on 25 March
1959 and voted to defer award decision until such time as issuance
figures were available which would prove, over a reasonable period
of time, that the new medium run master was agtually being used in
lieu of the less economical other size paper plates.

D. nggl;g of Issue Experience

1. In December 1959, figures obtained from OL/Supply Div/Stock
Management Branch covering issues for the past six months’
period indicated that the savings that could have been
realized from complete utilization of the 84" x 15" master
would have been $1035 or $2070 for an annual period. This
would have justified an award of $80 based on tangible savings.

2. Shortly after the above determination based upon issue experience,
the following objections were received from the offices indicated
with respect to eliminating the 10" x 154" medium run master
from the supply systems

d. OL/PSD stated informally that the new medium run master is
difficult to handle and they preferred tc use the 10" x 158"
medium run master for certain types of jobs.

~b. OCI Secretarist stated on 8 February 1960 that his office
uses 95% of the mats issued to the DDI area and that they
need the wide mats and their customers do too. He stated
that they need to write on the margins to explain points to
individuale reviewing the report.

E. Conglusions

OL/Supply_Division intends to retain the new Medium Run, more
.economical 83" x 15" master in the supply system because it
represents a savings, wherever it can be used; $3.93 per box vs.
$4.84 for the 10" x 154" master. For the first quarter of 1960
.a totsl of 115 boxes of the 10" x 154" masters were issued in
-comparison with 600 boxes of the more economical 84" x 15" master.
However, the level maintained in stock or on order on each of the
two masters is relatively the same for a six months'® period, i.e.,
1200 boxes for the 10" x 158" and 1250 boxes for the 83" x 15%.

F. enda s _of Executive S Q

1. Not in line-of-~duty.
2. $50.00 to $100.00 award based upen the following criterias

. For adoption of the more economical offset paper plate
in the supply system; $25/350 slight-local.
‘Approved F%_Rekgea%%%o%"g : %’Q;RDPS -00832A000300020001-1

marginal indicia praprinted on the
masters;y $25/$50 Slight-Local.
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SUGGESTION NO. 59-1 {Cont'd)

i Gp acision o £ the Com ittes

’
Adopted 75&;353?& Latter of Appreciztion

—__Not Adopted
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23 June 1960

25X1A SUGGESTION NO. 60-82: dated 24 July 1959
. ‘ E;::;%;;::::f::ﬁ, G$-8, Technician
o ) - 3 | |

A Suggesti

Suggester designed a plastic dust shield assembly to cover the
function box and main shaft of M-28 Teletypewriter equipment.
The dust shield curtailed the flow of paper chaff into moving
parts of the machine and resulted in considerable savings of
- maintenance man~hours.

LR B. Swmmary of Evaluations (See alse "Customer Resctions”, Tab A)
1 25X1A . ' ) ’

1» | L OC/EQ sta.tadf

"To accomplish this suggestion, twelve dust shield assemblies
were fabricated and installed on Model 28 printers in various
installations throughout the headquarters area. The modifica-
tion proved to be most affective on machines handling multiple
copy paper, where the accumulation of carbon and paper chaff
is extremely heavy. The modification also reduced the accumu-
lation of normal dirt and dust in and around the Stunt Box.
The test proved that the design of the shield can be further
improved to make installation and removal easier. When current
workload and personnel situation permit, this redesign work
will be undertaken and a suitable quantity of shields will be

1 made up for installation where applicable."
1 25X1A P T PP ,

2e ‘IOC'./E, and | |’Chief, Wire Maintenance 25X1A
~ Sectlon, OC/E added the followIng Informatlon:

a) The suggester calculated tangible savings of $3,022, based
on installing shields on fifty machines, but OC believes Intan-
gible benefits are more realistic.

b) Without the shield, the dirt and shredﬁhgé/failing in the
Stunt Box cause lubrication absozption and subsequent functional
break down of bars und levers. Removing a Stunt Box and .
installing it again takes at least an hour; also, maladjustments
often result from this maintenance task, necessitating additional
- service man-hours. The dust shield device will extend the
operating time of the M-28 machine.

3, Commo intends to mass produce this shield amd on some 300 M-28's
88 soon as they make one minor modification in the original design.
OC will contact Teletype Corporation to determine if they would be
~willing to place » similar shield on future M-28 machines without
additional cost, or just what ideas they have regarding use of the
shield. 0OC will also contact other appropriate Government agencies
through their technical channels to determine if they are interested
in using the shield on their M-28 equipment.

- Approved Fo;"f-‘ReIeaSe 2003/04/17-$-HACRIDABI-00832A000300020001-1
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SUGGESTION NO. 60-82 Cont’d. ‘
"D, C SNG4 E Se

, 1. Not in line-of-duty. (Suggester is a wire maintenance
technician, not responsible for modifications to equipment.)

.2« $200,00 award based on Intangible Benefits (Moderate to

High-Local)
E. Dacision of the Compittee
I/;\clc;pte«! *sgéégi_ﬁward Letter of Appreciation

St ——

Not Adopted

-2~

Approved For Release 2003/04/17 : CIA-RDP80-00832A000300020001-1
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 CUSTOMERS/REACTIONS

o 25X1A '1;| |presén't1y
o ... . Uges fifteen M-28 Teletypewriters in the Headquarters area and
e will soon have sixty machines in operation (Headquarters and

 Field). 1In Headquarterss OC technicians perform the maintenance on i
‘their M-28 machines. In the field,[  |1s responsible for STATSPEC
maintenance on the M-15 and M~19 machines which will soon be -

N . replaced by the M-28 printer. In response to our request as t
25X1A. _ the value of this suggestion.| __ |saids : / I
. "This_ié‘q very valuable and worthwhile suggestion and I think
- ‘the benefits due the suggester should be judged quite liberally.
The man has come up with an answer that should have been built
f A into the machine in the first place. The fact that the Tele-

typewriter Corporation did not come up with this soiution is
in the suggester‘s favor.

- Ty

b. "This development will alsc reduce preventive maintenance on the
M-28 printers. The savings in maintenance time in the field .
will be significant because[ | personnel who maintain the M-28's STATSPEC
also have other maintenance responsibilities. . . \ &

€. "More significant is the fact that we will be able to keep less
costly spares on hand. The cost of the M-28 Teletypewriter
ranges from $2500 to $3,000; in smaller installations where

- we normally would have kept two machines on hand, one as a spareg
‘;Z may now be able to get by with one machine. ’

Al

I

de "A_delay‘in receiving vital information due to machine break-
down cannot be calculated in dollars."

1

|r95ponsible for the operation of M-28's in OCI
E31qT « S

25X1A 2

a4« Our twenty-five Model 28 printers operate twenty-four hours a
day, seven days a week at 100 words a minute, not sixty words,
as 1s normal. They have experienced many preventive maintenance
difficulties in the past because their material goes directly
L to the customers and the many copies add to the accumulation

, ‘ of paper chaff in the function box.

b. OCI is an "action station" and any delay in the receipt of
information could be embarrassing. At times they have had as
many as eight and ten printers out of order. Particularly
when vital information is coming in, such a delay is ynhcon-
scionable.

Approved For Release 2003/04/17 : CIA-RDP80-00832A000300020001-1
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SwE~CuR=E-T
Sugg. No. 60-\-217 Contd.

0. Declelon of Comities

. : I
————tdopted : #ZQ Awarxd Letter of Appreciation

e Not Adopted ' .
el

- -
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SUMMARY AND RECOMMENDATIONS FOR THE COMMITTEE
23 June 1960

STATINTL SUGGESTION NO. 60-262: dated 16 November 1959
- v |, GS-6, Photostat Operator

SD, DD/S
/
A. Summa S esti

Suggester proposed and built a device which facilitates the
process of manually cutting photographic and Xerographic copy
for the Copyflow machine. The device, which is electrically
driven, controls the rotational speed, and the paper-feed rate,
thus eliminating major operational defects.

B. Summsry of Evaluations

Printing Services Division has successfully used the device
during the past three months. It has increased efficiency in
the cutting process through less operator-fatigue due to
constantly pulling paper from the roll, eliminatiocn of over-
supplying paper to the cutter and realignment of paper in the
cutter, as well as providing a smoother and more satisfactory
means of manual cutting.

The device has a potential value to all departments, inside
and outside the Agency, using Copyflow equipment. RI has told
us informally that they have placed requirements on PSD for
‘two machines.

C. Recommendation of. Executive Secbetagx
1. Not in line-of-duty.

2. $100.00 to $150.00 award based on Intanglble Benefits
(Moderate—iocal)

3. Referral to CSC for possible Government-wide application.

D. Decision of the Committee
' Yo
Adopted Awarxrd Letter of Appreciation

e Not Adcpted

Approved For Release 2003/04/17 : CIA-RDP80-00832A000300020001-1
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A.  Summary of Swggestion

B.

C.

D.

investigation and see them through to conclusion. |

. 'SUMMARY AND RECOMMENDATIONS FOR THE COMMITTEE
23 June 1960

’ Resubmission of
' SUGGESTION NO. 60-397: date 9

GS=12, Supervisor

0s, DD/S . '
(Suggestion Awards Committee,on 28 April 1960,
disapproved this proposal.)

Suggester proposed a revision in the Operational Approval
procedures, to speed up the processing of favorable report cases.
He proposed that all clear, favorable or non-derogatory OA reports
be THX'd to Headquarters. Heretofore, all operational approvals
were reported in written form. Typing backlogs occurred. The

- suggested procedure will speed up the reply, and the written

report will follow along -- but, not on a priority basis.

This suggestion was adopted by the Office of Security with the
approval of CI Staff. Chief, 0S/SSD states that it is not
contemplated that any overt pecuniary benefits will be derived
from this suggestion, with the exception of better service to all

 Db/P elements.

The Office of Security estimated the value to be Slight-Extended.

. Comi

The Suggestion Awards Committee, when reviewing this case on
28 April 1960, decided that this kind of improvement would normally
be offered to the Agency in the supervisor's regular working day and

~in the interest of normal growth of the Agency. The Committee

Anstructed| b Security Advisor to the Suggestion
- Awards Committee, to advise the Office of Security of this "in
line-of-duty” decision.

Qtfise of Security Rsquest for Reconsideration C 748 8)

‘Attadhed_mémorandum from | ' | Chairman of the

~ gffic: bthac;rity Incentive Awards Committee is self-explanatory.
- Upon further inquiry,| |stated that the suggester is not
a

really a "Supervisor” and that he carries such a job title for
"slotting" purposes only. 1n reality, he is an "Investigator”

- and has no supervisory vesponsibilities, not even over clerical

. personnel. His job is to guide and follow-up on cases under

-

gy .

|informally,£old us that Colonel Sheffield Edwards
also wanted this case reconsidered by the Suggestion Awards

- Committee.

' Approved For Release 2003/0417% Ci/f'-'lfbi;so-oos32Aooo3ooozooo1-\1’ |
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‘ SUGGESTION NO. 60-397 (Cont'd) .
\ 1.‘ Réconsidet the ¢tase in the ligh
t
" the Otfies oh Security. ght of additional facts from

2. $25.00 to $50.00 award based on Intangible Benefits (Slight-

i ,7/-.,//
F. Declision of Comnjttee 4
78
| wee——Pdopted Eé?% Awaxd . : Letter of Appreciafion

' c——0t Adopted

| -2~
Approved For Release 2003/04/17 : CIA-RDP80-00832A000300020001-1
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Minutes of Meeting
23 June 1960

Under authority granted the Executive Secretary to
resolve cases which are duplicates or have unanimous
recommendation for disapproval, 93 cases were closed
between 28 April and 23 June 1960,

The Clandestine Services Special Panel of the
Suggestion Awards Committee met on 9 June 1960. An
award of $20.00 was paid for one suggestion, however
15 cases were resolved. The Clandestine Services
Special Panel has an excellent record for the Fiscal
Year 1960,

So far this year, we have a record of 116 award cases,
93 of them cash awards totaling $6,300, representing
tangible savings of $63,000.00,

Film Showings: We continued to show our film and
the Civil Service Commission filmstrip. We need
more and larger audiences.

During the month of May, we showed the films to about
600 people. Every effort will be made to have more
showings in the month of July.

Publicity: We have distributed our "WANTED" pDStQTSoV

Our Car Cards, "Progress through the Power of Ideas"
and, "In Octobexr, 1957, Four Employees were awarded
$8,500. through your Suggestion Awards Program" were
posted ‘ ‘

| | regarding the Statute of Limitations
has been published.

During the beginning of June the Suggestion Awaxds
Staff spent a day taking inventory of suvggestions.

The Executive Secretary briefed the DD/S on statistics
and on the Program growth.

The Executive Secretary attended and participated in
several meetings throughout the city including;
Federal Incentive Awards Association, Civil Service
Committee Meeting, Society Personnel Administration
Seminar titled "Incentives".

Mecsage from E:::::::::]asked that a méssage be sent to the
Xhe Chairmap Committee, saying that he was called to a PRC Meeting

and would like to thank each member for the help and

Approved'Fo.r I{e‘Jngge odfELt diRlRED di0nale Abbbs a0 09 -success ful

uggestion Awards Program.
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Minutes of Meeting
.. 23 June 1960

The Office of Security is appealing the Suggestion
Awards Committee decision of 28 April 1960 regarding
Suggestion No. 60-397 and asked the Committee if they
will hear 2 witness in their behalf.

The witness, | |was cclled. He is the
Chairman of the OS Panel of the Suggesticn Awards
Commi ttee. E:;:::;::] said that th2 Suggester’s title of
"Supervisor” Is misleading -~ he is actuslly an adminis-
trative employee and does not have any jurisdiction over
anyone, any crganizational component, nor does he have
any superviscry responsibilities.

Furthermore, over the years, some 200 persons have
held the same type of investigator position —— as a
matter of fact, the suggester is one of fifteen investi~
gators at present. Any one of these could have submitted
this improvement idea, but did not. It took the sugges-
tion to get the action taken.

Because of the testimony given by@ the 25X1A
Suggestion Awards Committee voted to award the suggester
$75.00 based on a Slight degree of bsnafit with Extended
application,

The Committee approved the following action for
the suggestions indicated:

Suoge No.  Iotal Awapd  Benefits oj Savi

58618 $25.00 )

58-632 $25.00 )

50-119 $25,00 )

59~190 $25.00 ) Intangible Benefits

59-222 $25.00 ) (Moderate-Broad)

59245 $25.00 )

59-273 $25.00 )

59--384 $25.00 )

591 $75.00 Intangible Benefits (Siight~Extended)
60-82 $200.00 Intangible Benefits (High-Limited)
60-217 $75.00 Intangible Benefits (Slighthxt@nded)
60-262 $100.00 Intangible Benefits (Moderate-Local)
60-2397 $75.00 Intangible Benefits {Slight-Extended)

Approved For R6ReA22003/04/1$25cRARDP80-008 3040003 bde2Beoesits (Slight-Limited)

SoEwCaReExT
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Minutos of Meeting

23 June 1960
60486 $25,00 Intangible Benefits {Slight-Local)
60499 $100,00 Intangible Benefiis {(Moderate-Limited)
58-543 $150.00 Intangible Benefits {Moderate-~Local)
Adjournment The meeting adjournad at 4300 pew.

| | 25X1A

Executive Secietary

APPROVEDS

25X1A

{ ;
| Zé}’fég/ﬁ' o

Dat

Asting Chalpman
Suggestion Awands Committee

G Beoleo o 2

Approved For Release 2003/04/17 : CIA-RDP80-00832A000300020001-1
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SUMMARY AND RECOMMENDAT IONS FOR THE COMMITTEE
Y ‘ EERRE
23 June 1960

o

 SUGGESTION NO, 60-499: dated 20 Aprll 1960
STATINTL : ' : s{GS~8) $-02, Box Shop Foreman

C8,y
Ao Sumpary of Suggestion

Suggester proposes that e hand-made clrcular table saw be
used for cutting plastic foam, in lieu of the present hand-

. eutting method. The plastic foam requires custom cutting, for
which the manufacturer suggested a wood-working band saw
(estimated cost $300.00). The suggested saw would be made from -
éxisting worn-out saw blades at little cost to the Agency,

B. Summary of Evaluations

i o o This suggestion has been adopted for use in the Packing and
STATINTL Crating Section, b and, with the extended use of
B o plastic foam, will be adopted at the other three storage installa-
tions. Besides the saving in cost of the suggested item over
‘ Co the manufactured item, there is a saving in the foam itself —-
’ the manufactured item causes a wasted dust, while the suggested
‘ item does not. @ advantage of the blade over the old knife
is 2 time-saving factor -~ the blade cuts the material
ten times faster than the hand cutting.

C. ﬁegggngndétion of Executive Secretary

1. Not in line-of-duty
2. $100.00 to $150.00 award based on Intangible Benefits
(Moderate-Local)

D. Decision of Coppittee

Adopted Z[U1)Award . Letter of Appreciation

Not Adopted

e ——

’ Release 2003/04/17 : CIA-RDP80-00832A000300020001-1 -
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SUMMARY AND Recmz\'rms FOR THE COMMITTEE
o : | ' 23 June 1960

¥

‘ ..Suggestion ﬁogwégzagas ‘dated 13 April 1960

25X1A | | 65~12, PP Officer

- Buggester proposed that the use of Form 812, Subject &
Project File Request, bo discontinued in tha retivemsnt of
records in RI1/Archives, Area desks previcusly had to submit
& Form 1666, Trensmittal of Inactive Recerds, to RI/Archives
to zetire the projects, as well as this Form 812 to RI/Files

notifying Files that the project had bean terminated end that
their records should be marked accordingly. L

' . T
Sumary. of Evalugtions

_ B&éﬁﬁse of H;&Eﬁafandum.submitted by the suggester to the
DD/P Records Management Officer, substantially as stated in

Bo

' -~ .o - "summazy" above, the DD/P Records Management Officer issued a
Si o CS Recopds Management Memcrandum No. 4, statings

"SUBJECT s Closing and ﬁetiéing Project Files aq§“§ygje@t Files

25X1A 3

REFERENCEs [ | dated 16 Decembex 159"

"l Cuzvent practices require execution of Form 812 to
¢loss project and subject files which are boing retired to
RID/AR under Form 1666 — Transmittal of Inactive Rocowds.
Effective 15 April 1960, a Staff oz Divisicn may vetive apd
close project or subject files at the same 1img by adding the

- words "Closed Fila® in Section I, Fils Identification -
Description, of Form 1666. Execution of a separate Fopm 812
ie not requized in such cases. | :

"2q Execution of Fozm Sﬂziwiﬂl @@ntinﬁe,fo be required

25X1A o ‘in cases where files are closed but not retired.”

- 1o HMpo-of-duty Statug | | a PP Officer, wrote
‘ ‘ o this memo as an avea Records
; Management Officer to indicats some
i ' R , of the problems in his erea, his
1 ; : -proposal was adopted for all of DD/P.
a oo . RN , ' . Not in line-of-duty.

2. $25-50 award, based un Intangible Benefits (Slight-Localle
L , ,

© Do
ap

o gied

. Not_ Adopted

RTINS

l » CIA-RDP80-00832A000300020001-1
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SUMMARY AND RECOMMENDATIONS FOR THE COMMITTEE
' 23 June 1960
STATINTL SUCGESTION NO. 60-432: dated 18 Mapcl |
o 00, DD/I

A. Summary of Suggestion
Suggester proposed that Forms 122 (Request for Information from

Foreign Documents) and 695 (Project Record) be combined into one
‘form for expediting detail work.

B. Summary Agf Eyaluations

Foreign Documents Division has decided to put this suggestion
into effect when the present supply of Forms 122 or 695 is nearly
exhausted. This suggestion will effect a saving in paper work
as well as cutting required filing space to one-half. The
receiving office will benefit from the suggestion in that
material pertinent to a given project will be on one sheet of
paper.

C. Becommendation of Executive Secretary

l. Not in line-of-duty.
2. $25.00i§g»$50.0 ward based on Intangible Benefits (Slight
to Moderate-Limited).

D. Decision of Committee

~
Adopted Qséz S Award Letter of Appreciation

s G5-9, Requirements Officer

Not Adopted

Approved For Release 2003/04/17 : CIA-RDP80-00832A000300020001-1

C-I~A I-N-T-E-R-NeA-L U-SwE O<NeL-y



U&pprove“or Release 2003/04/17 : CIA-RDP80“32A000@20001-1

C-I-A  I-N-T-E-R-N-A-L U-S-E O-N-L-Y

{

Thursday, 23 June 1960

1.
2
3.
4.

B

7.

.~ Approved For Release 2003/04/17 : CIA-RDP80-00832A000300020001-1 - .
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Regular ﬁeeting of the Suggestion Awards Committee

Call to order

-

AGENDA

Minutes of last meeting
Report by ‘Executive Secretary
Comments by Chairman

0ld Businass

New Business | | ‘ o
(vote on suggestions attached)

Adjournment
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16 June 1960

MEMORANDUM FOR: Record

SUBJECT : Agenda for Meeting of Suggestion Awards Committee

/

« - 1o. The CIA Suggestion Awards Committee is scheduled to maset on
Thursday, 23 June 1960, at 2:00 p.m. in Room 1-A, [ | - 25X1A

2. The following items are enclosed for your review:
TAB 1 = Tentative Agenda
TAB 2 ~- Minutes of Last Committee Meeting

TAB 3 ~- Summary of Suggestions to be considered at this
meeting. ‘

FOR THE CHAIRMAN, SUGGESTION AWARDS ITIEE:

25X1A

Executive Secretary

) \ :

Approved For Release 2003/04/17 : CIA-RDP80-00832A000300020001 1
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SUBJECT  : 0S ~ Employee Sugge
‘ (Suggestion of 60-397)

UApprov“—'or Release 2003/04/17 : ClA-RDP8M32Aooo@ozooo1-1
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. 8 June 1960

'MEMORANDUM FOR: Executive Secretary
S - Suggestion Awards Committee

1. The Office of Security Incentive Awards Committee was

fbrecently advised by Security Advisor to the
* Agency Suggestion A mmitteés, that Suggestion #60-397,
submitted by | of this office, was deemed not awardable

by the Agency Committee, since i{{ was beljeved to be an "in line-
of-duty” suggestion.

2+ At the time this suggestion was evaluated by the Chief,
Security Support Division, he commented that, “the suggestion
proposed would normally not be expected from the employee submitting
1t out of his daily routine work. It is commendable that he has
used such initiative to make the suggestion." After further duscussing
this suggestion with the suggester’s Branch and Division Chiefs, I
believe that the Agency Committee might wish to consider the following
-informations T

(a)  Although the employee is described as a
supervisor in the suggestion documents he is, in fact,
an administrative employee who is responsible for evaluating
and gulding field activities in a specialized area and as such
~ he does not supervise porsonnel op an organizational com-
ponent. Numerous other employees in the Security Support
- Division fall within the same category. The suggester in
this instance would not have the authority to implement
~ his suggestion. '

, (b) This suggestion could only be implemented by the
Branch Chief with concurrence of his Division Chief and
the outside concurrence of the Chief, CI/OA/DDP. A
- change in procedure, such as proposed by this suggestion,
~ would ordinarily originate with the Branch Chief.

. 3. Based on the above comments, it is respectfuily requested
that [:::::::::]suggestion be reconsidered. ‘

J

, ~ Chalrman, 05 L
Incentive Awards Gommﬁttee

cC 0 P Y
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Minvtes of Meeting
28 April 1960

So far this fiscal year,; we have received 46 suggestions
from the field, compared to 6 for the entire Fiscal
Year 1959. ‘

b. Under authority granted the Executive Secretary to re-
solve cases which are duplicates‘or have unanimous
recommendation for disapproval, 123 cases were closed

between 1 February and 28 April 1960,

Recently, figures were assembled to reply to an officer
who challenged the time spent by ‘evaluators. The
Suggestion Awards Staff, since §57, has resolved 1,54]
cases without reference to your dommitteea

¢. The Clandestine Sarvices Special Panel of the Suggestion
Awards Committee met on 10 March 1960. A total of
$330.00 was awapded for three sudgestionsa one of which
was for $300.00, sarning a DCI certificate.

d. The Minimal Awards Committee net‘on 30 March 1960,
considered 16 suggestions, awaraqd 9 cash awards and

- 7 lLetters of Appreciation.

e. So far this year, we have a record of 96 award Cases,
77 of them cash awards totaling $5,115, representlng
tangible savings of $39,000.00.

f. Film Showings: Ws showed the Civil Service Commission
filmstrip, illustrating 1959 top award cases in govern-
ment, to land
| | On these occagions, we also conducted
workshops. ‘

Our own movie is scheduled to be shown each week in May.

g. Ceremonies: The Office of Security had an impressive
ceremony for five award winners, with some 100 persons
present. The Chaizman of the Iniernaﬂ Panel gave a
brief description of each suggestion; the individual
came up to the table where the S@nior Staff membexs sat,
received his award and personal qomplimenf from Colonel
Edwards; two photographers toock pictures.

That same week, there was a $200 award ceremony in the
Office of the Chief, EE Division? DD/P. Photographs
were also taken.

. -2 -
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h. Publicity: [;:::;;::lhas a daily bulletin which they
use to publicIze the Program. ,

We are now preparing our Support Bulletin article for
the next issue. We have submitted two Box Ads, similar
to the ones on the shuttle buses, for this issue.

We have a new poster ready for distribﬁtien in May.

25X1A

i. The Political & Psychological Wazrfare Ehase of the CS

» Special Panel has been concurred in by Mr. Helms, C/OPS.
25X1 | is being prepared, at which time we hope to
Suggestion Awaxds Day, with our movie and
special posters and notices about previcus award winners.

j. The Executive Secretary briefed the Dﬁ/é on statistics
and on the Program growth.

k. The Executive Secratary chaired a wozkshop on "Better
Supervisory Undexrstanding” of the Suggestion Awaxds
Program, at the request of the Civil Service Commission,
for the Federal Incentive Awards Asscciation. From
25X1A comments received, it is clear that our Agency’s Program
enjoys the most "Superxvisory Understanding” and support.

1. | | and the Suggestion Awards Staff are working

25X1A on new poster frames for the new building.
New Building | |described the handling of the new building
25X1A Suggestions suggestions. Prewviously, a new building suggestion was
automatically closed fyj_gg_ngi_fglling1within the Suggestion
Awards system =~- per dated 9 December 1955;

and the suggestion was sent to the New Building Committee for
whatever action they considered appropriate. WNow, the New
Building Committee receives the suggestions for evaluation
and the suggester is given a logical answer regarding his
particular contribution. So far, thazre have not been any
proposals which would be adopied, or which had not been con-
sidered by the Building Committee, archlitects, etc.

New a. The Executive Secretary asked for ajvote on the Statute

Business of Limitations for awardable suggestions which had been
adopted prior to submission. During day-to-day operations,
employces often make proposals for improvements which
would make them eligible for awards if submitted as sug-
gesticns. It is very difficult for a Committee to
ascertaln an employee®s rights if a long period of time

-3
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elapses before he submits his suggestions in writing.
Provision should be made for a time limitation within
which suggestions must be submitted in writing to the
Suggestion Awaxds Committee, in order to make the
suggester eligible for an award, The Special Panel has
asked that this ruling be obtained from the Committee.
It was therefore proposed that Qegulation Qe 25X1A
changed and that an Agency Notice be issued Informing
employees that after 1 July 1961, adopted ideas which
had been in effect for more than one year, and which
had not previously been submitted in writing to the
Suggestion Awards Committee for award consideration
would not be eligible for award action -~ the Committee
to reserve to itself the right to make exceptions for

25X1A valid reasons. ‘
Discussion: preferred that there not be a
Statute of Limitations, having in mind the many employees

who have two year tours of duty overseas and who do not

2EX1A fully understend what constitutes an awardable idea. He
subsequently recommended that the Statute of Limitations
be extended ig two years. ; ,

proposed that the effective date be

31 December 1960 -- howaver, the length of time to get

a regulation published was discussed and the date of

1 July 1961 seemed more realistic to the Suggestion

Awards Staff. ‘

The Chairman proposed that the new employee sug-
gestion form describe the amendment when next printed.

The motion was made, seconded and carried to establish

25X1A a two year time limitation, can i 1961
g within which suggestions must be submitted in writing

in order to make the suggestor eligible for an award;
to change Regulation [ Jaccordingly, and to publicize
the change in an Agency notice and on the employee
suggestion form when next printjd, & the Support Bulletin.
b. The Chairman mentioned the Office of Communications
- suggestion which promises to be an interesting award
25X1A winner, and which the Committee will be proud to have
had a part in considering.

C» [:::::::::]praposed that we not award suggestions recom—
mending forms revision to'incluqe carbon~interleaving

1 or NCR paper. The Executive Secretary stated that

' Forms Menagement Branch does consider these improvements

e - |
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that some of these old

suggestions preceded this policy.

O E—
e

bu

:remarked that since

25X1A

wWdas

aving the .gency, as a member of the Committee he
wanted to compliment her and thank her f¢r her contri-

tions.

He added that he had served on many Committees,

Boards and Panels in his official career, and that the
administrative support he had enjoyed on this Committee
was the finest and most efficient he had ever experienced,
and that he was well aware that [ |deserved the

credit for this outstanding performance.

The Chairman

and other Committee members Joined in this expression.

Commitice

Action gestions indicated:
$uag, Ng: ‘ Tgta; Award
123 $125,00 )
2634 $100.00 )
3119 $100,00 )
58-21 Lettex )
58-106 Letter )
58259 Letter 3
2591 &

59-150 $175.00 )
58-57 $25.00 )
60-137 $25.00 )
58~306 $160.00
58-433 $100.00
58-444 $25.00
59~529 $25.00
60-87 $25.00
60~249 No Awaxd
60-282 $100.00

- 5 -

The Committee approved the following action for the sug-

Benefits or Savings

Tangible Savings ($17,150)
Intangible Benefits
(Moderate-Extended)

Intangible Benefits
(Slight-Extended)
i

|
Tangible Savings ($4,224.19)
Intangib‘e Benefits (Slight-Local)
IntangiB‘

e Benefits (Modexate-Local)

|
Intangibﬁe Benefits (Siight-Local)

Intangible Benefits (Slight-Local)

Intangible Benefits (Slight-Local)

Intangible Benefits {Moderate-

Limited)

Approved For-Release 2003/04/17 : @UE-E{D&BQ;QOS32AOOO3bOOZOOO1-1
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o

suag, Nog

' 60-373 $25.00 ) Intangiﬁie Banefits
60-442 $23.00 )+ {Moderate-Limited)
60-392  Letter |
60-397 No Award ] ,
. it i
60~409 - $100.00 Tangible Savings ($2,421.20)
| Intangible Benefits (S1ight-Limsted)

Adlovrppont The meeting adjournsd at 4:10 pol.

1

25X1A

’ /  Exeecutive Secretary

", APPROVED:

| o o -
| | 5 Masy D0

Date

Chairman
Suggestion Awards Committee

-6 - |
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Regular Meeting of the Suggestion Awards Committee
Thursday, 28 April 1960

AGENDA

1. Call to order
2. Minutes of last meeting
3. Report by Executive Secretary
‘ ] , 4o | [to discuss New Building
STATINTL suggestions and their handling

5. 0ld Business |

6. New Business
{Vote on suggestions attached)

um_r—_!g

7. Adjournment

Apﬁ'd}dd Fbi\Rélesit-B003104/175- A A-BDPRE800832A000300020001-1
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MEMORANDUM TOs ,‘RECORD

SUBJECT ~ : Agenda for Meeting of Suggestion Awards Committee

1. The CIA Suggestion Awaxrds Committee is scheduled to meet on
Thursday, 28 April 1960, at 2:00 p.m. in Room l-A, |:|, 25X1A

2. The following items are enclosed for your review:

TAB 1 -~ Tentative Agenda

TAB 2 -~ Minutes of Last Committee Meeting

TAB 3 -~ Summary of suggestions to be considered at this
. meeting.

TAB 4 -~ Summary of Minimal Awards

FOR THE CHAIRMAN, SUGGESTION AWARDS COMMITTEE:

25X1A:

"

— 7 RXECULIVE OECITLIXY

Approved For Release ZME/04R-E+TIA-RDP80-00832A000300020001-1
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SUMMARY AND RECOMMENDATIONS FOR THE COMHI?TEE
28 April 1960
Suggestions No. 123 3 duted 23 Septembef 1952

, G5~9, Intel. Officer
2684 b
b-11y Supply Officer
3119
‘5' Clezk
58=-21 ;3
-12, Analyst
88~1064
by Socretaxy
58-2%93
9 C’G"gy JOT
5%
59~150¢
' 3y Intel. Officer
CI, UU/F
As
Suggesters proposed that the Agency only issus inks (stampvpad,
writing, etc.) vhich would reproduce on thermofax machines.
B.

The combination of these suggestions brought sbout a review of
the thermofax problem by the Office of Logistics, Office of Security
and Management Staff. As a result of this raview, Office of Logistice
will publish a notice which wii): :

1. Regall all stamp pads and stamp pad inke, and replacea them
with one new stamp pad and thermofaxable pad irnk. [ The sevings
will include a reduction of four types of stamp pads, and an
elimination of five tyces of inks. There will also be cor- |
responding savings in waxehouse space, shipping item- costs, -
and man-hours utiiized ia handling invontorieii]

Approved For Release 2003/04/17 : CIA-RDP80-00832A000300020001-
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Suggs. Mo. 123, 2684, 3119, 58-21, 58-106,
88-259, 2591 & 59-150 Contd.

2. Issue[éne type thermofaxable ball point pen (except for the
executive type pen which will stiil be issued until logistics
can sacurs one which will safely use thermofaxable ink).
Actording to OL’s experience during the past two years, the
£iret year tungible savings amounts to $17,150 by the ellmin-
ation of four types of ball point penss)‘

Additional savings in previously wasted imperfect thesmofax
copies and in man-hours used to hand stamp dates and classifications
of documents will also accrus. Better security of documents is
anothey favorable consideration. )

C. Becommendation of Executive Socretary
l. Not in line-of-duty.
2, $500.00 award, based on: $325 for Tangible Savings ($17,150)

+ )75 for Intangible Benefits
$500 (Moderate~Extended )

Award to be divided as follows:

- $125 ~- lst person to suggest thexmofaxabla
#7225  stamp-pad ink

25X1A

- $12% -- ist person to suggest the security aspect
4175 of this problem

- $125 ~= 1st person to include the writing inks
*,00 into this study

- $125 ~— 1st parson to calculate man-hour savings
Jioo

- Lutters of Appreciation -~ Duplicates of above,
but all of these suggesiions treated as one pack~
age compeilad this corrective action.

D. Pecleiop of Comnitiee
_A_Adoptea Z D0 avard 3 letters of Appreciation

—llot Adopted

25X1A

-2&.
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SUMMARY AND RECOMMENDATIONS FOR THE COMMITTEE
| ZB‘ApEil 1960
Suggsstion No. 58-57 :  datod 12 August 1957

25X1A _ |  GS~12, Ops. Officer
NEA, DD/P ,

60-137: dated 23 August 1959

25X1A | | | Gs-5; Adain Asst.
g .

A. Summaxy of Suggesijon

The two suggesters proposed that Fowm 1467, Report Cover Shest,
be padded and cerbon-intevieaved.

B, Summary of Evaluations

' Foxms Managoment Branch of Recowds Managensnt Staff has infozmed
us that this idea is belng adopted. They estimate the intangibla
benefits to be within tha Slight-Extendad satagory.

Suggestion Ho. 58-57 was sonsiderad non-adoptable in August
1957, Forms Management Branch cross-referenced thelr flle on
Form 1467 with Suggestion No. 58-57 for futurs comsldesailon.
Suggestion Mo. 60-137 procipitated the study of this ferm and hoth
suggestions were considered togsther.

C. Regommendeiiop of Executive Sscretary

i. Not in lLine-of-duly.

2. $50-75 award, based an Intangible Benofits (Siight~Extendsd),
_to be divided equally betwaen the two suggestars,

Dé gggiﬁ;g‘; gg‘ QQ;Q‘QL‘;.LQQ_
JAdopted 1#55 O Awaxd e Lettor of Appreciatlon

R T

25X1A ) ' - Not Adapted
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28 April 1960

Suggestion No. 58-~206: dated 21 January 1958

STATINTL

A.

B.

C.

D

STATINTL

- Sumpmary of Evaluatigns o2
PR

| Gs-5, Stenographex

> DD/P

og

Suggester proposed that PRQ forms, 1050 and 1050a, be produced
in carbon-interlsaved, five part and four part sets, respeciively.
Formerly, these five part forms were assembled in single sets,

consisting of pages 1-5, and stapled in the upper left hand corner.

To make the required number of copies, the person handling the forms
had to disassemble these sets, put all of page one, ett. together

in the required number of copies, interleave with carbon papers
align; and, when the typing was finished, reassemble in sets of
pages 1-5. Suggester proposed that esch page be made up in carbon
interleaved sets of the required number of coples — thus, it would
be a case of only typing and assembling.

T

Pads are now available: ell pages 1l together, all pages 2
together, etc. HNow, a persons tears the pages from the pad, inserts
them in the typewriter and, when finished, assembles them.

Employ2es from grades GS-5 to GS-17 compiete these forms. Records
Management Staff, using & study made by industry by Beadaux Engineers,
calculates the savings by use of this new form to be $4,224.19, plus
intangible benefits in the Slight-Extended category.

Re f xscutive Secreta
1. Not in line-of-duty. | \
2, $160-183 awards $25-50 for Intangible Benefits {Slight-local)
$135 fz;u;angiblg Savings (3$4,224.19)
' _Adopted fgfgéél_Award Bt t@r Of Appreciation

Not Adoptad
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Suggestion No. 58-433: dated 27 March 1958

CmOwNeF o LD EoifleeTom T AL
SUMMARY AND RECOMMENDATIGNS FOR THE COMMITTEE o
' 28 April 1960

| G5-11, Chief, Registry

EE, DD/P

Suggester proposed that the Pouch Manifest form No. 255 be
revised by eliminating the Division copy — thus eliminating the
filing, checking and maintenance of these manifests by the various
Division Branches and Staffs and the transmission of these manifests

by RID to the areas.

a Evaluaticns

. The DD/P was canvassed regarding this suggestion, and agreement
was finally obtained to eliminate the Division copy of Form 255
at the next printing.

This form is alsc used by the Office of Communications, to a
much lesser degree. That Office will use a plain tissue copy for
its required check-off sheet.

1. Not in line-of-duty,

2. $100-150 award based on Intangible Benefits {Moderate-Local)
Decision of Commitice
e AdOpted gz&gtgn_Awayd —letter of Appreciation

Not Adoptec

——crrwsm—
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28 april 1960

25X1A Suggestion Ho. 58-444: i 8 ' .
GS~6, Deputy Asst. Supervisor

RID, DD/P
A. Supmazy of Swagestion

_ Suggester proposed a new filing system for double-barrel
(hyphenated) names, to be used by RID/INDEX.

" B. Supmazv of Evaluations

This suggestion was adopted by the Records Integration Division
for use with Spanish names only. The suggestion was considered in
a study made by language Specialists on the RID file system, and
found to be the best method.

C.

a. Not in line-of-duty.

b. $25-50 award based on Intangible Benefits (Slight-Local)

D.

f.Commitieg

——Pdopted 'ﬁ aé Awarxd Letter of Appreciation

25X1A k —Not Adeopted
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_ Suggestion No. 59-529s datef ;5 Juna_lﬂﬁﬂ__1
25X1A _ s G5~7, Analyst
s DD/P

A. ax £ _Suggestion

Suggester proposed o revision of Form 1355, RID File Locator

Card, and the procedure for the use of this capd. Originally,

Form 1355 was placed in an envelope, Form 1360, which was stapled
to the inside of each 201 folder charged out to DD/P areas. When
the folder was transferred or returned to RID, the desk was to
remove a Form 1355 and send it to RID/DRS. The suggester contended
that the desks were not sending in these forms, primarily because
they wexe in the envelope and the desks did not even know what they
were for. She proposed that Form 1355 be revised to include a
perforated tab, and that they be attached to the folder by stapling
through the tab — thus they would be in plain sight, easy to remove
and send in. ) .

B. SUlinary of Evalga;igng

Study by RID revealed that the desks prefer to have a supply of
Form 1355 at their desks. The person to open the file and thus see
the forms, undar the existing and proposed procedurses, are the case
officers, and they do not prepare the forms. RID has decided to:
eliminate the envelope (Form 1360); disconiinue attaching Form 1355
to the inside of folders; discontinue the us2 of Form 1355 when the
file is being returned to RID/201 or RID/Filess and issue Form 1355,
revised to inciude name and telephone number, to file control points
‘at the desks and within RID.

C.

Recommendat i

1. Not in line-of-duty.

2. $25-50. award based on Intangible Benefits (S1ight-Local)
D. Decici C it l

Adobted )225‘ Award Letter of Appreciation

25X1A Not Adopted
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28 April 1960
Suggestion No. 60-87: dated 7 g

STATINTL G5-11, Case Officer
WE, DD/P |

A. S 2y Sugge

Suggester proposed that Headquarters form la=2, Information
Report, be sterilized at future printings in order that these forms
may be sent to the field as a worksheet. The object was to make
for a smoother operation in typing the finished report on the
multilith mat. :

B. na Evaluat

After reviewing this suggestion, Records Management Staff and
RM both felt that the expense of printing and disseminating a
worksheet form to the field was not warranted.

EE, WH, FE, WE, AF and NE all stated that they would make
effective use of this form if aveilable, but thet it was pot an
absolutely necessary tool,

In December 1959, Form 51-58, a raw information report form,

was revised by RMS with concurrence by RQM {new Form la=4), As a
result of this revision, a form was designed which is exactly what
the suggester requested. The form will sexve primarily as a raw
information report form for complete field dissemination, and
secondarily as a fileld information report worksheet. It can not
be ascertained whether or not the suggester's proposal influenced
development of the worksheet aspect of this new form. However, the
suggestion, reviewed by RMS and RQM in August and September 1959,

- preceded the action to revise Form 51-58, which revision combines
the worksheet advantage for field use with the repert form.

l. Not in line-of-duty.

2.  $25-50 award based on Intangible Benefits (Slight-Local)

N.B. Normally this award would £sll in the
Slight-Extended category ($50-75), but
the suggestion was not adopted exactly
as presented. ,
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Sugg. No. 60=-87 Centd.

. Adopted Z;” QjAward __letter of Appreciation |
STATINTL —____Not Adopted

-2 -
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C-0-NeF I-DnErNoTo I-A-L
SUMMARY AND RECOMMENDATIONS FOR THE COMMITTEE |
28 April 1960

25X1A Suggestion No, 60-249: dated 8 October 1959
s G5-~8, Supply Officer

OC, DD/s
A. a Suggestion
- 25X1A Suggester proposed that the cleaning crew at. the[  [Station
be scheduled for work every three days rather than every day, as at
_present. This work is done afier hours and the craw is paid on an
over-time basis,

B.

25X1A The[  |station has adopted this idea with an approximate
overtime saving of $1,800 per year. FE Division has stated that
this idea is not applicable to all other FE stations; however; they
will mention this improvement to certain of thelr other stations
where there is a pessibility of achieving similar sawvings.

C.

Re tion of txecutive secrsta

i. WNot in line-ci-duty.

2, $25-50 award based on Intangible Bencfits (slight-Local)

N.B. The Tangible Savings of $1,E00 merit
an award of $70.90; however, the
Executive Secretary believes the
award should be based on Intangible
Benefits because the cleaning service
will obviously be less satisfactory.

D. Decision of Committee
Adopted ‘ y@ Award

25X1A Not Adopted

Letter of Appreciation

Approved For Release 2003/04/17 : CIA-RDP80-00832A000300020001-1
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SUMMARY AND RECOMMENDATION FOR THE COMMITTEE

28 April 1960

25X1A  Suggestion No. 60-282: _dated 1 December 1959
| GS=-11, Suppdy Officer

I
OL, DD/S
A. gummary of Suagestion
Suggester designed a piece of equipment for making cartons.
The equipment was considered to be economical. He suggested that
it also be used in other smail statioms. '

B,

The Office of Logistics stated that the suggester did construct
an effective and cheap carton-making machine at his station. The
cartons which this machine made, however, are not completely
acceptable elsewhere because there exists a certain amount of hand

25X1A work which is too expensive in areas other than| | That
Office stated that commercially available equipment serves the
purpose better in larger stations. Supply Division, OL will,
however; forward the drawings to other stations for their consider~
ation. Tanglible Savings for this one station are about $3,860.

C.

i. Not in iine-of-duty.

2, $50-100 awaxd based on Intangible Benefits (Moderate~Limited)

N.B. Tangible Savings amounting to $3,860
would merit an award of $125.00; but
the results, although usable, are less
satisfactory than the commercial pro-
duct. The Executive Secretary, there-
fore, recommends award based on
Intangible Benefits (Moderate-Limited).

D. Decision of Committee
25X1A memeeemNdOP L Ed i,f,ﬁ,/\waxd e Letter of Appreciation

Not Adopted
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SUMMARY AND RECOMMENDATIONS FOR THE COMMITTEE
28 April 1960

Suggestion No. 60-373: dated 1960
‘ GS-12, Investigator

Vo, U/ o

Suggestion No. 60-442: dated 29 February 1960

|s GS-12, Investigator

Ry UU/O

The two suggesters independently pf0posed revisions in the forms

used for National Agency Checks: 1) proposed incorporating‘

Form 1024 (covert National Agency Check request form) and Form 1024a
(National Agency Check report form) onto the 1024 form (endorsement
style); 2) proposed incorporating Form 644 (overt
National Agency Check request form) and Form 10245 onto the 644
form (endorsement style). In each case, eliminating Form 1024a and
the paper work involved in the use of this form, and speeding up
handling procedures.

B. Summary of Eya;gagiggg . -

The Office of Security has adopted these two suggestions. Aside

from the elimination of Form 1024a and the speed-up of handling
procedures, the popular use of TWX's fer "No Record” replies has
been eliminated to a considerable degrce., '

1. Not in line-of-duty.

2. $50-100 award based on Intangible Benefits {Mbderate—Limited)

'to be divided equally between the two suggesters.

D; Decision of Commitiee

Adopted géiﬁ:g_Award Letter of Appreciation

Not Adopted
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Col=A I=NeTaE-ReleAwl U=S<E O-N-L-Y
Sugg. Ne. 60-392 Contd.

C..

Recommendation

1. Not in line-of-duty.

2. $50.00 total award based on Tangible Savings of $1,000,
to be divided equally between the two employees -- the change
came from a combination of thoughts of the two people.

D, c n C ge

Adopted Award L/La»tter of Appreciation

L ARSI

Not Adopted

STATINTL

-2-
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25X1A Suggestion No. 60-397: dated 10 July 1959

As

B,

C.

- D.

25X1A

ey

S

CnOmNe-F e wDuEeNaTwI-AL
SUMMARY AND RECOMMENDATIONS FOR THE COMMITTEE
28 April 1960

h G5~12, Supervisor

Vay UU/-D
ummary of Svagestion.

Suggester proposed a revision in the Operational Approval
procedures, to speed-up the processing of favorable report cases.
He proposed that all clear, favorable or non-derogatory OA reports
be TWX°d to Headquarters. Heretofore, a}ll operational approvals

were reported in written form. Typing backlogs occurred. The
suggested procedure will speed-up the reply, and the written

S Eyalua

This suggestion has been adopted by the Office of Security
with the approval of CI Staff. The benefit to be derived is faster
service to CI on Operational Approvals -- although OS5 administrative
work has been increased by the added TWX's.

E [ a
l. Not in line-of-duty.
2, $25-50 award based on Intangible Benefits (s1ight-Local)

Becision of Committee
&
Adopted £:2 Award Letter of Appreciation

Not Adopted

L
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SUMMARY OF SUGGESTIONS AND ACTION TAKEN BY CHAIRMAN
MINIMAL AWARD CASES | |
30 March 1960
Sugg. No. 58-454: dated 7 April 1958

25X1A [ l, Gb—?, Records Analyst
| |DD S
25X1A  qumma : |
By : Suggester proposed that the NIS status report list

the sections completed rathexr than the chapters
completed. In some cases where a section of a chspter
is not applicable, this report listed misleading
information, leaving a question in the minds of
recipients as to whether or not they actually had

in hand a completed report.

