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I. CRGANTZATIONAL, COMPONERT
A, Office of Commnioations :
B, Administrative Stafl
C. Peraomnel Branch

D, TForeign Seetlons

il. ZLIEY FURCTIONAL mmﬁim.ﬁl m1m Rm&&&m&mz@
Porpopnel Currently Assigond onent_and Fropos :
Beouliremonts

The 0ffies of Commwnications is responsible for furnishing
compunications support fasilities on a world wide basis, For 0/C
urposes, ths world is dlvided into sographlie ereas

ommnications projest T/0'e, or Commmnications employecs agsignei to
other Agsney components, including pwojsots, In gesnsral, the four
Forelgn Sections porform the ssue ﬁun@tiom it variations are
introduced bssanes of disfering [ rcoblens, _

The Forelgn Sections ars fuxm‘ézimxally r&zzpomible for:

&, Im*tizming axd coordinating actions necessary for the
woviment of O/C parsonnel ard dependents to and from the field

B, TFurpishing coutiming administrative support to 0/C
personnsl who ave located in fovelgn field sress,

G, Alding in the scolution of gensrel administrative and .
parsonal problems of Foreign Fleld peraocunel and their dependonts,
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TII. DETALIED FUNTIONAL RRSPONSIBXLITIES CURRENTLY ASSIGNED 70 THESE COMPONENTS

Tho dosteiled statemant belgw is intendsd to give an over-sil
pleture of the funstlons of the Foreign Sections:

A, Aseigraent and Movement of Personnsl to an Ares

Upon recaipt of e Carser seyvice Board action assigning en
individual to & foreign aroa or 2 megorandum from a Division Chief
concerning en imitial appointmsnt (GB-7 or below), where the employee is
being assigned to o foreign apsa, the Chlef of the Foreign Section assumes
ell responsibllity for processing tht individusl to the field. The first
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sbep taken by the Chief, Foreign Uectiop, is ¢o insure trsau a positicu

is sveilable. %m&um 8 hee ¢} %W c;"*.:ﬂe:i‘m
Fareign Section, WEdh Terews g Por dedtraty aky

yrocedures, posts on the Xardiex r...acm’l pnd forvards to PDC.

25X1C4a

Phe Worelign Section mepares & biogrepnical sketch of the
individuel and sends it by pouwck to ¥Pae Area Chief in the fleld as
advance iunformiuicm of the ues:gnee's qualifications. When the de-
parvurs date avwl fvavel schedw'e have been established, the Feorelga
Section preparszs P4 osble or Jispates 4o the field in order that
the individual mey be wmet at Bls destinadion, Ymmedlately prior to
the individual ‘3 cepaviure, Forefun Section Chlef conducts a final
briefing with the in-:‘ti*zf’&mltT we O/ Driefing Check Sheet). On
awymx.ﬂw of the brieling, th: ‘?crreigra Section Chiel arranges; theough

“he Persongsl Trecessing a.‘!"lu, intarwicwe for the individne) with the
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Chief, Administrative Staff, and ths Deputy Aspistent Director for
Communications, Upon completlion of the intervisws, the Foreign Section
Chief signs the Central Processing Braneh ¢learanae sheet for O/C end
the individusl departs,

B. Support of Personnel in the Arva
With the proceszes’s srrival & en ovarcess staiion, the

perticular Foreign Sectisp entsxs into » full and individusl administra-
tive support stage. All personnel axd administrative metiers common
o an overscas employee are the contimiing difcet responsibility of
the Foreign Sectlon for the temirs of tie individualls tour. The
produst of the Section's efforts in the administration of it's overseas
personmnel is coordinated within the 0/C, and whea the ceze warrants,
with the intercsted DD/F, Foreign Divielon, W tiae Foreign Section
Chief, Guidance is received from the Chief, Fersomel Ikwansh, and
from 0/C Division Chiefs when the perncmmel avpect mergss with operations.

In the administcation of overseas Qoumuanications psrsomnel
there is included:

1. Financial Matters:
8, Salary undasrpayasnls
b, Yop-payment of sll wances
¢. JAscountings for aivences, xupayment of cdvances
d. Requasis for adveams for uspendents
8, Credit Unlon loeus, non-pgyment cf C. U, 10@@3
£. WNop-psyment of :dvaixes by persomael nbroad
g Requseﬁw‘for pumsai of allowances
2, Personnel Movemant::
2., Requests for yiw personngl ior field
b. Promotion reccmmendations
¢. POS movementa in field
d. Re-slotting jarsomnel ir {ield required hy CSE action,
changes in work load, ¢r for processing purposes to allow overlap of
persomal

e. Tranfers b:iveen /C amd other Agensy comporsnts

adym
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f. GCompensation claims
3. vement of Effects

a. Requests for movemeni of part or all of individualfs
household effectis '

©. Reguesis for informition of status of household
effects and automobile in transit f

¢. Hequesis for movemeni of vehicles
4. Tobles of Organiazation:

Reviews individual Teble of Organization change requests,
as well as major re-organization changss received from respective field
areas, and makes recommendations to Deputy Chief, Administrative Staff,
on soundness of orgenization structure znd the effsct it will have on
employees currently assigmed or in process. Upon approval of the T/0,
initiates the necessary persomnel action requests (S. F. 52), If there
is an excess of personnel at a station, coordinates with various Division
Chiefs to determine who will be retaimed on the new T/0, who will be
returned prior to completion of tour of duty, and who will be reassigned
to another area. The Foreign Section is required to have all details
concerning persounnsl assigned tc their field T/0 at their finger-tips,
from size of family to dates of birth, from EMD date to date of present
grade, These facts are presented and considered when T/0's are pro=~-
posed and activated,

5. Miscellaneosus:

Marriages to foreign nationals present complications
and the Foreign Sectlion provides advico and solves problems pertaining
to the disposition of such matters, In addition, where there are
problems betwsen field station and the individval, as well as personal
problems of the employee, the mmtter is always directed to the Foreign
Section which plays the role of counsellor or coordinator in getting
the required solutions.

