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HEMORPMDUM POR: CBIVE Tigk Force Groun Chiefs

SUBJECT : Bl-weekly Teporting Svstem

i. Cn the basis of chree weeks sxperisnce, I
havs decided that CHIVE i1l change the weakly report-
ing system to a bi-weekl- syztem, baginning ¥Fridavy,

1 July 1966,

4. Reports will be due to IPS by 1200 hours,
every othar Friday, so that they can be compiled
into a summary report duc on my desk by 1500 hours
the following oaday.

3. The bi-weekly repoxts will supplant tas
monthly report, baglnaing with July, and no man-day
fugures will be regalired, excspt for IBit's contribwu-
tion.

4. In the first ol weekly report, please include
a list of personnel esgicned to your task{s) and
eztimatad time they will se used on #ask(s), as well
as baginning dates for new assignments.

3. Even though e¢ither I or the IPS is apprisad
informally of reportable svents, I ask that the same
information be Accumentod in the bi-weekly reports.

6. Management decisions, slaoning, scheduling,
and project control depend acavily on meaning ful,
timely and aceourate reportiany. Therefore, I args
all concasrned to apply regquisite time, thought, and
attentlon to implementine thls raporting system.
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27 June 196€

MEMORANDUM FOR: 25X1A

I would like to ha
weekly (by noon Friday).My rersonal experience in #%
filling them out is that they grovide a convenient
way of capturing significant events £m of the week
with very little work. At the end of two weeks

they will constitute the input that|[jjjjrecds += 25X1A

to satisfy his obligation to 25X1A

FORM NO. (| REPLACES FORM 10- 101 .
1 AUG 54 WHICH MAY BE USED. (47
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