Action Taken : This idea was adopted by OBI by listing "Sections
Not in Completed Chaptaers”. OBI stated that this wes
done from a consolidation of ideas and not just from
this suggestion.

#
K

Award t Letter of Appreciation

FH

Sugg. No. 59-482: dated 15 May 1959
25X1A | } GS~11, Analyst
051, DD/1

Suggester proposed a tentdxive curriculum for a special
training course in the administration of external con-
tracts, to fit the needs of OSI analysts.

e

Summazy

0SI stated that a modified Office of Logistics course
in external contracts has been initiated, incorporating
many of the suggester'’s proposals.

Action Taken

e

Award +  Letter of Appreciation

L La s e

. -

25X1A Suggs No. 60-47 3 dated 24 July 1959

?» &

Summaxy Suggester designed and proposed Agency use of a paper
off-set master protection holder. This holder would
protect the master from damage during the necessary
handiing from the time it is typed until the time it

is actually printed.

Approved For Release 2003/04/17 : CIA-RDP80- 00832A000300020001‘ “
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25X1A

25X1A

C-O=Ne-F=I=D~E-NwT=I-A-L

Minimal Awards Cases Contd.

Sugg. No. 60-47 Contd. 30 March 1960

Action Taken 3

Award H

Sugg. No. 60-120:

Summary

Action Takeﬁ

Award

o8

Sugg. No., 60-139:
Summary H
Action Taken H
Award :

This suggestion has been effectively adopted by OCI
for all their publications. No other Agency office
has need for this protector

$25.00 award granted.

WD N

dated 10 September 1959

|, G5-5, Payroll Clerk

Comptroller, DD/S

Suggester proposed that the names of individuals
authorized to approve the payment or credit of over-
time be placed on one large legal size page with a
plastic cover and hard back, for quicker ready
reference by payroll personnel.

Vouchered funds payroll office of the Office of
Comptroller has effectively adopted this suggestion.
It will be used by about 12 payroll clerks, each of
whom usesa different list of names for reference
purposes.

$10.00 award granted.

NI R

dated 17 Septembex 1959 .
| | G5-7, Cable Analyst
OL, DD/S

Suggester proposad an econcmical way to attach
Security Check shcets to the top of safes. He pro-
posed taping Acco fasteners to the top of safes and
punching holes in the check sheets. At present,
employees generally use scotch tape to affix them,
which mutilates them when they are turned over to be
used on the other side.

Office of Security described this method of attaching
Security Check sheets to safes, in the February 1960
issue of the Support Bulletin.

$10.00 Advisory award granted.

—2..
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25X1A

25X1A

25X1A

Sugg. No. 60-238:

Summary

Action Taken H

Award

Sugg. No. 60-271:
Summary : :

Action Taken

Awaxd H
Suggy NOe 60‘3393

Summayy o

C=O=NeFom I Do EellewT oo Lo AL

Minimal Awards Cases Contd.
30 Marxch 1960

dated 13 November 1959

| |’ G$”79 Admin Asst.
]

Suggester proposed that Form 615, Document Receipt,
be revised by: a) doubling the size of the form,
printing all the information on one side, and carbon
interleaving the foim -- at present the typist must
re-insert the carbon paper to type necessary informa-
tion on the reverse sidej and b) providing a block
for date sent and receipt number — at present, no
space is provided for such information.

Records Management Staff will include a "date sent”
block at the next reprinting of the form. Offices
of primary interest did not approve of the other
changes recommended.

Letter of Appreciation

WM

dated 24 November 1959

I5S, UD/F

Suggester piOposed that all persons going overseas
on TDY tours be given injections of gamme globulin
for protection against infectious diseases.

For medical reasons, this injection is not made
mandatory -- however, it is available to all employees
going overseas. Medical Staff will re-examine their
system to be sure that no oversights are made in
informing employees of this available preventative.

Letter of Appreciation

WA

dated 13 Janwary 1960

W, D/1

suggester propesed that the lists of namss of
large industries and cnlleges’

Approved For Release 2003/04/1Z-cCiARAPB0A48324000300020001-1
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Minimal Awards Cases Contd.
Sugg. No. 60-339 Contd. 30 March 1960

be placed in alphabstical order, each letter of the
alphabet on a separate page. This system would make
it easier to find a name and to make additions to
the 1ist.

Action Taken : This suggestion was adopted by the Office of Operations,
and considered by that Office to be very good thinking
on the part of this new employee.

Award 3 $15.00 award granted.
WIS
25X1A Sugg. No. 60-347: dated 23 October 1959
, : L WB_BI— (G5-9), Chief, Equipment Unit
25X1A
: Summary ¢ Suggester proposed that weckly tests be made of the
25X1A | |alarm systems. Heretofore,
, these alarms were tested monthly by the ADT Alarm
Company.
25X1A Action Taken + This suggestion has baen ac!o;:teé at It is not
applicable to Headquarters, which tests equipment
three times a month.
Awazd : Letter of Appreciation
LT e
25X1A Sugg. No. 60-348: dated 23 Octob
: (Gs~-8), Driver
25X1A Summary : Suggester proposed installing mounting ladders on the
loading dock at! | at the shipping
and receiving d - tlush with the landing.
| 25X1A Action Taken : This suggestion was adopted at[ | It is not
‘ - applicable to Headquarters, bacause the loading
platforms are not particularly long and the ramps
suffice. This suggestion will be referred to GSA
for any application at other Government warehouses.

Awaxd s $15.00 award granted.

- 4 -
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25X1A

25X1A

25X1A

25X1A

25X1A

Sugg. No. 60-34G:

Sumpary :

Actica Taken i

Award s
Sugg. Ho. 60-359:¢

Summary 3

Action Tuken s

Awaxd s
Suggs No. 50-3501

Summayy _ i

CoOtF o T Dor N T Lilel.

Minimel .iwards Cases Contd,
30 March 1960

dated 23 October 1959

(G5=6), Packex

Machinery used by the 1ift cperators in the Packing
& Crating section at| |
inadvertently blows exhaust fumes at the packers.
Suggester proposad that a diverting tube be added
to the lifts to prewvent this uncomfortable and
unhoalthy situation.

This suggestion was adopted at[::] st a Seost of
$8.98 per wehicle.

315,00 awazd grantad,
WFHERH A

dated ; 1960
v GS=4, Clesk

T, D/ 1

In 00y many cases have more thanm onw folder. The
folders are numbered in the right hend corner with
"1 of 6, 2 of 6, etc.” As new folders are added ic
the cases, this numbering must be changed on all
affected folders (1 of 7; etc.). 7To change these
numbers, clerks have been erasing thsm, lesving a
hard~-to-read surfsce and shoztening the iife of the
foldexs. Suggester proposed that a masking tape base
be put over the numbering section of tha folder. As
changes zve made, the tape need only he yemoved and
8 new strip acded for the change.

00 has adopted this suggeslion at a saving of about
5 folders per month.

Letter of appreciation
LS LE e

dated 22 January 1960
% GS"‘Q* A.de'ﬁin P;Six?,o

I
SR, DO/P

Suggester proposed thet the Abstract File Slips
attached to 211 documents emanating from RID ba

: -
Approved For Release 2003/04/17 : CIA-RDP80-00832A000300020001-1
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Minimal Awards Cases Contd.

Sugg. No. 60-356 Contd. 30 Maxrch 1969

- Action Taken

Award 3

Suggo N°o 60"'369:

Summary :

Action Taken :
Award 3

Sugg. No. 60-3863

Summary 3

Action Taken 3

Award :

stapled through the tab above the perforated lines,
for easier removal by the area clerks.

RID has adopted this method of attaching the
Abstract File slips with satisfactory results.

$15.00 award granted.
m

dated 26 January 1960

| G5-11, Mechanical Engincer

I
oC, Db/s

Suggester proposed a method to prevent bleeding of
communications one-time cipher pads, by the use of

an additional polyethylene sheet on the top and
bottom of the pad, to be molded in as part of the pad.

This suggestion has been adopted by the Office of

Communications -- however, nmo more than 10 pads are
used per year.

Letter of Appreciation

H

dated 15 February 1960
[ |GS~5, Library Assistant

OCR, DD/I

Suggester proposed a revision in the procedures of
the Communications Branch of the CIA Library, whereby
he simplified the filing and referencing of commercial
brochures, advertising, electronics, communications,
etc,

This suggestion was adopted by OCR for use in the
small branch library, which services tha Office of
Communications.

$10.00 award granted.

-6 -

Approved For Release 2003/04/17 CIA ROPB0:508324005500020001-1



, i ' g .
Approved Fo%lease 2%3/04/17 : CIA-RDP80-00832A000300H)01-1 u

25X1A

25X1A

25X1A

Sugg. No. 60-427;

Summary

Action Tuken $
Awapd F

CoOlmF o Jer e i T T AL
N Minimal Awvards Cases Contd.
30 WMarch 1560

_doted 4 January QAN
61, Truck Driver
G50 ), Truck Driver

Suggestezs propesed the instailation of chain and
binder baskets on the two Fflat-bed trucks in operation
This will give the drivess lmmediate access
¢hain and bindexs to secure any type of load
at any point of loading.

This suggostion was adopted at[ bt a cest of
$25.00 per wehicle.

$20.00 total award granted, to be divided aqually '
between the two suggesters,

Approved For Release 2003/04/17¢.GlA;RRR86-09832A000300020001-1
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SUMMARY AND RECOMMENDATIONS FOR THE CHAIRMAN .
80 MAR 1360

SUGGESTION NO, 60-427: dated 4 January 1960

-6), Truck Driver
GS-6), Truck Driver

~

& estion

Suggesters proposed the installation of chain and binder baskets

- on the two flat-bed trucks in operation at This will give the

drivers immediate access to the chain and binders to secure any type
of load at any point of loading.

of Evalu

This suggestion has been adopted at a cost of $25.00 per vehicle.
The Intangible Benefits fall within the 3Slight-Limited category.

B jon E ive Secreta
1. Not in line-of-duty

2, $20.00 award, based on Intangible Benefits (Slight-Limited),
to be divided equally between the two employees. '}1>/,

Chairman ’ lﬁéLT

Award
Chairman ‘
Suggestion Awards Committee
C-I-A I-N-T-E-R-N-A-L U-S-E O-N-L-Y

Approved For Release 2003/04/17 : CIA-RDP80-00832A000300020001-1
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SUMMARY AND RECOMMENDATIONS FOR THE CHAIRMAN
30 MAR 1980

TATINTLSVUGGESTION NO., 60-386: dated 15 February 1960
S | | GS-5, Library Assistant

OCR, DD/I
A. of Su
Suggester proposed a revision in the procedures of the Communications
Branch of the CIA Library, whereby he simplified the filing and refer-
encing of commercial brochures, advertising, electronics, communications,
etc.

B, ' f Evaluation

The revised procedure was adopted in this small independent two-man
library branch, serving solely the needs of Office of Communications,
with the result that the service to Communications personnel has been
improved.

The suggester is a grade 5 in a 7 slot. Naturally, improvement

ideas are expected of these employees -- particularly since this
branch is so small and undiversified.

C. Recommendation of Executive Secretarv

l. Not in line-of-duty

2. $10.00 award based on Intangible Benefits (Slight-Limited)

D. Decision of Chairman . '
STATINTL /(

Award

Chairman
Suggestion Awards Committee

C-I-A I-N-T~E~R-N~A-L U-S-E O-N-L-Y
Approved For Release 2003/04/17 : CIA-RDP80-00832A000300020001-1
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T 25X1A

25X1A

25X1A

25X1A-

C-O~NaFal~DeEalwTeI-A~L

&infmal Awérds Cases Contd.

* Sugg. No. 60-339 Contd. 30 March 1960

Action Taken

Award

1]

Suggo_No,n 60-3473

Suminary 3

Action Taken

Award

(1]

Sugg. No. 60~348:

Summary

13

ae

Action Taken

Awaxrd

L 2]

be placed in alphabetical order, each jetter of the
alphabet on a separate page. This system would make
it easier to find a name and to maeke additions to
the list.

. This suggestion was adopted by the Office of Operations,

and considered by that Office to be very geod thinking
on the part of this new employee.

$15.00 award granted.
RRFIR R

dated 23 Octobar 1959

{G5-9), Chief, Equipment Unit

Suggester proposed that weekly tests be made of the

| alarm systems. Heretofore,

these alarms were tested monthly by the ADT Alarm
Company.

This suggestion has been adopted at|:| It is 49K1A
applicable to Headquarters, which tests equipment
three times a month.

Letter of Appreciation

PR

dated 23 October 1959

{Gs-8}, Driver

Suggester proposed insta ; i adders on the
loading dock at| at the éﬁiﬁﬂfﬁg
and receiving d — tIush with the Ianding.

This suggestion was adopted at 3 It is not
applicable to Headquarters, becausec the loading
platforms are not particularly long and the ramps
suffice. This suggestion will be referred to GSA
for any application at other Government warehouses.,

$15.00 award granted.

—4..
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Minimal iwards Cases Contd.
30 March 1960

25X1A Sugg. No. 50-34Ss dated 23 October 1959

(G5-6), Packex

Summaxy 3 Machinery used by the iift operators in the Packing
25X1A & Crating section at [ »
inmadvsrtently blows cxnoust Tumes at the peckers,
Suggastar proposed that a divexrting tube be added
to the lifts to prevent this uncomfortable and
unhealthy situation,

25X1A Action Taken + This suggestion was adopted at[_ |at & cost of
$8.98 poxr wehicie.
Award 1 $15.00 award granted.
THERRIERHR S
Sugg. No. 60-3%%: dated 2% Jq !
25K1A GSwd, Clork
00, DB/T
Summary t In Q0; many cases have more tham one folder. The

folders are numbersd in the right hand corfer with

"1l of 6, 2 of 6, etc.” As new folders are added to
the cases, this numbering must be changed on all
affected folders (1 of 7, etc.). To chenge these
numbors, clorks have beoen eresing thom, leaving a
hard-to-read surface and shortening the life of the
folders. Suggester proposed that a masking tape bhase
be put over the mwbering section of the foider. As
changes zre made, the tape nsed enly be removed and

a now $irip added for the change.

Action Taken # 00 has adopted this suggestion at a saving of about
3 folders por month.

Award Lotter of Appreciation

25X1A Suggs No. 60-336: dated 22 Jaauasy 1960
| L 659, Admin Asst.

SR, DD/P
Summary P Suggester proposed thai the Absiract File Slips
attached %o all documents emarating from RID be

Approved For Release 2003/04/17 : CIA-RDP80-00832A000300020001-1
PP CrOlFire L Do Eonfim T e Jom i,




Approved For@ease $ed3i0417 CIA-RDP80-00832A000300m001-1 \3

CmO=N-Fe ImDwEaNoT~I~A=L

o Minimal Awards Cases Contd.
Sugg. No. 60-336 Contd, 30 Maxch 1960

stapled through the tab above‘the perforated lines,
for easier removal by the area clerks.

RID has adopted this method of attaching the

Action Taken
‘ Abstract File slips with satisfactory results.

Award 3 $15.00 award granted.
' T TT PPy
25X1A Sugg. No. 60-269: dated 26 January 1960

s GS-11, Mechaenical Enginecer

oC, DD/5

Suggester proposed a methed to prevent bleeding of
communications one-time cipher pads, by the use of

an additional polyethylene sheet on the top and
bottom of the pad, to be molded in as part of the pad.

Summary

L 2)

This suggestion has been adopted by the Office of
Communications -~ however, mo more than 10 pads are
used per year.

Action Taken

2

Award 3+ Letter of Appreciation
T O
25X1A Sugg. No. 60-386: dated 15 February 1960 :
[ | G5-5, Librarxy Assistant
- OCR, DD/1
Summary 3 Suggester proposed a revision in the precedures of

the Communications Branch of the CIA Library, whereby
he simplified the filing and referencing of commercial
brochures, advertising, electronics, communications,
etc.

Action Taken ¢ This suggestion was adopted by OCR for use in the ’
small hranch library, which services the Office of
Communications.

Award 3 $10.00 award granted.

-6 -
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25X1A

25X1A

25X1A

Sugg. No. 60-427:

Sumnary

Action Tuken

Aword

L]

ColmleoF e TwDoEeia Tom T m AL,

!iniﬁdl‘Awaxds Cas8% Contd.
30 Maxrch 1960

dated 4 January 1960

6}y Truck Driver
556 ) Truck Driver

Suggestors proposed the fnstallation of chain and
binder baskets on the two flat-bed trucks in operation
at[ | This will give the drivess immediate sccess
to the chain and binders to securs any type of load

at any point of loading.

This suggestlion was adopted at[:::]at a cost of
$25,00 per wzhicle,

$20.00 total awazd granted, to be divided aqually
betwsen the two suggesters.

n T o
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B.
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C~O=N~F=I=D~E~N-T-I-A-L

SUMMARY AND RECOMMENDATIONS FOR THE CHAIRMAN
80 ‘MAR 1960

SUGGESTION NO. 58-454: dated 7 April 8
|, GS5-7, Records Analyst

DQ/S

Summary of Suggestion

Users of the National Intelligence Survey are provided with a
NIS Quarterly Production Report which gives the production status of
individual country reports. Each status report has an "Outline" or
key in the front of the pamphlet which gives the title of each Chapter
and each Section number referred to in the report. For example:

Chapter VI -- ECONOMICS
Section 60 == Introduction

Section 61 -- Agriculture, Fisheries, and Forestry
Section 62 -~ Fuels and Power

Section 63 -~ Minerals and Metals

Section 64 -~ Manufacturing and Construction
Section 65 -- Trade and Finance

If a person wanted information on Trade & Finance forl_l_d_—l_'_l he 25X1
would check in the Report and see that VI was listed, indicating that
all of the Chapter on Economics was completed and is available. He
would then request Section 65. On the other hand,[ _ lindicates

a completed Chapter III -- however,[ ]has no Merchant Marine
(Section 36, which falls under Chapter III). Formerly, the lack of

a Section was not pointed out in the status report. When a request
would go to Records Center for Chapter III,[ |} Records Center

had to explain to the requester that there was no Section 36 in that
Chapter.

Suggester proposed that the NIS status report spell out all Sections
completed rather than listing Chapters completed, so the requester
would know immediately that there would be no Section 36 forthcoming.

gummary of Evaluations

Office of Basic Intelligence, which is responsible for the NIS
Reports, stated that the added space and thus paper necessary to adopt
this idea would cost much more than the savings accrued by explaining
that a Chapter is non-existent. However, in the latest NIS Report,
there is a column listing "Sections Not in Completed Chapters", which
solves the problem. OBI states that that Office is constantly getting

-ideas for changing their report. 1Ideas will still come in. The

revision was made from a consolidation of ideas and not just from this
suggestion.

Approved For Release 2003/08+43-NeFARDPEN0832A600300020001-1
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C-O=-N~F=-I-D-E=-N-T-I-A-L

C. Rec endation of Executive Secret
1. Not in line-of-duty.

2. Letter of Appreciation

D, Chairman
25X1A A
Award
Chairman
Suggestion Awards Committee
-2 -
C~0~N-F=J~D-E~N-T~I-A-L
Approved For Release 2003/04/17 : CIA-RDP80-00832A000300020001-1




Approved FWQeIeaseUO3IO4I17 : C|A-RDP80-00832A000300%001-1 "/

C-I-A I-N-T=-E-R-N-A-L U-S-E- O-N-L-Y

SUMMARY AND RECOMMENDATIONS FOR THE CHAIRMAN

30 MAR 1960
| SUGGESTION NO. 59-482: dated 15 May 1959
I STATINTL | L GS-11, Analyst
Voly, VD/1
|
A.  Sumpary of Suggestion

Suggester proposed a tentative curriculum for a special training
course in the administration of external contracts, to fit the needs
of OSI analysts.

B. Summary of Evaluations

STATINTL | b Office of Scientific Intelligence, stated
that @ modified course iIn external contracts has been initiated,
incorporating many of the suggester's proposals. This course will
affect a small number of approximately 15 project officers in 0OSI,
improving efficiency and over-all performance.

C, i E uti ecreta

l. Not in line-of-duty

2. Letter of Appreciation
D. Decigion of Chairman
STATINTL )

Award

Chairman
Suggestion Awards Committee

Approved For ReleaSe 2003/0217 - ETR-HD¥o-08832R00d3b0b2b001-1
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C-I-A I-N-T-E-R-N-A-L U=S-E O-N-L-Y

SUMMARY AND RECOMMENDATIONS FOR THE CHAIRMAN

n 80 MAR 1960
SUGGESTION NO. 60-47: dated 24 July 1959
STATINTL | | Gs-12, Intel. Officer
OLl, DU/L
A. Summary of Suggestion

Suggester designed and proposed Agency use of a paper off-set
master protection holder. This holder would protect the master from
damage during the necessary handling from the time it is typed until
the time it is actually printed.

B. Summary of Evaluations

This suggestion has been effectively adopted by the Office of
Current Intelligence. They state:

"The protector-holder has been of definite value. It is being
used daily for OCI's chief publication, using about a dozen mats a
day. The protector-holder has enabled us to turn out a better
looking publication because it has substantially reduced the
number of finger prints and scratches that get on mats. Such
defects cannot always be removed and used to cause poorly printed
pages. Sometimes the product would be so bad that the page had
to be retyped. Since this publication is printed at night, a
typist would have to be called in. 1In general, we feel that the
protector has been so successful in this past year of what might
be considered experimental use, that we plan to adopt it for all
our publications.”

This suggestion was reviewed by ORR, OL, CD/0O, FDD/0O and OSI.
None of these offices has this problem, and the protector would be
more of a hindrance than a help to them.

C. Recommendation of Executive Secretary
1. Not in line-of-duty.

2. Letter of Appreciation —SU J%fﬂ N
’ D. Decision of Chajirmap s
§STATINTL ) .
B Award
Chairman

Suggestion Awards Committee

Approved For Relea%t_a_f_(_)&)3l?4 17 : E_% I§DP80 0%8%2%008389 200011
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C-I-A I-N-T-E-R-N-A-L U-S-E O-N-L-Y
SUMMARY AND RECOMMENDATIONS FOR THE CHAIRMAN
30 MAR 1960

STATINTL SUGGESTION NO, 60-120: dated 10 September 1959

A,

c.

STATINTL p,

| |, GS-5, Payroll Clerk
Comptroller, DD/S

Summary of Suggestion

Suggester proposed that the names of individuals authorized to
approve the payment or credit of overtime be placed on one large
legal size page with a plastic cover and hard back, for quicker
ready reference by payroll personnel.

o

Summary of Evaluations

Vouchered funds payroll office of the Office of Comptroller has
effectively adopted this suggestion. It will be used by about 12
payroll clerks, each of whom use a different list of names for
reference purposes.

Neither Cable Secretariat nor Records Integration Division has

~any use for this system.

R i E ) a

1, Not in line-of-duty.

2. $10.00 award based on Intangible Benefits (Slight-Limited)
Decision of Chairman

Award

Chairman
Suggestion Awards Committee

Col-A IN-T-E-R-N-A-L U-S-E O-N-L-Y
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B.

C.

D.
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C-I-A I-N-T-E-R-N-A-L U-S-E O-N-L-Y
SUMMARY AND RECOMMENDATIONS FOR THE CHAIRMAN
30 MAR 1960

STATINTL SUGGESTION NO. 60-139: dated 17 September 1959

|GS-7, Cable Analyst

oL, DD/S

Summary of Suggestion

Suggester proposed an economical way to attach Security Check
Sheets to the top of safes. He proposed taping Acco fasteners to
the top of safes and punching holes in the check sheets. At present,
employees generally use scotch tape to affix them, which mutilates
them when they are turned over to be used on the other side.

Summary of Evaluations

Although the Office of Security will not insist on a particular
way to attach this Form 108 to the safes (the Regulation requires

it be attached —- how is entirely up to the individual office), they

did describe this method in the February 1960 issue of the Support
Bulletin, as an economical and effective method.

Rec a f Executive Secretar
1. Not in line-of-duty

2. $10.00 Advisory award

Decisjon of Chairman

A L

Award
"Chdirman
Suggestion Awards Committee
C=I-A I=-N~T=E=R-N-A~L U~S~E O=N-L-Y
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STATINTLSUGGESTION NO. 60-238: dated 13 November 1959

A,

B.

c.

D.
STATINTL

C-I-A I_’N-T—E—R—N—A-L U—S—E O—N—L—Y R
SUMMARY AND RECOMMENDATIONS FOR THE CHAIRMAN
80 MAR 1960:

| G5-7, Admin Asst.

USIy; DU/ T

Summary of Suqggestion

Suggester proposed that Form 615, Document Receipt, be revised
by: a% doubling the size of the form, printing all the information
on one side, and carbon interleaving the form -~ at present the
typist must re-insert the carbon paper to type necessary information
on the reverse side; and b) providing a block for date sent and
receipt number -- at present, no space is provided for such informa-
tion.

Summary of Evaluations

OCR and OCI agree that a "date sent" block would be help?ul and
should be included at next reprinting. Forms Management Branch states
that they "will try to get this on at next reprinting, which probably
will be about October or November of 1960".

OCR and OCI are against the suggestion to double the size of the

~ form and have it carbon interleaved, because they rubber-stamp the

form rather than type it, and because the greatest user, TOP SECRET
CONTROL, completes the form by means of a stencil which has been made
up for other office use.

Re atd : E tive g !
1, Not in line~of-duty

2, Letter of Appreciation

Decigion of Chairman
. Award
CRairman
Suggestion Awards Committee
C-I-A I-N-T-E=R-N-A-L U<S<E O-=N-L-Y

Approved For Release 2003/04/17 : CIA-RDP80-00832A000300020001-1



25X1

25X1A

25X1A
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SUMMARY AND RECOMMENDATIONS FOR THE CHAIRMAN

80 MAR 1960
SUGGESTION NO. 60-271: dated 24 November 1959

T35S, DD/P
A. Summary of Suggestion

Suggester proposed that all persons going overseas on TDY tours
be given injections of gamma globulin for protection against in-
fectious diseases.

B. Summary of Evaluations

Suggester stated that he was not given these shots when he was
sent out on a TDY tour, and he contracted infectious hepatitis. He
This disease is so serious that it could prevent him
Tom 1 ng in his profession.

Medical Staff has informed us that gamma globulin shots are not
given on a mandatory basis for medical reasons, but that all
individuals are informed of the availability of these shots. The
suggester's particular case was an over-sight on the part of Medical.

As a result of this suggestion and conversation with the sug-
gester, Medical Staff will re-examine their system to be sure that
no oversights are made in the future.

C. e ati E i a

1. Not in line-of-duty.

2., Letter of Appreciation

D. Decisi Chaj
w *
] Award
Chairman
Suggestion Awards Committee
C~0=N-F-I-D=E~N-T=I-A~L
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C-I-A I-N-T-E-R-N-A-L U-S-E O-N-l-Y
SUMM:RY AND RECOMMENDATIONS FOR THE CHAIRMAN
30 MAR 1960

STATINTLSUGGESTION NO. 60-339: dated 13 January 1960

UJ, DD/1

A. Qummary of Suggestion

Suggester proposed that the names of employees found in the front
of jackets of large industries and colleges be placed in alphabetical
order, each letter of the alphabet on a separate page. This system
would make it easier to find a name and to make additions to the list.

B. Summarv of Evaluations

This suggestion has been effectively adopted by the Office of
Operations. That Office states:

"The suggester is a new employee and as such hit upon a very
helpful idea that those of us who are so close to the work didn't
think of. The benefits are intangible, but nevertheless quite
real," :

C. Recommendation of Executive gecretary
1, Not in line-of-duty.
2, $25.00 award based on Intangible Benefits (Slight-Limited)

STATINTE. ecision Chairman

\

Award
Chairman
Suggestion Awards Committee
C-I-A I-N-T-E-R-N-A-L U=-S-E O-N-L-Y
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C-I-A I-N-T-E-R-N-A-L U-S-E O-N-L-Y

SUMMARY AND RECOMMENDATIONS FOR THE CHAIRMAN
30 MAR 1960

SUGGESTION NO., 60-347; '
(GS-9), Chief, Equipment Unit

A. Summarv of Suggestion

STATINTL

| STATINTL Buggester proposed that weekly tests be made of the] ]
! | lalarm systems, Heretofore, these alarms were tested monthly
STATINTL Yy the Alarm Company.

B. Summary of Evaluations

STATINTL This suggestion has been adopted at[ | Investigation revealed
that there is no fixed government-wide rule for testing this equip-
ment, This Agency tests their equipment at the change of the guards
-~ three times a month., This is a general safety practice and should
have been initiated as soon as the alarm system went in.

C' - -Du A Ct

STATINTL Suggester is now in charge of these systems atl | but, was not
at the time he submitted this suggestion.

D. R i Executi 3e a
1, Not in line-of-duty.

2. Letter of Appreciation

~ E. Degision of Chairman
STATINTL
Award
Chairman

Suggestion Awards Committee

Approved For Relea$e 2803/04N7T-CHR-RBR8D-008324£000380029001-1
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B.
STATINTL

C.

D.
STATINTL
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C-I-A I-N-T-E=R-N-A-L U=S-E O~N-L-Y
SUMMARY AND RECOMMENDATIONS FOR THE CHAiRMAN

30 MAR 1960

(Gs-8), Driver

STATINTISUGGESTION NO. 60-348: dated 23 October 1959

Sumpary of Suggestion

Suggester proposed installing mounting ladders on the loading
dock at | |, at the shipping and receiving doors
== flush with the landing.

summary of Evaluations

Chief, | |states that the ladders were cone-
structed of surplus angular steel, and flush-mounted into the dock
bump block in order that they would not interfer with or hamper
dockside truck or rail car loading and unloading operations. The
benefit accrues to employees who must leave their trucks to help
load and unload. Previously, rather than go to the end ramps to
get onto the platform, the drivers would c¢limb up and jump down --
thus exposing themselves to injury and possible compensation from
the government.

R endati Executi S a
l. Not in line-of-duty.
2, $15.00 award based on Intangible Benefits (Slight-Limited)

3. Referral to GSA for use at warehouses with particularly long
loading platforms.

Decision of Chairman

o<

] Award GSA Referral
Chairman
Suggestion Awards Committee
C.I-A IN_T.E.R.IN_ALL U-S-E O-N.LY

Approved For Release 2003/04/17 : CIA-RDP80-00832A000300020001-1
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C-I-A I-N-T-E-R-N-A-L U-S-E O-N-L-Y
SUMMARY AND RECOMMENDATIONS FOR THE CHAIRMAN
| 30 MAR 1850

SUGGESTION NO. 60-349: dated 23 October 1959

STATINTL

A.

STATINTL

B.

c.

D'
STATINTL

(GS-6), Packer

Summary of Suggestion
Machinery used by the lift operators in the Packing & Crating

section at inadvertently blows exhaust fumes
at the packgT§T“30§§é§f§?‘ﬁf3ﬁ6§€ﬁjthat a diverting tube be added to

the lifts to prevent this uncomfortable and unhealthy situation.

Sunmezy of Evaluations . STATINTL
The suggestion was adopted at | lat a cost

of $8.98 per vehicle. It does not ellminate the fumes, but it con-
trols them and keeps them above the heads of the employees. This
situation does not exist at other Agency warehouses.,
R a Executive Secre

l. Not in line-of-duty.

2. $15,00 award based on Intangible Benefits (Slight-Limited)
Decision of Chajrman

" Chairman
Suggestion Awards Committee
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C-I-A I-N-T-E~R-N-A-L U=S-E O-N-L-Y

SUMMARY AND RECOMMENDATIONS‘FORiTHE CHAIRMAN

30 MAR 1950
STATINTL SUGGESTION NO. 60-355: dated 25 January 1960

| GS-4, Clerk

, DD/I

A. Summarv of Suggesgtion

In the Office of Operations, many cases have more than one folder.
The folders are numbered in the right hand corner with "1 of 6,
2 of 6, etc." As new folders are added to the cases, this numbering
must be changed on all affected folders (1 of 7, etc.). To change
these numbers, clerks have been erasing them, leaving a hard-to-read
surface and shortening the life of the folders. Suggester proposed
that a masking tape base be put over the numbering section of the
folder. As changes are made, the tape need only be removed and a
new strip added for the change.

B. Summary of Evaluations

The Office of Operations has put this idea into effect in their
area, with a saving of about 5 folders per month. Records Management
Staff knows of no other area where such a system is used.

C. Re j Executive Secre a

l. Not in line-of-duty.

2. Letter of Appreciation

" STATINTL D. Decisjon of Chairman ‘

Award

Chairman
Suggestion Awards Committee

ColeA  I-NoT-E-R-N-A-L U-S-E ON-L_Y ,
Approved For Release 2003/04/17 : CIA-RDP80-00832A000300020001-1
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C-I-A I-N-T-E-R-N-A-L U-S-E O-N-L-Y

SUMMARY AND RECOMMENDATIONS FOR THE CHAIRMAN

30 MAR 1960

STATINTL SUGGESTION NO. 60-356: dated 22 January 1960
' : | i, G3-9, Admin Asst.
' SR, DD/P

A. Summary of Suggestion

Suggester proposed that the Abstract File Slips attached to all
documents emanating from RID be stapled through the tab above the
perforated lines, for easier removal by the area clerks.

B. Summary of Evaluations

RID has adopted this method of attaching the Abstract File slips
with satisfactory results.

C. Reggmmengagion of Executive Secretary

l. Not in line-of-duty.

2, $15.00 award based on Intangible Benefits (Slight-Limited)

D. Decision of Chairman
STATINTL ~

_ ¢

Award

Chairman
Suggestion Awards Committee

Cel=A I-N-T-E-R-N~A=L U-S—E QO-No].
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C~O-N-F=I~D-E-N~T=I-A-L

SUMMARY AND RECOMMENDATIONS FORxTHE CHAIRMAN
80 MAR 1960

25X1A SUGGESTION NO. 60-369: dated 26 January 1960

A.

B.

c.

D.
25X1A

s GS-11, Mechanical Engineer

. OC, DD/5

Summazy of Suaggestiopn

Suggester proposed a method to prevent bleeding of communications
one-time cipher pads, by the use of an additional polyethylene sheet
on the top and bottom of the pad, to be molded in as part of the pad.

Evalua

This suggestion has been effectively adopted by the Office of
Communications. That Office qualified the benefits from adoption
by stating that "the production of these special one-time pads is
very limited -- not more than 10 per year, and these are used only
by a few very sensitive stations".

E e Se

l. Not in line-of-duty.

2. Letter of Appreciation

hairman

Award

Chairman
Suggestion Awards Committee

Approved For Release 2003/04é‘l-7o: CIA-RDP80-00832A000300020001-1
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Sugg. No. 60-238:

25X1A
Summarxy :
Action Taken 8
Awaxd s
25X1A Sugg. No. 60-271:
Summary 3

Action Taken

o

o0

Award
25X1A  Sugg. No. 60-339;

Summaxy H

CaOmNeF - I D BT Tom AL

Minimal Awards Cééés Contd.
30 March 1960

dated 13 November 1959
| |, GS=7, Admin Asst.

Valy UU/L

Suggester proposed that Form 615, Document Receipt,
be revised by: a) doubling the size of the form,
printing all the information on one side, and carbon
interleaving the form - at present the typist must
re-insart the carbon paper to {ype necessary informa-
tion on the reverse side;s and b) providing a block
for date sent and recelpt number — at present, no

‘space 1is providad’fcr‘such infozxmation.

Records Management Staff will include a "date sent”
block at the next reprinting of the form. Offices
of primary interest did not approve of the other
changes recommended.

Letter of Appreciation
T

datod 24 Nestombhaon soce 00000

19Ty UUJF

Suggester proposed that all persons going overseas
on TDY tours be given injections of gamme globulin
for protection against infectious diseases.

For medical reasons, this injection is not made
mandatory ~- however, it is available to all employees
going overseas. Medical Staff will re-examine their
system to be sure that no oversights are made in
informing employees of this available praventative.

Letter of Appreciation
W SR

dated 13 Januazy 1960
ls GS=4, Clerk

I
00, DD/T

Suggaster propoesed that the lists of nanas of
large industries ang colleges,

-3 -
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C~O=N=F=J=DwE=NaT=I=A=L

Minimal Awards Cases Coﬂtdo

~ Sugg. No. 60-47 Contd. | 30 March 1950

Acetion Taken 3

Award H

Sugg. No. 60-120:

Summary

L]

Action Taken

Award

o

Sugg. Mo, 60-139:

Summazry z

Action Taken :

Award . :

This suggestion has been effectively adopted by OCI
for all their publications. HNo other Agency office
has need for this protecior

$25.00 awaerd granted.

RN

dated 10 September 1959
I l, G5-5, Payroll Clerk
Comptroller, DD/S

Suggester proposed that the names of individuals
authorized to approve the payment or credit of over-
time be placed on one large legal size page with a
plastic cover and hard back, for quicker ready
reference by payroll personnsl.

Vouchered funds payroll office of the Office of
Comptroller has effectively adopted this suggestion.
It will be used by about 12 payrell clerks, each of
whom usesa different list of names for reference
purposes.

$10.00 award granted.

ba z.aiain 2 gst ]

dated 17 Septembor 1959
[GS~7; Cable Analyst

JL, DD/S

Suggester proposad an economical way to attach
Security Check sheets to the top of safes. He pro-
posed taping Acco fasteners to the top of safes and
punching holes in the check sheets. At present,
employees generally use scotch tape to affix them,
which mutilates them when they are turned over to be
used on the other side.

Office of Security described this method of attaching
Security Check sheets to safes, in the Februazy 1960
issue of the Support Bulletin.

$10.00 Advisory award granted.

-2‘
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25X1A Sugg. No. 58-454:

{

¥

25X1A

os

Summary

Actlion Taken

LY

Award

- 25X1A Sugg. No. 59-482:

Summary

Action Taken

L]

Award

Suggé No. 60-47 3

(2]

Summaxy
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SUMMARY OF SUGGESTIONS AND ACTION TAKEN BY CHAIRMAN

MINIMAL AWARD CASES
30 March 1960

dated 7 April 1958

|, GS-7, Records Analyst

DD/S

Suggester proposed that the NIS status report 1list

the sections completed rather than the chapters
completed. In some cases where a section of a chapter
is not applicable; this report iisted misleading
information, leaving a question in the minds of
recipients as to whether or not they actually had

in hand a completed report.

This idea was adopted by OBI by listing "Sections
Not in Completed Chapters”. OBI stated that this wes
done from a consolidation of ideas and not just from
this suggestion. S

Letter of Appreciation

WIS %
: }

dated 15 May 1959

|y GS~11, Analyst

0ST, DD/T

Suggester proposed a tentative curriculum for a specia.
training course in the administration of external con-

tracts, to fit the needs of OSI analysts.

OSI stated that a modified Office of Logistics course
in external contracts has been initiated, incorporating
many of the suggester's proposals.

Letter of Appreciation

W R

dated 24 July 1959

}» GS~12, Intel. Officer

[
OCI, DD/1

l B ~ Approved For Release 2003/04/17 : CIA-RDP80-00832A000300020001-1

Suggester designed and proposed Agency use of a paper
off-set master protection holder. This holder would
protect the master from damage during the necessary
handling from the time it is typed until the time it
is actually printed.
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Minutes of Meeting
18 February 1960

The Chairman

it
i
be

said "no"[;
]

¥

Minutes of the regular Committes meeting, held on
10 December 1959, were approved. :

Minimal Award 60-190 -~ vuggester proposed that loose wires of office

Cases equipment be attached to desks for safety purposes,
S5X1A [ | asked if this had be r
Agency-wide use (it was a ase 925X1A

and adopted only at that Installation.) The Executive
Secretary reported that it had been, but that action was
turned down by the Agency Safety Officer.

Report by 3. Our record of unresolved cases as of 17 February 1960
Executive is as follows: , .
Secretary

1957 w7

1658 -~ 13

1959 — 133

1960 -~ 53

b. Under authority granted the Executive Secretary to
resolve cases which are duplicates or have unanimous
recommendation for disapproval, 123 cases were closed
out between 1 December and 17 February.

¢. The Clandestine Services Spacial Panel of the Suggestion
Awards Committee met on 7 January 1960 to consider
9 suggestions. The disposition was as follows:
1 Letter of Appreciation, 2 awards tetaling $45.00,
4 cases rejected, and 2 cases pending.

d. An ad hoc Special Panel of the DD/I met to conclude
deliberations on a sensitive suggestion. In September
1957 a $75.00 interim award was made. At this final
meeting, the suggester was awarded an additional $25.00
and the case was closed.

e, Film Showings:—

Support Exhibit —- two showings —= in the future, wiil
show the film at noon time to JOT Intelligence
Orientation Courses.

OTR Supervision Course — with lecture by Suggestion
25X1A Awards S:aff -- other courses will be coversd as
recommended by

. -2 -
Approved For Release 2003/04/17 sCHARBPS80r00832A000300020001-1
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Minutes of Meeting
18 Februvary 1960

DPD showings -~ very éffective —- list of suggestions
submitted and awards approved for that area was
distributed.

25X1A f. Met with| ] DDP/PAD, to discuss launching
3 special operations suggestion committee in the DD/P.

g. Colonel White Briefings by Executive Secraetary:

1. Furnished statistics of suggestion awards for the
DD/S Clandestine Services lecture. Asked him to
emphasize particular handling of CS suggestions
thru the Special Panel and our intention to launch
PP Warfare phase of the program,

2. Regular monthly briefing -- Executive Seczetary

25X1A reported on program activities to date: £ilm .
exhibits, publicity, relationships with[;::::j::::]
25X1A andﬁb and described some of the Interesting

Cases to be considered at today's meeting.

h. 38 Anhiversary cards sent out.

Comments by The Chairman asked for more views on publicity fot the

%; Chajrman Suggestion Awards Program:
1 25x1A o 8. [ ] mentioned that he has written a DD/P paper
: of award winners, which is heinf considered by o
1
1 25X1A | ‘
b. [ hdvocated articles in the Support Bulletin
=~ particularly summaries of award winning suggestions.
25X1A

¢. The Chairman mentioned use of posters (of minor value).

25X1A d. | pentioned a DD/I publication, and asked
' OF material from the Suggestion Awards Staff on DD/I
figures and suggestions for publication in that bulletin,
which has overseas distrbbution as well as Headquarters.

é €. The Chairman discussed the Honor & Merit Awards Board
1 25x1A and its lack of publicity.

f. E:::;:::;]suggested publicizing names of Incentive
vards winners, perhaps in the Library -- it was
pointed out that Security would nevey permit such a
list.

- 3 -
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Minutes of Meeting
18 February 1960

g. | |told of the Office of Communications
letters by | | and the Office of
Communications publications, giving individual
recognition by name, which go to all Communications
people here and abroad.

h. The Executive Secretary mentioned the DDP/DPD 1lists
of award winners which were published and distributed
at their movie showing.

New Building |

| discussion of the handling of Mew Building

Suggestions
Qid Business

Suggestions

Appxroved

suggestions was postponed until the next meeting.

The Executive Secretary reported to the Committee that
the [ 1] suggestion for specific reporting guides
(considered to be in line-of~duty at the last Committee
meeting) was returned to her supervisor for Honor and
Merit Award action if considered approprlate. He office
will not submit a recommendation to the Honor & Merit
Awards Board.

The Comnittee apprcved the following aciion for the
suggestions indicated:

Sugg, No, Iotal Award B iis avj
58-178 $ 40 Tangible Savings ($230)

Intangible (Slight-Limited)

S5pEgi 0 Tangible Savings ($580)
58-453 20 Intangible (Slight-Limited)
59-130 25 Intangible (Siight-Local)
59-241 25 Intangible (Slight-Limited)
59-366 200 Intangible {Moderate-Extendad)
59-430 20 Intangible (Siight-Limited)
59-458 Lotter
59494 Letter
59-502 Letter .
59~-544 50 Intangible (Slight—Local)
60-14 Letter
60~49 25 Intangible (Slight-Limited)
60-63)

69% 25 Intangible (Slight-Limited)

: 70
60-109 25 Intangible (Slight-Limited)
60-153 Letter ‘
60-190 10 Intangible (Slight-Limited)
60-214 Letter
-l -

Approved For Release 2003/04/17 : GHE-RDR8QR-00832A000300020001-1
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Sugoestions Sugg. No. Total Award Benefits or Sawvings

Approved N

Contd, 60-248 $ 25 Intangible (Slight-Limited)
60~250 150 Intangible {(Moderate~Entanded)
60-25% Letier
60~254 75 Intangible {Slight-Broad}
60-255 50 Tangible Savings ($1,000)
60-258 25 Intangible {Siight~local)
60-274 250 Tangible Savings ($2,500)
60-345 Lotter
60-352 15 Intangible {Siight-Limited)

Sugg ction 58~584, proposing a reclassification of financial accounts

Defayred to accommodate functional aciivities, tabled for six months
at vequest of the Chairman, in oxder to cbtain an experience
factor. (aAn interim letter has been sent.)

Adjourpment The meeting adjourned at 4:13% pom.

25X1A

/ Executive Secretaxy

APPROVED:

g’}’ I’Mn f(é 6

Date

Chalrman
Suggestion Awaids Commities

- G o

SeEaleR-E=T
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Regular Meeting of the Suggestlon A=ards Committee

Thursday, 18 February 1960

AGENDA

1. Call to order
2. Minutes of last mseting

STATINTL 3. Report by Executive Secretary

4, | te discusé New
Building suggestions and their

handling

5. 0Old Business

6. New Business
{(Vote on suggestions attached)
Gvote on Mivimak AwhARp C’Asas)
7.  Adjournment _ . e
: 136

STATINTL

Re. /nuuMcQg_ Aungge. (Frotime)
b A -

CIA INTERNAL USE ONLY
Approved For Release 2003/04/17 : CIA-RDP80-00832A000300020001-1
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9, Februsry 1960

OEX1A EUGGEITTON NO. ¥ 60.27h: r;ﬁﬁwr 1959 ‘ |
. 5 0S-8, Electrocuic Technician

A gummiy of Suggestion

The s mrmmdawmmemmatmm&
three 3)-mmmmummmmmmmaueeemso:
. antenoa wires, compensete for small differences in wire leagth
and prevent twisting of wires. :

B. Sumery of Evalustions
. 1% is teecognized that this relatively slight change in the cone
gtruction of & rawibic antonmn way well reduce maluntensnce end
antenna ungsexviceebility time 50%. Applied to 115 anteanss in
our worlld-wide network, this may save sbout $2500 per year, but
more importent is the seving in time othervise loat when these
N antennas, costing about 35000 cech, sre out of service,
1% is aifficult to place & dollar value ca a commmnication link
which is vitel to naticnal interests.

In sddition to the tangible benofits, the intangible benefits would
r to fall into the Slight.Cencral calegory. Many of the
installstions at whioh these sntennas are used bandle not only the
traffic of this Agenoy, but the traffic of other Agonecles as well.

Also recommend suggestion be forvarded to Department of Defense
:‘e; mcmidemticn by the Communications Components of Army, Havy,

M C. R&emmon of Executive Secretsyy '
1. Not in line of duty. |

2. $240-340 averd based on: $90 for Tangible Saviags {$2500)
plus $1593250 for Intangible Benefits

(Bnghtvaemal)
D. Decisicn of Committes |
/_Adoptod #0150 pwera o letter of Appreciation
Mot Mopted ____CSC Referzal
25X1A

-

Approved For Release 2003/04/17 : CIA-RDg%@ﬁwOO3000ZOOO1-1
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. 9 Pebruary 1960

SUGGESTION B0, 60-250: dated 9 October 1959 | o

s GS-8,Wire Equip. Tech.
=0, Electroniesa Tectnician

25X1A

- OC, /8

A, m of Mestion

Two suggesters found a way to prolong the life of the Honey-well

Visicorder Irive Motor used by the Office of Communications, The

electronic motor g_},_o‘g unlt vas redesigned to act as a motor start

unit. Baturally, insertion of this unit delays initial starting of

. the Visicorder, but with forty (LO) recognition pulses preceding a
measage, the drive motor speed is sufficiently high to preserve the
message text althovgh meximun speed may not be realized until after
approximately the second group of the messege text has been recorded.