. Return of Employees to Headquzrters

Approximately six months prier to the completion of the
employee's tour of duty, he sulmits a home leave request to the Foreign
Section. The case is then scheduled for Career Service Board Rotation
action. When the Career Service Board has taken action, the Foreign
Section is notified, The Foreign Section then prepares a dispatch
advising the field of the CSB mtion, ‘and gives a date for the subject's
depa:rtm*e from the field.

TEELCATIIN EANY WO Y fﬂ"’"f'f‘l\"
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When the employee departs from his overseas post, he sends
an ETA cable 4o the Foreign Section which in turn edvises the Persounnel
Processing Unit of the schoduled BTA date. Upon arrival at Headquarters,
he reports to the Foreign Sectlon where he ig given a perscnal debrief-
ing, vbich includes & discussion regarding general living conditions in
his area, movale, and any personal problem he may have. He iz assisted
in solving his personal problems, =ither dlrectly or by arrenging
zppointments for him with veriocus support officers in the Agency; such
as, Finance Division, PDC, and Traasportetion Division. Problems may
inelude back pay due the employee, advice on escrow accounts, advice
concerning disposition of household effects, and problems conceraing
dependents. The Foreign Section raquires the employee to complete
+he Personel Post Reports; then the individual is sent to Central Pro-
ressing Branch, PDC, to complete his retbynee processing. Upon come
uletion by CFB/EDC, the employee raturns to the Foreign Section, which
introduces hin %o his new Foreign fectionh which will furnish adminig-
“retive support in the new area of assignment. The old Porelign Section
preperes a S.F. 52, completing the "From” side, and turns such papers
aver to the pew Forelgn Section for completion of the "To" side.

25X1C4a

E. Fach Foreign Section maintains & T/0 worksheet which contains
z complete listing of positlome, lucumbehts, type of assigmments,
vacsncies, pending schions, apnd proposed aciions, and is used as a
reference in day-to-day activitles. In sddition; each Foreign Section
waintsins esseniially the same Informetiba ob a visuwal aild board for
the exclusive uze of the C3B. ‘

. The Pollowing is s dzsscription of the wvarious procedures for
cover processing of employess to the field:
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3. ‘The following is = listing of the Fil2e and Records
maintained by three of the four Forelgn Sectloas:

- R s

B

B.

Dispatch *iles (tissue copy)
{1 ares

(2 res

(3) Advsnce project .

Personnel Action File {(tiesue copy)

d.

e@

fli

En

k.

Separation allowance file (tisisue copy)
Blographical sketch Tlle
I - covy)
“Heid"” iction file

Miscelirncous inter<cffice corvespondence Tile (Gissus eopy)

- e

B,

&

lekler T£hle - This is & leoog: working file combalning

. ]

{2) carvesponience sl > 25X1A6a
fmmms 2ation notices

{3) Correupontience an uaresolred persomnel metters

{4} copies of wmtgoing ecrresuondence

Cable file = Ya by stai-lion

sable file « (uat by Registry conirol aumber

Tispateh 'ile -~ In B9y atation

Dispatcek “ile ~ Qut by Regisi::y number

I - o 1ptavetized uy aane

3x5 cerd Uile on each imdividusl assigned prosesslng

and vatomed fram the arse. Includes: pame, grade, title, losation,

slot avs

.y, varicus perscinel actions approved vhile aesigned to the

ares. c:o .es and dispatches concerning rotation, home-leave, and
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reassigvmenia due and recelved; _gmﬁe » position nuuber 25X1C4a
. and. salary changes.
7. Mointains Visuzl Ald Roards {CS3)
4. Maintasins book flexoline file indicaeting vacancles

25X1C4a

Z. Notebook file of home leave addresses
1. Current T/0 file

30 [ NG <iic oxvaoged 25X1C4a
by sbtav.io: and includes title, grade and positlon number
25X1A6a

5 _Sea*&;ﬁ.on - Fumerical files
1. Tn and Oubt Cables; maintained voarly and are destroyed
b, TIn and Out Dispaitches; meintain:d yesrly snd arc desiroyad

2. In and Out correaspondence

. 25X1C4a
+ [
e. 0fC memorznds, orders and notices
¥. (C7A Reguletions
g. ©fC Adninistrative Procedure Manuvel
25X1A6a

B _See'i:ion ~ Miseeslleneous Files

8. Post Reporbt files; meinteined by Station

B. 3%5 card £ile on each individus’ assigned, processing
to, and rabsrned from the area, Includes neme, wrade, title location,
slot auber, various personnel actlons approved vhile asgigned to this
area. -his information is maimtained in cxder to service numercus
inguirios raceived for immediste and up-to-date informetion.

2. NMainbains Visusl Ald Beard (CSB)

A
SECRET
SECURTTY INFORMATION
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