Approved For Rgiase 2002/05/01 : CIA-RDP80-01341/4890200060006-7

05 WA 199

NOTE FOR: Director of Finance

SUBJECT ;Management and Services Directorate Surplus
Procedures ‘

1. After you have met with the individuals concerned please
call me so that we know (1) whethex they have agreed to retive ox (2)
you found it necessaxry to prescit the surplus letter. Iwill then arrange
for Mr. Drownman to sign the surplus memorandum (attachment A) to
the Director of Personnel which also transmits the surplus declaration
(attachment B) signed by Mr, Browmman. I have retained both lettexs
for his signature. You will receive coples as soon as My, Brwwnman
has signed them.

7 _
ﬁ\/‘f 2. To retain as systematic procedure as fJossible, we suggest
% that after you discuss the surplus matter with the individual, you dixect
’ them to see youx Personn icer/Suppoxt. Qffices who will arrange for 3 /;2
25X1A \/ an appointment with Mz, |or the Retirement Affaizg Division, _ P
Office of Personnel, whichever I8 appropriate, Your Personnel Officer/ , s 3303

. Support Officer is being asked to then notify me 8o we can schedule'the ,
employee fo /s on a Directorate basis. This step is critical <’A’m.,,:'; 3257
25X1A L Rﬁéﬁé’éwﬁfJ'i [office and the Retirement Affairs Division need to '
schedule appointments because of the volume involved. We want to cxreate
as organized situation as possible under the cixcumstances.

25XA 3. IfI, can assist you in any other way, please let me know

25X1A W
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"+ - MEMORANDUM FOR: . Director of Personnel. - '

 SUBJECT * ' :. Declaration of Excess = Mr. _

.

STATINTL In accordance with paragrapi b.(2) of I forward herewith
] . . . ) : " : . . ) . . ‘
‘my declaration of ____ (date) that Me. . is

excess bo the manpower requirements of this Directorate.
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ln accordance w:.\.h parag*aph b ( 1) 0L|:I, f;.txcl 't;a}cibg .iuto

consn.deraglcm ‘bae current and &nthlpa.ued mamower requlrcmpnt,a ol this

’

'Direcuora.te, as well as the per:ormance, natu.rc of £.erv1ce, quall catioas

- !

and grade of, Mr.

’ I herpby uetermlne that Me. . ;

is excess. to 'bhe manpower reqm.reme*xhs of thls Dlrectorate and I so
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