B. SM of Evaluation

Tais reducetion in running time solves what had beccme a serious
maintensnce problem with the instrument, wkich had not been Gepigned

f { purpose of 2L-hour monitoring snd is less likely to fail at a critical
moment .
1 An investigation is now under way to determine the optimum redesign
: g\ to be incorporated in other systems. _ :

¢ G- Livecof-Duty Status

Tais suggestion is not considered to be in the suggesters' line of
duty. Suggesters are technicians, expected to implement what engl-
neers originate; but they actuelly performed sn engincerts Job.
The original idea was that of the GS-8. The GS5S-9 took the ides s
developed it, modificd the equipment, and submitted the suggestion
in both names.

S

R

' for continuous uee. The system is now better eqguipped to serve its
N

5;;

D. Recompcndations of Executive Secrem
1. Not in line-of-duty.

NI

2. $50~100 avard based on Intengible Benefits (Moderateoumﬁed)_
Apportioned as follows: 2/3 award to Catellier
1/3 award to Evans
E. Decision of Coumittee | |
v adoptea #1502 pumre letter of Appreciation

Not Adopted

25X1A

Approved For Release 2003/04/17 : élAﬁEE@Eﬁgﬁg&ZAOOO3000ZOOO1-1
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9 Pebruary 1960

- SUGGESTION No. 59-5“1-': dated 24 June 1959 “ o
25X1A » G8-12, Salary & Wage Officer
OP, DD/S |

A. Summsry of Suggestion

Suggestef proposed an economical way for this Agency to clean drums
of the Copy-flo equipment. This system permits reuge of otherwise

uugeable drums.

B. Simmrx of’ Ehralﬁations

The Office of Logistics stated that this suggestion prompted them
to adopt this method. This suggester, in line with some Personnel
research he was doing in the Depariment of Commerce » observed the
Commerce studies on ways of reclaiming the drums of the Copy-flo
equipment. He brought the idea back to this Agency. A similar
method bad been described by the Haloid {Copyflo) Company, but had
not been acted upon by the Office of Logistics. This suggestion
prompted them to test the method used by the Department of Commerce,
vhich proved to be satisfactory - L0 of the drums can be reclaimed
at an ennual sevings of approximately $2 »596.

The Office of chistics recommended that the dollar savinga not be
used in determining an avard, because similar informstion had been
received from the menufacturer and the Division hed plans to Investi-
gate 1t thoroughly; but the suggestion did have the effect of facili-
tating the adoption of the method now used, and it is z’gcoumended
that & token award be made. L

The Suggestion Awards Steff checked with the Department of CO-erce
and there is no question of an awerd to be made by them. The use of
this method had no relationship to their Suggestion Program.

C. Recommendation of Executive Secretarz‘

1l. Bot in line of duty.

2. §25-50 avard based on Intengible Benefits (Slight-Local)

D. Decision of Committee
Adopted 45 O pvard letter of Appreclation

Not Adopted ' 25X 1A

Approved For Release 200%08 47 FCIAIRBPS0T033824000300020001-1
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"9 Psbrusry 1960

“ ..  SUGGESTION NO. 59-2Vl: dated 10 December 1956
i 25X1A | E GS-13, Investigetor
; » DU/S

A. Summary of Suggestion
The suggester developed e device to be used with the Ampex 600
Recorder, vhich ensbles one to repeat any given length of a
recording imrrdiately preceding and including the word or words
not clearly understood. thie device 1s under the couplete control
of the operstor and does not prevent the recorder from teing used
in the normal manner vhen Qeaired. .

B. Sw of Evaluationa
This modificetion shows consilderable merit as a field expedient,
end 08 intends to notify all of its offices of its potential ss an
econowy messure. OS has used this device in one area, on several
o¢casions, in the absence of similar commercis) devices with
resullant savings of clerical and professiomal manhours. The
device, which cost about $10.00, has saved the Agency from pur-.

- chasing newer equipment. The Office of Communications and TSS
state that there are pov numerous tape recarders and reproducers
on the market which would anewer this suggester's nceds » but vwhen
05 tought these mechines, there were no modern types available.
The Ampex 600 in thoee days (1956) cost about $600, and rather
then buy the up-to-date ones now, this modification hes made the

25X1A old ones useful. |F|cmef, Telecommnications, Training
and Techniques SteTT, OC, stated that this was s good suggestion
fer the suggester's own office, but that it bas no other appli-
cation in the fgeney.

C. Recmendatima of Executive Secref_:_a_rx

1. jot in line of duty.

- 2a go—-ioi sward besed on Intangible Benefits (M
o | , Limited)
D. Decision of Committee
-_‘{M"‘M ? &_ﬁm ' ——Jetter of Appreciation
I Adopted
- P5X1A

'Approved%For Release 2003/04/17 : CiA=Reb&0B6832A000300020001-1
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- , o 9 February 1960

iv. A SUGGESTION O, 58584 : lﬁ_ﬂus;mﬁ_‘datedz . |
25X1A o GS-12, Budget Officer
» DD/P A :

A. 8 of eation

This suggestion by an area diviasion assistent budget officer,

. proposes a reclassification of financiasl accounts to accommodate
functional activities, thereby revising all administrative and
operational reporting so that it provides a better basis for execu-
tive management.

) B. Sw of Evaluation

J The suggestion was of considcrable value in serving as a besis
d% for a complete modification of the manner in which Clandestine
Q 3’ Services Operatiopal Programs are prepared for approval by top-
f Y e level management. (Forms will be available at the meeting which
v show the change from the old to the new approach.) This is the
J‘ first step to be accomplished in such 2 broad proposal, and it is .
dg possible that other steps will follow such ss the substitution
of country activity plans for projects as the vehicles for approval

J? above the division level and the reclassifying of accounts.
' 7 25X1A " ‘
i |la_f—_| Chief, DDP/PG, stated that in his opinion this suggestion
, of moderate degree in benefit with a broed extent of applieation.
’ ' ' ’ - 25X1A
[ ]informallystated on the telephone that [ ]eonsiéered
XAA this in the High-Extended category and that Mr. Bissell has used
‘ | 25 this peper repeatedly as an exhibit to emphasize the new stream-
@ lining efforts of his office. ‘

C. Line-of-Duty Status

[ | emphasized that this is far beyond the ordinary duties
¢f en Assistant Budget Officer. .

D. Recommendations of Executive Secretary

1. Not in 1tne of duty. |

2. {200-300 award based on Intangible Benefits (bbderatg-ﬁroad.)
E. Deelsion of Comlttee |

Adopted : Avard | Letter of Apprecistion

)

o' % . -)\,l QNLW% mg‘ﬁfsu(awm//g‘ﬂéuf

%ﬂ)z@-ﬂw,ut} » oaes Y
L e ey
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§ February 1960

MEMORANDUM FOR: W

SUBJECT - 3 Agenda fox Meetling of Sugoestion Avaxds Committes

2

1. The CIA Sug béﬁ tion dnom % Coamitiee iz soheduled to uset on
Thursday, 18 Februory 1960, at 2:00 poxz. ip Aoep ledy ] 25X1A

2. The follow :;.w items are vacloesd {ox yousr seviems
v .

TAB 1 = Tentatlve Agevda

3

TAB 2 = Mirutes of Lest Coumlitsn Meating

TAB 3 ~ Summavy of sugyestions to be considersd av this
meeting.

TAB 4 — Summary of Minimal Awards

FCOR THE CHATRMAN, SUGGESTION AWARDYS SOREITTER.

: ERGGATIYE salrétany

25X1A

Approved For Release 2003/04/17 : CR-REPS0:BGB32A000300020001-1
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SUMMARY AND RECOMMERDATIONS FOR THE COMMITIEE

8 February 1960

SUGGESTION NO. 59-130: dated 10 October 1958
STATINTL . [ | GS-5, - Photographer{Gen)
. PIC/Data Management Division, DD/I

A. S , Suggestion

Suggester proposed a photographic precess which would prevent the
curl of photostat prints and allow iwmmediate and continuing flat
prints for each scrutiny by analysts.

B. Su E

The only office with an interest In this process is the Photo-
graphic Intelligsnce Center, DD/I. Other arcas hawve verious
methods they use which serve their purpose. PIC's xequizsments
call for a process such as this which will give immodiate and

§2¥Eiﬂﬁlﬂg_ilai_prinis, although this process will cause 2 cer-
ain amount of damage to drying belis over a period of time..
Since the return of this suggestion to PIC fer re-ovaluation,
several of the print flattenars mentioned in the ovaluation
‘reports have been tried; and we have found that the glycerin

is the most effective and economical of any tried. It is true
that the glycerin or any other flattening acent will cause
limited damage to the drying belts in the photostat ewpeditor
over an extended period of time, thereby making slightly more
frequent replacement necessary. The advantages, howsver, of
producing flat and easy usable prints directly from the machine
greatly overcome this weakness. In this office most of the
photostat copies are used or disseminated immediately for

research purposes; uime does not permit pressing or weighting
them down in order to obtain flat and ready usable copies.

C. Line-of-dut _atus

Suggester is a photograph@r and is not responsible for printing
procedurss..

D,

I.Jr§g§ in Iinemof—dUty.
2.” $50 award based ons Intangible Benefits (Slight-Local)

D. Recision of Comaiiiee
e , B a2
Adopted Q<> Sosad letier of Appreciation
Not Adopted STATINTL

C-1-A  I-N-TeB=HeN-AewL U=SeE  Ow=Nel-Y
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2. Improved conﬁ&ol of

sensitive maii from use of the pre-
numbered Form.

3. Improved 0S filing procedures.

l. Not in ling-of-duty
2.

$200~3@0 award based on Iutaagible Bﬁa*fita {@%ﬂzﬁ&ﬁd*ﬁr@ﬁi}

D. Decision of Committee

. -
__;::_Adopted 75 jssad letter of Appreciation

Not Adoptad

25X1A

Approved For Release 2003/04/175~EH5-[RDR8H-00832A000300020001-1
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: 8 February 1960
25X1A . . '
SUGGESTlOH NO. 60-258: dated 19 Hovembor 1959
: s GS-12, Supervisor

05, DD/S

SUGGESTION NO. 60-258 ~~ Supplemental Summary of Suggestion

Present Procedure:

1. Badge requa#t sent tos CI Staff for concurrence —
L | CCD for toncurronce —
$Sb for approval

‘2, 95D approves request and sends separate memorandum requesting
badge to PSD/Badge Office .

3. Badge Office makes up badge and forwards to SSD, charging SSD for
the hadge

It should be noted that the responsibility of SSD in this evercise
iz only for approval of the request.

SqueSted becedure:

1. Badge request sent tos CI Staff for concurrence
I . €CD for concurrsnce
88D fox approval _
‘ PSD/Badge Office for issuanc
2. Badge Offica notifies requegtor by telephone that badge is ready,
- charging requestor with the badge o
. _ R : ‘ o
This suggested procedurs sliminates the two memoranda by SED {one to
Badge Office, and one to requestor), and keeps the rscords of badges
{ssued in PSD/Badge Office = eliminating dual control and expediting

B issuances.
1 ILLEGIB | I |
. 2+ $25-50 award based on Intangible Benefits {Slighi~Local)
D, | \
. ns
Adopted 2 Award Letter of Appreciation
Not’AdOpted 25X1A

~ Approved For Release 2003/R4H71- SLARDPSH-40§32A000300020001-1
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SUMMARY OF SUGGESTIONS AND ACTION TAKEN BY CHAIRMAN
MINIMAL AWARD GASES
27 JANUARY 1960

SUGG. NO. 58-453: dated 10 March 1958

C by GS-7, Records Analyst
25X1A Records Center, DD/

T

Summary ¢ Suggester designed a new form for use by membexrs of \
: the IAC community in requesting extra copies of
classified publications. This new form would achieve .
uniformity in ordering procedures, speed up servieez

_to customers and streamline procedures within the
Becords Center.

.

B B e

Action Taken ¢ The suggesier’s design for a new form was not accepted,
Review of the suggesiion revealed an existing form,
avallable to the Cummunity, which was designed for the
purpose of requesting classified publications, and
resultad in placing a requirement on the Community to
use this existing form. From this requirement comes
savings at the Records Center of 16 hours per wesk
{approximately $1,988 per year) — these hours saved
are being put to effective use within the Center.
Because this suggestion brought about complete use of
an gxisting procedure, the award is based on Intangible

~ Benefits of Slight-Limited, rather than the Tangible
Savings.

"
E
e
-
E
"
f-3
-
=
i

Awaxd & $20,00 awazd granted.

S

SUGG. NO. 59-430: dated 21 April 1959
25X1A |, $4.36/nr {GS-13), Admin Officer

Summary ¢ Suggester proposed that battery operated portabla
lanterns, located throughout Agency buildings for use
during power failures, bs marked with lumincus tape
or paint.

E
3
£
i‘
[
L
r

Action Tgaken ¢ This suggestion has been adopted by the Office of
. ' Loglstics in areas which would be in complete darkness
during a powar fallure. In areasxequiring 24 hour
service, as the Cable Secretariat, emergency power
plants are used. _

Award s 320,00 award granted. .

Approved For ReleaSoRADFOLLY : CIA-RDP80-00832A000300Q20001-1\
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| 5UGG. NO. 59-458%
Susmary t
Actlion Taken H

- Award P

. §UGG. ¥0. 59-H94s

-

Summary

Action Taken ]

Award 3

SeEcCoRafw]

Minima) Award Casss Contd.
- 27 January 1960

dated 11 May 1959
L GS=15, C/O&DA(DD/P)
Hanagemont Staff, DD/S

Suggaster proposed that the Agency telephone book be
ravised to alphabetlically list the breakdown of the
DD/S and DD/I components found in the back of the
talephona booke

This suggestion will be adopted in the next issuance
in the telophona book,

Letter of Appreciation
SRS

da 959
C3=12, Commo Spec.
oC, DD/S

Suggester proposed thats: 1) dividends be cleariy
marked as @ separate entry with the date and amount
on the Credit Union books; and 2) the Credit Union
pamphlet include a more complete explanation of the
dividend pollcy.

The Office of Personnel states that dividends are

- mayked in the Credit Union books with an identifying

"IV". In the case of field employses, the books are
maitked on their return fxom the field with a total
amount credited =~ 1f dividends are requested, the
employea is told that amount.

The Office of Porsonnel states that the revised issue
of the Credit Union pamphlot will specifically state
that dividends axe payable on a calendar year bagls.

Latier of Appreciation.

nsz‘v
SwEaCaRwEanT

- . Approved For Release 2003/04/17 : CIA-RDP80- 00832A000300020001 -1 o ‘



~ Approved F@elease Aaahioa7 - CIA-RDP80-00832A000300dg@h01-1 glé
SwEnCoReEnT

- Minimal Awarxd Cases Contd.
27 January 1960

SUGG. NO. 50-502t dated 20 May 1939
25X1A | iS-14, Deputy Chiaf

oc, Db/s

Summary s Suggester proposed a mathod of reducing cable relay
traffic by cutting down on the number of "Information"
addrescees on cables, He further suggested that the
Cable Handbook include information stressing the
requirement for "Information" coplies of cables.

Action Taken ¢ The suggester stated that "Infoxmation" addressees
were replying to cables, and thus the great amount of
- relay traffic. The Office of Communications states
that this is not the typical procedure =~ if a reply
is required, the addresses would noymally be an
"Action" addresgee <= not an "Information" addressea.

The Office of Communications and the Cable Secretariat
informed this Staff that they will include in the
revised Cable Handbook a tlear statement of the pur-
pose and definition of Book and Multiple Address
cables — thet is, addressses of a cable are determined
by the content of the cable and not by its refserences.

Award $ Lstter of Appreciation
SHESHHE

o5X1A  SUGGe NO. 60-14 s dasted 7 July 1959 |
lWE._Ub/p

Summary t Suggester proposed that Form 60la, Routing & Record
Sheet, be ammended so that the first two linss of
routing are lower on the page in order that the
abstract file slip, when stapley will not obscure these
first two lines. _ .

Action Taken t This suﬁgestion was approved by the Records Integration
- Division and adopted in the December 1959 revision of
Form 630a.

Awarxd ¢ Letter of Appreciation

SeEaCaRoEwT
Approved For Release 2003/04/17 : CIA-RDP80-00832A000300020001-1
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SeEwCoRwEaT

lﬂ.nimal Awaxd Cagses Contd.
27 January 1660

T SUGG. NO. 60-49 1 dated 23 July 19590
25X1A | | GS=12, Commo Spec.

4

Sumenary

Action Taken ¢+ This situation does not exist elsewhere in the Agentyzy

: Because of this suggestion, Office of Communication
personnel are provided with appropriate | |
parmite for their peculiar situatlon.

Awaxd t  $25.00 award granted.
HHEHRR
O5X1A . SUGG. NO. 60=68, 69 & 70 9
v w, GS~1), Intel. Officer
]
Summazy & t 6068 = Suggeoster proposed: ahnotating the Department
Aotion Takon BT o e i

Volume Number.

The Départmant of State has informed this
Staff that the suggestion will be adopted in
future issues of the Bulletin.

STATSPEC 60=69 = Suggester proposed annotating the FDD
STATSPEC n9_| bulletinl.s%u

tie of Publication, Date of Issue and Yolume
Numbera

The Foreign Documents Division has informed
this Staff that ths suggestiion will be adopted
in futuze issues of the bulletin, except for
the Date of Issue.

60«70 =~= Suggaster proposed annotating the Department
of Navy, QNRL Igchnical Reporip with: Title
of Publication, Date of Issue and Volume Number.

-d -
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Minimal Award Cases Contd.
27 Januvazy 1960 \

Suggs. No. 60-68, 69 & 70 Contd,

60+70 = The Degpartment of Navy informed this Staff
that the only part of this suggestion which
will be adopted in future issves of thase
reports is the addition of Report Number on

all pages.
Awayrd t Total award of $25.00 granted for all three suggestionse.
HHHHEHE
SUGGa NO. 60-109: dated 19 August 1
25X1A . : | E, GS-9, Elec. Tech.
TC, DD/S
Summary ¢ Suggester proposed a modification of the KL7 Come

munications equipment, which would prevent mistakes
made in the erroneous shifting of the keyboard to the
"figures" position.

Action Taken t Office of Communications, Engineering Staff, belizves
that this is a good idea which solves an agoravating
problem of the KL-7 operation. That Office considers
it has intangible benefits, but that this idea is not
new in communications work == soms of our own field
personnsel have used this system in their particular

. operations. This particular suggestion has been
adopted for all KL-7 equipment in this Ageneyy and
credit is given to the suggester for sharing this

information.
Award & $25,00 award granted.
SHEHEHE
SUGG. MO, 60-153: dated 28 Se ar 1959
25X1A Eﬁﬁs&“ 3ot
] ' s ?
Summary ¢ Suggester proposed that wall clocks which are removed

for repair not be replaced, because most parsons wear
wrist-watches. He also proposed that clocks not be
installed in every room in the new building.

-B

SeEwCmRaEeT
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Se=E=C-R<E-T

‘Minim‘ai‘; Awexd Cases Contd.
27 January 1960

Sugg. No. 60-153 Contd.

Action Taken | : This suggestion prompted Supply Division to include
' an item streseing economy about wall clocks in their
next bulletin.

Awvard :‘ letter of Appreciation
SUGG. NO. 60~190: dated 22 May 1959
25X1A » 0S-k, Clerk-Typist
Summary | : Suggester proposed that & clesmp be used to attach
- looge cords of office machines to the sides of desks,
as a safetly measure. ‘ 7
: - ‘ ‘ 25X1A
Action Taken ¢ Work was completed as suggested on 8 desks at
25X1A | thus eliminating a safety Bazerd.
Averd : $10,00 avard granted
PR

4‘ SUGG. NO. 60-214: dated 21 October 1959
i | |, G8+13, Security Officer
i 25X1A oS, DD/s

Summnazry - % Suggester proposed that the paved srea east of Gete 7,
"~ adjacent to "I" Building snd jue? inside the perimeter
fence be used for angle parking small cars.

Action Teken : Tae Office of Logistics informed this Staff that angle
parking of small cars on the paved area is prohibited
because of the pedesirian sidewalk, but parking

. Parallel with the perimeter fence is spproved -- giving
9 additional parking spaces.

Avard tletter of Appreciation

QG-

BeE«CeR=E~T -
Approved For Release 2003/04/17 : CIA-RDP80-00832A000300020001-1
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25X1A  SUGG. KO, 60-2L8:

Summary

25X1A " Action Taken

_Awand

25X1A 8UGG.NO.F 60-251:

Sunpmayy

Aation Taken :

Award

-

25X1A SUGG. NO. 60-345:

E

Action Teken :

S~E«C-R-E-T

Minima)l Award Cases Contd.
27 January 1960

dated 19 November 1959

l GB'?p JOT

I
JOTP, OTR, DD/3

Suggester proposed that the CIA Library maintain a
volume of ewrrent xew York Tims tables of contents.

| cutef Reference Librarien,

CIA Library, stated that this suggestion would be
adopted at oncee He believed that eccess to current
New York Timeg articles, both by the Library steff

Fy requesters, will be eaaier and glightly faster.
$25.00 award grented. '

AR R

dated 9 October 1959

GS-9, Electronic Technician

’

Suggester proposed a modification of a Communications
instrument wvhich would prevent tke burn-out of meters
valued at $150.00.

This ideé. was adopiled, but it wes one of several
solutions to the problem - was not unique.

Letter of Appreciation

SN

dated 27 August 1959
C8«9, C/Ta&I

]

Suggester proposed that a protective covering be
made, for the shipment of certain Commumnications
equipment, to protect the relays and tubes of the
equipment. Under the present system, these relsys
and tubes protrude and are apt to break-off with
normal handling.

Tae pertinent information in thia suggestion will
be included in a Technical Bulletin, thus enabling
those field arcas affected to take sdvantage of the
idea.

7&7-

‘Approved For Release 2003/04/17 : CIAMQ&%AOOO3000ZOOO1-1
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Minimal Am& Cases Contd.
27 Jenuary 1960

SUGG. NO. 60-2u8: dated 19 Noveuber 1959
“ &‘7’ JoT

@ 2

Sumnary : Suggeeter proposed thst the CIA Library msintein a
 volume of current New York Times tables of contents.

| Chief Reference Librarien,
CIA library, ste + this suggestion would be
sdopted et onca. He believed that eccess to current
E‘;wa' York Times articles, both by the Library stef?

by requesters, will be casier and slightly faster.

Action Taken

Award $25 .00 sward grented.

T

SUGG 0P 60-251: tober 1959
GS-9, Electronic Technician
, [+')] »

Suggester proposed a modificetion of a Communications
{nstrument which would preveni the burn-cut of metere
valued at $150.00.

..

Sumsayy

Action Taken  : Tals idea was edopted, but it was oue of several
solutions to the paoblem - was pot unigue.

Avard :+ letter of Appreciation

| 5UGG. WO, 60-345: dated 27 August 1959
loc | 68-9, C/Tal
2

Suggester proposed that a protective covering be
made, for the shipment of certain Compunications
equipment, to protect the relays and tubes of the
equipment. Under the present system, thege releys
; and tubes protyude and ere apt to break-off with
: i : normal handling.

-5

Summsyy

! Action Taken : Tae pertinent informetion in this suggestion will
: be included in a Tecbnicel Bulletin, thus enebling
‘ ‘ those field arcas affected to iteke sdvantege of the
i idea.

- - 7 - -
Approved For Release 2003/04/17 : CIA-B@@-QDQ”A000300020001_1
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Miniml m:-d Cases COntd.
27 Januery 1960

Sugg. No. 60-153 Conta.

Action Teken  : This suggestion proumpted Supply Division to include
‘ an item streesing economy ebout wall clocks in their

next bulletin.
Avard : Letter of Appreciation
F , ’
[,l B
o5x1A  BUGG. HO. 60-190: dated 22 May 1959
| , GS<k, Clerk-Typist
Summery : Suggester propesed that a clamp be used to ettach
i loose covds of office machines to the sides of desks,
ee s safety mecasure. _ ,
25X1A
Action Taken : Work was completed a3 puggested on & desks at
| | thus eliminating & safety hazerd.
Averd ¢ $10,00 eward grented '
PR
8UGG. KO, 60-214: dated 21 October 1959
| | GB«13, Security Off‘:leer
s DD/S 4 ‘
Sumnayry : Suggester proposed that the paved area esst of Gate 7,

ad jacent to "I" Bu:lld.ing end just inside the perimeter
fence be ugsed for angle parking small cars.

"Action Taken : The Office of legistics informed this Staff that angle
parking of small cers on the paved aree 3s prohibited
because of the pedeatrian eldewalk, but parking
. parallel with the perimeter fence is spproved -- giving
9 additicnal parking spaces.

Award :letter of Appreciation

eh e

§~E-C+R-E~T
Approved For Release 2003/04/17 : CIA-RDP80-00832A000300020001-1
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Minimal Awarg Césas Contd,
27 January 1950

Suggs. No. 60-68, 69 & 70 Contd.
60=70 == The Department of Navy Informed this Staff
that the only part of this suggestion which
wlll be adoptad in futupe issues of these

reports 1s the addition of Report Number on
all pages.

. Awaxd t Total award of $25.00 granted for all three suggestionse.
L DT |

SUGG. NO. 60-109s dated 19 August 193¢

o 68-9, Elec, Tech,
T RLYE] :

Supmary ¢ Suggester proposed a modificatlion of the Kl~7 Cop=
munications squipment, which would prevent mistakes
rade in the erronsous shifting of the keyboard to the
"figures” position.

Action Tgken 8 Office of Communications, Engineering Staff, believes
o that this is a good idea which solves an aggravating

problem of the KI=7 opsration. That Offico considers
it has intangible benefitsy but that this idea is not
new In communications work ew gome of our own field
pezsonnel have used this system in theis particular.
operations. This particuiar suggestion has been
adopied for all Kiw7 squipment In this Ageney, and
credit ig given to the suggester for sharing this

information,
Award 3 $25,00 award granted.
, TR
SUGG. NO. 60-153: dated 28 Seot e 1959
m—C
2 v
Sunmary t  Suggester proposed that wall ¢locks which are removed

for ropair not be roplaced, because most persons wear
wristewatches. He also propesed that clocks not ke
installsd in every zoom in the new building.

-5 -

‘ SwEaCaRwEe
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Hinimal Awaxrd Cages Contd,
27 Januaxy 1960

. BUGG. NO. 60=49 ¢ gat 1959
25X1A P s GS=12, Commo Spec.

25X1C

Aetion Taken ¢ This situation does not exist elsewhere in the Agenez? 1
Because of this suggestion, Office of Communicationg
personnal are provided with appropriate | |
permits for their peculiar situation.

| Awaxd ¢ $239.00 award granted,

Lociqan 5038, 1O, 6068, 69 & 701 dated 31 Julv 1950

: Gey GSwll, Intel. Officer

3? Voly _

Summary & t §0=(8 w= Suggaster propased: annotating the Department
1 Action Taken of State, Gempan Bullatin withs

Selence
Title of Publication, Date of lssue and
Yolume Numbei.

The Department of State has informed this
Staff that the suggestion will be adoptaed in
future iscues of the Bulletin.

STATSPEC 6069 = .Suuester proposed a the FDD

STATSPEC bulletins withs
@ o1 Fublicationy Date of Issue ang Volume
anbem . .

The Foreign Documents Division has infoxmed
this §taff that the suggestion will be adopted
in future lssuves of the bulletin, except for
the Date of Issue.

60-7) w= Suggaster proposed annotating the Department

of Navy, QMBL I¥chnical Bapoxts withs Title
. of Publication, Date of Isgue and Volume Nuwmbaeyp,

- 4w
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| SUGG. NO. 89-502¢

Summary :

Action Taken '

Award g
S&Gt HC, 6@"14 3

Summary t

Action Taken | :

Award H

Approved For Release 2003/04/17 : CIA-RDPSE-

SmEaCoRuEa]

Minimal Awaxd Cages Contd.
27 Januaxy 1960

dated 20 May 1939

» GSe14, Deputy Chiaf

|
‘AmerIcas Division, OC, DD/S

Suggester proposed a mathod of reducing cable relay
traffic by cutting down on the numbor of "Information®
addresecees on cables. He furthar suggested that the
Cable Handbook include information strasging the
requirement for “Information" copies of cables,

The suggester stated that "Information" addressess
were replying to cables, and thus the great amount of
relay traffic. The Office of Communications states
that this is not the typical procedurs == if a reply
is required, the addressee would normally be an .
YAction" addressee w= not an "Information” addresseaa.

The Office of Communications and the Cable Seeretariat
informsd this Staff that they will include in the
revised Cable Handbook a ¢lear statement of the pule
pose and definition of Book and Multiple Address
tables = that is, addressees of 5 cable are determined
by the content of the cable and not by its references.

Letter of Appreciation
HHEE

dated 7 Julv 1959

Suggester proposed that Form 60la, Routing & Record
Shaot, be ammended so that the first two lines of
routing are lower on the page in order that the
abstract file slip, when stapled will not obscure these
flrst two lines. . :

This suggesﬁion wag approved by the Records Integration

‘Diviglon and adopted in the Decombor 1939 revision of
Form 610a. \

Lotter of Appreciation

3=

‘61;)832A000300020001 -1
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SUGG. KOs BO=458: 59
GSw15, C/0&4(DD/P)
‘ agement Staff, DO/S

“Summary :

Action Taken

Award :
UGG, NO. 59u5941

Summary 3

Action Taken 3

Awsard H

o

S-E-ChRuEuW

- Minimal Award Cases Contd,
27 Jenuary 1960

Suggestar proposed that the Agency telephone book be
rovised to alphabetically list the breakdown of the
DD/S and DD/I components found in the back of the
telephona book.

This suggestion will be adopted in the next issuvance
in the telephona book.

Latter of Appreciation

L

dated 19 May 1959

» GS=12, Commo Spec.
oC, DD/S

‘Suggeater proposed thats 1) dividends be clearly

marked as a sgparate entry with the date and amount

- on the Credit Union books; and 2) the Credit Union

pamphlet include a moxe complete explanation of the

" dividend policy.

The Office of Personnel states that dividends are

mavrked in the Cradit Union books with an identifying

*DIV*. In tho case of field employeaec, tha books are
matked on their return from the field with a total
amount credited «~ if dividends are requested. the
employee 1s told that amount.

The Office of Personnel states that the revised issue
of the Credit Union pamphlet will specifically state
that dividends are payable on a calendar year basis.

Letter of Appreciation.

2w
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S~BeC-R-E~T
SUMMARY OF SUGGESTIONS AND ACTION TAKEN BY CHAIRMAN | |
| | MINIMAL AKARD CASES | 1
- 27 JANUARY 1960 _ 'Ei
25X1A

SUGG. NO. 58~453: dated 10 Maxch 1958

) GS~7, Records Analyst
Records Center, DD/S : [}

Summary 1 Suggester designed a new form for use by members of
: the IAC community in requesting extra copies of
classified publications. This new form would achieve
uniformity in ozrdering procedures, speed up service
to customers and streamline procedures within the
Becords Center. : ‘ B |

Action Taken s The suggester’s design for a new form was not accepted,
Review of the suggestion roevaaled an existing form,
svaileble to the Community, which wag designed for the
purpose of requasting classiflied publicatlions, and
resultad in placing a requirament on the Community to
uge this exigting form. From this requirement comes
savings at the Records Center of 16 hours per week
{approximately $1,988 per year) —= thesa hours saved
are being put to effactive use within the Center.
Batauge this suggestion brought about complete use of

. an gxigting procedure, the award is based on Intangible
©  Benefits of Slight~Limitad, rather than the Tangible

Savings. i
Awazd ¢ 320,00 award granted. ‘ i
PRI _ v i
SUGG. NO. 590-430: dated 21 April 1939
25X1A » $4.36/hr (GS=13), Admin Officer
¢
Summaxy ¢ Suggester proposed that battery opsrated portable
lanterns, lecated throughout Agency bulldings for use
during power fallures, be marked with luminous tape
or paint. , ]
Action Tgken s Thie suggestion has been adopted by the Office of
' Logistics in sreas which would be in complete darkness
during @ power fsilure. In areesyequiring 24 hour
service, as the Cable Scorotariat, emergency power
plants are used. I

Amérd 3 $20.,00 awaerd granted. .

Approved For ReleaS&¥fo3#¥r1Y : CIA-RDP80-00832A000300020001-1
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B.

C.

D.
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- C-I-A I-N-T-E~-R-N-A-L U-S-E O-N-L-Y
SUMMARY AND RECOMMENDATIONS FOR THE CHAIRMAN
27 January 1960

SUGGESTION NO. 59-430: dated 21 April 1959

, $4.36/hr (G5-13),

Summary of Suggestion

Suggester proposed that battery operated portable lanterns,
located throughout Agency buildings for use during power failures,
be marked with luminous tape or paint.

Summary of Evaluations
This suggestion was adopted by the Office of Logistics on

‘26 October 1959. The degree of benefit is considered to be limited.

"Of the approximately 650 battle lanterns installed, only a very
small fraction are located in areas which would be completely
darkened during a power failure. Inside corridors and stairwells
compose such areas. Power failures are extermely infrequent,

hence the potential benefit of the suggestion in limited." Logistics
also stated that application of the material to fire extinguishers,
hoser stations, fire boxes, etc. is not warranted.

Rgcgmmenda;igg of Executive Secretary
1. Not in line-of-duty.

2. $20.00 award based on Intangible Benefits (Slight-Limited)

ecisi hairman
A A ;
\_——-
9@.
Award
Chairman

Suggestion Awards Committee

Approved For Release 2003/04/17_: CIA-RDP80-00832A000300020001-1
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' §=E=~C-R-E-T
SUMMARY AND RECOMMENDATIONS FOR THE CHAIRMAN
26 January 1960
SUGGESTION NO. F 60-251: dated 9 October 1959

25X1A | G5~9, Electronic Tech.
T, DD/S

A. Sumpary of Suggestion

Suggester proposed a modification of a Communications instrument
which would prevent the burn-out of meters valued at $150,00.

B. Summary of Evaluationg
25X1A :

i l Executive Officer, Office of Communications,
stated that this idea was adopted, but that this solution was one of

25X1A many on the subject and was not really unique -- it was more of a
routine modification. | | recommended a Letter of Appre-
clation rather than a monetary award.

C. Recommendation of Executive Secretary

1. Not in line-of-duty.

2. Letter of‘Appreciation

D. Decision of Chairman

25X1A

Award

Chairman
Suggestion Awards Committee

S=E~C=R-E-T

Approved For Release 2003/04/17 : CIA-RDP80-00832A000300020001-1
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S$=E-C-R~E~T

SUMMARY AND RECOMMENDATIONS FOR THE CHAIRMAN

26 January 1960

‘ SUGGESTION NO. 60-345: dated 27 August 1959
25X1A o | | Gs-9, C/T8&I
0C, DD/S

A+ Qummary of Suggestion

~ Suggester proposed that a protective covering be made, for the
shipment of certain Communications equipment, to protect the relays
and tubes of the equipment. Under the present system, these relays
and tubes protrude and are apt to break-off with normal handling.

) B. Summary of Evaluations 25X1A

Chief, Engineering Staff, OC, | | stated:

"The suggestion as set forth certainly has merit, however,
the incidence of damage is indeterminable. Breakage of the
nature described has not been previously reported.

Cg> "The pertinent information in this suggestion will be
included in a Technical Bulletin, thus enabling those field
areas affected to take advantage of the idea.

"It is recommended that the writer be given a written
commendation, but due to the limited application and the fact
that the CP-4 /Communications equipment/ is being replaced,
no monetary award is recommended."

C. Reggmmegdatign of E;gcg;;ve Secretary

1. Not in line-of-duty.

2. Letter of Appreciation

D. Decision of Chairman

25X1A

Award

Chairman
Suggestion Awards Committee

Approved For Release 2003/04/17 : CHERDBDR8E-00832A000300020001-1
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C-I~A I-N-T-E-R~N-A-L U-S-E O-N-L-Y

SUMMARY AND RECOMMENDATIONS FOR THE CHAIRMAN

11 January 1960

SUGGESTION NO., 60-248: dated 19 November 1959
STATINTL I | Gs-7, JoT
JoTP, OTR, DD/S

Suggester proposed that the CIA Library maintain a volume of
current New York Times tables of contents.

B. Summary of Evaluations

STATINTL | Chief Reference Librarian, CIA Library,
stafed that this suggestion would be adopted at once. He believed
that access to current New York Times articles, both by the Library
staff and by requesters, will be easier and slightly faster.

C. Recommendation of Executive Secretary
1. Not in line-~of-duty.
2. $25.00 award based on Intangible Benefits (Slight-Limited)
D. Decision of Chajrman
STATINTL a

- whlarrmarrr...
Suggestion Awards Committee

Approved For ReIeaseC-Z_?9%/0411&_&9@_—&%8%2}?0%?_%&%00%2%912%01-1
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$-E~C-R-E-T
SUMMARY AND RECOMMENDATIONS FOR THE CHAIRMAN
26 January 1960

95X1A  SUGGESTION NO. 60-109: dated 19 August 1959

A.
B.
25X1A )
D.
25X1A E.

I I’ GS-9, EleC. TeCh-
oC, DD/S

Summary of Suggestion

Suggester proposed a modification of the KL-7 Communications
equipment, which would prevent mistakes made in the erroneous

- shifting of the keyboard to the "figures" position.

summary of Evaluations

Office of Communications, Engineering Staff, believes that this
is a good idea which solves an aggravating problem of the KL-7
operation. That Office considers it has intangible benefits, but
that this idea is not new in communications work —-- some of our
own field personnel have used this system in their particular
operations. This particular suggestion has been adopted for all
KL-7 equipment in this Agency, and credit should go to the sug-
gester for sharing this information. ,

Line-of-Duty Status

| Executive Officer, OC, states that this
type of modification would not be expected of a Technician -- it is
more in an Engineer's line of work.

Recommendation of Executive Secretary

1. Not in line-of-duty.

2. $25,00 award based on Intangible Benefits (Slight-Limited)

eci Chairman
A2
- Award .
Chairman

Suggestion Awards Committee

S—E-C-R-E-T

Approved For Release 2003/04/17 : CIA-RDP80-00832A000300020001-1
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C-I-A I-N-T-E-R-N-A-L U-S-E O-N-L-Y
SUMMARY AND RECOMMENDATIONS FOR THE CHAIRMAN
26 January 1960

SUGGESTION NO. 60-190: dated 22 May 1959
STATINTL ., GS-4, Clerk-Typist

A. Summary of Suggestion

Suggester proposed that a clamp be used to attach loose cords
of office machines to the sides of desks, as a safety measure.

B. Summary of Evaluationg

: : STATINTL
STATINTL __Work was completed as suggested on 8 desks at | 8
: thus eliminating a safety hazard.
C. Recommendation of Executive Secretary
‘ 1. Not in line-of-duty.
2, $10.00 award based on Intangible Benefits (Slight-Limited)
| D. i Ch: an
1 STATINTL
1 \0‘
B Award
Chairman
Suggestion Awards Committee
C-I-A I-N-T-E-R-N-A-L U-$-E O-N-L-Y

Approved For Release 2003/04/17 : CIA-RDP80-00832A000300020001-1
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C-I-A I-N-T-E-R-N-A-L U-S-E O-N-L-Y

SUMMARY AND RECOMMENDATIONS FOR THE CHAIRMAN

25 January 1960

STATINTL SUGGESTION NO. 60-14: dated 7 July 1959 |
I_Wl‘:, po/p

A. Summary of Suggestiop

Suggester proposed that Form 60l1A, Routing & Record Sheet, be
ammended so that the first two lines of routing are lower on the
page in order that the abstract file slip, when stapled, will not
obscure these first two lines.

B. Summary of Evaluations

This suggestion was approved by the Records Integration Division
and adopted in the December 1959 revision of Form 610A.

C, Beggmgengagion of Executive Secretary

1. Not in line-of-duty.

2. Letter of Appreciation.
D. Decision of Chairman

{STATINTL

Award

Chairman
Suggestion Awards Committee

Approved For ReIea&_e;fQR3194_“]-1-LE_L@;I%I:_)R_SB-OB_S_%Z@OOB;}RQB_ZQOO1-1
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Sugg. No. 60-255 Contd.

D. Recommendation of Executive Secretary

1, Not in line-of-duty. ‘
2. $50 award based on: Tangible Savings ($1,000)

E. Decision of Committee

e

1/ Adopted : # 50 pverd Iether of Appraciation

Hot Adopted

STATINTL

C-Fefh I-N-T-E-R-H-A-L U-S-E O-F-L-Y
Approved For Release 2003/04/17 : CIA-RDP80-00832A000300020001-1
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SUMMARY AND RECOMMENDATIONS FOR THE COMMITIER |
‘ 19 January 1960
SUGGESTION NO. 58-178: dated 3 October 1957

l l, GS-5, Fise. Acct. Clk. 25X1A
Comptroller, DD/S

A, -Sumaagy of Suggestion

Suggester proposed a standard form to be used by field
stations in transferring field payroll ellotments to Hesdquarters.

B. Summary of Evaluations

This sugzest dopted avd cdeseribed in the revised[ ] 25X1A
25X1A The new Form 1435, Schedule of
Field Allotments has been ordered. The Comptroller‘s office estimates
a saving of 130 men-hours ($230} per year will eccrue plus Intengible
Berefits to the field in the Slight-Limited categories.

C. Becommendation of Executive Secretary

1. PNot ia line-of-duty

T ——

2. $25-40 eward based on: $10-25 for Intangible-Benefit . _
| " (Slight-
$15 for Tengible Savings ($230)

D. Decision of Committee _ ‘
¢ , >
o naopted LG i.ocs Leuies of Apprecisbion

e —

Not Adoptad
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SUMMARY AND RECOMBMSIDATICNS PUR T8 COMIImTeg

19 Janusry 1960

- SUGGESTION WO, 58-312: gated 21 January 1950
25X1A o ¢5-5, Tutel. Analyet
RiD, DD/P

L. Dumpery of Svecestiorn

- Suggester proposed that 0SS Form ho55 erd Form 1006 be compined
for use in the retirvement of regorde to Archives. AL regent 038
Form 4055 1s considered ovsolete. Current DD/P projects are trang.
mitted to RI/AR undier Form -10$6, but in order to maintain, sroper
R RI/AR records, the obcolets 0SS form %035 still has %o be used %o
éescr;be the contents of the material, :

B. Summary of Evalustions

o o vys v IR Y Bk
B . i ol : e o LvE RRALEET (A s
CSS Form 4055 and Form 1095 was brosdencd to ipeinde the neoo et
the reverse side of Form 1h0. new folu (1866 nas meomartnted

a0é 18 in force.

- 'Tengible ennual savings are as Tollgwe
Eliminate priotdng, stocking and issus of tve forea,
estimated 5aVIiNgs —orcccmmmmcconcanmencmmnn emnsmss wwe  BEZ G0
Eliminate the preparation and filing of 200 sats of .

Form 140, in quadruplicete, estimated eevings w--- cenm 84,00
Elimingte the geparate preparation apd Piling of ’
1,000 sets of Form 1096, in triplicats, estimatesd

savings i e L SIUNNLIRE '} 'ty
Totel eotiunted cnounl savings ase ' £560.00

€. Recomzendation of Exeeutive Segretary

1. Not in line-of-duty.
2. $30 ewsré besed on: Tangible Savings ($580)
D, Decision of Committée

2 / Adoptad 4 D0  fumd

T —

Leiitery of Appreciation

. Fot Adopled

25X1A

Approved For Release 2003/04/17 : CIA-RBP80R6332A000300020001-1
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A.

D.
STATINTL

Approved Fo@élease $aih /04117 : CIA-RDP80-00832A000300d8b01-1 e

STATINTISUGGESTION NO. 58-453: dated 10 March 1958

S

C-I-A I-N-T-E-R-N-A-L U-S-E O-N-L-Y
SUMMARY AND RECOMMENDATIONS FOR THE CHAIRMAN
18 January 1960

} GS-7, Records Analyst

Records Center, DD/S

summary of Suggestion

Suggester designed a new form for use by members of the IAC
community in requesting extra copies of classified publications.
This new form would achieve uniformity in ordering procedure,
speed up service to customers and streamline procedures within

the Records Center.

Summary of Evaluations

Review by this Agency revealed that a Department of Defense
Form 1142 exists, was designed for the purpose of requesting
classified publications and satisfies all needs. Form 1142 was
not being used by OCR as intended, but will be used in the future,
providing faster service to the customer and faster filing of
Records Center requests.

Recommendation of Executive Seéretarx

1. Not in line-of-duty

2. $20.,00 award based on Intangible Benefits (S1light-Limited)

Decision of Chairmap
20%

Award
Chairman
Suggestion Awards Committee
C-I-A I-N-T-E-R-N=A-L U=S-E 0O-N-L-Y

Approved For Release 2003/04/17 : CIA-RDP80-00832A000300020001-1
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A.
B.
C.
D.
25X1A

A4
$-E~C-R-E-T
SUMMARY AND RECOMMENDATIONS FOR THE CHAIRMAN

15 January 1960

SUGGESTION NO. 59-502: dated 20 May 1959

[ GS-=14, Deputy Chief
Americas Division, OC, DD/S

ugqgesti

Suggester proposed a method of reducing cable relay traffic by
cutting down on the number of "Information" addresses on cables. He
further suggested that the Cable Handbook include information stress-
ing the requirement for "Information" copies of cables.

summarv of Evaluations

The suggester stated that "Information" addressees were replying
to cables, and thus the great amount of relay traffic. The Office
of Communications states that this is not the typical procedure —-
if a reply is required, the addressee would normally be an "Action"

.addressee -- not an "Information" addressee.

The Office of Communications and the Cable Secretariat informed
this Staff that they will include in the revised Cable Handbook a
tlear statement of the purpose and definition of Book and Multiple
Address cables -- that is, addressees of a cable are determined by
the content of the cable and not by its references.

i E eta
le Not in line-of-duty.

2. Letter of Appreciation
Reclcion of Chajzmap

Award

‘Chairman
Suggestion Awards Committee

S~E-C-R-E-T

Approved For Release 2003/04/17 : CIA-RDP80-00832A000300020001-1
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C-I-A I-N-T~E~-R-N-A-L U-S~E O-N-L-Y
SUMMARY AND RECOMMENDATIONS FOR THE CHAIRMAN

14 January 1960

EiTATlNT'— SUGGESTIONS NO. 60-68, 69 & 70: _dated 3l .Iuly_LQ.fC)
, y GS-11, Intel. Officer

05T, DD/I

A, 3 uggesti a

£0-68 -~ Suggester proposed annotating the Department of State,

Serman Science Bulletin with: Title of Publication, Date

of Issue and Volume Number.

The Department of State has informed this Staff that the
suggestion will be adopted in future issues of the Bulletin.

STATSPEC £0-69 -- Suggester proposed annotating the FDD
STATSPEC bulletins with: TitleoF Publication, Date
‘ olUme Number,

The Foreign Documents Division has informed this Staff that
the suggestion will be adopted in future issues of the
bulletin, except for the Date of Issue,

€0-70 —- SUggester proposed annotating the Department of Navy, ONRL
al Reports with: Title of Publication, Date of
Issue and Volume Number.

The Department of Navy informed this Staff that the only
part of this suggestion which willbe adopted in future
issues of these reports is the addition of Report Number
on all pages.
B, ndation e
l. Not in line-of-duty.

2, $25.00 award, based on Intangible Benefits (Slight-Limited), be
approved as a combined award for these three suggestions.

