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| f N\mber of employeea refarred to Appointmen’c. Cler}*s for ass Lgnments...
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Memoranda to Pay Roll Branch certifying leave balance from other
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Memoranda to Security Control Officer (0‘3) requﬁsting permission to

- obtain outside employment after working hours and on Seturday...._

‘Hemoranda to Securlby Control Officer (08) requesting permission to

take OutSids Educational COUTB@SQ.ccooonoovoo.ooconoucocoso-oqcco

1 _Hork Project Man Hours

Typing..tltﬁﬁii.l......‘ l.Q.'""...00(...".."‘(“0!‘|.0‘..Ql.. -
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ceived for separate formn of . PHS's, Appendix I, Clericsl Brochures,-
Report of Med:n.cal History, Personal Resume, Certificate of Proe
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Bus tickets issued (apprQXimatrgly}.t00000000-‘ooq‘otnﬁooocion irerstavseee -
KOT/RY PUBLIC | |

Averaze weokly Notary Public service for official uso and assistance
to égency Cmplc)yﬁasqoocuovooo-otoooooogat&o;o;qo‘bottonon-‘-oc'ooo 10

SUrPLY

The IAS is responsible for tho requisition, waintenance and issuasnce of the
diverss types of supplies, forms and equip=ont used by the various offices iIn the
building, Two-to-three provisicnally claared employzes are continuously trained
to parfobn this service. “

TRATHING FIUS

Each weok four training f1lms are obtained from the Film Brench, OCR, end
one is showm dally., Tha running time for the film averares one hour and a half,
Tuo=to~three mals erploysss are continuously trained tooarate the projection
machine, Tor the vest of the sumnor, whils the population is high, two travol-
ogues ond four training files will be shown weskly,.

IRCUUANCE Y0540 1IBCTURR

Bach Tussday morning ab 0230 hours, imaedistely following the IAS Orientation,
a vepresentative of the Insurance Dranch conducts a oneshour lecture for new perw
sonnel on the Agancy hospitalization and insurance benof{its program,

CLLRIICAL TRAINTHG TNDUCTION SICTION, OTR, IECTURE

Folloulng the Insurznce and Hospitalizotion lecturs, at 1030 hours a
representative of the Clorical Training Induction Saction explains the clericsl
training program, '

BMPIGYEE SSAVICES CRIENTATION

Cn 1 ¥ay 1961 the Employes Services Orientstion for now personuel was
official transferred to I Duilding. Also, at the request of the Imployee Sarvices
Branch, the assewbling and respensibility for the information containad in the
EOD Folder was trensfarred fo that office,

HOUSTNG, BULTETTY BEDACDS AN CAR PODIS
Continuous widespread Agency interest in this triple function requires the

sorvices of a full time employee plus the assistance of a male employze to post
thae bullatin boord notices hrae times a woek, _
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