Pecision of Chairman

STATINTLC._ ,@_
- .9y,

Award

Chairman
Suggestion Awards Committee

Approved For Relegsa Zbodiodr EciatkArs0-Bo835Adeeber0001-1
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C~I-A I-N-T-E-R-N-A-L U-S-E Q-N-L-Y
SUMMARY AND RECOMMENDATiONS FOR THE CHAIRMAN
14 January 1960

SUGGESTION NO., 60-214: dated 21 October 1959
: | GS-13, Security Officer

STATINTL

oS, DD/S
A. gummary of Suggestion

Suggester proposed that the paved area east of Gate 7, adjacent
to "I" Building and just inside the perimeter fence be used for
angle parking small cars.

B. Summary of Evaluation

The Office of Logistics informed this Staff that angle parking'
of small cars on the paved area is prohibited because of the pedes-
trian sidewalk, but parking parallel with the perimeter fence is
approved -- giving 9 additional parking spaces.

c. 1datio Exe Secret

1. 'Not in line-of-duty.

2, Letter of Appreciation

D. Decision of Chaizman
| STATINTL p

Qatt

Award

Chairman
Suggestion Awards Committee

C-I-A I-N-T=E-R-N-A-L U-S-E O-N-L-Y
Approved For Release 2003/04/17 : CIA-RDP80-00832A000300020001-1
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C-I-A I-N-T-E-R-N-A-L U=S-E O-N-L-Y
SUMMARY AND RECOMMENDATIONS FOR THE CHAIRMAN
11 January 1960

STATINTL  SUGGESTION NO. 60-49: dated 23 July 1959
» GS-~12, Commo. Spec.

A. Summary of Suggestion

§ STATINTL

B. supmary of Evaluations

|, Chief, Central Cover Division, stated
that means now available and in use are fully adequate to solve the
problem. Such matters need only be referred to the proper adminis-~
STATINTL trative echelon for solution.

STATINTL

l Executive Officer, Office of Communications,

STATINTL pointed out that the Office of Communications did not issue | |
and because of this suggestion, procedures were stimulated which will
result in increased security practices.

C. Becommendation of Executive Secretarv

1. Not in line-of-duty

2. $25,00 award based on Intangible Benefits (Slight-Limited)

D. Cha a |
| sTATINTL ‘ -

Award

Chairman
Suggestion Awards Committee

IR ;

Approved For Releage2Q03/94/1 7: gﬁ_—ﬁpﬁiO-O@_Sgg@OOé)} 9829001-1
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C-I-A I-N-T-E~R-N=A=L U~S-E O-N-L-Y
SUMMARY AND RECOMMENDATIONS FOR THE CHAIRMAN

11 January 1960

STATINTL SUGGESTION NO. 59-494: dated 19 May 1959
1 [ b GS=12, Commo Spec.
oC, DD/5

A. Ly of Sugge

Suggester proposed that: 1) dividends be clearly marked as a
separate entry with the date and amount on the Credit Union books;
and 2) the Credit Union pamphlet include a more complete explanation
of the dividend policy.

B. Sumpary of Eva;ua;igpg

The Office of Personnel states that dividends are marked in the
Credit Union books with an identifying "DIV", 1In the case of field
employees, the books are marked on their return from the field with
a total amount credited -- if dividends are requested, the employee
is told that amount.

The Office of Personnel states that the revised issue of the
Credit Union pamphlet will specifically state that dividends are
payable on a calendar year basis.
c. epda Exe
1. Not in line-of-duty.
2. Letter of Appreciation

D. cisi f Chairma

STATINTL

Award

Chairman
Suggestion Awards Committee

‘ Approved For Relefsd-2b03fo¥T-EcRaiRDPB0-U883ZA000800020001-1
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A,

B.

D.

W/
C-I-A I-N-T-E-R-N-A-L U-S=E O-N-L-Y
SUMMARY AND RECOMMENDATIONS FOR THE CHAIRMAN

11 January 1960

STATINTL SUGGESTION NO. 60-153: dated 28 September 1959

JOTP, UIR, DD/S

Summary of Suggestion

Suggester proposed that wall clocks which are removed for repair
not be replaced, because most persons wear wrist-watches. He also
proposed that clocks not be installed in every room in the new build-
ing.

Summary of Evaluations

Supply Division/OL, informed the Suggestion
Awaras Start tnat clocks which can not be repaired in the Supply rooms
are disposed of, because the paper work and the cost of repairs would
be more than the GSA cost of a new clock. He also stated that clocks
for the new building have been provided for. This suggestion, however,
prompted Supply Division to include this item in their next Supply
Bulletin stressing economy, although they admitted that there is no
issuance policy on this item.

dati Executive Secretar
l. Not in line-of-duty.

2. Letter of Appreciation
Recigion of Chairman

K

Award
Chalrman
Suggestion Awards Committee
C-I-A I-N-T-E-R-N-A-L U-S-E O-N-L-Y
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e Approved Fo@elease “3104/17 + CIA-RDP Minutes «H.iectmg
| 4 1} December 1959
- e ! - . B ) N o . ) [
ER ' R IR } i S, Co B , R; R e
25K1A | | — Commefited that jpubiicity within
o o indIvidual™s areu is given at the presentation
ceremonies. _ ‘
25X1A | | - = Explained that in OL publicity is

‘given at staff meetings.

The Executive’&ecretary reminded the Cemmitice members
that the sbiect of this publicity at the local levei
was to maks curo that thae award winners’ ciilcagues kngw
about the achievement and thus will inspire them to

try also. , , -

2yogestions The Committee approved the following action for the
Approved suggestions indicated: '
. > . .
' Supa. No, Total Award Benefits or Savings
58578 $100.00 ' intangible (S51ight-Broad)
, 59-161 100,00, Intangible (3light-Local}
- ‘ ' , : Tangibje ($322.00)
59-281 150.00 ~ Intangible (S1ight-
' Extended)
, Tangible ($2,475.00)
59342 80.09 \ Intangible (Moderate.
o . Limited)
| - ‘Tungible ($535.00)
59-364 - 50.00 Intangible (Slight-
‘ , Extended)
59-368 125.00 Intangibje (Moderate-Locai)
39-530 40.00 Intangible (Slight«Local)
60-43 50.00 (Intexim) Intangible {Moderata—
: ‘ - Limited)
60-45 65.00 Intangible {(Slight~Local)
S ‘ : Tangible ($292.00
60~99 100.00 » Inténgible,(ModerAte/Slight
‘ - o ' Extended)
60-132 © 155,00 . Intangible (Moderate«Locdl)

Tengikle {($1,170.00)

. Specia 60-101, regarding a designed Form No. 1649,‘Military
. §Ugge§§igg Strength Accounting Ledger, to raplace thrge forms previcusly
used, was submitted by a military employee. The Committee
 voted ap award of $50.00 based on Intangible Benefits
(Mcderat3wlimitcﬁ), subject to pavment pOiicy decision py
- the Cheirman. 1If an award is not possible under oracent
- law, the Coudil Liee dULNOrized 4 Leiter of Appreciation.

N.B. Arrangements have been made with the
’ office of the DDCJ to sign a commendation
for the airman‘’s military 201 file,

Approved For Re | Acph 0003000200011
Approved For Release 2003/04/17 SMMOO%ZA

3 -




' Approved For Release 2003/Q4/17 : CIA RDP80 00832A000300020001-1
E~GReE~T W Q

: ‘ o Minutes of Meeting
s S A 10 Decembex 1959

c. Uiider «uthority granted the Chairman to resolve and
awird minimal cases, $90.00 was paid out for 5 sug-
grstions ahd one Letter of Apprecistion wus gwarded.

d. The Suggestion Awa
relationship with 25X1A
to properly staff out scientific and technical sug-
“gestions.

e. In a report to the DD/S, Executive Secratery commented
on the fact that 75 more suggestions have been receiwved
this year compared to last year at this time; and thot
the DD/F is now interested in encouraging ideas all
over the Agency which will further the cold-wax efforis
-- this program will be launched in the eavly part of

_ ‘ 1960. The Executive Secretary also reported that of

\ . ‘the $30,000 in Tangible Savings calculated for this

N fiscal year, $27,000 was accrued by the DO/P.

f. The Suggestion Awa : . shown at a TSS Staff
Meeting, at which took the opportunity '
to present three $150.00 award checks to thres omplovees. 25X1A

It was a very sugcessful meeting.

g. The Special Panel of the auggestion Awawdu Committee
met and awarded a total of $410.00 to four employees.

h. Publicity aids -— the payroll stuffers have been dis-
C tributed, and the Christmas poster will be distributed
; S next week. \
Coples of award lstters are being sent to the members:
of the Suggestion Awards Committee. The Executive
Secretary asked how the members were using them.

25X1A

[ [~ Evary two months a nawsletter is sent
to «11 Communications field and headquaxters pexr-
sonnel. This newsletter incorporates information

. about suggestion and honor award winners in the

25X1A o Office of Communications.

I [:::::::::]*M Nothing of much importance to publicize yet.

25X1A
m— Plans to gather them together and have a
notice pubiiahed. Will discuss with OPSER
Division. , ' _ <
- 2 - . ‘ {
b—E—C-R—EmT

Approved For Release 2003/04/17 . CIA-RDP80- 00832A000300020001 -1
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APPROVED:

- 25X1A

NOTED:

25X1A

- be taxem potause the award had been made.

" Approved Forfgglease 2“/04/17:CIA-RDP80-00832A0003000@01-1 J

S«E=CaR=ExT

Minutes of Mesting
10 December 1959

59-515 & 59516, regarding two guide~books: Soviet
Submarine Sighting Guide and Soviet Merchant Shipping
Collettion Guide, submitted by a Reports Officter, was
considered to be in line-of«duty. The Committee, however,
suggested that this case bs reiurned to the suggester?s
supervisor for his consideration regarding a proposal to
the Honor & Merit Awards Board.

When a vote was asked fdr regarding the minutes of the 25X1A

Minimal Awards Meeting, the Committee thought they wers
debating the merits of the individual cases., [:::fi::j::]

Questlioned an award of GS-13 for proposing a
new proposed that no action

_ _ 25X1A
- The Executive Secretary offered to have the checks 25X1A
for minimal awards held up until approval of the minutes

have been obtained from the Committee. |

agreed to this., -

The meetiné adjourned at 4:00 p.m.

PSX1A

7 Executive Secretary

19 January 1960

Date
Vice Chairman //
Suggestion Awards Committee

Date
: Chairmag ‘
Suggestion Awards Committee

- 4 -

' ' 1-1
Approved For Release 2003/04/37 ¢ GlA;RDR80-00832A00030002000
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- 4 Dacember 1959

Agenda fox Meating of Sugéestion Awards Committee

Lo The CIA bugg@smioa Awards Comalttes is sch duied to meet on

nursddyg 10 Dacember 1959, at 2s 00 Peilie in Roen la, [:::}

VTAB 1 = Temcativc Ag@nda_
TAB 2 v Minntes of Las% Cemmittee Meeting

TAB 3 - Summary of :ugge ticns to bs co
: ‘meeting

"TAB 4 = Summagzy of Minimal awards.

SUGGESTION AWARDS COMMITTEE:

-25X1A

120 The fokiawimg items are enelosac fo@ yuur rovlews

nszdared at this

A

25X1A

/ Executive Secretary

/

SeE=CuoRefaT

ved For Release 2003/04/17 CIA- RDP80 00832A00030002’9001 1
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: ARY AND Rz;CC}W&Ei\IDATIOI‘ FOR THE cowmm:s | !

«" | Ty - X LR 2 : 7 i ' 15 'E .

e ; 1 aecember AR g E

sus«s NO. 56-578; _dated 23 May 1958 l o -

Y y G5-9; Supervisor . e

) 25X1A Lk o Cdble Secratariat, O"D(..z v : . o E

j f{;,vfff “'-*’VTThé\sﬁgg'ster designed a form to be used when mdking cnanges ;
=T T An gable dis emination, The primery purpose is to reduce the number :
BRI : of telephone ¢alls made to the Cable Secretariat ~- which, according .
© %o that office, is the "gre&test single facter tending to retard .

© accurate; rapid and efficisnt processing of cables and production
, volume". - Also, this form would provide ¢ record in Division
Coh Registries of requegts fcr changea 1n dissemmationo .

T T T T . )

IR The sugggcted foxm was apperLd for use by Cabie D@ﬁ?@&drldt,
‘fﬁw,,f RID, EE. FE, NEA and C/i8R. It was pranﬁed in Harch 1959 ond
Vggw assigned for, nc. 1604. 5

¥
TE

S SR The FY *49 auggeation Aaards Cummintee ?oﬁed tb'pdsgpcﬁe award
ERE ‘ considerdtio until the Cable Secretariat had ¢‘chance to abtain
S an axperien e $avtar".

% ‘; > nkfter 6 ,onths uae, the udb;e aecxétdri¢t rnpd;t: h}ézéﬁ~ ! ‘ é%
: ,  : form raduced tﬂléphone cdlls by 4@% , Jﬁlpﬁx
é V,‘Q $75~1 0 Aw-xd bJSEd on Inianaih*@ B@n ;;*u?;
o
5,‘?‘5  1‘f{,;a;;;; y“ﬁ:“”  qr——-—"7fL, o ______Lcite¢ of npprﬁc dtiqn . é.
: s ----»J r“ot Ado ted | o BN

25X1A

,: E
} : | L o
= Approved For Releaéb-lmﬂ CIA RDP80 00832:‘ ( 003?0020001 1
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‘xbUM%ARY AND RECOMMENDATIONb ¥og, THE commzrrea |
Fi B S necember 1959

|~ suse o, 59-364: dated 13 Fobruary 1959
BTATINTL . - o o Iy Jx., Go- 13, Inves»igator
: . ‘ o Uo, LD . .

A Sumery of Susgestion

| Suggester proposed. (a) that three Data-Guicea — "Ensglish
'Grammcxr s "Punctuation Guide", and "Hriting Guide" -~ be furnished
Agency writers and typists; and (b) that similar guides be developed

.t descxibe cdble dﬂd dispatch procedures. adrmles of (a) with cases

R Suggesﬁed Datd-Guldes for Engllsh GE&EMdr Punctuation and Writing

werd effectively used by severdl stenog*a;hars in the Office of

: S o Security, were recommended for adoption by Recerds Management
o 8taeff d4nd Office of Training, and wexe ordered by Regords Manage-
Lo T U ment Staff on 19 May 1959 through Office of Logistics at a total

- cost of $750 for 500 of each. They are now svailable in the

“Building bUppiy Offices.

24 "kbuggested Ddtd'-GUides for Cdbie & dl&:pdtch procedures were dis-»

- gpproved for adoption by Records Management Staff and the Coble

"~ Seeretary because of the classified matter involved and the
',constdnt changes in cable procwures,

__QC'V...“ comme :
- 1. Not in line-—of-duty. ‘ _
‘ -2.*1 $50-75 4wux'd nased on Intangibla Benerits (olight-Extevded} )

D, Dg

& *‘ A T ‘ Adopted 39 0 Award _ Letter of Appreciation
L _..Not Adopted A
STATINTL = %P
g ) I{‘ i

e

G S O gL
| ‘peroved For Releage 20p3I9ai{ 7y GIATRDRE-00232A000300p20001-1

A coath e TSN
e FIE 1 .
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) 27 November 1959

‘February 1959
7 ., GP (Gs5-10), Supervisor |
Bindery Sectlon, FoD, OL, DD/

STATIN

< RN : ‘ .

" .. 1. The suggester désigned a mechanical gulde for making book
i1 "fcasings'ﬁhich_g!iminated‘impérfect‘hand’éetting“ahd”consequent loss

. of time. He designed this for one particular job only {5,000 book
= cases). N PR T A I
o . 2. He then designed a mechanical guide for ‘permanent use. This
. rguide is adjustable and has many advantegecus features. o

.. B. Beckaround | ;
o a L 7'¥‘The‘FY‘°59 Shggéstiqn Aﬁaf&é Cpmﬁitfée dp§£o§éd gﬁfihterim ‘
U7 avard of $50,00 for the ides ftself. This award was based on
1w 5 'Intdnglble Benefits (Moderate-Local), and as an interim award, the
S - i1qwestamouqt was decided uponé : : ~ iRttt

- The ong~time-only guide saved the Agency $300 for the one job
- -of 8,000 book cases. It is estimated that the permanent guide,

- which cost $596.00, will save the Agency an additional $235.00 for
& " the first year of adoption. The guide was adopted by the Office of
;2 . . Logistics in August 1959. ~ ‘ o R '

Fa ‘{ . 1. Mot in 1ine*of;du£y - §U§§e$tér is résgbnSibie for using
s _ ' the equipment and not for designimg it. =~ = :

S .. 2. $80.00 additional award based on: $50 for Intanglble Benefits
e o R " To bring to the top of (Moderate-NNEERL m

: T ' .-+ . '$30 for Tangible Bavings
© (%300 + $235 = $535.00)

TR AR }.ngggigigg Qf‘Cgmmiitee . o

STATNTE v e

L T L [ P O AT R /\W‘ P
1

Approved For Release 20044/ CHOBRARKINS38AA08300020000-1




25x1A )

25X1A

25X1A

25X1A
25X1A

L ‘lw!."‘ ! K s ’
i SUGG m 59—161; dated 9 October 1958 \
( §ﬁf;w‘:? o ST ANy | 5 be9, Analyst

i Kl
4‘ '
A

tain Agency documants wnich must be photogra hicall repro~

and which are too sensiti end to the 25X1A
TSS does w0t pave the

s, XQ process large volumes of this priority work. The
ugges%er prapoged that a Polaroid Land Cumera be used —- thus
apabﬁing up the processing time, dnd reducing procﬁssing ccsts°

L stated that ﬁne suggested pro=
‘ 3 PUL invo errect im September 1988, and has proven tc be
so Satisfdctowy that it is now Standaxd Operating Procedure. He
astimqteﬁ the intangible benefits to be Modexaste~local. 1In
:%txassing thesm benef,.ts, be sta Ledk

Coht R TN
. ¥,
"

:\.ﬁ[_"Use of the Poidroid Land Camnga fnr the Stdﬁud purpose S
VI medns a gradt reduction in the time spent by the pror@ssionai
o staff of this divisien in tr«asportatinJ and weiting in the

o phcto shop, and consequantly the staff can devote more
"‘ifﬁime and effort to their assigned tasks. This division aise
has felt the effect of his new SOP on the TSS/PSD workload,

_Eince with fewer. rush jobs TS5/PSD has more time for

‘ expeditious handling of ether ID requirameﬁts,“,, e o

Téngible aaviﬂgs were also xaalized = estimaﬁeu ist year’s savings

i weie $322,00, based on a dvings in.man~hours and in the cost cf

‘,\;‘ X ; l‘,y. ! !
R ! [ EIAN N

L O S

) y"“' e

iy ‘n . ‘ V . ot A 2

M J' T [i S
“For. Releasmomow_‘!%ﬁ&g&qO?SiZAh 03@0020001 1

et

5
?




STATINFL

o sUGG. MO, 59-530s dated 9 o -
e T Y 1 7 657, Quat. ana.

. e o : R ‘ . i $E v E _;‘~‘ - B
eicase 104117 : CIA-RDP80-0083 ncoo3oocWbot-1 g
T Gelep I-NToEoRNeAol  UnSeE O~NoLny |
. SUMIARY. AND RECOWRNDATIONS FOR THE COMTTEE

S T R BT

SNSRI /28 November 1959

N . F
: 2

A

. . : H
AR ; . . L [

: cal who is tested and rejected in the field, two
Gards are made up in the fleld and sent to Headquarters for fllings
\%ifL”Field4T?§t‘C§td“. 4 product of OTR, which gives complete test

scores; and 2)  “"Field Reject Card", a product of OP, which gives a

ff$o§iév§éy clext

F . - gynopsis of interview, test results and background. (The Reject

o ocard is alse made up for persons who have been interviewsd, but
e owho did not file application), The suggester proposed that beth
of, these cards be eliminated, as they are merely records of persons

¥

N R T gt . ‘wh have not been employed, and should these same persons apply
BT S0 3gadn they would pe‘rgftestadvanﬁﬁrg»intarv;eaed.f‘ — ,

B- wBERAY pf Evaluation ’ C e e ‘1

‘L,[) 7€‘§‘f:3fw fﬁ¢\Offi¢é of Personnel stated that they need the Field Reject

. Caxds as 3, permanent record to be used in the event a person applies
"’.f;izﬁga;n‘gr_in the event Congressmen or other important people should
v " ’inquiga”inta‘ap‘apglicaaﬁb’employmagi status, o N

x'gThéfbffice éf'Training stated that the Field Test Cards were

‘ :u?? §j-7 fﬁupiicated\by the information on the Fielg Reject Cards. OTR

eliminated the Field Test Cards for unsuccessful applicants as a

',;j'_*ff‘,;tuﬁplt‘qfwthis suggestion. This will eliminate the processing of

” L ‘1ff‘rwj§9_§pQO cards a year, at a saving of 83 to 104 hours pexr year.

CF‘-fiféﬁtfi!a'"T”:fWE“'

S8 L Not In Iine-of-duty. .

SRR

S ig¢2;f 525450 awéxd basedfén IptqngihieﬁBaﬁafits‘(Sligh%mLocal)
; :D;; Degi ' u.l 3

*“ﬁfj5§-§§§édépf§d, V;  atﬂzﬁ_ﬁﬁa?ﬁ 0 e @TRE OF Appreciation
SRR B Y ; gl ‘ |

oo

5 iE
iy
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i C—O;NépraD?EwNéTa;[uAML
SUMMARY AND RECOMMRND{TIONS FG

/

[

25X1A R P
| s GS=-11, Case

NO. F-60-43: s

b

?ffice:

EREERORSEPIE | St SIS
A. Sumpazy.of Suggesiion |
25X1A

ning has stated that they

K

i

'5; fhé;foi§e of,ffa iééé'h
25X1A plan ¢6-ack the tlald for sinilar taps of

ese t

\ ‘ i «lﬁ?{éls%ill too early to determine the full degree of bemefit and
, B -extend of application. . : L
‘ 1 . V‘-, ,4- LA: : “Y ‘_/‘ : WV
S A L e e T
o tiown 1e "Not in line-of-duty. o P
% e T T e e e B
v L 2. 850,00 interim award besed on Intangible Bepefits (HModerate-
o o LQGél).w,Rewigw:thisvsuggestiom in one yesr to detexmine any added
L '. benefits to the Agency.
: : V&"V ] T o i ; R S
mpdopted | ST pawd  _lettes of Appraciation
}i_vf~?'iA ;;Vf_L;;£N§§\Ad?Pi?a:/’ - ‘ ;=;ﬁ::Réy;§%'iﬂ)éﬁé;§§a%:k
25X1A§“ SRS E A I RIS U
R
U é‘ * 5

- CuOaNeFeloDaE-NaTo]-A
04/1

¢

12003/

S

7 : CIA-RDP80-00832A000300020001-1  ©

_ The Office of Training has stated that they are now using these.
tapes; plan to continue using them and to keef them up-dated; and

these

the - simila S language material.
pes are of good quality and have proved helpful; however,
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. SUMMARY. AND RECOMMENDATIC
SR PR

U SUh. Mo, b0-45+ dated 21 Juty 1088

I

| b G55, File Supervisor

B L

. Whep a rvequest for a document comes into RID/FILES, the document
‘7. 4g chazged cut to “copy-flo", where it is repreduced. Sometimes a
. . gecéond request comes in, necessitating repsated follow-up to obtain
./’ the document upon its return from copy-flo. 'The suggester préposed
.. rthat the second request be attached to the “"copy-flo charge-out card”
L.\ 86 thit when the document wis retusned, the clerk would see immedi- -
~ iately that it should be processed again =~ thus speeding up the
»4ﬁfR;D/?ILEsterviqsg ' ’

25)(1A\§

N T (e, I stited Shat this suggestion
has been adopted with an estimated saving of‘I§6,manmhoufév%$292.00'

s

~;31;;,"33;perjyear), ‘He further stateds
YW 0 Gaisl o "Although the savings of man hours is modest, the improvement
’ a0 of service to requesters contributes to the completion of
Cw7o .. name traces In less time. For this reason, 1t is recommended
“i 7. that the suggester be presented an award bused on improvement
' that offers moderate benefit to a local extent of application
. raffecting more tham the immedlate work avea,”™ = o

: £

-«f‘ﬁlQ{'Ngt,inliiheéofgﬂutﬁif

2, $115-165 awayd based ohj‘i1"fﬂ:f;_‘fpg#ﬁﬁﬁaﬁgiﬁiéfﬁehefité'
G gt (Medemaka=Local)
S © $15 for Tengible Savings ($292) =

& \

TR L
P S
/.

25X1A
oyt

o »:_lw\;“Adoptﬁﬂ B :?£é£%bAwagdv , wnmggngettef &thPpggciati?ﬁ |
ot Adopted IS SO

- Approved For Release 2003/04/17
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C 9 AppUed ForRéleaée'2003/o4/1"7:fblA’-R‘D%-oomz@moozoom-1~
- - SeBelmReE=T | |
| SUAIARY AND RECOMIENDATIONS FOR THE COMMITTEE -

U S g e 23 November 1959

"25X1A SR I G5-8, Security Assistant

S PP - N PR L

A A1
- FAL L

| 'ThisvSuégééiﬁi proposed a way to spesd up the Office of Security
. protessing of requests for clearances. In the past, 05 made a
- complete check on the individual and on 21l refarences furnished,

-~ “and then sent the information out for the National Agency checX
. (FBI, CsC, Army, Navy, etc.). The suggester proposed that the -
. Office of Security check the iAdividual and then, at the same time.
“as the referenceos are being check, have the Hational Agency check
- conducted. R | ; S o

B Chief, Security Records Divislon, 0S,y
- stated that becausg OT Tmis suggestion, OS has adopted the new:
- procedure with an estimated 20-day savings 4n overall time for
- processing of this type of clearance. Mr. considers tha
. Intangible Benefits to be Slight-Extended. :

¢

" 1. Mot i linemof-duty: Iy
Y T o AR . HNoDERATE =S/, ¥\
2-$£-"5 based on Intangible Benefits QW«:AW“GVLQJ

b. Decislon of Coomittes b

o 'MA&opted: | i /60 A@a@ - _Lotter of Appresiation |

. Not Adopted

el ate To Qe

,(‘

T —_————
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..sunaanygﬁn]aétbuﬁéﬁbg%xcﬁs'pon‘¥ht’éomﬁxrras” '

!

o sUGe. Yo §0-368s fégig&‘lé Mirch 1959
- 25X1A - ' R | G5~9, Analyst

Suqy

R

: ;
i

_ 5,1 

R i Administrativa® dispatches were distributed by RID/D&P
~ ' to RID/AN.for review. Because those dispatches were of an admin-
- i istrative nature, RID/AN had no interest in them. However,
- . because of the extra step in processing, they were delayed. The
" suggester proposed that RID/D8P giwe these dispatches directly to
* " the RID mail room for delivery to tho area involved == by=-passing
_RID/aN completely. o e R

LN TN NI R

J25X1A Coo S

2 i ‘-4{_“u|‘ _ ‘ | Chief, RID, stated that a study of
. this procedure révealod "the routing of °T® dispatches through RID/

oo AR {s not warfanted and needlessly occupies analyst®s time". He
© o ‘determined the benefits £fom the adoption of this suggestion to be

© ' Moderate-local, : o o

> LEor ey ,A . N ,‘ PRI, A’ .
pmendation of Executlve Secrefazy

L ,Not'fhhliégmﬁf«dutyo

* : ".;;;.;;..;..Adnptéd | #’__é_..,/ 2. Awazd e tber of Appréeci&fioh
- 25X1A . RS

)

gAdes RO :
PRI

23 November 1980

" 2. $100-150 award based on Intangible Benefits (Moderate-local)

' mmm - W e e

;{ ‘_‘Approvgd'«Eor.R’ele_absi‘aEgagam@;ﬁmA_RDPsov_obsﬁ A00036002‘6 do‘l"¥1* e

- -
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I-A I-N-‘T»E-M\!-—A-—L U-x, ~E o-N-mwv

L EERE | 16 November 1959 : "“’
- sues No. 60-101-1_34:33;13_Augghf 189 , 5
‘ ~ Alrman lst Cluss, (G-3
STATINTL C N Strength accounting Clerk R
‘ o Hobilizdtion & Militaxy Personnel Divisxon, QP,ADD/S

“

AR AS j: Suggestex designed Fom No. 1649, Military ht sngth Accounting g

kB

g Ledger, to replace ‘three (3) foms previously used. F

o s f ety of Evalu ; o e B ]
| ‘ This DEW form was put into use in MMDD in July 1959 CthQ;J”’L“-U ol

. , MMP‘D stated that the "new form...has matexielly added to the «apeexj

i g dﬂd efficiency of managing the militaxy atrength of this Agency . -

: The Offiue of Personngl knows of no other ared whew this fom i

1fﬁle: f";h' Qould be applicablpo

‘>‘§n11; NQt in Linewoﬁuduiye I T

M"? :’{ $50—100 dward bdsed on Tntdngxble Benefits (Moderate—Limiﬁad)ﬁv

W,@-r:o posred e

- s o Adopted __ﬂ“ﬂwara Letter of Appreciation
S \ /‘ i ) .

ST ATI NTL No‘h Adopted

’ O CO.:' )

wET  TETUUTUWET TEM W . ]

N
7
.
{

! NS . . o . LAY
. - PN : ‘ , .
L ‘ {
N .
! il

Ap&o%ef! FJr&éiéégéibWMf‘rsc‘FAIQD%30832A0003000200011 E
- o PR t‘;ww R U R I *"yvf ,w' S
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HINIHAL AWARD CASE’::

5,‘“/{;4;»'g;" ¢“_‘«fi“, §‘~,f‘ 8 noveuaea 19a9 .
oo o y \
£ NI Sk

2o '5UGG. NQ. 59»1253 dated 7 October 1958 ,
I TR U UV l‘m-' l G865, btdtis«,ical Draftsman
b S » D075 - T T

Summaxy ::‘Wl:‘”i The suggester°r office had a problem with the

L ‘ _‘9;7}i‘" _visual aids and chaxtiss. To. correct the problem, =
- 25X1A v S | |suggested to her that they make 8"x104"
g‘ BRI S - photographs of. these items and place them in loose~

- Y ,13},f&ff  . deaf bipders. “The suggester noticed the benefits
DT iof this system and proposed it be considered by
HEDRRTEEE T SR UTET A f‘othar officgs fax their, pofsible u&Q..

R

e
6
o
pue
e
-
o
=
@
-
ag

. and PIC evaluated this suggestion for use in their .
.. areas, PIC wag the only office which adopted the..

TR TN

1 ;Aw§x§/L;. r' ‘ . $1a,00‘award granted.

SUGG. NDo sgaaﬂgs ‘datad 20 Juiy 1959
, |s GS=4; Clerk TVpiSL

OTR, D0/ |
L

ployges include a briefing regarding public
,uzaékﬁowleugmﬂ. of CIA affillation as it affects.
- other employ@es. The suggester pointed out that
S - v coften new employeas at social gatherings would
M /;Jvu‘f”i'&‘Winadvertently COﬂﬂ@bt CS pe*seﬂnﬂﬁ with yha Agencyo

ActioafTaken 3 The fo1ce o$ aecur; y auded ,evaral illustrationg
o v 7 s %o the “cover®.portion of the Security Indoctrimation
L I ‘Lecture, - T 5 e
- , ” ) N . ‘9; . ;
Awapd . ﬁl% a'.mr@.i Branted, -
i- ‘c 5 \‘ { } 3 0;
SmEuCnR«EmT h

P

T W R R T T

e:2003104l17 CIA- RHO-00832P@300020001 1

‘storage, viewing and handling of oversized graphics,

‘”,;4 SR I |

VISHdR did&, oa&, PSQA&L, Supply Div;sien/bLs OTR

3 RERI RS ’_;.idea e, th& cher aress had no need ?ox ihe idean ;  '

Suémarv'}" ‘_H/ié::Suggeute@ prapesea ﬁhat CIA cﬁiewtdtien of new amw

. N . * 5.0 B
CEURCOMTR R TN N T .y oy
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S LR e e Minipal Awa; dg Qases Cwntda
[ SRR U 85 November §959 j B

I - SUGG. NO. 60-84: dated 3 June 1950 B
) e e s R GS-3, Time Leave & Pay Clerk

ccrptrolier, DQ/S f

W e—

mow

N s

Summafy | o fs' buggester propcsed a revision of Form 9453, Noxmal
‘ A | Pay Record, which deleted unnecessazy information
and added news neceasary information on the cardse

J
-
e on o

B Acﬁion Téﬁem, :+ The xavised form was a&opxed by the Ccmptrellef 5

A RSN S officeo ‘ R R N i
é Awasd . ;-, : $25 00 award granteé. - E
= SWENQ‘. 60‘31678 ddteq 22 5@ ﬁﬁmbmr 19.1@ K

N Gs*lsg OpQEaLiOWS Officer

e

R N FE, DO/F

N\
" v b

ZSﬁmM¢t§ Sugg stex pEOpGaEd Lhdt the Office of Tra*ning

Z_ L SR '> . replace their cutedated Japanese language taxt .
P ’ - books with the latest Forelgn Sexvice Institute -
: | ) tent. mdteraals and acccmpdﬂying tap=s.. . R

3 Actioﬁ Ta\ev 3 This 1dea wag ddspted by the Office of Ixaxning ;

The basic uauhcds and principles of teaching,

SRR © . however, will not be affectede ,E
Award | 4 $23¢00 dW&Ed granted. . . HWE
o | _yﬁﬂiiﬁ***ﬁﬁﬂ***ﬁ . ;\.E
| SUGG, NO. 60-173s dated 6 October 1950 o - b
- R T ST GSmllg_Area Records Officex :
- R ‘ "OFy DD/S . . o e o
¢ Summery a“'buggesser posposad thu% & "Table of Cont@ntb“ pe .
S made part of the Cia ggggggi ﬁg}gﬁiﬁg , .- E
,Aqtlon‘TQRQn_ 3‘,The Agsncy walﬂ adopt this idea in fumure issues ?

N ofthemmw_u@m :

gf;Award ' 7W\_a"$20°06 award gr&nu@q |

‘»,-.‘

\
' . ’ !

25X1A

25X1A
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dated 7 Qetober 3?59 - . L

8- 63*13
081, Db/I |

/

The sugge5t§r pointed out that many office registries

open all incoming mail before delivery to the

- addressea, "This system applies to suggestion
_+ correspondence as well, With the op2ning of sug-

gestion correspondence and forwarding through

rﬁ channels for all te see, the ancnymity feature of

.. the program is lost. The suggester proposad that
-, the Suggestion Awerds Staff take steps to correct

- this situation.

3

'
2

‘Ali,porréSp@adence to suggesters will now be sent

v 3

~in "Eyes Oniy" envelopes. The axception to this

rule is the awsrd lotters.

Letter of Appreciation.

N
;
\ A\
Ly

e ;ﬂ'i,nimél Apaxd Cases Contd,

O
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B oossogsoozonors !

ot el A‘,u‘;;n*u‘:v,',;}u&!f‘é"‘iff’“*‘\eﬁ';{l

LA

S e amRcAsE oo
5 NOVEMBER 1959

SUGG. NO. 59-125: dated 7 Octobes 188 - 0
ol e N |s GS=6, Statistical Draftsman

" Summary ' tThe suggester’s office had a problem with the :
S - storaga, viewing and handling of oversized graphies,
* 'yisual afds and charts. To correct the problem, %
TR S suggested to her that they make 8"x105" - 25X1A
HA "o .7 . photographs of these items and plage them in loose~ :
B ' . leaf binders. The suggester noticed the benefits -
RN S - .of this system and proposed it be considered by S =
“oc oo o ather offlces for thelr possible usa. - -

. cttonTaken ¢ Visuil alds, ORR, PSD/OL, Supply Divisien/L, OTR
- L e ., and PIC evaluated this suggestion for use in their
Pl .. .areas, PIC was the only cffice which adopted the

= T S deawtheother areas ha@ m'neéd ft}r b fdsa.
Award b 915,00 averd granted. co

vk

i ‘ ok e e br

: ‘ CoAL e ] [T T IE TI N N SRR i

Vo P [ [P A TR SR s e
. . ) e . RS T

S el

h;!;s

5X1A

T

- 3U6G. NO. 59-539% _dated 20 July 1059 | Cok
.- R T T i s GS=4, Clexk Typist ¥
. . OW, DO | | | B

il

= 7 Summary : Suggester proposed that CIA oriontation of naw om=
= 0 T U ployess include a briefing regarding public
- ackpowledgrmmnt of CIA affiliation as 1t affectis
other employees. The suggester pointed cut that
- S ~ often neow employees at social gatherings would
= EEE IR IR Rt SRR inadvertently coansct C5 personnel with the Agency.

IRy I S

o

The Offiéé'af Seburity added several 11lustrations
to the "cover” portion of the Security Indoctrination
Lecture. ‘ ELE

]

'ActibnfTAkénf

T

J‘$15;00’award branted. ' R R T I

RPN :
S
. =

Qv

[ R TN |

s ‘
7  SeEnCeR-ET S
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" Summary 3

. ’V’,-

:*Actioﬁ‘Takenl' ?tLiTha uW;S°d form was adopted by the C@kpcrollex s o

“ L

Award

‘sués,‘wos‘adgle?s

Summary | :‘">]is

v

Action Taken s

i R
- §UGG, NO. 60-173:
e i ‘bp,,un/s

,Sumary _ .3

.

Action Tsken s
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4

| G5=5, Ti;né Leave & Pay Clexk

™

Comptralzers DQ/b »
Suggester propcsed a wevision of Form 945a, ﬁnrﬁdl
Pay Record, which deleted unnecessary information

-and added new, necessgry inform\tion on, %he cdwds.t'

‘office. .
: 525 GG aWGWd grant&d. , .
. *ﬁ**%*ﬁ%ﬁ%**ﬁ%**‘ SRR B

daue@ 22 &@ptember 1939

| s 65=13, Operations Offiger
’ "' v 4 . . »

L

Sugges ter pr@posed tha Lhe Of fz@e of Trainana -

' peplace thelr out-datod Jopanese language taxt

“books with the latest Foreign Sexvice Institute .
text nateridﬁr‘and ac~amfeﬁying tdpwau-.

Thia 1dea was ddopiec Ly tne Offic@ ofGTrainingo
- The basic me rthods and principles of teaghing,
howewew, will not bﬂ aﬁé@@x@de_ _

$25;00 awdxd granc@ue ‘ ,

**mﬁm%‘ iy R‘A B

dated 6 October 1959

b Gbmli, Ar@d Records Oiffice

“ A‘

e s

bugg@smew poap@sea ihat a “Tabln of C@n tents” ba

made part @f zhe CIa ggggggg B

3]

Th@ Ageney q¢¢ﬂ a”ﬂyt ahi¢ ided in fu;ur@ issues

of:-hem.,ﬁigén A S
310000 awarﬂ grdmmck 2 .
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AT W MY

;\ LRan 1§ :
W W W W ST o

T T W T -

T

ey

TR TR T

T TR T

25X1A

25X1A

25X1A



25X1A

,
f Summazy
v“\\‘i‘f
3 T’ A
; ‘_ﬁ , :
|

> Actfon Taken

o )
- .
. Awarxd
L
J‘
A 1
. P ) .
i
\‘:‘
\ o ”
5 . *
i .-
r
oy -
<
N
)
oy
¥
. .
N
: ¢
P SR
l‘]
. :"
if i §
I “
‘ ‘./
j
BT
A b "
I
W N M
1 s

| .‘I'O'S'ITED/I

The suggesxex bOlﬁn@d @ut that many of’ice regastrﬁ@* _f‘
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"'in "Eyes Oniy” envelopes.
'rul@ is tbe awaxd le ters,v
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éai@ﬁ 7 Oct@ber 1959

,‘cérrespondenea as well, .
- gestion correspondence and foxwaxdzn@ through
channels for all to see; the angnyn%tw feature of

| 6513

open all 3ncoming mail before delivery to the
addressee. This system applies to suQQGSuiom i
With the, op2ning of sug-

the program is lost. The suggester proposed that

. the Suggestion Awaxdq Staff take steps to corpect
) this situation.

.. \,
-

All correspawdence 20 oaggasters wAli now be sent
The excoptiom to chxr
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SUMMARY ,AND RECOMMENDATIONS FOR THE GHAIRMAN
o 5 November 1959

25X1A  SUGGESTION NO. 59-125:¢ dated 7 October 1958
5 | GS-6, Statistical Draftsman

I
oP, DD/S

A.  Summary of Sugdestion

The suggester's office had a problem with the storage, viewing and
25X1A handling of oversized graphics, visual aids and charts. To correct the
problem, |suggested to her that they make 8" x 10" photo-
graphs of these items and place them in looseleaf binders. The suggester
notlced the benefits of this system and proposed it be considered by
. other offices for their possible use.

B, ] LY. Evaluat]

Comments by Visual Aids, ORR, Printing Services Division/OL, Supply
Division/OL, and OTR indicated no need for this suggestion in these
offices, The Data Management Division, Photographic Intelligence Center
has adopted this principle and made the following comments:

"Under the system used in PIC, we did not maintain the small prints
in a looseleaf binder, but have bound them as a result of the sug-
gestion and find that it does make the prints easier to handle.

"Another advantage...is that a photographic enlargement can be
made easily and such an enlargement can often be used in lieu of
the original graphic.

".ssthe time of a file clerk who would have to pull the graphics
from a file is saved, and the customer is free to browse through
the book at his own speed, and wear & tear on the original graphics
is saved, But, we have found there is a tendency on the part of
the customer to request more graphics when he has access to the
entire collection through the use of the book, Of course, it must
be assumed that the customer's briefing or new graphic or report
will be a better product because he has had access to more infor-
mation.

"About 350 graphics are stored in this collection."”
c. '

1. Not in line-of-duty as used in PIC.

2, $15.00 award based on Intangible Benefits (Slight-Limited)

,

Approved For Release 2003/%5_%!&59%&%;@_8?_2@_ 00300020001-1
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Sugg. No, 59-125 Contd.

D. Recision of Chairman

25X1A

— w—— - -
-/ Chairnan Award
Suggestion Awards Committee
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C=I=A I-N-T-E=-R-N-A-L U=S=E O~N=L~Y

SUMMARY AND RECOMMENDATIONS FOR THE CHAIRMAN

4 November 1959

STATINTLSUGGESTION NO, 60-167: dated 22 September 1959
| L GS-13, Operations Officer
P
]

A, a Su stion

Suggester proposed that the Office of Training replace their out-
dated Japanese language text books with the latest Foreign Service
Institute text materials and accompanying tapes.

B. Evalu

The Office of Training is adopting this suggestion. The basic
methods and principles of teaching will not be affected. An average
of about 20 persons a year will be affected by this text change.

C. R ati E e a
l. Not in line-of-duty.
2, $25.00 award based on Intangible Benefits (Slight-Limited)

i D. DRecision of Chairman
1 STATINTL ‘ g/

._ay)W\

Chairman ¥ Award
Suggestion Awards Committee

C=I~A I-N-T=E-R=NwA~L U=S-E O-N-L-Y
Approved For Release 2003/04/17 : CIA-RDP80-00832A000300020001-1
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SUMMARY AND RECOMMENDATIONS FOR THE CHAIRMAN

5 November 1959

§STATINTL  SUGGESTION NO. 60-173: dated 6
| GS=-11, Area Records Officer

OP, DD/S

A. Qumnary of Suggestiop

Suggester proposed that a "Table of Contents" be made part of the

CIa gupport Bulletin.
9 B. Summary of Evaluatjop

d STATINTL On 22 October 1959, | | Executive Assistant to the
‘ Deputy Director (Support 7 stated that this idea will be put into

practice in future issues of the support Bulletip.

C. Recommenda Execu e a

1, Not in line-of-duty.

2. $15.00 award based on Intangible Benefits (S1ight~Limited)

D. Decision of Chairman
[sTaTiNTL 60 o
, |V

s v e
————

7 Ghairma Award

Suggestion Award513ommittee

C-I-A I-N-T=E-R-N-A~L U-S-E QuN~L—
Approved For Release 2003/04/17 : CIA-RDP80-00832A000300020001-1
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STATINTLSUGGESTION, NO. 60»-‘1‘177: dated 7 October 1959

A,

B,

C.

STATINTLD

C-I~A I-N-T-E-R-N-A-L U-S-E O-N-L-Y
SUMMARY AND RECOMMENDATIONS FOR THE CHAIRMAN
3 November 1959

| Gs-13

SI, DD/1

" The suggester pointed out that many office registries open all in-
coming mail before delivery to the addressee., This system applies to
suggestlon correspondence as well. With the opening of suggestion cor-
respondence and forwarding through channels for all to see, the
snonymity feature of the program is lost. The suggester proposed that

 the guggeStion Awards Staff take steps to correct this situation.

As a direct result of this suggestion, the Suggestion Awards Staff
now sends all correspondence to suggesters in "Eyes Only" envelopes.
The exception which makes this rule is the award letters.

ecut S

l, Not in line-of-duty.

2, Letter of Appreciation.

Recdgion of Chajrman.

4 Chairman Award
Suggestion Awards Committee

Approved For Releage 603ty ‘:%lﬁtﬁb‘b‘émo‘b%%ﬁo&%ﬂaﬁooﬂ -1
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SUGGESTION NO. 59-539: dated 20 July 1959

A.

B.

C.

§=E=C—R-E-T
SUMMARY AND RECOMMENDATIONS FOR THE CHAIRMAN
3 November 1959

GS~4, Clerk Typist

UTH, DD/S

Suggester proposed that CIA orientation of new employees include a
briefing regarding public acknowledgment of CIA affiliation as it
affects other employees. The suggester stated that often new employees
at so¢lal gatherings would inadvertently connect CS personnel with the
Agency.

Summazy of Evaluatjions

On 18 August 1959, | ) Chief, Training Branch/
A8TS/0S, stated that cover is explained in detail in the Security
Orientation for new employees. However, because of this suggestion,
several new illustrations have been added to the text of the Security
Indoctrination Lecture.

RgQQWNQDQjSgn of EEQEUZiMe Sec;e;a;x

1. Not in line-of-duty.

2. $15,00 award based on Intangible Benefits (Slight-Limited)

Q i. Eg] . a
' d
v
Chairman' Award

Suggestion Awards Committee

Approved For Release 2003/04/17 : @AERmm832A000300020001-1
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ngé;§;§¥ - a,_‘The Committee members were asked to desxgnate a ddy

25X1A

‘ t = (Security)

“ ApprO\ﬂFor Release 2003/04/17 : CIA-RDPolg

: 832A‘00@0020001-1
S=E~CoR-E-T :

. MINUTES OF MEETING
' suecasnom AHARDS ComMITTEE
'I'HRU.:DAY, 22 OC'I‘OBE.R 1959

A

On Thursday, 22 Octobe - at79230 delfleyp in

BETEN ;Room lay | Chairman, chairsd

_the regular meeting of the CIaA buggestlon Awards Come
Y’mittee- N & ;

[

The following wame preseﬁﬁs

(DD/P)
{bD/1)
{DD/1)
{DD/3)
(DD/s ) \

. (op/P)

b

{Personnel)

(Executive oecretary)
&Sugg. Awds » Offlcer)

Qiag;gg : o The mlnutes of the regular Committee meeting, held on

17 September 1959, were approved.

‘gxggggggQHG . agreeable to all for holding the regular Committee

R . oan present. v ey

meetings, Thursddy afternoons were_dgreed upon by

R R "Z :T'g lr‘l,' i

. b The Letter of Appreciation ¥s the Fetﬁer of Thanks
o was desgribed. The Letter of Appreciation is sent -
to a suggester with a carbon copy placed in the -

vOfficiul Personnel Folder, 1Is is. .awanded . for sug=-

- gestions which have been adopted, but for which no

 monetary award is considered proper, either because
the suggestion is of such minor benefit or because of
‘the rank of the suggester. The Letter of Thanks is

Aps rc;’v?th%?' ﬁél%aass‘é ffbﬁ%f°{:|£dﬁbﬁ°8'5‘%%ﬂ..w
L 'fS-L:-C-RnE-T '

(Dq/-)(dttended as an observer)

. I e

i b e AR OR ——-

T "




/ 3-RDP80 00832A00030“0001 >| Q
" §=EmC-R=E-T

‘jMBound-Robin _u@re explained._ bcreti@@s sug ges»ions
~come 1n with unapim¢u$ recomn*ndatiqns for digap- .
T . proval, but some. diffexences of op;nian are evident .
TELrn L between the using offices and the office of primary

7 interest, or the Suggestion Awards Staff does not
~fully understand the scopé of the suggestion. These
RN T cabls aré sent around to four members of the Cop-
S0 o ¢ mitteo (constituting o quorum for votes) asking o

S, aowr o thelr opinion, their guldance and their decision as

' S e wﬁethe: the cases should be rejected or subm;ttﬂd
oo for Committte actiona‘

[T A . L 'a\,‘ S By :‘X" """5" feh Ll "w:"? S
E " Vo i B

e e e "The Power Qf buggestion", the nuvue whzch rds pro—,l
Lot duced by the Office of Training, has been shown to
S e meny areas. “The euperviuors in all of the Dtvﬁ ‘
Lo e, componénts have seen {t, as well as the sﬁations at
LGT | In the

Flce of Training, we showed the movie and copducted
. d 'small warkshop within the Manage tent oupervi51cn q
Course. The movie. has also been shown to Uupq;w¢sor
~ in some components of the DD/I area and in one DD/P
y are¢. We Intend that all Agency Supezviscrg wzll L
" see it, e expect to cover all returnees from the
'ffie%d through the regu dé‘CUISlQULUQVOf the Office
rdining, ' ‘. —

25X1A |

‘ :ufg;“The buggestion Aaards Ccmmiﬁtee w1 i} have Witnﬁsﬂcs
- appedr ¢t meetings to help ;egolwe ceruain copplex
'casese ‘ , L

e 1 The bxecutive becretary di“CUbSGd the National L
. Acsoclation of Suggestion Systems Convention, held at
Ste Louls, Missouri, October 11 & 32. There were two
very important luncheon speaekers at this conment;onﬁ;

.- which was attended by scme 1,000 persons. All of big
; industry Wab rcpresentea; plu& the U.3, and Canadian
quernments.v Vgl Baxbara Bdtes Gunderson, Civili |
Service Comnissionexs addressed the convention, making
an éloquent plea for the recruxtnenu of intelligent
young persons inco nhe vamrwﬁeat sexvice, . She used.
, as 4 basis for her‘plea the QUQQQSLIOH System, which
L provides oppoxuun1ties for advancement. She emghqs;zed
17t the fact that the Suggestion System helps to negate
B the preValent idga that U. 3. Government employees
S . are second ﬁldss citizens, The stetistics. axe,
T staggexing -~ 44 mlllion dollars heve been paid out
 in awards in the 55 months since Public Lew 763 has
~been in effect angd th° tengible savings are calculated
Coat $558 600,000.40.‘

g ' ' I ’_2"‘\ . Lo .
Approved For Release 2003/04/17 CI&MZAOOO&OOOZOOO1 1 . Ly
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- Another very 1mp6rtdn{“and*very'@bfthwhilé B
spoaker was Mr. William A. Glassfoxd of United

Adrlines. Mr. Glassford chose as his subjects "The
: anradbxwpf.tha‘Suggestion System ve Teamwork", as

" advocated by all new management phllosophers. He
described the dépth of this problem. He did not

- resolve it to the satisfaction of the members of the
 Conventlon with whom I'dfscucsed it, but it was my
- view that he stimulated the realfzation that we must
' engourage the "oﬁdéball“g‘the’indépendent'thinker, to
- prasent his new fdeus s0 that they could be considered
by other elements of an organization. It wias a o
. splendid speech = thought provoking -nd deep.

‘g. The Civil Service Commission conducted & workshope

"It was scheduled for two half~days. The 1lst

- session, of 1ittle interest to the Suggestion Awards

o 3taff, dealt with the Superior Performsnce Awards.

" The second session dealt with administrative practices,

" tyicks of the trade, duplicates, etc. —- from a
suggdstion point of view. At both of these meatings

. we glasned new fdeas for the future. One in particular

" was to find 4 way of printing a certificate to go
“sut with all awards which would provide all necessdary
coples for the Comptroller, the DFfice of Personnel,

* gtc. This would cut down on much of the correspondence
éﬁd'trdnsmgtt{al of lei’c\.‘vebi*s. o -

- h. An extellent publicity idea has come to our attentlon
. from the Office of Cintrel Reference. An internal
© Office of Central Raferonce motlce was published t@5X1A
~ announce that one’L ] Library Assistant,
hdd received a cash avard of $10.00 for suggesting
that pens be attached to desks in the microfilm reading
room. The Executlve Secretary dsks that all components
 try this. To this end, coples of the letters to the
‘award winners will be sent the Commitiee members,
' for publicity ection. Mr. |siggested that thep5xXqA
Support Bulletin could atcomplish this. The Support
Bulletin does announce the kinds of awards that have
. been midé and the kinds of suggesiions involved, but
it is sterilized to such an extent that the individual

eE _who proposed the suggestion 1s not given credit, and

| K S L e Y this 1s what we dFe after in this instunce. It was

| R U E AR RS VI T W _agreed that the Office of Commuhicaticns, the Office

; D T S0 pf security, the Office of Training, the Office of
:e ;;;

Operationg and the 0ffice of Central Rafaren
¢ould hand Se ‘ STAT

8 R L R T I -3 ,
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Meeting

{ o+ The Chairman commented upon the fact that according
’ to all reports, all big business and industry is
vitally interested in the suggestion systems, pushing
© “them and making every effort to encourage individual
fdecs and to assure thai appropriate awards are mada.
‘The Chairman remarked that we hope that a very big
dnd importunt suggestion will come in which will
- encourage eatch member present by giving him a fecling
- . of satlsfaction that he has had ¢ part in honoring
. . and ewarding and encouraging ideas which are of
- significant velue to the Agency.

[

. f”é Coﬁmitfge;approwed the following action for the
suggestions indicated: - : : - :

3 Yo . . ¢ i -
B AT , : R N e L

89192 $100,00, Intangible (Moderate-Limited)
S . .Tangible ($600.03)

e 31 - . 175.00 Intangibie {Moderate-Loscal)
L BY=436 oo 30000 Intangible (Moderate-Loscal)
...+ 1. . Tangible {$19,098.00)
R ERC 1 §9-445 43.00 . Intangible (Siight-Limited)
it 59487 2500 Intengible (Slight-Limited)
S [ LA LT { * Tangible ($201,00)
| -89-5°3 | 25.00 Intengible (Slight-Loeal)

J 3§gggg§§;ga o 59-482; regerding administration of external contracts,
, . Referred deferred until a later date because the suggestion awards
L e .. Committee believes.that theie are M4ty more areas within
IR ., the Agency where this ides can be exploited to fuller

. advantage. N D P P

! (L
. .

"Ihé meetiﬁg agjqurneqtdt,;O:Sé_d,m,,

v,}'

R o . ’;v“ ‘ : rL’
Lo T EXOCUTIVe Secralary

r

LIS . i i . B i . : ' - :
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4 N o T S o ’ : .
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i
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BRI Regular Meetzng of ‘the buggestion Awdrds Commit;gg .
; | Thursday, 22 October 1956 |

s73%>

/o j 8/ o AGENDA | , F

1. Call to order ,1?4
© 2n Hinutes of last meeting :h‘,

)' i
\ 3.  Report by Executive Secretary "
4. Comments by Chairman .

5. Old Business I

6s ﬁew Business !

: {Vote on suggestions attached) I

- ' | 7. Adjournment
LLEGIB - _ ‘

E
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15 October 1959
MEMORANDUM FOR:  RECORD
SUBJECT : Agenda for heeting of Suggestion Awards Commi ttee

‘1. The CIA Suggestion Awards Committee is sched o meet on
Thursday, 22 October 1959, at 9:30 a.m. in Room 1=A, 2EX1A

2. The following‘ztems are enclosed for your reviéw:
TAB 1 —- Tentative Agenda
TAB 2 -~ Minutes of Last Committee Meeting

TAB 3 ~= Summary of suggestions to be considered at this
meeting.

FOR THE CHAIRMAN, SUGGESTION AWARDS COMMITTEE: 25X1A

—
/  Executive Secretary

Approved, For Release 2003/04/17 : CIAQRBR&(0:00832A000300020001-1
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SUMMARY AND RECOMMENDATIONS FOR THE CHAIRMAN
23 September 1959

25X1A SUGGESTION NO. 60-84: dated 3 Jul
I |. G5-5, Time Leave & Pay Clexrk
ptroller, DD/S

A. Summarv of Sugqestion

Suggester proposed a revision of Form 945a, Normal Pay Record,
which deleted unnecessary information and added new, necessary
information on the cards,

B. Jummary of Evaluations
25X1A

On 11 August 1959, Acting Chief, Staff Employees Accounts Section,
y stated:

25X1A "Effective 30 November 1958, a new payroll system for Staff
Employees Accounts Section was installed. With this new pay=
rolling systcn,Jg;;:;;::::] revised the pay card, Form 945, to
better conform e new payrolling system. The revised
draft of his ideas was circulated within the payroll sections
that would be using this card for comments concerning adaptability.
It was accepted as being an improvement over the old pay card

| and is now being used.”

{ 25X1A ‘

‘ On 16 September 1959, Chairman, Compt. Sugg. Awds, Panel, | |

‘ 25X1A

stated:
"+s+It has resulted in simplifying the preparation of essential
pay data on the pay cards and perhaps has contributed to a
reduction of errors. The revised form is used only by the
Compensation and Tax Accounts Branch, Finance Division.

"+e.Use of the revised form is restricted to a comparatively

small group and it is a minor modification of existing procedures.
The suggestion, therefore, should be considered as having *limited
application' and as of *slight benefit'. We recommend an award
be made in the maximum amount authorized in the circumstances,®

C. Bscommendation of Executive Secretary

l. Not in line~of-duty (G5-5, Time Leave & Pay Clerk)

2. $25.00 award based on Intangible Benefits (Slight-Limited)

D. a
25X1A

Approved For Release :
Suggestion Awards Committee
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Minutes of SAC Meeting
17 September 1959

SeEwCuReE=T

Riscussion a. The following guestions evoked SNLUCTS b
, indicateds

Q. Does the Suggestion Awards Staff acknéwledge'
receipt of suggestions?

A. Yes.

Qs What is the length of time it takes to process a
suggestion? :

A. It depends on the complexity of the suggestion.
It may take one month ory one vear.

Q. Are suggesters sent letiers when a case is turned=
dewn?

A. VYes.
Q. How many awards are made per annum?
A. About 120, on an average.

b. The CIA standing compared to cther Government agencies

was discussed. It was pointed out that we are only

half as good as industry and as the Government as a

whole, although our adoption rate went up from 13.2%

to 20¥. One reason for this poor comparison is the

lack of publicity for security reasons, the cther

is the lack of interest by supervisozrs.
explained that the lack of supervisory

participation caused us to produce our movie.
said that for morale reasons alone, this
s one of the few ways we can acknowledge a CIA employee®s
interest and initiative and we should make our program
twice as good as other agencies., | | gave o5x1A
it as his opinion that he had been with programs where
recognition was the only award and that these programs
were successful. He believes that cur inability to
publicly recognize indlividuals is our biggest obstacle.

T | asked if the Agency could increase

. the amounts of the awards, or were they stabilized by
legislation. ©She was told it was stabllized by
legislation.

N.B. The tangible awaxd scale is
established by law, but is

-3-.

h Approved For Release 2003/04/17 : CIAT0OPB-60832A000300020001-1
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Minutes of SAC Meeting
17 September 1959

presently under study at the
Civil Service Commission with

a view toward asking the
Congress to raise the amounts
prescribed in 1946. The awards
for intangible benefits are set
forth as guides only and allow
for a wide use of independent
Judgment as to the amounts to
be awarded.

Co | L appeared before
ommiitee as a witness to discuss Suggestion
No. 59-411., He took the opportunity to explain that

there is a very real challenge in his department to
encourage improvements and at the same time to recog~
nize line-of-duty limitations. Most of the men come
from GFO, etc. where minor maintenance matters are
awardable., They do not always understand Committee
‘decisions. Many times a man who submits a real work
saving or time saving improvement would be eligible
for an award because of the inherent customs of that
particular tradecraft. In the case of Suggestion

No. 59-411, g;:::::::]believes that the award should
be based on the modification ~= not on the equipment
itself. The suggester is not an engineer and there-
fore is not required to effect such an improvement.

25X1A

25X1A

sucgestions By unanimous vote on each case, the Committee approved
Arproved the following action for the suggestions indicateds
' / N I "i
58-215 $ 15.00 Intangible {Slight~Limited)
58=407) 100, 00) «
59=10 ) 100,00) Intangible (Moderate-Broad)
59-63 ) 100,00)
98=479 155,00 Intangible (Moderate-Limited)
Tangible ($1,041.25)
53634 100,00 Intangible (Moderate-Limited)
NI L Tarigible ($1,000)
59-1I3; 35.00) _ A
58-497 25.00) Intangible (S1ight-Extended)
58-406 ) . 15.00) «
59=-431 150,00 Intangible (Moderate-Local)
60-56 55,00 Tangible ($1,120) :
SVcaestions Six suggestions were deferred to the next Committee

Daferred  meeting.

sed For Release 2003/04/17 : CIA-RDP80-00832A000300020001-1
Approve SeEwCamRmEwT
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- GUMMARY AND RECOWMENDATIONS FOR THE COMMITTEE

3 ;

ERTIEEY ¥ SR
[
“},‘ .

. SUGGESTION HO. 59-113: dated 30 September 1958
: o SR | 652, CT/C (Supyr)

OG, OO7S

» Ay  Summazy of ‘ qestion
.ot gyggester proposed that briefings be conducted for pafsonnel
P - going‘d#érseas ~- aspecially Support types (secretaries, Supply and

{1 . .o . . Finance personnel, and Communications personnel).  Thesa briefings
1 7+ wolld cover United States problem areas | |atomic
R {  ‘testing, Far East policy and _ |etc. R T G I

., 'Byaluations by OTR, SSA/DDS and DD/P revealed that this subject
" "is not new, there was a need for definite requirements, but committee
. moetings had failed to produce a positive requirement. |
1 = “°  On 1% June 19%9, 2 conference was held with representatives of
070 ;. ..# . DD/P and OTR, the suggester and the Exacutive Secretary of the
R R R - Suggestion Awards Committee. The outcoms of thls meeting was a h
{ -+ more detalled OTR course entitled "How to Meat the Critic”. {TAB a,
T attagéed, fully documents the 15 June conference. )
P e R i . . N o ; 2,' “ g W': - n
poeot o It should, be noted that although this suggestion was not new,
pra '-\‘“1¥_géjbforce a specific statement of the requirements on the part

- v o0 TABs B & C (attached) ave two previous, similar suggestions pro-
posing training ccurses in the proper defense of U.S. philosophies
. snd objectives. These two sugyestions were declined because of a
.. lack of requirements placed upon OTR. These two suggestlons have
.. a claim to reconsideration because they are still within the two
S -1 yeay Statute of Limitations. R ' '

Not in line-éfeﬁut§.‘ "

U0 9. $75.00 award, based on Intangible Beneflts (Slight-Extended),
/" %o be divided equally amongst the three suggesters, whose combined
© . " afforts brought about a constructive and positive statement of
.5 . operational requirements with the resultant incluslon in the
(o7 curpieulum of this subject matter. ' '

i -y

e

‘ s

PR
Ve

i P
S
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T ﬂ“’ - No. 53-113 Contd

L

S0 BN 203 deted 30 Septepher 135
P S SR el T G5-9, CT/C (s
S T «o;_. DD/5 ’ » CT/C (Supuz)

25X1A

‘ Mhdopted . Z.__Award . wweemalttter of Appreciation
P '”‘~,otAdoptad T -

958 (TAB B)
s GS«9, CT/Radio

R A

S ot d '3-;'5'-“““" . membetter of Appreciation
T ....;.,__,Not Adopted ' S

illecils

e

25X1A

U LLEGIB
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SUMMARY AND RECOMMENDATIONS FOR THE COMMITTEE

9 September 1959
SUGGESTION NO. 58-215:¢ dated 25 November 1957

GS-9, F A
25X1A Wl’ 9, Fiscal Assistant

A. Summary of Susgsstion

Suggester proposed that the "Standardized Government Iravel Regu-
Jations, Circular No. A=7" be revised to allow parking fees at terminals
when private vehicles are used in lieu of taxicabs, provided the amount
of parking fee plus the mileage allowance does not exceed the normal
taxicab fare,

B.

o R TR

Comments by the Comptroller's Office, SSA/DDS, and the Bureau of L
the Budget stated that such reimbursements were allowable. The Bureau
of the Budget further stated:

¥ .eeAs indicated above, parking fees at terminals are authorized
by a Comptroller General's declsion. However, the Bureau of the
Budget has had under consideration the overall matter of parking
fees. Until it is decided what further action, including legisla-
tion may be appropriate, we believe it inadvisable to cover in the
requlations the relatively minor exception to the general prohibi-
tion against relmbursement of parking fees.”
25X1A

However, this authorization wes made known to all employees in

| | revised 14 August 1959. The following

paragraph was included in this regulation because of this suggestion.

"When an automobile used under the provisions of paragraph (3)
jmmediately above, is parked at the terminal during the period
of travel, parking fees incurred may be authorized or approveds;
provided the amount of parking fees plus mileage at 10 cents per
mile for the round trip mileage does not exceed the usual round-
trip taxicab fare, plus allowable tip, between the place of abode
and terminal.”

C.

:1. Not in linewof-duty (GS-9, Fiscal Asst.)
o, $2%-50 award based on Intangible Benefits (Slight~Local)

, ————Pdopted #)5 Award Letter of Appreciation
25X1A : .

—————ttOt Adopted oy 10 |
e Qaﬂ

ooy 18 wte 15T
Approved For Release 2003/04/17 : S ' 3000200011
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SUMMARY AND RECOMMENDATIONS FOR THE COMMITTEE
8 September 1959

25X1A SUGGESTION NO. 58~407: dated 17 February 1958

I
NEA, DD/F

25X1A SUGGESTION NO. 59-10 1 da 1958
b 3 Gsﬁgp Admin Asst,.
| . DD/P

25X1A

SUGGESTION NO. 59=-63 : dated 18 August 19589
| GS=12, Intelligence Officer

I
NEA, DD/P

These suggesters proposed a revision in the field pouch wrapping
procedures in RID. In the past, Secret and Top Secret dispatches were
wrapped as received, each with individual accompanying manifests. As
a result of these suggestions, Secret and Top Seeret dispatches are

: now accumulated and prepared for specific recurring pouch closing dates
for each of[ ____ ]. They are thus grouped into a minimun number
25X9 of pouches with accompanying manifests. This improvement saves filing
{manifests =~ both in the field and at headquarters) and clerical
typing, and reduces the security disposal problem of pouch envelopes
in the field.

B. Backaround

These suggestions were considered together by the Committee on
22 April 1959 because each proposal attempted to achieve the same
objective -~ namely: consolidation of pouches dispatched to the field.
(Copy of Agenda reviewed by the Committee is attached as TAB C)

The Committee voted as followss (1) The first suggestion
recelved, No. 58-407, was considered within line~ofeduty since it
‘had been submitted by a Chief of Stations (2) Suggestions Nos. 59-10
and 59-63 were considered as duplicates, in principle, of 58-407 and
therefore not deserving of a cash award.

C.

In a memorandum dated 25 Auvgust 1959 te the Committee, the suge
gester of 5%9-10,] | stated in part:

1. He received word that his suggestion had been declared a
- duplicate by the Committee, which, under ordinary circum~
stances might be a reasonable enough explanation. However,
he feels it was the responsibility of the Suggestion Awards
Staff to advise him of the duplicate in July 1958, not

Approved For Release 20031041&&%&%&;?&%%%2?'390020001-1
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April 1959 after the Committee decided an dward was not
warranted. (See D1 below for explanation.)

2. While his idea was not.original, the old system persisted.
He submitted his suggestion in the hope that action would
be ordered from a higher sourca.

3. His suggestion, together with the two others, was responsible
for getting action which was not taken when the Management
Staff performed a survey several yeaxrs ago on the same subject.

4. His suggestion, together with the two others, performed just
as great a service to the Agency as if the idea had never
been presented before. Therefore, he raequests reconsideration
for an award,

1. Normally the Suggestion Awards Staff would have closed 59-10 and
59=63 as duplicates, but ocessionally when several suggestions
are received on one general subject, the Suggestion Awards S:aff
requests the evaluating offices to consider them as a group. This
ic done to indicate that more than one person feels there is a
problem and that something ought to be done about solving it.
Also; it ic done because each suggestion, while pertaining to the
same general subject, may have added features that are diffarent
from the other suggestions., This is paxrticularly the case with
No. 59«10 which gave examples of pouch numbers that had been sent,
dates, number of items and classification of pouches. Also, 5963
is more complete than 58-407 because it furnishes mors detail.
S0y in a case like this, thres suggestions, each with different
supporting information, are of assistance to the ewvaluating
offices in reaching a conclusion.

2. The Civil Sezxvice Commission explained that there is nc appeal

system built into the Suggestion Awards Program. However, this
25X1A does not preclude the former Committee or the new Committee gilving

further consideration if it appears something has been overlooked.

The Commission | |said, the original decision could

be reversed if the new Committee felt that it would best serxve

the interests ¢of the program, expecially if it was believed that

the suggester had a legitimate complaint.

3. It is acknowledged that this group of suggestions proved to be
the instrumentality through which results and savings were finally
achieved, whereas suxveys and other proposals had failed to result
in adoption. RI Division previously recommended an awaxd based
on slight benefit and extended application of the intangible
gavings chart, or $50=~75.

e2-
Approved For Release 2003/04/1MPP]§9E038¥2§000 00020001-1
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- SUMMARY AND RECOMMENDATIONS FOR THE COMMITTEE
. 27 August 1959
25X1A SUGGESTION NO. 58-479: dated 14 April 1958

GS~6; Intelligence Analyst

Ao Summazy of Sugqsstion

buggester proposed a way to mechanize the preparatxon of refer—
ence cards in the DD/P, RI Division. Heretofore, Form 812 (a form
to request action on a case file, such ass Open File, Amend File,
Close File, Restrict File to Desk, et¢.) was acted upon in the RI
Division, and then sent to the interested amalysts for their infor-
mation. These analysts then manually entered the informatlon on a
3x5 card or in a looseleaf notebook. Now, an abstract is mechanically
prepared on cards and the cards are forwarded simultaneously to the
‘interested analysts for their retention and use. The Form 812 is
forwarded to the file room dzrectly and the information copy to the
area desk involved.

Sumazy of Evaluations

25X1A , L o
On 19 August 1959,| |for Chief, RID, stated:

"The suggested procedure has been tested in part for a period

of approximately 4 months and is considered to be worthy of
adoption. The intangible benefits would be realized immediately
and include lmproved access to and recovery of information and
the release of personnel to perform analytical duties.

"Evaluation of the tangible savings xealized from adoption of
this suggestion must be made on the basis of machine versus
manual preparation of cards. Machine cost is approximately
1.3 cents per card, manual cost is approximately 3 cents per
card. Initial conversion involves 40,250 cards. Based on
gurrent requests an estimated 21,000 cards per year will be pro=-
duced. Machine production of cards will result in savings of
$1,041.25 for the first year plus additional savings of $357.00
each subsequent year." _

{

1. Not in line—of-duty {GS=6, Intelligence Analyst)
2. $103-155 award based on $55 for Tangible vuvings ($1,041.25)
: Plus SSQ-LOO for Intdngible Benefits (Moderate-
: "~ Limited)

D." Decision of Committee

& - _
Approvedmb@a*se‘\éeasmiuw CIA- ﬁpsoipb§52A0003ooozooo1-1
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27 August 1959

- MENMORANDUM FOR: RECORD
SUBJECT ¢ Agenda for Meeting of Suggestion Awards Comittee
1. The CIA Suggestion Awards Committee is scheduled to meet on
- Thugsday, 17 September 1959, at 9130 in Room 1~A, |:l . 25X1A
2. The following items are enclosed for your reviews
TAB 1w~ Tenta}ive‘Agenda
"TAB 2 ~= Minutes of Last Committes Meetihg
TAB 3 =~ Summary of Suggestions to be considered at this meeting.
TA.B 4 == Summary of Mmimal Awards.

FOR THE CHAIRMAN, SUGGESTION AWARDS COMMITTEE: 2EX1A

e
-
s

o : iy
o

,ﬂ
/ Executive Secratapy

i

001-1
Release 2003/04/17 : CIA-RDP80- 00832A000300020
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{ STATINTL SUGGESTION NO. 59-418s dated 9 April 195 |
\ . . [ ) GS=9, Chief, Info. Control

Approved Rgr Belease Rebioan7 CIA-RDP80-00832A000300

C-I-A  IwNeT=EeR-NeA-l U-S=E OeNeL-Y
SUMMARY AND RECOMMENDATIONS FOR THE COMMITTEE

' 25 August 1959 ‘

A. Sumary of Suaqestion

B.

STATINTL

C.

. Suggester proposed a revision of Form 466, Map Request Routing
Sheet, which eliminates Form 188, Library Record S1lip (used as a
receipt), and the self-addressed return envelope. The new form
¢ombines the request and the receipt into one form, using the
reverse side of the recelpt as a selfemailer,

Sugmazy of Evaluations < | STATINTL

_ On 20 May 1959, Chief, Map Library, | stated
that: "Suggestion No. 59-418 was adopted Tor use In the Map
Library in January 1959 and has proved to be superior in operating
efficlency and accuracy to the mathod formerly used”. {(See TAB A
for a complete copy of his comments.)

~ On 26 May 1959, | |o/oD1, discussed
the value of this proposal. (See TAB B for his complete comments., )

-D u -

The following portions of the suggester’s job description are
pertinent for making a line-of-duty determination:

, , "Responsible for administration of section, involving
supervision of four subordinates, training of new employees,
allocation of functions within section, and studying and im-
proving work systems and techniques in order to most efficiently
accomplish assigned responsibilities of section.

"eosls responsibie for the eétablishment and maintenance of
records for controlling the voluminous traffic of documentary
materlal flowing into and out of the Geographic Area."

- Following are questions, used as a guide by the Civil Service
Commission for determining line~of-duty status, and answers arrived
at by the Executive Secretary after a review of the suggester®s
Job description:

Qv Is the employee expected or required to make suggestions

of the type under consideration? If so, is there anything
that is special or unique about this particulay one?

Approved For Release 2003/04/17 : CIA-RDP80-00832A000300020001-1
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e AdOpted L35 Award Letter of Appreciation

59}}/ across branch lines in the Map Library.

had not made this suggestion?

Map Library.

b

ing Branch and approval of Chief, Map Library.

Approved @lease M/04/17 : C|A-RDP80-00832A000300(@01 )

1. Mot in line~of-duty (G5-9, Chief, Information Control)

- Sugg. No. 59-418 Contd.

Ao Yes, Insofax as forms and procedures of the Information
> Control Section are concerned. However, in this case the
suggester went outside the scope of his duties as Chief,
43;3 Information Control (a Reglstry~iype or Mail Room operation)
and revised a Reference Branch form, combining the necessary
information formerly contained on the Information Control
Section’s receipt form and selfeaddressed yeturn envelopa.
The former forms had been devised by professional librarians;
in developing the reviged combined form the suggester cut

Q9 Qe Is the nature of the suggestion such that the employee®s
performance would be Judged less than satisfactory 1f he

A« Obviously not, evidenced by the high endorsement from Chief,

Qe Is the suggestion one pertaining to the immediate woxk axrea
which the employee can place into operation without consulie
ing higher,authority and which affects only his work?

As No. Whereas it could be argusd that revisicn of the former
- Teceipt form (No. 188) and the self-addressed return
~ envelope could apply to his immediate work area, the revision
of Form 466 and consolidation of all three forms required
the concurrence of Chief, Reference Branch and Chief, Process-

2.  $150-200 award based on intangible Benafits (ModerateéExtgnd&ﬂ)

3 Pubiicication of this idea in the Support Bulletin for appli~-

- cation to other Agency forms.

*

' agencies.

P e A

%{WQ;@/ ——

4. Referral to the Civil Sexvice Commission for review by other

Publication

s

| %Mﬂ e NOt Adopted i CSC Referral /”Support Bulletin

STATINTL

f

N o e T
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TAB A
20 May 1989
TO: ~ ASP/RR o
THRU: ci‘/c/rm‘
FROMs ’Ch/D/G_L/RR
SUBJECTs . Suggestion No. 59-418

' 1. Suggestion No. 59-418, which concerns Revised Form No. 466 and

a new system of transmitting, tracing, and recalling map materials, was
adopted for use in the Map Library in January 1959 and has proved to be
superior in operating efficiency and accuracy to the method formerly
used. ' -
2. The revised form was devised by the Chief of the Information I
Control Section, Map Library, ORR, who 1s not a professional librarian

and who would not normally have been expected to create a new system for

the preparation and maintenance of the records of all map loans and the

Y% gistribution of all classified map materials. In developing and imple~

menting his suggestion, the suggestor had cut across branch lines in the
Map Library and has modified Form No. 466 as it was formerly used by the
Reference Branch and has adapted it in such a way that he has bsen able
to eliminate receipt Form No. 188 and its self-addressed return envelope,
formerly used in the Information Control Section of the Map Library.

The present adaptation of Form No. 466 concolidates on one form the infor-
mation that was formerly contained on two different forms (No. 466 and
No. 188) and has reduced the number of file copies in the Information
Control Section from four to one. Former Forms No. 466 and No. 188 had
‘been devised by professional librarians and had been used as part of the
standard established map library transmittal, tracing, and recall pro-
cedures for several years. :

3., When the suggestor'first conceived the idea of‘converting the
~ system than being utilized to the one presently being used, he sought

" the advice of two professional librarians, the Chief of the Reference

Branch and the Chief of the Processing Branch. The Chief of the
Reference Branch, a professional librarian, agreed that Reference Branch
From No. 466 could be advantageously modified to include receipt-type
information on the proposed third attachment, thus completely eliminating
Receipt Form No. 188 and selfwaddressed return envelope, being used in
the Information Control Section. The suggestion was also reviewed and
- discussed with the Chief of the Processing Branch of the Map Library, a
‘professional librarian, who heartily endorsed the idea. The two Branch
chiefs, together with the Chief of the Map Library, encouraged the sug-
gestor to proceed with the development of his idea. The suggestor then
consulted with personnel in the Forms Management component, and the
revised form was eventually authorized and the new system was implemented. ‘

Approyeq f;?r"fﬁlﬁﬁs-eﬁgﬂgﬁf-oﬂy igge_-gzoagmqg_s,umoomoozooo1'-1 o I
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4. Based on past statistics, it is estimited that revised Form
No. 466 will be used from 14,400 to 18,000 times yearly in the Map
"~ Library. The revised form creates no additional work for the Reference
Branch,  The elimination of all thres file copies of Form No. 188 results
. in a_saving of 24 months® time yearly of a grade 7 employee in the
o Anformation Control Unit, Since the revised form filed in the Informa~
. tlon Control Section now presents on one form the complete status of the
' loan pitture, including both the actual request and the receipt, increased
efficiency and additional time saved on the part of Map Library personnel
at various grades) when they refer to the records are automatic

additlonal benefits of the new system,

\ ;- S

v L DORIES ¥ S AR SRR N
8, The consolidation of the actual map request and the receipt for
. the Fpm;alg. on revised Form No. 466 reduces the chance for error formerly
. 'possible when copying information from one form to another and also
\?1:tug#1y eliminates the possibility of mistakenly recording that materials
were charged to one component instead of another. The present method
thus provides a moze accurate recozd of where the materials are at all
times and facilitates the recall of map materials. Since the revised
~ form provides a more accurate record of determining which requesters have
- materials on loan and since the form is a record of CLASSIFIED materials,
the value of the form becomes increasingly signiffcant from a SECURITY
. standpoint. Classified materials that heretofore might have been assigned
. & wrong control number might not have been voluntarily returned by the
7, dctual recipient, In that case, a person not having the materials would
have been contacted for the recall of the materials and the materials
_might not have been returned for an indefinite psriod. The present
_eystem definitely ties in the request with the recipient and shows the
agtual date of the request, the date the material left the Map Library,
- .-the date 1t was received by the reciplent and bears the signature of the
zeciplont and thereby lessens the likelihood of losing classified materials
The present system has also made possible the elimination of one safe,
formerly used to store file coples of Form No. 188, ,

"+, s Rewised Form No. 466 is currently being utilized in three branches
of the Map Library. The request for map msterials is recorded on it in
-, the Reference Branchy the form is then forwarded to the Processing Branch
- for servicing of the request; and the form ultimately goes to the
* . Information Contxol Section, to bs used for the transmittal of the requesteac
. .map materiale and for their recall. The form affects all the customers
o +oof the Map Library, both in other components of CIA and in all other
"‘;U,,S.LGQvernment.agenciesithat,borrow map materials from CIA, insuring
-an. accurate regord of transmittal, of receipt, and of current location
" off borrowed materials. L : :

A
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| SUBJECT: Suggestion No. 59-418

: 7. While revised Form No. 466 was designed especially for use in
the Map Library, the idea of the form could be adopted by any component
which transmits materials and desires a receipt. The idea could be
applied to other library components throughout the Government, to mail
rooms, to offices sending materials to fleld posts, etc., which would

result in a substantlal saving of record keeping time for these com~
ponents, as well as for the CIA Map Library.

8. Suggestion No. 59-418 receives high endorsement from the Map
 Library.

/s/

STATINTL
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TAB B

26 May 1959

Evaluation of Employee Suggestion No. 59-418 .

Although an argument could be made that this suggestion has a line=
of=-duty aspect to it in this case, since the suggester is only a 9, I
will go along with [ | and say it was not line-of=duty and, there~
fore, the man is entitled to an award for both tangible and intangible
benefits. With respect to tangible benefits the total savings based on
2% months time of a G5-7, $1038. With respect to intangible, you will
riote that ORR has indicated that this suggestion should fall in the
moderate-extended category. This, I believe, is much too high. The
basic impact of the suggestion will be felt only in the three small
branches of the Map Library whose total population by no means exceeds
25 and, therefore, the suggestion at best should be placed in the
moderate-limited category. In the course of oparations the form does

‘get farmed out to numerous agencies but that should not be used as a

criterion for determining its value. Theresfore, I do not go along with

moderate-extendead.

With respect to the gratis comments by Burt in paxa 7 of his memo,
while it is true that this idea might have ramifications in other com-
ponents 1 do not see its applicability elsewhere in the DD/I. The
Library’s receipt, distribution and control channels have been examined
so often it seems pointless to go through it again with them.

/s/

s 0/DD/1

ColwA  I~NeT=E=ReNeAwl UsS=E O=NeL-Y
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_ SUMMARY AND RECOMMENDATIONS FOR THE COMMITTEE
13 August 19%9

25X{A SUGGESTION NO. 59-482: dated 15 May 1959
v ' . ’ @"11’ Anal‘{st

1

A Sumpazy of Suggestion

Suggester proposed a tentative curriculum for a training course
for OSI analysts in the administration of external contracts. This
course to includes 1) Initiating the Contract; 2) The Contract;

3) Monitoring the Contract; and 4) Terminating the Contract. The
suggester states that the advantages would be a reduction in:
a) the trial and error approach used by Intelligence officers;

~ b) unprofessional and contradictory approaches of Agency employees
to contractors; and ¢) risk of security violations.

LD B. ' Eyalua S

1 25X1A ’ ‘ - _ :

: On 5 June 1959, | | Chairman, Caresr Service
Board for 051, stated:

"The OSI/CSB considered the advisability of having the Office of
Logistics conduct a course in Administration of External Con- -
tracts and approved the course in principle. The OSI Training
Officer and the Office of Logistics Training Officer are
developing a tentative curriculum for the Board's consideration.

"In the opinion of the Board, the suggestion has merit and should
result in increasing the efficiency of processing external
research projects. Although it is expected that improved ,
efficiency and better overall performance will be more quickly
realized, the degree of benefit will be slight +b moderate.

The extent of application will be limited, affecting a small
nuinbex of approximately 15 project officers in OSI."

1. Not in line~of-duty (GS~11, Analyst)
. $50-100 based on Intangible Benefits (Moderate~Limited)

Letter of Appreciation

Adopted Award

Not Adopted

VAR - oCNDD/P.
" Approved For Release 2003/04/17 : CIA-RDP80-00832A000300020001-1
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| SUMMARY AND, RECOMMENDATIONS FOR THE COMMITTEE
{ | - | - 13 August 1959
ETATINTL SUGGESTION NO, 59~4451 18 April 1959 "
| ”[::;;zfaﬁfiﬁﬁiij_ﬂﬁi1gi.gicture )
! : - Printing Services Division, OL, DD/S
| Suggester proposed a 11§ht~iﬁ§ht pass-tﬁfohgh‘door to be used

in areas where film is processed, so that exposed film may be
received witbout stopping processing work.

B. summary of ‘Eva;uaﬂggg'

: ‘This suggestion was reviewed by Printing Services Division of
1 OLj Microphotography Branch of OCR; Photographic Laboratory Section
~ of PIC; and PSD of 1SS. The only office which had any use for this
device was the Printing Services Division of OL. That Office stated:

"The suggestion...has been adopted in the Printing Services
, Division. _
A ' . l . f
"The cabinet was made and installed by the suggester on his
own time. During the first six months the cabinet was in use it
was very beneficial. The section was able to process film with-
out stopping the operatioa and turning on the lights to receive

‘or return the work. This in turn increased production approxi-
mately 108. (2o L) pwonual : s Penaoaiy Peal f

- WM@Q‘L&%QWQ, - laﬁaa—/&g@,wc)'_%oﬂc-w;;
\A/Z&gafcuf”§) "In the past six months the type of work which was processed e, .ns,
N k¥ﬁjw¢iﬂ“’ by the section utilizing the cabinet has decreased approximately ,%r
- 85% and the cabinet is seldom used. The suggestion is still a g.ctovue
'good one and any photographic laboratory having the need for a Mep
light tight cabinet would find that the suggested one would be
entirely satisfactory and beneficial to their operation.

"It is recommended that an awaxd be given to the suggester
for his idea even though it is seldom used at this time.,.The
Intangible Benefits derived by the adoption of the suggestion in
the Printing Services Division are limited application oféﬂgigggte

‘degrae of benefit.”
C.  Recon dati nof Executive
1. Not in line~of~duty. =
A 2. 350-100 award based on Intangible Benefits (Mndgggﬁ::Limited)
© D. Degicion of Compittes |
o Ha 2
| N\sﬂr&’é Approved o Helésse 20030477 4ARDP80-00832abBb B 02B0bRRT eciation

Not Adopted - , L
e T A TLANLT.ELDRD NN AT LoD AMT WV
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SUMMARY AND RECOMMENDATIONS FOR THE COMMITTEE
’ 12 August 1959

1 25X1A SUGGESTION NO. 59-192: da 7 r 1958
| ‘ » G5~9, Special Control Officer
» DO/P

“A. Jummary of Suggestion
Sugggstqr proposed that RID use the TS control cards, which were
 pulled and destroyed when TS documents were returned to RID/TS, to

i notify and authorize the Senior Staff and Area Division TS Control
1 Points to destroy their TS control cards.

B. Sugmary of Evalustions . | |
— T  25X1A
25X1A On 7 August 1959, Chief,Records Integration Division, [ 1
[ Ftated:

“This suggestion was implemented on 2 July 1959. The delay
between the submission of the suggestion to RID and the
effective date was occascioned by the necessity to obtain con-

- currence of interested CS components, the CIA Top Secret Control
Officer, and the Office of Security.

"The implementation of this suggestion will preclude the ex-

~ penditure of man hours needed to purge and destroy Staff and
Division TS control cards under the old procedure of the loss
in efficiency of servicing the TS control card files which were

" not purged. The savings in the former case are difficult to
determine since only two control points have purged TS control
point files and no exact records were maintained in respect to
#an hours utilized or control cards destroyed. Similarly, since
the removal and destruction of Staff and Division TS control
cards in the future will be gradual, it will be difficult to
measure the increase in efficiency of servicing the TS control
files. '

"RID's experience indicates that 52,000 contxol cards will be
removed from Staff and Division TS control files each year.
The annual savings in this respect will amount to the equivalent
of $802.88 in filing equipment at the Staff or Division level.
There may be an additional savings at the Branch level within
_ - Staffs and Divisions. Opposed to this saving is the additional
o work of stamping and sorting these cards in RID. This will
: ( require 104 hours a year at the G5-5 level at a cost of $202.80.
Based on information available to RID, the net tangible savings
will be $600.08 a year." ‘ .

i

' SemEaCoRmE=T
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' T T [l AU
[ . 5, R

b

1. Not in nne}-ofc-duty (Gb-9, bpecial Control Orficer)

| | 2. $13Q-180 award basad on: $30 for Tcmgible Savings (5600 08)
; ' _ - ‘ plus $100-1o0 for Intangible Benefits
) (Modera te=Local )
b, S _

14 Adoptad # /00 __Awaxd istter of Appreciation
Not Adopted .' ‘

§

ILLEGIB

25X1A ' | - | 30 -/ _
: . 20-I/

-2\::

§=E=C-R—E=T g
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SUMMARY OF SUGGESTIONS AND ACTION TAKEN BY CHAIRMAN
© MINIMAL AWARD CASES

11 AUGUST 1959

’

N W WA TN T

25X1A SUGG. NO. 585453 195
' . . GS-5, File Supervisor
RID, DD/P ' -
A\ .

’ Summaxry 1 Because of the lack of space in RI/Index, the sug- ¥

' gester proposed the use of a pigeon-hole type desk

rack to fit over the desk, leaving the surface free
and providing extra work space. , .
]

Action Taken : In July 1958, this suggestion was recomnended for

‘ adoption by Chief, RI. This suggestion was overtaken
by events. Early in 1959, as a result of a Management
Survey, among other things, a physical realignment was
accomplished, which eliminated the need for this im-
provement.

*ﬂ*ﬁ**&**&**ﬁ* ’

- o

26X1A  5UGG. NO. 59-97 : _dated 23 September 1938
G5-6, Secretary-Steno
velopment PIo s Staff, DCI -

Summar& ( : Suggester proposed that a sterile From 237,:yelloﬁ
' ~ Official Routing Slip, be provided with the words
"Central Intelligence Agency" deleted. -

Investigation by Forms Management Branch of Records
Management Staff revealed that the suggester’s office
was the only office which would effectively use a
" gterile copy of Form 237. In February 1959, Form 1582,
" blue Routing Slip, was printed.

Action Taken

‘ Offices using From 237 for external routing requife ' b
/ “Central Intelligence Agency" as an identification.

Awaxrd : $10.00 award granted. ‘ - 'i

-A’pproved For Release 2003/04/@TR~EtA-RDP80-00832A000300020001-1
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25X1A  SUGG. NO. 59-479:

Summery :

Action Taken 3

Award 3
SUGG. NO. 59-5371
’Summary H

Action Taken

»

Award 3

Vs

S=E«CeR-E~T

Minimal Award Cases Contd.
11 August 1959

dated 15 May 1959

], GS-13, Section Head
051, DD/I

Suggester‘proposed that in the preparation of CS
Reports, the key to sketches be included on the same
page as the sketches. ‘

Although this principle is carried out as often as
feaslble, Acting Chief, RQM, DD/P stated that "this
suggestion will be incorporated in a forthcoming
general instruction to reporting officers". As a reminde

Letter of Appreciation
AR

dated 22 1959
GS=-6, Library Assistant
?

Suggester proposed that a pen be attached to each
desk in the Microfilm Reading Room of the CIA Library,
for the convenience of the requesters.

The OCR Library, as an added service to its customers,
installed these pens on the microfilm machines on
13 July 1959.

$i0.00 award granted.

Approved For Release 2003/04/17 : CIA-RDE8§-0b8391000300020001-1
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SUMMARY OF SUGGESTIONS AND ACTION TAKEN BY CHATRMAN
. MINIMAL AWARD CASES ‘
11 AUGUST 1959
SUGG. NO. 58+545: dated 9 May 1959

I ], GS~8, File Supervisor
RID, DD/P

Summazy + Because of the lack of space in RI/Index, the sug-
gester proposed the use of a pigeon-hole type desk
rack to fit over the desk, leaving the surface free
and providing extra wosk space.

Action Taken s In July 1958, this suggestion was recommended for
: adoption by Chiaf, RI. This suggestion was overtaken
by events. Early in 1959, as a result of a Management
. Survey, among other things, a physical realignment was
| . accomplished, which eliminated the need for this im-
] , ‘provement.

SR S

25X1A SUGG. NO. 59-97 & dated 23 September 1958 .
. | |y, G5«b6, Secretary~Steno
Development Projects Staff, DCI ‘

N ~ Summary 1 Suggester proposed that a sterils From 237,'y911¢w
~ ‘ Official Routing Slip, be provided with the words
"Central Intelligence Agency" deleted.

Actlion Taken s+ Investigation by Forms Msnagement Branch of Recoxds
*  Management Staff revealed that the suggester’s office
was the only office which would effectively use a
sterile copy of Form 237. In February 1959, Form 1382,
blue Routing Siip, was printed.

Offices using From 237 for external routing require
"Central Intelligence Agency" as an identificatiom.

Awaxd -3 $10.00 awaxd granted.

/
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. Slm°, NO. 59"4792
Summary 5

!

Action Taken g

Award | 5
SUGG. NO. 59-537:
S ummary ]
Action Takﬁé b. 2

Award - » 3

SeEeCaRabwT

Minimal Awerd Césas Contd.
11 August 1959 :

dated 15 May: 1959

G5-13, Section Head

s DD/1

[

Suggester prbpcsed that in the prepaxation of C5
Reports, the key to sketches be included on the same:
page as the sketches.

Although this principle is carried cut as often as
feasible, Acting Chief, RQM, DD/P stated that "this
suggestion will be intorporated in a forthcoming
general instruction to reporting officers". As a remind

Letter of Appreciation
b g e e

dated 22 June 1959

. |GS~6, Librayxy Assistant
» .

Suggester proposed that a pen be attached to each

‘desk in the Microfilm Reading Room of the CIA Library,
for the convenience of the requesters.

The OCR Library, as an added service to its customers,
installed thesa pens on the microfilm machines on
1% July 1959.

Sl0.00 award granted.

=-2-
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‘SUMMARY AND RECOMMENDATIONS FOR THE COMMITTEE
| | . 10 August 195?

] STATINTLSUGGESTION NO. 58~634: dated 25 June
| : | S | Gs-8
; / . _ Chief, eprod;ction, Mail & File

Cable Secretariat, 0/ICI

A Summary of Suggestion

Four Cable Secretariat forms were being reproduced by the
Printing Services Division of OL. Suggester proposed that long-run
multilith masters of these forms be preprinted by PSD and sent to
Cable Secretariat for reproduction by their own personnel, on their
own equipment, and during their slack periods. Copies could be
printed as needed, and changes made as necessary by the Cable
Secretariat in the economy of time and printing expenses.

B. Summary of Evaluation |  STATINTL

TATINTL ' - — ' ‘
; S The Cable Secretariat, | | Chief, Forms
! o Management Branch, | [and Chief, Printing Services
{ STATINTL Division, | b has agreed that this case is an

exception to the printing rules viz: that Printing Services Division
control all printing to insure economy and quality.

It was estimated that a tangible savings of $1000 would be
effected, plus a small reduction in PSD workload and elimination
of the necessity to overprint on existing forms.
C. . , : Executiv reta
1. ' Not in line-of-duty (GS-8, Chief, RNF)
2. $100-150 award based on $50 for Tangible Savingé ($1z000);p1us

$50-100 for Intangible Benefits {Moderate-
Limited)
D.” Degisio c se
‘i D e Adopted i&ﬁzflAward ————rttter of Appreciation
‘_____Nbf Adopted - |
{sTaTINTL | o0 I

2l -

_ Approved For Release 2003/04/17 : CIA-RDP80-00832A000300020001-1
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SUMMARY AND RECOMMENDATIONS FOR THE CHAIRMAN
7 August 1959

25X1A SUGGESTION NO. 59-479: dated 15 May 1959

GS5-13, Section Head

, DD/T

A. Summary of Suggestion

Suggester proposed that in the preparation of CS Reports, the
key to sketches be in€luded on the same page as the sketches.

B. Sumpary of Evaluations

25X1A
Chief, Contact Division, 00, DD/I, stated:

"Universal adoption of this suggestion is, of course, highly
desirable. It is already followed by this Division whenever
feasible. Unfortunately, space limitations on the reproduction

i mat, lack of drafting skill on the part of collectors, and
purely mechanical reproduction problems combine to make fol-
lowing it feasible less often than we would like.

"In addition, experience has shown that attempts to place

legends directly upon sketches too often result both in con-

fused and unreadable sketches or unwarranted restriction of
25X1A descriptive and explanatory material or both."

, Acting Chief, RQM, DD/P, agreed with

| comments, but added that "this suggestion will be

25X1A incorporated in a forthcominggeneral instruction to reporting
officers."

C. ati Executiye Secreta
1. Not in line-of-duty.
2. Letter of Appreciation

D. QReclgion of Chairman

Chairman Award
Suggestion Awards Committee

Approved For Release 2003/04/17 : CR-REORBOMAB32A000300020001-1
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TR SUMMARY AND RECOMMENDATIONS EOR THE COMMITTEE 1
‘ j’a&y Qspresy 10/2359 | « w1089
‘ SUGGESTION NO. 594361 |
{1 25X1A G5-8, Supervisor Se rvicesBrRAveW
' o (raalime v - Koyr
A Sumary of Suagestion S e et

o Squeéter proposed an impiovémén‘t in the Index Card Prograi,
by using the Xerox Copy~Flo method instead of the spirit duplicating
technique.

B. Sumpaxy of Evaluations
On 18 June 1959, | , Chief, RID stated that
this suggestion was adopted with a tanglble savings of $19,098.30.
: "An improvement in the quality of index cards has resulted and the
; 25X1. A . necessity of re-typing 'bad carbon’ master cards has been eliminated.”
? 7 [ lalso stated that additional savings would be realized

through the sale of the Scriptomatic Printer (original cost of
$13,000.00).

25X1A

125x1A | o o
i | |aEXD, DD/P, stated that this suggestion is only

feasible in terms of centralized, high volume processing as in RID;
that it would not be applicable to fleld statlons.

C. Recommendation of Executive Sceretary

1. Not in line-of-duty (GS-8, Supervisor)

2. $325.00 interimaward based on Tangible Savings ($19,098.00)

(Any additional award to be based on savings
incurred in the rgo-s'a%e or re-use of the £0 5
Scriptomatic Printer. . Yol
D‘ | +/C75-WMW‘—M&-

mAdopted /#5 00 _ Award B Lefter of Appreciation
| —___Not Adopted L
Ao L ot & e
ey ool v a8 e
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SUMMARY AND RECOMMENDATIONS FOR THE COMMITTEE B
| - ~ 4 August 1959

STATINTLSUGGESTION NO. 59-457: date May 1
v ’ ' ‘ GG=5, Secretary-Steno

k OF, DU/S
A.  Summaxy of Suggestion |
. . : Suggester proposed the use of one~time carbon inter-leaf for
s Form No. 261.m e Authorization. cvialZed0] ~noipedoly

5 ;oﬁm,o/.,dg{ Loue o prrgl Corre

The Forms Management Branch of Records Management Staff reviewed
the suggestion and revised the form as suggested. That Staff
estimated a tangible saving of $201, plus intangible benefits in
the Slight~Limited category.

C. | datign of Exec 'veu‘e 2
l. Not in lim—of—dﬁty {5, Secretary-Steno)

2. $25-340 award based on $15 for Tungible Savings {$201), plus
510—25 for Intangible Benefits (slight~

B Limited)
____;___Adopted & 2 2.5 Award ———letter of Appreciation
_______Not Adcpted

W oo 60 a o, |
bVO “'WQ4,,A,Q,QATM¢% ‘7@&/&~0\A TES A /“’O’“P/"OM}W”

Qan,‘x,QoJioS <sof & Torrw DFE OZWQ‘*@L"M
"’WY’/‘H@M“]Z"W /Ov%

\

STATINTL

L~
{
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SmECoRwE=T
| SUMMARY AND RECOMMENDATIONS FOR THE COMMITTEE .
T , N 3 august 1989
25X1A SUGGESTION NO. $9-523: da ' 9 |
- , , _ . GS5-9, Elsctronic Engineer
0C, DO/5 | _| | 25X1A

A. 3ummaxy of Suggestion
Backaround ~~ The elevator dooxs in |are X1A
manually operated. Due to misal_igmlnent or settling of the 23
bullding, these doors will not stay in the open position. The

. @levator is used to transfer expensive electronic gear and test

- equipment from one floor to the other. When a cart loaded with
this equipment is being loaded onto the elevator, the doors
swing shut, making the loading operation a two-man Job or a
hazardous one-man job. If extreme caré is not taken, expensive

- squipment can be hit by the door and possibly pulled from the
cart onto the floor. ’ :

— The suggester proposed that simple, inexpensive
mignetic or spring loaded catches be installed to hold the
doors in the fully open position. This will allow the operator

~ the use of both hands to handle the cart and equipment.

B. Summexy.of Evaluations - . 25XIA
25X1A . On 11 June 1959, the Chairman, [_JSuggestion Awards Committee,

. } stated: 1A

25X1A°

"This suggestion was adopted by the [ |Suggestion Awards
. Committee and final work was completed on 10 June 1959, However,
~ Instead of using magnetic or spring-loaded catches, a less
expenslve cabinet clip~type catch was installed on the doors at
a total cost of $3.00.

"e0esTo ald you in determining the amount of the award, we felt
that the Degree of Benefit was slight and the Extent of
Application was local.”

1. ~Not in line-ofeduty (Gs-9, Eléctronic Engineer)
v 2. $25-50 award based on Intarigible Benefits (Slight-local)
D.' Psclsion of Committee o -

amcmeshdopted . ¢ 2.5 Awaxrd —lttter of Appreciation

_______Not Adopted /- 25X1A

. 9
Approved For Release 2003/04/17 T CIA-RDPS0-0083 A000300020001-1
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C-I-A I-N-T=E-R-N-A-L U-S-E O-N-L-Y
- SUMMARY AND RECOMMENDATIONS FOR TH? CHAIRMAN '
3 August 1959
STAT|NT|_SUGGESTION NO. PI 58-~545: dated 9 May 1958

| | G5-5, File Supervisor
RID, DD/P

A+ ummary of Suggestion

Because of the lack of space in RI/Index, the suggester designed
and proposed the use of a desk rack. (Draft drawing in case folder)

STATINTL In July 1958, this suggestion was recommended for adoption by
Chief, RI, | } Around the first of this year (1959),
; a Management Survey was made of this area. In July 1959, E:::;::]
' [:;;::] RID informed this Staff that because of the reorganization
STATINTL effected by the Management Survey, the need for this suggestion no
longer exists.

C.
l. Not in line-of-duty (GS-5, File Supervisor)
2+, Letter of Appreciation
D. Decl Chaizma STATINTL
e
Chairman > Award

Suggestion Awards Committee

Approved For Release _29_0@/041/4@4gbgﬁ_ggggtoogggegooagﬁgfg‘go1-1
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C-I-A I=-N~T-E-R~N-A-L U=G-E O=N-L-Y
SUMMARY AND RECOMMENDATIONS FOR THE CHAIRMAN
3 August 1959
SUGGESTION NO, 59-97: dated 23 September 1958

| G5-6, Secretary-Steno
Development Projects Staff, DCI

STATINTL

A LY. £ gge t‘

Suggester proposed that Form 237, yellow Official Routing Slip,
be supplemented with a duplicate which would eliminate the words:
"Central Intelligence Agency",

B.  Qummary of Evaluationg

Investigation by Forms Management Branch of Records Management
Staff revealed that the suggester's office was the only office which
would effectively use a sterile copy of Form 237. 1In February 1959
Form 1582, blue Routing Slip, was printed.

Offices using Form 237 for external routing require "Central
Intelligence Agency" as an identification,

C. Becommendation of Exscutive Secretary

1. Not in line-of-duty (GS-6, Secretary-Stenoc)
2. $15,00 award based on Intangible Benefits (Slight—Limited)'

P Declelon of Chaing ‘/\ZV\/ ILLEGIB

CRairman ' Award

Suggestion Awards Committee

STATINTL | .
A=

Approved For Release 3003/09707 & CiARBESS- 0050 f500d23001-1
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SUMMARY AND RECOMMENDATIONS FOR THE CHAIRMAN
; 22 July 1959

STATINTL sucGESTION NO. 59-537: dated 22 June 1959
| GS-6, Library Assistant

|
. OCR, DD/I
A. Jummary of Suggestion

Suggester proposed that a pen be attached to each desk in the

Microfilm Reading Room of CIA Library, for the convenience of the
requesters.

B. ar E ua

The OCR Library, as an added service to its customers, installed
these pens on the microfilm machines on 15 July 1959.

C- B: !!. fg !‘ ;\ |

l. Not in line-of-duty (GS-6, Library Assistant)
2. $10.00 award based on Intangible Benefits (Slight-Limited)

D. Decicion of Chaizman oA
| sTATINTL <Y~%\
Iy
gnairmané N Award
Suggestion Awards Committee
{ C-f-A I-N=T=E=R~N=A~L U=S~E O=N-L-Y
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© T0  + Executiye Secretary DATEs 1 July 1959
Suggestion Awards Committee . :

FROM 1 Plans and Policy Staff/TR
SUBJECTs Employee Suggestion No. 59-113

“ 1o Attached is the file on smployee suggestion No. 59-113. We have

. +Not completed the usual evaluation form because of the pather unusual
tourse which this suggestion followed within DD/P and OTR. The attached
memoranda adequately record this course, o : ,

. 2« The ideas advanced by this suggestion were not new either to
DQ/? or to.OTR. For scme time considerable attention has been given
‘the problem of preparing employees to “Meet the Critic" in overseas
situatlons, Matsrial on this subject is included in several OTR courses

- and plans made, independent of the attached suggestion, to extend this
treatment in still other courses. Other agencies of the Government,
potably State, ICA, and Defense, are quite active in this field and OTR
1s In close touch with their progress. In addition, in the spring of

N 1958_OGBv1ssued a guidance calling on Government agencies which have

- employees abroad to step up their orientation programs to prepare such
emiployees for overseas sarvice, including specific material on "How to
Maet the Critic.” Loy : , :

-~ 3« While the referenced suggestion presents no new ideas or concepts,
it did serve the useful purpose of bringing about a meeting between OTR
~and DD/P representatives to clarify the present handling of this problem
“in our tralning coursos. The solution reached is reflected in an OTR
- memorandum of 29 June. We think it fair to observe, however, that the
"solution" reached will come under repeated review and will be a matter

of continuing interest to OTR apd DD/P ‘

/é_/ o 25X1A

v

: Approi/édiFor Release 2003/04/17 : CI%—W;Q%%SZAOOO3000ZOOO1-1 o
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S e G,
g\ ‘a‘r . | ‘u ‘AB

' SUGBESTION NO, 58497t I.dﬁ&.ed_ZLAm.Llea -
STATINTL =« S GS-9, CT/Radio
S %, oofs .
A ot sstis .
' qm%h,tmrd,_ making better inter-national friends, this lsygges ter
“ proposed that this Agency set up a small briefing program for all of

. %ur people destined for overseas assignments. The suggester believes
v the course should be conducted through OTR schools or processing units.

oy

PRIy QF dvions ang Actlon T2 X o1

' This suggestion wes declined (4 June 1958) because:

A , .
N hwm W

S I (RS g ek ) ) [ TR S T i” A
"a: The dependents® briefing program strongly emphasizes the
. ‘points of the proposed briefing in several of the lecturss
- glven wivesy and

3 v [

~ b. These polnts are also covered in briefings and courses given
A ,xggg;pggpigdhywﬁgnt:al Processing, OTR/LAS, the separate

s of Db/p ~ STATINTL
g Ty ireit ‘ N _!

1t was not disseminated to other Government agencies because:

~ "A recent OCB study entitled °United States Employees Overseas’
indicates that other U, S. Government Agencies engaged in

. cattivities in foreign countries do provide orfentation and
- tralning for their personnel before going overseas.”

1
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Sugg. NO. 759“'*113 \‘;Ohtdo )
. TaBC

: i
H
£
=

SUGGESTION NO. 58~4061 dated 14 March 1958

:STATINTL - GS-12, Ops Officez/FP
= : . o kh, DD/P _ '

: Suggester proposed a two-part training course to consist of:

. o Afa}aA course on the "American Revolution, Pzinciples and Impact on

: U. S. Development"; and (b) A public speaking/debating course to
~ train CIA personnel %o voice and defend the principles learned in

R part (a) of course.

This suggestion was finally deélined (22 Septémber 1958):bacause=

| *Afﬁer reyieﬁ and discussion, it is clear that there is no
‘substantial demand for a combination of courses such as that
proposed.

"DD/P, DD/S and DD/I representatives felt in general that the
objective was worthy, but that training demands for other and
~ more immediate purposes, varying somewhat with the somponents,
.. make it infeasible to send students to training of the type 2

proposed. o . b R v F?AIF

"OTR offers courses in Effective Speaking, which are very close
to the objectives of part (b) of the proposal. Courses which
deal with the subject mattex suggested in part (a) aze given
. " regularly by the United States Information Agency and by the
Foreign Sexvice Institute, Department of State. We recognize
‘that enroliment in these separate courses missed the integration
which was a significant part of the suggestion; however, the
demand for this kind of treining does not warrant goling beyond
" STATINTL the forms of existing separate courses,” _ A

The £ - ation of the Chief, Intelligence School, OTR,

, defines the open-minded approach to the

~prokiem, but as seen in the final evaluation above, OTR could not st
up the course without the requirements from the operating componentss:

"The two courses sﬁggested have an admirable objective and as
- @ practical matter could probably best be handled as a single
- training effort. ‘ :

"No formal requirement has Eeen_levied on the Office of Training
to provide such a course; howaver, similar training is given to
- information specialists in USIS and could be giveq,to\g§§§“9f

Apienued FenRelsast.AQUY0 47 YA BRIDPOB52A000300020001-1
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n the Agency if the need s felt by the operating components
_ “to be sufficiently compelling. S ,

(R IR R N TRIRE N R SR RIRT 3 ST PRI X o
. "The proposal will be discussed with the operating components
..in order to ascertain whether {a the course will meet a
~definite special requirement; (b} is sufficiently urgent to

1 . . S ,,;;waumytaimg the time of case officers and other personnel

K, . o -, away from the Station or the Desks and (c) if the answer to

| 7o 0 7 (a) and (b) is affirmative, to determine how intensive and
oo ot spetific the training should be, ' ' ‘

"1y "Meantime, the Office of Training is looking into the details
- o the Usiﬁ course, and searching for other training in govern-

ki ) i

5

e ) B ' B
o o ) . P 4

! : b ‘ : .
: ¢ R . S
: N P
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"'~w&gd"é ;, Acting Director of Training o ‘PAT?* 29 June 1959
FROM Plans and Policy Staff |

SUBJECT: Employee Suggestion No. 59-113

T 1. Attached is an employee suggestion about which several OTR and
B .fDD/? notes have been written and which became the subject of an lnformal
,‘meeting 15 June attended by the following: '

f‘25)(1A\e~‘;- y g, - DQ/P

= SR - I1S/1R

S AR R - LAS/TR

S - PPS/TR

3 BRSO - Suggestion Awards Staff
L B - Or?ginator of the Suggestion

r
PUTEEN TEW FTRN  vmem  wwew e d

It
\ N !;i
=
F
B
-
-

B SEL Ty

& 2, The referenced suggestion proposes that an oral or writien q

‘ bxiefing be prepared to enable employees going overseas to counter

Soviet propaganda, arguments, or other criticisms levied at Americans

abroad. It is suggested that the briefing be tailored especially for
‘elerital and support personnel. The idea behind this suggestion is

“¢ertainly not a new one; in one form or another it has been considered
by OTR on a number of occasions.,

[T T N T A T R N N I A T T

!

B The OTR representatives began the 15 June meeting by sketching
the materials contained in present courses, and those we plan to add to
" other courses, bearing on the subject at hand. In addition, a comment
~was offered as to the type of course (or courses) OTR could develop in 25X1A
. this field if DD/P generates a requirsment for ite | |expresses
‘ /aqreement ‘with the actions OTR has taken and plans to take. He stated
~ that po attempt should be made to devise additional courses on this
“subject; inclusion of suitable material in existing courses should
,suffice. Specifically, he endorsed the following:

| I L N N

a. Inclusion of material on "pr to Meet the Critic" in the

-'follvwing courses: S | T -t
| ( Intelligence Orientation S o n“”ni‘&"; o nﬂ E:
JOT 1ntegrated Course o o e

T,N,V,Dependents Briefing
. Americans Abroad Orientations ‘ o \ o
“'v”Introduction to Overseas Effectivaness o ,‘ _\p' _ﬂ»"; 1

N "/f B e b. Provision of pamphlets or brochures on "How to Meet the"
S sy Critic (with suitable introductory notes and bibliographies) .
;vw:,-’wA_'l‘ : to personnel at Headquarters and especially to fiel& sfations. »
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25X1A o expressed the view that, in each of the courses
i cited aéﬁve, maferiaL should be presented which wills (a) make individuals
~ awape of the nature of the problem they will face in the field with re-
- ppéét to critical questions, and (b) give them a frame of reference for
., dealing with such matters. It is recognized that there will be wvery
li;tle opportunity to do much about developing skills in such persons

té chg aggrfssively with thls problem.“ | - 25X1A,{-

B Wﬁtﬁ one excaption, each of the courses | Ilistod N
ﬂ.x‘gaﬁy contains or is planned to contain material on "How to Meet the
- C;itig. " The exception is the Dependents Brisfing to which it is
" ‘propdsed a third (optiohal) afternoon be added. The requirement for
¥ tho panphlet or brochure| |suggested can be met, we beliave,
i . by a SIS pub}.ication now available. o o |
' PN I VR LY 25X1A

25X1A

o 1f you approve the actions recomended by[ I the ,
Intailigence and language and Area Schools {whose Chiefs have concurrad
in the recomendaticns) are prepared to carry then aut grzmptly. ;
R P 25X1A
oy b f e
e g
i L C/uas
L SR ‘ | IR icting D’\I;a&tbi{“ofTzfain“ing: o
| | f o
\ h ; _‘;“:j . : ; g ‘ ;, "1‘. :“‘ . :
SE R e i ‘ AE
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o mmrrss OF MEETING
“SUGGESTION AWARDS COMMITTEE
3 WEDNESDAY, 10 JUNE 1959

v ’ s ,‘

On Wednesday, 10 June 1959, ¢t 9230 defMe in Room 1604

Curie Hall, | Chairman, chaired the
regular deeting of the CIA buggestion Awards Committee.

The following were presentx
Mm 3

HE fok
: 4

(op/P)
{oD/P)
(DD/1)
~ (Dp/1)
- (op/s)
(DD/S)

N The minutes of thq regular Cemmittee meeting. held on
22, Apr11 1959, were approvnd,

sl our record of unresolved cases is of 4 June 1959 1 as

foliowss
3957A- 10 cases
11958« 33 cases‘
1959 - 124 cases

»b,“”Under authority granted the Chairman to resolve and
" ‘award minimal cises, $125.00 was paid out for 11 cases

- 6 cash amards and 3 Letters of Appreciation.

o Un&er authcrity granted the ‘Executive Secretary to
: ,réaoive cases which are duplicates or have unanimous
mmendation for disapproval, 83 cases were closed

BT
‘.hsince the April meeting.

1

'1 ‘;6; Today, 10 June. ic the last Support Exhibit for the

summex.

5 }Q‘I;The “3W Sugﬁﬁstion form ha= been sent to dll fiei&’fth_

g stations by Book Dispatch ovex the signature of the
s c/ops /DDP. o ‘

. *'f-“ gffﬁ”$5'é e o B O R O R
" Approved For Relegse. 2003/04/17 - CIA-RDP80-00832A000300020001-1
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AR (Executive Secretary)
W | | R (bAb)
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h.

i.

25X1A

25X1A

e

k.

r“ /1,

© B

Minutes of $aC Meeting‘; o

10 June 1959

[:::;::::het with Chiefs of the Office of Logistics
warehouses at a S-turday conference to discuss ways

 and means of operating the Suggestion Awards Program
~ at their installations. The key Supply Division

personnel were also in attendance.
Presented fiim review of "The Power of Suggestion"
to FY 195758 Committee members, FY 1958-59 Committee

) members, certain internal office committee members,

‘program coordinators and their secretaries, all

members of Management Staff and the cast of the movie.
/

Animal posters designed, photographed and will be

posted from now through the fall.

Our new regulation has been submitted for publication.

It separates Suggestion Awards Program from the Honor

and Merits Award Program, changes a few small items
to conform with present policies.

Revised] — | |Suggestion Awards
Committee regulation has been published as proposed

by the suggestion Awards staff.

Continue to have personal interviews with suggesters
'to help them submit better suggestions. Continue to
meet with coordinators and evaluators to provide staff
guidance and help.

A
1

New suggestion form stock had to be replenished in
three weeks time, _

New evaluation forms are bringing in more concise
evaluations.

The Speclal Panel met, considered 17 cases, have one
recommendation for a $50.00 cash award to be made to
an | (This. is
permissable according to the Office of General Counsel
ruling on this case.g .

~

The Chairman quoted the cost of the new suggestion )
film as being approximately $7,200. He asked for
Committee comments on the production:

1. One member had recommendeo our continuing to show
' the colored short; ,

A | -2
Approved For Release 2003/04/17 : CIA RDP80- 00832A000300020001 1
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7] Minutes of SAC Heeting
© 10 June Jogg  eTtn

2+  One person pointed out the unfortunate pProp == o
, j?tra{sh €an in the Ffirst peene.. . L

[

3. “Anétherj Person commented that the picture dragged
.. 4n one scene we when "Ruth" i thinking about

i ;\1 hi Tha Chaixmn Proposed that in the futupe the Executive
: oL Seeretary would take it upon herself to invite a
"-;fff w;gness - MASEUSS every case of g technical natupe.

By unanimous vote on each Case, the Committee approved

- the vfpllowing,acﬁgnz for the slggestions indicated:

. Guaei Mo, -aBars  Benefite ox Savinoe
SR LB8-226 | 5180.00 - Intangible (Moﬁerate-Extended)
R R 9800 . . Tangibie (81,660)
! B " 'Intangibje (SlighteLimiteq)
100.00. . Tangible ($611.30)
‘ . " Intangible (Moderateul,imited)
.. 100,00 Tangible ($500,00)
© - "'Intangible (l@odarate—!.imited)
55,00 Tangible ($1,015064)
65400 . Tangible ($1,166)
Lo - Intangible (Slightul.imited)

B 59=41] wm Proposed a modificati f the step-and-repeat

L ~ ¢amera useq by Tss Award consideration was 25X1A
.. 'deferred uptil the next Committee meeting at which :
SRR me the Exscutive Secrotary will invite the s

2

- : o gesterSs Supervisoxr to discusg and demonstrate

4_’,. .‘, ‘ problpmo

ah The Chairman thanked the membars for their services
. :g:ny‘t"ﬁe' Qami_t‘t.m‘ during the past Figeal Year,

.. . ihe Reeting adjourned At 10355 a.m, - - 25X1A

v

N Cr . i . - :‘ NG Y x-S retaw
co S S A Suggestion A bbAet
S BaoE o s -SBsAmE s 0t
o roved For Release 2003/04/1Z: §13-RDP80-00832
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Regular Meeting of the Suggestion Awards Committee -
Wednesday, 10 June 1959

AGENDA

1. Call to order ‘ | n:
2. Minutes of last meeting ?
3. Report by Executiva Secretary
4, Comments by Chairﬁan

9« 0ld Business

6., New Business
(Vote on suggestions attached)

7. Adjournment

AQ.pIQx(edf_mﬁem’_gggglogjg_ﬁcI%;I%[_),E.W-00832A090300020001 -1
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" simmany o SUGGESTIONS AND ACTION:TAKEN BY GHATWMAN
R MINIMAL AWARD CASES "
9 JUNE 1959

- SUGG. NO. 59=247: dated 17 December 1958 )
‘ o GS-11, Geographer
?

Summary ¢ Suggester proposed a training program: A reading

- . - course to be instituted to provide supervised reading
by employees on the job. This guide in reading
material would help employees in their career objectives
and at the same time earn Training credits.

Action Taken * ORR is independently developing specialized reading
v T  lists for the various components. The branch or
. division chiefs will monitor the progress of the
" employee who, on his own time and initiative, will
undertake this self-development program. A record of
acgomplishment will be placed in the employee’s
personnel file at the Office and Agency levels. ,

Award 1 $25.00 award granted

S

SUGG. NO. 59-264: dated 12 January 1959 |
‘ o s GS=12, Security Officer

05, DU/S

Summary 3 SQggester proposed that a lost and found department |
be established in each Agency building, for personal
-articles of Agency personnel.

Action Taken ¢ U.S. Government regulations provide that lost and

. found articles will be reported to the guards who
in turn will immediately turn them in %o the Guard
Office. This information will be publicized in the
next issue of the Agency telephone directory.

Awar§ ’ 3 Lgttér of Appreciation
7,
~" . ]
: LApproved For Release 2003/04/17 : CIA-RDP80-00832A000300020001-1 = e
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9 June 1959

SUGG. NO. 59-303t dated & February 1959
| SR > OPSER, DO/F

7 Summary ¥ Suggester proposed that a Stamp be used by RID/FI on
o ‘ folders containing dispatches, stating: "Do not en-
close or attach any material to this folder", At the
~ time the suggestion was made, RID filed cover sheets
and dispatches apart from bulky attachments. Requestors
- returning such files to RID uUsually placed the dispatch
file inside the bulky folder and both folders were
R o ' inadvertently filed together - consequently there were
. B , imany lost files, , R R .

© Minimal Award Cases Contd.

A N »
el
- L] — TR 1 T

Action Taken i This suggestion was not adopted. However, because of
' ' ' this suggestion, 4 new procedure was put into effect
== transmittal folders and bulky folders are now
filed together in standard fiber folders, , , 2

Award | $ $10,00 award granted, ' [
*ﬁ********%***ﬁu* _ o - i

SUGG. NO. 59-313: dated 27 January 1959
L - v E;;::;;::;é;ﬂj GP (G5~-10), Offset Pressman 5

B SUhﬁary s  Sugggster prcposed a revision of Form 1630, Marking
- . "~ Tab form, as an attempt to increase the efficiency
EE of‘:he Offset_?reasmen./ R SRR F A CLTo kSR TR SOP Y |

"' .. Action Taken -+ The suggested form was adopted resulting in Tangible
= v o ... savings of $200. plus Intangible Benefits (S1light- o

”AWakd f\: :g,;$25.00 award granted.
B I R oo

S i2V.:5X1A-"; $UGG, NO.\'59-3‘23x

RN ' Bl I B

~Sumnary ¢, When charge-out cards ape placed in folders, they
R T . cover the subject tab on the folders. Suggester
© " proposed that the charge-out cards be shearsd at the
. bottom by 3/4" to a;;eviatekthi§\aituation. L

' ,.<Appr>'»oved FAor;ReIe‘ase 200310:1'/1% ?_C|A.'RDP80'00832A000300q250010 o
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~ 0 binipal Awrd Geses Contds |
[ %unedgsy

UGG, NO. 59-323 Contd. .
Action Taken s The?sugggstiohhﬁas adopted by Récbrds\Integra£i6h‘
oot o0 Division with a resultant Intangible Benefit of
_ ,Slight-Limitgd. _ L
' Award :_'; s i$20,00 award granted.

1

SUGG. NO. 59-324: dated 12 February 1959
‘ I ,“| t GS=12, Geographer
. E / » p . . , PR

R

h:}gﬂ$uﬁ§Ar§ o &li' Sugggsﬁg:iprbpbééd ihat:méps bé';6 hand in each of

‘ ‘ . ~ the pooms used for briefing and debriefing puTposes.,
: o - Primarily for the benefit of the militaxy attaches.
Action'Téken : OCR'will pfbviQQ maps‘fbr’thé anféxence Room,
T R  350-26th St., and plens to review and evaluate the

, requirements for the new building. \

Award 3 $2b.00]§wérd‘g#anted,H | |
) ' PR ‘vfﬁﬁiﬁigﬁ&ﬁﬁfgﬁfﬂg

SUGG. NO, 594221 dated 2 April 1980

| |, G5=5, Teletype Operator

" Summary

[

_Actiah‘Takeht :‘[:::::::]1@p19§¢nted fhis sqggesiiéh ét an apprbximéte
R R saving in paper of $500 per year. - ‘
,Awafd o ¢ $25.00 awa:&\gfahtéd.‘ -

i

 SUGG. NO. 59-437t dated rii 1980 |
‘ o S 5«7, Intelligence Assistant
i ‘ L o ' - 'y LD/l i ‘ i - o ) L

Ci

v

S Bummary 3 Suggester proposed a revision of Form 180, Biographic
0. . Data form, as an attempt to eliminate the many buck
SR ~ slips which are now necessaril]y attached to the
Blographic Data form.

. Approved For Release 2003/04/17 : CIA-RDB80-00832A000300020001-1
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SUGG. NO- 59"437 Contdo

Action Taken '}N:Tha suggestion was not edopted. However, it pointed
- - at poor procedures in one field station. OQ sent
. 'that station some suggestions which should help
;'alleviats this situatxon,

] ‘wﬁl]gﬁgga"f"'j'} :f:‘ Letta: qf Appreciation.” ) ) o

. 8UGG, NQ. 59-441: dated 28 April 19%9 o
BRI G5-3; Courler
B R UL, D075 L .
. Summary 3 buggester propcsed 3 method of ;ystematizing procedures
. ... ¢ in the mail room in Curie Hall.. The old method wes
LY R0 .7 ¢ to have_the pigeon holes for the various buildings
R PR TR (outgoing mailg and individual Cuzxie Hall rooms mixed
¢ “'in together in no particular order. The new method
Loy 16 to have the outgoing mail in one section in order
o of dafivery, and the Curie Hall mai; in another section
e 2“'; ‘ in order of Foom 4nd flqor._

Sl i The suggestsr 6140 proposed that the mail courier s
N R RO - brief case, used for hand delivery of mail, have the
R T  '\? dividerﬁ labeled by delivery point.‘ L
">~y:Action Taken 3 Curie Hall nail post is the only one with this problem,
; i . *and the suggested procedure was put into effect in
: o quie Hdll with benefits in the Sl;ght—Limited cetegoryo :

,‘,»,fgﬁgwgge"‘“,_,l )i Letter of Appreciation"

" 4 g [
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| summ AND aaco»mm‘rmus RoR THE COMITIEE
4 Jn;ne 1959

25X1A ! SUGGESTION NO. 59-4963 dated 22 May 1959
i L : |G5=9, Intelligence Officer

» DD/1

A

Prior to the adoption of this suggestion, ORR Central Estimates
a Pile cayds were prepared for Vital Storage by photographing front
- and back of the original card, sorting the photographed copies and
“stapling the front to the back. Suggester proposed that a carbon
of the original card be made at the first typing in lieu of the
photographing proceas.

B, Sumpary.of Evaluations
25X1A L SR

Assistant for Special Projects, ORR, stated
3 s adopted 15 September 1958 reflecting a

3 total estimated savings of $1,166. He also indicated that the
revlsed procedure reflected Intangible Benefits in the Moderate=-

i Limited CdtQQOIY¢

\

. C»o( 1=

‘\;’

. 1. Not in line-of~duty (GB-?, Intelligence Officer)
S 2. $105-155 award based on $55 for Tangible Savin gs of $1,166, plus
y ‘ - $50-100 for Intangible enefits (ModerateaLimi*

D

Adopted ¢ & Award e letter of Appreciation

,“_w,,_ﬁot Adopted

g 5410

7 S 59 25X1A

Approved For Release 2003/04/17 : CIAGRBRS0:088§2A000300020001-1

- i




B r
PO

' Approved FigdRelease /04/17 : CIA-RDP80- 00832A000300(ﬁ)01 1 Q

C«I~A IaN-T»E—R~NnAwL U '

AR T st
P NG e e

suma,w D ascwzﬁmmnous FDR mr-: «:;c;zx;am:a ‘ ‘_
N4 June 1959

N

 SUGGESTION NO, 59-~215: dated 3 December }958 | |
o s T : » 5«8, Statisuical Coding Supexvis
L \ 00; DD/1- o

R Suggestas proposed that the Coding bection, oo/tu use U.b.
. . Posi¢l Cayd paper for the code sheets. Present code sheets are

‘ printed on 25% rzag bond at a cost of $6.00 more that the card would
gost. Additlonal savings would be the elimination of folders, and
Goﬁsequent saving of file space. ,

Wﬁm

A auxv@y of DD/P, Do/1, OTR and 05 revealed thdt OG/DDI was th@ only
o applicdble offica. ‘ o ‘

R N

| Ezzet:utive Of ficer, cn/oo, stated that the ﬁrst
YeaT savings, based on the advantages as stated in the ‘Summary of
Suggestion above, would be approximately $1,660, Additionally,

~ ;.. . .Intangible Senefits for a more efficient operation rests within the
Coe "Slight~£imited categcry. , v

B |Ch1ef, Recozds Management Staff, &oncurred in
Jihe dollar sstinate aboyee.v ) .

C,- gt

1 Not in line«cf—outy (GS-B, Statistical Coding qupervisor)
N.B. | tated that the suggester
would not be expected to reviss a form.

[ [does not consid his sug= STATINTL
gestion to be within line-

of=duty.

e

2¢ 595.0@ award based on $70 for Tangible Savings of $1,660, p&us
FOR | . $25 for'Intdngible Benefit= (S’ight—Lxmited)

. ’D' . : ' mitte |
| B _ ; uumnm»ﬁd°Pted ;,ﬁZEE;ward ______Letter of kapreciation
P \ i ‘Not Ado;:t@d | STATINTL

S :

N

\,"
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SwEaCaReiaT
’ . . "1 June 1959
MEMORANDUM FOR:  RECORD
SUBJECT : Agenda for Meeting of Suggestion Awards Committee

1. The CIA Suggestion Awards Cdmmittee is scheduled to meet on
Wednesday, 10 June 1959, at 9430 awm. in Room 1604, Curie Hall.

2. The following items are enclosed for your review:
TAB 1 -~ Tentative Agenda
TAB 2 == Minutes of Last Committee Meeting

TAB 3 =~ Summary of Suggestions to be Considered at this
HBeeting

TAB H - SUMmMARY oF MmN Ak ALWARDS

FOR THE CHAIRMAN, SUGGESTION AWARDS COMMITTEE:

geEmCaRnEwT
Approved For Release 2003/04/17 : CIA-RDP80-00832A000300020001-1
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SUMMARY AND RECOMMENDATIONS FOR THE COMMITTEE
27 May 19%9

SUGGESTION NO. 59-411:t dated 6 April 1959
| GA~$4.56 (Gs5-13), 25X1A

A.  Sumpary of Sugaestion

Suggester proposed a modi fication of the step-and-repeat
camera I;sed by TS| (Photographs of modification in case
folder,

B. Suamazy of Evaluation

Chief, TSS/1 I, commented that the 25X1A
modified equipment was adopted for use In 1954 -~ these modifications
made it possible for TSS to use this camera. He believes the only
realistic evaluation of the benefits can be based on Intangible
Benefits -« Moderate~Local.

C.

1. Not in line~of-duty
N.B. Chief, T5S{ | commented that although it
is the suggester's duty to keep abrest of
the new developments in the Process Photo
field, it is not part of his duty to make a
detailed xecommendation for the modification
of equipment.

2, $100~150 award based on Intangible Benefits (Moderate~Local)
D.  Decision of Compittes
et d0Opted AW T ——l2tter of Appreciation

e N0t Adopted '3' O 9

0

SwEwCaRelE~T
Approved For Release 2003/04/17 : CIA-RDP80-00832A000300020001-1
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SUMMARY AND RECOMMENDATIONS FOR THE GOMMITTEE

| 27 May 1959
| STATINTL SUGGESTION No. 59-412: dated 959
: | | GS=7, Property & Supply Asst.
OL, DD/S
A.  Jumpary of Suggestion

Suggester proposed a revision in filling out the count-locator
card used for stock inventory. Before this suggestion was adopted,
the stock number and consecutive number were printed only at the
bottom of the card (for later use in a visible file). This
necessitated pulling the card completely out of the tray in order
to locate the proper stock number. The suggested method proposed
that the stock number and consecutive number be printed at the top
of the card as well as at the bottom.

| B,
STATINTL

On 4 May 1959, Chief, Admin Staff, OL, stateds

"Just prior to each inventory, Count Locator Cards for the
items involved are printed by Machine Records Division.

- Approximately 2000-2500 csxds are printed for an average in-
ventory, one card for each line item. Machine Records Division
advised that it will cost an additlonal $7.82 to print up to
%000 cards according to the suggestion.

"Average inventory time is one week for each 800 line items.

During the course of an inventory, one clerk (average grade

G5-6) is engaged fulletime in collating Count Locator Cards.

It is estimated that adoption of the suggestion will save 25%
- of the collating time.

"Tangible Benefits: On the basis of six inventories per year
for each of three depots, the suggestion represents a net
saving of $1,015.64 for the first year.®

C.

l. Not in line-of-duty (GS=7, Property & Supply Asst.)
N.B. Suggester was on detail at the Depot to
help with a particular inventory. He saw
faults with the cards and recommended changes.

2. $55 award based on Tungible Savings ($1,015.64)._

D. sion of Comnittee
STATINTL® Besisten.o 5SS

_Adopted Ayard Letter of Aporeciation
__Not A ‘
Appromr%elegggtze(?% 04/17 : CIA-RDP80-00832A000300020001-1
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SUMMARY AND RECOMMENDATIONS FOR THE COMMITTEE

26 May 1959

SUGGESTION NO. 582263 dated 29 November 1957
25X1A | | GS-11, Reports Officer

N IRy UU/F

A.. Summary of Suggestion

Suggester proposed that the list of Soviet publications re-
ceived at Headquarters through overt channels and published by the
Foreign Documents Division for use of DD/I be sent to the field in
an attempt to eliminate the duplication of such material being
sent to Headquarters from the field.

B.

»
- o - ey I wem umw--—}

25X1A

In April 1959, Chief, OI&D,I » commented substantially
as follows:

L]

1. Three DD/P Divisions have used this suggestion by sending

dispatches similar to Attachment A to applicable field
stations.

o
LI}

2. The lists of Soviet and bloc published materials referred
to in the dispatch are the foreign periodicals and news=
papers received by Foreign Documents Division, 00. There
are five lists, three of the USSR and Eastern Europe and
25X1A . two of the remaining foreign publications. ‘ E

3. In estimating the savings |not only surveyed the
DD/P offices but also solicited the Relp of the CIA Library.
Resources saved include manpower, use of reproduction and
distribution facilities at Headgquarters; and manpower,

25X1A transportation and pouch space in the field. , '_ E

4, E:;:::;;;::]is confidént the savings, both tangible and
ntangible, will be substantial; however, the survey
demonstrated that the intangible factors present make it
impossible to calculate savings by acceptable accounting
methods. By using the "Guide for Determining Awards with
Intangible Benefits”, he determined that this suggestion
gives higher potential value to an operating procedure and
is applicable to several components of the Agency, both in
the field and at Headquarters.-~ the degree of benefit being
moderate and the application being on an extended basis. -

1. Not in line—of-duty (Gs-11, Reports Officer)

2. $150-200 award based on Intangible Benefits (Modexate-Extended)
Approved For Releaser200%/0d(%7 : CIA-RDP80-00832A000300020001-1 _ l
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Sugg. No. 58-226 Contd.
D.
———ttdOpted ﬁward ——ttter of A;preciation
25X1A emaealiOt Adopted
-2 -
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TAB A

The following is the subjectvmutter of a dispatch sent to the
Station, which is representative of those sent to other stations:

"l. At the present time Headquarters recelves from CS sources
worldwide ¢ considerable number of Soviet and bloc publications
which have been collected by the field stations and forwarded as
being of intelligence interest. The great bulk of this material _
need not be transmitted to Headquarters since it has already been
¢ollected by other Agency components through subscriptions and
other overt sources. To aid the field in avoiding any such
duplication of effort, we are attaching a list of Soviet published
material which is regularly received and processed at Headquarters
and which there is consequently no need for you to collect and A
transmit. -

"2. Should you acquire a Soviet publication not appearing on
the attached lists and which seems to be of intelligence interest,
it should be forwapded to Headquarters in its entirety. There is
no need o provide a translation of the material, regardless of
the language involved: This service is performed at Headquarters.

There is particular current interest in Soviet regional and loecal
newspapers and reprints from these newspapers appearing in foreign
Communist publications. : -

"3. The attachedlists do not c¢hange substantially from year
to years however, we will keep you advised of any such changes as
they occur.”

Approved For'ReIeaggEZ_Q'Q_IHQﬂL‘Il] : CIA-RDP80-00832A000300020001-1
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SUMMARY AND RECOMAENDATIONS FOR THE COMMITTEE B

26 May 1959
SUGGESTION NO. 59~336s dated 18 February 1959

25X1A : : | |s GS=5, Mail & Filé Suparvisor

Ao

The suggester proposed a way to eliminate the Pouch Address
Check Sheets in the RID Dispatch and Pouch section by adding the
. station name and envelope number.to the pouch address label.

~ B.

' ' : 25X1A
On 19 May 1959, Chief, RID, | | commented
that a calgulation of the savings of office supplies revealed that
an annuai savings of $611.30 has been realized,

On 26 May 1959, a zeview with the Deputy Chief, D&P Section, RID,
revealed that intanglble benefits have also been vealized bscause
of the simplificazion of their procedure,

Ce

—

1. Not in line-ofeduty (GS-5, Mail & File Supervisor)

2. $85=135 awazd based ont $50e100 for Intangible Benefits
{Moderate~Limited)
$35 for Tangible Savings ($611.30)

De
1 : Adopted il(jkoard Letter of Appreciation
i : e S0 L AdOpted

25X1A

Approved For Release 2003/04/17 : CI&-ofaR=56332A000300020001-1
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SUMMARY AND RECOMMENDATIONS FOR THE COMMITTEE
| 26 May 1959

STATINTL sycaestion NO. 59-370: dated 12 March 1959
GS=9, Librarxian
ORR, DD/T

A. Supmary of Suggestlon

Suggester proposed using a simple transmittal sheet (state
Department Form No. S=4) instead of a detailed memorandum to order
and transmit maps to American Foreign Services Posts from the Map

Librarye :
B.
, : ' STATINTL
On 1% April and 1l May 1959, | Assistant for
Special Projeets, ORR, stated: .

“This §s an excellent suggestion and has already been put into
practice in the Map Library Division. As indicated in the
description of the suggestion; the net result has been increased
efficiency, saving of considerable man~houzs, elimipation of
typing and filing loads, and reduction of loss. On the basis

of these factors, it is recommended that an award of $50 to

$100 be granted for this suggesticn.

thereas this suggestion does save one work-month per year,
/Tangible Savipgs of $500 based on G5+9/1 sala there are
many jntapaible ip addition. In this case, the intangible in-
clude increased efficlency, elimination of typing and filing
loads, and reduction of loss. In forwarding maps to Embassies
and Foreign Posts overseas, there had been both delays in
delivery and loss of shipments. This was primarily due to
separation of the transmitting document and the separately -
wrapped maps. The recommendation completely eliminates this
problem, speeds up delivery to the consumer, and saves diverse
filing and typing efforte in the Library. This is one of the
better suggestions developed that relate to Map Library
procedures. In terms of the guide on the reverse side of the
comment sheet, I would say that the extent of application 1s
“limited and moderate, but would recommend the awarding of $100."

(underscoring supplied)

f.Executive Secrelagy

STATINTL 1+ Mot in line-of-duty (G5-9, Librarian)
NoBe | |states that he does not believe the
development of a new form to be in this men’s
Line-of=duty. ‘

Ce

Approved For Releas.29048/04/1{_1CHARPEA000832A000309020901-1
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Sugg. No. 59=-370 Contd.
Ce

2. $75-12% award based on $50-100 for Intangible Benefits

(Moderate~Limited)
$25 for Tangible Savings ($500)

Ds D fC a

———rdopted 7ﬂg.wam‘l Letter of Appreciation
Not Adopted

@ q ;*’*6

-2 -
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MINUTES OF MEETING
SUGGESTION AWARDS COMMITTEE
WEDNESDAY, 22 APRIL 1959

‘ On Wednesday, 22 April 1959, at 9:30 a.m. in Room 242
25X1A Curie Hall, | |s Chairman, chaired the
v regular meeting of the CIA Suggestion Awards Committee.

i
The following were present: b
25X1A Yenbexs i
(DD/P)
(bD/P)
(DD/1)-
(DD/1)
(bD/5) P
(Pexrsonnel) B
[EE 3
(Executive Secretary)
(sAs) E
Minutes The minutes of the regular Committee meeting, held on
25 February 1959, were approved. L
Executive a« Our record of unresolved cases as of 21 April 1939 is
gtapy’ as follows: -
Bgooxt -
- 1957 «~ 11 cases =
1958 ——~ 51 cases =
1959 «= 111 cases E‘
b. Under authority granted the Chairman to resolve and
award minimal cases, $50.00 was paid out for 6 suge
gestions — 3 cash awards and 3 Letters of Appreciation. E

€« Under authority granted the Executive Secretary to
resolve cases which are duplicates or have unanimous
25X1A recommendation for disapproval, 85 cases were closed
since the February meeting.

de | pas conducted more workshops, by invitation.
TN@ Executive Secretary urged all members to encourage
. this -- the Suggestion Awards Staff finds them very
aﬁ % profitable and many of the smaller, but worthwhile,

advantages of the Program can be emphasized at such a
Approvggitc}méléase 2003/04/17 : CIA-RDP80-00832A000300020001-1 I‘ :
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Minutes of SAC Meeting
22 April 1959

The Suggestion Awards Staff continues to maintain an
exhibit booth at the County Fair.

The Suggestion Awards Staff conducted a workflow study
in its own office and succeeded in eliminating many
troublesome procedures. The Staff has changed the
followsup procedures =- once more raising the standards
of the Program. The Staff does not believe that any
suggestion should take a year to resolve and is force~
fully calling for older evaluations.

The camera work for the Suggestion Awards Program movie
has been conpleted. The first-run, or Interlock as it
is called, will be held on 28 April 1959, We have every
reason to hope for a professional product.

The Suggestion Awards Staff has revised the award letters.
They now go to the award winner in the form of an

official memorandum, through channels - thus assuring

that the supervisor takes note of the award,and at the
same time streamlining the administrative work in the
Suggestion Awards office. Further, only awards of

$300.00 and up will be routed through the Deputy Directors.

Met with the Incentive Awards Administrator of the
Department of Interior to exchange advertising ldease.
Recently introduced the Anniversary Cards to remind
award winners of their last award check and to encourage

further participation -~ samples were displayed.

Attended two large meetings at the Civil Service Com-
mission. A task force has been established to study

the awards scale, with particular emphasis on the tangible
awards which have been in effect since 1946,

Met with all area Incentive Awards Administrators to
form a Federal Association similar to the National
Assoclation of Suggestion Systems. One item of passing
interest -~ the NASA charter provides that the maximum
award the Administrator can make is $100,000,00, This

-to encourage scientific aviation ideas, of course.

~2-

Approved For Release 2003/04/17 : CIA-RDP80-00832A000300020001-1
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Minutes of SAC Meeting
22 April 1959

m.. An awazd ceremony was held in the Office of Security
: of the $150.00 interim award to

It was quite formal =~ in addition

to his colleagues, his wife was present and we were

.able to include the Special Panel members who had

ruled on this suggestion.

n. The new evaluation forms, now avaiiable and in use,
were shown to the Committee members.

a. The Chairman discussed the American Can Company file,
which was sent to us by NASS, entitled "The $10,000
Award". The film particularly emphasized the importance
of the role of the supervisor in promoting a worth~
while suggestion plan.

b. The Chairman spoke of the fact that we are only half
as good as either industry or government.--our lack
of publicity is probably the reason. We expect out
movie to provide a very good medium for bringing the
full scope of the Program to the attentlon of super~
visorse.

¢, The Chalyman asked where NSA stood.

Suggestions Recelved « o o ¢ o o o & «663
Suggestions Adopted. e & 8 o s & o & o 91
Adoption Rat@e » » ¢ ¢« ¢ s @ o s & o 01307%

Cash AWardSe « o o ¢ 5 ¢ v v s e o 3 3;400
Cash BenefitSol’ » o a 6 & o ® & o @ o$64'470

130 Superior Performance Awards. o o +$22,900 pd.
3 Special Acts (Intangible Only) « » +5 430 pd.

reported that two western companies
pubiiclzed their suggestion programs by posting a telephone
nunbex throughout the installation, which employees could
caljyfor help in preparing their suggestions. He thought
that’ the posters also carried the name of the person to
call. The person in the suggestion office receiving the
¢all would check out the idea for duplicates and, if it has
merit would write up the proposal and would return the sug-
gestion to the employee for signature before processing
commenced. | Felt that thic could be a valuable

'technique especially in areas where employees needed

- 3 -
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Minutes of SAC Méeting
22 April 1959

guidance in writing out their ideas. The Chairman‘remarked |

that perhaps we could use the Office of Communications as
a "pilot installation™. He remarked that we had been trying
to encourage the supervisors to assist the employees in
preparing suggestions -- this might seem to eliminate the
supervisor's role. The Executive Secretary stated that
we could solve this problem by asking the employee to
discuss the prepared suggestion with his supervisor before
sending the suggestion forward for evaluation.

i

Everyone agreed that this id&a was worth considering.
lcautioned that,because of security
limitations, some restrictions would be necessary.

By unanimous vote on each cage, the Committee approved
the following action for the suggestions indicated:

$499. No.  Iotal Awaxrd  Benefits or Savings
#2486 $200,00 Intangible (High-Broad)

2601 100,00 ~ Intangible (Slight-Broad)

58-57 50.00 Intangible ésught-sxtended)

58-1%5 30.00 Intangible (Slight-local)

59-82 200,00 Intangible is_light-Extended)

o Moderate-Extended)
%50~146 Letter of .
~ Appreciation .

50246 - 25,00 Intangible (Slight-Local)

59315 240.00 Tangible ($2,490.00)
Intangible (Moderate-~Local)

59-327 . 600,00 Tangible ($17,500.00)

L Intangible (Moderate-~Broad)
§9-330 25,00 Intangible (Slight-local)
59342 50,00 Intangible_EModerate-Local)
59-390 50,00 ~ Intangible (Moderate-Local)

(#) This award was the final portion of a total
$%00 award. Suggester received $300 interim
award in March 1957,

78 ~=~ The proposed form, to effect changes in cable
dissemination, has been adopted. Award consideration was
deferred for six months to enable the Committee to calculate
tangible savings based upon actual use.

B9-1 -~ Two changes in the offset paper plates now in use
in the Agency have been introduced and adopted. Decision
on the award was deferred for three months to determine
experience factor, and enable Committee to calculate
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Suggestions  58=407, 59-10, 59=63 —- proposed the consolidation of
Belected

pouches to the field ~- Hold all documents for one regular
delivery date, list all on one manifest and wrap all in
one pouch, The previous system (daily wrapping) created
too many pouches and manifests with resulting burden of

., disposition, extra paper, envelopes, time, etc.

The Committee decided that 58-407 was clearly within the
Station Chief's line-of-duty =~ no award. Further, the

Committee considered that 59-10 and 59-63 were actually

duplicates of 58-407 -- thus, they voted "no award".

|

Adjournment The meeting adjourned at 11:55 a.m.

. ‘ 25X1A

| z_mﬂtary
25X1A . uggestion Awards Committee

] N ,_____
2o aha 007

N DATE |

Chairmin

Suggestion Awards Committee T CE

e
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'+ SUMMARY AND RECOMMENDATIONS FOR THE COMMITTEE

} GS-6, Secretary

OCR, DO/T .

SN

| SdgéeSfer propoééd that the Film Braﬁcﬁ.‘OCR be authorfzed to

~maintain a small emergency working fund which would be accounted

for monthly. At the time of the suggestlon, the nearest reimburse-

- ment office was at Quarters Eye.

P

' \ A

- stateds

gl00832A@300020001 -1

T S 20 April 1959
| SUGGESTION NO. 59-330: dated 12 February 1959 o

DRSS

0n 15 Aprt 1959, [ | Chief, Admin Staff, OCR,

STATINTL

STATINTL

k“&ftex réviéﬁing:theupropbsai in Suggestion 59-330, OCR initlated

action to establish a ‘petty tash fund® similar to the one des=

\‘;;}wgfibeé by the suggester. Money for film shlpments is now

readily availasble in the OCR Administrative Staff located in the

‘- Riverside Stadium. The Admin Staff rather than the Film Branch
" ‘in Bldg. 14, was designated as the custodian of the fund since

‘ there aye other components of UCR who will be drawing from it.

- 1% is more economical to administer one fund, centrally located,
" thap several small deposits acattered in several divisions.

LR A,

E J"Du;ingithisuf£§¢él Yeé:,‘Grqpbics‘Register,eﬁployégé have
- averaged two trips per month to collect reimbursement fees for
. #ilm shipments. Total time consumed for this purpose would be

approximately 36 hours for the year, based on 1} hours per trip
from Bldg. 14 to Qtrs. Eye, via Riverside Stadium. Under the
néw arrangement, total time consumed for the same number of
‘trips would be 8 hours for a year, based on 20 minutes per
round trip to the Stadium only, ) |

: "In the case of other OCR components, employees have not been

1 making special trips to Qirs. Eye to collect ‘their payments.

' The time factor, therefore, ls one which applies only to people
from the Film Branch,” '

PRI
d i

1, Not in line-of-duty. B e

‘2. $25-30 award based on Intangible Benefits (slight-Local)

D.‘ R aRTIR I o

. Adopted  / Award

Letter of Appreciation

. TR
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15 April 1959 o

" MEMORANDUM FOR THE RECORD

_ .S'-I'ATINTL‘ Talked with [ | Salary and Wage‘Admini‘stra_iian in OP who
i - stated that this man’s classification as a supervisor makes him

. responsible for planning the work and scheduling the people. He
- works within the mechenical limitations of his equipment and is not
. STATINTL responsible for designing the tools to work with,

Talked with | | PSD, who elaborated on the job respon-
-sibilities. ThIs man Is the lowsst "working supervisor" above the
-eategory of journeyman. As a group chief he directs and schedules
‘the work, gives soms technical advice. At GPFO he would be expected
~ to present a technical problem to his foreman who would ask Research
. & Planning to solve it. Never would he be expected to design a new

STATINTL 0% . . |
S ,| believes the staetement that the suggester, who worked at
B go

d stamping and lettering, never worked where they bound
the books and had no knowledge of this type of machine.

v

T e ' , : e O R |
"[;;::::::::Lstimated the 3300 saving roughly. He watched the step-
“Wy-step operation, saw that one man could handle the job instead of
- two, calculated the number of books and arrived at s close guess of
" $300. He cannot defend this figure without detailed calculations.

- The machine = designed for the future is a departure from the GPO
- machine and has many added refinements. It has been taken to Suitland
o l - for an estimate of cost ==~ if it will cost about $200 they will
B ‘ bulld it; if $700-800 they will buy one similar 2o the GPO machine
) -and forego the added advantages of the suggester's design.

-~ Because of the above facts, the Suggestion Awards Staff believes
- that an jpiexim award for the temporary machine is proper. The
awsrd to be based on Intangible Benefits, because the $300 estimate
is s0 tenuous, If this case would be closed, it would preclude
consideration of an award for the permanent machine which actually
evolved from the development of the temporary machine.

 STATINTL

/
“Approved For \Release 2003/04/17 : CIA-RDP.80-00832A0003d'602}’0001-1A' .
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'SUGGESTION MO, 59-342: dated 1 February 1959

'as to cost.

| Cel-a Iw¥~}»u-R*N-A~L U-S-E ONelY
sumaav AND RECOMNENDATIONS FOR THE COMAITTEE

.k.,

ff_«;i'j“;«j‘ e NCEE R S e 15 April 195¢

;(éé-xo) Supervisor

. 'PIndery Section, %l;a Of-, BD/S

He designed this for 2 pdrticular job %, 000 bodk cases)

~ He then dqoigned a mechanical guide for the future which will o
;be ddjustabla and will have many advantageous features. The perman-

ent mechanical guide has been submitted to Suitland for an estimate

o fOn o February 1959,| — —], Chie'f,‘ Admin‘ Stafg, OL,
. statads ‘ ‘

S .,

has been adopted in the Printing Services Division. The initial
ﬂguiéﬁ made by the suggester proved so effective and time saving
“that the adjustable gulde as mentioned in the suggestion is being

7‘;_;ordexed./ It will be used in tha Administration Bu;lding Plant.
fi“This is a ;wompart suggestion. The first guide made by tha o

"‘suggester was for a specific job which was processed in the
(AdMiniutration Building Plant, The material to make the guide
‘cost the suggester $23.00, for which he has not been reimbursed,
“but zesulted in subsequent Agency savings of approximately

, fof é Naw, faster way to process a particular job. This guide is
et adjustable and therefore can only be reused on books of the
‘pame size as the original ones. This will be done unti} the

"T.,yyﬁ_ﬂadjustable gusﬁe is xaceived. _ L S

9The auggester “then enlarged upon his idea and has suggested
. that an adjustable guide be used in making all bookcases. He
' ~has drawn up specifications to be used in meking the adjustable
guide. It is difficult to estimate the savings resultant from

o ;‘fﬁ‘:using the adjustable guide inasmuch as the requirements placed
" +.on the Printing Services Division are constantly changing.

%:chgver, it 35 estimated that $300,00 per year will be saved,
oIt 1s belleved the guide will cost anywhere from $125 to $250.
! «ijn awaxd‘is alao recgmmended for this suggestion.€;

ﬁ'"Tbis suggestion should also be referred to ther government

Jagenﬁa%éﬁ?oveaqi&lmmaémbmm CIA-RDP80-00832A000300020001-1 |
C i CeIeh IN-T-E-R-NAA-L UsS=E O-Nel-Y ) |

. E

4

: «:,-:I
F

,”lhe suggestieﬂ of using a nechanical guide in mdking bookcasings

$300,00. It is recommended that an award be given. for this idea -

B N B i
i ]

STATINTL

ST 1 B SRR AP ST,

S 3uggester designed a mechanical guide for making book casings e
- which eliminated imperfect hand setting and consequent loss of time.

STfTINTL

-

Voo

L. __ I I O B

]
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‘ T S Sugg. NOo 59‘542 Contd.
" On 27 March 1958, Chief, 155/ — | stated that
Vthis mechanical casa-making guage is not suitable for work in

~\

‘Exaautive Secretary 5 %emorandum for Record attdched at TAB G

- Ce Lins Gty Statu A o
STATINTL . — seof-Dity Status. ,
ST b Salaxy and Wage Administrator for PSD/OL, and
STATINTL | [of PSD/OL, stated that this suggester, whose title

- "InCIA 1s Supervisor/Bindery Branch, is actually a group chief. He -

‘15 the lowest "working supervisor" in the division. He is one step
- above the journeymin-bookbinder = earns 11¢ an hour more. The
 fgroup chief schedules the work and the men, advises on techniques.
He 13 expected to go to the foreman and explain a problem -= the
" foreman would call in Research & Planning prople and machinists to
o solv« it. Never would a group chief be expected to design a tool
"~ - %o do the work better. He works within the mechanical limitations
~of h s equipment. : . /

J:D";:

"J 1o Not in linamofmduty.

’

) O 2e $50 o 1nterim award based on Intangible Benefits (Moderate-
a0 eteea),

o '_s.‘

L V/,Aadptéd éb' Award ILetter of Appreclation

. ___Not Adopted g SR
STATINTL ~ 7~ .

: P ‘ L ‘ ; - 2 - LI . B |
Gelmp  IoNeTwfeRoNwAwl UmSeE OwNeloy ° 70
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©SUGESTION NO, 2486: dated 15 August 1986

D 25X1A

G5-9, Medical Technician
cal Staft, ' ’

o B ; ¥ L ™ s - ey o e YR e 1 N i . .
R S S T ECE L L DS SR ol e . _
. B : P o . ) P ) “ e 3 N i - 4 [ A

" Gyggester prope 2 expendable’ éardboard contalner so €dne
sstructed that vaccines requiring temperature below freezing and

v _ ‘{thbsé_?quiﬁibg'605651‘ref51§é§5€10h can be shipped in the same
L . contalner. Container formerly used was 2 non-expendable metal

R LA (RS g
NERERIR I LN Y I S P

.. wplenlc bex.
B sun 1. Rocompendedden

I Mayeh 1957, the ‘fo11owing recommendation of the Suggestion

. Awapds Committee wae made to the Acting Deputy Director (support)

- . A ?,a“fd“ a}:pvp‘??o:’ved; bY _}\‘i N . . . B - . “ B 2 T L IE VIR ST PR

3

x,
i
e

f . "ap interim award of $300.00 ($100.00 for tangible savingsj ‘
20 L7'$200,00 for intangible benefits) based on benefits derived

N oty CIA. ‘Suggestion is to be referred back to Medical Staff

: . 01 7 for further processing and re-evaluation with the Office of

R R R R jistics after one more yéar's experlence in use of the

S ~‘Gyj_fNﬂﬁéﬁtgiﬁeéiéiih1S§gg¢sfiéh Awards Committee then to reconsidex
. for possible award based on syoplsmentazy GIA benefits.

RS niyg’ijﬁngge%tidn‘hwafds"Staff will refer suggestion for interdepaxt-

S .o ‘mental tonsideration {Public Health Service, Defense, and other

£ o0 .departments to bo determined by Civil Service Commission) while

2 ‘IHQ;”}”aﬁgéﬁgyfp:oceéélhgfboﬂtinues. ‘The amount of the award recom-
2 .7 “mended 1s based on the scales authorized by the Civil Service

7 Comsston.”

. . P ' : i : [N i
. . - . . .o i RN | SR TV B
: E oo & ¢ TR e

TR TY TR TR

i .+ Narlgus Government agencies and the Amerxican Red Cross werd

S T eanve séd. The american Red Cross 1s the only organization

S viiich expressed an interest. They requested a sample for =
SN o0 testing. ALl other agencles were satisfied with their present

5T methods of shipment. However, Health Educatlon and Welfars

=t subgested an outlet ln the American Drug Manufacturers Association.

: he sample will be furnished to the American Red Cross after

L R

o

 fhe suggester’s patent rights have been established.

7 .

¢ Bosrd ruled that request for petent rights must
bag322008/04/B70He RENRS 6 IREAR0T
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[ 1, Medtcal Staff, will contact the sug~
~ gester, forward the appropriate papers to him, and deal directly
with the Patent Board. ,

 On 20 November 1953, Deputy Chief,
Support Division, MedrTar STaTY, stated:

{

"A review of the utilization of this suggestion for the past
year indicates: , , . ‘

‘ ‘(é)‘Thié suggéstioq was utillzed for seventy (70) shipments

overseas valued at $8,372.11 with a total welght of 609.5
pounds, . , . o o
(b)‘Many cable requests were handled in an expeditious manner

by allowing medicinals to be shipped via the pouch and air

mail parcel post since re-icing was not necessary.

 ¥¢) Severai‘operational requests were handled in a secure

manner by allowing manifest misnomering since it was not
" hecessary to reopen the packages for re-icing.

E (d) Local shipments were not reflected in the above figures since

25X1A

25X1A

~ Medical Staff, stateds

- wet icing by freezing water in polyethylene bags was used
for short distance shipments. If the subject container were
used for this type of shipment, its potential would be even
greater since the container could be used whereveyr freezing

- facilities were available . :

/

{e) Fewer qableé have’been recelved from the field questioning
- the status of biolegicals and vaceines because of the lack
of refrige:ation, A savings is noted in cable transmission.”

On 20 January 1959, |

| Chief, Support Division,

Lau |, Deputy Chief, Support Division,
wPlical otalt, who previously evaluated this suggestion
~indicates his opinion that through this suggestion, additional

- 5avings have been achieved that indicate this suggestion has
ge 2nelil and o bpoad application =~ i.e.,

a
~ $450-€00, "

E ] 2 o
=R EmT ] .

Sugg.“No\ 248§r§qg$gﬁimay_wy

$E ALY
[ERS
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2

The Suggestion Awards Staff asked the Office of Logistics why
this Agency did not use commercially manufactured containers

- as the other Government agencles do. The Office of Logisties
replied that to their knowledge, the only availabla commercial

- contalnez is made of metals The only way to get financial

benefit from metal containers is to re-use them. This Agency

is intexested in disposable containers for security reasons.

D,

. Lo » . ot co. : 7 - .
1. The Executive Secretary recommended an award of $450-600, The
Committee .skod 1f the $200,00 previously «warded for Intengible
- Benefits would not be included in this: i,e,, an award of
- $250-400. , L
~ On 18 March 1959, | | Chief, Support Division,
. Medigal Staff, stateds . A ,

25X1A

"It is the opinion of the evaluating official in this staff
~ that the intangible benefits from this syggestion place it
f”d in the high degree of benefit and proad extent of application
‘ category with tota] intangible benefits in the $450-600

'Ub‘ range. This would not therafore be $450-600 in addition to
6 .the $200 already awarded for such intangible benefits.

2. The Conmittee questioned the security aspect -~ why do we not
use the same containers as other cover agencies? 25X1A

On 13 Apwril 1959,| |Chief, Security Staff, OL,
stated in essence suggested containers are cheaper;
b} packing and packing standards vary even in the same government

agency ~= no set container; ¢) suggested containers have no
manufacturer’s markings and could plausibly be denied by CIA

1. Additional 52509490 awaéd;based on Intahgiblg‘Benéfits (Higﬁ-B:oad) LJ

2. Close case in the Suggestion Awards Staff, but continue to
furnish all available records to the suggester for his inde-
\pendgnt usevinzequgsging patents, samples, sales, etc, .

g8 vé/d fz;zézggééi::’gqj é@g!cm)CllQ
__"___Awaxd Letter of Appreciation

| ;“__;_Ndi Adopted ' | .
Approved For Release 2003/04/17 : CIA-RDP80-00832A000300020001-1
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3?1.  The CIA Suggestion Awards Committae is ;rheduled to meet on

L;Wednesday, 22 Apzﬁl 1959, at 9130 s In qum asoap Curie‘H ;1.

N

The following itams for yaux reviau are englqsed;

E

‘?4e rentdtive Agenda
- Mlnut@s of 1ast Camm4ttae Meatlng

‘w EERN

}; Minimal Aw¢rds by Chairman o ww;; o

h? &ummary af Sugg@stions to be considered at this
neaaing ‘ e

!

,Apprb ed'Fo Release’2003/04/17$;t§1§ﬂbﬁaﬁ' 00832A000300020001 1
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?Regular Meeting of the Suggestion Awards Committee

CulwA  I-N-TeEmReMeAel UmGeE OuliaL-Y

Ty SN
v .

Wednesday, 22 Apzil 1959

-
. ° . AGENDA
11e The call to order
| Minutes of iést‘meetiﬁg

Comments by Chairman

Report by Executive Secretary v
“Ba Old Buslness _

N New Business
' (Vote on suggestions attached)

7. Adjournment

?\

A%Eroved For Réle"c.iée‘2003104l17 . CIA-RDP80- 00832A000300020001-1. .
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TAB C

=

Sugg. No. 58-b07, 59-10, 59-63 Contd.

'Ef R

It is recognized that thls issue wag reopened as a result of recent
inquiries by the Chief, Support, NEA and/or other inguiries made
by the SAC Staff. In view of the number of orgenizatlons end -
employees thet have participated, the indefinite amount of savings, i
and in the interest of avolding further delay, it is recommended :
that an award based on slight benefit and extended application
for intangible savings he divided equally among the three
suggesters."”

Recommendation of Executive Secretary

1. Bot in line-of.duty. o
2. $75 awvard, based on Intangible Benefits (Slight-Bxtended),
to be divided equally among the three suggenlers.

Decision of Committee
Adopted Avard Letter of Appreciation

_ Not Adopted

-

¢-0~N-F-I-D-E-N-T-I-A-L
Approved For Release 2003/04/17 : CIA-RDP80-00832A000300020001-1




25X1A
Approved For Release 2003/04/17 : CIA-RDP80-00832A000300020001-1

Approved For Release 2003/04/17 : CIA-RDP80-00832A000300020001-1



| U Apred For Releaserﬁ 0é/04/17 A RDu-00832w0300020001 1
R c—o—u—r»x-o-s«xmr-mux. | 4
SR | Sugg. No. 58-407, 59-10, 89-63 Contd.
: e J’e,gnployees that hava participated, ‘the 1ndefinite amount of 7
. "'savings, and in the interest of awvoiding further delay, it is
s ' recommended that an award based on siight benefit and extended
S - application for intangible savings be divided equally among the
;o th:ee suggastexs.
14 Mot in Mne»ofvduty. / ' o
2. $75 award, based on Intangible Benefits (Slight~Extended),
) L to be dhrided equ.slly among the three suggesters. |
/ @ tter of Appreciation— '
_____,Nat Adopmd | \ | .
"25X1A [ ————— “W{Wﬁ/‘

g/ \'f - 2 \ﬁ (ﬂ’“
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25X1A On 27 A{xguét ‘1958\§|

. SUGGESTION NO. 59-823 " dated 27 August 1958 .
25X1A - , ' GS=9, Case Officer

q v Appud‘For'Release 2003/04/177 : '"c'iA-RDIJ00832WO3000£00’01-1"‘
o v ol : ' _ - ) ‘ eee

| S SoE-uC—R-E-T |
 SutaRY AND Rmmsmmmus FOR THE oomms&
13 April 1959

'EE, D7

. AW&&&M

In response to a memorandum from DD/P Records Policy Officar
dated 28 October 1957, suggester proposed 12 suggestions for ime
. proving Clandestine Services indexing techniques. (Copy of complete
~ suggesticn attached at TAB A)

B

|Assistant Executive Officer}

, DD/P, stateds

25X1A ‘
opowe wish 10 calll Imemorandum to your attention

because wo believe that It deserves your consideration for an

: Incantiva &ward. .
"Although not all of the sugaestions made by| |have

. been adopted, three of the improvements she recommended have
25X1A already been put into practice and another three almost ceptainly
© o EIAT will be, W®hile not all the impetus for making these improvements
- came from memorandum, her suggastions--particulasly
~as further a disucssion—-wsxe of substantial help.

In two instances her memorandum was entirely responsibie for
caliing our attention to possible solutions for existing pxoblemse

25X1A
o On 5 Novenmber 1908e| IChief, RID, prepared a
S four page summary a ggestions zcopy attached

a5 TAB B)., Pertinent quotations fron RID’s memorandum, having a
hearing upon benefits realized from this suggestion, are substantially
&g follqwst o

"The revision of cover 5haet form of 201 files 1s in the process
of revision. The revision results from the suggestion. Savings
arising from the revision of Form 179b are intangible, of sitght .
henefit and extended application.

i : : : I TR
; ¥

- : ‘"Any benefitv derived from the procadural changes are considered
" by RID to be of an intangible nature, and benefit not only RID
but also Staffs and Area Divisions in savings of time and in
- providing a better records product. RID would estimate that these
inzingiblm savings are of moderate benefit and of extended appli-
cation, :
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= On 12 Novexbex 199
525\X1'A ~ iwho ,;‘u:gjsﬂﬂecq:ds Policy Offficer at the time the suggestion was sube
2N mitted. | | had no additiopal comments to any of the

- - .above evaluations.

On 9 April 1959, |

. .

| ob/P Suggestion Awards

ez 1958, the case was referred to| I osx1A

Sy - Committee coordinatoxr, concurred with Chief, RID’s comments and .. - 25X1A

S o ipesommendations. While discussing this case with the Suggestion

- 7 25XTA Awards Staff, stated he had reviewed all the supporting
T pap€rs prepared by RID In making their amalysis of the suggester’s
:grb?pogjals,, While there might be some additional savings and benefits
: 0 . in the Staffs and Ares Divisions,;l felt that practically 25X1A
: ' & Manggement study would have to be made to reach any accurate cost ]

SR I Goné}usiong, Mg falt that such a survey would not justify the

oo ol MANPOWAY @XPeNse. - , ) :

‘Not in ine-of-duty {GS=9, Case Officer)

2s $200-275 award based on Intangible Benefits
oo 0,8 90 75 award (S)ight-Extended) - Revised form
150200 awara

Moderate=-Extonded) = Revised procedures

Corfward . letter of Apprectation i
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 SUGGESTIONS AND ACTION TAKEN BY CHAIRMAN

W . | ; SRR
i PR . : T ~

Summary % Suggester proposed that cardboard or corrugated
S S _ boxes, used to disseminate documents within CIa,,
R AN IS S . 'be pickedeup by the regular courler service, when
R A L empty, an returned toVQCRMfor‘;e—ugg.:? e
- Action Taken  : op 25 September 1958, Chief, OISD/DDP sent the fole
SRR S dowing memorandum to Chief, Dissemination Section,

O

' *oIsD

I . s . - e i .

© . 7 ™In an effort to effect economies in the use of
AR  ""mﬁﬁqxialﬁxﬁthe,GOljapéibla boxes in which raports
. &re raceived in OIS daily, will, until furthey
(Y"V“dticﬂs be eollapsed and tied securely in bundles
<0, 0of ten, The courier will pick these up on his
S et Th Lt L regular run and by inting
25X1A] ' - Services Division, j

é C¥

D e coToL o “Actual savings in lst year of adoption =~ $208,00,
i' ‘,‘j':";" Awa;'d | S | '$S§-W‘:amw‘},g_£‘ahted. . ST )

!

S L g REIT , N Cos o o

D1 SUGG. MOL 5954 1 gated ; 58
tl RO TS S GS~9, Batween Assignments o
‘ T - 2 : : R A

. Summary 4 Suggester proposed that persons analyzing RI Name
A e A " Trace Requests be issued a rubber stamp reading:
Lo NOT IDENTIFIABLE WITH SUBJECT OF 201 ",
Coon o0 Thig had previously been written in by hand,

" Actlon Taken .3 Suggester purchased and effectively used these stamps
I SR -, from Avgust to December. However, in December, RID
- o ;. . Tavised the form, independent of the suggestion,
BT R BN Provided for the information of the form, and thus
LEENUETE A R éiimingteq.tha}nead for the stanp. o .
- _;_;’Awarﬁ C el Lgttaryqf‘Apprec;ation -~ based on the fow months
= o this suggestion was in

Y

SRR Approved For Release 2003/04/17 :
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. SUGG, HO. 59-251:

" dated 30 Deceber 1958 -
R GS~11, Analyst
o Tol STATTy v

e

P
\

0
B

Sumary  :

. o B W TG R Y el 1 Ry
BN ¥ | ‘Appud"F‘or‘ Belea5e1209’3lﬁ4/17 *'CIA-RD

' w Lo . PR S E U ' N Cted R T Y P SRR e e FR R s

-06832@'36062‘00‘01 E

7 SwBuCoR-E~T

Al

10 April 1959

Suggester proposed that identification cards be
placad in front of silverware trays in the cafeterias.

- This would eliminate the "confusion, anger, and

‘Action Taken ¢
- Avard

~

| SUGG. NO. B9-3141

1 FeDy UL, UO/S

o Summary

,

Award 3

NN AN \‘”,

Swmary  + Suggester pr
E  ;1‘;Qf.rég§§g3rin9 sereens.

©Aotion'Taken s,

‘Awéx‘d o 3

.1 Approved For Release2003/04/17 : CIA-RDP80-00832A000300020001-1
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“consdquent delay in the lunch line due to the fact

- that the desired utemsils campot be found quickly”.

_Because of thiy suggestion, identification cards

d ,gg%gfplaced’in front of silverware in R3S cafeteria.

651, independent of this suggestion, is testing
varioqs permansnt labels_fcr,al;kcafeterias. S
,Lettaq @f appreciation

16 January 1959

Gs {(GS=-10)}, Printer

The suggester proposed that the Admin Building
Plant of PSD salvage dross from the melted lead and
return it to GPO for re-use. o

‘/l

_?ﬁg,§Q;gé$ti§h;&aswqdopied‘by PSD with an approkiméﬁe -
o -s8vings of $143.60 per year. This suggsstion is

being referred to GPO for possible additional award

o as it affects other government agencies.

$1Q~Oﬁ aw;rd’gréntéd._ o ‘ ,
- S R UM R CEy

T WML

GP (GS~11), Engraver

Suggést@r'prbpésed a screen angle determiner for use
in the layout Section of PSD to improve the method

r y»-\“4.:’

v 4

- ’

. §eEeCeRaEeT

* Minimal Award Cases Contd,

SR R Sty
Tohe BEondumert Tap eae o

conmle e e - A ey D e Ty TIRRTE N ke ey prasy desy AR NI
This suggestion was adopted in PSD for use of craftsmen. e
P L S R LT U s

&
.

PR -
AR ;31
: B
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S
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GoloA I-N-T-E-R-N-A-l UsS-E O-NeLY
¢ SUMAARY. AND Rscomaunmous FOR THE COMMITTEE .
8 April 1959
SUGGESTION NO. 56-57¢ dated 12 August 1957

STATINTL o | G5~12, Ops. Officer
- ' s DO/F

Suggester proposed that Forms 1b and lc be made up in carbon
1nterleaved padded sets with the multilith mat a separate 1tem.

STATlN-Bn 26 Haxch 1959, | |Chief,_ Recoxrds Manageinent Staff; |

- stcteds ) ‘ , ) ‘

‘”No part of the suggestion is wnrthy of adoption.' How@vor, the

. suggester deservaes ¢redit for sparking a chain of actions re-
sulting in the wevision of Foxms Ib and lc.

“a, The suggestion promptad a survay of field stations to
. detexmine the avarage copy requirementsj results were the
: S , elimination ¢f 3 parts from the set, an approximate
S ‘ savings of $.01 per set. -

,“b. The m@ntion of cleanor files; resulted in converting the
presant carbon-backed paper set to a one-time carboneinter-
leaved set; an approximate savings of $°02 per set.

rf ”Tangible Savings: |
‘Form ib S0,00G sets annual usage
: estimated savings per set
52400.00 estimeted annual (procurament cost) savings

Form lc 759000 sets annual usage
‘ estimated savings per set

52250,00 estimated annual (procurement cost) savings.

Tetal estimated annual savings ib and le = $4550 00
~ ”Inﬁangible Benefits ' | ' |
. L Fewcr copies to be handied, filed dnd/or destroyed.
.. .2s A fiim requirement on the number of copies to be
‘forwarded to headquarters.
3+ Cleaner files thus improving the moralecf files personnel.

s
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1. Hot in um«of-duty (GS-12, Ops Officer) o
“2. $195~220 dwaxd basad ont $% 0 ngs o "
AN R plus $50-75 for Intangible Benafits

*‘;yw"'f,.:,»; L (Slight-Extended)
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‘Yo Not in line-of—duty. ' '
2. $50-100 award based on Intangible Benefits (Moderateul.imited)

KAdopted Q_____Award 1 \______Lct‘ter of Appreciation
= _______Not Adopted | o | -
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ColwA  IeN~TeE-ReNeAwl U-GeE OeNel-¥
SUMMARY AND RECOMMENDATIONS FOR THE COMMITTEE
PR v 1m0

SUGGESTION NO. 592463 dated 19 D 1958
‘ i, GS-4, Microphotographer

‘ KR, ’ |

A Summary of Suogestion |
: | In OCR,*filmad'documedfs have been taped on to film aperture
cards in such a way that part of the tape would cover a portion of
the material desired and prevent easy reading of the documents when
thay are refilmed. The suggester proposad correcting this situation

by allowing only 1/16", instead of the usual 1/8", of the tape to
cover the top and bottom of the film strip. (Sample in Sugg. folder)

On 9 Pebxuaiy 1959, | ‘ |Chief, Hichphotography‘Branch,
MachineeDivision, OCR, stateds ‘

*“This suggestion has been caxefully reviewed and considezed for
- possible adoption by Machine Division, CR. The conclusions
reached were; that the 1/16th inch tape margin lacks sufficient
. adhesiye surface to securely hold the film in place and that
present stocks of aperture cazds could not be cut to size with=
out serlously impeding production in mounting.

“Although the suggestion 1s not being adopted, the suggestor
merits recognition for his interest and efforts in bringing to
our attention this recurring problem. Because of this suge
gestion, a review of the aperture card system was made and a
revised microfilming technique adopted. The space between
adjoining frames has been reduced and a wider top and bottom
margin provided. Overlapping the image areas has thus been

STATINTL ~ overcome."

On 17 Maxch 1959, L Chief, Business Machines
- Sexvices, stated: _ _ _

"The tangible benefits that are being derived as a result of

Suggestion No. 59-246 do not amount to much. Intangibly, howe

ever, the suggestion could be of considerable value in maintaining
. user confidence in the OCR Library microfilm program.

"It is enough that the analysts who use the Library microfilms
are handicapped by factors which are difficult to corrects such
asy the occurrence of illegible images which resuit from poor

- ' copy available at the time of filming, without having to put up
‘with readily correctable conditions, such as the problem des-
cribed by the suggester. :

A;)proved For Release 2003/04/17 : CIA-RDP80-00832A00030002(}J0”01-1

t

1"__1'1; - ae mm e e .



f

\Az R TR

Approved WRelease%youw CIA-RDP80- 00832Aooo306@001 1 g -

g f c-I-A T-N-T~E~R-N-A-L U-S-E 0~N~L~Y

- o R augge No 59—246 Contda

xﬂ

“Users, producers and anyone connected w1th this large and Vltdl
program must be on the look-out constantly for ideas to make the
microfilm better and more acceptable to the analystso The change

" brought about in the film due to this suggestion is o« definite
improvement. It is recommended that an award be made based on
the lowest rate in the 5Slight-Local category to cover both
tanqible and intangible benefits.

. ."This person has spotted an area of irrxtution to hundreds of
N . . peopls. Sufficient publicity of this award should encourage
»nnre 1mprovemantsq ‘ ,

C.

o W Not in 1ine~of-du+y (Go—4, microphotographer)
2. 325-50 “w,rd based on Ijtungiblﬁ nenef;ts (Slxght—Local)

- Da : cf Commitie &jy
' Adopted W;Lé' Aviaxd —...letter of Appreciation

. ——_Not Adopted

STATINTL | - 4

T

Approved For Release 2003/04/17 : CIA- RDP80 00832A000300020001 1

o
1‘4‘:.;’-

C-I—A I—N—TchR—NmA-L UmSeE O-N»LPY




. Approved F@elease H3IO4I17 : CIA-RDP80-00832A000300‘“@)01-1 @

CoO~NewFoe LD BN I,

SUMMARY AND RECOMMENDATIONS FOR THE COMMITTEE
27 Maxch 1959

SUGGESTION NO. 2601: dated 17 October 1956

25X1A s G5=13, Chief, Budget & Finance Branch

I
WH, DD/P

- A Symmary of Suogestion

Suggester proposed adoption of a standard Agency "Request for
Travel Ordexr” form to: permit volume reproduction and stocking;

- - eliminate bootleg forms; permit uniform consideration of travel
authorities for each traveller; lead toward issuance of more com-

., plete and more accurate travel orders; reduce number of amendments

‘noW required foxr travel orders issued incoyrectly or incompletely
in the first instance; permit more accurate orders in the first
instance which would facilitate settlement of travel claims, The
suggestion also proposed that the “request form" include both
positive and negative data for consideration in preparing the oxder.

B. Summazy of Evaluations

On 27 Maxch 1959, | |suggestion Awards Staff,
commented as followss v

25X1A

"My recommendation siems from my assignment to the Travel Order
Project in its initial phase when the suggestion per se was
‘actively being studied (Jan-Apr 1958).

"Chief, Records Mgt. Staff (1 October 1957), as a result of a
survey made of the Area Records Officers in DDP, DDI and DIS,
concluded that a 'Travel Request Form' at that time would be
premature, RMS maintained that an integrated study of the
whole field of travel was needed if real improvement was to be
made. ’ , ‘

"On the basis of a request from C/I8R Staff, DD/P (15 November °
1957) to DD6 and reply (21 January 1958), a revision of Travel
Order Form No. 540, 'Request Form', was considered by RMS.

"This suggestion was responsible for my development of the

‘Work Sheet® idea. My findings were that some type of a 'Request
Form® or *Work Sheet' was necessary to insure accurate travel
orders, to reduce the number of amendments, and thereby
eliminate repetitive coordinations,

"This °"Work Sheet® will réplaée 17 bootleg forms, and serve as
an accurate ‘check list® for originating offices to include all
essential travel data. There will be tangible benefits realized

- . _from the use of the 'Work Sheet®, but these benefits will be
Approved For Release 2003/04/17 : CIA-RDP80-00832A00030002~0001-1 : o

CaOnNeFemLwDmEwN-T=I=A=L



{™  Approved Fdggelease ‘2*3/04/17:C|A-RDP80-00832A000300@01-1 o

~OwNeFwI-D-E~N-T~I~A-L | |
. . ~ © .. Sugg. No. 2601 Contd.

"difficult to measure until the new form is in use for many
months. I recommend the use of the Intangible scale «=
Moderate/Broad ($200-300)."

25X1A , ’ .

On 14 April 1959, Chief, Records Management
Staff, stated: :

"It seems fair to assume that this idea made a sizeable con-
tribution toward stimulating the Travel Order study and ultimate
use of a Travel Order Work Sheet. In April 1957, as a result
of the suggestion, a copy of the idea plus a copy of a Travel
Order Work Sheet was sent to all Area Records Officers for

- their comments. Later the work sheet idea was further developed
for use. The work sheet will:

3» Replace 17 known bootleg forms (many more suspected).
Preclude many travel order amendments by reminding the
office of oridin of information needed by Central

"~ - Processing Branch. : : : :

¢. Decrease the number of sets used (cost 74 cents each)
by encouraging use of the work sheet instead of tearing
apart the sets and using them.

"The benefits of this suggestion are intangible and of a broad-
~ moderate degree."

SETEE Not in line-of-duty (65-33, Chief, B&F Branch)

2.  $200~300 award based on Intangible Benefitﬁgiizzfeate-Broad)
\ R ' : ’ . -
D. DReclsion of Committee Jl =
' L Adopted //JU“ Award » Letter of Appreciation

e ——

L Not Adopted
| 25X1A . — o

. | e
M/M

. ‘ - N 2 - N ‘ .
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: ‘rr:mm. 59-146: dated 16 oatobe: 1958
‘ Ty s | G5~12, Personnel’ Officer
.., URR, TD7I

“Sugg pr0posea that the printing of class fied txaah bage

:,bn 3owwred‘ ,"It is_noted that frequently the waste bags are folded

. %0 a helght of about 8 or 9 inches so that the bag, when placed on
H@ivgéual‘a degk, will stand open and erect and also not present

- plat ely affaced and the red coloring, designed to attract attention,
is‘batelv precaptible.

;fhs‘aégpted. The existing marking should be retained and that
des¢ribed in the suggestion added, as soon as depletion of
fexisting suppliea wauid requize zouprintxng,,

A

‘;g;“ﬂhila the sugsaatzon xa of intanginlm value, its adoption wnuld
‘vﬁdhcreaae the mazgin o ﬂwyoas ible omployee error and thus improve
#eCURILY on an Agencyewide basis.” (The Survey Branch, 05 ine

;meﬁ the Suggestion Awarde Staff on 25 March 1959 that thers

‘4h ve been 17 violationa aansa Ogtobst which they contzibute to
the A@tt&rﬁ“ on ?ﬁe Bags.

Chief,,Aqmin

that %ime, it wiil be mads up accor&ing to the suggestxonb L

?No %@ﬂder? savings will result. The replacement of the ‘f ,
~”“§tt@ring on the bag will be accomplished by the vendor without

'}“ichange in prlee. The extent of any monetary awaxd te ths employea
'shouid tber@fare b@ baeed on securit factoxso

lineaqa-uuty.

.un§3Qy appearancs, When this is dong, the wording 1tself is come

“ “Item‘ia scheﬁuxed te be x@oxdereé zn pbout six (6) » months._ PP

f .00 dwaru ba*ed an 1ntangible Benefits (511§ht-Lo"-**‘

"Cﬂfﬁmployea uggestion No. 59-146 is g saritorious‘one;and ahouid ,;:“




STATINT

SUGGESTION No. '59-1:‘ dated 7 May 1958
: A GS=11, c/s&s Branch
\ PrInting Services Division, oL, DQ/S

. ‘f‘jig‘f? Suggester proposed two changes in tho Offset papez plates now
4 1;'jy“' in use by the Agency: 1) a chenge in the size (width) of the

EEN ‘magters used; and 2) a change in the marginal indicia preprinted
on tho mastors. .

-~

RN

~On 12 August 1958, Chief, Admxn btaff, OL, stateds

SRR T “'qﬂ"As to the firat part of the suggostion, the use of the smaller
FR s BT tize direct image plate is not a new idea. The Supply Division
o7 capzies the 84"x 15" master in stock and so advertises in its

"‘j,publication of the Stock Catalogue. Also, the smaller master

.t i 38-in use in connection with numerous forms (the CS report form
v 48 a somple) throughout the Agency. It is not known how oxtonc
ik a?ﬂti?tly the smaller master is used, but it would seem that it is’

.. not the responsibility of the Supply Divisiocn to determine which
. #ize master to issue each component. The responsibility for
" | determining the size of the master rests with the using component
" who 1g awere of the details under which the master will be used.

", The next larger standard size (20"x15") master must be retained

a8 4 stock item for use when printing on larger than 8" or 83"

- wide paper. This pert of the suggestion is considered to already
~f\h9 1n affect and makes no. added contribution. ‘

-,‘“As to the second part of the suggestion, tha indicia form has
L 'no’effect on the printing ability of the master. The indicia

S . amouhts to guide lines to assist the typist in typing the masters.
w0 ... Although the Printing Services Division types relatively few of
-0 .. s the masters typed in the Agency, it is believed that the suggested
~ indicia 15 more practical for government use. Adoption is recom-

AT ~*’ménded and a minimue award suggested since the Tesults are mostly
;U 1ntangib1e. - . e
' On 5 Februasy 1909, for Chief, sup;ii&’jviviéi‘éﬁ; OL .

stated}_‘

‘ j, ”The following comments havo been obtazned rogaxding the use of
foset Paper Platess ,

as OCR uses oniy short run0 8& ' 15 master. ‘"As long as the o
ame results and effects are obtained, there is no objection
d .orhelaaéogoamoa@m mmm mweesoooz 001-1

G g gt '_p_‘mﬁ_a__x ‘i‘i’

— STATINTL .
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Sugg. No. 59=1 Contd.

o . i i . v
b. OSI uses 10 x 15 medium run master. °Can see no difference

or savings in the use of 84 x 15 medium run masters as far
as 0SI is concerned.’ | STATINTL

€. ORR uses 10 x 15 mediunm run masters. ‘Would have to test A TINTL
recommended plate before comment could be made.® { |

"It has been determined that the 8% x 15 medium run masters, with

-marginal indicia, are available from approximately five (5) manu=
facturers and may be procured on Government Schedule (Stock 3610~
640-~3348 or 3610-640-3349). -

"This office will abide with the desire of the Printing Services
‘Division which, it is believed, is better qualified to determine
the advantages and disadvantages of masters which are used on a
day-to~day basis. ' :

"In other wozds, we agree with making 8% x 15 madium the standard
and will do so unless FSD sees. technical objection.”

STATINTL On 11 Febz-uary 1959, 4 . I:f Printing Services Division
stateds | , S

"The Printing Services Division has no technical objection to
. stocking tho medium run 84"x15" offset paper plates. Supply
Division records indicate that 3,000 boxes of 10"x15" plates have
been used in the past 6 months. There are 100 plates to a box.
At the sbove rate it is estimated that 600,000 plates would be
used per year. The cost of the 10"x15" plates is $4.89 per 1GO.
The 88"x15" plates cost $3.93 per 100. This is an estimated
STATINTL savings of $.96 per 1CO or $6,000 per year, provided the entire
Agency uges the 8i"x15" plates.” '

On 3 March 1959, Chief, Admin Staff, OL stated: %J

"PSD will advise custcmers to use this blate whenever possible. )/}
e

Supply Division should take action to stock masters.

1. Not in line-of-duty. 3 I
2. $225-250 award based on Tangible Savings of 36,000 plus 55}*/
Intangible Benefits (S1ight~Extended) oY d’ff 27l
Dc- ) on g ' - o / 0/ y
- R o . . ( - 4
‘_;____Adapied oA XA Letter of Appraeciation Sa(jdfsj

a0t Adopted Clzﬂ}*i}
Approved ’For" Release 2003/04/17 : CIA-RDBP80-00832A000300020001-1 :
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, o /simm AND RECOMMENDATIONS FOR THE COMMITTEE

| - | | | 28 March 1959

‘ © SUGGESTION NO. 59-315: dated 5 February 1959

STATINTL - o WM tg?:gﬁo%wms Mgt. Analyst

Ae

 Suggester proposed and instituted a Space Allocation Index,
which from a central point ¢ontrols the asslgning of spaces in the
Records Center. {(Pictures in Suggestion file) ‘

B Jumpary of Evaluations

On 5 February 1959, Chief, Records Center, | | statedt

"This suggestion has been in operation for sonetime now. I§T¥¥THQTL.
has proven to be as effective as the suggestor claims. It
should be pointed out that at the time the suggesior originated
the idea for this space control file, he was a GS=7 and was
one of two people working at the accessioning function. As a
result of this suggestion and other minozr work simplification
~ - - procedures, the Records Center was able to carry on the
accessloning function during 1958 with 1.% empioyees; thersby
allowling one pexson to devote one~half of his time to other
funciions within the Center."

On 13 Mazch 1959, Chief, Records Mgt. Staff, | | 1nSTATINTL
answar to our questions, stated: _

as The suggester was not axpécted to dévelop this improvement
- a8 part of hls assigned duties.

b. The space assignment control system was placed in bparation
Februery 1958. .

¢« C/RMS knows of no similar systems in effect in other
Government record centers.

d. Savings 2nd Benofits Realized: Tangible = ¥ of GS=7 salary
(basic $4980) — $2,490 pey year continually. Intangible =
generally more efficient, quicker to detsrmine available
gpaces saves rearranging space, bgtﬁer service to customers.

-1, Not in line-of-duty (GS=7, Records Mgt. Analyst)
2, $190~240 award based on/ Tangible Savfgis of 52,490 plus

o Intangible Benafite of Hoderate~local.
Approved For Relegse'2003104l17 : CIA-RDP80-00832A000300020001-1
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S ’ - Sugg. No. 59-31% Contd.

emeietter of Apprecliation

_,_____Not Adopted

STATINTL
y el (?’//7/ f

-2
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' SUMMARY AND RECOMMENDATIONS FOR THE cdunxrres |
| 24 March 1959
ted 22 May 1958

' s GS=9, Supervisor
- Cable Secretariat, 6/DCI

“fhe suggester propesed the use of a form to {ffect changes in
cable dissemination and thus reduce the number of telephone calls
currently being made to the Cable Secratariat. -

scopmendaiions

On 17 June 1958,| | Deputy Cable Sacretary,
stateds

B.

| 25X1A

"The Cable Secretariat recommends adoption of Suggestion No.
58578 s».. A Conservative estimate of savings in manpower in
the Cable Sscretariat is approximately $2,000 p/a (i.e. 3 hours
 a day, 6 days por week at $2,18, the hourly wage of a G5=7).
Recommend alsc that this suggestion be zeferred to FI/RI and
to DD/P Staff and Division Cable Desks for concurrence and
- svaluation since unless the propused form proves useful to the
. user, it obviously would not be used, and thus would cancel
out or greatly diminish the estimated savings in manpower in
the Cable Secretariat. '

. %It is believed that the intangible benefit resulting from a

' substantial reduction in the number of telephone calls con=-
cezning cable dissemination, would be oven grsater than the
estimated monetary saving since answering the telephone on all
subjects prasently constitutes the greatest single factor tend=-
ing to retayd accurate, rapld and efficient processing of cables
and productiocn volume," ' ‘

Recommendations for édoption were recelved from RID, EE, FE, NEA,
-and C/18R, DD/P, \

. ‘ - _ ' 25
On 12 March 1959, Chief, Recozds Management Staff, | | X1A

statad:

The suggestion was adopted and the form was sent to the printer \
on 12 March 1959. The form was assigned number 1604,

o : - - 25X1A
"I concur in the agreement reached by the Doputy Cable Secretary,

T Chief, Suggestion Awards Staff and| Ef my Staff that
: the suggester be given an award based on $2,000. 0 tangible
savings.

Approved'Bds Beldase0003tbat TEuCthRDPS100832n006 3006260098 tion should
be made after Form 1604 and its related procadures have been in
effect foxr a few months.” ' ‘
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Sugg. No. 58-878 Contd,

o

1. Not in lina-of-duty (GS=9y Supervisor)
2. $75.00 1uterim award baaed on tangible savings of $2,000

My

3+ Revlew in six months to determine any additional benefits.

—hdopted  __|__ Award Letter of Appreciation
e iOt Adopted . e Review in Six Months

—

b*)\ \“"

Q‘“

- -
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Minutes of SAC Maeeting
25 Febpuary 1959

‘ ¢. Under authority granted the Executive Secerastary to
resolve cases which have unanimous yecommendation for
disapproval, dupllcates, or "Blue Sky" suggestions,
133 cases were closed out as disapproved for adofption
since the 17 December 1953 negting.

d. The Special Panel met on 21 January 1999 to discuss
10 casess 1 required further study; 7 were dis~
approved for adoption; 1 raceived a Letter of Ap~
preciation; and 1 was voted an interim award of
$150.00, .

The $150.00 interim award was to an Office of Security
employae for designing a mechanical device for the
combination locks on safes. Patent rights have been
: adjudged to be his by the CiiA Patents Board - the
25X1A Government to have a Royalty~free license.

- | to brief
~ Mémpers of the installation on various aspects of the
Suggestion Awards Program.

fo A new procedure has evolved whereby the Honor & Merit
Awards Board, the Patents Boazd and the Suggestion
Awards Committee will exchange information about
Andividual award winners {or patent applications).
It is hoped that this will work to the advantage of
the employees being considered for Honor & Merit
Avards.

g« The Suggestion Awards Staff and the Chalrman of the
CIA Patents Boaxd have a new procedure to use when a
’ ‘ _ suggestion appears to have patent applicability. 1Im
1-25X1A ' ‘ such instances, the Suggestion Awards Staff will
‘ process the suggestion through normal channels, but
in acknowledging the suggestion to the suggester, will
advise him to read { | and if he
thinks his invention has patent ppplication, to £111
\ . in Form 915 and send it to the Chaiiman, CIA Patents
25X1A Board. {We furnish the form. }

h. Qur revision to Suggestion Awards Program regulation,
has been submitted to the Office of Personnel
for preliminary consideration. It is intended that
this regulation will henceforth appear in the Managemant
series. )

. Approved For Release 2003/04/17 : CIA:RDPE8-00832A000300020001-1

1



—
e

25X1A

25X1A

‘ i ' : .
‘ AMved Forgease 2003/04/17 : CIA-RDP80-0083W03000@01-1

i.

3.

ke

1.

e

Oe

Pe

SwBeCmReEaT

Minutes of SAC Meeting
25 Pebrgary 1959

The Suggestion Awards Staff continues to negotizte
with the Office of Training regarding the Suggestion
Awards film. Delays seem to be explicable,

Incentive Awards Program presentation made by Chajr~
man, Suggestion Awards Committee and Recorder, Honor

-Awards Board to DD/I.

B, - | | commented on the
effectiveness of this presenta=~
tion ond the faet that at least
ons workshop had been condusted
in the Map Library as a result.

An Award Ceremony was held at ¢ b
Intelligence Center %o honor who
¥acelved tha $600.00 awarded is Commitlee o4

N

: mgke~him$elf understood.

The Suggestion Awards Staff met with the Civil Sexvice
Commlssion representative to discuss mutual problems
of the Suggestion Awapds Progran,

The Suggestion Awsrds Staff has eonferzred with Depaxte
mentsof Defense, Agriculture, Commexes, Justice,
Treasury, Post Office, Interior, Government Printing
Cffica, Veterans Administration and Civil Sorviece .

Commission on an inter-departmental referral.

The Suggestion Awards Staff is setting up more and
more interviews betwaen the evaluators and the
suggesters. This not only helpe favorable publicity
for the program, but primarily helps ths suggester

~

The Suggestion Awaﬁds Staff participated in the

Support Exhibit, showing new slides to some 45 students.,

Discussed Suggestion No. 2632 whlch»had recommended a

- transmittal itype of name chueck request from the field,

“but which, although favorably considered at two pTa=-

vious Commitiee meetings, was now found to be none
adoptable as the proposal has been overtaken by events.
The Committee decided to send this suggester a lotter

of thanks.

Apl‘proi/ed For Release 2003/04/17 : CIA-RDP80-00832A000300020001-1
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Minutes of SAC Heating
25 February 1959

Q+ Announted the Minimal Award called "Advisory Award"
‘ which is made when an idea is acceptable, adwvisable
but not mandatory. Such a suggestion is usually
solved by publication of s« notice to interested

S5X1A offices of a better way to do something.

T+ Reported that the[  |case, Suggestion Mo, 2902 25X1A
which was discussed at the last meeting by'E:::::t;;
STATSPEC - [ ]had not yet been submitted to the FomoF an i
Merits Award Board for Honor consideration. : '
- 6o Presented samples cf new Suggestion Form = explained
that extra space for writing would be provided on
re~ordex. : :

Sugaestions By unanimcus vote on each case, the Committee approved
xg;ggmgggn the following action for the suggestions indicateds

¥ 2415 $ 15.00 Intangible (Slight-Local)
2697 50,00 Intangible (Slight-Extended)
58«9 100.00 Intangible {Moderate-Local)
58-397 145,00 Tangiblo ($4,620.00) -
58=437 35.00 ' Intangible (Slight-Local)
58-507 35,00 Intangible {Slight-Local).
59=15 30.00 Tangible ($560,00)
$9=108 30.00 Intangible (Slight=Llocal)
59=163 10.00 Intangible (Slight-Local)

% As a result of this suggestion, the Executive
Secretary recommended to the Committee that a
letter be sent to the Director of Logistics
raquesting that all areas be susveyed which
might provoke pecursing suggestions, or even
suggestions to remove a safety device which
experience had proven unsatisfactory.

2ugagstions Sugg. No. 2486 == disposable containers for vaccinas =-
Deferred ~referred for further study to Medical Staff

Sugg. No. 39=327 == cipher device, TINYTOT - reforred )

for further study to Office of Communications. . ‘ I

fery? The Chairman covered the following matterss
~ . a) A recent Civil Service Commicsion sponsored meeting
at the National Archives stressed the value of using .
Incentive Awards in improving Records Management;
Approved For Release 2003/04/47 4 GIA-RDP80-00.832A900300020001-1 - ﬁ
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‘ Minutes of SAC Meeting
25 Februa:y 1959
" 25X1A b) An 1l yve Awards briefing is intended for the DD/P.

will include Support Chiefs in the DD/P.
was asked to be sure to Include operational

officerss

¢} When the Office of Training finishes the Suggestion
Awards film, the Chaimman plans to have the Suggestion
Awards Committeec preview the product.

. Adlovzrgent ’ The meetlng adjourned at 11:08 a.p.

25X1A

Executive Secretary
Suggestion Awards Committee

25X1A.

m

Chairman 'Jﬁf?pmaz“ébg?gzj Pate

 Suggestion Awards Commitiec

" ' Approved For Release 2003/0@’!&-&}'&1&?P80'00832A000300020001'1
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, | SUMMARY AND RECOMMENDATIONS FOR THE OOMMITTEE

"_.- 24 Februsry 1959

STATINTL SUGGESTION NO. 50.397: dated 12 March 1958 |

‘ ‘ , GS-13, Section Chief
\ ASD, »

A. Summary, of Sugaestion

: Suggester proposed a reduction in the quality of the paper used
‘ for Agency raw intelligence reports.

B-W&ﬂm

'STATINTL ' - o
On 9 October 1958, | | Chief, Admin Staff, OL, stated:

"The quality of paper to be used was discussed with the origin-
ating offices several years ago when the reports were first
initiated. The 20 lb. sulphite paper presently used was decided
upon at that time and has been used ever since. The originating
offices have been contacted again regarding reducing the quality
of the paper and after testing several different papers the
following was found:

a, FDD officlals state that a large percentage of reports are
yetained in library files. The paper must be heavy enough to
withstand constant handling. The reports are printed on both
sides of the paper and when lighter weight paper is used the
printed image shows through. It was also stated that to separate
the reports to be retained from those used for inforxmation only

. would take more time and cost more in salarles than would be
saved by using cheaper paper. N

b. DD/P and 00 officlals state they are willing to substitute
the present 20 lb. sulphite paper presently used for 16 lb.
sulphite paper. The cost of 8"x14" 20 1b. sulphite paper is
$1.89 per 1,000 sheets. The cost of 8"x14" 16 lb. sulphite paper
{s $1.43 per 1,000 sheets. If the 16 1b. paper were used it
would result in a definite savings to the Agency."”

STATINTL L - . ’ - '
" On 21 October 1958, | l» stated for the DD/P:
wcohcur that 16 1b paper is suitable from DD/P standpoint on

STATINTL ' cs information reports.”

On 3 November 1958, | | Acting Chief, FDD, stateds

' *EDD would have no objections to the use of 16 pound stock if a
- stustantial saving could be effected thereby. However, some
consumers of our reports have suggested that they be issued on
more durable stock as many are kept for reference.
Approved For Release 2003/04/17 : CIA-RDP80-00832A000300020001-1
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Sugg; No. 58-397 Contd.

"We believe that before any decision is mede on this suggestion
that Printing Services Division be consulted as to handling
difficulties since a lighter stock might not print or collate

ISTATINTL as easily as the 20 pound sulphite."

On 24 February 1959, | Chief, Admin Staff, OL, stated:

"Approximately 378,000 sheets of paper are used per month to
print FDD reports and approximately 550,000 sheets to print
DD/P and 00 reports. Using the current prices of $1.72% per
1,000 sheets of 2C 1b paper and $1.31 per 1,000 sheets of 16 1b
paper; a savings of approximately $385.00 would be effected per
month by using the 16 lb paper. PSD will have no handling
problems if the change is made. PSD will switch to the 16 1b
paper as soon as the stock of 20 1b paper is depleted.”

C. ) Executive Secreta

- I. Not in line-of-duty (GS-13, Section Chief)
2. $145.00 award based on Tangible Savings of $4,620,00.

-D. nittee

——Pdopted ﬁ/ {{ 5 Award
N0t Adopted

2

Letter of Appreciation

STATINTL

| ~ -2 -
Approved For Release 2003/04/17 : CIA-RDP80-00832A000300020001-1
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SUMMARY AND RECOMMENDATIONS TO THE COMMITTEE
" 10 February 19%9

STATINTL  SUGGESTION NO. 2415: dated 27 June 1956 B
‘ » G5B, Secretary
: y DD/

‘A Summayv_of Suagestion

Suggester proposed that rubber mats be placed in the halls of
the temporary buildings as a safety precaution. In a July 1936
memorandum, the suggester mentioned three accidents, which occurred
about that time, because of the slippery corridor floors.

STATINTL

On 30 July 1956, | — for the CIA Safety Officer
_stateds ' '

"Accident records indicate a definite need for some type of
corrective action. Those submitted or attempted to date have
either basn too costly or ineffective. A rubber zunner, if

not too costly, may be the solution to this perennial problem.

The Safety Officer is not in a position to estimate the cost

and installation of this matting materlal to the Agemcy. It

is rocomvended that the Space, Maintenance and Facillitles

Branch, Real Estate and Construction Division, Office of Logistics

25X1A be consulied prior to final approval.

On 1 November 1956, | | for Chief, Administrative
Staff/OL stateds .

( C | "The.maintenénce of §dﬁ;id‘huildings is a responsibility of
: the Public Buildings Service. Officials of that Agency have
‘been contacted regarding the proposed installation.

. [ . s .
"The problem of slipping accidents is under investigation by
‘représéntatives of this Agenty and the Public Buildings Service,
in that tests have been tonducted with various types of floor
wages and floor frictlon readings have been taken. A report
concerning these tests is expected to be completed about
18 Novembey 1956. This report may have some affect in relation
‘to the cuggested installation of rubber matting.®
In May 19%7, GSA (then PBS) opposed the installation of rubber
runnars from the $iandpdint\6§ cost, maintenance and repairs. Thelr
experience indicated considerable damage was caused by mail trucks
and movements of safes and other heavy equipment on the rubber
runfiors. At that time, they planned to furnish and install linoleum
in all corridors of "M" Building, where the suggester reported the
: accidents, at an estimated cost of $15,000. However, this amount
Approvesl Fiot Rélesetiioo J/04tivei CIREDPPBG008B2A0bY8®0020001-1
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Sugg. No. 24i% Contd.

Agency efforts continued to have a safety messure installed.
Finally, on 3 February 1959,| i CIA Safety
Officer, stated: ; |

STATINTL

"At the present time GSA has installed rubbey matting in the
corridors of °'M' Building. It is the opinion of the under=
signed that this installation is directly attributable to the
original Employee Suggestion No. 2415. This suggestion was
partially concurred in by the undersigned and it was then

STATINTL  fo acs Maintenance and Facilities Branch, OL.
- ‘ Bot f Space Maintenance and Facilities Branch and
the » 35 a result of the original suggestion, have

annoyed GSA into installing rubber matting in this area."

C. A%

gEnengarlons of the Executjve Secratamm |

1. Not in nne—\of?-duty (GS=5, Secretary)
2. $50,00 award based on Intangible Benefits (Slight-Local)

D. Reglsion of Committee

* 1506,
s PdOptad LS U Award ——lgtter of Appreciation

I
Not Adopted
| STATINTL .

{ Fy
/ /<Wﬂ

— "
74 .
@WM@ZWWM ~WWMIM3

o ——

T

0
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SUMMARY AND RECOMMENDATIONS TO THE COMMITTEE
‘ | 18 February 1939

SUGGESTION NO, 30-327: dated Decembar 1936 (submitted 2/18/59)
GS=8
Te Tachnician
GS~7 _
s Tachnician/Cryptographic

As
These suggasters proposad a modification to the Office of
Communications® most widely used cipher device, TINYTOT,.
B. ﬁn P 93 ONs

On 12 February 1959, Director of Communications|

. stated:s

f!t has boen known for several years that the TINYTOT would
operate more efficlently as suggested; howover, the shogtage

of one of the necessary Components, specifically the TINYTOT
cipher tape distributor, had retaxded any dovelopment of the
suggasted device. No written recommendations that the TINYTOT .
bs modified as suggestad in the attached, that pre=dates the :
attached suggestion, can be found in the Office of Communications
filas, ,

“Upon receipt of the attached suggestion, one TINYTOT unlt was
fabricated as outlined, and placed in use as a sezxvice test -
model. This unit has proven to be satisfactory and we have
racontly taken the nacassary stops to convert all the present
TINYTOT units {approximately to the modified verxsisn sug=
gestads

“The modlfied TINYTOT has proven to be approximately thirty
percant moxe efficient in the encipher mode of operatlion than

the older model. The figure of thirty percent represents a
saving of approximately 2000 man hours per yaar, based on last
year's traffic wolume figures of approximately fifty million
enciphered TINVIOT groups. The average hourly wage of crypto-
graphic personnel employing the TINYTOT unit for enciphering is
$2.53. This represents an approximate saving of $10,000 per year.

"In addition to the saving of actual man hours realized by use
of the new maochine, there are certain intangible communications
securlty advantagaes which are either a result of the new con=
 figuration of equipment or which can now be included in the
 TINYTOT as a result of the shifting or addition of componentis.
We fael that these intangible benefits can be classifled as
ApprovgshfiesReleate 2003/04/17 : CIA-RDP80-00832A000300020001-1
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Sugg. No. 2697 Contd.
E« Dgglsion of Complitee
i _Adopted ’ﬁdQ_Award —lctter of Appreciation
______Nof Adopted

%0 -
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17 February 1959

25X1A
- MEMORANDUM FOR:

SUBJECT ¢ Agenda for Meeting of Suggestion Awards Committee
1. The CIA Suggestion Awards Committee is séheduled to meet on
Wednesday, 25 Februazy 1959, at $:30 a.m. in Room 2601, Curie Hall.
2, The following items for youi review are enclosed:
TAB 1 = Tentative Agenda | |
TAB 2 -~ Minutes of last Committee Meeting
TAB 3 == Minimal Awazds by Chalrman

TAB 4 =~ Summary of Suggestions to be considered at this
meeting

FOR THE CHAIRMAN, SUGGESTION AWARDS COMMITTEE3:

25X1A

Executive Secretary

Approved For Release 2003/04/17 : CIA-RDP80-00832A000300020001-1
SefelaRaEsT

e B S o e




u ApMed For Release 2003/04/17 : CIA- RM-00832A(W00020001 1

ColoA  IwNeTwEwReNeAwl UsSeE O-Nel-Y

’ Régular Meoting of the Suggestion Awards Committee
Wednesday, 25 February 1959

. AGENDA - o
1. The call to order 07‘392/
2. Minutes of last meeting )74 b

/C'S. Commants by Chairman
W 4. Report by Executive Seeretary

5. 014 Susiness_

'\ 6. New Business
{Vots on suggsstions attached)

7. Adjouznment |

Approved For Release 2003/04/17 : CIA-RDP80- oos3onoo3ooozooo11 o [
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SUMMARY AND RECOMMENDATIONS FOR THE COMMITTEE

17 February 1959

SUGGESTION NO. 24863 dated 1% August 1956

A.

B.

ﬁﬁL GS~9, Medical Technician
Medical Staff, Db/S

Suggester proposed an expendable cardbosrd container so con-
structed that vaccines requiring temperature below freezing and
those requiring normal refrigeration can be shipped in the same

container. Centainer formerly used was a noneexpendable metal
picnic box.

In March 1957, the following recommendation of the Suggestion
Awards Committee wes made to the Acting Deputy Director {Support)

and approved hy hims

2e

"An intepim award of $200.00 ($100.00 for tangible savingss
$200.00 for intangible benefits) based on benefits derived

by CIA. Suggestion is to be referzed back to Medical Staff
for further processing and re-evaluation with the Office of
Logistics after one more year’s experience in use of the
container with Suggestion Awards Committee then to reconsider
for possible award based on gupnlementary CIA benefits.
Suggestion Awards Staff will refer suggestion for interdepart-

mental consideration {Public Health Sexvice, Defense, and other
departments to be detarmined by Civil Service Commission) while
. Agency processing continues, The amount of the awerd recom-

mended 1s based on the scales authorized by the Civil Service
. Commisesion.” oo IR

Various Government ageencies and the American Red Cross were
canvassed. The American Red Cross is the only organization

which expressed an interest. They requested a sample for

testing. All other agencies were satisfied with thelr present
methads of shipment, However, Heelth Educutlon and ‘lelfare
suggested an outlet in the American Drug Menufacturers Association.
The sample will be furnished to the Amexican Red Cross after ‘
the suggester's patent rights have been established.

Patent Righig

The Patent Board ruled that request for patent rights'musf
onhgicadc: Pelthe lthe cs 20030217 : BRCRESISS R sBHRTIRIO L0 RYRY5 825
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B Medical Staff, will contact the sug~

- gester, rorward the appropriate papers to him, and deal directly
with the Patent Board.

;
" .

Ay O ¢

3. J L. 3

On 20 November 1958, Deputy Chief,
Support Division, MeSTEar STaTT, STatems

- MA review of the utilization of this suggestion for the past

year indicates:

(a) This'suégesticn was utilized for seventy (70) shipments
overseas valuedat $8,372.11 with a total weight of 609.5
pounds. '

(b) Many cablé requests weré handled in an expeditious manner
by allowing medicinals to be shipped via the pouch and air
mall parcel post since re~icing was not necessazy.

{¢) Several operational requests were handledlin a sacure
- manner by allowing manifest misnomering since it was not
necessaxy to reopen the packages for re-icing.

{d) Local shipments are not reflected in the above figures since
"wet icing by freezing water in polyethylene bags wes used
for short distance shipments. 1f the subject container
were used for this type of shipment, its potential would
be aven greater since the container could be used wherever

 freezing facilitios were avallable.

(é) Fower cables have baen received from the field questiening
the status of blologicals and vaccines because of the lack
of refrigeration. A savings is noted in cable transmission.”

. On 20 January 1959, Chief, Support Division,

Medica) Staff, stat

l, Deputy Chief, Support Division,

“Madical Staff, who previously evaluated this suggestion
Andicates his opinion that through this suggestion, additional

’Msaviﬁgs have been achieved that indicate this suggestion has

| | . SwBwCaRmE<T | ‘ -
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The Suggesiion Awards Staff asked the Office of Logistics why
this Agency did not use commercially manufactured containers
‘as the other Government agencies do. The Office of Logistics
replied that to their knowledge, the only available commercial
- container is made of metal. The only way to get financial
benefit from metal containers is to re-use them. This Agency
is interested in disposable containers for security reasons.

- -

1. $450-600 additional award based on Intangible Benefits (High-Broad)

2+ Close case in the Sﬁggestion Awards Staff, but continue'to'

furnish all available records to the suggester for his inde=
pendent use in requesting patents, samples, sales, etc.

—_Adopted Award ' Letter of Appreciation

;;__a_ﬂot Adopted ;Z?
. /

oo o XLy Coulis RS IMESE L

-3-

S=EwCR=E~T
Approved For Release 2003/04/17 CIA RDP80 00832A000300020001 1

——— N SR T o

-

JR——




N

%)

5X1
5X1

Qp[orgved orflelease 2003/04/17:C|A-RDP80-00M000300Q@@1 E

SmE=CeR~E=T
SUMMARY AND RECOMMENDATIONS TO THE COMMITTEE

18 February 1959

SUGGESTICH NO. 59-327: : 1956 (Submitted 2/18/59)
. S GS~ 8 ,
Wire Equipment Technlclan
e e 7
Communications Technician/Cryptographic
0C, Db/ ' o

A.  Summsxy. of Suggestion

“These suggesters proposed a modification to the bffice of
. Communications most widely used cipher device, TINYTOT.

On 12 February 1959, Director of Communications,| | | 25
stateds

"It has been known for several years that the TINYTOT would

operate more efficiently as suggested; however, the shortage

of one of the necessaxy components, specifically the TINYTOT

cipher tape distributér, had retarded any development of the
_suggested device. No written recommendations that the

TINYTOT be modified as suggested in the attached, that pre-dates

the attached suggestion, can be found in the Office of Communications
£1 les . '

"UYpon receipt of the attached suggestion, one TINYTOT unit was
fabricated as outlines, and placed in use as a service test
" model. This unit has proven to be satisfactory and we have
recently taken the necessary steps to convert all the present
TINYTOT units (approximately to the modified version sug- 25X1
gested. ‘ ‘ '

"The modified TINYTOT has proven to be approximately thirty
percent more efficient in the encipher mode of operation than
the older model, The figure of thirty percent represents a
saving of approximately 4000 man hours per year, based on last
year's traffic volume figures of approximately fifty million
“enciphered TINYTOT groups. The average hourly wage of crypto-
graphic personnel employing the TINYTOT unit for enciphering is
' $2.53. This represents an appreximate saving of $10,000 per year.

"In addition to the saving of actual man hours realized by use
of the new machine, there are certain intangible communications
security advantages which are either a result of the new con-
figuration of equipment or which can now be included in the
TINYTOT as a result of the shifting or addition of components.
We feel that these intangible benefits can be classified as

AppPRASFREF Release 2003/04/17 : CIA-RDP80-00832A000300020001-1
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" SUMMARY AND RECOMMENDATIONS TO THE COMMITTEE

18 February 1959

SUGGESTION NO. 58-437: dated 28 March 1958
| GS~l11, Intelligence Officer

A
/

ER, DO/P

Ae - Summazy _of Suggestion..

Suggester proposeds 1) a shortcut in desensitizing KAPOK and
RYBAT documants ~-= principly by eliminating the requirement of
unit Records Officer’s approval. The suggester recognized that the
approval actually rests with the case officer; 2) a service by
Records Integration Division which provides abstracts for clerical
handling as has been found practical and effective for handling
secraet documents.

B-Wumm

On 29 September 1958, Assistant Executive Officer, DD/P I:I \
stateds

"While we do not agree with most of the specific remedies prow
posed by the author of Suggestion 58-437, we do agree that

’ current KAPOK desensitizing procedures need re-examination with

‘ a view to revision. Such a re-examination is now underway, and
this suggestion was partly responsible for its being undertaken.
For his part in aralyzing and calling attention to a problem
area in current procedures, we believe the author of Suggestion
58=-437 deserves some form of recognition. Furthermore, one of
the specific suggestions made by the author has been recommended

- for adoption by this staff and, if actually adopted, would

merit appropriate recognition. This suggestion concerns the
preparation of KAPOK cbstracts. We believe its adoption would
result in substantial manpower savings.” S5X1A

On 20 January 1959, Chief, RID, stated:

"At the time the procedures for the desensitizing of Rybat and
Kapok documents was developed, RID was fully aware of the
deficiencies In the procedure, Certainly personnel in both the
field and Headquarters have been aware of many other problems
created by the use of Kapok and Rybat sensitive indicators.
Desensitizing is one problem, but perhaps the most basic problem
in the desensitizing of Kapok and Rybat documents has been the
‘lack of pollicing. To have policed the procedure would have za-
quired rather complex tickler file procedures and additional
workloads in RID and the Divisions, with questioneble advantages.
Nevertheless the desensitizing procedure was established as a ,
mechanism to be used at the Inclination of Clandestine Services

Approved For Release 2003/04/17 : CIA-RDP80-00832A000300020001-1 L
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Sugg. No. 58-437 Contd.

"personnel from which some good was hoped for. It is still
questioned vhether an elaborate polieing system in the desen=
sitizing of Rybat and Kapok documents is justified. This is
particularly true in view of the fact that these documents are
controlled and, in the case of Kapok documents, completely
Indexed and controlled.

"It is the opinion of RID that the author of suggestion 58-437
is not eligible for any recognition for that portion of the
suggestion which deals with problems in the desensitizing pro-
cedure, :

"On the other hand, RID feels that the author of the subject
suggestion could be credited with suggesting that RID furnish
abstracts with Kapok and Rybat documents as with other incoming
non-sensitive documents. Here again it is difficult to say that
this is a new idea. Under former Rybat and Kapok document
processing, it was not feasible to furnish extira copies of
abstracts without imposing an additional workload on RID when

1t was questioned whether such abstracts were actually needed
by Area Divisions. Under present Kapok and Rybat procedures

the creation of additional abstracts costs RID nothing in terms
of workload. They can be created at the same time as those

for the RID files. It is still questioned by RID that additional
abstracts are useful, but it so happens that RID is considering
the use of extra copies of abstracts in the desensitizing
procedure. Therefore, RID is willing to give the suggester
credit for having instigated the furnishing of additional
abstracts with Kapok and Rybat documents. It would be rather
difficult to justify to the suggester a denial of recognition

on the basis that the idea is not new when there is no tanglble
proof of such, and when he sees the abstracts being furnished.

"It is difficult to determine the degree of any tangible benefits
resulting from the use of abstracts by the Area Divisions for
these documents because as far as RID is concerned these benefits
would acerue prepondezantly to Area Divisions and Sénior Staffs.
However, it is astimated that these intangible benefits resulting
from this portion of the suggestion would be of slight benefit

and local application.”

Recommendatior

1. Not in line~of-duty (GS-11, Intelligence Officer)
2. $25-50 award based on Intangible Benefits (Slight-Local)

-.2 -
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Dacision of Committee
2

—Adopted 4 35 Avard

Not Adopted

VY P

-2 L ter of Appreciation
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SUMMARY AND RECOMMENDATIONS FOR THE COMMITTEE

16 Februazy 1959

‘ SUGGESTION NO. 59-163: dated 6 August 1958
STATINTL » G5-5, Clerk

| 4

A Sugmary of Susgestion

 Proposed that hand rails be mounted on the steps leading from
the patlo at the rear of Administration Building to the adjacent
parking lot.

B,

On 2§ vaember 1958, Safety Officer, Office of Sacurity stated:

*In the past year the Safety Officer had no record of injury to
empioyees resulting from falls in this area. Howeverx, it 1Is
recognized that these stone steps would beccme slippery during
 winter months and might be the cause of a fall. It 1s also
recognized that thege 1s no ralling whatsoever to assist a
person in stopping a £211 that might be the result of a small
stumble or a misstep. It is therefore recommended that this

suggdstion be adopted and that hand rails be installed on each
side of the stairwell.”

1

On 3 January\lgsg, the Office of Logistics made the following
statements - ’ . .

nIn accordance with recommendation made by CIA Safety Officer
- relative to snstallation of hand rails on the steps leading
from tha patlo at the rear of Administration Building to the
adjacent parking lot, SMEF Branch concurs and has submltted a
, " Work Order, dated 13 January 1959, to PES. Starting date for
" this work is to be 20 January. Estimated cost $201.44."

f Execuilve Secrelaxy

1. Not in line-of-duty (GS=5, Clerk)
2, $38-88 Award based on Intangible Benefits (s1ight-Lotal)

N ‘D‘

B STATINTL —idoped ﬁ__{Q__,,Award o Lotter of Appreciation ‘
| S Adopted | 7,;0 M
| o /7/0 O -

g2

,
’
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SUGGESTION NO. ‘59=15: dated 2 July 1958

C.
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* SUMMARY AND RECCMMENDATIONS FOR THE COMMITTEE
\ , . ‘
16 February 1959

GS-12, Analyst

Considerable difficulty has been experienced in maintaining

- the Radio Frequency Record file on a current basis through machine

processing. This is due to the fact that frequently the informatlon

which a machine comparison is based upon has been changed and a

manual operation is necessary to “"pull"” the changed cards from the

file., The suggester proposes breaking this bottleneck obtaining

a complete list of deletions and changes from thei | 25X1A
|sand then mechanizing most of this work.

on 7 Jﬁly 1958, L Acting Chief, Radio Stations
Branch, SR/OCR, stated:

"As a xesult of] | suggestion, steps have been taken
to obtain from the International Fraquency Registratlon Board
(IFRB), publisher of the RFR, a machine listing of those items
deleted from the file wherein any of the identifylng information
“hag bean changed. From this listing, cards will be punched to
be used in selecting deleted items from the basic RFR file. The
IFRB has agreed to furnish such a listing on a quayrterly basis.”

a1 s ——

I e—  EETT T

fae =

On 6 August 1958, Chief, Businesc Machines Services, | | 25X1A |

stateds

"Ouy investigation reveals that the situation as set forth in
the suggestion, both the problem and the remedy, are sub-
stantially accurate.

“I4 s recommended that any award which may be made in this
case be based on a recurring savings of 10 weeks analyst's time
per year."

This case was considered by this Comnittee on 21 October 1958,

At that time the DD/I Committee members were asked to supply the
answers to two important questions:

1.‘ What 1s the Suggester's job responsibility?
2. Does International Frequency Registration Board charge for
Approved Itbi Relugse o0s/047 ~eIANKDIBY-85853A000300020001-1
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| Sugyg. No. 59"15 Contd.

On 4 November 1958, C/SR, OCR, | | stateds

1. This improvement was beyond the rormal job expectancy of
this individualj

5. The cost to the Agency for the IFRB listing is $300,00 for
the full fiscal year.

' (Attached as TAB A 1s a copy of above mentloned memozandum, )

D. Recommendation.of Executive Seczetaxy

1. Not in linewof-duty (Complete copy of Job Desceiption {n
case file held by the Executive Secretary)

5, $30.00 award based on Tangible Savings of 3560 par year.
. Value of Middle G55 Salary (10 weeks) = $360
Less Cost of IFRB Listing _J00
Tangible Savings = $560

, Adopted >¢;3g2 Award Letter of Appreclation

25X1A ceiot Ado

z
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SUMMARY OF SUGGESTIONS AND ACTION TAKEN BY CHAIRMAN

SUGGt NO, 3128 H
25X1A

Summary

%

Action Taken :

Award t
SUGG. NO. B8~038:
25X1A

Susrmary 3

Action Teken 3
Awazd . P

SUGB. .HO. 59=13 3
25X1A

MINIMAL AWARD CASES
5 FEBRUARY 1959

a %7
E=9, Reference Librarian

v

'Suggesﬁer propesed the Installation of a thermofax
machine in the Library of Congress for the use of
CIA personnel.

Although the specific suggestion was not carried out,
the CIA Library installed a Polaroid Copying camera
in the Libraxy of Congress as a direct result of this
suggestion.

$25.00 award granted.

SHERHMENEHR R

dated 2% June 1958
|y GS=12, Intelligence Officer

I
ORR, DD/I

Suggester propesed that the barrier and/or adjacent
door entrance to 1124 "M” Building restricted area

be modified as a safety precaution. At the time of
the suggestion, the approach from sach side of the
barrier was so constructed that it was extremely
difficult for pessons approaching the turnestyle from
one side of the barrisr to see persons appxoaching
from the other side.

On 5 December 19953, the Office of Logistics completed
~ the work as outlined in this suggestion at the

direction of the CIA Safety Officer.

$15.00 award granted.

SN N
dated 12 Ju ‘
s GSe7, Records Management Analyst

Approved For Reflebs8-2063/04/17 : CIA-RDP80-00832A000300020001-1
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N Minimal Award Cases Contd.
. -5 February 1959
Sugg. No. 59-13 Contd.

. Summary '3+ Suggester proposed (1) that a 002 fire extinguisher,
for protection against electrical fires, should be
near the battery charger located on the loading ramp
of (2) that dey cell lanterns be  25X1
mounted near the doors leading to the processing
ares on both floors of | | - 25X1

Actioh Taken ¢ Part one was disapproved by the Safety Officer;
‘ part two was carried out -- on 10 November 1953,
two dry cell, 6 volt lanterns were issued to the
, Records Centex.
Award ¢ $15.00 awaxd granted.
: ' C HHEMOHE
[ XA suce. wo. 59-44 s da 8 !
. » CS«9, Accountant
' nance, Comptroller, DD/S
Summary @ Suggester proposed that attachments ahd/br_ravisions
: to any document or set of dosumenis be set up on the
same size and format as the original document.

Action Taken 2 This suggestion was brought to the attention of the
Area Divislone, and insofar as it is practical, the
Agency will comply with this suggestion.

+Awaxd ¢ $135.00 award granted.

z L T T T )
iv25X1A

dated 8 September 1959

8

SUGG. KO. 59«84
~  GS-9, (Between Assignments)

I
FE, DD/F

Surmayy ' 8 Suggester proposed that persons reviewing documents
S in the course of running RI name traces be instructed
to detach all duplicate copies.

Action Taken t On 17 December 1958, Chief, RID issued‘a memorandum,
subjects “"Destruction of Extra Coples of CS Record
Documents”, as a direct result of this suggestion.

Award ¢ $10.0C award granted.

Approved For Release 2003/04/17 : CIA-RDPB0200832A000300020001-1
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:Summary ' s
Action Taken 1
Aﬁard | 3
E5x1A | SUGG. NO, 39-140:
Summafy F

Action Taken t

Awarxd :
125X1A  sueG. MO. 39-165:

‘Summary H

SUGGs NO. 39«96 &

Approved For Rejggse 2004@8/17 : CIA-RDP80-00832A00030002004-1 '
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Minimél Award Cases Contd,.
5 February 1959

dated er 1958
E;;::;if:;;;ffEbGs-s, Bindery Operator
3
?»

Suggester proposed that a "Singer” type machine be
purchased for use in the Bindery Printing Plants of
the Agency.

A machine, such as described by the suggester, with
a tape feeder attachment will be adopted in the
Administration Building Plant as a direct result of
this suggestion.

$15.00 award'granted.
HSHEHHERT I

dated 14 October 19?8 | .
» G5-=9, Analyst

SR, DD/P

Suggester proposed that briefings of new personnel,
conducted by the CIA Safety Officer, include specific
detalls of emergency drills (fire, air raid, etc.)

The Office of Security previously coversd this sube
Ject in their Security Indoctrination Program. This
suggestion, however, provided a stimulus for greater
safaty education ¢{o be undertaken by the Office of
Security.

Letter of Appreciation.

' I TRV | |
dated 1958
| |, Gs-14, Personnel'Officerb

DPS/DCT

Suggester proposed that the Agency shuttle bus step
now located just east of the North Building driveway

. entrance on E Street be relocated to a peint at the

base of the North Building steps approximately 100
feet west of the driveway.

-3—

Approved For Release 2003/04/17 : CIA-RDP80-00832A000300020001-1
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Minimal Award Cases Contd.
% February 1959

Sugg. No. 59=165 Contd.

Action Taken ¢ In the interest of safety, this suggestion has been
adopted. All E Street Agency bus traffic will,
henceforth, make the stop at the base of the North
Building stairway in lieu of the stop east of the
North Building driveway. '

Award 3 Letter of Appreciation.

o -4'a
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\



k

“AApproved For Rgljase 20M4/17 : CIA-RDP80-00832A000300020H-1 Q
' I ' CeQeNeFeIo«DeEsfl-ToI=AeL

SUMMARY AND RECOMMENDATIONS TO THE COMMITTEE
21 January 1955

25X1A ' guaGESTION MO. 58-507: b April 1958 S-S5
\ ‘ R . , Supervisor, RI/IN,
U : . : ‘ m/P )

A w of Suggestion
In RI/IB, card references for name check reguests are thermo-
faxed. The suggester designed a rack to be placed over the machin
to provide storasge spece and an adequate working avea. Further, ©
‘using the space on top to hold cards end reprciucticns it would
. eliminate the mizing cf cards and would improve the appearance
around the machines. : :
B. B of Evaluations
Mhe cost to build the designed rack was estimated by the Off:
\ ‘ of logistics to be $47.66 for one. There are approximately cne
: hundred and fifty (150) thermofax mechines in the Agency, making

As a substitute Dusiness Machines Services provided RID with
brochures of available racks.

[y

o " n 23 Decenber 1958, Chief, Records Integration Division commentes
ss follows: ‘ ' '

"Subject suggestion has been reviewed in the light of
: purchasing manufectured items as & gubstitute foy the
- rack to be counstructed es originally suggested. Froa
‘  the brouchures sttached, the supervisor of the section
/ - concerned has selected the nevw Hercules stand as the
' one which most pesrly meets the needs of the section.:
- Tals stand provides storsge space as well as adequate
working eres. The cost is $37.50 each, as compared
‘with the estimeted cost of $47.66 cach for racks to
be constructed. RID will place an order for the pure
chage of five such stends.

"Althoughr the item sketched by the suggester as a
. . gglution to the problem was not accepted, the suggzester
" aid get forth the reasone for the nsed for equipment.
 Accordingly, the equipment described in peragraph 1.
above was decided upon as the means of bringing about
more efficient uge of time, lebor and work-space. As
long &8 apace remains a problem in RID, bepefit will
acczue. It is not possible to messure the benefit at
this time; nevertheless, it can be seid that the benefit

App'r;0ved'|;_or Release @M'M%@&%%Wiw and, 28 such,

CaO-HoF-1-D+E~N-T<I~A=L




B T

Approved For Fﬁ@ase 200”1/17 . CIA-RDP80-00832A0003000208a81 ‘)

CoQuNoFwIaDaEeN-TmTwheL
Suggesticn Ho. 58-507 Cont

~ C. Action Taken |
On 13 January 1959, the Suggeation Awards Staff contacted RI.

Five (5) racks have been ordered. The benefits ere congidered
to be intangible of a slight degree, with local epplicaticn.

D. Executive: _w- ‘s Reccomendation

1. Fot in line~of-duty (Superviscr, RY/IR)
2. $25-$50 averd based on Intengible Benefits (Slight-Local)

| D. Decision of Chairmen
Adopted # ;ﬁ Avard fetter of Appreciotion
ot Adopted

/é/ 3{5 25X1A

Approved For Release 2003/04/17 :.CJA-RDP80-00832A000300020001-1
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SUMMARY AND RECOMMENDATIONS TO THE COMMITIEE

16 January 1959

25X1A SUGGESTIOR KO. 58~9: dated 3 July 1957
, GS=11, Assistant CSDO,
ce € Cable Secreteriat, DCI
A. Bummary of Suggestion

Ever increasing files of 3x5 cards are maintained by FI/RI
Cryptic Reference Office and the Cable Secretariat. It is sug-
gested that the information on these cards be transferred to
Flexoline Strips, with accompenying framwes apd stand. This
ccanversion could be made utilizing wmachines report procedure.

B. Sumrary of Evaluatlions

On 11 July 1958, Deputy Csble Secretary stated:

"The Ceble Secretsrist has sdopted that portlion of
employee‘’s suggestion 58-9 waich suggests conversion
of crypto card files in the Ceblc Becrstariat to
flexoline strips, using frames turned in as surplue
Agency stoek.

A major factor influencing ocur decision to convert
from 3x5 cards to flexoline ia that we make freguent
use of our file since every cryptonym and pseudonym
used in every cable must be checked thru this file.
This heavy usage of the file in cur cpinion justified
the creation of a move essily used system thefN wes
alforded by a 3x5 file. .

“Algo, the decision Lo convert cur files, desplte the
retyping workloed, was influenced by the fact that in
80 doing ve made it possible to transfer our ariglnal
?ile of caxds to the zmergency site 2% & vital document.
Currently this file is stored as micvo-film.

"On the basis of improved efficiency, wtilization of sur-
plus materinls, savings in working an®t stovage syces in
the Teble Secratariat spd the ugefuiness of =2 bhsxyd copy
f1ile sg compared %0 & microfiim of ap essential vital
document, it is recommended thet an eppropriste awerd be
given the suggester for the intangible value derived.”

Approved For Release 2003/04/17 : CIA-RDP80-00832A000300020001-1
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| Sugg. Bo. 53“%’ Cont'd,

Toe DD/P, on 2 Jenusry 1959, stated:

"Aftey another careful review of employece suggestion

58«9, we gtill feel that the disadventages, connected

with both the time consuming installatiorn and weine
tenance of Flexoline sirips in RID/Cryptic Refereuce
Section, would ocutweigh eny edventages. Alego, we wish

to point out thet sinee & total of 1/2 man~-hours per

day are gpent in the handling of no more then 28 entrice

&8 dsy into the eryptie refersnce files, the Recoxds
Integretion Division really ham no problem to contend with.

YWe believe, rather then reducing work, iastallation of
Plexoline equipment would incresse the pumber of hours
spent in mainteining, integrating, snd pericdically
auditing the file of approximately 26,000 pames, cuve
yently belng meintained in the Cryptie Refercnce Section

. of RID. It is also ouy helief that the possibility of

error would increase if Flexoline strips replaced ouxr
present system which hag proved over the yeers to be specly
and effieient. Anothey mitigating factor egainst con-
vergion to the use of Plexoline eguipment is the attendant
hardiing and secum gtoring problem of the strips and
cunbersone stonds.

"While we mée that it would be relatively simple to
keep the machine record capds current, the weverse is toue
of keeping Filexoline strips cccuraie and up=toedsie.

"In view of the fectors aprd considerations cited sbove,
insofar as RID is concerned, no benellt would enure to
1t from the adoptica of employce suggestion 58<0.%

On 13 Januayy 1959, |of Cable Secretepist,
scumented as per Memorandum foy the Record by Exceutive Sege
retery, Suggestion Awavds Commitiee. (See TAB A)

Executive Secrgm R&emmdatigg

1. Not in lineeofeduty (Assistant CSDO)
2. $100-$150 avayd based on Intengible Berefits (Moderate-Locsl

4 /00 sweza ~Lettey of Appreciatica

Hot Adopted
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SUGGESTION NO. 590-105: dated 22 August 1957
: 0sS-8, Offset Photographer,

’

A. Sumary of Suggestion

‘ B Suégesfer proposes that the pegative inspection light teble,
located in the darkroom, be equipped with a second light utilizing
red safe~lights. S

STATINTL ~ B. Summery of Evalustions

On 25 September 1958, | | Chief, Administrative Staff,
office of Logistics, stated:

/

"Mhe suggestion to equip negative inspection light
tables with a second light source utilizing & red
safe-light hae been adopted. This is used only on
—Jobe where production is empheeized rether then
—qnlity. To achieve this production, the camere
must be kept going with as few interruptiocns as
possible. '

"It is pointed cut thaet this light ls not used

for eutting, etching, or the inspection of high
quality negatives - only those where production
takes précefience over quality. There 1s another
‘yred 1ight in the derxkroom located over the develop-
ing tray. However, it cannot be used for inspection
purposes o8 mentioned herein bhecause when the film
is taken from the fixer solution it is wet and would
arip into the developer sclution and neutralize it.
Therefore, the red light must be located on the in-
spection table. ‘

*me existing inspection light tables bhave been
modified to include the red light end all such
tables purchased in the future will be go equipped.
It is therefore felt that the suggesier 18 entitled

to an award based on slight intangible benefite which
ere applied to & local degree.”

On 31 October 1958 the Chief, Data Msuagement Division, PIC, stated
they bad no use for the idea but that it does appear to kave merit
for other areas using the developing method described.

On 12 December 1958, T8S/Gard explained they had a substitute for
thig ides.

\

ment concerning their Division as did .
i CoTel TeHoPuEsReNeAel, UaSeE OeNele¥
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C. Recommendstion of Exccutive Secreter

1. Not in line~of-duty {0B8-8, Offset Puotographer)
2. $25-$50 award  ased on Intangible Benefits (Sli.ght-loca.l)

D. Decisgion of‘ Cqmm:l.ttee

‘/ Adopted & JO Awarxd letter of Appreciaticn

. _Bot Adopted

50 — ()

STATINTL

B
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MEMORARDUM FOR THE RECORD

of Cable Seerctoriat further commented:

"Suggester had en idea that Cable Secretarial
would have these Flexoline Tepes provided to
them.”

This suggestion was declined by the DD/PB! |
and| |then tried to use Blll's 1
area - chey apked how could they conguer the mwmg spage

problem creatsd of baving by the incressef numdbers of eard& and
by the expending number of trays.

To set this up would require re-typing thousands of existing
ecerds which secmed like a steggering Jjob.

They measured the workeload epd found that they could trans-
epibe ell existing cards to Flexoline in two months. Many officees
participated in this final solution. Ceble Sceretavist estimates
improvement i of MODERATE benefit and of 1LOCAL application.

| |- not in line-ofeduty)

The suggester w‘tmally stinulated this Lprovement. Colonel
have since cheched ocut the advantages
Y 3 FrIce who use this pew idat. It is the cone
sensus th;at asm@d effi.cieney anfl usefulnesy have besn achieved.

Executive Scocretery recomucnds: $100-$150

‘ S=E«CaRelaT
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